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Republic of the Philippines
City of Cadiz
OFFICE OF THE CITY MAYOR

EXECUTIVE ORDER NO. SGE-008-2025
Series of 2025

AN ORDER MANDATING THE REVISION OF CADIZ CITY CITIZEN’S
CHARTER AND FOR OTHER PURPOSES

WHEREAS, the Act Promoting Ease of Doing Business and Efficient
Delivery of Government Services, Amending for the Purpose Republic Act No.
9485, otherwise known as the Anti-Red Tape Act of 2007, and for Other Purposes
otherwise known as Republic Act No.11032 declared the policy of the State to
promote integrity, accountability, proper management of public affairs and public
property as well as to establish effective practices, aimed at efficient turnaround
of the delivery of government services and the prevention of graft and corruption
in government;

WHEREAS, in accordance with policy, local government units have been
mandated by RA 11032 to set up current and updated service standards to be
known as the Citizen’s Charter in the form of information billboards which should
be posted at the main entrance of offices or at the most conspicuous place, in
their respective websites and in the form of published materials written either in
English, Filipino, or in the local dialect;

WHEREAS, the different departments of the City of Cadiz delivering
government services have formulated and established their own systems and
procedures in transacting business within their respective offices;

WHEREAS, the City of Cadiz have incorporated and consolidated the
services, systems and procedures of the different departments delivering
government services into the “CADIZ CITY CITIZEN'S CHARTER?”;

WHEREAS, it is the leadership’s desire for the City of Cadiz, and its
constituents, to reap the benefits that the implementation of a Citizen’s Charter
may brought about, such as, less cost of public service delivery, reduce
vulnerability to graft and corruption, availability of feedback mechanism,
existence of basis for assessing the performance of the city government and its
personnel, as well as customer satisfaction, equal treatment of customers,
availability of complaints and redress mechanism, and opening opportunity for
people participation in service improvement, among others;




NOW THEREFORE, I, SALVADOR G. ESCALANTE, JR., Mayor of Cadiz
City, and by virtue of the powers vested in me by law, order as follows:

Section 1. THE REVISED CADIZ CITY CITIZEN’S CHARTER. The Cadiz City
Citizen’s Charter is hereby amended as the official document containing the
service standards and the pledge that communicates in simple terms, information
on the services that the City provides to its constituents and other government
agencies.

The Cadiz City Citizen’s Charter describes the step-by-step procedures for
availing a particular service and the guaranteed performance level that the
constituents and other government agencies may expect for that service;

Section 2. ADOPTION AND IMPLEMENTATION. All department and
offices of the City Government of Cadiz are hereby ordered and directed to
adopt and implement the “CADIZ CITY CITIZENS CHARTER” within their
respective departments of offices.

Section 3. REPEALING CLAUSE. Previous orders, directives or
memoranda which are inconsistent with this order are hereby considered
repealed or amended accordingly.

Section 4. EFFECTIVITY AND SEPARABILITY. This Order shall take
effect immediately. Any part of this Order that may be declared void by a
court of competent jurisdiction shall not invalidate the parts not affected.

March 25, 2025 Cadiz City, Negros Occidental.

SALVADOR G. ESGALANTE, JR.
City Mgyor



1. Vision

“Cadiz, a gateway and premier city with a diverse and globally competitive economy
that promotes inclusive sustainable growth, productive ecosystem. Disaster-resilient
communities and infrastructures, led by accountable and effective governance under
the guidance of Aimighty GOD.”

lll. Mission

“We aim to strengthen the city’s fiscal management system, promote people active
participation and develop a culture of cooperation from among the major stakeholders
in the implementation of economic development programs and sustainable delivery of
basic services towards a sound and progressive economy.”

IV. Service Pledge

We, the Cadiz City government officials and employees, commit ourselves to our
respective duties and responsibilities to ensure the best delivery of all frontline services
to provide to our people. We shall faithfully perform our assigned task pursuant to the
set of standards expressed in our citizen’s charter, issuances and regulation.

This we pledge to develop the trust and confidence of our constituents and to promote
greater community support and involvement in local governance.



LIST OF SERVICES

CITY MAYOR’S OFFICE
External Services
Executive Division

1. Giving Of Free MediCiNeES ......cccciiiiiiieiiiieeeeee e 2
2. Issuance Of Trip TICKEL ........uueiiiiiiiie e 2
3. Processing of Financial ASSiStancCe ...........ccccuuiiiiiiiiiiiiiiiiee 4

Sports Division

1. Request for Sports Supplies and Equipment for Donation/Assistance ........ 7
2. S0UNd SYSEM SEIVICES ...ovvviiiiiiii it 8
3. Request for Utilization of Cadiz Arena ...........cccvvvveeeeiiiiiieeeeecce 10
4. Request for Utilization of Other City Sports Facilities ..............ccoeevveennnnnns 13
5. Request for Sports Office Multi-purpose Vehicle ..., 14

Cadiz City Educational Program
1. Educational Assistance Program ... 17

Touris Promotion Development & Culture and Arts Division
1. Accreditation of Tourism Oriented Establishments and other

Tourism Related ENterprises ..........uuuiiiiiiiiiii e 20
2. Issuance of Local Accreditation Certificate for Primary and

other Tourism Related Establishments (Annual Pre-requisite for

Issuance of Business Permit by the BPLO) ............cccccoeeennee. 21
3. Tourists Itinerary ASSIStANCE ........coooiiiiiiiiiiii e 22
4. Research & Information Assistance ...............cciiiiiiiiiiiii i 23
5. Seminars & Trainings Request for Tourism Related Establishments ......... 24
6. Mannequin DiSPlay .........cooieeiiiiiieee e 25

Cooperative Development Division
1. Provision of Livelihood Financial Loan Assistance for the

Projects of Cooperatives and Associations ...........ccccceeeveeieeeiiiiieinnennn, 28
2. Collection of Livelihood Financial Loan Assistance and
Issuance of Certificate of Full Payment ..............ccccoccnns 33

3. Conduct Relevant Training s/Seminars and Facilitate the
Organization of Mandatory Training s/Seminars to
Cooperatives and AssoCiation ...........coooevviiiiiiiiiiiic e 34

Information Management Division

1. INfOrmMation DESK .......oiiiieee e 38
2. Public Assistance & Complaint Desk (PACD) .........uuueeeeiiiiiiieiiiieeeeeeiis 39
3. Media Coverage and Documentation ...............cooiiiiiiiiiiiiiiiieeeeee e 41

Cadiz Housing Authority Division

1. Provision and Relocation of Housing Units To Qualified Beneficiaries ....... 44
2. Issuance of Certificate of Occupancy To Beneficiaries ..........ccccccvvvennnnnn. 46
3. Issuance of Certificate of Occupancy to Beneficiaries

Applying for Business Permit ...........cccoevviiiiiiiiiiiiiieee e 48
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Inspection and Verification Committee
1. Inspection & Verification of Availment of Assistance (Goods) .................... 51

Cadiz Tricycle Franchising and Regulatory Division
1. Issuance of Franchise and Mayor’s Permit for Qualified

Tricycle Drivers and Operators ..........ccccuueuiiiiiiiiiiieiiieeeeeee e 53
2. Cancellation / Cessation of Franchise and Mayor’s Permit ........................ 56
3. Change MOtOI/UNIL .......ooeee e 58
4. Change OWNEISNID ..coooiiiiii e 59

CITY ADMINISTRATOR’S OFFICE
External Services
Business Permits & Licensing Division
1. One Stop Shop Registration ..........ccooiiiiiiiiie e 61
2. Retirement of BUSINESS ........uuiiiiiiiiiecceeeeeeeee e 70
3. Securing Mayor’s Clearance and Certificate of Good Moral Character ...... 72
4. Securing Mayor’s Permit for holding a benefit Dance, Disco

and other similar aCtivity ..........ccccuueeiiiiiii 73
5. Securing Mayor’s Permit for the Transport of Scrap Iron,

Empty Bottles & Plastic Materials ... 75
6. Securing Mayor’s Permit to conduct motorcade/parade or procession ...... 76
7. Securing Mayor’s Permit on all advertising and Promotional Activities ....... 78
8. Securing Mayor’s Permit for the transfer of cadaver to other localities ....... 80
9. Securing Mayor’s Permit for the Exhumation of Tomb ..............cccceinnnn. 81
10. Securing Mayor’s Permit using government owned

buildings and other facilities ... 83
11. Securing Mayor’s Permit for the temporary use of roads,

streets, sidewalks, alleys, plazas & playground ..............cccooovvvvvnnnnnnnn. 84
12. Securing Mayor’s Permit for the registration of fishing boats

or motor boats (3 gross tons below) ..........ccceevvieeiiiiiiiiiii 86
13. Securing Mayor’s Permit for the delivery truck, van or vehicle ................ 87
14. Securing Mayor’s Permit for Peddler ... 89
Administrative Division
1..SIgNING Of CECKS ..o 167
2. Communications, Endorsement Letters (External Service) ...................... 168

Human Resources Management Division
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2. Issuance of Service Record and Certificate ...........ccccceeeeeeeiiiiiiiiiiiiiiiii, 173
3. Terminal Leave AppliCation ............coiiiiee i 175
4. Issuance of Leave Credits earned and Leave Credits Certification .......... 176
5. Job Order and COS PrOCESSES ......coiiieieeeeeieeeeeeeeeeiiee e e e e e e e e e e e eeeeeeeanes 178
6. EMployee’s ClearancCe .........ccccuummiiiiiiiiiiiiiiiieeee e 179
7. Requests and QUETIES ........oevviiieiiiiiiee e e e e e e e e e e eeeeeenees 180

VI



LIST OF SERVICES

Local Economic and Development Investment Promotion Division

1. Application for Investment Incentive Registration ..........ccccccccceiiinnn, 183
2. Event Documentation ..........cooooo i 185
3. Application for MSME Registration ...............ouvviiiiiiiiiiiii, 186
4. Assistance for Printing of Product Labels ... 187
5. Layout of Product Labels ...........ooooiiiiiiiiiiiiiiee e 188
B. LIVE COVEIAQE ...ttt e e e e e e e 189

OFFICE OF THE CITY CIVIL REGISTRAR
External Services
1. Applying for Correction of Entries Under OCRG

Memorandum Circular 2010-04 ........ccoooeiieiiiee e 191
2. Applying for a Marriage LICENSE .........coovvviiiiiiiiiiee e 193
3. Applying for Supplemental Report ...........cccuuvimiiiiiiiiiiiiieeeeeeeeeeeeeeeee 198
4. Availment of RAO255 ... 201
5. Birth Registration ... 205
6. Death Registration ...........ooooummiii e 212

7. Endorsement of Civil Registry Record to the Civil Registrar
General (Records not available in the archive of PSA but with

record in the LCR OffiCe.) ..cooiiiiiiiiiiiiii e 214
8. Facilitate Request for Transfer of Wrongly Registered Birth Under

Memorandum Circular 91-6 .............oueiiiiiiiiiiiiiieeeee e 217
9. Filing of Petition for Change of First Name (CFN) or

Correction of Clerical Error/s (CCE) (RA9048) (RA10172) .............. 220
10. Marriage Registration ...........ooouuiiiiiiiiii e 226
11. Out of Town Delayed Registration of Birth ............cccccooviiiiinn, 229
12. Processing of Request for Civil Registry Document in Security Paper

(SECPA) through BREQS.......cooiiiiiiiieeeeeeeeeee e 233
13. Provision of Statistical Reports and other Civil Registry Data ................ 235
14. Registration of Court Orders/Decrees ...........ccocceeeiiiiiiiiiiieiiiiiiiieeee e 237
15. Registration of Legal instrument/Legitimation of Natural Child .............. 240
16. Transcription/Issuances of Records of Birth, Marriage and Death ......... 243

CITY TREASURER’S OFFICE
External Services
Business Tax, Fees, & Other Charges Division
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(Individual/ Business/Corporation) ............ccccoeeeiuieeieeeeiiniiieeee e 246
2. Collection of Miscellaneous Fees & Charges ..........cccccuuviieiiiiiiiiiiiiinnenenn. 250
3. Assessment and Collection of Business Tax and Regulatory

Fees for Issuance of Business Permit ..............cccccciiniiiinininee, 275
4. Issuance of Certification for Retirement of Business ............cccovvvvvinnnn. 337
5. Assessment and Payment of Motorized Tricycle Operator’s

Permit (MTOP) (New & Renewal) - Private, Utility and For Hire ........ 341
6. Issuance of MTOP Plate and Sticker .............oouvviiiiiiiiiiiieeeeeee 343
7. Processing of Certificate for Retirement of Motorized Tricycle

Operator’s Permit (MTOP) ... 344
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Engine (New & Renewal) ..........ooooiiiiiiiiiiiiiiieeieeeeeeeeee e 346
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10. Payment of Peddler's Permit ... 349
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Dance, Transport of GOOAS) ......ccceeeeeeiiiiieieeeeeee e 350
12. Payment of Promotional Permits (Streamers, Billboards,
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3. Payment of Slaughterhouse fees and charges .............ccccooveiiiiiiiiiiiinnnn. 362
4. Payment of Market Stall Rental Fee ... 363
5. Payment of Annual Fixed Tax on Delivery Truck/Van ..............cccccvvvvnnneee. 365
6. Payment of Fees on Sealing and Licensing of Weights and

IMEASUIES ...t e e e e e e e 366
7. Payment of Cemetery Lot Rental and Miscellaneous Fees ...................... 367
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1. Disbursement of Financial (Petty Cash) Assistance .............ccccccciiiiinns 370
2. Disbursement of Cadiz City Educational Assistance Program (CCEAP) .. 371
3. Check Preparation and Releasing ..........cccccuuuiiiiiiiiiiiiiiiiiiieeeeeeee e 372
4. Issuance of Official ReCeipts ........ccovviiiiiiiiicii e 375

Real Property Tax Division

1. Assessment of Real Property Tax DUE ...........uuuiiiiiiiiiiiiiiiiis 377
2. Receipt of Payment of Real Property Taxes ..........cccceeeviiiiiiiiiiiiiiiiiiee 378
3. Issuance of Real Property Tax Certification ............ccccccoiiiiiiiiiiiiiiiiiinee, 380
Administrative Division

1. Issuance of Community Tax Certificate (Individual) .........cccccceeiiiiiiinnnnn, 383
2. Application for Closure of BUSINESS ..........eeiiiiiiiiiiiiiiiiie 384

CITY SOCIAL WELFARE AND DEVELOPMENT OFFICE

1. Application for Emergency Assistance Program (EAP) - Petty Cash ........ 387
2. Application for Emergency Assistance Program (EAP) -

Regular ProCeSSING .......coouiiiiiiiiiieiieeeee e 392
3. Request for Social Case Study/Summary Report or Referral .................. 398
4. Request for Certification / Referral ..., 404
5. Request or Referral for Counseling Service ..., 407
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6. Availment of The Provision Stipulated in R.A. 10630 (Comprehensive

Juvenile Justice and Welfare System) ........ccccccvviveeeeiiiiiiiee
7. Disaster Relief SErviCe .........coiiiiiiiiiiiiieeeeeee e
8. Applying for Self-Employment Assistance Program (SEAP) ..................
9. Availment of Livelihood Capital Assistance .............cccceeeeiiiiiiniiiiiinnnee.
10. Application for Minor’s Travelling Abroad ............ccccoeeeeeeiiiiiiiiiiiiiiiiii,
11. Application for Alternative Family Care ...........cccccvvveieeeiiiieeies
13. Application for Solo Parent Identification Card (SPIC) ..........................
14. Renewal of Solo Parent Identification Card (SPIC) — Valid for 1 Year ....
15. Application for FSCAP Membership & OSCA Identification Card .........
16. Application for Persons with Disability Identification Card ....................

PUBLIC EMPLOYMENT SERVICE OFFICE
External Services
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CITY ASSESSOR’S OFFICE
External Services
1. Issuance of Certified True Copy of Tax Declaration/

Declaration of Real Property Value (DRPV) ...,
. Issuance of Certificate of Property HoldiNgS .........ccoovviiiieiiiiiiiiiiiiiiie,
. Issuance of Certificate of No Structural Improvements ...........................
. Issuance of Certificate of No Real Property ........cccccoovieiiiiiiiiiiiiin,
. Issuance of Certificate as to the Exact Location of Property ...................

OO WN

. Processing of Assessment Transactions on Simple Transfer of

Ownership with No Structural Improvements ...........ccccccvvvveeveennnnn...

N

. Processing of Assessment Transactions on Simple Transfer of
Ownership with Improvements within Poblacion Area

(ZONES 1-6) .ttt

8. Processing of Assessment Transactions on Simple Transfer of

Ownership with Improvements outside Poblacion Area ...................

9. Processing of Assessment Transactions on Consolidation

/Subdivision without Improvements ............cccccociiiiiiiiiiiiieeeeee,

10. Processing of Assessment Transactions on Consolidation

/Subdivision in Poblacion Area (Zone 1-6) with Inspection ...............

11. Processing of Assessment Transactions on Consolidation

/Subdivision in Rural Barangays with Inspection ..............................
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. Registration, Referral, and Placement of Jobseekers .............ccccceennnn.e.
. Employment Guidance and Counselling .........ccccvvuviiiiiiiiiiiiiieeeeeeeeeeee,
. Labor Market Information (LMI) ........cooeriiiiiieer e
. Special Recruitment Activity (SRA) .....coooiieeee e
. Special Program for Employment of Students (SPES) ...........cccccooevnn.
cJOD F Al e
. Dole “Government Internship Program” GIP ...........cccccoiveiiiiiiiiiiiiiiiie,
. DILEEP - DOLE Integrated Livelihood and Emergency Program ...........
. Referral of OFW to OWWA and DMW for Availment of Assistance .........
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12. Processing of Assessment Transactions on Reassessment

due to Insufficient Assessment Information/Data ................coeeeeeeenn. 518
13. Processing of Assessment Transactions on Reassessment

due to Physical Change caused by Erosion, Natural or Man

Made Calamities .........cooviiiiiieir e 522
14. Issuance of Vicinity Map/Sketch Plan — (Bond Paper Size) ................... 528
15. Processing of Assessment Transactions on Newly

Constructed/Discovered Property ............oooioiiiiiiiiiiiiiiiiieeeeeeeeeeeeeen 530
16. Property Verification/Research (Other Services) ............uuueveeeeiiiiinnnnnnn. 534\

CITY DISASTER RISK REDUCTION & MANAGEMENT OFFICE
External Services
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3. Transport Services for Patients ... 540

CITY ENVIRONMENT AND NATURAL RESOURCES OFFICE
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2. Securing City ENRO Permit for Waste Disposal by Private

Trucks/Vehicles to the Sanitary Landfill ............ccccooooeiie, 550
3. Securing City ENRO Clearance for Seedlings Distribution for

Urban Gree€ning ..........uueeeeeeiiiiiiieeeeeee e 551
4. Inspection of Environmentally Critical Project (ECP) as Requirements

for the Issuance of Social Acceptability Certificate ............................ 553
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CITY PLANNING & DEVELOPMENT
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Land Use and Zoning Division

1. Securing Locational Clearance for Building Permit ................cccccoiiiiiis 560
2. Securing Zoning Certification ...............uueiiiiiiii 565
3. Securing Approval of Subdivision Plan (Preliminary Approval) ................ 568
4. Securing Final Approval of Development Permit ...............coooviiiiiceennn. 574
5. Securing Approval of Alteration of a Subdivision Plan .............................. 581
6. Securing Computer Generated Documents & Maps ...........ccceevvvevvevinnnnns 587

CITY ENGINEER’S OFFICE
External Services

Building and Industrial Safety Division (BISD) - Electrical
1. Render of Temporary Electrical Power Supply Connection ...................... 601
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LIST OF SERVICES

Motorpool Division

1. Rental of Vehicle And EqQuipment ... 603
Office of the Building Official

1. Excavation & Ground Preparation Permit ................ccooiiiiiiiiiii, 606
2. Issuance of Building Permit ... 608
3. Issuance of Certificate of Occupancy ............ooovvviiiiiiiiiieeeeeeeeeeeeeeeee 624
4. Issuance of Sanitary / Plumbing Permit ..............ccccoiiiiicceee e, 628
5. Issuance of Demolition Permit ... 631
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11. Issuance of Certified True COPY ......coovvriiiiieiiiiiiiee e 654
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15. Walk-in Spaying Services (for Dogs and Cats) .......cccccceeeeiiiiiiiiiiiiiiinnes 699
16. Seminar on Animal Health Care Nutrition and Management
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17. Issuance of Business Permits ...........cccccuuiiiiiiiiiiiiiiiieeeeee s 701
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CITY HEALTH OFFICE
External Services

1. Securing of Birth Certificate ............ccccoiiiiiiii e 706
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22. Availing of Pre- Natal Care (OB-GYNE) Services .........cccccciiiviiiiiiinneen. 740
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CITY MAYOR’S OFFICE

External Services

Executive Division



1. Giving of Free Medicines
Giving free medicines is a per client basis rendered by this office to patients/clients
who present a Doctor’s prescription/s for as long as requested medicines are

available.

Office/Division:

Office of the City Mayor

Classification:

Simple

Type of Transaction:

G2C - Government to Client

Who may avail:

All  patients or
prescription

clients who present a Doctor's

CHECKLIST OF
REQUIREMENTS

WHERE TO SECURE

Doctor’s prescription

Doctor’s Clinic/ City Health Office

FEES
AGENCY TO | PROCESSING PERSON
e ACTIONS BE TIME RESPONSIBLE
PAID
1. The patient/client | 1.1 Staff-in-
presents Doctor’s charge checks if | None 10 mins Administrative
prescription to medicines Aide IV
person in charge requested are Executive
available Division
1.2 If medicines
are available, None
staff-in-charge 5 mins
checks carefully Administrative
the medicines, Aide IV
log the same Executive
into the record Division
book and mark
the prescription
as to the
number of
medicines given
before releasing
to the client
2. Received the 5 mins
available medicine
TOTAL: 00 20 mins

2. Issuance of Trip Ticket

This service is given to the Various Barangays, Bantay Dagat, CMO Use, PNP,
Various Detachment, Various Division of Mayor’s Office and Various Offices

Office/Division:

Office of the City Mayor

Classification:

Simple

Type of Transaction:

G2G — Government to Client

Who may avail:

Various Barangay and Offices

CHECKLIST OF |

WHERE TO SECURE




REQUIREMENTS

NONE
CLIENT STEPS AGENCY | FE55 | PROCESSING |  PERSON
ACTIONS PAID TIME RESPONSIBLE
1. Request for trip 1.1 Asking for None 5 mins Executive
ticket the purpose of Assistant Il
the trip ticket if Executive
applicable for Division
issuance
Administrative
Aide VI
Executive
Division
2. Fill in the following | 2.1 Making of None 10 mins Administrative
information: trip ticket with Aide VI
control number Executive
a. Name of Driver Division
b. Date of Travel
c. Purpose
d. Destination
e. Name of
Passenger/
Requesting
and sign the trip
ticket
2.2 For approval Executive
of the two (2)| None 15 mins Assistant IV
respective Executive Division
heads Security Officer
v
Executive Division
Executive
Assistant Il
Executive Division
2.3 Issuance / None 5 mins Administrative
Releasing of trip Aide VI
ticket to the Executive
Driver Division
3. Received the None 5 mins
approved trip ticket
TOTAL.: 00 40 mins




3. Processing of Financial Assistance

This service

includes Medical/Hospital

Assistance and Burial/Embalming

Assistance. Medical/Hospital assistance is given to the patients who are in the
hospital or has been discharged from hospital confinement or patients that need
medications but need no hospital confinement (Outpatient). Burial/Embalming
assistance is being asked by a family member of the deceased who acts as client
and extended to defray some unpaid services or other obligations.

Office/Division:

Office of the City Mayor

Classification: Complex

Type of Transaction:

G2C - Government to Client

Who may avail:

All Cadiznon Residence

CHECKLIST OF
REQUIREMENTS

WHERE TO SECURE

For Medical/Hospital Assistance:
1. Medical Certificate/ Medical
Abstract (1 original copy)

Hospital where the patient/client admitted/
Attending physician for outpatient

2. Hospital Bill/ Medical Prescription/
Request for Laboratory (1 original

copy)

Hospital where the patient/client admitted/
Attending physician for outpatient

3. Certificate of Indigency
(1 original copy)

Barangay where the patient/client resides

4. Valid ID (1 photocopy)

(Item 1-4 Validated by CSWDO
Personnel)

Patient/authorized representative

5. Approved CSWDO Assessment
Form

City Social Welfare Development Office

For BuriallEmbalming Assistance:
1. Death Certificate (1 photocopy)

City Civil Registrar Office

2. Certificate of Indigency
(1 original copy)

Barangay where the patient/client resides

3. Funeral Contract/Funeral Receipt
(1 original copy)

Funeral Parlor

4. Valid ID (1 photocopy)

(Item 1-4 Validated by CSWDO
Personnel)

Authorized representative

5. Approved CSWDO Assessment

Form
CLIENT STEPS AGENCY | TEES |PROCESSING |  PERSON
ACTIONS PAID TIME RESPONSIBLE
1. The patient/client 1.1 Staff-in-
presents all the charge checks if None 5 mins Administrative
necessary all the Aide IV
requirements requirements are Executive
in-order and Division
complete
1.2 Assessment None 5 mins Executive
slip is forwarded Assistant IV




to the Executive Executive

Assistant for Division
approval
Executive
Assistant lll
Executive
Division
1.3 Release the
approved None 5 mins Administrative
Assessment slip Aide IV
to the client and Executive
log the Division

information of
the client and
refer to CSWD
Office for further
verification

2. Forward the
approved 10 mins
Assessment Slip to
the CSWD Office

2.1 Received the 10 mins Administrative
from CSWD Staff
Office Executive

Division
2.2 Attached Administrative
Voucher/ None 20 mins Staff
Obligation Executive
Budget Request Division
2.3 Forward to
City None 10 mins Administrative
Administrator’'s Staff
Office for Executive
signature of City Division
Mayor’s
authorized
representative
2.4 Forward to None 10 mins Administrative
City Budget Staff
Office for fund Executive
allocation Division
2.5 Endorsed to Administrative
City Accounting None 15 mins Staff
Office for Executive
processing of Division
voucher

TOTAL: 00 1hr. &30
mins.




CITY MAYOR’S OFFICE

External Services

Sports Division



1. Request for Sports Supplies and Equipment for
Donation/Assistance

Approval of request for sports supplies and equipment for Donations or
assistance.

Office or Division: Sports Division
Classification: Simple
Type of Transaction: G2C - Government to Citizen
Who may avail: City Athletes, Trainers, and Coaches
CHECKLIST OF WHERE TO SECURE

REQUIREMENTS

(1 original copy) City Mayor’s | City Mayor’s Office
approval granting of
donation/assistance

CLIENT STEPS AGENCY FEES | PROCESSING PERSON
ACTIONS TO TIME RESPONSIBLE
BE
PAID
1. Endorse letter of | 1.1 The supply None 5 minutes CLERK Il
request to the staff endorses
Supply Staff the letter to SPORTS
Sports DIVISION
Development OFFICE
Officer Il / City
Sports
Coordinator for
appropriate
action.
1.2 The Sports 10 minutes SPORTS
Development DEVELOPMENT
Officer Il / City OFFICER Il
Sports
Coordinator SPORTS
checks the DIVISION
availability of the OFFICE
equipment or
material with the
Supply Staff.
2. Receive donated | 1.3 If the 10 minutes CLERK 1l
item equipment or
material is SPORTS
available and DIVISION
with the OFFICE




approval of the
Sports
Development
Officer Il / City
Sports
Coordinator, the
Supply Staff
issues the
equipment or
material to the
requesting
party.

1.4 After
granting the
request, release
the confirmation
slip to the client.

1.5 if not
available, send
denial letter to
the client.

Total | None 25 minutes

2. Sound System Services

Approval of request for Sound System (Audio Van) to operate and maintain the
technical equipment to be used.

Office or Division: Sports Division
Classification: Simple
Type of Transaction: G2C - Government to Citizen
Who may avail: All
CHECKLIST OF WHERE TO SECURE

REQUIREMENTS

(1 original copy) City Mayor’s Office
Communication letter address
approved by the City Mayor,
thru: Sports Development

Officer IlI
CLIENT STEPS AGENCY FEES | PROCESSING PERSON
ACTIONS TO TIME RESPONSIBLE
BE
PAID




1. Fill-up Request 1.1 The Records | None 5 minutes SPORTS &
Form. and Information GAME
Staff endorses INSPECTOR I
the letter to
Sports SPORTS
Development DIVISION
Officer Il / City OFFICE
Sports
Coordinator for
appropriate
action.
1.2 The Sports None 5 minutes SPORTS
Development DEVELOPMENT
Officer Ill / City OFFICER Il
Sports
Coordinator SPORTS
checks the DIVISION
availability of the OFFICE
Sound System
with the Sound
System Unit
Staff.
1.3 If the None 10 minutes SPORTS
Sound System is DEVELOPMENT
available, the OFFICER 11l
Sports
Development SPORTS
Officer Il / City DIVISION
Sports OFFICE
Coordinator
reserves
schedule of
Sound System
for the
requesting party.
1.4 If not
available, send
denial letter to
the client.
2. Pick up approved | 1.5 Release the 5 minutes SPORTS
schedule of the approved/ DEVELOPMENT
Sound System. confirmed OFFICER Il
reservation
slip to the SPORTS
requesting DIVISION
clients. OFFICE
Total | None 25 minutes




3. Request for Utilization of Cadiz Arena

Approval of request for Arena Use and the issuance of computed fees to be paid.

Office or Division:

Sports Division

Classification:

Simple

Type of Transaction:

G2C - Government to Citizen

Who may avail:

All

CHECKLIST OF
REQUIREMENTS

WHERE TO SECURE

Communication letter
address and approved by
the City Mayor, thru:
Sports Development
Officer Il

(1 original copy)

City Mayor’s Office

CLIENT AGENCY FEES TO BE PROCESSIN PERSON
STEPS ACTIONS PAID G TIME RESPONSIBLE
1. Fill-up 1.1 Checks None 15 minutes ADMINISTRATIV
Request  [and confirms E ASSISTANT IV
Form for availability of
the Cadiz |Cadiz Arena. SPORTS

Arena. 1.2 Conducts
ocular
inspection of
the Cadiz
Arena.

1.3If
available,
grant request
of client.

1.4 If not
available,
send denial
letter to the
client.

1.5 Computes
fees to be
paid and send
statement of
account to
client.

DIVISION OFFICE

10




2. Pay
rental fee
at the City
Treasurer’
s Office.

1.6 Receive
payment and
issue OR.

As per Ordinance
No.13-2023, the
Arena rates and

fees:

Whole Cadiz
Arena - 5,000
for the first 3 hours
(without air
conditioning)

A. In excess 3
hours - £2,000 per
hour

B. Lights and
Sounds - £3,500
per day of event

C. Airconditioning
- 250 per unit per
hour

D. Plastic Chairs -
20 per chair

LED SCREEN -
$2,500 per day of
event

SECURITY
DEPOSIT -
5,000 per event.
To be refunded
after the event.
Should there be
damage to
equipment’s, cost
of such will be
deducted from the
security deposit.

In case of damage
cost will be
computed by the
BOOKBINDER IV.

15 minutes

CITY
TREASURER’S
OFFICE

3.Submit
copy of
rental fee
receipt
and pick

1.7 Reserve
the venue
(Cadiz
Arena) for
the

None

5 minutes

ADMINISTRATIV
E ASSISTANT IV

SPORTS
DIVISION OFFICE

n




up
approved
schedule
of the
venue.

requesting
party upon
presentatio
n of the
rental fee
receipt.

1.8 Release
the
confirmed
reservation
slip to the
requesting
clients.

Total

As per
Ordinance
No0.13-2023, the
Arena rates and
fees:

Whole Cadiz
Arena - £ 5,000
for the first 3
hours (without
air conditioning)

A. In excess 3
hours - £2,000
per hour

B. Lights and
Sounds - £3,500
per day of event

C. Air-
conditioning -
£250 per unit
per hour

D. Plastic Chairs
- P20 per chair

LED SCREEN -
£2,500 per day
of event

SECURITY
DEPOSIT -
#5,000 per

35 minutes

12




event. To be
refunded after
the event.
Should there be
damage to
equipment’s,
cost of such will
be deducted
from the security
deposit.

In case of
damage cost will
be computed by

the
ADMINISTRATIV
E ASSISTANT IV.

4. Request for Utilization of Other City Sports Facilities

Approval of request for Utilization of Other Sports Facilities.

Office or Division: Sports Division
Classification: Simple
Type of Transaction: G2C - Government to Citizen
Who may avail: All
CHECKLIST OF WHERE TO SECURE

REQUIREMENTS

(1 original copy) City Mayor’s Office
Communication letter address
and approved by the City
Mayor, thru: Sports
Development Officer Il
CLIENT STEPS AGENCY FEES | PROCESSING PERSON
ACTIONS TO TIME RESPONSIBLE
BE
PAID

13



1. Fill-up Request 1.1 Checks and | None 20 minutes RECREATION &
Form for the Sports confirms WELFARE
Facility/venue. availability of SERVICES I
the Sports
-Basketball Facility. SPORTS
-Vollevball DIVISION
y 1.2 Conducts OFFICE
ocular
inspection of
the Sports
Facility.
1.3 If available,
grant request of
client.
1.4 If not
available, send
denial letter to
the client.
2. Pick up approved | 1.5 Reserve None 5 minutes RECREATION &
schedule of the the Sports WELFARE
venue. Facility for SERVICES Il
requesting
party. SPORTS
1.6 Release DIVISION
the OFFICE
confirmed
reservation
slip to the
clients.
TOTAL | None 25 minutes

5. Request for Sports Office Multi-purpose Vehicle

Approval/ Confirmation of request for Multi-purpose Vehicle to be operated and
used.

Office or Division: Sports Division

Classification: Simple

Type of Transaction: G2C - Government to Citizen

Who may avail: All

CHECKLIST OF
REQUIREMENTS

WHERE TO SECURE
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(1 original copy) Endorsement | City Mayor’s Office
/recommendation from the
Office of the City Mayor

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

1.1 Fill up 1.1 Checks and None 15 minutes ADMINISTRATIVE
Vehicle confirms availability AIDE 11l
Utilization of the Sports Office
Form (Within Multi-Purpose SPORTS
the Province Vehicle. DIVISION OFFICE
gjlésraﬁfed L | 1:21fthe vehicle is

available and the

least 3 days i
prior travel) request is approved
by Sports
1.2 Secure the | Development Officer
approval or I1I/City Sports
permit to use Coordinator, grant
the multi- the request of client.
purpose 1.3 If not available,
vehicle. ,
send denial letter to
the client.
2. Schedule 1.4 Schedule the None 15 minutes ADMINISTRATIVE
the Driver, the Driver, the Vehicle AIDE Il
Vehicle and and prepare Driver’s
prepare Trip Ticket SPORTS
Driver’s Trip DIVISION OFFICE
Ticket

1.5 Release the trip
ticket with the
confirmed

reservation slip to the
client.

TOTAL | NONE 30 minutes
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CITY MAYOR'’S OFFICE
External Services

Cadiz City Educational Program
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1. Educational Assistance Program

The Cadiz City Educational Assistance Program is designed to support
economically disadvantaged yet deserving college students within the city. The
program aims to alleviate the financial burdens of education by providing
assistance to help cover school-related expenses. It is accessible to all residents

across the twenty-two (22) barangays of Cadiz City.
(Monday to Friday, from 8:00 AM to 5:00 PM, excluding holidays)

Office or Division:

Cadiz City Educational Assistance Program

Classification:

Simple

Type of Transaction:

G2C - Government to Citizen

Who may avail:

All College Students of Cadiz City

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
CQEAP Application Forms, one (1) CCEAP Office
original and one (1) Photocopy
1 x 1 1D Picture Student
One §1) or|g|.nal and one (1) photocopy COMELEC
voter’s certificate
One_ (1) photocopy of Certificate of School
Registration
Two (2) photocopies of Assessment Form School
One (1) original and two (2) photocopies School
of School’s Official Receipt
FEES
AGENCY PROCESSING PERSON
ELENIESIERS ACTION TISAIBDE TIME RESPONSIBLE
1. Secure a copy of the | 1.1 Receive None 6 minutes/ Administrative
appliqation f_orms and and assess student Aide IV
submit required applicant’s (CCEAP)
CCEAP Office, City
Engineer's Compound 1.2 Encode 3 minutes/ Administrative
the personal student Aide IV
information of (CCEAP)
the applicant
1.3 Prepare 3 minutes/ Senior
payrolls and student Administrative
vouchers per Assistant Il
student (CCEAP)
1.4 Final 2 minutes/ Senior
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Checking of student Administrative
submitted Assistant Il
documents, (CCEAP)
payrolls, and
vouchers
1.5 Issue 3 minutes/ Administrative
certification to student Aide Il
grantee (CCEAP)
1.6 Handle 3 minutes/ Data Controller
outgoing payroll or v
payrolls and voucher (CCEAP)
vouchers for
processing

TOTAL: | None 20 minutes
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CITY MAYOR'’S OFFICE
External Services

Touris Promotion Development &
Culture and Arts Division
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1. Accreditation of Tourism Oriented Establishments and other

Tourism Related Enterprises

The Office is technical support to the Tourism Related Establishments to be

accredited by the DOT. A certification issued by DOT to a tourism enterprise that
officially recognizes it as having complied w/ a minimum standard for the operation
of tourism facilities & services.

(Monday to Friday, from 8:00 AM to 5:00 PM, excluding holidays)

Office or
Division:

Tourism Promotion Development and Culture and Arts Division

Classification:

Simple

Type of
Transaction:

G2C - Government to Client

Who may avail:

Establishment Owners
Primary Tourism Enterprise

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Mayor’s or Business Permit Business Permit and Licensing Office
Barangay Certificate of Residency Designated Barangay Hall

General Liability Insurance for Tourism Promotion Development and Culture
Accommodation Establishments and Arts Division

Request form

Tourism Promotion Development and Culture
and Arts Division

Pre-assessment Form

FEES
AGENCY PROCESSING PERSON
ELENIRMIERS ACTION TF&IBDE TIME RESPONSIBLE
1. Client write down | 1. Prepare to None 15-30 Minutes Office Staff
service request send out Local Tourism Office
Inspection team
To verify
checklist
2. Application for 2.1 Onsite None 1-2 Hours Office Staff
checking its assessment at Tourism Office
establishments if the
requirements are establishment
met.
2 Hours Office Staff
2.2 Application Tourism Office
reviewed if the
requirements are
met.
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3. Payment for 3.1.Process 100php 5 Minutes Office Staff

certification Official Receipt Tourism Office
3.2. Issuance of | None 5 Minutes Tourism
Local Operations
Accreditation Officer Il
Certificate Tourism Office

signed by the
Tourism Officer

4. Sign Logbook for None 1-2 Minutes
Appearance

TOTAL: | 100php | 4 Hours and
42 Minutes

2. Issuance of Local Accreditation Certificate for Primary and
other Tourism Related Establishments (Annual Pre-requisite for
Issuance of Business Permit by the BPLO)

Issuance of Local Accreditation Certificate for Primary and Other Tourism Related
Establishments in the City is pursuant to the IRR of RA 9593 the requires Primary
and Other Tourism Related Enterprises to secure accreditation from the
Department of Tourism (DOT) for issuance of license or permit to operate and the
DOT Administrative Order 2020-002 that requires that All Tourism Related
Enterprises shall comply with the Minimum Public Health Standards for Operation.

As such, Tourism Development and Promotion Division, by way of Local
Accreditation Certificate, issues a Certification that verifies the DOT Accreditation
of the Applicant PTE or TRE and their compliance with the Minimum Public Health
Standards for Operation prior to the issuance of their License/Permit to Operate by
the Local BPLO.

(Monday to Friday, from 8:00 AM to 5:00 PM, excluding holidays)

O.ffl.C? or Tourism Promotions Development and Cultural and Arts Division
Division:

Classification: | Simple

Type of G2B - Government to Business

Transaction:

Primary Tourism Establishments (hotels, resorts, Inns, and other
accommodation establishments) and Other Tourism Related
Enterprises(restaurants, travel and tours, and

tourist transportation service provider)

CHECKLIST OF REQUIREMENTS \ WHERE TO SECURE

Who may avail:
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1 DOT Accreditation Certificate DOT Region VI
1 Proof of Monthly Submission of
Accommodation data.(For PTE only)
FEES
PROCESSING PERSON
CLIENT STEPS | AGENCY ACTION T|:3\:3|)E TIME RESPONSIBLE
1. Sign Log Book | 1. Give Log Book None 5 Minutes Office Staff
Tourism Office
1.1
2. Submit 2. 2.1. Receive 25 Minutes Bookbinder I
Required Documents Tourism Office
Documents
2.2.  Verify the Tourism
Validity of the DOT Operations
Certificate; Assistant
Checking Office Tourism Office
Record of Physical
Inspection of
Applicant’s
premises
3. Receive 3. Issue Certificate | None 5 Minutes Tourism
Certificate of of Accreditation Operations
Accreditation Officer
Tourism Office
TOTAL: | None 35 Minutes

3. Tourists Itinerary Assistance

Delivers information regarding Cadiz City’s activities, tourist destinations,
accommodations, Tourist services and other related inquiries.

(Monday to Friday, from 8:00 AM to 5:00 PM, excluding holidays)

Tourism Promotion Development and Culture and Arts

Office or Division: o
Division

Classification: Simple

Type of Transaction: G2C - Government to Client

Who may avail: Tourists, travelers and visitors

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Request Form Tourism Information Desks
a. Banquerohan port

b. City Hall |

c. City Hall Il

d. Cadiz Viejo port
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FEES
AGENCY PROCESSING PERSON
cleledre i ACTION T:MBDE TIME RESPONSIBLE
1.1. Inquire at Tourism 1.1.Answer None 20 Minutes Office Staff
Office the Client’s Tourism Office
Inquiry
(1|é2' TOU”SLn Info fteSC'St None 10 Minutes Office Staff
anquerohan port, City . . .
Hall I, Gity Hall 1l Cadiz 1.2. Provide Tourism Office
. Brochures
Viejo port)
TOTAL: | None 30 Minutes

4. Research & Information Assistance

The Office conducts yearly data gathering of the establishments and historical
information in the City of Cadiz and compile its data. Students and Educators visit
the premises to ask query to their research purposes.

(Monday to Friday, from 8:00 AM to 5:00 PM, excluding holidays)

Office or Division:

Tourism Promotio

n Development and Culture and Arts Division

Classification:

Simple

Type of
Transaction:

G2C - Government to Client

Who may avail:

Students, Academes & Teachers

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Request Form

Tourism Promotion Development and
Culture and Arts Division

Letter from the Educational Institution

FEES

hand over the
requirements and
inquire additional
information

the requirements
and question the
Client his/her
requested
information

AGENCY PROCESSING PERSON
S TS ACTION TISAIBDE TIME RESPONSIBLE
1. Client Sign 1. Staff hand over | None 5 Minutes Office Staff
Logbook for the LogBook Tourism Office
appearance and
record purposes
2. Client present and | 2. Staff examine None 2 Hours Office Staff

Tourism Office
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3. Client Receive 3. Staff presented | None 5 Minutes Office Staff
Document on related | to the client the Tourism Office
information needed output
TOTAL: | None | 2 Hours and
10 Minutes

5. Seminars & Trainings Request for Tourism Related

Establishments

To capacitate our tourism front liners thru trainings & workshop thus trained them
to deliver the best kind of customer service.

(Monday to Friday, from 8:00 AM to 5:00 PM, excluding holidays)

Office or
Division:

Tourism Promotion Development and Culture and Arts Division

Classification:

Complex

Type of
Transaction:

G2C - Government to Client

Who may avail:

Primary Tourism Related Establishment Employees

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Request Form Tourism Promotions Development and Cultural
and Arts Division
Invitation Letter
AGENCY hEES PROCESSING PERSON
ELENIRMIERS ACTION TI&IBDE TIME RESPONSIBLE
1. 1.Receive 1. Send None 5 Minutes Tourism Operations
invitation invitation Officer Il
1.2. Hand out Tourism Office
Request form
2. Sign 2. Give None 5 minutes Office Staff
Attendance Sheet | Attendance Tourism Office
Sheet
3. 1. Attend 3.1.Conduct None 3 Days Tourism Operations
Seminar/ Seminar/ Officer Il
Workshop Workshop Tourism Office
Tourism Operations
3.2 Receive Meals 3.2.Distribute ASSISl‘ant. Tourism
Meals Office
4. Receive 4. Issue None 10 Minutes Tourism Operations
Officer Il
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Certificate of Certificate of Tourism Office
Completion Completion
TOTAL: | None 3 Days and
20 Minutes

6. Mannequin Display

Costume Designers apply for an exhibition of their work during events and arts
celebration. The need of models to showcase their work of art as a form of
advertising or other means that benefits them.

(Monday to Friday, from 8:00 AM to 5:00 PM, excluding holidays)

Office or
Division:

Tourism Promotion Development and Culture and Arts Division

Classification:

Simple

Type of
Transaction:

G2C - Government to Client

Who may avail:

Fashion Designers

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Request Form

Tourism Promotion Development and

Culture and Arts Division

Communication Letter

Condition of the
mannequin dolls

FEES
PROCESSING PERSON
CLIENT STEPS AGENCY ACTION TFSMBDE TIME RESPONSIBLE
1.1. Client Sign 1.1.Receive the None 5 Minutes Office Staff
Logbook for requirements Tourism Office
appearance and
record purposes
, 1.2. Confirm the 5 Minutes Office Staff
1.2. Client present o . .
availability of Tourism Office
the request form .
materials needed
2. State when and | 2. Accept the None 5 Minutes Office Staff
where is the venue | request whether Tourism Office
to possible
set-up the
Mannequins
3.1. Check the None 20 Minutes Office Staff

Tourism Office
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3.2. Prepare
materials

(e.i. podium and
mannequin dolls)

10 Minutes

Office Staff
Tourism Office

4. Set-up
Mannequin Display
(depending on the
number of models)
and costumes

None

1-2 Days

Office Staff
Tourism Office

5. After the event,
check the quality
and the quantity of
the supplies and
materials and
record in the
Logbook Property
Inventory.

15 Minutes

Office Staff
Tourism Office

TOTAL:

None

2 Days and
1 hour
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CITY MAYOR’S OFFICE
External Services

Cooperative Development Division
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1. Provision of Livelihood Financial

Loan Assistance for the

Projects of Cooperatives and Associations

The livelihood financial loan assistance offered by the City Government of Cadiz will
be granted to qualified cooperatives and associations which intend to establish a
business venture (e.g. rice farming, micro lending) in order to uplift the living
conditions of its members and the community itself. The Cooperative Development
Division will facilitate the applications of cooperatives and associations to the
livelihood financial loan assistance, specifically to the application process and
preparation of pertinent documents.

Office or Division:

Office of the City Mayor — Cooperative Development Division

Classification: Complex

Type of

Transaction: associations)

G2C — Government to Citizens (through cooperatives and

Who may avail:

All qualified cooperatives and associations within Cadiz City to
be duly represented by their Chairperson or President

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Accomplished Request Form (1 original
copy)

Cooperative Development Division —
(Team 1/Team 2)

For Cooperatives: Articles of
Cooperation and By-Laws for CDA
Registered Cooperative

(3 photocopies)

Authorized Officer of the Cooperative

For Associations: Article of Incorporation
and By-Laws for SEC Registered
Association (3 photocopies) or
Constitution of By-Laws of Registered
Association from DOLE & other
Government Registering Agency (3
photocopies)

Authorized Officer of the Association

For Cooperatives: Certificate of CDA
Registration (3 photocopies)

Cooperative Development Authority —
Authorized Officer

For Associations: Certificate of
SEC/DOLE Registration & other
Government Registering Agency (3
photocopies)

Security and Exchange Commission /
Department of Labor and Employment /
Other Government Registering Agency —
Authorized Officer

Updated List of Members and Officers
(Duly certified by the Secretary and
Chairperson/President) (1 original copy
and 2 photocopies)

Cooperative/Association Secretary or
Chairperson/President

Biodata of Officers with 1x1 ID picture (1
original copy and 2 photocopies)

Cooperative/Association Officers

Written policies of the proposed project
(3 photocopies)

Authorized Officer of the
Cooperative/Association
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Latest Financial Statement/Report (Duly
certified by the Treasurer and
Chairperson/President) (3 photocopies)

Chairperson/President

Cooperative/Association Treasurer or

General Assembly or Board of Directors’
Resolution Applying for Loan Assistance
and designating their authorized
representative (3 photocopies)

Chairperson/President

Cooperative/Association Secretary or

Approved SP Resolution on
Accreditation/Re-accreditation of
Cooperative/Association (3 photocopies)

Cooperative Development Division

Barangay Certification that validates the
operation of the cooperative or
association in the area (3 photocopies)

Barangay where the

Cooperative/Association operates

Certificate of Full Payment of the
previous Livelihood Financial Loan
Assistance in case of re-availment

Cooperative Development Division

PERSON
AGENCY FEES TO | PROCESSI
CEENT SIEA ACTION BE PAID NG TIME RESF;_IOENSIB
1. Submit 1.1 Received None 3 minutes Audio Visual
accomplished the Equipment
request form and accomplished Operator Il
requirements for request form and CDD
availment/re- requirement for
availment of availment/re-
ivelihood financial | 2vaiment of .
loan assistance. {vellhgod Cooperative
financial loan Development
assistance Specialist |
CDD
1.2 Let the
client sign on the
visitor’s logbook
2. Wait for the 2.1 Assess None 3 minutes Audio Visual

and validate the

request form and
requirements for
availment/re-

results of the

assessment and
validation of your
request form and

requirements for a.walllment of
. livelihood

availment/re- ) ;

availment of financial loan

e ) ) assistance

livelihood financial

loan assistance 29 Update
the client
assessment

and validation
of request form
and
requirements
for
availment/re-
availment of

Equipment
Operator Il
CDD

Supervising
Cooperative
Development
Specialist
CDD
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3. Wait for the
result of the CPDO
background and
credit investigation
on members’ and
officers’ eligibility to
apply for the
livelihood financial
loan assistance

livelihood
financial loan
assistance

3.1 Endorse the
list of members
and officers (duly
certified by the
secretary and
the
chairperson/presi
dent) to the
CPDO.

3.2 CPDO will
conduct
background and
credit
investigation on
members’ and
officers’ eligibility
to apply for the
livelihood loan
assistance

3.3 update the
client regarding
the result of
CPDO
investigation

Processing
time depends
on the City
Planning
Development
Office

4. Authorized CDD
on-site
assessment/valid
ation of the
proposed project
and
formulated/adopt
ed policies

4.1 Conduct on-
site
assessment/vali
dation of the
cooperative’s or
association’s
proposed project
and
formulated/adopt
ed policies.

None

1 day

Audio Visual
Equipment
Operator Il

CDD

Supervising
Cooperative
Development
Specialist
CDD
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4.2 Update the
client regarding
the result of on-
site
assessment/valid
ation of the
proposed project
and
formulated/adopt

ed policies
through
certification
5. Wait for the 5.1 Prepare None 1 day Audio Visual
credit/project the credit/project Equipment
proposal. proposal. Operator Il
CDD
Supervising
Cooperative
Development
Specialist
CDD
6. Sign the 6.1 Let the
credit/project client concur on
proposal. the credit/project None
proposal.
6.2 Endorse Audio Visual
the credit/project Equipment
proposal to the Operator Il
Cooperative CDD
Development
Division Head,
project 1 day Cooperative
Development Development
and Evaluation Specialist |
Officer of CPDO CDD
and office of the
City Mayor for
signing.
7. Wait for the 71 Once the
livelihood financial credit/project
loan assistance proposal is Audio Visual
contract between the | approved by the Equipment
cooperative/associati | City Mayor. Operator Il
on and the city Prepare the CDD
government. contract for the None 1 day
livelihood Supervising
financial loan Cooperative
assistance Development
between the city Specialist
government and CDD

the applying
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cooperative/asso
ciation

8. Attend the 8.1 Contract
orientation on the and
livelihood financial orientation L
loan assistance and on the Aud/q Visual
: o Equipment
sign the contract. livelihood 0
financial loan perator Ii
. CDD
assistance to | None 1 day
the applying
cooperative/a s .
ssociation upervising
Cooperative
82 Letallthe Development
. Specialist
others sign the cDD
livelihood
financial loan
assistance
contract
9. Wait for the 9.1 Endorsed Staff City
updates on the the contract and Legal Office
review process all pertinent
and approval of documents to
City Legal Office the City Legal
regarding the Office.
contract and all Staff City
pertinent 9.2 Once Mayor’s Office
documents. reviewed and
approved follow
up the
endorsement of
the contract and
all pertinent
documents from | None 2 hrs
the City Legal
Office to the
City Mayor’s Audio Visual
office. Equipment
Operator I
9.3 Update CDD
the client
through SMS
and phone call
regarding the Supervising
endorsement Cooperative
and process of Development
the contract and Specialist
all pertinent CDD
documents.
TOTAL: None 5 days 2
hours
and 6
minutes
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2. Collection of Livelihood Financial Loan Assistance and
Issuance of Certificate of Full Payment

The collection of livelihood financial loan assistance is mandatory to all
cooperatives and associations which availed it. The Cooperative Development
Division collects payment from cooperatives and associations to ease of doing
business with the LGU-Cadiz City. As the cooperatives or association have fully
paid their livelihood financial loan assistance a Certificate of Full Payment will be

issued to them.

Office or Division:

Office of the City Mayor — Cooperative Development
Division

Classification:

Simple

Type of
Transaction:

G2C — Government to Citizens (through cooperatives and
associations)

Who may avail:

All cooperatives and associations (duly represented by their
Chairperson/President or authorized person) which have
availed of livelihood financial loan assistance

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Accomplished Request Form (1 original Cooperative Development Division
copy)
FEE
PERSON
AGENCY S TO | PROCESSIN
CLIENT STEPS ACTION BE G TIME RESP(ENSIBL
PAID
1. Fill out the request | 1.1 Receiv
form and give the e the request
payment for the form and
amortization of collect the
livelihood financial | payment for
loan assistance to the
the Collection amortization of
Officer/Administrati | livelihood . .
ve Aide lll. Sign on | financial loan None 10 minutes Adn;\:;g:tmt/ve
the visitors’ assistance. cDD
logbook.
1.2 Give to
the client
his/her official
receipt for the
amount paid
as amortization
for the

33




livelihood
financial loan

has fully paid the
livelihood financial loan
assistance, process the
issuance of the
Certificate of Full

assistance.
2. If the 2.1 Facilitat
cooperative/association | e the request

by validating it
on the CDD
records and on
the City
Accounting

Administrative

Certificate of
Full Payment:
1 day

Payment for the Office records. Aide 1l
availed livelihood CDD
financial loan 2.2 Once
assistance. validated by Audio Visual
the two offices, Equipment
let the CDD None 1 day Operator Il
Head and the CDD
Officer-in-
Charge of the Supervising
City Cooperative
Accounting Development
Office sign on Specialist
the Certificate CDD
of Full
Payment.
2.3 Issue
the Certificate
of full payment.
TOTAL: | None | Payment: 10
minutes
Issuance of

3. Conduct Relevant Training s/Seminars and Facilitate the
Organization of Mandatory Training s/Seminars to Cooperatives
and Association

To capacitate the members, officers and in particular and the

cooperative/association as a whole through training's and seminars that
strengthen their operation and organizational management skills.
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Office or Division:

Office of the City Mayor — Cooperative Development Division

Classification:

Complex

Type of
Transaction:

G2C - Government to Citizens (through cooperatives and

associations)

Who may avail:

All cooperatives and associations

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Accomplished Request Form (1 original

Cooperative Development Division —

copy) Team 1/Team 2/Team 3
FEE
STO PERSON
CLIENT STEPS SoEN BE AR, RESPONSIB
ACTION G TIME
PAI LE
D
1. Fill out the request | 1.1 CDD Head
form to ask for the will have a
conduct of relevant or | dialogue with the
mandatory client regarding
trainings/seminars to | the request for
cooperatives and assistance.
associations and 1.2 Process
consult the CDD the request by Administrative
Head for inputs crafting a Aide Ill
training/seminar
proposal. CDD
1.3 CDD Head
will assess and
proposal to the Equipment
Ofﬁce Of the C|ty None 3 days Operator I
Mayor for CDD
appropriate action.
1.4 If the
proposal is .
approved by the Sup e""’s’?g
) Cooperative
City Mayor, set the
. Development
details of the o
.. . Specialist
training/seminar
(time, venue, date, CDD

speaker, activities,
etc.). If not
approved make
appropriate
modification

1.5 Update the
client through
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SMS or phone call
regarding the
status of the
training/seminar.

2. Disseminate the 2.1 Send the Administrative
information related to trainings/semi Aide Il
the training/seminar nar invitation CDD
to respective and to all target o
invited participants or participants or Audio Visual
audience in the audience. Equipment
association/cooperati | 2.2 Confirm the None 3 days Op grator I
DD
ve. total number of
expected Supervising
participants. Cooperative
Development
Specialist
CDD
3. Actively participate | 3.1 Facilitate/assis Administrative
in the tin the Aide Il
training/seminar conduct of the CDD
training/semin
ar. Audio Visual
3.2 Distribute the Equipment
certificates of | None 3 days Op grator I
DD
the
participation to Supervising
the Cooperative
participants. Development
Specialist
CDD
TOTAL: | None | 9 days and
20 minutes
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CITY MAYOR’S OFFICE
External Services

Information Management Division
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1. Information Desk

Assists and provides the walk-in clients and/ or visitors and guests with all the
information needed for business and personal transactions with the Local

Government Unit (LGU).

(Monday to Friday, from 8:00 AM to 5:00 PM, excluding holidays)

Office or Division:

City Mayor’s Office- Information Management Division

Who may avail:

Classification: Simple
Type of G2G - Government to Citizen
Transaction:

All

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. Accomplished Client/Citizen Logbook
requiring the following information:

¢ Full Name

¢ Date

e Address

e Contact Number or E-mail address e
Purpose/Transaction

e Signature

Information and Public Assistance &
Complaint Desk

2. Accomplished Customer Satisfaction
Survey/ Feedback Form (1 copy only)
requiring the following information:

e Full Name (Optional)

Information and Public Assistance &
Complaint Desk

e Date
o Address
e Contact Number or E-mail address
FEES
AGENCY TO PROCESSING PERSON
GElANTOUE ACTION BE TIME RESPONSIBLE
PAID
1. Client/Citizen fills 1.1 Receive the Administrative
out his/her information Aide VI
information on the logged at the (City Hall )
Client/Citizen Client/ Citizen Information
Logbook along with | | 54 hook and Management
the Customer answers the (IM) Division
Satisfaction Survey/ | . . .
Feedback Form inquiry o_f.the None 1 Minute N _
Client/Citizen Administrative
Assistant |
(City Hall Il)
Information
Management
(IM) Division
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2. Client/Citizen will None
then proceed to the
office concerned for
their
purpose/transact ion.

None None Concerned
Frontline Officer
Concerned
Office

TOTAL:

None 1 Minute

2. Public Assistance & Complaint Desk (PACD)

Assists and provides the walk-in clients and/ or visitors and guests with all the information
needed for business and personal transactions with the Local Government Unit (LGU).

(Monday to Friday, from 8:00 AM to 5:00 PM, excluding holidays)

Office or City Mayor’s Office- Information Management Division
Division:
Classification: | SmPle

Transaction:

Type of G2G - Government to Citizen

Who may avail: Al

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. Accomplished Client/Citizen Logbook
requiring the following information:

e Full Name (Optional)

e Date

¢ Address

e Contact Number or E-mail address e
Purpose/Transaction

e Signature

Information and Public Assistance &
Complaint Desk

2. Accomplished Customer Satisfaction
Survey/ Feedback Form (1 copy only)
requiring the following information:

e Full Name (Optional)

Information and Public Assistance &
Complaint Desk

¢ Date
¢ Address
e Contact Number or E-mail address
FEES
AGENCY TO PROCESSING PERSON
SEIENT SIS ACTION BE TIME RESPONSIBLE
PAID
1. Client/Citizen fills | 1.1 Receive the None 2 Minutes Administrative
out the Complaint Complaint Form Aide VI
Form along with the | from the Client/ (City Hall 1)
Customer Citizen and Information
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Satisfaction Survey/ | forward to the Management
Feedback Form. concerned (IM) Division
Administrative
Assistant |
(City Hall 1l)
Information
Management
(IM) Division
2. Client/Citizen will | 2.1 Wait for the None 2 Minutes Administrative
then proceed to the | concerned Aide VI
office concerned for | agency to notify (City Hall I)
their the information Information
purpose/transact frontline officer Management
lon. in-charge to let (IM) Division
the client/citizen
proceed to the Administrative
concerned office. Assistant |
(City Hall Il)
Information
Management
(IM) Division
2.3 The agency None 1 Minute Administrative
concerned will Aide VI
notify the (City Hall I)
information Information
frontline officer in Management
charge to let the (IM) Division
client/citizen
proceed to the Administrative
concerned office. Assistant |
(City Hall Il)
Information
Management
(IM) Division
3. Client/Citizen will None None Concerned
then proceed to Frontline Officer
the office Concerned Office
concerned to
discuss the
complaint.
TOTAL: | None 5 Minutes
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3. Media Coverage and Documentation

Covers and documents events such as Dinagsa Festival, Panaad Festival, Palarong
Pambansa, Environment Week, Tourism Month, Civil Service Commission (CSC) Month,
Pamaskua Sa Cadiznon, and other major and minor activities including openings or
launchings, official visits, trainings and seminars, turn-over and awarding ceremonies.

(Monday to Friday, from 8:00 AM to 5:00 PM, excluding holidays)

Office or
Division:

City Mayor’s Office- Information Management Division

Classification:

Simple

Type of G2C- Government to Citizen
Transaction:

Who may All

avail:

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

information:
¢ Full Name
e Date

e Address

e Signature

1. Accomplished Client/Citizen
Logbook requiring the following

e Contact Number or E-mail address
¢ Purpose/Transaction

City Mayor’s Office- Information Management
Division (IMD)

2. Accomplished Customer
Satisfaction Survey/ Feedback Form
(1 copy only) requiring the following

City Mayor’s Office- Information Management

Feedback Form

Division Head for
approval.

information: L
e Full Name (Optional) Division (IMD)
e Date
¢ Address
e Contact Number or E-mail address

AGENCY FEES TO | PROCESSING PERSON
SEERT A ACTION BE PAID TIME RESPONSIBLE
1. Client/Citizen 1.1 Receive the None 2 Minutes Photographer Il
fills out the Request Form (City Hall 1l)
Request Form from the Citizen/ Information
along with the Client and Management (IM)
Customer forward to the Division
Satisfaction Information
Survey/ Management
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1.2 The None 2 Minutes City Administrator
Information (City Hall 1l)
Management Information
Division Head will Management (IM)
verify the Division
availability of
personnel for
coverage and
documentation
subject for the
approval of the
request form.
1.3 The None 1 Minute City Administrator
Information (City Hall 1l)
Management Information
Division Head will Management (IM)
sentsend back Division
the form to the
Information
Frontline Officer
in charge.
1.4 The None 1 Minute Photographer I
Information (City Hall 1l)
Frontline Officer Information
will then inform Management (IM)
the client/citizen Division
that his/her
request is either
approved or
disapproved.
2. Client/Citizen None None None Assigned
will be Photographer
accompanied by Information
the Information Management
Management Division (IMD)
Division
Photographer for
the
documentation of
the event.
TOTAL: None 6 Minutes
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CITY MAYOR’S OFFICE

External Services

Cadiz Housing Authority Division
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1. PROVISION AND RELOCATION OF HOUSING UNITS TO
QUALIFIED BENEFICIARIES

The Cadiz Housing Authority Division provides suitable housing to qualified
beneficiaries. The service is available depending on the availability of housing
units of the city.

o.ffl.c? or City Mayor’s Office - Cadiz Housing Authority Division
Division:

Classification: Highly Technical

Type of

. G2C — Government-to-Citizen
Transaction:

Residents of Cadiz City who are living in the danger zone, who

Who may avail: are affected by natural calamities, fire, demolition and road
widening projects.
CHECKLIST OF WHERE TO SECURE

REQUIREMENTS

Certificate of residency

(1 original) Barangay where the client resides.

Valid ID
(1 photocopy)

Certification/court order from ANY
of the following agencies showing
proof of qualification:

- DRRM/CSWD (for those
living in the danger zone
and/or those affected by
natural calamities)

-  CEO/DPWH (for those
affected by road widening

City Disaster Risk Reduction and Management
Office

City Social Welfare and Development Office
City Engineer’s Office

Department of Public Works and Highways
Bureau of Fire

projects) - :
- BFP (for those affected by Mun.|0|pal T'.”"’" Court
fire) Regional Trial Court
- Court (For those affected by
demolition)
(1 original, 1 photocopy)
FEES
AGENCY PROCESSING PERSON
SR LIS ACTIONS LOEE TIME RESPONSIBLE
PAID
1. Log in at the 1.1 Receive ,
ffi I
Client’s Logbook and | the required None 5 Minutes Cagz ;fl:sL:sin
submit the required | documents. Authorit Divisign
documents to the . y
1.2 Review None 25 minutes
and verify
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Cadiz Housing
Authority Division.

the
documents
submitted by
the client.

2. Proceed to the
Cadiz Housing

Authority Supervisor

for interview.

2.1 Interview
the client for
assessment.

2.2 Approve
or
disapprove
the
application.

23 If
approved,
interview the
client for
personal
information
and proceed
to next
agency step.

If
disapproved,
coordinate
with client
for reason of
disapproval.

2.3
Coordinate
with the
onsite
watchman
for the
assignment
of housing
unit.

2.4 Encode
the personal
information
of client to
the master
list.

2.5
Schedule
client for
relocation.

None

None

None

None

None

None

1 hour

30 minutes

1 hour

8 hours

1 hour

1 hour

Cadiz Housing
Authority
Supervisor
Cadiz Housing
Authority Division

Cadiz Housing
Authority
Supervisor
Cadiz Housing
Authority Division

Officer |
Cadiz Housing
Authority Division

Officer |
Cadiz Housing
Authority Division

Officer |
Cadiz Housing
Authority Division

Cadiz Housing
Authority Division
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2. Prepare for 3.1 Assist Cadiz Housing

relocation. and Authority
document None 10 days Supervisor
the _ Cadiz Housing
relocation of Authority Division
client.
11 days, 6
TOTAL | None houre

2. ISSUANCE OF CERTIFICATE OF OCCUPANCY TO
BENEFICIARIES

The Cadiz Housing Authority Division issues a Certificate of Occupancy to
beneficiaries occupying the housing units. The service is available from 8 am to
5PM, Monday to Friday, excluding holidays.

Office or

City Mayor’s Office - Cadiz Housing Authority Divisi
Division: Ity viayor's IcCe adiz nousing Autnority pivision

Classification: | Simple

Type of . G2C — Government-to-Citizen
Transaction:
Who may avail: | Housing program beneficiaries occupying a housing unit.
CHECKLIST OF
REQUIREMENTS WHERE TO SECURE
None N/A
AGENCY FEES TO PROCESSING PERSON
ELENIRMIERS ACTIONS BE PAID TIME RESPONSIBLE
1. Log in at the 1.1 Receive
Client’s Logbook the filled-up Officer |
and fill up a request| form. None 5 Minutes Cadiz Housing
form for a Authority
Certificate of Division
Occupancy at the
Cadiz Housing 1.2 Review the Cadiz Housing
Authority Division. | client details Authority
and verify it Supervisor
with the None 30 minutes | Cadiz Housing
Housmg _ Authority
Beneficiaries Division
master list.
1.3 If client None 30 minutes
has no existing
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violation,
based on the
Housing
Beneficiaries
master list,
prepare the
Certificate of

Oceupancy. Cadiz Housing
If client has an Authority
existing Supervisor
violation, Cadiz Housing
coordinate Authority
with onsite Division
watchman for
strict
monitoring. No
Certificate of
Occupancy will
be released to
the client.
Pay the 2.1 Receive P50
certification fee | payment and Certification
at the City issue client Fee 5 minut In-charge
Treasurer’s the official P20 minutes City Treasurer’s
Office. receipt. Convenience Office
Fee
Present the 3.1 Print the
official receipt to Certificate of None 5 minutes
Cadiz Housing | Occupancy for
Authority Office.| Signature.
3.2 Sign the Ca:';ﬂ';'::i‘ts'“g
Certificate of None 5 minutes Superviszr
Oceupancy. Cadiz Housing
3.3 Record the Authority
Certificate of None 5 minutes Division
Occupancy in
the logbook.
3.4 Release
the Certificate ,
of Occupancy None S minutes
to the client.
1 hour, 30
TOTAL P70 minutes
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3. ISSUANCE OF CERTIFICATE OF OCCUPANCY TO BENEFICIARIES
APPLYING FOR BUSINESS PERMIT

The Cadiz Housing Authority Division issues a Certificate of Occupancy to
beneficiaries occupying the housing units who are applying for business permit.
The service is available from 8 am to 5PM, Monday to Friday, excluding holidays.

Office or
Division:

City Mayor’s Office - Cadiz Housing Authority Division

Classification: | Simple

Type of
Transaction:

G2C - Government-to-Citizen

REQUIREMENTS

Who may Housing program beneficiaries occupying a housing unit who are
avail: applying for business permit.
CHECKLIST OF

WHERE TO SECURE

Duly accomplished Business
Permit Application Form

Business Permits and Licensing Office

(1 original)
AGENCY FEES TO | PROCESSING PERSON
SHIEIFOUES ACTIONS BE PAID TIME RESPONSIBLE
1. Log in at the 1.1 Receive
Client’'s Logbook | the Officer |
and submit the documents. None 5 Minutes Cadiz Housing
required Authority Division
documents to the
Cadiz Housing _
Authority Division. | 1-2 Review Cadiz Housing
the client Authority
details and .
verifies it None 30 minutes Superwsqr
with the Cadiz Housing
master ||St of AuthOI’Ity Division
housing
beneficiaries.
1.3 If client
has no
existing
violation,
based on the
Housing None 1 hour
Beneficiaries
master list,
repare the
pCer?ificate of Cadiz Housing
Occupancy. Authority
Supervisor
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If client has
an existing
violation,
coordinate
with onsite
watchman
for strict
monitoring.
No
Certificate of
Occupancy
will be
released to
the client.

Cadiz Housing
Authority Division

Pay the
certification feg
at the City
Treasurer’'s
Office.

2.1 Receive
payment and
issue client
the official
receipt.

P50
Certification
Fee

P20
Convenience
Fee

5 minutes

In-charge
City Treasurer’s
Office

Present the
official receipt
to Cadiz
Housing
Authority
Office.

3.1 Print the
Certificate of
Occupancy
for signature.

3.2 Sign the
Certificate of
Occupancy

3.3 Record
the
Certificate of
Occupancy
in the
logbook for
release.

3.4 Release
the
Certificate of
Occupancy
to the client.

None

None

None

None

5 minutes

5 minutes

5 minutes

5 minutes

Cadiz Housing
Authority
Supervisor
Cadiz Housing
Authority Division
Cadiz Housing
Authority Division

TOTAL

P70

2 hours
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CITY MAYOR’S OFFICE

External Services

Inspection and Verification Committee
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1. INSPECTION & VERIFICATION OF AVAILMENT OF
ASSISTANCE (GOODS)

Inspection and Verification of Goods

Office or City Mayor’s Office-Inspection and Verification
Division: Committee

Classification: Simple

Type of

Transaction:

G2C-Government to Citizen

Who may avail :

Constituents of 22 Barangays

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Death Certificate (Photocopy only) Client
CLIENT STEPS AGENCY FEE | PROCESSIN PERSON
ACTION STO G RESPONSIBL
BE TIME E
PAID
1. Submit Death 1.1 Accept None 5 Minutes Administrative
Certificate submitted Assistant Il
requirement City Mayor’s
Office
-Inspection &
Verification
1.2 Client fills up Committee
the assistance | None 10 Minutes
slip & Administrative
assistance log Assistant Il
form from City Mayor’s
Table 1, City Office
Mayor’s -Inspection &
Office- Verification
Inspection and Committee
Verification
Committee
Administrative
Assistant Il
1.3 Take City Mayor’s
Picture/Photograp | None 5 Minutes Office
h -Inspection &
Verification
Committee
2. Accept Availed 2.1 None 5 Minutes Administrative
Assistance Endorse/release Assistant I
assistance to the City Mayor’s
Client Office
-Inspection &
Verification
Committee
TOTAL: 00 25 Minutes
NOTE: *Assistance is subject to the availability of stocks.

*Time duration for this transaction is per assistance being issued.
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CITY MAYOR’S OFFICE

External Services

Cadiz Tricycle Franchising and
Regulatory Division
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1. Issuance of Franchise and Mayor’s Permit for Qualified
Tricycle Drivers and Operators.

Motorized Tricycle Operator’'s Permit (MTOP) is the franchise document or license
to operate issued to a person, natural or juridical, allowing him to operate a tricycle

service over areas or zones within the area of the City of Cadiz, except on the

national hi-way.

(Monday to Friday, from 8:00 AM to 5:00 PM, excluding holidays)

Office or
Division:

Cadiz Tricycle Franchising and Regulatory Division

Classification | Simple

Type of
Transaction:

G2C - Government to Client

Who may
avail:

All resident and Filipino of Cadiz City

CHECKLIST OF
REQUIREMENTS

WHERE TO SECURE

Duly Filled out application form

CTFRD Office

(Original copy) CTFRD Training
Certificate

CTFRD - Training and Education Section

(Original copy) Barangay Clearance
where the Operator resides

Barangay Office an applicant is a bonafide
resident

(Original copy) Cedula of the
Operator and Driver

City Treasurer’s Office — Cedula Assessment
Window

(1 Photocopy) Official Receipt (OR)
and Certificate of Registration (CR)

By the applicant

(1 Photocopy) Professional Driver’s
License reflecting Restriction Code
1 — for FOR-HIRE Applicant

By the applicant

(1 Photocopy) Non-Professional
Driver’s License reflecting
Restriction Code 1 — for PRIVATE
Applicant

By the applicant

(1 Photocopy) Operator’s Valid I.D.

By the applicant

Tax Identification Number (TIN) of
Operator

By the applicant — BIR Assessment Window

Contact number of Operator/Driver

By the applicant

(Original copy) Signed Authorization
Letter in the absence of the
Operator

By the applicant
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(1 Photocopy) Notarized Deed of
Sale (in case the Operator is the
second owner of the unit)

By the applicant — Notary Office

Actual inspection of Tricycle Unit

By the applicant — CTFRD

Endorsement of Actual inspection

By the applicant — PNP - Traffic Division

Updated record of Green card

By the applicant — City Health Office

Notarized Petition

By the applicant — City Legal Office

Additional Requirements:

(Original copy) Dropping
Certification And Change of Body
Design from Close/Taxi to
Open/Jeepney (Applicable for those
who have old record of Franchise in
case the renewal of Franchise had
already closed)

CTFRD - Franchise Section

CLIENT AGENCY 1|':g EBSE PROCESSIN REPSE’%SNOSTBL
STEPS ACTION PAID G TIME E
1. Submit 1. Verify None 15 Minutes Administrative
application complete Aide |
forms and documents and CTFRD Office
complete requirements of
docu'ments and the client.
requirements.
1.1 Issue body 10 Minutes Administrative
number and Aide |
claim stub. CTFRD Office
1.2 Encode
Franchise and 15 Minutes Administrative
Mayor’'s Permit Aide |
1.2.1 TAXI CTFRD Office
TYPE
1.2.2 JEEPNE 15 Minutes Administrative
Y TYPE Aide |
CTFRD Office
1.2.3 PRIVATE 10 Minutes Administrative
USE and Aide |
UTILITY CTFRD Office
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1.3 Signed with 10 Minutes Consultant
approval of CTFRD Office
Consultant.
1.4 Signed with 24 Hours Officer-In-Charge
approval of CTFRD Office
CTFRD OIC and
Chairman. Chairman
CTFRD Office
2. One-time 2. Payment for 25 Minutes LRCO IV
Assessment and | fees and $1,242.5 City Treasurer’s
Payment of charges. 0 Office
Taxes, Fees
and Charges. 2.1 TAXI TYPE
(Close Type) £1,330.0
0
2.2 JEEPNEY
TYPE (Open
Type)
#1,007.5
2.3 PRIVATE 0
UTILITY
2.4 PRIVATE #480.00
USE
3. Claim of 3. Release
Franchise, Franchise and
Mayor’s Permit, | Mayor’s Permit.
Body number 3.1.1 FOR-HIRE | None 10 Minutes CDS |
stickers, Annual | (TAX| TYPE) CTFRD Office
stickers, ID and
Logo
3.1.2 FOR-HIRE 10 Minutes CDS |
(JEEPNEY CTFRD Office
TYPE)
3.1.3 PRIVATE 10 Minutes CDS |
USE and CTFRD Office
UTILITY
3.2 Release
Body Number
stickers, Annual 10 Minutes CDS |
stickers and ID. CTFRD Office

3.2.1 FOR-HIRE
(TAXI TYPE)
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3.2.2 FOR-HIRE 10 Minutes CDS |
(JEEPNEY CTFRD Office
TYPE)
3.3 Install Body 20 Minutes CDS |
number stickers CTFRD Office
and Annual
stickers.

TOTAL: None 1 Day, 2

Hours and 55
Minutes

2. Cancellation / Cessation of Franchise and Mayor’s Permit

Motorized Tricycle Operator’'s Permit (MTOP) issued to grantees/Operators which
had expired for more than two (2) months shall be automatically dropped from the
service after ten (10) days from receipt or demand notice for its renewal, if no
notification is made to the CFRB.

(Monday to Friday, from 8:00 AM to 5:00 PM, excluding holidays)

Office or I .- L
Division: Cadiz Tricycle Franchising and Regulatory Division
Classification: | Simple
Type of G2C - Government to Client
Transaction:
Who may All resident and Filipino of Cadiz City
avail:

CHECKLIST OF

REQUIREMENTS WHERE TO SECURE
Fill out application form for CTFRD Office

Dropping of Franchise
Barangay Certification for Closure / | Barangay Office an applicant is a bonafide

Dropping resident
Latest Franchise and Mayor’s CTFRD Office
Permit
OR/CR of Motorcycle By the applicant
Deed of Sale (in case of Second By the applicant (Notary Office)
Owner)
FEES

CLIENT AGENCY TO BE PROCESSING PERSON

STEPS ACTION PAID TIME RESPONSIBLE
1. Submit 1. Verify None 15 Minutes Administrative
application forms | application form Aide |
and complete CTFRD Office
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documents and and complete 10 Minutes Administrative
requirements. documents. Aide |
CTFRD Office
1.1 Actual
inspection 10 Minutes Administrative
of Unit. Aide |
CTFRD Office
1.2 Encode
data of
client for
Dropping
Certificate.
2. One-time 2. Payment for 30 Minutes LRCO IV
Assessment and | fees and City Treasurer’s
Payment of charges for Office
Taxes, Fees and Dropping of
Charges. Franchise.
£100.00
2.1 Dropped
below or 1
year.
£1,270.00
2.2 Dropped
more than 2
years.
3. Claim of 3. Signed with None 30 Minutes Administrative
Dropping approval of Aide |
Certificate. Consultant and CTFRD Office
Officer-in-
charge. Officer-in-Charge
CTFRD Office
3.1 Issue None 10 Minutes Administrative
Dropping Aide |
Certificate. CTFRD Office
TOTAL: None 1 Hour
and 45
Minutes
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3. Change Motor/Unit

An Operator or a public motorized tricycle-for-hire owner who wishes to change his
unit or motorcycle must notify the CFRB and the OR/CR must reflect same owner
of record of Old Franchise to be qualified for a new MTOP and Franchise.

(Monday to Friday, from 8:00 AM to 5:00 PM, excluding holidays)

Office or
Division:

Cadiz Tricycle Franchising and Regulatory Division

Classification:

Simple

Type of
Transaction:

G2C - Government to Client

Who may avail:

All resident and Filipino of Cadiz City

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Affidavit of Change Motor By the applicant (Notary Office)
Latest Franchise and Mayor’s Permit By the applicant
Latest OR/CR of Motorcycle (provided By the applicant
same operators name of Old and New
OR/CR)
Old OR/CR of Motorcycle By the applicant
Motorcycle owner 1.D. By the applicant
AGENCY A5 PROCESSING PERSON
SR 2L IELILS ACTION TF?AIBDE TIME RESPONSIBLE
1. Present all 1. Verify complete | None 15 Minutes Administrative
requirements and | requirements and Aide |
documents. documents. CTFRD Office
1.1 Encode data
and prepare New | None 10 Minutes Administrative
Franchise. Aide |
CTFRD Office
2. Claim the New 2. Issue new None 10 Minutes Administrative
and upfjated franchise with Aide |
Franchise. updated Chassis CTFRD Office
number and
Engine number.
TOTAL: | None 35 Minutes
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4. Change Ownership

An operator or a public motorized tricycle-for-hire owner who wishes to sell his
unit or who has sold his unit must notify the CFRB for a new MTOP/franchise
under the buyer’s name (change of ownership), hence, this shall be a new

application.

(Monday to Friday, from 8:00 AM to 5:00 PM, excluding holidays)

Office or
Division:

Cadiz Tricycle Franchising and Regulatory Division

Classification:

Simple

Type of
Transaction:

G2C - Government to Client

Who may avail:

All resident and Filipino of Cadiz City

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

HPG Clearance

By the applicant (HPG Office)

Latest Franchise and

Mayor’s Permit

By the applicant

Motorcycle owner |.D.

By the applicant

FEES
AGENCY TO PROCESSING PERSON
ColEr e ACTION BE TIME RESPONSIBLE
PAID
1. Present all 1. Verify None 15 Minutes Administrative
requirements and | complete Aide |
documents. requirements CTFRD Office
and documents.
1.1 Encode data | None 10 Minutes Administrative
and prepare Aide |
New Franchise CTFRD Office
and Mayor’s
Permit.
2. Claim the New 2. Issue new None 10 Minutes Administrative
and updated franchise and Aide |
Franchise and mayor’s permit CTFRD Office
Mayor’s Permit. with updated
name of Owner.
TOTAL: | None 35 Minutes
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CITY ADMINISTRATOR’S OFFICE

External Services

Business Permits & Licensing Division
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1. ONE STOP SHOP REGISTRATION

Applying/Renewing a Business Permit

To bring the Government closer to the people, the City Government of Cadiz
designed a program where taxpayers can secure their permit at a single
venue called “BUSINESS ONE STOP SHOP”

ONE-STOP Business Registration is adopting an automated process which
is co-located with other government agencies. It offers services that seek to
facilitate the registration of businesses by providing central access to
government agencies involved in the registration process. This corresponds
to the time of renewal which cater a whole year-round transaction.

There shall be a Mayor’s/ Business Permit issued to those who establish,
operate, conduct or maintain their businesses within the City of Cadiz.

(Monday to Friday, from 8:00 AM to 5:00 PM, excluding holidays)

Office or

.. - Business Permits & Licensing Division
Division:

Classification: | Simple

Type of

. G2B (Government to Business Entity) from 8:00 a.m. to 5 p.m.
Transaction:

All Filipino citizens, corporations, partnerships, any business entity
Who may avail: | or business entrepreneur who shall establish, conduct or operate
and maintain business establishments in the City of Cadiz.

CHECKLIST OF WHERE TO SECURE
REQUIREMENTS

NEW APPLICANT:

1 set of Original Copy of Unified City Administrators Office, BPLO
Application Form

One (1) Original Copy or Certified Department of Trade & Industry/Securities &

Copy & One (1) Photocopy of Exchange Commission/ Cooperative
DTI/SEC/CDA Registration Development Authority

Barangay Clearance BPLO - Integrated Barangay Clearance
One (1) Original Copy or Certified

Copy & One (1) Photocopy of Corporation or Association

Secretary Certificate, CDA or
Board Resolution if Corporation or
Association

One (1) Original Copy or Certified City Engineer’s Office
Copy & One (1) Photocopy of
Occupancy Permit

One (1) Original Copy or Certified Lot/Building Owner
Copy & One (1) Photocopy of
Contract of lease (if lessee)
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Additional original & photocopy
of documentary requirements
for:

Air condition/Refrigerator Repair
Service

DTI Certificate of
Accreditation

Department of Trade & Industry

Aquaculture
Shrimp Growout Facility
Certification
Certificate of Social
Acceptability
SP Board Resolution

Environmental Compliance
Certificate

Bureau of Fisheries and Aquatic Resources

Sangguniang Panglungsod

Sangguniang Panglungsod

City Environment & Natural Resources Office

Auto Repair Shop
DTI Certificate of Accreditation

Department of Trade & Industry

Bingo Games/Amusement
PAGCOR License

Resolution of No Objection

Philippine Amusement and Gaming Corporation

Sangguniang Panglungsod

Cable Station

Temporary Restraining Order

National Telecommunications Commission

Cellphone Units Retailer

NTC License

National Telecommunications Commission

Coco Lumber

License to Operate

Philippine Coconut Authority

Contractor

PCAB License

Philippine Contractors Accreditation Board

Dialysis Center
License to Operate

License of Doctor & Nurse

Department of Health

Professional Regulation Commission

Drugstore
License to Operate

License of Pharmacist

Food & Drug Administration

Professional Regulation Commission

Educational Institution

Dep Ed/CHED Accreditation
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Department of Education/Commission of Higher
Education

Embalming

License of Embalmer

Professional Regulation Commission

Emission Testing Center
Certificate of Authorization

Certificate of Accreditation

Department of Transportation

Department of Trade & Industry

Gasoline Station
Certificate of Social
Acceptability
SP Board Resolution
Environmental Compliance
Certificate{ECC}

Sangguniang Panglungsod

Sangguniang Panglungsod

City Environment & Natural Resources Office

Herbal Product
FDA License to Operate

License as Distributor/Seller

Food & Drug Administration

Owner/Authorized Person of the Company

Laboratory/Diagnostic Center

Mid Tech License

Professional Regulation Commission

Lumberyard/Good Lumber
Certificate of Accreditation

License to Operate

Department of Environment & Natural Resources

Barangay where business is located

Poultry/Piggery/Livestock
Certificate of Social
Acceptability
SP Board Resolution
Environmental Compliance

Certificate

Sangguniang Panglungsod

Sangguniang Panglungsod

City Environment & Natural Resources Office

Pork & Beef/Frozen
Foods/Poultry Feeds

License to Operate

Bureau of Animal Industry

Power Plant
Certificate of Social
Acceptability
SP Board Resolution

Environmental Compliance
Certificate

Sangguniang Panglungsod

Sangguniang Panglungsod

City Environment & Natural Resources Office

Sand and Gravel (Extraction)
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Certificate of Social
Acceptability

SP Board Resolution
Environmental Compliance
Certificate

Barangay Permit to Operate

Sangguniang Panglungsod

Sangguniang Panglungsod

City Environment & Natural Resources Office

Barangay where business is located

Security Agency
License to Operate

License of Security Personnel

National Headquarters Philippine National Police

National Headquarters Philippine National Police

Videoke

Audio Video Operators Permit

Office of the City Mayor

Water Refilling Station
Water Bacteriology
Analysis Test Report
Physico-Chemical Analysis
Report

Certificate of Water Potability

Any Laboratory Available

Any Laboratory Available

Water District Source

RENEWAL OF PERMIT:

1 set of Original Copy of Unified
Application Form

City Administrators Office, BPLO

One (1) Original Copy or Certified
Copy & One (1) Photocopy of Copy
DTI/SEC/CDA Registration

Department of Trade & Industry/Securities &
Exchange Commission/ Cooperative
Development Authority

Barangay Clearance

BPLO - Integrated Barangay Clearance

One (1) Original Copy or Certified
Copy & One (1) Photocopy of
Secretary Certificate, CDA or
Board Resolution if Corporation or
Association

Corporation or Association

One (1) Original Copy or Certified
Copy & One (1) Photocopy of
Occupancy Permit

City Engineer’s Office

One (1) Original Copy or Certified
Copy & One (1) Photocopy of
Contract of lease (if lessee)

Lot/Building Owner

Income Tax Return (previous year)

Additional original documentary
requirements for:

Air condition/Refrigerator
Repair Service

DTI Certificate of Accreditation

Department of Trade & Industry

Aquaculture
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Shrimp Growout Facility
Certification

Certificate of Social
Acceptability

SP Board Resolution

Environmental Compliance
Certificate

Bureau of Fisheries and Aquatic Resources

Sangguniang Panglungsod

Sangguniang Panglungsod

City Environment & Natural Resources Office

Auto Repair Shop
DTI Certificate of Accreditation

Department of Trade & Industry

Bingo Games/Amusement
PAGCOR License

Resolution of No Objection

Philippine Amusement and Gaming Corporation

Sangguniang Panglungsod

Cable Station

Temporary Restraining Order

National Telecommunications Commission

Cellphone Units Retailer

NTC License

National Telecommunications Commission

Coco Lumber

License to Operate

Philippine Coconut Authority

Contractor

PCAB License

Philippine Contractors Accreditation Board

Dialysis Center
License to Operate

License of Doctor & Nurse

Department of Health

Professional Regulation Commission

Drugstore
License to Operate

License of Pharmacist

Food & Drug Administration

Professional Regulation Commission

Educational Institution

Dep Ed/CHED Accreditation

Department of Education/Commission of Higher
Education

Embalming

License of Embalmer

Professional Regulation Commission

Emission Testing Center
Certificate of Authorization

Certificate of Accreditation

Department of Transportation

Department of Trade & Industry

Gasoline Station
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Certificate of Social
Acceptability
SP Board Resolution

Environmental Compliance
Certificate

Sangguniang Panglungsod

Sangguniang Panglungsod

City Environment & Natural Resources Office

Herbal Product
FDA License to Operate

License as Distributor/Seller

Food & Drug Administration

Owner/Authorized Person of the Company

Laboratory/Diagnostic Center

Mid Tech License

Professional Regulation Commission

Lumberyard/Good Lumber
Certificate of Accreditation

License to Operate

Department of Environment & Natural Resources

Barangay where business is located

Poultry/Piggery/Livestock
Certificate of Social
Acceptability
SP Board Resolution

Environmental Compliance
Certificate

Sangguniang Panglungsod

Sangguniang Panglungsod

City Environment & Natural Resources Office

Pork & Beef/Frozen
Foods/Poultry Feeds

License to Operate

Bureau of Animal Industry

Power Plant
Certificate of Social
Acceptability
SP Board Resolution

Environmental Compliance
Certificate

Sangguniang Panglungsod

Sangguniang Panglungsod

City Environment & Natural Resources Office

Sand and Gravel (Extraction)
Certificate of Social
Acceptability
SP Board Resolution
Environmental Compliance
Certificate

Barangay Permit to Operate

Sangguniang Panglungsod

Sangguniang Panglungsod

City Environment & Natural Resources Office

Barangay where business is located

Security Agency
License to Operate

National Headquarters Philippine National Police
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License of Security Personnel National Headquarters Philippine National Police

Videoke

Audio Video Operators Permit Office of the City Mayor
Water Refilling Station
Water Bacteriology Any Laboratory Available

Analysis Test Report
Physico-Chemical Analysis | Any Laboratory Available

Report
Certificate of Water Potability Water District Source
NOTE:
FOR FOOD BUSINESS
X-ray Exam Result Laboratory Clinic
Stool Exam Result Laboratory Clinic

FOR NON FOOD BUSINESS

Cedula According to Barangay where business is located
AGENCY Az PROCESSING PERSON
SIS ACTION ONSE TIME RESPONSIBLE
PAID
1. Submit
requirements | 1.1 Pre None 30 Licensing
for initial assessment of Minutes Officer IV
assessment & | submitted BPLO
verification at | requirements.
the Business Community
Permit & 1.2 Forward to Affairs Officer
Licensing Joint Inspection I
Division Team for 2 Hours BPLO
compliance of & 30
negative list minutes Computer
(subject for Operator IV
ocular BPLO
inspection)
& possible License
assessment Inspector I
and payments BPLO
1.3 Verified License
Documents and Inspector |
release to the 30 BPLO
taxpayer. Minutes
Clerk Il
BPLO
2. Secure 2.1 CITY
Assessment Assessment of | TREASURER’S
Bill, Official allowable fees | OFFICE
Receipt and
Fire Safety New:
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Inspection
Certificate
(FSIC) to the
City
Treasurer’'s
Office (CTO)
window

(As to Time
Assessment
& Payment)

2.2 Payment
based on the

Capital
Investment X
16.50 % X 1%

Renewal
Renewal: Gross
Income Per
(Line of
Business) Per
(Table of
Charges)

Surcharge: BT
Per Qtr. X 25%

Interest:
(Surcharge + BT
Per Qtr.) X 2%
per mo.

(see attached
table 2.2.1 &
2.2.2 below)

FIRE
INSPECTION
FEE (BFP)

If Total payment
is > P500,
Standard Fee of
P500 is charge.
If Total Payment
is < P500 Total
Fees & Charges
X 15%.

Note: If FSIC is
expired 50 %
additional
charge from the
total payment.

30
Minutes

25
Minutes

LRCO IV
CTO

LRCO Il
CTO

Computer
Operator |
CTO

Admin Aide Il
CTO

(CTO)
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assessed

LRCO Il

allowable fees CTO
and issuance of
official receipt RCC I
from the CTO CTO
and FSIC
RCC I
CTO
(FSIC)
C,
FSES/Assessor
BFP
Collecting
Agent
BFP
Collecting
Agent
BFP
2.3 Release of LRCO IV
Official Receipt 5 CTO
- Tax Bills and Minutes
Fire Safety LRCO Il
Inspection CTO
Certificate
(FSIC) Computer
Operator |
CTO
Admin Aide Il
CTO
3. Receiving of City None Licensing
Business Permit Administrator’s Officer IV
Office 15 BPLO
3.1 Verify OR Minutes
Licensing
3.2 Biometric & Officer |
Signature 30 BPLO
Minutes
3.3 Releasing Clerk Il
of Business 15 BPLO
Permit Minutes
TOTAL: | New: 5 Hours
Capital & 30
Investment X Minutes

16.50 % X 1%

69




Renewal
Renewal: Gross
Income Per
(Line of
Business) Per
(Table of
Charges)

Surcharge: BT
Per Qtr. X 25%

Interest:
(Surcharge + BT
Per Qtr.) X 2%
per mo.

(see attached
table 2.2.1 &
2.2.2 below)

FIRE
INSPECTION
FEE (BFP)

If Total payment
is > P500,
Standard Fee of
P500 is charge.
If Total Payment
is < P500 Total
Fees & Charges
X 15%.

Note: If FSIC is
expired 50 %
additional
charge from the
total payment.

2. Retirement of Business
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Business Enterprises that have closed or ceased to exist, or whose
ownership has changed, must file with the City Treasurer's Office an
application for Retirement of Business.
This should be done to update the city government’s records and to avoid
accumulation of the payments and penalties.
Description of the Service.

(Monday to Friday, from 8:00 AM to 5:00 PM, excluding holidays)

Office or Division:

Business Permits & Licensing Division

Classification:

Simple

Type of
Transaction:

G2C (Government to Citizen) from 8:00 a.m. to 5 p.m.

Who may avail:

All citizens of the Philippines, a resident of Cadiz City, known to
be of good moral character and has no derogatory records in the

community.

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Request Letter for retirement

Application for Business Retirement (2

copies)

City Treasurer’s Office

Barangay Certification regarding

cessation of business

Barangay where business is located

Business Permit to be surrendered

(original copy)

Permits & License Division

Original Copy of Official Receipt

City Treasurer’s Office.

FEES
AGENCY TO | PROCESSING PERSON
SR SUEHE ACTION BE TIME RESPONSIBLE
PAID
1. Submit Verifies and Computer
i i None
Zupportlng receweg the 10 Minutes Operator IV
ocuments to | supporting BPLO
the receiving requirements
employee at for License
the Business documentation Inspector Il
Permits & and updates to
Licensing the system. BPLO
Division. License
Inspector |
BPLO
Clerk Il
BPLO
TOTAL: 00 10 Minutes
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3. Securing Mayor’s Clearance and Certificate of Good Moral
Character

There shall be a Mayor’'s Clearance and Certificate of good moral character
issued to those who are seeking employment, applying for a firearms license and
also to applicants who want to join the Philippine National Police (PNP) force.
This is also required by some schools and overseas employment agencies to

students/ recruits before they are allowed to enroll or apply.

(Monday to Friday, from 8:00 AM to 5:00 PM, excluding holidays)

Office or Division:

Business Permits & Licensing Division

Classification:

Simple

Type of Transaction:

G2C (Government to Citizen) from 8:00
a.m.to 5 p.m.

Who may avail:

All citizens of the Philippines, a resident of
Cadiz City, known to be of good moral
character and has no derogatory records
in the community.

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

records)

Barangay Certification (stating that the
client is a resident of the barangay, of good
moral character and has no derogatory

Barangay where the client resides

Original Copy of Prosecutor’s Clearance

City Prosecutor’s Office

Original Copy of Police Clearance

Philippine National Police Headquarters

Original Copy of Official Receipt

City Treasurer’s Office.

FEES
AGENCY TO | PROCESSING PERSON
U AR ACTION BE TIME RESPONSIBLE
PAID
1. Submit Verifies None 10 Minutes Computer
supporting supporting Operator IV
documents | documents and BPLO
to the preparation of
Receiving Clearance or License Inspector
employee at | Certification 1l
the Business BPLO
Permits &
Licensing Clerk Il
Division. BPLO
Validates and None 20 Minutes Licensing Officer
countersign the v
clearance or BPLO
certification
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Community
Affairs Officer Il
BPLO

Approval of the
City Mayor and
City
Administrator

(The Licensing
Officer IV
counter signed in
the clearance or
certification
before the
approval)

None

20 Minutes

City Mayor

City Administrator

Release of
Clearance or
Certification

(The Original
Copy of the
Clearance or
Certification is
released to the
client. 1 copy is
given to the PNP
for record
purposes & 1
copy for office
file.)

None

10 Minutes

Computer
Operator IV
BPLO

License Inspector
I
BPLO

Clerk Il
BPLO

TOTAL:

00

1 Hour

4. Securing Mayor’s Permit for holding a benefit Dance, Disco
and other similar activity

There shall be a Mayor’s Permit issued to those who shall conduct, or hold any
program, or activity involving the grouping of people within the jurisdiction of this
City prior to the scheduled date.

(Monday to Friday, from 8:00 AM to 5:00 PM, excluding holidays)

Office or
Division:

Business Permits & Licensing Division

Classification:

Simple

Type of
Transaction:

G2C (Government to Citizen) from 8:00 a.m. to 5 p.m.

Who may avail:

Any person, association or civic oriented organizations who are
involved in educational and charitable activities and those who are
active in the community/ barangay affairs.

CHEKLIST OF REQUIREMENTS

| WHERE TO SECURE
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Letter of request duly signed by the ff.:
Brgy. Captain

Barangay Hall where benefit dance, disco &

other similar activity is located

Barangay Affairs Office

Brgy. Affairs Division

City Enforcement Unit
City Enforcement Unit
Chief of Police
Philippine National Police Headquarters
Certification from the Brgy.

Ecological Solid Waste
Management Council
Noted by the City

Environment and Natural
Resources Office (CENRO) | City Environment and Natural Resources

Office (CENRO)

Original Copy of Official Receipt City Treasurer’s Office.

(Dance and disco conducted by the
different schools and exclusively for the
students only of the requesting school
shall be exempted from payment of

fees.)
FEES
AGENCY TO | PROCESSING PERSON
CLIENT STEPS | “AcTiON BE TIME RESPONSIBLE
PAID
1. Submit Verifies Licensing Officer
Letter of supporting None 10 Minutes v
request, documents and BPLO
Certification | preparation of
& certification
Original Computer
Copy of Operator IV
Official BPLO
Receipt at
the Business License Inspector
Permits & 1l
Licensing BPLO
Division.
Clerk Il
BPLO
Validates and Licensing Officer
countersign the None 20 Minutes IV BPLO
certification
Community
Affairs Officer Il
BPLO
Approval of the City Mayor
City Mayor or his | None 20 Minutes
Authorized City Administrator
Representative
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Release of Computer

Permit Operator IV
None 10 Minutes BPLO

(The Original

Copy of the

Mayor’s Permit is Clerk Il

released to the BPLO

client.1 copy is
given to the PNP
for record
purposes & 1
copy for office
file.)

TOTAL.: 00 1 Hour

5. Securing Mayor’s Permit for the Transport of Scrap Iron,
Empty Bottles & Plastic Materials
There shall be a Mayor’s Permit issued to those who shall transfer or transport

scrap irons, empty bottles and plastic materials to other localities prior to the
scheduled date.

(Monday to Friday, from 8:00 AM to 5:00 PM, excluding holidays)

Office or Business Permits & Licensing Division

Division:

Classification: | Simple

Type of G2C (Government to Citizen) from 8:00 a.m. to 5 p.m.

Transaction:

Corporations, partnerships or any person who shall establish,
Who may avail: | operate and maintain business as junkshop operator and those
engaged in the buying and selling of scrap materials.

CHECKLIST OF REQUIREMENTS | WHERE TO SECURE

Letter of request addressed to the City
Mayor (stating what to deliver, date and
the place of delivery.

Clearance from the PNP-Bacolod &
PNP-Cadiz (to check & ensure the

Implementation of the Anti- fencing Law Philippine National Police Headquarters

Original Copy of Official Receipt City Treasurer’s Office.
FEES
AGENCY TO | PROCESSING PERSON
SELL RIS 2 ACTION BE TIME RESPONSIBLE
PAID
1. Submit Letter of | Verifies None 10 Minutes Computer
Request, supporting Operator IV
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Clearance from
PNP-Bacolod,
PNP-Cadiz and
Original Copy of
Official Receipt.

documents and
preparation of
certification

BPLO

License Inspector
I

BPLO
Clerk Il
BPLO
Validates and None Licensing Officer
countersign the , v
certification 20 Minutes BPLO
Community
Affairs Officer Il
BPLO
Approval of the None City Mayor
City Mayor or his i
Authorized 20 Minutes
Representative City Administrator
Release of Permit | None
Computer
Operator IV
(The Original 10 Minutes P
Copy of the BPLO
Mayor’s Permit is
released to the
client.1 copy is Clerk Ill
given to the PNP
for record BPLO
purposes & 1
copy for office
file.)
TOTAL: 00 1 Hour

6. Securing Mayor’s Permit to conduct motorcade/parade or

procession

There shall be a Mayor’s Permit issued to those who wish to hold a
motorcade/ parade and/ or procession around the city, prior to the scheduled
date in connection with their businesses, school and religious activity or for
whatever purpose.
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(Monday to Friday, from 8:00 AM to 5:00 PM, excluding holidays)

O.ffI.C? or Business Permits & Licensing Division
Division:

Classification: Simple

Type of

Transaction:

G2C (Government to Citizen) from 8:00 a.m. to 5 p.m.

Every person, corporations, groups or entities who are engaged

Who may avail: in businesses and for those who are involved in educational,

religious, charitable, and governmental institutions.

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Letter of Request addressed to the City
Mayor, indicating the schedule of
motorcade / parade, planned route and
purpose of the activity

Original Copy of Official Receipt

City Treasurer’s Office.

(Schools, Civic & military parades and
religious procession are exempted from
the payment of the permit fee)

FEES
AGENCY TO | PROCESSING PERSON
SEIENFSE A ACTION BE TIME RESPONSIBLE
PAID
1. Submit letter | Verifies None
of request supporting .
and Original | documents and 10 Minutes OCom/:;utelq/
Copy of preparation of perator
Official certification BPLO
Receipt to
the receiving
employee at Clerk Il
the Business
Permits & BPLO
Licensing
Division.
Validates and None Licensing Officer
countersign the _ v
o 20 Minutes
certification BPLO
Community
Affairs Officer Il
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BPLO
Approval of the | None
City Mayor or his |
Authorized City Mayor
Representative 20 Minutes
City

Administrator
Release of None 10 Minutes Computer
Mayor's Operator IV
Permit(The
Mayor's Permit is BPLO
released to the
applicant, 1 copy
to the PNP, Clerk IIl
Traffic Divisio.n & SO
1 copy for Office
file.)
TOTAL: 00 1 Hour

7. Securing Mayor’s Permit on all advertising and Promotional

Activities

There shall be a Mayor's Permit issued to those who wish to promote or
advertise their product/s or service/s to the public through the means or
process of promotion/advertisement such as installation/posting of billboard,

signage, streamers, posters and/or fliers and other similar materials.

(Monday to Friday, from 8:00 AM to 5:00 PM, excluding holidays)

Office or
Division:

Business Permits & Licensing Division

Classification:

Simple

Type of
Transaction:

G2C (Government to Citizen) from 8:00 a.m. to 5 p.m.

Who may avail:

Every person, corporations, partnerships, any business entity and
licensed professionals who are engaged in businesses or those
who are practicing their profession.

CHECKLIST OF

REQUIREMENTS

WHERE TO SECURE

Letter of request addressed to the

City Mayor
NOTE:
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For billboard attached thereto,
design, details & specification and the
site/sketch plan of the project.

If the site/location is a private
property, applicant must present
written document showing consent of
the owner.

Affidavit of undertaking to assume
all obligation and liabilities cause to
any third party by reason of such
project. Such other documents /
papers that the city may require.

Except in case of application to
post or put streamers, posters and
flyers, only a written application
address to the City Mayor will be
sufficient. Such letter must state the
total number, size, purpose and the
period /duration.

Original Copy of Official Receipt City Treasurer’s Office.
AGENCY Az PROCESSING PERSON
e S hS ACTION TIS;\IBDE TIME RESPONSIBLE
1. Submit letter | Verifies supporting None 10 Licensing
of request to the documents and preparation Minutes Officer IV
receiving employee | of certification BPLO
At the Business
Permits & Licensing Community
Division. Affairs Officer
1l
copy furnished the BPLO
CEO and CPDO.
Computer
Operator IV
BPLO
License
Inspector Il
BPLO
Clerk Il
BPLO
Validates and countersign Licensing
the certification None 20 Officer IV
Minutes BPLO
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Community
Affairs Officer
1l
BPLO
Approval of the City Mayor or | None 20 :
his Authorized Minutes City Mayor
Representative
City
Administrator
Release of Mayor’s Permit None
(The Mayor's Permit is 10 Computer
released to the applicant, 1 Minutes Operator IV
copy to the PNP, Traffic BPLO
Division & 1 copy for Office
file.) Clerk Il
BPLO
TOTAL: | 00 1 Hour

8. Securing Mayor’s Permit for the transfer of cadaver to other
localities

There shall be a Mayor’s Permit issued to those who shall transfer the cadaver
to other localities.

(Monday to Friday, from 8:00 AM to 5:00 PM, excluding holidays)

Office or Business Permits & Licensing Division
Division:
Classification: Simple

Type of G2C (Government to Citizen) from 8:00 a.m. to 5 p.m.
Transaction:

Any person who shall transfer the cadaver to other localities for an

Who may avail: interment.

CHECKLIST OF WHERE TO SECURE
REQUIREMENTS

Original Copy and Photocopy of the | City Health Office
Death Certificate duly signed by the
City Health Officer.

Barangay Certification (stating that Barangay where deceased resides
the deceased is a resident of the
Barangay)

Original Copy of Official Receipt City Treasurer’s Office
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FEES
AGENCY PROCESSING PERSON
SR SUEHE ACTION T&EE TIME RESPONSIBLE
1. Submit supporting | Verifies supporting None 10 Licensing
documents to the | documents & Minutes Officer IV
Receiving Preparation of Permit BPLO
employee at the
Business Permits Community
& Licensing Affairs Officer
Division. I
BPLO
Computer
Operator IV
BPLO
License
Inspector I
BPLO
Clerk Il
BPLO
Validates and | None 20 Licensing
countersign the Minutes Officer IV
certification BPLO
Community
Affairs Officer
I
BPLO
Approval of the City | None 20 City Mayor
Mayor or his Authorized Minutes
Representative City
Administrator
Release of Permit None 10
Minutes Computer
The Original Copy of Operator IV
permit is released to the BPLO
client. 1 copy is given to
the PNP for record
purposes &1 copy for Clerk Il
office file. BPLO
TOTAL: | 00 1 Hour

9. Securing Mayor’s Permit for the Exhumation of Tomb

There shall be a Mayor’s Permit issued to those who shall exhume the tomb.

(Monday to Friday, from 8:00 AM to 5:00 PM, excluding holidays)
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Office or
Division:

Business Permits & Licensing Division

Classification:

Simple

Type of
Transaction:

G2C (Government to Citizen) from 8:00 a.m. to 5 p.m.

Who may avail:

Any person who shall exhume the tomb for the transfer of remains
to other localities or for an interment of another dead body.

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Clearance from the City Health Officer

City Health Office

Original Copy of Official Receipt City Treasurer Office
FEES
AGENCY TO | PROCESSING PERSON
oI ACTION BE TIME RESPONSIBLE
PAID
1. Submit Verifies None 10 Minutes Licensing Officer
Clearance supporting v
from the City | documents and BPLO
Health Officer | preparation of
and Original | certification Computer
Copy of Operator IV
Official BPLO
Receipt at the
Business License Inspector
Permits & I
Licensing BPLO
Division.
Clerk Il
BPLO
Validates and None 20 Minutes Licensing Officer
countersign the v
certification BPLO
Community
Affairs Officer Il
BPLO
Approval of the | None 20 Minutes City Mayor
City Mayor or
his Authorized
Representative City Administrator
Release of None 10 Minutes Computer
Permit Operator IV
BPLO
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Clerk Il

BPLO

TOTAL: 00 1 Hour

10. Securing Mayor’s Permit using government owned
buildings and other facilities

There shall be a Mayor’s Permit issued to those who wish to use or occupy
buildings & other facilities owned by the City Government of Cadiz prior to
the use or occupancy.

THE CADIZ CITY GOVERNMENT offers the use of the following facilities
ideal for seminars, conferences, gatherings, sports and other activities:

City Arena

Multi-Purpose Building

Balay Cadiznon

(Monday to Friday, from 8:00 AM to 5:00 PM, excluding holidays)

Office or Business Permits & Licensing Division
Division:
Classification: Simple
Type of G2C (Government to Citizen) from 8:00 a.m. to 5 p.m.
Transaction:
Any person, school organizations, different sectoral groups
Who may avail: including those who are engaged in businesses, religious and
government sector.
CHECKLIST OF REQUIREMENTS | WHERE TO SECURE
Letter of request addressed to the City
Mayor, specifying the government
facility/ies to be used, date, time and
purpose.
Original Copy of Official Receipt City Treasurer Office
FEES
AGENCY TO | PROCESSING PERSON
SIS ACTION BE TIME RESPONSIBLE
PAID
1. Submit Verifies None 10 Minutes Licensing Officer
supporting supporting v
documents documents and
receiving preparation of BPLO
employee at | certification Computer
the Business Operator IV
Permits &
BPLO
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Licensing License Inspector
Division. 1l
BPLO
Clerk Il
BPLO
Validates and
countersign the
ce rtificatign Licensing Officer
None 20 Minutes v
BPLO
Community
Affairs Officer Il
BPLO
Approval of the | None 20 Minutes
City Mayor or .
his Authorized City Mayor
Representative
City Administrator
Release of | None 10 Minutes Computer
Permit Operator IV
BPLO
Clerk Il
BPLO
TOTAL: | 0.00 1Hour

11. Securing Mayor’s Permit for the temporary use of roads,

streets, sidewalks, alleys, plazas & playground

There shall be a Mayor’s Permit issued to those who shall temporarily use and/or
occupy a street, sidewalk, or alley or portion thereof in the City of Cadiz in
connection with their businesses, construction works, & other purpose.

(Monday to Friday, from 8:00 AM to 5:00 PM, excluding holidays)
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Office or
Division:

Business Permits & Licensing Division

Classification:

Simple

Type of G2C (Government to Citizen) from 8:00 a.m. to 5 p.m.
Transaction:
All owners/ operators who are engaged in businesses,
1l Who may construction works and for those who are engaged in the fishing
avail: industry. Also those who are involved in charitable, religious and
educational institutions.
CHECKLIST OF REQUIREMENTS | WHERE TO SECURE
Letter of request stating the place, date,
time & purpose
Original Copy of Official Receipt City Treasurer Office
FEES
AGENCY TO | PROCESSING PERSON
ST 26 ACTION BE TIME RESPONSIBLE
PAID
1. Submit Verifies None 10 Minutes Computer
supporting supporting Operator IV
documents | documents and
receiving preparation of BPLO
employee at | certification License Inspector
the 1l
Business
Permits & BPLO
Licensing Clerk ]
Division.
BPLO
Validates and None 20 Minutes Licensing Officer
countersign the v
rtificati
certification BPLO
Community
Affairs Officer Il
BPLO
Approval of the 20 Minutes City Mayor
City Mayor or his
Authorized
Representative City Administrator
Release of None 10 Minutes Computer
Permit Operator IV
BPLO
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The Original
Copy of permit is

released to the Clerk Ill
client. 1 copy is BPLO
given to the PNP

for record

purposes &1
copy for office
file.

TOTAL: 00 1 Hour

12. Securing Mayor’s Permit for the registration of fishing boats
or motor boats (3 gross tons below)

There shall be a Mayor’s Permit issued to those who are engaged in fishing or
catching fish or collecting aquatic products and owns a fishing boat or motor boat
of three (3) gross tons or less and is operating in the Municipal waters within the
jurisdiction of the City of Cadiz.

(Monday to Friday, from 8:00 AM to 5:00 PM, excluding holidays)

Office or Business Permits & Licensing Division

Division:

Classification: | Simple

Type of G2B (Government to Business Entity) from 8:00 a.m. to 5 p.m.

Transaction:

All Filipino citizens, residents of Cadiz City, Cooperative,
partnership, association or corporations duly registered or

Who may avail: incorporated under the laws of the Philippines and at least sixty
(60) percent of whose capital stock belongs to citizens of the
Philippines.

CHECKLIST OF REQUIREMENTS | WHERE TO SECURE

Barangay Certification (stating the Barangay where the fishing boats/motor boats

name of owner/operator, address, operates

name of fishing boat or motor boat and
no. of horse power of the engine)

Certification/Inspection report from the | City Agriculturist Office

City Agriculturist Office
Original Copy of Official Receipt City Treasurer Office
FEES
AGENCY TO PROCESSING PERSON
e S ERS ACTION BE TIME RESPONSIBLE
PAID
1. Submit Verifies None 10 Minutes Computer
supporting supporting Operator IV
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documents
to the
receiving
employee at
the

Business
Permits &
Licensing
Division.

documents and
preparation of
permit

BPLO

License Inspector
I

BPLO
Clerk Il
BPLO

Validates and None Licensing Officer
countersign the 20 Minutes v
it
permi BPLO
Community
Affairs Officer Il
BPLO
Approval of the | None 20 Minutes City Mayor
City Mayor or
his Authorized
Representative City Administrator
Release of None 10 Minutes Computer
Permit Operator IV
BPLO
License Inspector
1
BPLO
Clerk Il
BPLO
TOTAL: 00 1 Hour

13. Securing Mayor’s Permit for the delivery truck, van or

vehicle

There shall be a Mayor’s Permit issued to those who owns the delivery truck,
van or vehicle used by the manufacturers, producers, wholesalers, dealers or
retailers in the delivery or distribution of distilled spirits, fermented liquors, soft
drinks, cigar and cigarettes, and any article of commerce to sale outlets or
consumers, whether directly or indirectly within the City of Cadiz.

(Monday to Friday, from 8:00 AM to 5:00 PM, excluding holidays)
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Office or Business Permits & Licensing Division
Division:
Classification: Simple
Type of G2C (Government to Citizen) from 8:00 a.m. to 5 p.m.
Transaction:
All manufacturers, producers, wholesalers, dealers or retailers who
Who mav avail: own and used the truck, van or vehicle in the delivery of goods and
y ’ merchandise within the City of Cadiz.
CHECKLIST OF REQUIREMENTS | WHERE TO SECURE
Application form (stating the name of City Treasurer Office
owner, address, LTO plate no. of the
truck, van or vehicle)
Original Copy of Official Receipt City Treasurer Office
FEES
AGENCY TO PROCESSING PERSON
OIS TS A ACTION BE TIME RESPONSIBLE
PAID
1. Submit filled up Verifies None 10 Minutes Licensing Officer
Application Form supporting v
and Original Copy | documents and
at the_ Business permit Computer
Permits & 0 tor 1V
Licensing Division. perator
BPLO
License Inspector
I
BPLO
Clerk Il
BPLO
Validates and None 20 Minutes Licensing Officer
countersign the v
permit BPLO
Community
Affairs Officer Il
BPLO
Approval of the | None 20 Minutes City Mayor
City Mayor or his
Authorized
Representative
City Administrator
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Release of None 10 Minutes Computer
Permit Operator IV
BPLO
Clerk Il
BPLO
TOTAL: 00 1 Hour

14. Securing Mayor’s Permit for Peddler

There shall be a Mayor's Permit issued to those who will establish, operate,
conduct or maintain their businesses within the City of Cadiz.

(Monday to Friday, from 8:00 AM to 5:00 PM, excluding holidays)

Office or Business Permits & Licensing Division

Division:

Classification: | Simple

Type of G2B (Government to Business Entity) from 8:00 a.m. to 5 p.m.

Transaction:

All Filipino citizens, any business entity or business entrepreneur
Who may avail: who shall establish, conduct or operate and maintain business
establishments in the City of Cadiz.

CHECKLIST OF REQUIREMENTS | WHERE TO SECURE

1 set of Application Form City Administrator’s Office, BPLO
One (1) Original & One (1) Photocopy | City Treasurer’'s Office, Market Division (if
of Certification business is located at the City Public Market)

One (1) Original & One (1) Photocopy | Barangay where business is located
of Barangay Clearance

Updated Official Receipt City Treasurer’s Office, Real Property Tax
Division (if business is located at the City
Public Market)

Cedula City Treasurer’s Office
Original Copy of Official Receipt City Treasurer Office
Health Card City Health Office
NOTE:

FOR FOOD BUSINESS

X-ray Exam Result Laboratory Clinic
Stool Exam Result Laboratory Clinic

FOR NON FOOD BUSINESS

X-ray Exam Result Laboratory Clinic
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FEES

AGENCY TO PROCESSING PERSON
SR SIEA ACTION BE TIME RESPONSIBLE
PAID
1. Submit Verifies None 20 Minutes Licensing Officer
supporting supporting v
documents documents and
to the | preparation of BPLO
receiving permit Community
employee at Affairs Officer Il
the Business
Permits & BPLO
Licensing Computer
Division. Operator IV
BPLO
License Inspector
7
BPLO
Clerk Il
BPLO
Validates and None Licensing Officer
countersign the 10 Minutes v
rtificati
certification BPLO
Community
Affairs Officer Il
BPLO
Approval of the | None 20 Minutes City Mayor
City Mayor or
his Authorized
Representative City Administrator
Release of None 10 Minutes Computer
Permit Operator IV
BPLO
License Inspector
7
BPLO
Clerk Il
BPLO
TOTAL: 00 1 Hour
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BUSINESS TAX: (Kind of Business)

(a) On manufacturers, assemblers, re-packers, processors, brewers, distillers, rectifiers,
and compounders or liquors, distilled spirits, and wines or manufacturers of any
article of commerce of whatever kind or nature. In accordance with the following
schedule:

Amount of Gross Sales/Receipts for | Amount of Tax per
the Preceding Calendar Year: Annum

Less than 10,000.00 299.48
10,000.00 or more but less than 15,000.00 363.00
15,000.00 or more but less than 20,000.00 548.13
20,000.00 or more but less than 30,000.00 798.60
30,000.00 or more but less than 40,000.00 1,089.00
40,000.00 or more but less than 50,000.00 1,496.00
50,000.00 or more but less than 75,000.00 2,395.80
75,000.00 or more but less than 2,994.75
100,000.00

100,000.00 or more but less than 3,993.00
150,000.00

150,000.00 or more but less than 4,991.25
200,000.00

200,000.00 or more but less than 6,987.75
300,000.00

300,000.00 or more but less than 9,982.50
500,000.00

500,000.00 or more but less than 14,520.00
750,000.00

750,000.00 or more but less than 18,150.00
1,000,000.00

1,000,000.00 or more but less than 24,956.25
2,000,000.00

2,000,000.00 or more but less than 29,947.50
3,000,000.00

3,000,000.00 or more but less than 35,937.00
4,000,000.00

4,000,000.00 or more but less than 41,926.50
5,000,000.00

5,000,000.00 or more but less than 44 .240.63
6,500,000.00
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At a rate of fortyeight & four tenths

0, o
6.500,000.00 or more percent (48.40%) of one percent (1%)

(b) On wholesalers, distributors, or dealers in any article of commerce of whatever
kind or nature in accordance with the following schedules:

Amount of Gross Sales/Receipts For the Preceding| Amount of Tax per
Calendar Year: Annum

Less than 1,000.00 32.67
1,000.00 or more but less than 2,000.00 59.90
2,000.00 or more but less than 3,000.00 90.75
3,000.00 or more but less than 4,000.00 130.68
4,000.00 or more but less than 5,000.00 181.50
5,000.00 or more but less than 6,000.00 219.62
6,000.00 or more but less than 7,000.00 259.55
7,000.00 or more but less than 8,000.00 299.48
8,000.00 or more but less than 10,000.00 338.80
10,000.00 or more but less than 15,000.00 399.30
15,000.00 or more but less than 20,000.00 499.13
20,000.00 or more but less than30,000.00 598.95
30,000.00 or more but less than 40,000.00 798.60
40,000.00 or more but less than 50,000.00 1,197.90
50,000.00 or more but less than 75,000.00 1,796.85
75,000.00 or more but less than 100,000.00 2,395.80
100,000.00 or more but less than 150,000.00 3,394.05
150,000.00 or more but less than 200,000.00 4,392.30
200,000.00 or more but less than 300,000.00 5,990.11
300,000.00 or more but less than 500,000.00 7,986.00
500,000.00 or more but less than 750,000.00 11,979.00
750,000.00 or more but less than 1,000,000.00 15,972.00
1,000,000.00 or more but less than 2,000,000.00 18,150.00
2,000,000.00 or more At a rate of forty-eight
& four tenths percent
(48.40%) of one
percent (1%)
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The businesses enumerated in paragraph (a) above shall no longer be subject to the
tax on wholesalers, distributors, and dealers provided in this Article.

(c) On exporters, and on manufacturers, millers, producers, wholesalers, distributors,
dealers, or retailers of the ESSENTIAL COMMODITIES enumerated hereunder at a
rate not exceeding one-half (1/2) of the rates prescribed under Subsections (a), (b),
and (d) of this Article:

(1) Rice and Corn;

(2) Wheat or cassava flour, meat, dairy products, locally manufactured,
processed, or preserved food, sugar, salt, and other agricultural, marine,
and fresh water products, whether in their original states or not;

(3) Cooking oil and cooking gas;
(4) Laundry soap, detergents, and medicine;

(5) Agricultural implements, equipment and post-harvest facilities; fertilizers,
pesticides, insecticides, herbicides, and other farm inputs;

(6) Poultry feeds and other animal feeds;
(7) School supplies, and
(8) Cement

For purposes of this provision, the term exporter shall refer to those who are principally
engaged in the business of exporting goods and merchandise, as well as manufacturers
and producers whose goods or products are both sold domestically and abroad. The
amount of export sales shall be excluded from the total sales and shall be subject to
rates not exceeding one half (1/2) of the rates prescribed under paragraphs (a), (b), and
(d) of this Article.

(d) On retailers

Gross Sales/Receipts for the Preceding year | Rate of Tax Per
Annum

More than P50,000.00 but not over P400,000.00 3.3%

More than 400,000.00 1.65%

The rate of three percent and three tenth percent (3.3%) per annum shall be imposed
on sales not exceeding Four Hundred Thousand Pesos (P 400,000.00) while the rate of
one and sixty-five hundredths percent (1.65%) per annum shall be imposed on sales in
excess of the first Four Hundred Thousand Pesos (P 400,000.00). However, barangays
shall have the exclusive power to levy taxes on stores whose gross sales or receipts of
the preceding calendar year does not exceed Fifty Thousand Pesos (P50,000.00)
subject to existing laws and regulations.

(e) On contractors and other independent contractors, in accordance with the
following schedule:

Amount of Gross Sales/Receipts For

Amount of Tax per Annum
the Preceding Calendar Year:
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Less than 5,000.00

49.91

2,000,000.00

5,000.00 or more but less than 10,000.00 111.93
10,000.00 or more but less than 15,000.00 189.66
15,000.00 or more but less than 20,000.00 299.48
20,000.00 or more but less than 30,000.00 499.13
30,000.00 or more but less than 40,000.00 698.78
40,000.00 or more but less than 50,000.00 998.25
50,000.00 or more but less than 75,000.00 1,597.20
75,000.00 or more but less than 2,395.80
100,000.00

100,000.00 or more but less than 3,593.70
150,000.00

150,000.00 or more but less than 4,791.60
200,000.00

200,000.00 or more but less than 6,588.45
250,000.00

250,000.00 or more but less than 8,385.30
300,000.00

300,000.00 or more but less than 11,180.40
400,000.00

400,000.00 or more but less than 14,973.75
500,000.00

500,000.00 or more but less than 16,788.75
750,000.00

750,000.00 or more but less than 18,603.75
1,000,000.00

1,000,000.00 or more but less than 20,872.50

2,000,000.00 or more

At a rate of forty - eight & four tenths
percent (48.40%) of one percent (1%)

Provided, that in no case shall the tax on gross sales P2,000,000.00 or more be less

than P 18,975.00

(f) On Banks and other Financial institutions, at the rate of Seventy Five percent
(75%) of one percent (1%) of the gross receipts.

(g) Restaurants, cafes, cafeterias, carinderias, eateries, food caterers, ice cream
and other refreshment parlors, and soda fountain bars:

Gross Sales/Receipts for the Preceding year

Rate of Tax Per
Annum
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P 50,000.00 P 1,361.25
For every 1,000.00 or fraction thereof in excess of 50,000.00

P 30.25

(h) The same rates of graduated taxes, viz:

Amount of Gross Sales/Receipts For Amount of Tax per
the Preceding Calendar Year: Annum
Less than P5,000.00 P 49.91
P 5,000.00 or more butlessthan P P 111.93
10,000.00
P 10,000.00 or more but less than P P 189.66
15,000.00
P 15,000.00 or more but less than P P 29948
20,000.00
P 20,000.00 or more but less than P P 499.13
30,000.00
P 30,000.00 or more but less than P P 698.78
40,000.00
P 40,000.00 or more but less than P P 998.25
50,000.00
P 50,000.00 or more but less than P P 1,597.20
75,000.00
P 75,000.00 or more but less than P P 2,395.80
100,000.00
P 100,000.00 or more but lessthan P P 3,593.70
150,000.00
P 150,000.00 or more but less than P P 4,791.60
200,000.00
P 200,000.00 or more but lessthan P P 6,588.45
250,000.00
P 250,000.00 or more but less than P P 8,385.30
300,000.00
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P 300,000.00 or more but lessthan P P11,180.40

400,000.00

P 400,000.00 or more but lessthan P P14,973.75

500,000.00

P 500,000.00 or more but lessthan P P16,788.75

750,000.00

P 750,000.00 or more but lessthan P P18,603.75

1,000,000.00

P 1,000,000.00 or more but less than P P20,872.50

2,000,000.00

P 2,000,000.00 or more At a rate of forty - eight & four tenths
percent (48.40%) of one percent (1%)

Provided, that in no case shall the tax on gross sales of P2,000,000.00 or more
be less than P20,872.50 are hereby imposed on the businesses hereunder

enumerated:

oo op

=0

h.

1.

J-

Commission agents;
Lessors, dealers, brokers of real estate;
Travel agencies and travel agents;

Boarding houses, pension houses, motels, apartments, apartelles, and
condominiums;

Subdivision owners/private cemeteries and memorial parks;
Privately-owned markets;

Hospitals, medical clinics, dental clinics, therapeutic clinics, medical
laboratories, dental laboratories;

Operators of Cable Network System;
Operators or computer services establishments;
General consultancy services;

All other similar activities consisting essentially of the sale of services for a fee.

Provided, that in no case shall the tax on gross sales of 2,000,000.00 or more be
less than P20,872.50.

(i) On any businesses not otherwise specified in the preceding paragraphs: at the rate
of Three percent (3%) of sales or gross receipts of the preceding year but not
less than the amount set opposite each:
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(j) On peddlers engaged in the sale of any merchandise or article of commerce, at the

rate of seventy-five pesos (P75.00) per peddler annually.

Mayor’s Permit Fee

Imposition of Fee. For purpose of the Mayor’s Permit Fee, the following Philippine

definition of business size is hereby adopted:

Enterprise
Scale Asset Limit Workforce
Cottage P 500,000 and below 1-10
Small Over P 500,000 to P 3M 11-99
Medium | Over P3Mto P 15M Over P 15M  100-199
Large 200 or more

The permit fee shall either be based on asset size or number of workers,

whichever will yield the higher fee.

Universal Banks

Rate of Fee
Classification/Category per
Annum
1. | On
Manufacturers/Importers/Producers
Micro-Industry . P 35000
Small-scale Industries
. . P 660.00
Medium-Scale Industries P 1.320.00
Large-Scale Industries P 2.640.00
2. | On Banks
Rural, Thrift and Savings Banks P 2,200.00
Commercial, Industrial & Dev't. P 4,400.00
Banks P 6,600.00
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On Other Financial Institutions

Small P 2,200.00
Medium P 4,400.00
Large P 6,600.00
On Contractors/Service Establishments
Small-scale Industries
Medium-Scale Industries Large-Scale Industries
P 440.00
P 880.00
P 1,100.00
On Wholesalers/Retailers/Dealers or
Distributors
Micro-Industry P 220.00
Small-scale Industries P 550.00
Medium-Scale Industries P 1,100.00
Large-Scale Industries P 1,320.00
On Trans-loading Operations
Medium
Large
P 4,400.00
P 6,600.00
Renewable Energy Companies P 5,000.00
On Telecommunications, Cable
Companies, Internet Providers and
Internet Café
Micro
Cottage P1,000.00
Small P1,500.00
Medium P2,000.00
P3,000.00
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Large P5,000.00
9. | On Real Estate Lessors
(Commercial Building)
Cottage P1.000.00
Small
Medium P2,000.00
Large P3,500.00
g P5,000.00
(Residential Building)
Cottage
fﬂﬁbm P1,000.00
Large P1,200.00
P1,600.00
P2,500.00
10. Hotels, Motels, Pension Houses, Apartelles,
Apartments, Condominiums
Cottage
Small
Large P1 ,00000
P2,000.00
P3,000.00
11./Lodging/Boarding House
Micro
Cottage P400.00
Small P800.00
Medium P1,000.00
Large P1 ,50000
P2,500.00
12./Restaurants, Cafes, Cafeterias,

Carinderias,
Eateries, Snackhouses, Refreshment,

Ice

Cream and other Refreshment Parlors, and Catering Services
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Micro P 300.00
Cottage P 700.00
Small P1,000.00
Medium P1,500.00
Large P2,000.00
13./Amusement Places (to include but not limited to Video-
Karaoke Bars, Video
Houses, Theaters, Cinema Houses,
Resorts and Disco Houses)
Micro
Cottage P 500.00
Small P 800.00
Medium P1,000.00
Large P2,000.00
P3,000.00
14. Other Businesses not mentioned
Cottage
Small-scale Industries P 220.00
Medium-Scale Industries P 550.00
Large-Scale Industries P 1,100.00
P 1,320.00
15./Dinagsa Kiosk during Dinagsa Festival (Exclusive of P5,000.00
canopy rental, electricity and water consumption, and fees (Ordinance No.
for other requirements) 04-2023)

Sanitary Inspection Fee. Imposition of Fee.

Kind of Business

Rate of Fees

P800.00
Amusement places
Manufacturers, producers, laundry shops, laboratories,
private markets, private hospitals, private schools,
warehouses, department stores, and shopping centers P600.00
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Importer, exporter, wholesaler P600.00

Hotel, motel, apartelle, pension house, and other similar P600.00
institutions
Financial institutions P600.00
Medical and dental clinics P500.00
Institutions for learning P500.00
Public eating places such as restaurants, refreshment parlors, P400.00
carinderias, etc.

P400.
Establishments offering services 00.00
Apartment, house for rent, accessories, boarding houses, and P400.00
other similar institutions
Retailers and other establishments not included in the above P300.00

Health Examination/ Service Fees. Imposition of Fee. Fifty Pesos (P50.00) / person

A fee of Thirty Pesos (P30.00) shall be collected for each additional copy of
subsequent issuance of a copy of the initial, medical certificate issued by the City Health
Officer.

Solid Waste Management Fee . Imposition of Fee.

SOLID WASTE COLLECTION FEES PER YEAR

P 480.00 or

P40.00/Month
Small Scale Business

Medium Scale Business P 1,200.00 orP100.00/Month
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P 3,000.00 or

Large Scale Business P250 00/Month

. P 4,800.00 or
Mega Large-Scale Business P400.00/Month
Zonal Permit Fee: P 100.00
Electrical Fee: (City Planning/Engineer’s Office RATES)

Miscellaneous Fee: P40.00
Business Tax Clearance: P175.00

ARTICLE B. Developmental/ Convenience Fee. Imposition of Fee.

a.) On Business Permit

ENTERPRISE SCALE ASSET LIMIT Rate of Fee
Micro — Industry 50,000 and below 100.00
Small — Scale Industries 50,000 to 200,000 200.00

Medium — Scale

) 200,000 to 1M 500.00
Industries
Large — Scale Industries 1M and above 1,000.00
b.) On Fees & Charges

1. Peddlers. . ................ .. P 50.00

2. FishCorrals ................. P 50.00

3. Transfer of Cadaver............ P 20.00

4. Mayor's Clearance . ............ P 20.00

S. Certified True Copy . .. ........ . P 20.00

6. Certifications . .. .............. P 20.00

7. Dance Permit................. P 50.00

8. Pumpboat..... .............. P 50.00

102



BARANGAY CLEARANCE FEES

BARANGAY CLEARANCE FEES ON BUSINESS
BARANGAY ZONE 1

CLASSIFICATION OF BUSINESS RATE
BARANGAY BUSINESS CLEARANCE
FOR VEHICLES 100.00
FOR ESTABLISHMENTS 150.00

BARANGAY CLEARANCE FEES ON BUSINESS
BARANGAY ZONE 2

CLASSIFICATION OF BUSINESS

RATE
A. STORE OR RETAILER
1 | SARI SARI STORE 150.00
2 | GROCERY STORE 300.00
3 | CAFETERIA/COFFEE SHOP 300.00
4 | CARINDERIA AND FOOD CATERER 300.00
5 | ICE CREAM AND OTHER REFRESHMENT PARLOR 200.00
6 | RESTAURANT/EATERY 300.00
7 | FOOD STAND 150.00
8 | FISH VENDOR WITH STALL 150.00
9 | FISH VENDOR (AMBULANT) 100.00
RETAILER OF DRESSED CHICKEN, MEAT, FRESH OR
10 | PRESERVED 300.00
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11

DRY GOODS STORE

300.00

12 | HARDWARE 300.00
13| SIDEWALK RETAILER INCLUDING TRANSIENT VENDOR 100.00
14| RICE AND CORN DEALER 300.00
B. ON MANUFACTURERS, ASSEMBLERS, RE-PACKERS
AND PACKERS

1 | BAGO-ONG, SALTED AND DRIED FISH DEALERS 300.00
2 | FRESH EGGS, CHICKEN AND HOG DEALERS 300.00
3 | BAKERY 300.00
4 | BOXES MAKERS 300.00
5 | CANDLE AND WAX MAKER 200.00
6 | CANDY MAKER

7 | HOLLOW PRODUCTS AND CONCRETE PRODUCS 300.00
8 | GALVANIZED IRON SHEET AND ALUMINUM CONTAINER 300.00

/BANERAS
9 | HOME INDUSTRIES AND FURNITURES 300.00
10| ICE CREAM AND FROZEN DELIGHTS 200.00
11| OTHER MANUFACTURERS, PRODUCERS 500.00
NOT MENTIONED ABOVE
C. ON CONTRACTOR AND SERVICE ESTABLISHMENTS
1 | PAINTING SERVICES 300.00
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500.00

2 | GASOLINE STATION

3 | BARBER SHOP 150.00
4 | BATTERY CHARGING SHOP 150.00
5 | BEAUTY PARLOR 150.00
6 | VIDEO TAPE COVERAGE SERVICES 300.00
7 | CONSTRUCTION AND REPAIR SHOP FOR MOTOR VEHICLES| 300-00
8 FURNITURE REPAIR SHOP 200.00

9 LUMBER YARDS 300.00

PERSON ENGAGED IN THE INSTALLATION OF SOUND
10 | SYSTEM 300.00
11 | PHOTOGRAPHY STUDIO 200.00
CLASSIFICATION OF BUSINESS RATE
12 | PUBLIC WAREHOUSE AND BODEGA 500.00
RENTING OF IMPLEMENTS LIKE TRICYCLE,

13 | AUTOMOBILE 200.00

14 AND TRUCKS

15 | WELDING SHOP 200.00

16 | MACHINE SHOP 200.00

17 | ROASTING OF PIGS AND FOWLS 200.00

18 | TAILORING AND DRESS SHOPS 200.00

19 | VULCANIZING SHOP 200.00

20 | BOARDING HOUSE 500.00
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21 | LODGING HOUSE AND MOTELS 500.00
22 | GIFT SHOP 200.00
23 | ELECTRONICS SHOP 300.00
24 | DRUG TESTING 500.00
25 | LENDING 500.00
26 | SAND AND GRAVEL 500.00
27 | CAR WASH OF ANY VEHICLE 300.00
28 | REAL ESTATE LESSOR 500.00
29 | FAST FOOD, EATERIES AND OTHER 500.00
30 ESTABLISHMENT NOT MENTIONED ABOVE 500.00
D. ON AMUSEMENTS PLACE AND DEVICES
1 COCKTAIL LOUNGE OR VIDEOKE BAR 300.00
2 BILLIARD OR POOL HALL 150.00
3 CIRCUS CARNIVAL 200.00
MERRY GO ROUND, ROLLER COASTER, FERRIS
4 WHEEL 200.00
5 SHOOTING GALLERIES 200.00
6 VIDEO HOUSES 200.00
7 CINEMA HOUSE AND THEATERS 300.00
8 BOWLING ALLEY 500.00
9 BETA PLAYER AND OTHER MACHINE PLAYER | 300.00
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10

KARAOKE BAR/VIDEOKE

300.00

11

COMPUTER GAMES MACHINE

300.00

12

COMPUTER W/ INTERNET MACHINE

300.00

BARANGAY CLEARANCE FEES ON
BUSINESS BARANGAY ZONE 3

CLASSIFICATION OF BUSINESS

RATE

STORE OR RETAILER

100.0

ON CAFES, CAFETERIAS AND CARINDERIAS

100.0

ON BUSINESS ESTABLISHMENTS PRINCIPALLY

100.0

RENDERING SERICES

ON PRIVATELY OWNED PUBLIC MARKETS

A. ON REAL ESTATE DEALERS

200.0

B. ON BOARDING HOUSES

120.0

FOOD STANDS

100.00

DEALERS OF FERMENTED LIQUORS, WINES &
TUBA

100.00

LEAF TOBACCO AND CIGARETTE RETAILER

100.00

ON AMUSEMENT PLACES

A. DAY AND NIGHT CLUB

300.00

B. DAY CLUB OR NIGHT CLUB

200.00

C. COCKTAIL LOUNGE OR BAR

200.00
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D. CABARET AND DANCE HALL

300.00

E. BILLIARD AND POOL HALL 120.00
F. BOWLING ALLEY 120.00
G. CIRCUS, CARNIVAL OR THE LIKE 300.00
H. MERRY GO ROUND, ROLLER COASTER
AND THE LIKE 150.00
|. COCKPITS 300.00
PLUS: SULTADA FEE PER COCKFIGHT
DERBY COCKFIGHT 100.00
ORDINARY COCKFIGHT 50.00
J. THEATERS AND CINEMA HOUSES
AIR-CONDITIONED 300.00
ORDINARY 150.00
SING ALONG JOINTS 150.00
1. | ON MANUFACTURERS, ASSEMBLERS, RE-
PACKERS
AND PACKERS
1.1 | BAGO-ONG, SALTED AND DRIED FISH DEALERS | 100-00
1.2 | BAKERY
MECHANIZED 100.00
MANUAL 100.00
1.3 | BED AND/OR MATTRESSES
MECHANIZED 100.00
MANUAL 75.00
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BOTTLES/BOTTLING PLANT

200.00

1.4 | BOXES 200.00
1.5 | CANDLES 100.00
1.5 | CANNED GOODS 100.00
1.6 | CONFECTIONERY AND CANDIES 75.00
1.7 | CONCRETE HOLLOW BLOCKS 100.00
CLASSIFICATION OF BUSINESS RATE
GALVANIZED IRON SHEET AND ALUMINUM

1.8 | CONTAINER 100.00
1.9 | HOME INDUSTRIES AND FURNITURES 100.00
1.1

O | ICE, ICE CREAM AND FROZEN DELIGHTS 100.00
1.1

T | SOAP AND COSMETICS 100.00
1.1

2 | STEEL AND IRON PRODUCTS 200.00
1.1

3 | REPACKER

1.1

4 | RECTIFIERS, BREWERS AND DISTILLERS 100.00
1.7 | WINES, LIQUORS AND DISTILLED SPIRITS

S | COMPOUNDERS 100.00
1.1

6 | OTHER MANUFACTURERS, IMPORTERS AND 100.00

PRODUCERS NOT MENTIONED ABOVE
2. | ON RETAILERS, DEALERS, INDEPENDENT
WHOLESALERS
AND DISTRIBUTORS

2.1 | AGRICULTURAL PRODUCS 100.00
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100.00

2.2 | AUTOPARTS
2.3 | DRUGS AND COSMETICS 300.00
2.4 | DRY GOODS, CLOTHES AND TEXTILES 100.00
2.5 | GENERAL MERCHANDISE
SARI SARI (BARANGAYS) 50.00
INSIDE PUBLIC MARKET 100.00
2.6 | GLASSWARES 200.00
2.7 | GROCERIES 200.00
2.8 | JEWELRIES 200.00
2.9 | LUMBER/WOOD AND CONSTRUCTION
MATERIALS
ALL KINDS 200.00
COCO LUMBER 100.00
BAMBOO AND ITS PRODUCTS AND NIPA
SHINGLES 100.00
2.1
0 | LUBRICATING OILS AND OIL BY-PRODUCTS 100.00
2.1
T | LIQUIFIED PETROLEUM GAS 100.00
2.1
2 | KEROSENE, DIESEL AND GASOLINE
WITH FILLING STATION - PER PUMP
AVIATION GASOLINE 100.00
SPECIAL GASOLINE 100.00
REGULAR GASOLINE 100.00
100.00

DIESEL
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KEROSENE

100.00

WITHOUT FILLING STATION OR PUMP

GASOLINE/DIESEL 50.00
KEROSENE 50.00

2.1 | VENDORS, BUYERS AND DEALERS (PUBLIC

3 | MARKET)
CHICKEN, FOWLS AND EGGS 100.00
FISH VENDORS 100.00
FRUITS, SPICES AND VEGETABLES 100.00
HOGS 100.00
LARGE CATTLE AND OTHER LIVESTOCK 100.00
MEAT, FRESH AND PRESERVED 100.00

CLASSIFICATION OF BUSINESS RATE

PLANTS AND FLOWERS 100.00

2.1

4 | OTHER RETAILERS, WHOLESALERS, DEALERS | 100.00
AND DISTRIBUTORS NOT MENTIONED ABOVE

3. | ON EXPORTERS 100.00

4. | ON ESSENTIAL COMMODITIES 100.00

THE PERMIT FEES ON THE BUSINESS OF
MANUFACTURING,

PRODUCING, IMPORTING, WHOLESALING AND
RETAILING OF

ESSENTIAL COMMODITIES NOT SPECIFIED
ABOVE SHALL BE
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ONE HALF (1/2) OF THE RATES PRESCRIBED IN
THE ARTICLE

5. | ON RICE AND CORN

PALAY, CORN AND OTHER GRAINS

BUYER/DEALER 100.00
RICE AND CORN WHOLESALER 100.00
RICE AND CORN RETAILER 100.00
6. | ON CAFES, CAFETERIAS AND OTHER
CAFETERIAS
CAFES AND CAFETERIAS 100.00
ICE CREAM AND OTHER REFRESHMENT 100.00

PARLORS

ASSAYING LABORATORIES

CARINDERIA AND FOOD CATERER 100.00

RESTAURANTS 200.00

SODA FOUNTAIN BARS 100.00

FOOD STANDS FOR PUTO, POPCORN, PEANUTS 50.00

AND OTHER OOKED FOODS
GULAMAN, BUKO AND JUICE STANDS 50.00
ON CONTRACTORS AND SERVICE ESTABLISHMENTS

ACCOUNTING SERVICE 100.00

ADVERTISING SERVICE 100.00

ARRASTRE SERVICE 100.00
100.00

BARBER SHOPS
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WITH FREE CHAIRS OR LESS

100.00

WITH MORE THAN THREE CHAIRS 100.00
ROVING/AMBULANT BARBERS 50.00
AIRCONDITIONED 400.00
BATTERY CHARGING SHOP 100.00
BEAUTY PARLOR
WITH EQUIPMENT 100.00
MANUAL 100.00
TRAVELLING BEAUTICIAN 50.00
BELT AND BUCKLE SHOP
BLACKSMITH
MANUAL 50.00
MECHANIZED 100.00
CLASSIFICATION OF BUSINESS RATE
BOOKING OFFICE FOR FILM EXCHANGE 100.00
BREEDING OF GAMECOCKS 100.00
BREEDING OF RACEHORSES 100.00
BROKERAGE 100.00
BUSINESS AGENTS 100.00
BUSINESS MANAGEMENT SERVICES 100.00
CARPENTRY SHOP 100.00
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CINEMATOGRAPHIC FILM OWNERS, LESSORS OR

100.00

DISTRIBUTORS, VIDEO COVERAGE SERVICE

COLLECTING AGENCIES 150.00
COMMERCIAL OR IMMIGRANT BROKERS 150.00
CONSTRUCTION AND/OR REPAIR SHOPS
MOTOR VEHICLES BODY BUILDING 150.00
BICYCLES AND TRICYCLES 100.00
DRAFTING AND ARCHITECTURAL SERVICES 100.00
DYEING ESTABLISHMENTS 100.00
EMPLOYMENT AGENCIES 200.00
ESCORT SERVICES 200.00
FUNERAL SERVICE PARLORS 200.00
FURNITURE REPAIR SHOP 100.00
GARAGES 100.00
GENERAL ENGINEERING, GENERAL BUILDING AND SPECIALTY | 200.00
CONTRACTORS, FILLING, DEMOLITION, SALVAGE WORK
AND TRANSFER OR RELOCATION
GOLDSMITHS AND SILVERSMITHS 100.00
HEMP-GRASING ESTABLISHMENTS 100.00
HOUSE AND/OR SIGN PAINTERS 100.00
100.00

ICE AND COLD STORAGE
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INDENTOR OR INDENT SERVICES 100.00
JANITORIAL SERVICES 100.00
KEY SMITHS 50.00
LATHE MACHINE SHOPS
LAUNDRY SHOPS
MANUAL 50.00
MECHANIZED 100.00
LEGAL AND OTHER PROFESSIONAL SERVICES
LUMBERYARDS 300.00
MASSAGE OR THERAPEUTIC CLINIC 100.00
METEOGRAPHY SERVICES 100.00
MEDICAL AND DENTAL CLINIC 100.00
MESSENGERIAL SERVICES 150.00
MILLING SERVICE 100.00
PARKING LOTS
ONE HECTARE OR LESS 100.00
MORE THAN ONE HECTARE 150.00
PAINTING SHOPS 100.00
CLASSIFICATION OF BUSINESS RATE
PERSONS ENGAGED IN THE INSTALLATION/DISTRIBUTION OF:
WATER SYSTEMS 200.00
200.00

GAS OR BIO-GAS SYSTEM

n5




ELECTRIC LIGHT, HEAT AND POWER INSTALLATION

200.00

SOUND SYSTEM SERVICE 150.00
ORDINARY SOUND AND LIGHT SYSTEM 100.00
STEREO-QUADRONIC SOUNDS AND DISCO LIGHTS 50.00
SOUND AND TAPE DECK COMPONENT 50.00
PHOTOGRAPHIC STUDIOS
WITH GALLERY AND PHOTO ENLARGER 100.00
WITH GALLERY W/OUT PHOTO ENLARGER 100.00
DEVELOPING CENTER 100.00
ROVING PHOTOGRAPHER 50.00
PHOTOSTATIC WHITE AND BLUE PRINTING 200.00
PLASTIC LAMINATION 150.00
PRIVATE HOSPITALS 200.00
PROMOTIONAL SERVICES 100.00
PROPRIETORS OR OPERATORS OF HEAVY EQUIPMENT
FOR HIRE 200.00
PROPRIETORS OF SMELTING PLANT 200.00
PROPRIETORS OF ENGRAVING AND PLATING PLANTS 150.00
PUBLIC WAREHOUSE AND BODEGAS 200.00
PURCHASING AGENCIES 150.00
RECOPYING AND DUPLICATING SERVICES
100.00

XEROX COPYING
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MIMEOGRAPHING AND TYPING SERVICES

100.00

SCANNER 100.00
RENTING OF EQUIPMENTS
OFFICE EQUIPMENT AND FURNITURE 100.00
BICYCLES, TRICYCLES AND SKATES 100.00
TRUCKS AND AUTOMOBILES 100.00
HEAVY EQUIPMENT 100.00
AGRICULTURAL IMPLEMENT AND TOOLS 100.00
DIVING, SKIING AND OTHER ATHLETIC EQUIPMENT 100.00
REPAIR SHOPS FOR MORE VEHICLES AND ENGINES
WITH SHOP AREA OF MORE THAN 1,000 SQ. METERS | 200.00
WITH SHOP AREA OF 500 SQ. METERS OR MORE
BUT LESS THAN 1,000 SQ. METERS
WELDING SHOP:
ELECTRIC WELDING 150.00
ACETYLENE WELDING 100.00
SOLDERING 100.00
REPAIR SERVICES
ELECTRONIC EQUIPMENT 100.00
HOUSEHOLD APPLIANCES 100.00
RADIOS AND AMPLIFIERS 50.00
50.00

RAOSTING OF PIGS AND FOWLS
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CLASSIFICATION OF BUSINESS RATE
SAWMILLS
FIXED ESTABLISHMENTS 100.00
CHAINSAW OPERATORS PER UNIT:
WITH BLADE OF MORE THAN 24 INCHES 50.00
WITH BLADE OF MORE THAN 12 INCHES 50.00
BUT LESS THAN 24 INCHES
WITH BLADE OF 12 INCHES OR LESS 0.00
SCULPTOR SHOPS 50.00
SERVICE STATIONS
(WASHING, GREASING, LUBRICATING)
MANUAL 100.00
MECHANIZED 50.00
SHINE SERVICE/STAND 50.00
SLENDERING OR BODY SALONS 100.00
STAPLES 100.00
WITH THREE OR LESS SEWING MACHINES 50.00
TINSMITHS
MECHANIZED 100.00
MANUAL 50.00
TRANSPORTATION TERMINALS NOT OWNED BY BUS
OPERATORS 200.00
UPHOLSTERY SHOP AND/OR WOOD CARVING 100.00
100.00

VACIADOR AND GRINDING SHOPS OR GRISTMILLS
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VOCATIONAL, DRIVING AND COMPUTER SCHOOLS

150.00

VULCANIZING SHOPS 50.00
WAREHOUSING, FORWARDING SERVICES 200.00
WATCH REPAIR SHOPS
MANUAL 50.00
MECHANIZED 100.00
OTHER SERVICE ESTABLISHMENTS 100.00
8. | ON HOTELS AND MOTELS
HOTELS 300.00
MOTELS/INNS/PENSION HOUSE 200.00
HOTELS, THREE STAR UP 300.00
MOTELS, THREE STAR UP 200.00
RESTHOUSES WITH TEN ROOMS AND BELOW 200.00
9. | ON PRIVATE-OWNED PUBLIC MARKET 200.00
10. | ON REAL ESTATE DEALERS
SUBDIVISION OPERATORS 200.00
LESSORS OF REAL ESTATE 200.00
11. | ON PRIVATE-OWNED CEMETERIES AND MEMORIAL PARKS
150.00

COMMERCIAL
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100.00

FAMILY USE
CLASSIFICATION OF BUSINESS RATE
12. | ON BOARDING HOUSES 100.00
13. | ON PAWNSHOPS 300.00
ON BUSINESSES
1. | ON MONEY SHOPS, FINANCING AND INSURANCE
ESTABLISMENTS
MONEY SHOPS 300.00
LENDING INVESTORS 300.00
FINANCE AND INVESTMENT COMPANIES 300.00
INSURANCE COMPANIES 300.00
COMMERCIAL COMPANIES 300.00
SAVINGS BANK 300.00
RURAL BANK 300.00
2. | ON BUSINESS OF DEALERS IN FERMENTED LIQUORS,
DISTILLED
SPIRITS AND/OR WINES/TUBA
WHOLESALER DEALER IN FOREIGN LIQUOR 100.00
WHOLESALER DEALER IN DOMESTIC LIQUOR 100.00
RETAILER DEALER IN FOREIGN LIQUOR 100.00
RETAILER DEALER IN DOMESTIC LIQUOR 100.00
100.00

RETAILER DEALER IN VINO LIQUOR (MALLORCA, ETC.)
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RETAILER DEALER IN FERMENTED LIQUOR

100.00

WHOLESALER DEALER IN FERMENTED LIQUOR 100.00
RETAILER DEALER IN TUBA, BASI AND/OR TAPUY 50.00
WHOLESALER DEALER IN TUBA, BASI AND/OR TAPUY | 9000
ON TOBACCO DEALERS
RETAIL DEALER OF TOBACCO LEAF 50.00
WHOLESALE LEAF TOBACCO DEALER 100.00
RETAIL DEALER OF MANUFACTURED TOBACCO 100.00
WHOLESALE DEALER OF MANUFACTURED TOBACCO | 200.00
ON AMUSEMENT PLACES AND/OR AMUSEMENT DEVICES
DAY AND NIGHT CLUB 200.00
DAY CLUB OR NIGHT CLUB 200.00
COCKTAIL LOUNGE OR BARS 200.00
CABARET OR DANCE HALL 200.00
BILLIARD OR POOL HALL
FIRST TABLE 100.00
FOR EVERY ADDITIONAL TABLE 50.00
BOWLING ALLEY
AUTOMATIC 200.00
NON-AUTOMATIC 100.00
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CIRCUS, CARNIVAL OR THE LIKE

200.00

MERRY-GO-ROUND, ROLLER COASTER, FERRIS WHEEL,
SWING,

SHOOTING GALLERY, AND OTHER SIMILAR
CONTRIVANCE

FOR EACH CONTRIVANCE 100.00
____ COCKPIT 100.00
I CLASSIFICATION OF BUSINESS RATE
— THEATERS AND CINEMAHOUSES
THEATERS AND CINEMAHOUSES 150.00
ITINERANT OPERATOR 100.00
- VIDEOHOUSE OR MINI THEATER 100.00
—-— [ ON AMUSEMENT DEVICES
EACH VIDEO TAPE, MACHINE OR PLAYER 50.00
- EACH APPARATUS FOR WEIGHING PERSONS 25.00
6.
ON PRIVATE DETECTIVE AGENCY 100.00
BARANGAY CLEARANCE FEES ON BUSINESS
BARANGAY ZONE 4
CLASSIFICATION OF BUSINESS RATE
1 | SARI SARI STORE 200.00
2 | MINI GROCERY 200.00
3 | BAKERY/BAKESHOP/COFFEE AND SNACK 200.00
4 | EATERY/CARINDERIA 200.00
5 | RESTAURANT/CATERING SERVICES 200.00
6 | VENDORS/FISH, VEGETABLES/FRUIT/CEREALS/MEAT 50.00
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7 | AUTO REPAIR SHOP 200.00
8 | AUTO SUPPLY 200.00
9 | TIRE SUPPLY 200.00
10 | REFRIGERATION AND AIRCONDITIONED SHOP 200.00
11 | ELECTRICAL/WELDING SHOP AND IRON WORKS 200.00
12 | PAINT SUPPLY 200.00
13 | RADIO/ELECTRONIC REPAIR SHOP 200.00
14 | CELLSITES 500.00
15 | INTERNET/COMPUTER SHOP 200.00
16 | MONEY LENDING/PAWNSHOP 200.00
17 | REAL ESTATE LESSOR 300.00
18 | CLINIC/S 200.00
19 | CONTRACTORS 200.00
20 | BUY AND SELL 200.00
21 | SWINE RAISING/POULTRY/FISHPOND 200.00
22 | FARM ORCHARD/ORNAMENTAL/FLOWER SHOP 200.00
23 | WATER REFILLING STATION/DELIVERY 200.00
24 | AGGREGATE (SAND AND GRAVEL ONLY) DELIVERY 200.00
25 | HOLLOW BLOCKS/CERAMIC PRODUCTS 200.00
26 | BARBER SHOP, BEAUTY SALON, TAILORING, DRESS SHOP 200.00
27 | HARDWARE AND CONSTRUCTION SUPPLY 200.00
28 | DRUGSTORES/PHARMACY 200.00
29 | HOTEL/INN/APPARTELLE 200.00
30 | EDUCATIONAL INSTITUTION 200.00
31 | LAUNDRY SERVICES 200.00
32 | CAR WASHING SERVICES 200.00
33 | BILLIARD HALL ONE (1) TABLE 200.00

ADDITIONAL PER TABLE 100.00
34 | CIRCUSES/CARNIVALS 200.00
35 | EQUIPMENT RENTAL 200.00
36 | FOOD PROCESSING 200.00
37 | FUNERAL PARLORS/SERVICES 500.00
38 | FURNITURE SHOPS 200.00

123




39 | GASOLINE STATION 200.00
40 | GENERAL MERCHANDISE 200.00
41 | HARDWARE 200.00
CLASSIFICATION OF BUSINESS RATE
42 | ART PAINTING SHOP 200.00
43 | JUNK SHOPS 500.00
44 | PHOTO AND LAMINATION STUDIO 200.00
45 | LIGHT AND SOUNDS 200.00
46 | PRINTING AND BOOKBINDING 200.00
47 | REALTOR 200.00
48 | SMITH SHOP 100.00
49 | TRADERS OF AGRICULTURAL PRODUCT 200.00
50 | TRADERS OF AQUATIC PRODUCTS 200.00
51 | TICKETING/TRAVEL AGENCY 200.00
52 | UPHOLSTERY SHOP 200.00
53 | VETERINARY SHOP 200.00
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BARANGAY CLEARANCE FEES ON BUSINESS
BARANGAY ZONE 5

CLASSIFICATION OF BUSINESS RATE

SARI SARI STORE 100.00
GROCERY STORE 100.00
ESTABLISHMENTS 100.00

BARANGAY CLEARANCE FEES ON BUSINESS
BARANGAY ZONE 6

CLASSIFICATION OF BUSINESS RATE

SARI SARI STORE 100.00
GROCERY STORE 100.00
ESTABLISHMENTS 100.00

BARANGAY CLEARANCE FEES ON BUSINESS
BARANGAY A. BONIFACIO

CLASSIFICATION OF BUSINESS RATES

ALL CLASSIFICATION OF
BUSINESS 80.00

BARANGAY CLEARANCE FEES ON BUSINESS
BARANGAY BANQUEROHAN

CLASSIFICATION OF BUSINESS RATES

A. ORIGINAL APLLICATION FOR MAYOR'S PERMIT
(TRICYCLE) 50.00

B. RENEWAL OF MAYOR'S PERMIT (TRICYCLE) 50.00
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C. STORE OR RETAILERS SARI-SARI STORE

100.00

D. ON AMUSEMENT PLACES

D.1. BATH HOUSE, SWIMMING POOL, RESORT, BEACHES &

OTHER SIMILAR PLACES 500.00
D.2. AMUSEMENT DEVICES (SING-A-LONG JOINTS) 300.00
D.3. INTERNET CAFES 100.00
D.4. RESTO BAR 150.00
D.5. OTHER AMUSEMENT DEVICES NOT MENTIONED

ABOVE 100.00
E. MANUFACTURERS, ASSEBLERS, REPACKERS,

PROCESSORS, ETC.

E.1. BAKERY (MECHANIZED/MANUAL) 200.00
E.2. CONCRETE HOLLOW BLOCKS 300.00
E.3. OTHER MANUFACTURES, IMPORTERS& PRODUCERS

NOT MENTIONED ABOVE 100.00

F. ON RETAILERS, DEALERS, INDEPENDENT WHOLESALERS &
DISTRIBUTORS

F.1 GROCERIES 100.00
F.2. LUMBER, WOOD & CONSTRUCTION MATERIALS ALL

KINDS 100.00
F.3. KEROSENE, DIESEL & GASOLINE W/ OR W/OUT FILLING
STATIONPER PUMP 100.00
F.4. VENDORS, BUYERS, & DEALERS ALL KINDS 50.00
G. ON RICE AND CORN 50.00
H. ON CAFES, CAFETERIAS & OTHER CAFETERIAS

H.1. RESTAURANTS 150.00
H.2. FOOD STANDS 50.00
H.3. OTHER NOT MENTIONED ABOVE 150.00
|. ON CONTRACTORS & SERVICES ESTABLISHMENTS

I.1. BARBERSHOPS 100.00
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[.2. BEAUTY PARLORS 100.00

|.3. RECOPYING AND DUPLICATING SERVICES(XEROX
COPYING) 100.00

.4. SERVICE STATION (WASHING, GRASING, LUBRICATION) | 100.00

[.5. OTHER NOT MENTIONED ABOVE 100.00

J. ON HOTELS AND MOTELS

J.1. MOTELS/INNS/PENSION HOUSE 150.00
J.2. RESORTS 1,000.00
K. ON LODGING HOUSE/ BOARDING HOUSES 100.00
L. ON OPEATORS OF RICE, CORN MILSS 150.00
M. ON FISHPONDS, FISH PENS OR FISH BREEDING

GROUNDS 150.00

N. ON OPERATORS OF SHIPPING/VESSELS W/ PASSENGERS | 200.00

BARANGAY CLEARANCE FEES ON BUSINESS
BARANGAY BURGOS

CLASSIFICATION OF BUSINESS RATES
A. POULTRY AND COMPANY (NEW APPLICATION) 1,000.00
B. POULTRY AND COMPANY (RENEWAL) 500.00
C. STORE (NEW APPLICATION) 200.00
D. SORE (RENEWAL) 150.00
E. TRICYCLE FRANCHISE (NEW APPLICTION) 150.00
F. TRICYCLE FRANCHISE (RENEWAL) 100.00
G. OTHER PURPOSES NOT MENTION ABOVE 100.00
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BARANGAY CLEARANCE FEES ON BUSINESS

BARANGAY CABAHUG

CLASSIFICATION OF BUSINESS RATES
1.SARI-SARI STORE 50 & 1 % PER ANNUM
2. TRICYCLE OPERTOR 80/YEAR
3. MINI EATERY/CARENDERIA (HANDLER/PEDDLER) 150/YEAR
4. VULCANIZING SHOP 150/YEAR
5. LENDING INSTITUTION 500/YEAR
6. BUSINESS ESTABLISHMENT 200 & 1% PER ANNUM
7. INSTALLATION OF SIGNAGE 300/INSTALL

BARANGAY CLEARANCE FEES ON BUSINESS
BARANGAY CADIZ VIEJO

CLASSIFICATION OF BUSINESS RATES

MAYORS PERMIT 50.00

BARANGAY CLEARANCE FEES ON BUSINESS
BARANGAY CADUHA-AN

CLASSIFICATION OF BUSINESS RATES

1| MANUFACTURERS, ASSEMBLERS, REPACKERS, PROCESSORS, ETC.

1.1 BAKERY

A. MECHANIZED 200.00
B. MANUAL 150.00
1.3 CONCRETE HOLLOW BLOCKS 200.00

128



1.4 HOME INDUSTRIES & FURNITURES

200.00

1.5 ICE, ICE CREAM AND FROZEN DELIGHTS

200.00

ON RETAILERS, DEALERS, INDEPENDENT WHOLESALERS & DISTIBUTORS

2.1 AGRICULTURAL PRODUCTS 200.00
2.2 AUTO/ BICYCLE PARTS 200.00
2.3 DRUGS AND COSMETICS 200.00
2.4 DRY GOODS, CLOTHES AND TEXTILES 200.00
2.5 GEN. MERCHANDISE 300.00
A. SARI-SARI STORE (BARANGAYS) 200.00
B. INSIDE PUBLIC MARKET 200.00
2.6 GROCERIES

2.7 LUMBERS/WOOD AND CONSTRUCTION

A. ALL KINDS 300.00
B. COCO LUMBER 300.00
C. BAMBOOS AND ITS PRODUCTS AND NIPA SHINGLES 300.00
2.8 LUBRICATING OILS AND OIL BY-PRODUCTS 300.00
2.9 LIQUIFIED PETROLEUM GAS 300.00
2.10 KEROSENE. DIESEL AND GASOLINE W/ FILLING

STATION PER PUMP

A. REGULAR GASOLINE 500.00
B. DIESEL 500.00
C. KEROSENE 500.00
WITHOUT FILLING STATION

A. GASOLINE/ DIESEL 150.00
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B. KEROSENE

150.00

2.11 VENDORS, BUYERS AND DEALERS

A. CHICKENS, FOWLS AND EGGS 500.00
B. FISH VENDORS (AMBULANT) 250.00
C. FRUITS, AND VEGETABLES 500.00
D. HOGS 500.00
E. LARGE CATTLE AND OTHER LIVESTOCK 500.00
F. MEAT, FRESH AND PRESERVED 500.00
ON ESSENTIAL COMMODITIES 250.00
ON RICE AND CORN

4.1 PALAY, CORN AND OTHER GRAINS BUYER/DEALER 500.00
4.2 RICE AND CORN WHOLESALER 500.00
4.3 RICE AND CORN RETAILERS 500.00
ON CAFES, CAFETRIAS AND OTHER CAFETERIAS

5.1 CAFES AND CAFETERIAS AND OTHER COOKED

FOODS 200.00
5.2 CARINDERIAS AND FOOD CATERES 200.00
5.3 FOOD STANDS FOR PUTO, POPCORN, PEANUTS 200.00
5.4 GULAMAN, BUKO AND JUICE STANDS 100.00
5.5 ICE CREAM AND OTHER REFRESHMENT PARLORS 200.00
5.6 RESTAURANTS 200.00
ON CINTRACTORS & SERVICE ESTABLISHMENTS

6.1 ELECTRONIC EQUIPMENTS 100.00
6.2 FUNERAL SERVICE PARLORS 100.00
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6.3 FURNITURE REPAIR SHOP

100.00

6.4 HOUSEHOLD APPLIANCES 100.00
6.5 ROASTING OF PIGS & FOWLS 200.00
6.6 VULCANIZING 200.00
6.7 WELDING SHOPS( ELECTRIC/ ACETYLENE) 200.00
6.8 XEROX COPYING 200.00
6.9 SAWMILLS

A. FIXED ESTABLISHMENTS 500.00
B. CHAINSAW OPERATORS PER UNIT 100.00
B1. WITH BLADES WITH MORE THAN 24 INCHES 100.00
B2. WITH BLADES OF MORE THAN 12 INCHES BUT LESS

THAN 24 INCHES 100.00
B3. WITH BLADES OF 12 INCHES OR LESS 200.00
ON REAL ESTATE DEALERS

7.1 SUBDIVISION OPERATORS 500.00
7.2 LESSORS OF REAL EATATE 250.00
REPAIR SHOPS FOR MOTOR VEHICLE & ENGINES

A. MOTOR VEHICLES BODY BUILDING 200.00
B. BICYCLES AND TRICYCLES 200.00
C. ANIMAL DRAWN CARTS 150.00

ON THE BUSINESS OF DEALERS IN FERMENTED LIQUORS, DISTILLED

SPIRITS AND/OR WINES/TUBE

A. RETAIL DEALER IN DOMESTIC LIQUOR

200.00

B. RETAIL DEALER IN VINO LIQUOR (MALLORCA, ETC.)

200.00
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C. RETAIL DEALER IN FERMENTED LIQUORS

200.00

D. RETAIL DEALER IN TUBE, BASI AND/OR TPUY 100.00
10 | ON TOBACCO DEALERS

A. RETAIL DEALER OF TOBACCO LEAF 100.00

B. RETAIL DEALER OF MANUFACTURED TOBACCO 100.00

BARANGAY CLEARANCE FEES ON BUSINESS
BARANGAY CELESTINO VILLACIN

CLASSIFICATION OF BUSINESS RATES
1. STORES OR RETAILERS 500.00
2. RICE AND CORN 100.00
3. SARI-SARI STORE 120.00
4. PUBLIC MARKET 300.00

ON MANUFACTURER, ASSEMBLERS, RE-PACKERS

PROCESSORS

1. BAKERY (MANUAL) 300.00
2. FURNITURE'S 300.00
3. BUSINESS AGENT 100.00
4. COPRA 100.00
ON CONTRACTOR AND SERVICE ESTABLISHMENT

1. LENDING 1,960.00
AMUSEMENTS PLACES AND DEVICES

1. POOL HALL OR BILLIARD 100.00
2. CHAINSAW OPERATOR 200.00
3. RICE MILL OPERATOR 300.00
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BARANGAY DAGA

CLASSIFICATION OF BUSINESS RATES
1.FILING FEE FOR THE FILING OF CASES IN THE LUPON

30.00
2.LUPONG TAGAPAMAYAPA CLEARANCE
FOR PURPOSE OF:
A.EMPLOYMENT

15.00
B.SECURING A. POLICE , NBI OR COURT CLEARNCE

15.00
C. PASSPORT OR VISA APPLICATION

50.00
D. OTHER PURPOSES NOT MENTIONED ABOVE

15.00
3.BARANGAY CLEARANCE
FOR PURPOSE OF SECURING A MAYORS PERMIT
A. ORIGINAL APPLICATION FOR MAYOR'S PERMIT

50.00
B. RENEWAL OF MAYOR'S PERMIT

50.00
4.BARANGAY CERTIFICATION
A. FOR EMPLOYMENT,SCHOLARSHIP OR STUDY GRANTS

20.00
B. FOR PURPOSE OF SECURING A POLICE, NBI, OR COURT
CLEARANCE 15.00
C. FOR FIREARM PERMIT APPLICATION

50.00
D. FOR PASSPORT AND VISA APPLICATION

50.00
E. FOR COURT LITIGATION & OTHER JUDUCIAL
PROCEEDING 50.00
F. FOR SALE, PURCHASEOR TRANSPORT F CARABAO &
OTHER LARGE CATTLE 50.00
G. FOR SALE, PURCHASE OR TRANSPORT OF LIGHTING
COCKS,FOWLS AD OTHER 15.00

H. FOR PURPOSES OTHER THAN THE ABOVE

15.00
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BARANGAY JERUSALEM

CLASSIFICATION OF BUSINESS RATES

A. PARTICULAR BUSINESSES
> SARI-SARI/VARIETY STORE 150.00
> EATERY OR FOOD CANTEEN 250.00
> RESTAURANT X 1,500.00
> FISH VENDOR WITH STALL 300.00
> TRANSLOADING 10,000.00
> PIGGERY 1,000.00

> POULTRY 1,000.00

> FISH VENDOR (AMBULANT) 30.00

> SIDEWALK RETAILERS (TRANSIENT) 10.00

> DELIVERY VAN 60.00

> DELIVERY OF BREAD, BEVERAGES, WATER 70.00

> CAFETERIA 100.00

> WATER REFILLING STATION 1,500.00

> CARWASH 1,000.00

> REFRESHMENT 250.00

> AUTOMOTIVE / MOTORCYCLE PARTS STORE 1,000.00

> HARDWARE, MERCHANDISE ,ENTERPRISE,ETC 2,000.00

>PISO WIFI 300.00

> ELECTRIC PROVIDERS/COOPERATIVE 20,000.00
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> BUILDING RETALS

5,000.00

> BAYAD CENTER 1,000.00
> GASOLINE STATION 6,000.00
> STL OUT 3,000.00
> GROCERY STORE 1,000.00
> INTERNET PROVIDER 1,000.00
> ANIMAL FEEDS SUPPLY 500.00
> MEAT SHOP 500.00
B. ON CONTRACTOR AND SERVICES ESTABLISHMENTS

> PERMIT OF CHAINSAW OPERATOR 600.00
> LUMBER AND REPAIR 500.00
> SOUND/AUDIO SYSTEM 500.00

> WELDING SHOP 300.00
> MACHINE SHOP 300.00
> TAILORING /DRESS SHOP 200.00
> VULCANIZING SHOP 200.00
>LAUNDRY SHOP 1,000.00
> BARBERSHOPS/SALON/PARLOR 500.00
> LOAN INSTITUTION /LENDING/MICROFINANCE COMPANY 2,500.00
> BARBECUE STAND 500.00
> OTHER BUSINESS ESTABLISHMENT NOT MENTIONED ABOVE 500.00

C. ON AMUSEMENT PLACES AND DEVICES
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> CIRCUS/CARNICAL 2,100.00
> KARAOKE /VIDEOKE BAR 400.00
> COMPUTER /INTERNET SHOP 400.00
BARANGAY LUNA
CLASSIFICATION OF BUSINESS RATES

BARANGAY CLEARANCE
AUTOPARTS/MOTORPARTS 500.00
BAKERY OR BAKESHOP/BAKE AND PASTERY 500.00
BARBER SHOP 500.00
BATTERY CHARGING SHOP 100.00
BEAUTY PARLOR/SALON 300.00
BIOMASS INDUSTRY 3,000.00
BRAKE & CLUTCH BONDING SHOP 300.00
BUILDING PERMIT/ BARANGAY CONSTRUCTION PERMIMT 200.00

BUY AND SELL 100.00

CALIBRATION CENTER 1,000.00

CELL SITES 3,000.00

COMPUTERS SHOPS/INTERNE CAFE /PESO NET/PESO WIFI 500.00

CONSTRUCTION PRODUCTS/HARDWARE/GRAVEL AND SAND

GENERAL MERCHANDISE 1,000.00

COOPERATIVE 200.00
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DRESS SHOPS 200.00
DRY CLEANING SHOPS 300.00
EDUCATIONAL INSTITUTIONS 2,000.00
EQUIPMENT RENTAL 1,000.00
FARM, ORCHARDS, PIGGERY/LIVESTOCK 500.00
FAST-FOOD 300.00
FOOD PROCESSING SHOP/ FOOD VENDING 500.00
FOUNDATION 1,000.00
FURNITURE SHOP 1,000.00
GARMENTS 500.00
GASOLINE STATION 2,000.00
HATCHERY /EGG LAYERING 1,000.00
HOGS AND POULTRY RAISERS 1,000.00
HOTEL, MOTELS & LODGING HOUSES 1,000.00
INSTALLER OF WATER STATION 1,000.00
IRON WORKS/WELDING SHOP 1,000.00
JUNK SHOP 1,000.00
LAUNDRY SHOPS 500.00
LENDING INVESTORS 2,000.00
LIGHTS AND SOUNDS 1,000.00
MACHINE SHOP 1,000.00
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MONEY SHOP/MONEY CHANGER

1,000.00

MOTOR REAPAIR SHOP 500.00
PAWNSHOP 1,000.00
POULTRY SUPPLY 500.00
READIATOR REAPIR SHOP 500.00
RECAPPING SHOPS/VULCANIZING 1,000.00
REPAIR SHOPS FOR MECHANICAL AND ELECTRICAL DEVICES]|1,000.00
RESTAURANT & EATERYESTABLISHMENT 500.00
RICE MILLS 1,000.00
SARI SARI STORE /VIDEOKE 200.00
SHOPS FOR PLANNING /CUTTING OR LUMBER 500.00
SLENDERING AND BODY BUILDING STATION 500.00
TAILOR SHOP 200.00
TRADERS OF AGRICULTURE PRODUCTS /HACIENDA OWNERS3,000.00
TRADERS OF AQUATIC PRODUCTS /FISH POBD OWNERS 3,000.00
TRANSLOADING STATIONS 6,000.00
TRUCKING 1,000.00
UPHOLSTERY SHOPS 500.00
WAREHOUSING OR FORWARDING EATBLISHMENT 3,000.00
WATER STATION 3,000.00
WELDING SHOP 1,000.00
WOOD CRAFT 500.00
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BARANGAY MABINI

CLASSIFICATION OF BUSINESS RATES
BARANGAY CLEARANCE
MANUFACTURER, ASSMEBLERS, REPACKERS,PROCESSOR, ETC.
1. BAKERY
Mechanized 500.00
Manual 300.00
Concrete Hollow Blocks 300.00
Home Industries and Furniture 300.00
2. ON RETAILERS, DEALERS, INDEPENDENT WHOLESALER AND
DISTRIBUTOR
Agricultural Products 300.00
Drugs and Cosmetics 300.00
Dry Goods, Clothes, and Textiles 300.00

General Merchandise

Sari-Sari (Barangays) 500.00

Inside Public Market 500.00

GROCERIES

Lumbers/Wood ad Construction Materials

All Kinds 500.00
Coco lumber 200.00
Bamboo and its Products and Nipa Shingles 200.00

KEROSENE, DIESEL &GASOLINE WITH FILLING STATION OR PUMP
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Gasoline 1,000.00
Diesel 1,000.00
Kerosene 1,000.00
WITHOUT FILLING STATION OR PUMP
Gasoline 1,000.00
Diesel 1,000.00
Kerosene 1,000.00
VENDORS, BUYERS AND DEALERS
BRAKE & CLUTCH BONDING SHOP 300.00
BUILDING PERMIT/BARANGAY CONSTRUCTION PERMIT 200.00
BUY AND SELL 100.00
CALIBRATION CENTER 1,000.00
CELL SITES 3,000.00
COMPUTER SHOPS/ INTERNET CAFE/PESO NET/PESO WIFI | 500.00
CONSTRUCTION PRODUCTS/HARDWARE/GRAVEL AND SAND
GENERAL MECHANDISE 1,000.00
COOPERATIVE 200.00
DRESS SHOPS 200.00
DRY CLEANING 300.00
EDUCATIONAL INSTITUTIONS 2,000.00
EQUIPMENT RENTAL 1,000.00
FARM, ORCHARD, PIGGERY/LIVESTOCK 500.00
FAST-FOOD 300.00
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FOOD PROCESSING SHOP/FOOD VENDING

500.00

FOUNDATION 1,000.00
FURNITURE SHOP 1,000.00
GARMENTS 500.00

GASOLINE STATION 2,000.00
HATCHERY/EGG LAYERING 1,000.00
HOGS AND POULTRY RAISERS 1,000.00
HOTELS, MOTELS,& LODGING HOUSES 1,000.00
INSTALLER OF WATER STATION 1,000.00
IRON WORKS/WELDING SHOP 1,000.00
JUNK SHOP 1,000.00
LAUNDRY SHOPS 500.00

LENDING INVESTORS 2,000.00
LIGHTS AND SOUNDS 1,000.00
MACHINE SHOP 1,000.00
MONEY SHOP/MONEY CHANGER 1,000.00
MOTOR REPAI SHOP 500.00

PAWNSHOP 1,000.00
POULTRY SUPPLY 500.00

RADIATOR REPAIR SHOP 500.00

RECAPPING SHOPS/VULCANIZING 1,000.00
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REPAIR SHOPS FOR MECHANICAL & ELECTRICAL DEVICES |1,000.00
RESTAURANT & EATERY ESTALISHMENT 500.00
RICE MILLS 1,000.00
SARI-SARI/VIDEOKE 200.00
SHOPS FOR PLANNING/SURFACING/CUTTING OR LUMBER | 500.00
SLENDERING & BODY BUILDING STATION 500.00
TAILOR SHOP 200.00
TRADERS OF AGRICULTURAL PRODUCTS/HACIENDA OWNER|3,000.00
TRADERS OF AQUATIC PRODUCTS /FISH POND OWNER 3,000.00
TRANSLOADING STATIONS 6,000.00
TRUCKING 1,000.00
UPHOLSTERY SHOP 500.00
WAREHOUSING OR FORWARDING ESTABLISHMENT 3,000.00
WATER STATION 3,000.00
WELDING SHOP 1,000.00
WOOD CRAFT 500.00
LUPON TAGAPAMAYAPA
BASIC FILING FEE 300.00
COLLECTION CASES
SUM BELOW P1000.00 100.00
SUM BETWEEN P,1001-P10,000.00 200.00
RETAILERS/WHOLESALERS/DEALERS NOT MENTIONED-ABOVED| 500.00
PALAY,CORN & OTHER GRAINS BUYER/DEALER 500.00

142




RICE & CORN WHOLESALER 500.00
RICE AND CORN RETAILERS 500.00
CAFETERIAS AND OTHER CAFETERIAS: 500.00
FOOD STANDS FOR PUTO, POPCORN, PEANUTS/ COOKED FOOD| 300.00
GULAMAN, BUKO JUICE STANDS 300.00
BREEDING OF GAMECOCKS 300.00
CARPENTRY SHOPS 300.00
COLLECTING AGENCIES 300.00
CONTRACTOR AND SERVICES
ELECTRONIC EQUIPMENT 500.00
FURNITURE REPAIR SHOP 500.00
LUMBERYARDS 500.00
MASSAGE OR THERAPEUTIC CLINIC 500.00
WELDING SERVICE’ 500.00
HOUSEHOLD APLLIANCES 500.00
PIGS AND FOWLS 500.00
CHAINSAW OPERATOR (PER UNIT)

W/ BLADE OF MORE THAN 24 INCHES 500.00
W/ BLADE OF MORE THAN 12 INCHES BUT LESS THAN 24 INCHES | 300.00
W/ BLADE OF LESS THAN 12 INCHES 200.00
SAWMILL (FORCED ESTABLISHMENT 500.00
TAILORING/DRESS SHOP ’
TRANSLOADING STATIONS 6,000.00
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COMPUTER SHOP/INTERNET (PER UNIT)

50.00

WATER REFILLING STATION 2,000.00
WASHING/GREASING AND LUBRICATION 500.00
ENGAGED IN THE INSTALLATION/DISTRIBUTION/MAKER/PROCESS
MNUFACTURER/PRODUCER
SOUND SYSTEM SERVICE 500.00
SOUND AD LIGHT SYSTEM 300.00
WATER DISTRIBUTION COMPANIES 6,000.00
QUARRY PRODUCTS 10,000.00
BATCHING PLANT 6,000.00
CELL SITES 6,000.00
STOCK YARD 4,000.00
XEROX COPYING 300.00
MIMEOGRAPHING AND TYPING SERVICES 300.00
SCANNER 300.00
ON REPAIR SHOPS FOR MOTOR VEHICLES AND AGENCIES
WELDING SHOP
ELECTRIC WELDING 500.00
ACETYLENE WELDING 500.00
SOLDERING 300.00
MACHINE SHOP 500.00
MOTOR VEHICLES BODY BUILDING 500.00
BICYCLES AND TRICYCLES 500.00
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ON HOTELS AND MOTELS

500.00

HOTELS 2,000.00
MOTELS/INNS/PENSION HOUSE 2,000.00
MOTELS, THREE STARS UP 1,500.00
HOTELS, THREE STARS UP 2,000.00
REST HOUSE W/ TEN ROOMS AND BELOW 1,500.00
ON OPERATORS OF RICE AND CORN MILLS
CORN MILL 500.00
RICE MILLS 500.00
RICE AND CORN MILL 500.00
ON QUARRYING
STONE 2,000.00
GRAVEL 2,000.00
SAND 2,000.00

ON BUSINESS SUBJECT TO 20% TAX

ON MONEY SHOPS, FINANCING AND INSURANCE ESTABLISHMENT

MONEY SHOPS 2,000.00
LENDING INVESTORS 2,000.00
FINANCE AND INVESTMENT COMPANIES 2,000.00
INSURANCE COMPANIES 2,000.00
COMMERCIAL COMPANIES 2,000.00

BARANGAY MAGSAYSAY

145




CLASSIFICATION OF BUSINESS

BARANGAY CLEARANCE
EMPLOYMENT 30.00
PROPER INDENTIFICATION 40.00
RESIDENCY 30.00
CERTIFICATION OF GOOD MORAL 30.00
LOAN 40.00
ELECTRIFICATION 30.00
WATER DISTRICT 30.00
SCHOLARSHIP FREE
BIRTH 30.00
FOR BUSINESS SMALL/MEDIUM / LARGE 100.00
BARANGAY AGREEMENT, MORTAGE RENTAL /SALE 100.00
COMMON LAW 30.00
FIRS TIME JOB SEEKER 30.00
SOLID WASTE 30.00
DEED OF SALE (LAND) 200.00
DEED OF SALE (LIVESTOCK) 100.00
CUTTING CERTIFICATION 3PCS. TO 5 PCS 50.00
CUTTING CERTIFICATION 6PCS ABOVE 5.00/TREE
SECTION V. BARANGAY CLEARANCE FOR BUSINESS
SARI- SARI STORE (SMALL) 100.00
150.00

SARI- SARI STORE (BIG)
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SCHOOL CANTEEN

100.00

CARINDERIA 300.00
VULCANIZING 200.00
FISH VENDOR /VEGETABLES(AMBULANT ) 30.00
BAKERY 300.00
MOBILE STORE SOFTDRINK 100.00
WINE, LIQOUR AND CIGARETTE VENDOR 100.00
TRICYCLE OPERATOR 50.00
AGRICULTURE SUPPLIES 500.00
FISH VENDOR (AMBULANT) 50.00
MOTOR VEHICLE REAPIR SHOP 300.00
TALYER 350.00
CHAINSAW OPEARTORS 250.00
LENDING INSTITUTION 1,000.00
LUMBERYARD/CONSTRUCTION SUPPLY 1,000.00
QUARRY 1,000.00
ROCK CRUSHER 1,000.00
RESORT /SWIMMING POOL 1,000.00
SWIMMING POOL SMALL 200.00
INTERNET /PISO WIFI 500.00
OTHER NOT MENTIONED ABOVE 100.00
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BARANGAY SICABA

CLASSIFICATION OF BUSINESS RATES
LUPONG TAGAPAMAYAPA CLEARNCE
A. EMPLOYMENT 15.00
B. SECURING A POLICE,NBI, OR COURT CLEARANCE 15.00
C. OTHER PURPOSES NOT MENTIONED ABOVE 15.00
BARANGAY CLEARANCE
FOR PURPOSES OF SECURING A MAYORS PERMITS
A. ORIGINAL APPLICATION FOR A MAYOR'S PERMIT 50.00
B. RENEWAL OF MAYORS PERMIT 50.00
BARANGAY CERTIFICATION
A. FOR PURPSES OF SECURING A POLICE CLEARANCE NBI
OR COURT CLEARANCE 15.00
B. FOR FIREARM PERMIT APPLICATION 50.00
C. FOR COURT LITIGATION AND OTHER JUDICIAL 50.00
PROCEEDING
D. FOR PURPOSES OTHER THAN ABOVE 15.00
BARANGAY CLEARANCE FEES ON BUSINESS
BARANGAY TIGLAWIGAN
CLASSIFICATION OF BUSINESS
RATES

1. MANUFACTURERS, ASSEMBLERS, RE-PACKERS,IC
PROCESSORS, E

REPACKERS, PROCESSORS ETC.

1.1 SALTED FISH OR DRIED FISH, CRAB/CRABMEAT 100.00
1.2 BAKERY

A. MECHANIZED 100.00
B. MANUAL 100.00
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1.3 CONCRETE HOLLOW BLOCKS 100.00
1.4 HOME INDUSTRIES AND FURNITURES 100.00
1.5 OTHER MANUFACTURES, IMPORTERS AND PRODUCERS
NOT 100.00
MENTIONED ABOVE
2. ON RETAILERS, DEALERS, INDEPENDENT WHOLESALERS
AND
DISTRIBUTORS
2.1 AGRICULTURAL PRODUCTS 100.00
2.2 DRY GOODS, CLOTHES AND TEXTILE 100.00
2.3 GENERAL MERCHANDISE
A. SARI-SARI 50.00
B. WITHIN THE PUBLIC MARKET 100.00
2.4 GROCERIES 200.00
2.5 LUMBERS/WOODS AND CONSTRUCTION MATERIALS
A. ALL KINDS 200.00
B. COCO LUMBER 100.00
C. BAMBOOS AND ITS PRODUCTS AND NIPA SHINGLES 100.00
2.6 VENDORS, BUYERS AND DEALERS
A. CHICKEN, FOWLS AND EGGS 50.00
B. FISH VENDORS (AMBULANT) 50.00
C. FRUITS, SPICES AND VEGETABLES 50.00
D. HOGS 100.00
E. LARGE CATTLE AND OTHER LIVESTOCK 100.00
F. MEAT, FRESH AND PRESERVED 100.00
G. PLANTS AND FLOWERS 100.00
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2.7 OTHER RETAILERS, WHOLESALERS, DEALERS AND
DISTRIBUTORS NOT MENTION ABOVE 100.00
3. ON ESSENTIAL COMMODITIES 100.00
THE PERMIT FEES ON THE BUSINESS OF MANUFACTURING,
PRODUCING ,
IMPORTING, WHOLESALING AND RETAILING OF ESSENTIAL
COMMODITIES NOT SPECIFIED ABOVE SHALL BE ONE-HALF (1/2)
OF THE RATES PRESCRIBED IN THIS ARTICLE.
4. ON RICE AND CORN
4.1 PALAY, CORN AND OTHER GRAINS BUYERS/DEALERS 100.00
4.2 RICE AND CORN WHOLESALER 100.00
4.3 RICE AND CORN RETAILERS 100.00
5. ON CARINDERIAS 100.00
6. ON CONTRACTORS AND SERVICE ESTABLISHMNETS
6.1 BEAUTY PARLORS/BARBERSHOP 100.00
6.2 BREEDING OF GAMECOCKS 100.00
6.3 CARPENTRY SHOPS 100.00
6.4 CONSTRUCTIONS AND/OR REPAIR SHOPS
A. MOTOR VEHICLES BODY BUILDINGS 150.00
B. TRICYCLES 100.00
6.5 FURNITURE REPAIR SHOP 100.00
6.6 XEROX COPYING/SCANNER 100.00
6.7.
6.8 REPAIR SHOPS FOR MOTOR VEHICLES AND ENGINES
A. WELDING SHOPS:
A.1 ELECTRIC WELDING 150.00
A.2 ACETYLENE WELDING 100.00
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A.3 SOLDERING 100.00
A.4 VULCANIZING 500.00
6.9 REPAIR SERVICES
A. ELECTRONIC EQUIPMENT 100.00
B. HOUSEHOLD APPLIANCES 100.00
C. RADIOS AND AMPLIFIERS 50.00
6.10 OTHER SERVICE ESTABLISHMNET 100.00
7. ON FINANCING ESTABLISHMENT
A. LENDING INVESTORS 300.00
8. ON WATER REFILLING STATIONS 200.00
9. ON BUSINESS OF DEALERS OF LIQUORS 100.00
10. ON AMUSEMENT PLACES AND / OR AMUSEMENT DEVICES
10.1 BILLIARD OR POOL HALL 100.00
10.2 ON AMUSEMENT DEVICES (JUKEBOX MACHINE, VIDEOKE/
KARAOKE PLAYER) 100.00
BARANGAY CLEARANCE FEES ON BUSINESS
BARANGAY TINAMPA-AN
CLASSIFICATION OF BUSINESS RATES

1. MANUFACTURERS, ASSEMBLERS, RE-PACKERS,

PROCESSORS, ETC

1.1 BAGOONG, SALTED FISH OR DRIED FISH

100.00
1.2 BAKERY
A. MECHANIZED
300.00
B. MANUAL
200.00

1.3 BEDD AND/OR MATTRESSES
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A. MECHANIZED

200.00
B. MANUAL

100.00
1.4 BOTTLES/BOTTLING PLANT

500.00
1.5 BOXES

300.00
1.6 CANDIES

100.00
1.7 CANNED GOODS

500.00
1.8 CLOTHES AND GARMENTS

500.00
1.9 COCONUT OIL
A. WITH MORE THAN FIVE EXPELLERS

300.00
B. WITH LESS THAN FIVE EXPELLERS

150.00
1.10 CONFECTIONARY AND CANDIES

100.00
1.11 CONCRETE HOLLOW BLOCKS AND SAND AND GRAVEL

300.00
1.12 COPRA MEAL

50.00
1.13 EDIBLE AND VEGETABLE OILS

50.00

1.14 GALVANIZED IRON SHEETS AND ALUMINUM
CONTAINERS 300.00

1.15 HOME INDUSTRIES AND FURNITURE

200.00
1.16 ICE, ICE CREAM AND FROZEN DELIGHTS

150.00
1.17 SOAP AND COSMETICS

150.00
1.18 STEEL AND ALUMINUN FABRICATION WITH GLASS

300.00
1.19 RE-PACKERS
1.20 RECTIFIERS, BREWERS AND DISTILLERS

100.00

1.21 WINES, LIQUORS AND DISTILLED SPIRITS
COMPOUNDERS 100.00

1.22 OTHER MANUFACTURERS, IMPORTERS AND
PRODUCERS NOT
MENTIONED ABOVE 100.00

2. ON RETAILERS, DEALERS, INDEPENDENT WHOLESALERS
AND
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DISTRIBUTORS

2.1 AGRICULTURAL PRODUCTS

100.00
2.2 AUTO PARTS
200.00
CONSTRUCTION &/OR REPAIR SHOP MOTOR
300.00
2.3DRUGS AND COSMETICS
200.00
2.4DRY OODS, CLOTHES AND TEXTILES
200.00
2.5 GENERAL MERCHANDISE
A. SARI-SARI (BARANGAYS) W/ (5,000 CAPITAL)
50.00
WITH 10,000 CAPITAL
100.00
B. INSIDE THE PUBLIC MARKET
50.00
2.6 GLASSWARES
100.00
2.7 GROCERIES
200.00
2.8 JEWELRIES
200.00
2.9 LUMBERS/WOOD AND CONSTRUCTION MATERIALS
A. ALL KINDS
500.00
B. COCO LUMBER
100.00
C. BAMBOOS AND ITS PRODUCTS AND NIPA SHINGLES
100.00
2.10 LUBRICATING OILS AND OIL BY-PRODUCTS
75.00
2.11 LIQUIFIED PETROLEUM GAS
150.00
2.12 KEROSENE, DIESEL AND GASOLINE
WITH FILLING STATION
500.00
2.13 WATER REFILLING STATION
150.00
WITH FILING STATION
300.00
2.13 VENDORS, BUYERS AND DEALERS
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A. CHICKENS, FOWLS AND EGGS

50.00
B. FISH VENDORS (AMBULANT)

50.00
C. FRUITS, SPICES AND VEGETABLES

50.00
D. HOGS

50.00
E. LARGE CATTLE AND OTHER LIVESTOCK

100.00
F. MEAT, FRESHAND PRESERVED

100.00
G. PLANTS AND FLOWERS

100.00
2.14 OTHER RETAILERS, WHOLESALERS, DEALERS AND
DISTRIBUTORS
NOT MENTIONED ABOVE 100.00
3.0N EXPORTERS

100.00
4. ON ESSENTIAL COMMODITIES

50.00
THE PERMIT FEES ON THE BUSINESS OF MANUFACTURING,
PRODUCING,
IMPORTING, WHOLESALING AND RETAILING OF ESSENTIAL
COMMODITIES NOT SPECIFIED ABOVE SHALL BE ONE-HALF
(1/2) OF THE RATES PRESCRIBED IN THIS ARTICLE.
5. ON RICE AND CORN
5.1 PALAY, CORN AND OTHER GRAINS BUYER/DEALER

75.00
5.2 RICE AND CORN WHOLESALER

75.00
5.3 RICE AND CORN RETAILERS

75.00
6. CAFES AND CAFETERIAS
6.1 CAFES AND CAFETERIAS

150.00
6.2 ICE CREAM AND OTHER REFRESHMENT PARLORS

150.00
6.3 CARINDERIAS AND FOOD CATERERS

150.00
6.4 RESTAURANTS

300.00
6.5 SODA FOUNTAIN BARS

100.00
6.6 FOOD STANDS FOR PUTO, POPCORN, PEANUTS AND OTHER
COOKED FOODS 50.00
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6.7 GULAMAN, BUKO AND JUICE STANDS
50.00
7. ON CONTRACTORS AND SERVICE ESTABLISHMENTS
7.1 ACCOUNTING SERVICE
100.00
7.2 ADVERTISING AGENCIES
100.00
7.3 ARRASTRE SERVICE
100.00
7.4 ASSAYING LABORATORIES
100.00
7.5 BARBER SHOPS
A. WITH THREE CHAIRS OR LESS
75.00
B. WITH ORE THAN THREE CHAIRS
100.00
C. ROVING/AMBULANT BARBERS
50.00
D. DOUBLE THE FEES IN A.) & B.) FOR AIR-CONDITIONED
SHOPS
7.6 BATTERY CHARGING SHOPS
100.00
7.7 BEAUTY PARLORS
A. WITH EQUIPMENT
100.00
B. MANUAL
50.00
C. TRAVELLING BEAUTICIANS
25.00
7.8 BELT AND BUCKLE SHOPS
7.9 BLACKSMITHS
A. MANUAL
50.00
B. MECHANIZED
100.00
7.10 BOOKIN OFFICE FOR FIRM EXCHANGE
100.00
7.11 BREEDING OF GAMECOCKS
100.00
7.12 BREEDING OF RACEHORSES
100.00
7.13 BROKERAGE
100.00
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7.14BUSINESS AGENTS

100.00
7.15 BUSINESS MANAGEMENT SERVIES

100.00
7.16 CARPENTRY SHOPS

100.00
7.17 CINEMATOGRAPHIC FILM OWNERS, LESSORS OR
DISTRIBUTORS,
VIDEO COVERAGE SERVICE 100.00
7.18 COLLECTING AGENCIES

150.00
7.19 COMMERCIAL OR IMMIGRANT BROKERS

150.00
7.20 CONSTRUCTION AND/OR REPAIR SHOPS
A. MOTOR VEHICLES BODY BUILDING

300.00
B. BICYCLES AND TRICYCLES

100.00
C. ANIMAL DRAWN CARTS

50.00
7.21 DRAFTING AND ARCHITECTURAL SERVICES

100.00
7.22 DYEING ESTABLISHMENTS

100.00
7.23 EMPLOYMENT AGENCIES

200.00
7.24 ESCORT SVICES

200.00
7.25 FUNERAL SERVICES PARLORS

500.00
7.26 FURNITURE REPAIR SHOPS

200.00
7.27 GARAGES

100.00
7.28 GENERAL ENGINEERING, GENERAL BUILDING AND
SPECIALTY
CONTRACTORS, FILLING, DEMOLITION, SALVAGE WORK AND 200.00
TRANSFER OR RELOCATION
7.29 GOLDSMITHS AND SILVERSMITHS

100.00
7.30 HEMP-GRADING ESTABLISHMENTS

100.00
7.31 HOUSE AND/OR SIGN PAINTERS

100.00
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7.32 ICE AND COLD STORAGE
100.00
7.33 INDENTURE OR INDENT SERVICES
100.00
7.34 JANITORIAL SERVICES
100.00
7.35 JUDO-KARATE SCHOOLS
10.00
7.36 KEY SMITHS
50.00
7.37 LATHE MACHINE SHOPS
7.38 LAUNDRY SHOPS
A. MANUAL
50.00
B. MAECHANIZED
100.00
7.39 LEGAL AND OTHER PROFESSIONAL SERVICES
7.40 LUMBERYARDS
100.00
7.41 MASSAGE OR THERAPEUTIC CLINIC
100.00
7.42 METEOGRAPHY SERVICES
100.00
7.43 MEDICAL AND DENTAL CLINIC
100.00
7.44 MESSENGERIAL SERVICES
150.00
7.45 MILLING SERVICES
100.00
7.46 PARKING LOTS
A. ONE HECTARE OR LESS
100.00
B. MORE THAN ONE HECTARE
500.00
7.47 PAINTING SHOPS
100.00
7.48 PERSONS ENGAGED IN THE
INSTALLATION/DISTRIBUTION OF:
A. WATER SYSTEMS
200.00
B. GASS OR BIO-GAS SYSTEM
200.00
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C. ELECTRIC LIGHT, HEAT AND POWER INSTALLATION

200.00
D. SOUND SYSTEM SERVICE

150.00
E. ORDINARY SOUND AND LIGHT SYSTEM

100.00
F. STEREO-QUADROSONIC SOUNDS AND DISCO LIGHTS

50.00
G. SOUND AND TAPE DECK COMPONENT

50.00
7.49 PHOTOGRAPHIC STUDIOS
A. WITH GALLERY AND PHOTO ENLARGER

100.00
B. WITH GALLERY WITHOUT PHOTO ENLARGER

100.00
C. DEVELOPING CENTER

100.00
D. ROVING PHOTOGRAPHER

50.00
7.50 PHOTOSTATIC WHITE AND BLUE PRINTING

200.00
7.51 PLASTIC LAMINATION

150.00
7.52 PRIVATE HOSPITALS

200.00
7.53 PROMOTIONALS SERVICES

100.00
7.54 PROPRIETORS OR OPERATORS OF
HEAVY EQUIPMENT FOR HIRE 200.00
7.55 PROPRIETORS OF SMELTING PLANT

200.00
7.56 PROPRIETORS OF ENGRATING AND PLATING PANTS

150.00
7.57 PUBLIC WAREHOUSE AND BODEGAS

200.00
7.58 PURCHASING AGENCIES

150.00
7.59 RECOPYING AND DUPLICATING SERVICES
A. XERO COPYING

100.00
B. MIMEOGRAPHING AND TYPING SERVICES

100.00
C. SCANNER

100.00
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7.60 RENTING OF EQUIPMENT

A. OFFICE EQUIPMENT AND FURNITURE

100.00
B. BICYCLES, TRICYCLES AND SKATES
100.00

C. TRUCK AND AUTOMOBILES

100.00
D. HEAVY EQUIPMENT

100.00
E. AGRICULTURAL IMPLEMENTS AND TOOLS

100.00
F. DRIVING, SKIING AND OTHER ATHLETIC EQUIPMENT

100.00
7.61 REPAIR SHOPS FOR MOTOR VEHICLES AND ENGINES
A. WITH SHOP AREA OF MORE THAN 1,000 SQ. METERS

200.00
B. WITH SHOP AREA OF 500 SQ. METERS OR MORE BUT LESS
THAN 1000 SQ METERS
C. WITH SHOP AREA OF LESS THAN 500 SQ METERS

150.00
D. WELDING SHOP:
D.1 ELECTRIC WELDING

150.00
D.2 ACETYLENE WELDING

100.00
D.3 SOLDERING

100.00
7.62 REPAIR SERVICES
A. ELECTRONIC EQUIPMENT

100.00
B. HOUSEHOLD APPLIANCES

100.00
C. RADIOS AND AMPLIFIERS

50.00
7.63 ROASTING OF PIGS AND FOWLS

100.00
7.64 SAWMILLS
A. FIXED ESTABLISHMNETS

100.00
B. CHAINSAW OPERATOR PER UNIT:
B.1 WITH BLADE OF MORE THAN 24 INCHES

50.00
B.2 WITH BLADE OF MORE THAN 12 INCHES BUT LESS THAN
24 INCHES 50.00
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B.3 WITH BLADE OF 12 INCHES OR LESS

50.00
7.65 SCULPTORS SHOPS

50.00
7.66 SERVICE STATIONS
(WASHING, GREASING, LUBRICATING)

100.00
7.67 SHIPYARDS FOR SHIP REPAIRS:
A. WITH SHOP AREA OF 1 HECTARE OR LESS

150.00
B. WITH SHOP AREA OR MORE THAN 1 HECTARE

200.00
7.68 SHOE REPAIR SHOP / SHINE SERVICE
A. MANUAL

25.00
B. MECHANIZED
C. SHINE SERVICE / STAND

25.00
7.69 SHOP FOR PLANTING, SURFACING OR RECRUITING OF
LUMBER 100.00
7.70 SHOPS FOR SHEARING ANIMALS

50.00
7.71 SLENDERING OR BODY SALOONS

100.00
7.72 STAPLES

100.00
7.73 STEVEDORING SERVICES

100.00
7.74 TAILOR OR DRESS SHOPS:
A. WITH MORE THAN THREE SEWING MACHINES

100.00
B. WITH THREE OR LESS SEWING MACHINES

50.00
7.75 TINSMITHS
A. MECHANIZED

100.00
B. MANUAL

50.00
7.76 TRANSPORTATION TERMINALS NOT OWNED BY BUS
OPERATORS 200.00
7.77 UPHOLSTERY SHOP AND/OR WOOD CARVING

150.00
7.78 VACIADOR AND GRINDING SHOPS OR GRISTMILLS
100.00
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7.79 VOCATIONAL, DRIVING AND COMPUTER SCHOOLS

1,560.00
7.80 VULCANIZING SHOP

75.00
7.81 WAREHOUSING, FORWARDING SERVICES

200.00
7.82 WATCH REPAIR SHOPS
A. MANUAL

50.00
B. MECHANIZED

100.00
7.83 OTHER SERVICE ESTABLISHMENT

100.00
8. ON HOTELS AND MOTELS
8.1 HOTELS

500.00
8.2 MOTELS/ INNS/PENSION HOUSE

500.00
8.3 HOTELS, THREE STAR UP

300.00
8.4 MOTELS, THREE STAR UP

300.00
8.5 REST HOUSES WITH TEN ROOMS AND BELOW

150.00
9. ON PRIVATE-OWNED PUBLIC MARKET

200.00
10. ON REAL ESTATE DEALER
10.1 SUBDIVISION OPERATORS

500.00
10.2 LESSORS OF REAL ESTATE

500.00
11. ON PRIVATE-OWNED CEMETERIES AND MEMORIAL
PARKS
11.1 COMMERCIAL

500.00
11.2 FAMILY USE
13. ON BOARDING HOUSES

150.00
14. ON OPERATORS OF RICE AND CORN MILLS
14.1 CORN MILL

150.00

14. 2 RICE MILL

150.00
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14.3 RICE AND CORN MILL

150.00
15. ON FISHPONDS, FISH PENS OR FISH BREEDING
GROUNDS
15.1 FISHPONDS
300.00
15.2 PRAWN PONDS
300.00
15.3 FISH BREEDING GROUNDS
300.00
15.4 PRAWN BREEDING GROUNDS
300.00
15.5 FISH PENS
300.00
ON BUSINESS SUBJECT TO 2% TAX
1. ON MONEY SHOPS, FINACING AND INSURANCE
ESTABLISHMNETS
A. MONEY SHOPS
150.00
B. LENDING INVESTORS
500.00
C. FINANCE AND INVESTMENT COMPANIES
500.00
D. INSURANCE COMPANIES
150.00
E. COMMERCIAL COMPANIES
150.00
F. SAVINGS BANKS
150.00
2. ON THE BUSINESS OF DEALERS IN FERMENTES LIQUORS,
DISTILLED
SPIRITS AND/OR WINE/TUBA
A. WHOLESALE DEALER IN FOREIGN LIQUORS
100.00
B. WHOLESALE DEALER IN DOMESTICS LIQUORS
100.00
C. RETAIL DEALER IN FOREIGN LIQUORS
100.00
D. RETAIL DEALER IN DOMESTICS LIQUORS
100.00
E. RETAIL DEALER IN VINO LIQUORS (MALLORCA, ETC.)
100.00
F. RETAIL DEALER IN FERMENTED LIQUORS
100.00
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G. WHOLESALE DEALER IN FERMENTED LIQUORS

100.00
H. RETAIL DEALER IN TUBA, BASI AND/OR TAPUY

50.00
|. WHOLESALE DEALER IN TUBA, BASI AND/ OR TAPUY

50.00
3. ON TOBACCO DEALERS
A. RETAIL DEALER OF TABACCO LEAF

25.00
B. WHOLESALE LEAF TOBACCO DEALER

50.00
C. RETAIL DEALER OF MANUFACTURED TOBACCO

50.00
D. WHOLESALE DEALER OF MANUFACTURED TOBACCO

75.00
4. ON AMUSEMENT PLACES AND/OR AMUSEMENT DEVICES
A. DAY AND NIGHT CLUB

100.00
B. DAY CLUB OR NIGHT CLUB

100.00
C. COCKTAIL LOUNGE OR BARS

100.00
D. CABARET OR DANCE HALL

100.00
E. BATH HOUSE AND/OR SWIMMING POOL, RESORT AND
OTHER SIMILAR PLACES 150.00
F. SKATING RINK

150.00
G. STEAM BATH, SAUNA BATH AND OTHER SIMILAR
ESTABLISHMNET PER CUBICLE 100.00
H. BILLIARD OR POOL HALL
H. PER TABLE (POOL)

50.00
H. PER TABLE (BILLIARD)

100.00
l. BOWLING ALLEY
.1 AUTOMATIC

100.00
.2 NON-AUTOMATIC

75.00
J. CIRCUS, CARNIVAL OR THE LIKE

200.00
K. MERRY-GO-ROUND, ROLLER COASTER, FERRIES WHEEL,
SWING,
SHOOTINGGALLERY, AND OTHER SIMILAR CONTRIVANCE FOR
EACH CONTRIVANCE 100.00
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L. BOXING STADIUM

100.00
M. BOXING CONTEST, PER NIGHT

100.00
N. COCKPIT

100.00
O. RACE TRACK

100.00
P. THEATERS AND CINEMAS HOUSES
P. 1 THEATERS AND CINEMAS HOUSES

150.00
P. 2 ITENERANT OPERATOR

100.00
P. 3 VIDEO HOUSE OR MINI THEATER

100.00
5. ON AMUSEMENT DEVICES
A. EACH JUKEBOX MACHINE

50.00
B. EACH VIDEOTAPE, MACHINE OR PLAYER

50.00
C. EACH APPARATUS FOR WEIGHING PERSONS

25.00
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6. ON PRIVATE DETECTIVE AGENCY 100.00

7. ON POWER PRODUCER

A. SOLAR PLANT 3,500.00

8. FOR TRANSLOADING (SUGARCANE) 1,500.00

BARANGAY CLEARANCE FEES ON BUSINESS
BARANGAY V. F. GUSTILO

CLASSIFICATION OF BUSINESS RATES
ISSUANCE OF BARANGAY CLEARANCE FOR:
A. ALL BUSINESS ESTABLISHMENTS AND OTHER
ACTIVITIES 20.00
B. CHARCOAL PERMIT 50.00
C. FUEL WOOD PERMIT APPLICATION 50.00
D. LUMBER PERMIT APPLICATION 50.00
E. BUYING CARABAO, COW AND HORSE 200.00
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CITY ADMINISTRATOR’S OFFICE

External Services

Administrative Division
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1. Signing of Checks

This service aims to record check signed by the City Administrator and indorsing to
the concerned office.

Office or Division: Administrative Division
Classification: Simple
Type of Transaction: G2C, G2B
Who may avail: All
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Check and supporting documents Requesting Department/Agency
FEES
AGENCY TO | PROCESSING PERSON
SEENFSIEES g eny BE TIME RESPONSIBLE
PAID
1. Receiving of 1 | 1.1. Receive None 5 Minutes Computer
original Checks | and record the Operator Il
and supporting Checks. City
documents by Administrator’s
the Office
administrative
staff for 1.2. Checks None 5 Minutes
encoding as signed by the City Mayor
records City Mayor/ City Mayor’s
purposes at the | City Office
City Administrator
Administrator’s City
Office. Administrator
City
Administrator’s
Office
2. Indorse checks | 2.1. None 5 Minutes Computer
to the Administrative Operator |l
Accounting Office | Staff prepares City
endorsement of Administrator’s
checks and Office
have it received
by the office
concerned.
TOTAL: | 00 15 Minutes
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2. Communications, Endorsement Letters (External Service)

The service aims to provide services to clients in receiving, releasing and endorsing
documents which will help guide the clients in processing or acquiring their

respective needs.

O'.ffI.C? or Administrative Division
Division:
Classification: | Simple
LHECI G2C, G2B
Transaction:
LRl G All
avail:
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Communications, Letters and other Agency/Office — Specific
public documents Office/Division/Desk
FEE
PERSON
CLIENT S TO | PROCESSIN
STEPS AGENCY ACTION BE G TIME RESP(I)ENSIBL
PAID
1. Submit 2 1.1. Records the None 5 Minutes Administrative
original copies | document and Officer IV
of Documents, | forward to the City City
Letter Request | Administrator for Administrator’s
and other referral and action. Office
public
documents to Bookbinder Il
the 1.2. Provide City
administrative | Instruction/Ac Administrator’s
staff at the City | tion/Referral None | 5 Minutes Office
Administrator’s | to concerned
Office. Offices
Supervising
1.3. Prepare Administrative
Endorsement Officer
communication None 5 Minutes .(?'ty
upon the instruction Administrator's
of the City Office
Administrator.
1.4. Administrative
Staff releases the SUDErVisi
document and the pervising
. Administrative
client acknowledge Officer
the receipt thereof. | None 5 Minutes City
Administrator’s
Office
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Bookbinder I
City
Administrator’s
Office
2. Receives 2.1. None 5 Minutes Supervising
instructions Give the Client Administrative
for LGU instruction/feedbac Officer
actions at the | k. City
City Administrator’s
Administrator’ Office
s Office
TOTAL: 00 25 Minutes
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CITY ADMINISTRATOR’S OFFICE

External Services

Human Resources Management Division
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1. Job Applications

Process of accommodating applicants to vacant positions published, sorting and
evaluating the qualification to fit the vacant positions. Sending of notice to
applicants for written item and actual interview by the HRMPSB which
comparative assessment of the interview shall be furnished to the appointing
authority for exercise of discretion and finally for appointment preparation,
processes, and submission to Civil Service Commission action. Pursuant 2017
Omnibus Rules on Appointments and Other Human Resource Actions
(Revised July 2018). The service is available from 8:00 AM to 5:00 PM, Monday
to Friday, excluding holidays.

Office or City Administrator’s Office,

Division: Human Resource Management Division
Classification: Highly Technical

Type of

. G2C - Government to Client
Transaction:

All applicants to vacant positions, in the agency from other
agencies or outside applicants.
CHECKLIST OF REQUIREMENTS \ WHERE TO SECURE

Upon application
Application Letter (1 original copy and 3

Who may avail:

photocopies) Applicant
Notarized PDS with Work Experience

and Training (1 original copy and 3 Applicant
photocopies)

Transcript of Records (1 certified true
copy and 3 photocopies)
Performance Rating

(1 original copy)

School Graduated

Previous or current employer

FEES
AGENCY PROCESSING PERSON
AR ACTION U2ilz= TIME RESPONSIBLE
PAID
1.1 Receive

application, check
documents, and

record in

database Human Resource
1. Submit 1.2 Evaluate or Management
application letter sort applications Officer IV
wFi)tE complete to fit available None 16 days HRM Division
requirements vacant position Office of the

published Administrator

1.3 Prepare list of

qualified

applicants for the
vacant position
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. . CGADH-
14 ngew list of VHRMO-In-
qualified Charae
applicants per None 3 hours HRM Digision
qualification Office of the City
standards .
Administrator
1.5 Prepare and
post schedule of
written
examination and None 3 hours Human Resource
interview by Management
HRMPSB Officer IV
1.6 Send notices HRM Division
or text applicants Office of the
for written Administrator
o None 2 days
examination and
interview by
HRMPSB
Human Resource
Management
2. Appear for 2. Conduct written Officer IV
written o None 1 hour
ination examination or
examina Human Resource
Management
Officer Il
or
3. Conduct Human Resource
?,.f\ppear t1;or actual interview on N 1d Management
:EI]IR’eI(A\IILeS\IVB y scheduled date one &y Assistant
and place HRM Division
Office of the
Administrator
4.1 Prepare Human Resource
Comparative Management
Assessment of None 5 hours Officer IV
Interview HRM Division
conducted and Office of the
post result Administrator
4. Acknowledge CGADH-
hired applicants/ | 4 2 Review I/HRMO-In-
report to HRM if Comparative None 30 minutes Charge
hired HRM Division
Assessment
Office of the City
Administrator
4.3 Presept Human Resource
Comparative
Management
Assessment to None 1 day .
Appointing Officer IV
Authority for HRM Division
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exercise of Office of the
discretion Administrator
4 4 Post list of Human Resource
applicants hired at Management
HRM Bulletin and None 30 minutes Assistant
in at least 3 HRM Division
conspicuous Office of the
places Administrator
4.5 I_nform Human Resource
applicant selected
- Management
by Appointing .
Authority and give | None 1da Orficer IV
'yandg y HRM Division
checklist of ;
: Office of the
requirement for .
. Administrator
appointment
TOTAL: | None | 21days and
13 hours

2.Issuance of Service Record and Certificate

Requesting employee who have resigned, retired/separated from service in
support to government claims or other purposes. The service is available from
8:00 AM to 5:00 PM, Monday to Friday, excluding holidays.

Office or
Division:

City Administrator’s Office,
Human Resource Management Division

Classification:

Simple

Type of
Transaction:

G2C - Government to Client

Who may avail:

Retired/ Resigned/ Separated from the service

CHECKLIST OF
REQUIREMENTS WHERE TO SECURE
Certification receipt indicating
document requested and City Treasurer’s Office
purpose
AGENCY FEES TO | PROCESSING PERSON
CLIENESIERS ACTION BE PAID TIME RESPONSIBLE
1.1
1. Present Receive . Bookbinder Il
certification receipt and | Certification o
A . HRM Division
receipt indicating | endorse to Fee 1 minute .

: Office of the
the purpose to assigned P 70.00 Administrator
Window 1 employee

or staff
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1.2 Prepare
document

None

5 minutes

Human Resource
Management
Officer I
or
Computer
Operator IV
or
Human Resource
Management
Assistant
HRM Division
Office of the
Administrator

1.3 Check
and sign
the
document

None

1 minute

CGADH-I/HRMO-
In-Charge
or
Human Resource
Management
Officer IV
HRM Division
Office of the City
Administrator

2. Receive the
document
requested

2. Record
to logbook
and release
the
document

None

2 minutes

Human Resource
Management
Officer Il
Or
Human Resource
Management
Assistant
HRM Division
Office of the
Administrator

TOTAL:

Certification
fee
P 70.00

9 minutes
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3. Terminal Leave Application

Applied for by an official or employees who have retired, resigned, or separated
from the service without any fault on his/her part. Upon approval of the terminal
leave applicant shall be entitled to the communication of his leave credits
exclusive of Saturdays, Sundays, and Holidays without limitation and regardless
of the period when the credits were earned. The service is available from 8:00
AM to 5:00 PM, Monday to Friday, excluding holidays.

City Administrator’s Office,

Office or Division: .
Human Resource Management Division

Classification: Simple

Type of

. G2C — Government to Client
Transaction:

Who may avail: Requesting retired, resigned, or separated employee
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Approved Retirement Letter Employee, Approved by City Mayor
2. Leave Card HRM
3. Application for Leave
4. Service Record Employee
5. Latest Appointment
6. SALN City General Services Office
7. NOSA Cadiz City Government Employees and
8. Clearance Community Dynamic MPC, Provident 1 & 2
9. Certificates GSIS
10. Clearance Employee
11. Voucher
12. OBR
CLIENT STEPS AGENCY 'F(I)EEBSE PROCESSING PERSON
ACTION PAID TIME RESPONSIBLE
1. Submit voucher 1.1 Receive
with service record the application Human Resource
and leave credits Mag;ge”ﬁ”t
o ) icer
\?\Elii;ndeo?/v cgrtlflcatlon at None 1 minute HRM Diision
Office of the
Administrator
1.2_Check Human Resource
entltllement Management
and initial the _ Officer |l
related None 3 minutes HRM Division
attached Office of the
document Administrator
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1.3 Recheck CGADH-I/HRMO-

the attached In-Charge

documents None 3 minutes HRM Division
and sign the Office of the
voucher Administrator

Human Resource

2. Release Management
2. Receive documents | documents for , Officer Il
at Window 3 further None 1 minute HRM Division

processing Office of the

Administrator

TOTAL: | None 8 minutes

4.Issuance of Leave Credits earned and Leave Credits
Certification

Issued upon request by a resigned, retired, and separated employee of leave
credits accrued or earned at a specific date, issued for purposes such as claim
of terminal leave benefits, or transfer to other government offices. The service is
available from 8:00 AM to 5:00 PM, Monday to Friday, excluding holidays.

Office or City Administrator’s Office,
Division: Human Resource Management Division

Classification: | Simple

Ir::s:::tion' G2C - Government to Client
Who m . ,
avaci’l' ay Resigned, Retired, and Separated employee
CHECKLIST OF REQUIREMENTS | WHERE TO SECURE
Certification receipt for the purpose | City Treasurer’s Office
AGENCY FEES TO PROCESSING PERSON
SEEASIEA ACTION BE PAID TIME RESPONSIBLE
: Human
1. Present 11 R.ecelzlve Resource
certification
certification . Certification Management
receipt and
receipt indicating endorse to fee 1 minute Officer Il
the purpose to assianed P 70.00 HRM Division
Window 1 em SI;o ee/staff Office of the
ploy Administrator
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1.2 Prepare
Leave Credits
earned
document or
certification

None

1 day

Human
Resource
Management
Officer Il
or
Human
Resource
Management
Officer I
HRM Division
Office of the
Administrator

1.3 Check and
sign the
document

None

1 minute

CGADH-
I/HRMO-In-
Charge
or
Human
Resource
Management
Officer IV
HRM Division
Office of the
City
Administrator

2. Receive the
document
requested

2. Record to
logbook and
release the
document

None

1 minute

Human
Resource
Management
Officer Il
HRM Division
Office of the
Administrator

TOTAL:

Certification
fee
P 70.00

1 day and
3 minutes
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5.Job Order and COS processes

Contract of Services and Job Order contracts of laborers for specific projects for
a given period for a maximum of six months with a no-employer-employee
relationship are facilitated and processed to entitle the contract workers for salary.
The service is available from 8:00 AM to 5:00 PM, Monday to Friday, excluding

holidays.

Office or Division:

City Administrator’s Office,
Human Resource Management Division

Classification: Complex

Type of
Transaction:

G2C — Government to Client

Who may avail: Job Order and Contract of Services workers

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Contract of Services and Job Order
Contracts of Department concerned
indicating the workers

Department/Office concerned and Approval
of the Mayor

Notarized Personal Data Sheet
(1 original copy)

Contract Worker

FEES
AGENCY PROCESSING PERSON
S SIS 2 ACTION TF&IIBDE TIME RESPONSIBLE

1. Present Request 1.1 Receive .
of Contract ofq COS and J.O. Bookbinder Il
Services or J.O. requests None 2 minutes HRM Division
Contracts approved Office of the
by the City Mayor Administrator

1.2 Check and

verify the

request or make

further inquiry as

to the veracity

and availability Bookbinder Il

of fund HRM Division

oE None 6 days Office of the

1.3 Facilitate o~

preparation of Administrator

documents,

secure

signatories

thereon, for

issuance
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CGADH-
I/HRMO-In-
1.4 Check the None 3 minutes Charge
documents HRM Division
Office of the
Administrator
2. Record for Bookbinder I
2. Receive COS or internal control . HRM Division
J.O. contract and release the None 20 minutes Office of the
contract Administrator
TOTAL: | None | ©daysand
25 minutes

6. Employee’s Clearance

Issued to employees in line with their separation from service, or employees from
other government agencies when required by the office concerned as to their
accountability with the city. The service is available from 8:00 AM to 5:00 PM,
Monday to Friday, excluding holidays.

Office or
Division:

City Administrator’s Office,
Human Resource Management Division

Classification: Simple

Type of

. G2C — Government to Client
Transaction:

Employee, retired/separated from the service and employee

Who may avail: from other government agency.

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Clearance Form (3 original copies) Concerned office
FEES
AGENCY PROCESSING PERSON
SIS TN ACTION TISA:BDE TIME RESPONSIBLE

1. Present 1.1 Receive the
Clearance clearance .
document document, Bookbn_vc_le.r ]

check for None 3 minutes HOF;fM D"’f'f;lon

signature ce ot the

Administrator
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CGADH-I/HRMO-
In-Charge
1.2 Sign the or
< 19 Human Resource
documents as .
to personal None 2 minutes Management
ma?tter Officer IV
HRM Division
Office of the
Administrator
) 2. Record and Bookbinder I
2. Receive the release the . HRM Division
signed Clearance . None 2 minutes .
signed Office of the
document .
document Administrator
TOTAL: | None 7 minutes

7.Requests and Queries

Retired/Separated employee as to personnel matters inclusive of claims from the
government, and personnel records. Civil Service Laws and Rules interpretations
and application. The service is available from 8:00 AM to 5:00 PM, Monday to

Friday, excluding holidays.

Office or
Division:

City Administrator’s Office,
Human Resource Management Division

Classification:

Complex

Type of
Transaction:

G2C — Government to Client

Who may avail:

Requesting Retired/ Separated Employee

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Request in writing or verbally indicating .
the matter to be clarified Employee or Office
FEES
TO PROCESSING PERSON
CLIENT STEPS AGENCY ACTION BE TIME RESPONSIBLE
PAID
1.1 Receive and
record the letter Bookbinder Il
) ) request or None > minutes HRM Division
1. _?me't ![ett:;r N accommodate the Office of the
writing as to the person for verbal Administrator
matter or present .
presentation
verbally
1.2 Act on the CGADH-
request, do None 5 days I/HRMO-In-
necessary research, Charge
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prepare answer or or
clarification, make Human
findings or Resource
recommendation Management
and sign the answer Officer IV
HRM Division
Office of the
Administrator
Human
) 2. Record and Resource
2. Receive release the written Management
ansy\{er/ . answer to None 1 day Assistant
clarification, .
recommendation concerned _ HRM Division
employee or office Office of the
Administrator
TOTAL: | None | & days and 2
minutes
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CITY ADMINISTRATOR’S OFFICE

External Services

Local Economic and Development
Investment Promotion Division
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1. Application for Investment Incentive Registration
New investor or expanding enterprise who intend to avail the incentives
provided in the Investment Incentive Code

(Monday to Friday, from 8:00 AM to 5:00 PM, excluding holidays)

Office or
Division:

Local Economic Development and Investment Promotion
Division

Classification: | Highly Technical

Type of G2B - Government to Business

Transaction:

Who may All Business single proprietorship, partnership and corporation,
avail: and cooperatives and for expansion or diversification projects

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

1. 3 copies of Application Form

2. Copy of complete Project Study

3. Copy of Articles of Incorporation
and by-laws as approved by the
Securities and Exchange
Commission.

4. Certified true copy of Certificate

of Registration LEDIPD

5. Resolution of Board of Directors,
in case of a corporation,
authorizing the filing of
application.

6. List of directors and other
principal officers and their
respective nationalities and
current addresses as certified by
the secretary

7. Copy of Corporate Social
Responsibility Plan.

8. Certified true copy of the Official
Receipt for filing fee of Ten
Thousand Pesos (P 10, 000).

CLIENT STEPS

AGENCY
ACTION

FEES TO
BE PAID

PROCESSING
TIME

PERSON
RESPONSIBLE

1. Submit all
requirements

1. Received and
cheke the
Requirements

1.1 File all the
application
requirements
and submit it to
investment

None

None

30 Minutes

2 Days

Administrative
Asst.
LEDIPD
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board for

review
Administrative
1.2 Schedule a None 15 Minutes Asst.
BOI meeting. LEDIPD
1.3 Evaluates the None 15 Days Board Of
Investment
documents/
requirements
1.4 If unqualified None
the office will
inform the
applicant in Administrative
writing Asst.
LEDIPD
1.5 If qualified None 1 Day
documents
will be
submitted to
the Board for
proper
disposition
1.6 Record on the None 1 Day Administrative
Registration Asst.
book which LEDIPD
date of official
acceptance
2. Applicant will 2. Issuance of
received the Certificate of None 15 minutes LEIPO
certificate of Registration LEDIPD
registration
TOTAL.: 20 Days
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2. Event Documentation

The LEDIPD handles documentation of all events in the city whether that of the LGU,
DEPED or Private entities which impacts the City’s economic standing thru
promotions in all media forms including print, radio and social media. A very active
promotional arm the FB Page Bills Cadiz Ugyon Cadiznon is the avenue for all

pictures, data and videos taken in these events.

(Monday to Friday, from 8:00 AM to 5:00 PM, excluding holidays)

Office or Local Economic Development and Investment Promotion
Division: Division
Classification: | Simple

Type of G2G- Government to Government

Transaction:

Who may All Regular or Permanent Employees of the City Government of
avail: Cadiz

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. Letter of request for
Documentation should be address
and approved by the City Mayor
at least 1 week before the event.

City Mayors Office

AGENCY FEES TO | PROCESSING PERSON
RN SIS ACTION BE PAID TIME RESPONSIBLE

1. Client sends 1. Received and None 20 Minutes
(thru email) or review the
presents a Request Letter
letter of request
](cjoorcumentation 1.1 Person In-

At least 1 week fcharge.chef:ks Devel
before the or availability _ evelopment
event. of documentor None 10 Minutes Management
(no conflict of Officer Il
schedule). LEDIPD
If there is no
conflict,
approves the
schedule.
If conflict,
disapproves
and informs
within the given
time.

2. Approval for the | 2.Record the None 10 Minutes Administrative
event scheduled Assistant
documentation event for LEDIPD

documentation
TOTAL: None 40 Minutes
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3. Application for MSME Registration

Orientation of business personalities on services of the government that may not be
known to them such as available grants or loans, mentoring programs, partnership,
opportunities, and innovations.

(Monday to Friday, from 8:00 AM to 5:00 PM, excluding holidays)

Office or Local Economic Development and Investment Promotion
Division: Division
Classification: | Simple

Type of G2B - Government to Business
Transaction:
Who may All Business Owners of Cadiz City
avail:
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. DTI Permit DTI Office
2. Application form LEDIPD
3. ID
AGENCY FEES TO | PROCESSING PERSON
GRS ACTION BE PAID TIME RESPONSIBLE
1. Submit the 1.Received and
application check the None 20 Minutes
form and requirements
requirements Administrative
1.1 Checked and None 10 Minutes Assistant
verified the DTI LEDIPD
permit.
2. Client received | 2. Signed by the None 10 Minutes LEIPO
the Certificate LEIPO LEDIPD
of Registration
2.1 Approval of None 1 Hour City Mayors
the City Mayor Office
None 20 Minutes Administrative
2.2 Issuance of Assistant
Certificate of LEDIPD
Registration
TOTAL: None 2 Hours
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4. Assistance for Printing of Product Labels

The LEDIPD is in-charge of the layout for product labels. To help them increase
the products marketability and visibility of their products

(Monday to Friday, from 8:00 AM to 5:00 PM, excluding holidays)

Office or Local Economic Development and Investment Promotion
Division: Division
Classification: | Complex

Type of G2B/G2C- Government to Business/ Government to Citizen
Transaction:
Who may All Business and Citizens of Cadiz City
avail:
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Request form LEDIPD
AGENCY FEES TO | PROCESSING PERSON
CLENIISIERS ACTION BE PAID TIME RESPONSIBLE
1. Clientfilllup |1. Provide the None 10 Minutes
the request request form
form for
printing 1.1 Assigned None 15 Minutes
product labels personnel set
the schedule
for the Senior
releasing of Administrative
product labels Asst.
LEDIPD
1.2 The personnel
print out the None 6 Days
product labels
1.3 Inform the
client that the None 15 Minutes
product label
is ready for
pick up
2. Receive the |2. Record the None 20 Minutes Senior
print out of product labels Administrative
product labels |  in the logbook Asst.
LEDIPD
TOTAL.: None 7 Days
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5. Layout of Product Labels

The LEDIPD is responsible for designing product labels with the primary goal of
helping clients elevate the visual appeal of their products

(Monday to Friday, from 8:00 AM to 5:00 PM, excluding holidays)

Office or Local Economic Development and Investment Promotion
Division: Division
Classification: | Simple

Type of G2B/G2C- Government to Business/ Government to Citizen
Transaction:
Who may All Business and Citizens of Cadiz City
avail:
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Request form LEDIPD
AGENCY FEES TO | PROCESSING PERSON
GRS ACTION BE PAID TIME RESPONSIBLE
1. Client fill-up 1.Provide the None 20 Minutes
the request request form
form for
product layout |11 Assign a None 20 Minutes
personnel for
product layout
1.2 The Graphic None 2 Hours
Designer will Senior
layout the Administrative
product label Asst.
LEDIPD
1.3 Graphic
designer will None 1 Hour
submit the
layout to the
client for
review and
approval
2. The client 2.The graphic None 20 Minutes Senior
Approved the designer will Administrative
design send the Asst.
approved LEDIPD
layout to the
client via Gmail
or flash drive
TOTAL: None 4 Hours
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6. Live Coverage

The LEDIPD manage the live coverage for all events in the city.
Ensuring that citizens are able to view and engaged online in every
events and activities throughout the City of Cadiz.

(Monday to Friday, from 8:00 AM to 5:00 PM, excluding holidays)

Office or Local Economic Development and Investment Promotion
Division: Division
Classification: | Simple

Type of G2C- Government to Citizen

Transaction:

Who may All Regular or Permanent Employees of the City Government of
avail: Cadiz, and the Citizens of Cadiz City

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Letter of Request, should be Address
and Approved by the City Mayor

City Mayor’s Office

AGENCY FEES TO | PROCESSING PERSON
SLERT EEAS ACTION BE PAID TIME RESPONSIBLE
1. The client 1. Received and
presents the review the None 20 Minutes
Letter of Request Letter
Request for Live
Coverage, duly | 1 1 The assigned Development
approved by the personnel sets Management
\S\;/g}éll\/l;r}ilgrr,t: the the schedule None 10 Minutes Officer Il
for the live LEDIPD
event.
coverage and
assign a
personnel.
2. Approval for 2. Record the None 10 Minutes Administrative
the live coverage scheduled Assistant
event for live LEDIPD
coverage
TOTAL: None 40 Minutes
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OFFICE OF THE CITY CIVIL
REGISTRAR

External Services
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1. Applying for Correction of Entries Under OCRG

Memorandum Circular 2010-04

Entries in the Civil Registry Document that cannot be corrected by Judicial means
or by R.A. 9048 which are the geographical and statistical portion and/or registry
number can be corrected by virtue of OCRG Memorandum Circular 2010-04.

Service Availability: 8:00 A.M. to 5:00 P.M. Monday to Friday except holidays.

Office or
Division:

Office of the City Civil Registrar

Classification | Simple

Type of

REQUIREMENTS

G2C- Government to Citizen
Transaction:
Who may Persons with error in their registered civil registry documents
avail:
CHECKLIST OF WHERE TO SECURE

LCR and PSA Copy of Civil
Registry Document (1 Original 2
photocopies)

LCRO and PSA

2 photocopies of one (1)
government issued Valid
Identification Card of Petitioner
and document owner

Any Government agency issuing valid ID (e.g.
GSIS, SSS, PhilHealth, Post Office, COMELEC,

PhilSys etc.)

Written request for correction of

Document owner/Direct descendant of document

wrong entry in the geographical | owner
and statistical portion and/or
registry number
CLIENT AGENCY FEES TO PROCESSIN REZT’%SNOSTBL
STEPS ACTION BE PAID G TIME E
1. Sign client None 5 minutes
logbook at the
front desk in the
client area of
LCRO
1.1 Present civil | 1. Assess/ None 30 minutes Registration Ofcr
registry evaluate and v
documents for issue LCRO
assessment and | checklist of
evaluation to requirements
the employee in
charge
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2. Submit 2.1 Check None 10 minutes Registration Ofcr
requirements completenes v
s LCRO
of
documents/
requirements
2.2 Issue None 3 minutes
order of
payment
3. Pay to the Endorsemen 30 minutes Cashier
cashier t Fee CTO
(OCRG MC
2010-04)
P100
Convenience
Fee P 20
3.1 Submit O.R. None 2 minutes
to employee in
charge together
with the signed
written request
3.0 Accept None 10 minutes Registration Ofcr
official receipt v
and written LCRO
request
3.1 Prepare None 20 minutes Registration Ofcr
Annotated v
LCRO Copy, LCRO
Endorsement
/ Transmittal
letter for CCR
‘s signature
3.2 CCR sign None 5 minutes City Civil
endorsement/ Registrar
transmittal LCRO
3.3 Send/ Mailing 20 minutes Registration Ofcr
endorse Expenses v
request to based on LCRO
PSA Quezon courier
City (JRS/LBC)
3.4 Furnish None 3 minutes Registration Ofcr

client copy of
the
endorsement

v
LCRO
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letter and ask
for contact
number
needed to
inform
him/her of the
approval to
request for
PSA
Annotated
Certificate

4. Receive None 2 minutes
Client’'s Copy

Total P120.00 2 Hours and
+ Mailing 20 Minutes +

Expenses waiting time
based on for PSA
courier approval

2. Applying for a Marriage License

Where a Marriage License is required, each of the contracting parties shall file
separate sworn application for such license with the proper local civil registrar of
the place where either or both of the contracting parties resides.

The Local Civil Registrar concerned shall enter all application for marriage license
filed with him in a registry book strictly in the order in which the same are received.
When the license is issued, the same shall be valid in any part of the Philippines
for a period of one hundred twenty (120) days from the date of issue, and shall be
deemed automatically cancelled at the expiration of said period if the contracting
parties have not made use of it.

Service Availability: 8:00 A.M. to 5:00 P.M. Monday to Friday except holidays.

Disicelel Office of the City Civil Registrar

Division:

Classification | ;. rcchnical

liypolel . G2C- Government to Citizen

Transaction:

Who may Couples, male and female, at least 18 years of age who intends to

avail: get married but not exempt from marriage license
CHECKLIST OF WHERE TO SECURE
REQUIREMENTS

PSA copy of Birth Certificate PSA

(2 Photocopies)
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One (1) Valid Identification Card

(2 Photocopies)

Any Government agency issuing valid id (e.g.
SSS, COMELEC, GSIS, LTO, Post Office)

Baptismal Certificate/Certificate of
Dedication (2 Photocopies)

Church where the applicants is a member

Certificate of No Marriage (2

Photocopies)

PSA

Proof of Residency showing resident

of Cadiz City

Brgy. where applicant is residing in Cadiz,
COMELEC

Parent Consent if applicant is 18
years old but below 21 years old

Parents, Form from LCR

Parental Advice, if applicant is 21
years old but below 25 years old

Parents, Form from LCR

Pre Marriage Counseling
Certificate from POPCOM& Church

POPCOM and Church where the applicant is a
member, as the case maybe

Death Certificate of Deceased
Spouse if applicable (2 Photocopies)

LCR of place of Death of Deceased Spouse or
PSA

Certified Copy of Divorce Paper/
Annulment Order if applicable

o if foreigner (5 Photocopies)
e if Filipino (2 Photocopies)

Court

Citizens of other Country including

dual Citizen

* Legal Capacity (original + 2

Photocopies)

Diplomatic or Consular Office in the
Philippines of their Country of Origin

* Passport (2 Photocopies) Applicant
CLIENT AGENCY .II_:(I)EEB?E PROCESSIN REPSEPROSNOSTBL
STEPS ACTION PAID G TIME E
1.0 Sign client None 5 minutes
logbook at the
table located at
the client’s area
of LCRO
1.1 Present 1.1. Check None 20 minutes Registration
Supporting completeness and Ofer Il
Documents to authenticity of LCRO
LCRO _ required
Personnel in documents Bookbinder I
charge LCRO
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1.2 If complete, None 15 minutes Registration
Prepare the Ofer 11
endorsement for LCRO
pre marriage
counseling to
concerned agency Bookbinder I
(POPCOM/Churc LCRO
h)
1.3 Prepare Order | None 3 minutes Clerk Il
of Payment LCRO
1.4 Give to None 3 minutes Registration
applicant the Ofer 1l
application Form, LCRO
endorsement and
order of payment
2.0 Receive None 3 minutes
application
form,
endorsement
and Order of
payment
2.1 Pay For Both 30 minutes Cashier
Prescribed Resident CTO
Fees to the City of the
Treasurer’s City P890
Office located If One
at City Hall 2 Party is
not a
Resident
of Cadiz
P 965
If one
Party is a
Foreigner
P1,340
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2.2 Submit
endorsement to
POPCOM and
Church (if
couples opted
to have a
Church
Wedding) and
secure a
Certificate from
the Church and
POPCOM
certifying that
they have
undergone Pre
Marriage
Counselling
2.3 Submit the
Accomplished
Application
Form, the
official receipt
and the Pre
Marriage
Counseling
certificate
together

with the
required
documents to
the LCRO
personnel in
charge

2.0 Receive and
review the
accomplished
application forms,
O.R and the
Certificates for
Pre marriage
Counselling
together with the
required
documents

2.1 Preparation
and Posting of the
Notice of
application
Posting will start
the following day
for Ten(10) days

None

None

None

2 days

5 minutes

20 minutes

5 minutes

Registration
Ofer I
LCRO

Bookbinder Il
LCRO

Registration
Ofer Il
LCRO
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2.2 Issue P50 for 3 minutes Registration
Acknowledgment | Marriage Ofcr 1l
Receipt of the License LCRO
application and Certificat
advise client to e
come back on the
11" day after the
ten (10) days
posting which
should fall on a
working day
2.3 Posting of None 11 days Registration
Notice on the next Ofer Il
day after the LCRO
receipt of
application at the
Office
2.4 Issuance and None 5 minutes City Civil
release of the Registrar
Marriage License LCRO
to applicant on the
11" day after the Registration
ten days posting Ofcr I
which should fall LCRO
on a working day
Office Support
Staff
LCRO
3.0 Claim and None 3 minutes
Receive
Marriage
License
TOTAL: 13 Days and 2
Hours
Both are Resident of the City | P940.00
One Party is Non-Resident | P1,015.0
0
One Party is A Foreigner | P1,390.0
0
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3. Applying for Supplemental Report

3.1 Supplemental Report for Civil Registry Document with 2 missing entries
3.2 Supplemental Report for Civil Registry Document with more than 2 missing
entries

A Supplemental Report using the appropriate form maybe filed to supply
information inadvertently omitted when the civil registry document (Birth, Death
and Marriage) was registered.

Service Availability: 8:00 A.M. to 5:00 P.M. Monday to Friday except holidays.

Oilcelo) Office of the City Civil Registrar

Division:

Classification | _.

. Simple

liypsiol . G2C- Government to Citizen

Transaction:

Who may Persons with omitted entries in their birth, marriage record, death

avail: certificate of their family member
CHECKLIST OF WHERE TO SECURE
REQUIREMENTS

LCR & SECPA copy of Civil LCR and PSA

Registry Document (1 Original
&3 Photocopies)

-If Married — Marriage contract LCR where registered/PSA
of

Subject person and parent
-Birth Certificate of Mother,
Father, 2 Siblings and 2
Children

(2 Photocopies each)

Certificate of Church
Baptism/Dedication (2
Photocopies)

School Record Form 137 (Elem. | School
or High School or Transcript of
Record (2 Photocopies)

1 Photocopy of Government Government Agency issuing |.D. (SSS. GSIS, LTO,
Issued Valid I.D (Present PRC, PhilSys and etc.)

Original) preferably National I.D.
of Subject Person and/or

Informant
CLIENT AGENCY FEES TO PROCESSIN REPSEP%SNOSTBL
STEPS ACTION BE PAID G TIME E
. 1. Sign client None 5 minutes
logbook at the
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front desk in the
client’s area of
LCRO and
present civil
registry
document for
assessment
and evaluation
to the employee

in-charge
1.1 Assess/ None 30 minutes Registration Ofcr
Evaluate and v
issue LCRO
checklist of
requirements
2.1 Receive
checklist of
requirements
2.2 Secure and | 2.1 Check None 10 minutes Registration Ofcr
Submit Completenes v
requirements to | g of LCRO
employee in documents/
charge at the requirements
LCRO
2.2 Issue None 3 minutes
Order of
payment
3.1 Receive None 1 minute
Order of
Payment
3.2 Pay to the Endorsement 30 minutes Cashier
cashier, CTO Fee CTO
supplemental
- P100.00
Convenience
Fee P20.
3.3 Present 3.1 Accept None 5 minutes Registration Ofcr
Official Receipt | Official v
to employee in- | Receipt and LCRO
charge together | supporting
with the documents

supporting
documents
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4. Submit Duly
Notarized.
Affidavit of
supplemental
report

3.2 Prepare
Affidavit of
Supplemental
Report for
notary’s
signature and
give to client

4.1 Accept
and Prepare
certificate
with
supplemental
report,
Annotated
certificate
and
transmittal for
City Civil
Registrar’s
Signature
4.2 City Civil
Registrar
review and
sign the
documents
4.3 Send/
endorse
Supplemental
Report

None

None

None

Mailing
expenses
based on
couriers

30 minutes

30 minutes

15 minutes

20 minutes

Registration Ofcr
v
LCRO

Registration Ofcr
v
LCRO

City Civil
Registrar
LCRO

Registration Ofcr
v
LCRO

4.3.a With 2
missing
entries

Send to PSA,
Regional
Office lloilo
for
processing

4.3.b With
more than 2
missing
entries send
to PSA,
Quezon City
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4.4 Furnish
client copy of
supplemental

Report and
ask the client
to leave a
contact
number
5. Receive copy None 3 minutes
of supplemental
report
TOTAL: | P120.00 + 3 Hours and 2
Mailing Minutes
Expenses
based on
courier
4. Availment of RA 9255

Under RA 9255, illegitimate children are allowed to Use the Surname of their
Father if their filiation has been expressly recognized by the father through the
record of birth appearing in the Civil Register or when an admission in a public
document or private handwritten instrument is made by the Father.

Service Availability: 8:00 A.M. to 5:00 P.M. Monday to Friday except holidays.

ificelo) Office of the City Civil Registrar
Division:

Classification | _.

_ Simple

Type of : G2C- Government to Citizen
Transaction:

‘a’\c;;-may Father, Mother, Subject Child if of age

CHECKLIST OF WHERE TO SECURE
REQUIREMENTS

For Birth not yet Registered:

1.

e COLB with accomplished
Affidavit of
acknowledgment at the
back

COLB from Hospital, Clinic or LCRO as the case
maybe

e COLB with separate Public
Document (Affidavit of
Recognition executed by
the father)

Affidavit from the Father
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e COLB, private handwritten
instrument (e.g. diaries,
personal letters, will)

Form from LCRO, Hospital, Clinic, other documents
from parents of the child

2. Affidavit to Use Surname of
the Father (AUSF) (4 Original

Copy)

Form from LCRO and subscribed at any Notary
Public

3. Philippine Identification Card
of Mother, Father and Child (if
aged 7 years and above) (2
Photocopies)

PhilSys Registration Center

4. CENOMAR of Mother/Death
Cert. of Husband (1
Photocopy)

PSA

For previously Registered
Birth:

1. LCR and PSA copy of
Child’s COLB (4 Photocopies)
(Present PSA Original Copy)

LCR/PSA

2. Affidavit of Admission of
Paternity or Affidavit of
acknowledgement executed by
the father (4 Original and 4
Photocopies)

Form from LCRO or Notary Public

3. Affidavit to Use Surname of
the Father (4 Original Copy)

Form from LCRO, Hospital, Clinic and subscribed at
any Notary Public

4.CENOMAR of Mother/Death
Certificate of Mother’'s Husband
(4 Photocopies and present
Original Copy)

PSA

5. Phil Identification Card of
Mother, Father and Child (if
aged 7 years and above (4
Photocopies)

PhilSys Registration Center

CLIENT AGENCY FEES TO BE PROCESSIN REZT’%SNOSTBL

STEPS ACTION PAID G TIME E
1.0 Sign client None 5 minutes
logbook located
at the table in
the client’s area
of LCRO
1.1 Present 1.0 Examine | None 20 minutes Registration
Document and | authenticity Ofcr Il
supporting and
documents to completenes Clerk Ill
LCRO s of LCRO
(P:ﬁ;sronnel In documents

g9e Bookbinder I
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1.1if 3 minutes LCRO
authentic,
Issue Order Office Support
of Payment Staff
to client LCRO
2.0 Pay at the Legal Instrument 30 minutes Cashier
CTO, Cadiz P250.00 CTO
City based on Acknowledgeme
the order of nt
payment P250.00 +
Convenience
Fee P20
2.1 Submit 2.0 Accept None 10 minutes Office Support
COLB (Form and review Staff
102) together | completenes LCRO
with the s of
supporting document Registration
documents and ofcr Il
Official Receipt LCRO
to LCRO
Personnel In
Charge
2.1 Record None 1 day Office Support
in the Staff
appropriate LCRO
registry book
and annotate Registration
the same in Ofer Il
the COLB, if LCRO
necessary,
and in the City Civil
remarks Registrar
portion in the LCRO
Register of
Birth
2.2 Prepare | None 5 minutes Office Support
Certificate of Staff
Registration LCRO
Registration
Ofer Il
LCRO
2.3.a For None 3 minutes Registration
Birth Not yet Ofer Il
Registered: LCRO
Release

Certificate of
registration
to Client
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2.3.b For Mailing 20 minutes Registration
Births Expenses Ofcr 11
previously depending on the LCRO
register: All courier (JRS/LBC
the
documents
are sent to
the Office of
the Civil
Registrar
General for
approval and
client is
advised to
leave a
contact
number for
updates
3.0.a For Birth None 5 minutes
Not yet
Registered:
Receive the
Cert. of
Registration
3.0.b For Birth
previously
register:
Receive File
Copy of all the
documents sent
to OCRG
Quezon City
TOTAL:
For Births not yet Registered P270.00 1 Day,1 Hour
and 21
Minutes
For Births Previously + Mailing + 20 Minutes
Registered Expenses +Waiting
time for the
approval of
PSA
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5. Birth Registration

The birth of a child, being a vital event of a person, shall be registered within
thirty (30) days from the time of birth in the Office of the City Civil Registrar of
the city/municipality where the birth occurred.

Service Availability: 8:00 A.M. to 5:00 P.M. Monday to Friday except
holidays.

5.1 Birth Registration — Late
Registration of Birth Beyond the reglementary period of Thirty (30) days is
considered late registration

Office or

Division: Office of the City Civil Registrar

.CIaSS|f|cat|on Late Registration: Highly Technical

Type of

. G2C- Government to Citizen
Transaction:

Who may 1. Either or both parents of the child or the child, if of age
avail: 2. Authorized Person of the Document Owner

CHECKLIST OF WHERE TO SECURE
REQUIREMENTS

A. Basic Birth Data Client

B. Accomplished Form 102 (For

born in Hospital/Clinic) Clinic/Hospital

C. Any two (2) of the following
whichever is applicable to
support Basic Birth Data
(Present Original and provide to
Photocopies)

e Pre-natal Record of Mother Mother, Clinic or Health Center

* Immunization Record of Clinic or Health Center

Child
e Baptismal Certificate Church
e SSS Record SSS
e GSIS Record GSIS
e Insurance Policy Insurance Company
¢ School Record School
e Other document to support
Basic Data

D. Marriage Contract of Parents
and Subject Child if Applicable LCR where Marriage is Registered
(2 Photocopies)

E. For Home Delivery

e Affidavit of Birth Attendant Hilot, Midwives, any person that assist in the child
(Original Copy) delivery and notarized by any notary public
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F. Negative Verification of Birth
(3 Photocopies) Present Original
issued within a year

Philippine Statistics Authority (PSA)

G. Photocopy National Id of
Registrant

PhilSys Registration Center

H. Brgy. Residency Certification

Punong Barangay where registrant and/or
informant is residing.

I. 2 Documentary evidences
showing the identity of parents
such as their Birth Certificate,
Marriage Contract, National ID,
death certificate of deceased
parents

LCRO, Church, PhilSys

J. 2x2 white background
Unedited front-facing photo of
the registrant taken within 3
months

Photography studio

K. Certificate of Death of the
document owner if application is
filed on behalf of a deceased
person

LCRO where Death was Registered, PSA

L. Affidavit executed by the
Informant stating that person to
be registered is already dead

Notary Public

L. If one of the parents is a
foreigner

Valid Passport or Bl Clearance
Certificate or ACR I-Card of the
foreign parent

Bureau of Immigration, Embassy

M. - Personal Appearance
before the Civil Registrar for
applicants 18 years and above

- For Marital Minor
Applicants: personal
appearance of parents

- For Non-Marital Minor
Applicants:

Personal appearance of
mother, if the mother cannot
personally appear an affidavit or
sworn statement stating the
whereabouts of the mother and
the reason for inability to appear
personally and/or authorization
from the mother authorizing the
informant to register her child’s
birth based on the data supplied
in her authorization.

Document Owner/Parents

N. For Non Marital Child-
CENOMAR of Mother

PSA
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PERSON

CLIENT AGENCY FEES TO PROCESSIN
STEPS ACTION | BE PAID G TIME RESP%NS'B"
1.Sign client None 5 minutes
logbook at table
in the client’s
area of LCRO
1. PACD None 10 minutes Verifier
Personnel In LCRO
Charge verify
availability of Clerk Il
record if LCRO
negative
assist client
to personnel
in charge
2. Present 2. Receive None 10 minutes Bookbinder Il
Document and examine LCRO
(Form 102) if Completenes
available (Born | s of Registration Ofcr
in Document I
Hospitals/Clinics | and LCRO
) together with Supporting
Supporting Paper Registration Ofcr
Paper for Il
Registration to LCRO
LCRO
Personnel in Office Support
Charge Staff
211If None 3 minutes LCRO
complete
issue order of
payment and
information
sheet
3.0 Receive Birth Fee 30 minutes Cashier
Order of P100.00 CTO
payment and Secretary
information Fee P50.00
sheet and Pay Doc. Tax
to the Cashier at P30.00
CTO based on Convenienc
the order of e Fee P20
payment
3.1 Accomplish | 3.0 Personnel None 15 minutes Bookbinder Il
Information In-Charge LCRO
Sheet and receive the
Present to documents Registration Ofcr
LCRO and prepare I
personnel in- COLB based LCRO
charge together | on the
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with the Official
Receipt and
supporting
documents

information
given vis a
vis the
documents
presented

3.1 Present
to the
registrant the
accomplished
COLB for
checking of
data and for
client
signature in
the informant
portion of the
COLB

None

5 minutes

Registration Ofcr
1
LCRO

Office Support
Staff
LCRO

4. Sign the
information and
affidavit portion
of the COLB
and return to
employee in
charge

4 .1 Personnel
in charge
receive the
COLB and
issue client
claim slip and
advised client
to come back
after the 11
days.

4.2 Posting of
the
application
for late
registration of
birth

4.2 After the
10 days
posting. Civil
Registrar
check & sign
the COLB
and order
Registration
in Registry
Book

None

None

None

None

5 minutes

5 minutes

11 days

10 minutes

Registration Ofcr
1
LCRO

Registration Ofcr
I}
LCRO

Bookbinder Il
LCRO

City Civil
Registrar
LCRO
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4.3 None 10 minutes Registration Ofcr
Registration I
of COLB in LCRO
the Registry
Book
4.4, Release None 5 minutes Registration Ofcr
of COLB to 1
Client LCRO
Bookbinder Il
LCRO
Clerk Il
LCRO
5. Receive Copy None 3 minutes
of Registered
Birth Certificate
after the posting
period
TOTAL: P200 11 Days,1
Hour and 56
Minutes
5.2 Birth Registration- On Time
Birth registered within 30 days is considered on time registration
ILED O Office of the City Civil Registrar
Division:
Classification: | Simple
U172 il . G2C- Government to Citizen
Transaction:
A. Medical Records In-charge (Hospital/Clinic)
B. Outside Hospital/Clinic:
Who may 1. Physician, Nurse, Midwife, Hilot or anybody who attended the
avail: delivery
C. In default of A & B, either or both parents of the child
D. Authorized Person of the Document Owner

CHECKLIST OF
REQUIREMENTS

WHERE TO SEC

URE

A. Basic Birth Data

Client/Parents of the Child

B. Form 102

LCR/Clinic/Hospital

C. Any two (2) of the following
whichever is applicable to support
Basic Birth Data (Present Original
and provide Photocopies)

e Pre-natal Record of Mother
e |Immunization Record of Child

Mother, Clinic or Health Center
Clinic or Health Center
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D. Marriage Contract of Parents
and Subject Child if Applicable
(1 Photocopy)

LCR where Marriage is Registered

E. For Home Delivery

e Affidavit of Birth Attendant
(Original Copy)

Hilot, Midwives, any person that assist in the
child delivery and notarized by any notary

public

G. Photocopy of One (1) Valid I.D.
of Registrant/Informant

Government Agency issuing I.D. (SSS. GSIS,
LTO, PRC, PhilSys and etc.), SCHOOL,
BRGY., COMPANY where employed

H. For Non-Marital Child —
CENOMAR of the Mother

PSA

H. If informant is not the parent of
the child, Special Power of Atty is
required (Original Copy)

Parent of the Child

AGENCY

CLIENT STEPS ACTION

FEES
TO BE
PAID

PROCESSING
TIME

PERSON

RESPONSIBLE

1.0 PACD
Personnel In
Charge assist
client and:

1. Sign client
logbook at table
in the client’s
area of LCRO
and present
COLB to PACD
personnel

1.1a For born
on Clinic and
Hospital
Receive and
examine
Completeness
of Document
and Supporting
Paper

1.1b If home
delivery
Accomplished
COLB based
on the data
provided by the
informant

of the COLB

None

None

None

5 minutes

5 minutes

15 minutes

Clerk Il
LCRO

Bookbinder Il
LCRO

Clerk Il
LCRO
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1.1b.1 Present | None 3 minutes
to the registrant
the
accomplished
COLB for
checking of
data and for
client signature
in the informant
portion
For Home None 5 minutes Clerk Il
Delivery LCRO
2.0 Check the
correctness of Bookbinder I
Data in the LCRO
Accomplished
CoLB Registration Ofcr
2.1 Signin the 2.0 Acceptthe | None 3 minutes 1
informant portion | COLB duly LCRO
of the COLB and | signed by the
return to LCRO informant
personnel in
charge
2.1 Register None 10 minutes
the COLB in
the Registry
Book (for home
delivery and
Clinic/hospital)
2.2 Civil None 5 minutes City Civil
Registrar Registrar
signed the LCRO
COLB and
order release to
client
2.3 Release of 5 minutes Clerk Il
registered LCRO
COLB to client
3. Receive Copy
of Registered 3 minutes
Birth Certificate
TOTAL:
For Home Delivery | Free of | 54 Minutes
Charge
Born in Clinic/Hospital with 39 Minutes

accomplished COLB
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6. Death Registration

It shall be the responsibility of the nearest relative or spouse who has
knowledge of the death to report the same within forty-eight (48) days if the
deceased died without medical attendance.

The Health Officer shall examine and sign the death certificate and direct the
registration of the death certificate to the Office of the Civil Registrar within the
reglamentary period of thirty (30) days.

Service Availability: 8:00 A.M. to 5:00 P.M. Monday to Friday except
holidays.

Office or

Division: Office of the City Civil Registrar

Classification: | ©n Time: Simple Late: Highly Technical

Type of G2C- Government to Citizen
Transaction:

Funeral counselor, nearest Kin of the deceased, any person

LUl T e having legal charge of the deceased when he/she was still alive

CHECKLIST OF
REQUIREMENTS WHERE TO SECURE
1. Death Certificate (4 Copies) Hospital/City Health Office
2. Brgy Certification (for death Barangay
occurring outside hospital or clinic)
3. Police Blotter (for death cause PNP

by non-natural cause e.g. murder)

4. Official Receipt (Present Original) CTO

e Burial Fee, Death Fee,
Convenience Fee (P75.00)

e Transfer of Cadaver Permit Fee
(P150.00) For Cadaver that will be
buried outside Cadiz

5. Transfer of Cadaver Permit Permits and Licensing Division
For Cadaver that will be buried
outside Cadiz (1 Photocopy)

6. Additional Requirement For

Delayed Registration (1 Photocopy)

¢ Negative Verification from PSA
issued with in a year

o Affidavit for Delayed Registration | Execute at Notary Public

PSA

e Proof of Death Church, Barangay
(232)rtlf|cate of No Record (CRF No. LCR

For Death that occurred in other place

and to be buried in the city CTO

212




e Entrance of Cadaver (O.R.)

Certificate of Cremation if applicable

Crematorium

FEES
AGENCY TO | PROCESSING PERSON
ST =R ACTION BE TIME RESPONSIBLE
PAID
1. Sign client None 5 minutes
logbook at the
front Desk in the
client area of
LCRO
1.1 Present 1.0 Receive & None 10 minutes Clerk Il
accomplished Examine LCRO
Death Certificate correctness of
and Supporting form and Registration Ofcr
Documents to completeness of v
ar}r;eloyee n Supporting LCRO
g€ documents and
Prepare
document for
Registration at
the Death
Registry Book
1.1 Registrar None 10 minutes City Civil
approve the Registrar
registration and LCRO
sign document
Clerk Il
1.1.1 If Late None 11 days LCRO
Registration
clients is advised Registration Ofcr
to provide a IV
contact number LCRO
and come back
on the 11" day
after the ten
days posting
1.2 Release of None 15 minutes

Death Certificate
and Issuance of
Certified True
Copy

- For Late
Registration after
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the 10 days

posting
2. Receive None 5 minutes
Registered Death
Certificate and
Certified True
Copies

TOTAL: 0 45 Minutes
+ 11 Days for Late Registration

7. Endorsement of Civil Registry Record to the Civil Registrar
General (Records not available in the archive of PSA but with
record in the LCR Office.)

As a rule, all civil registrars shall submit civil registry documents to the Office of the
Civil Registrar-General (OCRG) thru their respective PSA provincial offices.
However, there are instances when the Philippine Statistics Authority (PSA) cannot
issue copy/copies to the interested party because document is still with the PSA
provincial office being processed.

To facilitate the issuance of requested documents, the concerned PSA provincial
Office or Civil Registrar is required to submit or indorse the needed document on a
piecemeal basis to PSA.

Service Availability: 8:00 A.M. to 5:00 P.M. Monday to Friday except holidays.

O.ffl.c? | Office of the City Civil Registrar
Division:

Classification: | Simple

Type of G2C- Government to Citizen

Transaction:

Document Owner, if of age, Parents, husband, wife, children of the
document owner in the absence of the of three mentioned, nearest
surviving kin of the deceased document owner

Who may
avail:

CHECKLIST OF WHERE TO SECURE
REQUIREMENTS

PSA Negative Verification Result | PSA
(1 Original and 1 photocopy)
issued with in a year preferably

with QR Code
One (1) Valid Identification of Issued by a Government Agency or Private Company
requester (present original) where the requester works

If requester is not the Document | Document Owner
Owner an Authority from the
Document Owner is Required
Original copy and 1 photocopy)
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Proof of Urgency/Letter Request
to endorsed the Civil Registry

Document
CLIENT AGENCY FEES TO BE | PROCESSING PERSON
STEPS ACTION PAID TIME RESPONSIBLE
1.0 Sign client None 5 minutes
logbook at the
table in the
client’s area of
LCRO
1.1 Fill up 1.0 Verify None 15 minutes Clerk Il
verification slip | availability of LCRO
and submit to record
LCRO Personnel Computer Oprtor
in charge i
1.1 .If None 5 Minutes LCRO
available,
client is
issued an
Order of
Payment
2.0 Accept Order Birth/Marriage/ 30 minutes Cashier
of Payment Death Fee CTO
2.1 Pay to CTO P100.00
based on the Cert. True
order of payment Copy
P20.00
Convenience
Fee P20.00
Doc. Stamp
Tax
P30.00
Indorsement
Fee 100
2.2 Present O.R | 2.0 Accept None 3 minutes Clerk Il
to LCRO O.R. LCRO
Personnel In
Charge
2.1 Photocopy None 10 minutes

Municipal
Form/Prepare
Transcription
of the
Document if
no available
municipal
form in file
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2.2 Prepare a
Clear Copy of
the Document
if some
entries are
blurred

None

1 hour

2.3 Photocopy
the Registry
Book

2.4. Prepare
endorsement
letter to PSA
for review and
signature of
the Civil
Registrar

2.5 Civil
Registrar
review and
approve the
endorsement
2.4 Release
of Client File
Copy (All
other
documents
are sent to
PSA thru its
Provincial
Office) Client
is advise to
leave a
contact
number or
come back
after a month
to follow up
status

of the
endorsed
document

None

None

Mailing/
Endorsement
Expenses to

PSA

15 minutes

5 minutes

15 minutes

Bookbinder Il
LCRO

DEMO |
LCRO

Bookbinder Il
LCRO

Clerk Il
LCRO

City Civil
Registrar
LCRO

Clerk Il
LCRO

Bookbinder Il
LCRO

3. Receive File
Copy

None

3 minutes

TOTAL:

P270.00
+ Mailing
Expenses

2 Hours and 46
Minutes
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8. Facilitate Request for Transfer of Wrongly Registered Birth Under
Memorandum Circular 91-6

All vital events such as Birth, Marriage and Death should be recorded on the place
of occurrence. There are times that such vital records that occur in other place were
wrongly registered in our Registry book which is a violation of the fundamental
principle of Civil Registration. Memorandum Circular 91-6 provided for guidelines on
how to transfer such record to the place of occurrence for proper registration of Birth.

Service Availability: 8:00 A.M. to 5:00 P.M. Monday to Friday except
holidays.

Ohiicslel Office of the City Civil Registrar
Division:

Classificatio | Simple

n:

Type of G2C- Government to Citizen

Transaction

Who may Document Owner/Direct descendant of document owner with Civil
avail: Registry Documents that are wrongly registered
nl S I (©)7 WHERE TO SECURE

REQUIREMENTS
LCR and PSA Copy of Wrongly
Registered Civil Registry Document
for preferably with QR Code (1
Original 2 photocopies)

LCRO and PSA

One (1) government issued Valid Any Government agency issuing valid ID
Identification Card of Petitioner and/or | (e.g. GSIS, SSS, PhilHealth, Post Office,
document owner COMELEC etc.) Private Company where
petitioner is employed
Written request for the transfer of Document owner/Direct descendant of
wrongly registered civil registry document owner
document
PERSON
CLIENT FEES TO | PROCESSI
STEPS AGENCY ACTION BE PAID NG TIME RESIT_(I)ENSIB
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1. Sign client
logbook at the
front desk in
the client area
& present
wrongly
registered civil
registry
document for
assessment
and
evaluation to
employee in
charge

1.1 Assess/ evaluate
and issue checklist of
requirements

None

None

5 minutes

20 minutes

Clerk Il
LCRO

2.0 Accept
Checklist

2.1 Present
required
documents
together with
the written
request

2.1 Check
completeness of
documents/requirem
ents

2.2 If complete, Issue
order of payment

None

None

None

None

5 minutes

3 minutes

10 minutes

5 minutes

Clerk Il
LCRO

Clerk Il
LCRO

3. Pay to the
cashier based
on the order
of payment

Endorseme
nt Fee
(MC 2010-
04)
P100
Convenien
ce Fee
P20

30 minutes

Cashier
CTO

3.1 Submit
O.R together
with all the
required
documents
and letter
request

5 Minutes
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3.1 Accept official None 10 minutes Clerk Il
receipt and other LCRO
required documents
and letter request
3.2 Prepare None 20 minutes Clerk Il
Annotated LCRO LCRO
copy, Endorsement/
Transmittal letter for
CCR’s review and
approval
3.3 CCR Review, None 15 minutes City Civil
Approve and sign Registrar
Endorsement/ LCRO
Transmittal and
annotated LCRO
Copy
3.4 Transmit/ Mailing 20 minutes Office Support
endorse request to Expense Staff
concern MCR/CCR based on LCRO

the courier

(JRS/LBC) Clerk Il

LCRO
3.5 Furnish client None 2 minutes
copy of endorsement
letter and annotated
LCRO File and
advise to follow it
with receiving LCRO
4. Receive None 5 minutes
Clients Copy
TOTAL: | P120.00 2 Hours and
+Mailing 35 Minutes
expenses
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9. Filing of Petition for Change of First Name (CFN) or
Correction of Clerical Error/s (CCE) (RA 9048) (RA 10172)

Republic Act No. 9048 authorizes the city or municipal civil registrar or the consul
general to correct a clerical or topographical error in an entry and/or change of first
name or nickname in the civil register without need of a judicial order. An
administrative remedy in nature, it is a departure from the usual judicial process in
correcting clerical errors of changing an entry in civil registry documents. It is
aimed at according petitioners an expeditious and cheaper way of correcting errors
found in her/his record.

9.1. Change of first name R.A 9048

9.2. Correction of Clerical Error R.A. 9048/R.A 10172 (correction of sex and date
of birth-month and day)

9.3. Correction of Clerical Error or Typographical Error R.A 9048

9.4 Migrant Petition (Document owner is not a resident of the place of his/her
place of birth)

Service Availability: 8:00 A.M. to 5:00 P.M. Monday to Friday except
holidays.

Office or
Division:
Classificati | COVERED BY SPECIAL LAW (R.A. 9048/R.A.10172)
on:
Type of G2C- Government to Citizen
Transaction

Office of the City Civil Registrar

Who may Persons with error in their registered civil registry documents

avail:
CHECKLIST OF
REQUIREMENTS WHERE TO SECURE
LCR and SECPA Copy of Civil
Registry I;)ocgment (1 _Orllglnal 2 LCRO and PSA
photocopies) issued within a year
preferably with QR code
2 photocopies of one (1) Any Government agency issuing valid 1D
government issued Valid (e.g. GSIS, SSS, PhilHealth, Post Office,
Identification Card of Petitioner COMELEC etc.) Private Company where
and document owner preferably petitioner is employed
PhilSys I.D.
Special Power of Attorney Document owner/Direct descendant of
(If petitioner is not the document document owner
owner or not the direct
descendant)
Additional Documents: Please see
Annex A
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PERSON

CLIENT FEES TO | PROCESSI
STEPS AGENCY ACTION BE PAID NG TIME RESIT_CI;NSIB
1. Sign client None 5 minutes
logbook at
the front
desk in the
client area &
present
documents
subject to
correction
for
assessment
and
evaluation to
employee in
charge
1. Assess/ None 30 minutes Registration
evaluate and issue Ofer IV
checklist of LCRO
requirements
2. Submit 2.1 Check None 30 minutes Registration
supporting completeness of Ofer IV
documents documents/ LCRO
fc;r checking | requirements
o]
completenes
S
2.2 Issue order of None 3 minutes
payment
3. Pay to the For CFN/ | 30 minutes Cashier
cashier RA 10172 CTO
based on Filing Fee
the order of P3,000
payment Legal
Research
Fee
P30
For CCE
Filing Fee
P1,000
Legal
Research
Fee
P10
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For
migrant
petiton
+
Service
Free
For CFN/
RA 10172
P1,000
For CCE
P500
Indigent
petitioner
Free of
charge
3.1 Present | 3.1 Accept official None 10 minutes Registration
Official receipt and required Ofcr IV
receipt to supporting LCRO
employee in | documents
charge at
the LCRO
3.2 Prepare Petition 1 day Registration
for signature of Ofcr IV
petitioner/client’s LCRO
signature
4. Sign 4.0 Administer Oath 1 hour City Civil
CFN/CCE of the petitioner and Registrar
petition order publication LCRO
and posting
4.1 Prepare Notice | Publication | CFN/10172 | Registration
of Publication for through a 2 Ofer IV
CFN/CCE Publishing | Consecutive LCRO
RA9048/RA1017,N | Company Weeks
otice of Posting and
Certificate of
Posting
4.2 Posting of None 10 days Registration
Petition at LCRO Ofcr IV
Bulletin Board. LCRO
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4.3 Granting of None 5 days City Civil
petition of CCR of Registrar
Petitions for LCRO
CFN/CCE
4.4 Send granted Mailing 20 minutes | Registration
petition to PSA Expenses Ofer IV
Legal Service based on LCRO
Quezon city for courier Office Support
affirmation (JRS/LBC) Staffpp
LCRO
For migrant petition,
forward to records
keeping LCR
4.5 Advise client to None 5 minutes Registration
leave a contact Ofer IV
number for updates LCRO
of the petition once
PSA Affirmed the
petition, client is
informed through
phone to pay
endorsement fee at
the Cashier and
proceed to LCRO
5. Pay at the Endorsem | 20 minutes Cashier
cashier ent Fee CTO
based on R.A 9048/
order of R.A1.0172
payment P100.00
(TXT/Call) Convenien
and present ce Fee
O.Rto P20.00
employee in
charge at
LCRO
5.1 Accept O.R. None 20 minutes Registration
and prepare Ofcr IV
endorsement letter LCRO
of affirmed petition
to PSA Region 6 for
approval
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5.2 Send Affirmed | Mailing 20 minutes | Registration
Petition and Expenses Ofcr IV
endorsement letter | based on LCRO
to PSA Region 6 courier Office Subport
(JRS/LBC) < ﬁpp
LCRO
5.3 Furnish None Registration
Petitioner of Ofcr IV
affirmed petition LCRO
and endorsement
letter
6. Received None 5 minutes
affirmed
petition
TOTAL:
For CFN/RA 10172 | P 3,150.00 For CFN Special Law
Migrant | +P 1000 20 Days, 4 | RA 9048/RA
Hours and 10172
18 Minutes
For CCE | P1,130.00 For CCE
Migrant | + P 500.00 | 16 Days, 4
Hours and
18 Minutes
+ Mailing +Waiting
Expense time for
response
of
PSA/Recor
ds keeping
LCR
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Annex A
2 Photocopies for each and present original

For CFN AND CCE R.A. 9048/R.A. 10172 — SEX AND DATE OF BIRTH MONTH
AND DAY

NBI, Police clearance (submit original copy)

If employed, certificate of employer with employer’s clearance

(please state that he/she has no derogatory record in your company

and/or no pending administrative case).

If unemployed — affidavit of unemployment

If with business — Mayor’s, DT| and barangay business permit

Certificate of baptism

School records Form 137 (elementary or high school) or transcript of
record

Additional Requirement for RA 10172
Pre-school record (CCE sex and date of birth) If none, affidavit of non-
pre-school
Medical certification and certificate of authenticity (CCE sex)
Medical records, if none affidavit without existing medical record (CCE
sex and date of birth)

FOR CCE R.A. 9048 - TYPOGRAPHICAL ERROR

Certificate of baptism and school record Form 137/TOR (elem./high
school and college)

If married — marriage contract (subject person and parents)
Certificate of live birth — mother, father, 2 siblings and 2 children

If dead, certificate of death — father and mother

Additional Requirement If indigent — (4 P’s member, PWD’s and etc.)

Must secure the following:

Certification of indigence issued by Barangay Captain where the
petitioner resides

and by the Social Welfare Office.

Certification of no real properties or non-taxable properties from City
Assessors Office

If 4 P’s member — certification as 4 P’s beneficiary and 4P’s I.D.’S from
City Link
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10. Marriage Registration

Republic Act No. 3753 mandates the establishment of a civil register in the
Philippines where acts, events legal instruments and court decrees concerning
the civil status of person shall be recorded.

For ordinary marriage, the time for submission of the Certificate of Marriage is
Fifteen (15) days following the solemnization of marriage while for marriage
exempt from license requirement; the prescribe period is thirty (30) days, at the
place where the marriage was solemnized.

Service Availability: 8:00 A.M. to 5:00 P.M. Monday to Friday except
holidays.

Office or

Division: Office of the City Civil Registrar

Classification | On Time: Simple Late: Highly Technical

Type of G2C- Government to Citizen

Transaction:
Who may Solemnizing Officers, Couple or his/her duly authorized
avail: representative, church secretary

Sl Colrte WHERE TO SECURE

REQUIREMENTS

Marriage Contract (4 Original | Church, Court, Solemnizing Officer
Copies)

Additional Requirement:

For Marriage done outside of

Court/Place of worship:

e Duly notarized request of
couple with approval by
the solemnizing officer (1
original and 1 Photocopy)

For Delayed Registration:

¢ Negative Verification from
PSA Philippine Statistics Authority (PSA)
(1 Original, 2 Photocopies)

o Notarized Affidavit of the Couple execute affidavit in a notary public
Contracting
Parties/Solemnizing
Officer (3 Original Copy

e Notarized Affidavit of 2

. Witnesses
witnesses
e Proof that the Marriage Church, Court or Couples with Copy of
really took place unregistered Marriage Contract
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For Marriage under Article 34:

¢ Notarized Affidavit of
Cohabitation of
Contracting Parties (3
original copies)

Couple execute affidavit in a notary public

CLIENT AGENCY FEES TO PROCESSIN REZT’%SNC)STBL
STEPS ACTION BE PAID G TIME =
1. Sign client | 1. Receive None 5 minutes Registration
logbook & and examine Ofcr Il
Present completenes LCRO
Marriage s of
Contract and Document Office Support
Supporting and Staff
Papers Supporting LCRO
Paper
- if late 3 minutes
registration,
clientis
issued Order
of Payment
2. Pay to Marriage 30 minutes Cashier
Cashier at Fee CTO
CTO and P100.00
Present O.R. Secretary’s
(for late Fee
registration) P50.00
(if)r%n tirrt1e ) Convenienc
SKip this step e Fee P20
Doc. Stamp
Tax
P30.00
2.1 Receive None 2 minutes Registration
Official Ofer Il
Receipt LCRO
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2.2 City Civil
Registrar
sign the
COM and
order the
registration
at the
Marriage
Registry
Book and
Release
Client Copy
2.3
Employee in
charge
reqgister the
COM and
release
client’s copy
- For Late
Registration
after 11 days

None

None

5 minutes

5 minutes

City Civil
Registrar
LCRO

Registration
Ofer Il
LCRO

3. Receive
Marriage
Certificate

2 minutes

TOTAL:

Late
P200.00

52 Minutes
+ 11 Days
posting for
Late
Registration

228




11.0ut of Town Delayed Registration of Birth

Birth should be registered to the place of occurrence but there are times when
birth is not reported thus when verified in the Philippine Statistics Authority
yields a negative result.

In the good of the service, thus we facilitate the registration of birth of Cadiz
City residents who were born in other cities/municipalities without them going
physically to their birthplace.

Service Availability: 8:00 A.M. to 5:00 P.M. Monday to Friday except
holidays.

Office or

Division: Office of the City Civil Registrar

Classification | Simple

Type of G2C- Government to Citizen

Transaction:

Who may Cadiz City Residents born in other cities /municipalities without
avail: birth record

CHECKLIST OF WHERE TO SECURE

REQUIREMENTS

2 Photocopies of Phil. I.D. of PhilSys Registration Center
Registrant and/or Informant

Negative Verification of Birth Philippine Statistics Authority
(2 Photocopies present
Original)

2 Documentary Evidence to

prove facts of Birth (e.g.
Baptismal, School Record and | PePEd, Church, and other agency

etc.) (2 Photocopies)

Brgy. Residency Certification
(1 Original and 2 Photocopies | Punong Barangay where registrant is residing

2 Documentary evidences
showing the identity of parents | LCRO, Church, PhilSys Registration Center
such as their Birth Certificate,
Marriage Contract, National
[.D., Death Certificate of
Deceased parents

2 Photocopies of Marriage PSA/LCR where marriage took place
Contract
of Parents
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2 Photocopies Marriage
Contract of Subject Child or

applicant

PSA/LCR where marriage took place

2x2 white background
unedited front-facing photo of
the registrant taken within 3

months

Photography Studio

Certificate of Death of the
Document owner if application
is filed in behalf of a deceased

person

LCRO where death was registered, PSA

2 Copies of Affidavit for Out of
Town Delayed Registration
executed by the applicant

2 Copies of Joint Affidavit of

Witnesses

1 Valid ID for each witness

(1 photocopy)

Client

Client/Witnesses

CLIENT AGENCY FEES TO | PROCESSIN REZT’%SN()STBL
STEPS ACTION BE PAID G TIME E
1. Sign client 1. PACD None 5 minutes
logbook at the | assist client
front desk in to approach
the client’s employee in
area charge
2. Submit the 2. Receive None 15 minutes Registration Ofcr
required and examine i
documents to | the LCRO
the employee | completenes
in-charge s of
documents
and give
information
sheet for
basic birth
data
3. Fill-up the 3. Prepare None 20 minutes Registration Ofcr
information the COLB I
Sheet (Form 102) LCRO
Oatanessea | TS
in COLB) :
review and

affirmation of
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the data in

the COLB
4.1 Accept and None 10 Minutes
Review the
correctness of
data in COLB
4.2 If all data None 5 minutes
are correct,
sign the
informant
portion and the
affidavit for
delayed
registration
4.1 Review None 5 minutes Registration Ofcr
and sign i
the prepared LCRO
COLB and
forward the
accomplishe
d COLB and
supporting
documents to
CCR for
approval
4.2 CCR 5 minutes City Civil
approve the Registrar
accomplishe LCRO
d COLB and
supporting
documents
4.3. Issue 3 minutes Registration Ofcr
order of m
payment to LCRO
client
5.1 Pay to Service 30 minutes Cashier
Cashier at Fee for CTO
CTO Out of
Town
P200.00
5.2 Provide a | 5.1 Accept Registration Ofcr
contact O.Rand i
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number and
submit to
employee in
charge

Client’s
Contact
Number

5.2 Mail the
COLB and
supporting
documents
through PSA
Provincial
Office for
transmittal
and
endorsement
to receiving
LCR (Birth
Place of
Client)
through

5.3 Issue
Follow-
up/Claim slip
to client with
the
information
that the
application is
sent to LCRO
of client
birthplace

Mailing
Expenses
based on
courier
(JRS/LBC

)

None

20 minutes

3 minutes

Registration Ofcr
1l

Registration Ofcr
1l
LCRO

6. Receive
Follow-
up/Claim Slip

2 minutes

TOTAL:

P200 +
Mailing
Expenses

2 Hours and
3 Minutes +
waiting time
for the reply
of LCRO of
client’s
birthplace
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12.Processing of Request for Civil Registry Document in Security Paper
(SECPA) through BREQS

Clients no longer have to go to the PSA Serbilis outlet to get SECPA copy of
their Birth Certificate, Marriage Certificate and other Civil Registry Documents
but instead lodge their request at the LCR Office.

The office facilitates request of Civil Registry Document in Security Paper using
the Batch

Request Entry System (BREQS) wherein requests are loaded into the system
and then forwarded to a CRS outlet in batch manner for processing.

Service Availability: 8:00 A.M. to 5:00 P.M. Monday to Friday except
holidays.

Office or

Office of the City Civil Regist
Division: ice of the City Civil Registrar

Classification | Highly Technical

Type of G2C- Government to Citizen

Transaction:

Who may General Public

avail:

CHECKLIST OF WHERE TO SECURE
REQUIREMENTS

One (1) Photocopy of Proof of Government agency (e.g. SSS, GSIS,
Identification of the requester COMELEC,

LTO, PAG-IBIG, PhilHealth and like) or
Company where the requester is employed

If requester is not the document
owner, Authorization and

identification card of the document Document Owner

owner

Request Form Verification Section of LCRO
CLIENT AGENCY FEES TO | PROCESSIN REPSEPRg[\cl)gIB
STEPS ACTION BE PAID G TIME LE

1. Sign client 5 minutes

logbook at the
front desk of
LCRO client’s
area & Fill Up
appropriate
Request Form
and submit to
employee in
charge
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1.1 Check None 2 minutes DEMO |
appropriateness LCRO
of form used
and correctness Bookbinder I
of date written in LCRO
the form
1.2 Approve None 2 minutes
Request and
issue order of
payment
2.0 Accept order BREQS 30 minutes Cashier
of payment and FEE: CTO
pay to the Birth,
cashier. (For Marriage,
request of Death
stud.e.:nt birth' Regular:
fﬁg‘;‘f:;? skip P135.00
CENOMAR/
CENODEAT
H
P 80.00
2.1 Submit 2.1 Accept 3 minutes DEMO |
request form Request Form Birth, LCRO
and Official and payment for | Marriage,
Receipt together | pga Death Bookbinder I
with amount to for PSA LCRO
be paid to PSA Regular
P155.00
Student:
2.2 Issue P165.00 2 minutes
Acknowledgeme | CENOMAR/
nt Receipt and CENODEAT
release request | H
document on P210.00
the date stated
in the
acknowledgeme
nt receipt
3.1 Receive None 1 minute DEMO |
Acknowledgeme LCRO
nt Receipt
Bookbinder I
3.2 Claim result | 3. Release None 10 working LCRO
on the date SECPA copy of days or 2
stated at the Civil Registry weeks
acknowledgeme | pocument
nt Receipt requested
TOTAL: 10 working
Birth/Marriage/Deth | P300.00 Days (or 2
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CENOMAR/CENODEATH | P310.00 Weeks) and

45 Minutes

13. Provision of Statistical Reports and other Civil Registry Data

The Office of the City Civil Registrar’s Office holds some data such as statistical
data on registered birth, marriage and death as well as court orders and other civil
registry data.

. Some Government Agency and Private companies and Individuals sometimes
request for this data. These data are valuable for planning and other purposes.

Service Availability: 8:00 A.M. to 5:00 P.M. Monday to Friday except
holidays.

Office or

Division: Office of the City Civil Registrar

Classification: | Simple

Type of G2C- Government to Citizen

Transaction:

Who may Private and Government Agencies and Persons who need data on
avail: file.

CHECKLIST OF WHERE TO SECURE

REQUIREMENTS
A. One (1) Valid ID/Proof of
Identification of the requester

Any government agency issuing valid ID (DFA, LTO,
PRC, IBP, GSIS, SSS, PAG-IBIG, COMELEC,
PHILPOST, DOLE, MARINA, NBI, PNP,BIR)
SCHOOL, BRGY., COMPANY where employed

B. Request Letter (Original
Copy) stating the data needed
and for what purpose.

Requesting Agency and/or Private Individual

CLIENT AGENCY FEES TO | PROCESSING PERSON
STEPS ACTION BE PAID TIME RESPONSIBLE
1. Sign client None 5 minutes
logbook &
submit request
1. Accept None 15 minutes Registration
request Officer IV
and Verify (Designated
validity of DPO)
purpose LCRO
Clerk Il
LCRO
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2. Pay Secretary’s 30 minutes Cashier
Prescribed Fees Fee P50.00/ CTO
at the CTO and copy
present to LCRO Convenience
Employee in Fee P20.00
Charge (For Private
Individual
Only)
21 2 days Clerk Il
Prepare LCRO
Statistical
Report
and/or Civil
Registry
Data and
forward to
DPO
and/or
CCR for
approval &
Signature
2.2 5 minutes Registration
Approval & Officer IV
Signature (Designated
of DPO DPO)
and/or City Civil
CCR Registrar
LCRO
2.3 Issue 5 minutes Clerk Il
Requested LCRO
Report
and/or Civil
Registry
Data to
Client
3. Receive Copy 2 minutes
of Requested
Report and/or
Civil Registry
Data
TOTAL: P70.00 2 days 1 hour

& 2 minutes
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14. Registration of Court Orders/Decrees

Like other Civil Registry Documents, court decrees concerning the status of a
person shall be registered in the Civil Registrar's Office where the court is
functioning, within ten (10) days after the decree/order has become final.

Service Availability: 8:00 A.M. to 5:00 P.M. Monday to Friday except
holidays.

Ofﬂ.c? ot Office of the City Civil Registrar
Division:

Classification .

. Simple

TEE i . G2C- Government to Citizen
Transaction:

Wh? may Successful Petitioner

avail:

CHECKLIST OF WHERE TO SECURE

REQUIREMENTS

Original and 3 Certified
Photocopies of each:

1. SECPA copy and LCR Copy

of affected Civil Registry PSA/LCR where document was registered
Document

2. Original and Photocopy of the | Court that issued the Order

Court Order

3. Certificate of Finality Court that issued the Order

4. Certificate of Authenticity from | Court and LCR of place of order
Court and LCR

5. Certificate of Registration

issued by concerned Civil LCR of place where court order was issued
Registrar
CLIENT AGENCY FEES TO PROCESSIN RE:EPT)SNOSTBL
STEPS ACTION BE PAID G TIME E
1.1 Sign client None 5 minutes
logbook at the
front desk at the
LCRO client’s
area
1.2 Present 1.1 Examine None 20 Minutes Registration Ofcr
Court Order and | court order I
all the and LCRO
supporting completenes
documents to s of
employee in supporting
charge documents
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1.21f None 3 minutes Registration Ofcr
complete I
issue order of LCRO
payment
2.1 Pay to See Annex 30 Minutes Cashier
Cashier for fees of CTO
each Court
Order +
Convenienc
e FeeP
20.00
2.2 Present 2.1 Register None 10 Minutes Registration Ofcr
Official receipt Court Order Il
together with in Registry
the court order Book
and all the
supporting
documents
2.2. Prepare None 40 minutes Clerk Il
Cert. of LCRO
Registration,
Annotated Registration Ofcr
Civil Registry )
Record and LCRO
Certified
Copy of
Court Order
and
endorsement
to PSA for
approval of
Civil
Registrar.
2.3. Civil None 30 Minutes City Civil
Registrar Registrar
review, LCRO

approve and
order mailing
to
PSA/Records
Keeping
LCRO and
release copy
of requested
document
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2.4 Mail all Mailing Fee 20 Minutes Registration Ofcr
the (JRS/LBC) I
Documents or any LCRO
to courier
PSA/Records
Keeping
LCRO as the
case maybe
2.5 Release None 5 Minutes Registration Ofcr
personal file 1
copy of client LCRO
3. Receive 5 Minute
personal file
copy
TOTAL: 2 Hours and 48
Adoption | P 320.00 Minutes
Foreign Decree of Adoption 1,020.00
Legal Separation 1,520.00
Divorce 3,020.00
Naturalization 1,520.00
All Other Court Order 520.00
+ Mailing
Expenses
(JRS/LBC
or any
courier
ANNEX A
Type of Court Order Fee
Adoption P 300.00
Foreign Decree of Adoption 1,000.00
Legal Separation 1,500.00
Divorce 3,000.00
Annulment 1,500.00
Naturalization 1,500.00
All other type of Court Orders 500.00
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15. Registration of Legal instrument/Legitimation of Natural
Child

As a general rule, all legal instruments shall be registered in the Civil Registry
of the place where they were executed except the following:

« Affidavit of Reappearance — where the parties to the subsequent marriage are
residing

* Marriage Settlement — where the marriage was recorded

» Admission of Paternity and

» Acknowledgement; Legitimation; Voluntary Emancipation of Minor; Parental
Authorization or Ratification — where the birth of the child was recorded all legal
instruments executed abroad shall be registered in the Civil Registry Office of
Manila

Service Availability: 8:00 A.M. to 5:00 P.M. Monday to Friday except
holidays.

Office or

Division: Office of the City Civil Registrar

Classification | Highly Technical

Type of G2C- Government to Citizen
Transaction:

Who may Person who executes the legal instrument, parents of subject
avail: child, Subject person if of age

CHECKLIST OF
REQUIREMENTS WHERE TO SECURE

SECPA Copy of Birth PSA
Certificate of Subject Child (5
photocopies)

Marriage Contract of Parents | LCR/PSA
(4 photocopies)

Certificate of No Marriage of
Parents (CENOMAR) (4 PSA
Photocopies)

Joint Affidavit of Legitimation | Notary Public or Civil Registrar
executed by the Parents

Affidavit of Acknowledgement | Notary Public or Civil Registrar
of Paternity (4 Photocopies)

One (1) Valid identification Any government agency issuing valid 1D
Card of (SSS, GSIS,
parents of child (4 COMELEC etc.)

Photocopies)

Death Certificate of deceased | PSA/LCR where death is registered
parent
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PERSON

CLIENT AGENCY FEES TO PROCESSIN
STEPS ACTION BE PAID G TIME RESPCéNSIBL
1. Sign client None 5 minutes
logbook &
Present Live
Birth of Child
and
supporting
documents to
employee in
charge
1. Examine None 15 minutes Registration
for Ofcr Il
completenes LCRO
s of Registration
document if
complete Ofer 11
. ’ LCRO
issue order
of payment
2. Pay to the Legal 30 minutes Cashier
Cashier Instrument CTO
Fee
P250.00 +
Convenienc
e Fee 20.00
2.1. Register None 30 minutes Registration
legal Ofcr Il
instrument in LCRO
the regisiry Bookbinder I
book and LCRO
annotate
affected Civil
Registry
Record
2.2. Prepare None 40 minutes Registration
Certificate of Ofcr Il
Registration, LCRO
annotated ,
record and Office Support
endorsement Staff
LCRO

letter to PSA
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2.3. Review, None 20 minutes City Civil
approval and Registrar
signing of LCRO
Certificate of
Registration
by the Civil
Registrar
24. Mailing 20 minutes Registration
Endorse to Expenses Ofer Il
PSA all the (JRS/LBC LCRO
documents or any o
for issuance courier) Registration
of annotated Ofer 11
LCRO
copy
2.5 Release None 5 minutes
Client File
Copy and
Endorsed to
PSA for
issuance of
annotated
copy
3. Received 2 Minute
File
Copy
TOTAL: | P270.00+ | 2 Hours and
Mailing 47
Expenses Minutes
(JRS/LBC
or any
courier)
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16. Transcription/lssuances of Records of Birth, Marriage and
Death

Local copy of Civil Registry Documents registered in the LCRO such as Birth,
Marriage and Death Certificate may be availed of by securing a certified
transcription from the registry book or photocopy from the office file.

Service Availability: 8:00 A.M. to 5:00 P.M. Monday to Friday except
holidays.

Office or

Division: Office of the City Civil Registrar

Classification | Simple

Type of G2C- Government to Citizen

Transaction:

Who may Persons concerned, Parent, Husband and wife, Children, Nearest of
avail: Kin of the deceased.

CHECKLIST OF WHERE TO SECURE

REQUIREMENTS

A. One (1) Valid ID/Proof of Any government agency issuing valid ID (DFA,
Identification of the requester LTO, PRC, IBP, GSIS, SSS, PAG-IBIG,

COMELEC, PHILPOST, DOLE, MARINA, NBI,
PNP,BIR) SCHOOL, BRGY., COMPANY where
employed

B. Authorization Letter (Original
Copy) and 1.D. of document
owner if the requester is not the
Document Owner

C. If Husband or Wife (Marriage | LCR where Marriage Contract is registered
Contract)
D. If Child of the Document LCR where Birth Certificate is registered
Owner (Birth Certificate)

E. Affidavit of Nearest Kin of

Document owner

either Parents, or Child of the Execute an affidavit at Notary Public
Document Owner
CLIENT AGENCY FEES TO | PROCESSIN REF;EP%SN%TBL
STEPS ACTION BE PAID G TIME E
1. Sign client None 5 minutes
logbook & Fill
up Verification
Slip
1. Verify None 15 minutes Computer Oprtr
availability of 1
Data/Documen LCRO
t and upon
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availability Clerk Il
Issue Order of LCRO
Payment
2. Pay Birth/ 30 minutes Cashier
Prescribed Marriage/ CTO
Fees at the Death Fee
CTO and P100.00
present to Cert. Copy
Ié?nigyee in P20.00/
Charge copy
Doc. Stamp
Tax P30.00
+
Convenienc
e Fee
P20.00
2.1 Prepare 10 minutes Clerk Il
Civil Registry LCRO
Document and
forward to
CCR for
approval &
Signature
2.2CCR 3 minutes City Civil
approve & sign Registrar
the document LCRO
2.2 Issue 2 minutes Clerk Il
Certified copy LCRO
to Client
3. Receive 1 minute
Copy of
Requested Civil
Registry
Document
TOTAL: P170.00 1 Hour and 6
Minutes
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CITY TREASURER’S OFFICE
External Services

Business Tax, Fees, & Other Charges
Division
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1. Issuance of Community Tax Certificate (Individual/ Business/

Corporation)

A Community Tax Certificate or CEDULA is a document prepared, issued
and paid at the City Treasurer's Office by individuals or corporations (juridical
entities). It is a documentary requirement when filing an income tax, registering a
new business, renewal of business permit, and in some case this also serves as an
identification document pursuant to Section 156 of RA 7160 otherwise known as the
Local Government Code of 1991 and 2023 Cadiz City Revenue Code.

(8:00 AM - 5:00 PM Monday - Friday)

Office or Division:

CTO - Business Tax, Fees, & Other Charges
Division

Classification:

Simple

Type of Transaction:

G2C- Government to Client
G2B-Government to Business

All Residents of Cadiz City, eighteen (18) years of

Who may avail: age and above, Business Proprietors and
Corporations
CHECKLIST OF
REQUIREMENTS WHERE TO SECURE
1. Individual:
One(1) photocopy of Proof of
Income: Payroll slip, BIR Form Company, BIR

2316

One(1) Valid Identification
Card(ID)

DFA, SSS, GSIS, COMELEC, LTO, School,
Company, Senior Citizen’s/PWD Office

One(1) Original Duly
accomplished Taxpayer’s
Information Sheet (TIS)

Information Desk or Payment Counter of CTO,
City hall Il

2. New Business:

One(1) set of Original copy of
Unified Application Form with
Approved Initial Capital

City Treasurer’s Office

3. Renewal of Business:

Single Proprietor:

One(1) set of Original copy of
Unified Application Form with
Approved Annual Gross Receipts/
Sales

City Treasurer’s Office

Corporation :
One(1) Original copy of Certificate
of Property Holdings

City Assessor’s Office

One(1) set of Original copy of
Unified Application Form with
Approved Declaration Of Gross
Receipts/ Sales

City Treasurer’s Office

AGENCY

CLIENT STEPS ACTION

FEES TO BE
PAID

PROCESSING
TIME

PERSON
RESPONSIBLE
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1.Individual: 1.1. Accept the | None 2 Minutes Local Treasury
accomplished Operations
1. Present TIS and Officer
Identification required I/Revenue
Card(ID) or duly Documents Collection Clerk
accomplished Il - City
Taxpayer's Treasurer’s
Information Office
Sheet (TIS) and
any of the
following: Proof | 1.2. Encode the | Student — 2 Minutes
of Income, pertinent £5.00
Payslip, BIR information and | Senior Citizen- Local Treasury
Form 2316 to values as basis | £ 10.00 Operations
Windows 1, 2 or | for tax Officer
3 computation Unemployed: I/Revenue
and print the Male — Collection Clerk
CTC £20.00 Il - City
Female- Treasurer’s
£15.00 Office
Employed:
Monthly Salary
X 12 mos. X
1%
Add: Basic
Tax-P 5.00
(Interest of 2%
per month
of total due
if paid after
last date of
February of
each year)
2. Pay the tax 2.1. Receive the As per Tax 5 Minutes Local Treasury
due and receive | payment Computation Operations
the official CTC Officer
I/Revenue
Collection Clerk
Il - City
Treasurer’'s
2.1. Release None 2 Minutes Office
official CTC
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Local Treasury

Operations
Officer

I/Revenue

Collection Clerk

Il - City

Treasurer’s
Office

TOTAL: Asper | 44 Minutes
Computation

2. New

Business:

1. Present 1.1. Accept the 2 Minutes Local Treasury
required accomplished | None Operations
document/s TIS and Officer
and duly required I/Revenue
accomplished Documents Collection Clerk
Taxpayer's Il - City
Information Treasurer’s
Sheet (TIS) Office
to Windows
1,20r3 1.2. Encode the | Single

pertinent Proprietor: 2 Minutes
information £50.00 Local Treasury
and values for Add: Basic Operations
tax computation | Tax-P5.00 Officer
and print the Total — £55.00 I/Revenue
CTC Collection Clerk
Corporation: I - City
£500.00 - Treasurer’s
Basic Tax Office

2. Pay the tax 2.1. Receive the

due and receive | payment Local Treasury

the Official CTC Operations

Officer

Single I/Revenue

Proprietor: 5 Minutes Collection Clerk

#55.00 Il - City

Corporation: Treasurer’s

2.2. Release £500.00 Office
official CTC

Local Treasury

None 2 Minutes Operations
Officer
I/Revenue
Collection Clerk
Il - City
Treasurer’s
Office
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As per

TOTAL: . 11 Minutes
Computation
3. Renewal of
Business:
1. Present 1.1. Accept the | None 2 Minutes Local Treasury
required accomplished Operations
document/s and | TIS and Officer
duly required I/Revenue
accomplished Documents Collection Clerk
Taxpayer's I - City
Information Treasurer’s
Sheet (TIS) to Office
Windows 1, 2 or | 1.2. Encode the | Single 2 Minutes
3 pertinent Proprietor
information and | Business: Local Treasury
values for tax Annual Goss Operations
computation Receipt/ Sales Officer
and print the /1,000 x 1.00 I/Revenue
CTC Add: Basic Collection Clerk
Tax-P5.00 I - City
(Max. P 5,000) Treasurer’s
Corporation/ Office
Partnership/
Association:
Basic Tax —
£500.00:
Add: Property
Assessed
Value/P5,000
X2
Add: Gross
income/5,000
X2
(Max.®10,000)
(Interest of 2%
per month of
total due if
paid after last
date of
February of
each year)
As per Tax 5 Minutes Local Treasury
computation Operations
Officer
2. Pay the total | 2.1. Receive the I/Revenue

due and receive
the Official
CTC

payment

Collection Clerk
Il - City
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None 2 Minutes Treasurer’s
Office

2.2. Release

official CTC
Local Treasury
Operations
Officer
I/Revenue
Collection Clerk
Il - City
Treasurer’s
Office

As per
Computation

TOTAL: 11 Minutes

2. Collection of Miscellaneous Fees & Charges

Official Receipt for Fees & Charges is issued to individuals for processing
documents and other related payments to the City of Cadiz.

(8:00 AM - 5:00 PM Monday - Friday)

gfﬂ.c? or. CTO - Business Tax, Fees, & Other Charges Division
ivision:
Classification: Simple
Type of G2C- Government to Client
Transaction: G2B-Government to Business
Who may avail: | General Public
CHECKLIST OF

WHERE TO SECURE

City Health Office

City Engineer’s Office

Office of the Local Civil Registry

Register of Deeds

Office of the City Agriculturist

City Economic Enterprise & Management Office
City Mayor’s Office

City Environment & Natural Resources Office
City Legal Office

City Administrator’s Office

City Veterinary Office

City General Services Office

Sangguniang Panlungsod Office

Port Management Office

City Assessor’s Office

City Planning and Development Office

City Franchising and Regulatory Board

REQUIREMENTS

One (1) Original copy of Order of
Payment
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AGENCY FEES TO | PROCESSING PERSON
ClhlE Y e ACTION BE PAID TIME RESPONSIBLE
1. Present Order of | 1. Receive | Please 3 Minutes Local Revenue
Payment to payment | See Collection Officer Ill/
Windows 1, 2, | as per Schedule Revenue Collection
or3 order of of Fees Clerk Il - City
payment below Treasurer’s Office
2. Pay and 2.Issue As stated Local Revenue
receive the Official in 5 Minutes Collection Officer Ill/
Official Receipt | Receipt the Order Revenue Collection
of Clerk Il - City
Payment Treasurer’s Office
TOTAL: Please 8 Minutes
See
Schedule
of Fees
below
Developmental/ Convenience Fee.
a.) On Business Permit
ENTERPRISE SCALE ASSET LIMIT Rate of Fee
Micro — Industry 50,000 and below 100.00
Small — Scale Industries 50,000 to 200,000 200.00
Medium — Scale 200,000 to 1M 500.00
Industries
Large — Scale Industries 1M and above 1,000.00

b.) On Fees & Charges

gk

Peddlers
Fish Corrals
Transfer of Cadaver
Mayor’s Clearance
Certified True Copy .. ......... .
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6. Certifications ... .............. P 20.00
7. DancePermit................. P 50.00
8. Pumpboat..... .............. P 50.00
Local Civil Registry Fees
A. Marriage Related Fees:
1) Application for marriage license
For application where applicants are residents of P
the city, per applicant 150.00
For application where one of the applicants is a P
nonresident 225.00
For application where one of the applicants is a P
Foreigner 600.00
. . P
2) Marriage license fee 200.00
. . . P
Marriage license certificate 50.00
3) Marriage solemnization fee
: : . P
3.a License contracting parties 200.00
3.b Marriage under exceptional character under Article P
34 of the New Family Code 450.00
4) Marriage counseling fee per applicant
. P
4.a Regular counseling schedule 300.00
, . P
4.b Special request for counseling schedule 600.00
B. For registration of the following:
1) Legal instrument
b. Legitimation P
c. AUSF 250.00
d. Affidavit of Acknowledgement/ P
. . 250.00
Admission of Paternity P
250.00
2) Adoption P
300.00
3) Foreign Decree of Adoption
P1,000.00
4) Social Fee for Administrative Adoption
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Proceedings (R.A. 11222) P
500.00
5) Legal Separation
P1,500.00
6) Divorce
P3,000.00
7) Annulment
P1,500.00
8) Naturalization
P1,500.00
9) Voluntary renunciation of citizenship P
500.00
10) Affidavit of Oath of allegiance of wife and P
children of citizens 500.00
11) Voluntary emancipation of minors P
500.00
12) Judicial determination of Paternity affiliation P
500.00
13) Court Orders/ Decree affecting civil status of a P
person or to change entries in any certificate, 500.00
marriage or death
14) Recognition or acknowledgement of Natural P
Children or court decision/order regarding such 500.00
recognition or acknowledgement
15)| Other Court Decisions or Order not specified above P
500.00
16) Other legal documentation for record purposes P
200.00
17) On time Registration of Birth, Marriage, and Death Free of
charge
C. For certified copies of any document in the Register:
For first two (2) copies P100.00
For additional per copy P
20.00
D. Fee s for Petition under RA 9048 (As Specified under Republic Act
9048/RA
10172)
1) Filing Fee:
a.) Change of First Name P3,000.00
b.) Correction of clerical error P1,000.00
c.) Correction under RA 10172 P3,000.00
(correction of sex/date of birth)
2) Service Fee for Migrant Petitions:
a.) Change of Name
P1,000.00
b.) Correction of clerical error P
500.00
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c.) Correction under RA 10172
P1,000.00
3) Legal Research Fee (TRUST Fund UP Law Office)
a.) Change of Name P
30.00
b.) Correction of clerical error P
10.00
E. For preparation of affidavit, Certification or any
document by the City Civil Registrar
1) | Secretary’s Fee P
50.00
a.) First Copy P
50.00
b.) Additional copy P
20.00
2) | Service Fee for out-of-town registration P
200.00
F. Endorsement Fee of Civil Registry Document to PSA P 100.00
G. Endorsement Fee For Processing of Security Paper issued by
PSA
a) Birth, Marriage or Death P135.00
b) CENOMAR P 80.00

Office of the City Health Officer / Emergency Clinic Service Charges

KIND OF SERVICES

AMOUNT OF FEE

1. Medical Fees

In Patient:

Normal Delivery/Puericulture
(excluding medicine)
(Trust Fund)
Emergency Room Fee
NGT Insertion
Foley catheter insertion
IV insertion

P1,800.00 per delivery without
PhilHealth

30.00
50.00
50.00
50.00

T U U T
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Outpatient: P 100.00 per patient
Suturing (Wound)

Expanded Newborn Screening (ENBS) P1,800.00 without Philhealth
P 900.00 with a Certificate of
Indigency

Oxygen Fee (beyond four hours use)
P 50.00 per hour

2. Dental Services

Extraction per tooth P200.00 per tooth including
medicines, anesthesia & dental
supplies

Oral Prophylaxis (light to moderate) P250.00

Restorations (Tooth Filling) per cavity P250.00

Sealant per tooth P200.00

Flouride application P150.00

Saforide (temporary) P 50.00

3. Laboratory Examination Fees

Urinalysis P 40.00
Fecalysis P 40.00
Blood Typing P 60.00
Pregnancy Test P100.00
Gram-Staining P100.00
NS1 Test P300.00
CBC Platelet P150.00
Sputum Examination P 50.00
Rapid Antigen Test P500.00

4. X-ray Examination Fee

Chest X-ray P250.00
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APL

P400.00

5. Ambulance Fees (including DRRM)

City Emergency Clinic to Silay Hospital
(Non-emergency/elective case)

P1,000.00 per trip
P1,500.00 Round trip

City Emergency Clinic to Bacolod
(Nonemergency/elective case)

P1,500.00 per trip
P2,000.00 Round trip

City Emergency Clinic to Sagay or
Manapla (Non-emergency/elective case)

P 600.00 per trip
P1,000.00 Round trip

City Emergency Clinic to Silay to Silay or
Bacolod (Non-emergency/elective case)

P1,200.00 per trip
P2,000.00 Round trip

City Emergency Clinic to Manapla to Silay
or Bacolod (Non-emergency/elective case)

P1,200.00 per trip
P2,000.00 Round trip

City Emergency Clinic to San Carlos
Hospital/Others (Non-emergency/elective
case)

P2,000.00 per trip
P3,000.00 Round trip

6. Rehabilitation Center

Rehabilitation Fee

P 100.00 per patient

7. Fees on Death

Burial Permit and Cemetery Fee

P 75.00
Fee for exhumation of a cadaver P 75.00
Fee for removal or transfer of cadaver P 150.00
Fee for entrance of Cadaver P 75.00

Other Clearance Fees

There shall be paid for each clearance or certificate and an additional convenience
of twenty pesos (P20.00) for the following fees:

Clearance/Certificate RATE

1. Police blotter P35.00
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2. For People’s Law Enforcement Board (PLEB) P35.00
clearance

3. Prosecutor clearance P55.00

4. Judge clearance (MTCC) P55.00

5. Veterinary Health Certificate to transport or ship
out the following:

Large Cattle per head P35.00

Hogs P30.00

Goat/Sheep or other animals per head P25.00
Poultry PER HEAD

Day old chicks/gosling/duckling and other young poultry
and includes quails of any age

1-1,000 heads P75.00
+P0.10/head in excess of 1,000

Adult chicken, ducks, geese, turkey and other
domesticated fowl except gamefowls. P75.00
1-9 heads

+P0.10/head in excess of 9 heads

Broiler Chicken
1-1,000 heads

+P0.10/head in excess of 1,000 heads P75.00

Layer Chicken/ Culled Layer
1-9 heads P75.00
+P0.10/head in excess of 9 heads

Game Fowls

Fighting Cocks, Stags, Bull Stags P25.00/head
Dressed Chicken

1-100 pcs P75.00
+P0.10/pc in excess of 100 pcs

Hatching Eggs (fresh/sealed) balut P75.00
1-1,000 eggs

+ a fraction be counted as 1,000 eggs

Quail Eggs.

1-2,000 eggs P75.00
+ P0.10/ pc a fraction be counted as 1,000 eggs

Tenderloin, Beef Meat, Pork Meat, Goats Meat,

Poultry Meat, Etc. P50.00

1-10kilos
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+P0.50/kilo in excess of 10kilos

Lechon Pork per piece P50.00
Lechon Poultry P50.00
1-100 pieces

+P0.50/piece in excess of 100

Article G. Fees on the Impounding of Stray Animals

Section 3G.02. Imposition of Fee. There shall be imposed the following fees for each day
or fraction thereof on each head of astray animal found running or roaming at large, or
fettered in public or private places.

IMPOUNDING FEE

Large Cattle P750.00
All other animals P300.00
Dog impounding Fee P150.00/day

Section 3G.05. Penalty. Owners whose animals are caught astray and incurring
damages to plants and properties shall pay the following fines:

PENALTY

First Offense P 300.00/day
Second Offense P 600.00/day
For the third offense and each subsequent offense P1,200.00/day

Article K. Permit Fee for Temporary Use of Roads, Streets, Sidewalk Alleys,
Patios, Plazas and Playgrounds

Section 3K.01. Imposition of Fee.
1. For construction P120/sq.m. per week or fraction thereof

2. Others 10/sq.m. per day

3. Repair of fishnets
Purse seine P 1,000.00 per net/mo.
Trawl P 500.00 per net/mo.
Baby Trawl P 250.00 per net/mo.
Others P 100.00 per net/mo.

Article L. Permit and Inspection Fee on Machineries and Engines

Section 3L.01. Imposition of Fee. There shall be imposed an annual inspection fee on
internal combustion engines generators and other machines in accordance with the
following schedules:

a. Storage of gasoline, diesel, fuel, kerosene, and similar products
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500 to 2,000 liters P 300.00
2,100 to 5,000 liters P 400.00
5,001 to 20,000 liters P 500.00
20,001 to 50,000 liters P 600.00
50,001 to 100,000 liters P 900.00
Over 100,000 liters in P1,700.00
;nng);cr;:ﬁoc;f t1h 2(:’9%20 liters per 20,000 liters P 500.00
b. Storage of cinematographic film P 600.00
c. Storage of celluloid (flammable plastic) P 600.00
d. Storage of calcium carbide
Less than 50 cases P 400.00
50 to 90 cases P 500.00
100 or more cases P 600.00
e. Storage of tar, resin and similar materials
1) Less than 1,000 kls. P 300.00
2) 1,000 to 2,500 kls. P 400.00
3) 2,500 to 5,000 klIs P 500.00
4) Over 5,000 Kls. P 600.00
f. Storage of coal deposits
1) Below 100 tons P1,000.00
2) 100 tons or above P2,000.00
a. Storage of combustible, flammable or
explosive substance not mentioned P2,000.00
above

Section 3L. 02. Time of Payment. The fees imposed in this Article shall be paid to the
City Treasurer upon application for his permit with the Mayor to store the
aforementioned substances.

Section 3L.03. Administrative Provisions.

(a) No person shall keep or store at his place of business any of the
following flammable, combustible or explosive substances without
securing a permit therefore. Gasoline or naptha not exceeding the
quantity of One Hundred (100) gallons, kept in and used by launches
or motor vehicles, shall be exempt from the Permit Fee herein
required.

(b) The Mayor shall promulgate regulations for the proper storage of
said substances and shall designate the proper official, who shall
supervise accordingly.

Article M. Fee for Sealing and Licensing of Weights and
Measures
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Section 3M.03. Imposition of Fees. Every person before using instruments of weights
and measures within this city shall first have them sealed and licensed annually and
paid therefore to the City Treasurer the following fees:

ANNUAL SEAL AND LICENSE

(a) For sealing linear metric measures

Not over one (1) meter P
50.00
Measure over one (1) meter P
100.00
(b) For sealing metric measures of capacity
Not over ten (10) liters P 100.00
Over ten (10) liters P 150.00

(c) For sealing metric instruments of weights:

With capacity of not more than 30 kg.| P 100.00
With capacity of more than 30 kg. but not

more than 300 kg. P 150.00
With capacity of more than 300 kg. P
but not more than 3,000 kg. 200.00
With capacity of more than 3,000 kg. P
300.00

(d) For sealing apothecary balances of precision | P 150.00

(e) For sealing scale or balance with complete set of weights:

For each scale or balances or other P 100.00
Balances with complete set of weights for
use therewith

For each extra weight P 150.00

(f) For each and every re-testing and re-sealing of weights and measures
instruments including gasoline pumps, outside the office upon request of the
owner or operator, an additional service charge of seventy five pesos (P75.00)
for each instrument shall be collected.

Section 3M.04. Payment of Fees and Surcharge. The fees herein imposed shall be paid
and collected by the City Treasurer when the weights or measures instruments are
sealed, before their use and thereafter, on or before the anniversary date thereof.

The official receipt serving as license to use the instrument is valid for six (6)
months from the date of sealing unless such instrument becomes defective before the
expiration period. Failure to have the instrument re-tested and the corresponding fees
therefore paid within the prescribed period shall subject the owner or user to a surcharge
of five hundred percent (500%) of the prescribed fees which shall no longer be subject
to interest.
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Section 3L.07. Administrative Provisions.

(a) The official receipt for the fee issued for the sealing of a weight or measure shall
serve as a license to use such instrument for six months from the date of sealing.
Unless deterioration or damage renders the weight or measure inaccurate within
that period. The license shall expire on the day after the sixth month following its

original issuance.

Article P. Permit Fees on Motorized and Electric Tricycle Operation

Section 3P.02. Imposition of Fees.
operation of tricycle-for-hire.

There shall be collected an annual fee for the

Fees on Motorized Tricycle for hire: Closed type| Open Type Private Utility
Filing Fee P165.00 P165.00 P165.00
MTOP Fee P250.00 P320.00 P250.00
Annual Sticker P 75.00 P 75.00 P 75.00
Semi-annual Inspection sticker P 60.00 P 60.00 -
Supervision Fee P110.00 P110.00 P110.00
Franchise Tax P120.00 P120.00 P120.00
Health Fee P 50.00 P 50.00 P 50.00
Body No. P160.00 P160.00 -
Identification Card (Operator) P 70.00 P 70.00 P 55.00
Notification Sticker P100.00 P100.00 P100.00
Convenience Fee P 20.00 P 20.00 P 20.00
TOTAL| P1,180.00 | P1,250.00 P945.00
Surcharge for late payment: 25% of the
MTOP P 6250 | P 80.00 P 25.00
P110.00 fee for each additional unit
Fees on Private Motorized and e-Tricycle Privatg Pr.ivate &
Motorized | Tricycle
MTOP Fee P100.00 P100.00
Supervision Fee P 85.00 P 85.00
Health Fee P 50.00 P 50.00
Plate No. P100.00 P100.00
Notification Sticker P100.00 P100.00
Convenience Fee P 20.00 P 20.00
TOTAL P455.00 P455.00
Surcharge for late payment: 25% of the MTOP P 25.00 P 25.00

Article A. Fishery Rentals or Fees
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Section 5A.05. Registration of Fishing Boat/ Vessels.
No RATE FOR FOR
) PARTICULAR RESIDENT TRANSIENT
FISHERS FISHERS
1 Application Fee P30.00 P100.00
2 Inspection Fee P75.00 P150.00
3 Fees for Initial Registration / Issuance of New CN /
Reissuance of CN
1. Non-Motorized vessel Free of
Charge
2. Motorized vessel
a. 10hp or less P200.00 P300.00
b. More than 10 but less
than 15hp P200.00 P300.00
c. More than 15 but less
than 40hp P250.00 P350.00
d. More than 40 but less
than 80hp P350.00 P450.00
€. More than 80hp P500.00 P600.00
4 Renewal of Registration
1. Non-Motorized vessel Free of
Charge
2. Motorized vessel
a. 10 hp. or less P200.00 P300.00
b. More than 10 but less
than 15 hp. P200.00 P300.00
c. More than 15 but less
than 40 hp. P250.00 P350.00
d. More than 40 but less
than 80 hp. P350.00 P450.00
e. More than 80 hp. P500.00 P600.00
5 Entrance Fee P50.00 per
Section 5A.06. License/permit, Fishery Grant.
1. For license/permit to fish, the corresponding fees are classified base on
the gear used as follows:
LICENSE / PERMIT, FISHERY GRANT
Kind of Fishing
Gear (such as
It;m g?;sért::a;gﬁi’n%r License per armum for Resident L;%?}Tﬁﬁ ]f:) e;r
Gears Fishers Transient Fishers
used commonly
in the locality of
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not more than
50,000.00

WITH BOAT

Gillnet — all types
“pukot”

P100.00/1,000 m

P120.00/1,000 m

Pots (crab, fish,
squid)

P150.00/100 units

P180.00/100units

Handline (Hook & | P100.00 P120.00
Line)
Multiple Hook and| P100.00 P120.00
Line
Squid jigger P100.00 P120.00
“kawel/sunshine”
Lift Net “Siklop”
with LED light'
Less than 20 P30.00/bulb P36.00/bulb
watts
20.1 watts & P50.00/bulb P60.00/bulb
above
Spear Fishing? P100.00 P120.00
STATIONARY GEARS
Fish Corral
P1,500 for every
Shallow (0.1 m to| 10m2 & below = P150.00/m? in N/A
6m at high tide) | excess of 10m?
P2,000 for every
Deep (3mto 6 m| 10m2 & below + P200.00 / m2in N/A
at high tide) excess of 10m?
P2,000 for every
Lift Net 10m? & below + P200.00 / m?in
“tangkal-tangkal” | excess of 10m? /A
Filter Net
Shallow P500.00 N/A
P2,000 for every
Deep 10m? & below + P200.00 / m?in N/A

excess of 10m?2

OTHERS
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1. | Bangus fry P150.00 N/A
gathering

2. | Other gears not P150.00 N/A
mentioned

2. For Permits/License to Operate a Fishing Boat in the municipal waters of
Cadiz City, the following fees shall be paid annually:

RATE RATE FOR
FOR
NO. CATEGORY RESIDENT T'EQTI?E'EQT
FISHERS
A | Motorized with Engine of 10 HP or less P100.00 P150.00
B | Motorized with Engine of more than 10 P150.00 P250.00
HP but less than 15 HP
C | Motorized with Engine of more than 15 P300.00 P400.00
HP but less than 40 HP
D | Motorized with Engine of more than 40 P350.00 P450.00
HP but less than 80 HP
E | Motorized with Engine of more than 80| P500.00 P600.00
HP

Article M. Rental of City-Owned Farm Tractors and Implements

Section 5M.02.Imposition. There shall be collected fees on rentals of city
owned tractors and implements. The rentals of the equipment shall depend
upon the choice of the applicant/clientele or its availability under the following
condition, on a per hectare basis or the fraction thereof, to wit:

1. For rentals of farm tractor with implement (per pass)

NO. PARTICULAR FEE PER
HECTARE
1. | Mouldboard Plowing:
First Plowing P3,500.00
Second Plowing P3,000.00
2. | Disk Plowing:
First Plowing P3,000.00
Second Plowing P2,500.00
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3. | Harrowing
First Plowing P2,000.00
Second Plowing P1,500.00
4. Furrowing P1,500.00
5. Rotavator P2,500.00
6. | Trailer (at a maximum of 8 hrs./day) P2,000.00
7. | Leveling (using Backdozer) P2,000.00
2. For rentals of farm tractor without the use of any farm implements
NO. PARTICULAR FEE PER HECTARE
1. Rental of Tractor P2,000.00

3. For rentals of farm implements (per day) without Tractor

NO. PARTICULAR FEE PER HECTARE

a. | Mouldboard Triple Shank Plow P1,000.00
b. | Disk Plow P1,000.00
c. | Harrower P1,000.00
d. | Furrower (Eras) P 800.00
e. | Backdozer P1,000.00
f. Rotavator P1,000.00

Article T. Permit Fee for Operators of Public Utility Vehicles

Section 3T.01. Imposition of Fee. There shall be an imposition of fee on operators of
public utility vehicles maintaining booking office, terminal, or waiting station for the
purpose of carrying passengers from this city under a certificate of public convenience
and necessity or similar franchises;

Per Annum
Air-conditioned buses 1000.00 per unit
Buses without air conditioning 500.00 per unit
“Mini” buses 500.00 per unit
Taxis / V-hires 300.00 per unit

Article F. Dog Vaccination Fee

Section 4F.01. Imposition Fee- There shall be collected/imposed from every owner of
the dog a vaccination fee of Seventy-five pesos (P75.00) for every dog vaccinated
within the territorial jurisdiction of this city.
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Section 4F.04. Penalty — Any dog owner who fails to abide by any of the provisions of
the ordinance shall be subjected to a fine of Two Thousand Five Hundred (P2,500.00)
Pesos without prejudice to the provision of Section 3 (7).

Article J. Permit Fee for Zoning / Locational Clearance

Section 3J.01. Imposition of Fee. There shall be collected a Mayor's Permit Fee for
Zoning / Locational Clearance for all structures constructed in this City in accordance
with the prescribed Housing and Land Use Regulatory Board rates and additional
convenience fee of Twenty Pesos (P20.00) for each issuance request:

| I. ZONING/LOCATIONAL CLEARANCE
Residential Structures: Single or detached, the project cost of which is:
1. P100,000 and below P288.00
A.
2. Over 100,000 to P200,000 P576.00
P 720.00+(1/10 of 1% in excess of
3. Over P200,000.00 P200,000.00)
Apartments/Townhouses
1. P500,000 and below P1,440.00
2. P500,000 to 2Million P 2,160.00
B.
P 3,600.00 + (1/10 of 1% of costin
- excess of 2M
3. Over 2Mill
ver sviton regardless of the number of doors)
Dormitories
1. 2Million and below P3,600.00
C. P3,600.00+ (1/10 of 1% of cost in
2.0ver 2Million excess
of P2M regardless of the number of
doors)
Institutional, Project cost of which is
D.
1. Below 2Million P2,880.00
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P 2,880.00 + (1/10 of

0 .
2. Over 2Million 1%o0f cost in excess of P2M)

Commercial, Industrial, Agro-Industrial Project Cost of which is:

1. Below P100,000 P1,440.00
2. Over 100,000 — P500,000 P 2,160.00
E. 3. Over 500,000 - P1M P 2,880.00
4. Over P1M - P2M P 4,320.00

P7,200.00 + (1/10 of
5. Over 2Million 1%o0f cost in excess of P2M)

Special Uses/Special Project

(Gasoline station, cellsites, slaughter

F. house, treatment plant, etc.)
1. Below 2Million P7,200.00
5 Over 2Mill P7,200.00 + (1/10 of 1% of cost in
- Jver 2viitiion excess of P2M)
Alteration/Expansion (affected areas/cost
of - C
G. same as the original application
Expansion only)

Il. SUBDIVISION AND CONDOMINIUM PROJECTS (under P.D. 957)

A. Subdivision Projects

1. Approval of Subdivision Plan(including Town
Houses)

1. Preliminary Approval and Locational Clearance (P ALC)/Preliminary
Subdivision Development Plan (PSDP)

P 360.00/ha. or a fraction
thereof

P1,500.00/ha.
regardless of density

e Processing fee

e Inspection fee

2. Final Approval and Development Permit
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e Processing Fee

P2,880.00/ha.
regardless of density

e Additional Fee on Floor Area of housing
component

P 3.00/sq. m.

e Inspection Fee

P 1,500/ha.
regardless of density

3. Alteration of Plan (affected areas only)

Same as Final
Approval &
Development Permit

2. Certificate of Completion

e Certificate Fee

P 216.00

e Inspection Fee

3. Extension of Time to Develop

P1,500.00/ha.
regardless of density

e Processing Fee

P 504.00

e Additional Fee (unfinished area for
development)

P 14.40/sq.m.

e Inspection Fee

P1,500.00/ha.
regardless of density

B. Condominium Projects

1. Approval of Condominium Plans/Final Approval and Development Permit

1. Preliminary Approval and Locational Clearance

2. Final Approval / Development Permit

e Processing Fee P 720.00/sg.m.

a. Land Area P

7.20/sq.m.

b. No. of Floors

P 288.00/floor

c. Building Areas

P 23.05/sq.m. of GFA

e Inspection fee

P1,500.00/ha.

3. Alteration of Plan (affected areas only)

Same as Final Approval and
Development Permit

4. Conversion (affected areas only)

Same as Final Approval and
Development Permit
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2. Extension of Time to Develop

e Processing Fee

P 504.00/saleable lot

e Additional Fee (unfinished area
development)

P 17.30/sq.m.

e Inspection Fee

3. Certificate of Completion

P1,500.00/ha. regardless of
density

0 Certificate Fee

P 216.00

e Inspection Fee

P1,500.00/ha. regardless of
density

Il SUBDIVISION AND CONDOMINIUM S under B.P. 220

PROJECT

A. Subdivision Projects

1. Approval of Subdivision Projects

1. Preliminary Approval and Locational rance (PALC)
Clea

[0 Processing Fee

a. Socialized housing

P 90.00/ha.

b. Economic housing

P 216.00/ha.

[ Inspection Fee

a. Socialized housing

P1,500.00/ha.

b. Economic housing

P1,500.00/ha.

2. Final Approval and Development
Permit

[0 Processing Fee:

a. Socialized housing

P 600.00/ha

b. Economic housing

P 1,440.00/ha

0 Inspection Fee:

a. Socialized housing

P 1,500.00/ha

b. Economic housing

P 1,500.00/ha

(Projects already inspected for PALC
application may not be charged of
inspection fee)

Same as Final Approval and Development
Permit
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3. Alteration on plans (affected areas

(Same as final approval & Dev't.

Permit)

only)
P 72 .m.
4. Building permit (floor area of O/sq.m
housing unit)
2. Extension of Time to Develop
O Processing Fee
a. Socialized housing P 420.00/ha.
b. Economic housing P 504.00/ha.
Additional Fee (unfinished area for

P 2.88/sq.m

development)

O Inspection Fee

a. Socialized housing

P1,500.00/ha.

b. Economic housing

3. Certificate of Completion

P1,500.00/ha.

O Certificate Fee

a. Socialized housing P 180.00
b. Economic housing P 216.00
[0 Processing Fee
a. Socialized housing P 200.00/ha.
b. Economic housing P 600.00/ha.

0 Inspection Fee

P1,500.00/ha.

4. Occupancy Permit

[0 Processing Fee

a. Socialized housing

P 6.00/sq.m.

b. Economic housing

P 7.20/sq.m.

0 Inspection Fee (saleable floor|
area of the housing unit)

a. Socialized housing

P 1,500.00/ha.

b. Economic housing

P 1,500.00/ha.

B. Condominium Projects

1. Approval of Condominiums Plans

1. Preliminary Approval and
Locational Clearance

P 720.00
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2. Final Approval & Development
Permit

O Processing Fee

a. Total Land Area

P 7.20/sq.m.

b. Number of Floor

P 144.00/floor

c. Building Area

P  5.80/sq.m. of
GFA

0 Inspection Fee

P 1,500.00/ha

3. Alteration of Plan (affected area
only)

Same as Final Approval & Development
Permit

2. Extension of Time to Develop

[0 Processing Fee

P 3.00/sq.m.

[0 Inspection Fee (unfinished
area for development)

P 1,500.00/floor

3. Certificate of Completion

e Certification Fee

P 216.00

e Processing Fee

P  3.60/sq.m. of
GFA

e Inspection Fee

P 1,500.00/floor

IV. INDUSTRIAL/ COMMERCIAL SUBDIVISION

1. Approval of Industrial/Commercial Subdivision

1. Preliminary Approval and Locational

Clearance

e Processing Fee

P 432.00/ha

e Inspection Fee

P1,500.00/ha

2. Final Approval and Development Permit

[1 Processing Fee

P 720.00/ha.

0 Inspection Fee (Projects already

inspected for PALC

application may not be charged

of inspection fee)

P1,500.00/ha. Regardless of
location

3. Alteration of Plan (affected area only)

Same as Final Approval & Dev't.
Permit

2 . Extension of Time to Develop




0 Processing Fee P 504.00

0 Additional Fee (unfinished area

for development) P 14.40/sq.m.

[0 Inspection Fee

(affected/unfinished areas only) P1,500.00/ha.

3. Certificate of Completion

e Certificate Fee P 216.00
e Processing Fee
a. Industrial P 504.00/ha.
b. Commercial P 720.00/ha.
e Inspection Fee P1,500.00/ha.

V. FARMLOT SUBDIVISION

1. Approval of Farmlot Subdivision

1. Preliminary Approval and Locational Clearance

0 Processing Fee P 288.00/ha.
[ Inspection Fee P1,500.00/ha.
2. Final Approval and Development Permit
e Processing Fee P1,440.00/ha.
e Inspection Fee P1,500.00/ha.

(Projects already inspected for PALC
application may not be charged of inspection
fee)

, Same as Final Approval & Dev't.
3. Alteration of Plan (affected area only)

Permit
2. Extension of Time to Develop
O Processing Fee P 504.00
00 Additional Fee on Floor Area of
housing component & other P 14.40/sq.m.
development
O Inspection Fee P1,500.00/ha.
3. Certificate of Completion
0 Certification Fee P 216.00
[0 Processing Fee P1,200.00/ha
O Inspection Fee P1,500.00/ha.

F. MEMORIAL PARK/ CEMETERY PROJECT COL UMBARIUM
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. Approval of Memorial Park/Cemetery Project/ Columbarium

1. Preliminary Approval and Locational
Clearance (PALC)

. Memorial Projects

P 720.00/ha.

. Cemeteries

P 288.00/ha.

. Columbarium

P3,600.00/ha.

00 Inspection Fee

. Memorial Projects

P1,500.00/ha.

. Cemeteries

P1,500.00/ha.

. Columbarium

P1,500.00/ha.

2. Final Approval and Development Perm

it

. Memorial Projects P 3.00/sq.m.

b. Cemeteries P 1.35/sq.m.

. Columbarium P 300.00/floor
P 23.05/sq.m. of

GFA

P7.20/sq.m. of Land Area

O Inspection fee

(Project already inspected for PALC
application may not charged
inspection fee)

. Memorial Projects

P1,500.00/ha.

. Cemeteries

P1,500.00/ha.

. Columbarium

P1,500.00/ha.

3. Alteration Fee

Same as Final Approval & Dev’t. Permit

. Extension of Time to Develop

00 Processing Fee P 504.00
. Memorial Projects P1,440.00/ha.
. Cemeteries P 720.00/ha.
. Columbarium CP%FA 5.80/sq.m. of
[ Inspection Fee
(affected/unfinished areas P 24.00/unit

only)

. Memorial Projects

P1,500.00/ha.
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b. Cemeteries

P1,500.00/ha.

c. Columbarium

3. Certificate of Completion

P1,500.00/floor

O Certificate Fee

P 216.00

[0 Processing Fee

a. Memorial Projects

P1,440.00/ha.

b. Cemeteries

P 720.00/ha.

c. Columbarium

P 5.80/sq.m. of GFA

[ Inspection Fee

a. Memorial Projects

P1,500.00/ha.

b. Cemeteries

P7,500.00/ha.

c. Columbarium

P1,500.00/floor

VII. Other Transactions/Certifications

A. Other Certification

1) Zoning Certification

P 720.00/ha.
P 100.00 below 0.15 ha.

2) CMP Project Certification

a. Certificate Fee P 180.00
b. Inspection Fee P 600.00/ha.
VIIl. MAPS
1. Computer Generated Maps
a. Bond Paper Size P 200.00
b. Size 11 x 17 in. P 250.00
c. Colored — Size 42 x 24 in. P1,000.00
d. Colored — Size 42 x 36 in. P1,300.00
e. Colored — Size 42 x 48 in. P1,600.00

IX. PENALTIES — There is hereby impo

sed fines for violation on Zoning and

Subdivision Laws and Ordinances at the rate prescribed below

A. ZONING

1. Failure to secure Locational
Clearance prior to the start of
the project.

Land use:
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Project:
Industrial P 4,500.00
Agro-Industrial P 3,850.00
Agricultural P 3,300.00
Commercial P 3,300.00
Institutional P 2,640.00
Residential P 1,650.00
Special Project P 7,150.00

Section 3J.02. Time of payment. The fees in this Article shall be paid by the
applicant or his representative to the City Treasurer when zoning/locational
clearance is granted.

Section 3J.03. Administrative Provision. The City Mayor shall administer the provision
of this Article and other existing ordinances, executive orders, and laws relating to and
governing zoning/locational clearance.

3. Assessment and Collection of Business Tax and Regulatory

Fees for Issuance of Business Permit

For Business Proprietors and Corporations in line with processing for Business
Permit.

(8:00 AM - 5:00 PM Monday - Friday)

Office or Division: CTO - Business Tax, Fees, & Other Charges

Division
Classification: Simple
Type of Transaction: G2B-Government to Business
Who may avail: All Business Proprietors and Corporations

CHECKLIST OF REQUIREMENTS | WHERE TO SECURE

One (1) set of Duly Accomplished
Unified Application Form with
supporting documents

Business Permit & Licensing Office, City Hall
Il

CLIENT AGENCY FEES TO | PROCESSING PERSON
STEPS ACTION BE PAID TIME RESPONSIBLE
1.
ASSESSMENT
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1. Present
Unified
Application
Form from
the BPLO
with attached
required
documents to
Windows 1,
2,0r3

1.1. Assess
the Business
Tax, Fees &
Charges

1.2. Approval
of
Assessment
Bill

1.3.Print and
furnish copy
of
Assessment
Bill to BFP
personnel

1.4. BFP
personnel
prepare the
Assessment
Bill

1.5. Forward
the
Assessment

Please see
Table of
Tax, Fees &
other
Charges
below / As
per Revised
Local
Revenue
Code of
2023

None

None

Fire
Inspection
Fee(BFP):

If Total
payment is >
£500,
Standard
Fee of 500
is charge.

If Total
Payment is <
#500 Total
Fees &
Charges X
15%.

Note: If FSIC
is expired 50
% additional
charge from
the total
payment

10 Minutes

3 Minutes

3 Minutes

10 Minutes

3 Minutes

Local Revenue
Collection Officer Il/
Computer Operator
I/ Administrative
Aide Il - City
Treasurer’s Office

Local Revenue
Collection Officer
1V - City
Treasurer’s Office

Administrative Aide
Il |Computer
Operator | - City
Treasurer’s Office

c
FSESA/ASSESOR
-BFP

Administrative Aide
I1l/ Computer
Operator | - City
Treasurer’s Office

c
FSESA/ASSESOR
BFP

Local Revenue
Collection Officer
Ill/ Revenue
Collection Clerk Il -
City Treasurer’s
Office
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Bill to
Cashier None
5 Minutes
1.6. Cashier
validate the
Assessment | None
Bills from the
Assessors
(BFP &
CTO) &
inform the
client the
total
Assessment
due
2. PAYMENT
Local Revenue
1. Pay the 1.1. Issue | As stated on 10 Minutes Collection Officer Il
Assessment Bill | Official the / Revenue
Receipt Assessment Collection Clerk Il -
(CTO & BFP | Bill City Treasurer’s
Cashier) Office
Collecting Agent
BFP
C
FSESA/ASSESOR
10 Minutes BFP
1.2. Prepare | None Revenue Collection
the FSIC Clerk ll/Local
Revenue Collection
2. Receive 3 Minutes Officer Il - City
Official Receipt, | 1.3. Release | None Treasurer’s Office
Assessment Official
Bills and FSIC Receipts,
with attached Assessment Collecting Agent
required Bills & FSIC BFP
documents
TOTAL: As stated on 1 Hour

the
Assessment
Bill
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BUSINESS TAX: (Kind of Business )

(a)On manufacturers, assemblers, re-packers, processors, brewers, distillers, rectifiers,
and compounders or_liquors, distilled spirits, and wines or manufacturers of any
article of commerce of whatever kind or nature. In accordance with the following
schedule:

Amount of Gross CS:ZIIee:IdI:cYe;gf for the Preceding Amount of Tax per Annum
Less than 10,000.00 299.48
10,000.00 or more but less than 15,000.00 363.00
15,000.00 or more but less than 20,000.00 548.13
20,000.00 or more but less than 30,000.00 798.60
30,000.00 or more but less than 40,000.00 1,089.00
40,000.00 or more but less than 50,000.00 1,496.00
50,000.00 or more but less than 75,000.00 2,395.80
75,000.00 or more but less than 100,000.00 2,994.75
100,000.00 or more but less than 150,000.00 3,993.00
150,000.00 or more but less than 200,000.00 4,991.25
200,000.00 or more but less than 300,000.00 6,987.75
300,000.00 or more but less than 500,000.00 9,982.50
500,000.00 or more but less than 750,000.00 14,520.00
750,000.00 or more but less than 1,000,000.00 18,150.00
1,000,000.00 or more but less than 2,000,000.00 24,956.25
2,000,000.00 or more but less than 3,000,000.00 29,947.50
3,000,000.00 or more but less than 4,000,000.00 35,937.00
4,000,000.00 or more but less than 5,000,000.00 41,926.50
5,000,000.00 or more but less than 6,500,000.00 44,240.63
At a rate of forty-eight & four

6,500,000.00 or more tenths percent (48.40%) of
one percent (1%)

(b) On wholesalers, distributors, or dealers in any article of commerce of whatever
kind or nature in accordance with the following schedules:

Amount of Gross Sales/Receipts For the Preceding | Amount of Tax per Annum
Calendar Year:
Less than 1,000.00 32.67

1,000.00 or more but less than 2,000.00 59.90
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2,000.00 or more but less than 3,000.00 90.75
3,000.00 or more but less than 4,000.00 130.68
4,000.00 or more but less than 5,000.00 181.50
5,000.00 or more but less than 6,000.00 219.62
6,000.00 or more but less than 7,000.00 25955
7,000.00 or more but less than 8,000.00 299.48
8,000.00 or more but less than 10,000.00 338.80
10,000.00 or more but less than 15,000.00 399.30
15,000.00 or more but less than 20,000.00 499.13
20,000.00 or more but less than30,000.00 598.95
30,000.00 or more but less than 40,000.00 798.60
40,000.00 or more but less than 50,000.00 1,197.90
50,000.00 or more but less than 75,000.00 1,796.85
75,000.00 or more but less than 100,000.00 2,395.80
100,000.00 or more but less than 150,000.00 3,394.05
150,000.00 or more but less than 200,000.00 4,392.30
200,000.00 or more but less than 300,000.00 5,990.11
300,000.00 or more but less than 500,000.00 7,986.00
500,000.00 or more but less than 750,000.00 11,979.00
750,000.00 or more but less than 1,000,000.00 15,972.00
1,000,000.00 or more but less than 2,000,000.00 18,150.00
2,000,000.00 or more At a rate of forty-eight & four
tenths percent (48.40%) of

one percent (1%)

The businesses enumerated in paragraph (a) above shall no longer be subject to the tax
on wholesalers, distributors, and dealers provided in this Article.

(c) On exporters, and on manufacturers, millers, producers, wholesalers, distributors,
dealers, or retailers of the ESSENTIAL COMMODITIES enumerated hereunder at a
rate not exceeding one-half (1/2) of the rates prescribed under Subsections (a), (b),
and (d) of this Article:

Rice and Corn;

Wheat or cassava flour, meat, dairy products, locally manufactured,
processed, or preserved food, sugar, salt, and other agricultural, marine,
and fresh water products, whether in their original states or not;

Cooking oil and cooking gas;

Laundry soap, detergents, and medicine;

Agricultural implements, equipment and post-harvest facilities; fertilizers,
pesticides, insecticides, herbicides, and other farm inputs;

Poultry feeds and other animal feeds;

School supplies, and

Cement

For purposes of this provision, the term exporter shall refer to those who are principally
engaged in the business of exporting goods and merchandise, as well as manufacturers
and producers whose goods or products are both sold domestically and abroad. The
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amount of export sales shall be excluded from the total sales and shall be subject to rates
not exceeding one half (1/2) of the rates prescribed under paragraphs (a), (b), and (d) of
this Article.

(d) On retailers

Gross Sales/Receipts for the Preceding year Rate of Tax Per Annum
More than P50,000.00 but not over P400,000.00 3.3%
More than 400,000.00 1.65%

The rate of three percent and three tenth percent (3.3%) per annum shall be imposed on
sales not exceeding Four Hundred Thousand Pesos (P 400,000.00) while the rate of one
and sixty-five hundredths percent (1.65%) per annum shall be imposed on sales in excess
of the first Four Hundred Thousand Pesos (P 400,000.00). However, barangays shall
have the exclusive power to levy taxes on stores whose gross sales or receipts of the
preceding calendar year does not exceed Fifty Thousand Pesos (P50,000.00) subject to
existing laws and regulations.

(e) On contractors and other independent contractors, in accordance with the following
schedule:

Amount of Gross Sales/Receipts For the Amount of Tax per Annum
Preceding Calendar Year:
Less than 5,000.00 49.91
5,000.00 or more but less than 10,000.00 111.93
10,000.00 or more but less than 15,000.00 189.66
15,000.00 or more but less than 20,000.00 299.48
20,000.00 or more but less than 30,000.00 499.13
30,000.00 or more but less than 40,000.00 698.78
40,000.00 or more but less than 50,000.00 998.25
50,000.00 or more but less than 75,000.00 1,597.20
75,000.00 or more but less than 100,000.00 2,395.80
100,000.00 or more but less than 150,000.00 3,593.70
150,000.00 or more but less than 200,000.00 4,791.60
200,000.00 or more but less than 250,000.00 6,588.45
250,000.00 or more but less than 300,000.00 8,385.30
300,000.00 or more but less than 400,000.00 11,180.40
400,000.00 or more but less than 500,000.00 14,973.75
500,000.00 or more but less than 750,000.00 16,788.75
750,000.00 or more but less than 1,000,000.00 18,603.75
1,000,000.00 or more but less than 2,000,000.00 20,872.50
At a rate of forty - eight & four
2,000,000.00 or more tenths percent (48.40%) of
one percent (1%)
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Provided, that in no case shall the tax on gross sales P2,000,000.00 or more be less
than P 18,975.00

(f) On Banks and other Financial institutions, at the rate of Seventy Five percent (75%) of
one percent (1%) of the gross receipts.

(9) Restaurants, cafes, cafeterias, carinderias, eateries, food caterers, ice cream and
other refreshment parlors, and soda fountain bars:

Gross Sales/Receipts for the Preceding year iate R
nnum
P 50,000.00 P 1,361.25
For every 1,000.00 or fraction thereof in excess of 50,000.00 P 30.25

(h) The same rates of graduated taxes, viz:

Amount of Gross Sales/Receipts For the Amount of Tax per
Preceding Calendar Year: Annum

Less than P5,000.00 P 49.91
P 5,000.00 or more butlessthan P 10,000.00 P 111.93
P 10,000.00 or more but lessthan P 15,000.00 P 189.66
P 15,000.00 or more but lessthan P 20,000.00 P 299.48
P 20,000.00 or more butlessthan P  30,000.00 P 499.13
P 30,000.00 or more but lessthan P 40,000.00 P 698.78
P 40,000.00 or more butlessthan P  50,000.00 P 998.25
P 50,000.00 or more butlessthan P  75,000.00 P 1,597.20
P 75,000.00 or more but less than P 100,000.00 P 2,395.80
P 100,000.00 or more but less than P 150,000.00 P 3,593.70
P 150,000.00 or more but less than P 200,000.00 P 4,791.60
P 200,000.00 or more but less than P 250,000.00 P 6,588.45
P 250,000.00 or more but less than P 300,000.00 P 8,385.30
P 300,000.00 or more but less than P 400,000.00 P11,180.40
P 400,000.00 or more but less than P 500,000.00 P14,973.75
P 500,000.00 or more but less than P 750,000.00 P16,788.75
P 750,000.00 or more but less than P 1,000,000.00 P18,603.75
P 1,000,000.00 or more but less than P P20,872.50
2,000,000.00
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P 2,000,000.00 or more At a rate of forty - eight
& four tenths percent
(48.40%) of one percent
(1%)

Provided, that in no case shall the tax on gross sales of P2,000,000.00 or more be
less than P20,872.50 are hereby imposed on the businesses hereunder
enumerated:

Commission agents;
Lessors, dealers, brokers of real estate;
Travel agencies and travel agents;

Boarding houses, pension houses, motels, apartments, apartelles and
condominiums;

e.  Subdivision owners/private cemeteries and memorial parks;
f. Privately-owned markets;

g. Hospitals, medical clinics, dental clinics, therapeutic clinics, medical
laboratories, dental laboratories;

h.  Operators of Cable Network System;
i. Operators or computer services establishments;
j- General consultancy services;

Qo oo

All other similar activities consisting essentially of the sale of services for a fee.

Provided, that in no case shall the tax on gross sales of 2,000,000.00 or more be
less than P20,872.50.

(i) On any businesses not otherwise specified in the preceding paragraphs: at the
rate of Three percent (3%) of sales or gross receipts of the preceding year but not
less than the amount set opposite each:

(j) On peddlers engaged in the sale of any merchandise or article of commerce, at the
rate of seventy-five pesos (P75.00) per peddler annually.
Article A. Mayor’s Permit Fee on Business

Imposition of Fee. For purpose of the Mayor's Permit Fee, the following Philippine
definition of business size is hereby adopted:

Enterprise Scale Asset Limit Workforce
Cottage Small P 500,000 and below 1-10
Medium Large Over P 500,000 to P 3M 11-99

Over P3Mto P 15M 100-199
Over P 15M 200 or more
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The permit fee shall either be based on
whichever will yield the higher fee.

asset size or number of workers,

Classification/Category

Rate of Fee per Annum

1. | On Manufacturers/Importers/Producers

Micro-Industry P 350.00
Small-scale Industries P 660.00
Medium-Scale Industries P 1,320.00
Large-Scale Industries P 2,640.00

2. | On Banks
Rural, Thrift and Savings Banks P 2,200.00
Commercial, Industrial & Dev't. Banks P 4,400.00
Universal Banks P 6,600.00
3. | On Other Financial Institutions
Small 2,200.00
Large P 6,60000
4. | On Contractors/Service Establishments
Small-scale Industries P 440.00
Medium-Scale Industries P 880.00
Large-Scale Industries P 1,100.00
5. | On Wholesalers/Retailers/Dealers or
Distributors

Micro-Industry P 220.00
Small-scale Industries P 550.00
Medium-Scale Industries P 1,100.00
Large-Scale Industries P 1,320.00

6. | On Trans-loading Operations
Medium P 4,400.00
Large P 6,600.00
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7. | Renewable Energy Companies P 5,000.00
8. | On Telecommunications, Cable Companies,
Internet Providers and Internet Café
Micro P1,000.00
Cottage P1,500.00
Small P2,000.00
Medium P3,000.00
Large P5,000.00
9. | On Real Estate Lessors
(Commercial Building)
P1.000.00
Cottage P2,000.00
Small P3,500.00
Medium P5,000.00
Large
(Residential Building)
Cottage P1,000.00
Small P1,200.00
Medium P1,600.00
Large P2,500.00
10.| Hotels, Motels, Pension Houses, Apartelles,
Apartments, Condominiums
Cottage P 800.00
Small P1,000.00
Medium P2,000.00
Large P3,000.00
11.) Lodging/Boarding House
Micro P 400.00
Cottage P 800.00
Small P1,000.00
Medium P1,500.00
Large P2,500.00
12.| Restaurants, Cafes, Cafeterias, Carinderias,

Eateries, Snackhouses, Refreshment, Ice
Cream and other Refreshment Parlors, and
Catering Services
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requirements)

Micro P 300.00
Cottage P 700.00
Small P 1,000.00
Medium P 1,500.00
Large P 2,000.00
13.| Amusement Places (to include but not limited
to Video-Karaoke Bars, Video Houses,
Theaters, Cinema Houses, Resorts and Disco
Houses)
Micro P 500.00
Cottage P 800.00
Small P1,000.00
Medium P2,000.00
Large P3,000.00
14.) Other Businesses not mentioned
Cottage P 220.00
Small-scale Industries P 550.00
Medium-Scale Industries P1,100.00
Large-Scale Industries P1,320.00
15.| Dinagsa Kiosk during Dinagsa Festival P5,000.00
(Exclusive of canopy rental, electricity and (Ordinance No.
water consumption, and fees for other 04-2023)

Sanitary Inspection Fee. Imposition of Fee.

Kind of Business

Rate of Fees

Financial institutions

Amusement places P800.00
Manufacturers, producers, laundry shops,
laboratories, private markets, private P600.00
hospitals, private schools, warehouses,
department stores, and shopping centers
Importer, exporter, wholesaler P600.00
Hotel, motel, apartelle, pension house, and P600.00
other similar institutions

P600.00
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Medical and dental clinics P500.00
Institutions for learning P500.00
Public eating places such as restaurants, P400.00
refreshment parlors, carinderias, etc.

Establishments offering services P400.00
Apartment, house for rent, accessories, P400.00
boarding houses, and other similar

institutions

Retailers and other establishments not P300.00
included in the above

Health Examination/ Service Fees. Imposition of Fee. Fifty Pesos (P50.00) / person
A fee of Thirty Pesos (P30.00) shall be collected for each additional copy of

subsequent issuance of a copy of the initial, medical certificate issued by the City Health
Officer.

Solid Waste Management Fee . Imposition of Fee.

SOLID WASTE COLLECTION FEES PER YEAR

Small Scale Business P 480.00 or P40.00/Month
Medium Scale Business P 1,200.00 orP100.00/Month
Large Scale Business P 3,000.00 or P250.00/Month
Mega Large-Scale Business P 4,800.00 or P400.00/Month

Zonal Permit Fee: P 100.00

Electrical Fee: (City Planning/Engineer’s Office RATES)
Miscellaneous Fee: P40.00

Business Tax Clearance: P175.00

INTEGRATION OF BARANGAY CLEARANCE FEES AS PER CITY ORDINANCE
NO. 22-2023, SERIES OF 2023.
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BARANGAY FEES AS PER BARANGAY

BARANGAY CLEARANCE FEES ON BUSINESS
BARANGAY ZONE 1

CLASSIFICATION OF BUSINESS RATE
BARANGAY BUSINESS CLEARANCE
FOR VEHICLES 100.00
FOR ESTABLISHMENTS 150.00

BARANGAY CLEARANCE FEES ON BUSINESS
BARANGAY ZONE 2

CLASSIFICATION OF BUSINESS RATE

A. STORE OR RETAILER
1 | SARI SARI STORE 150.00
2 | GROCERY STORE 300.00
3 | CAFETERIA/COFFEE SHOP 300.00
4 | CARINDERIA AND FOOD CATERER 300.00
5 | ICE CREAM AND OTHER REFRESHMENT PARLOR 200.00
6 | RESTAURANT/EATERY 300.00
7 | FOOD STAND 150.00
8 | FISHVENDOR WITH STALL 150.00
9 | FISH VENDOR (AMBULANT) 100.00

RETAILER OF DRESSED CHICKEN, MEAT, FRESH OR
10 | PRESERVED 300.00
11 | DRY GOODS STORE 300.00
12 | HARDWARE 300.00
13 | SIDEWALK RETAILER INCLUDING TRANSIENT VENDOR 100.00

287




14

RICE AND CORN DEALER

300.00

B. ON MANUFACTURERS, ASSEMBLERS, RE-PACKERS

AND PACKERS

1 | BAGO-ONG, SALTED AND DRIED FISH DEALERS 300.00
2 | FRESH EGGS, CHICKEN AND HOG DEALERS 300.00
3 | BAKERY 300.00
4 | BOXES MAKERS 300.00
5 | CANDLE AND WAX MAKER 200.00
6 | CANDY MAKER
7 | HOLLOW PRODUCTS AND CONCRETE PRODUCS 300.00
8 | GALVANIZED IRON SHEET AND ALUMINUM CONTAINER 300.00
/BANERAS
9 | HOME INDUSTRIES AND FURNITURES 300.00
10 | ICE CREAM AND FROZEN DELIGHTS 200.00
11 | OTHER MANUFACTURERS, PRODUCERS 500.00
NOT MENTIONED ABOVE
C. ON CONTRACTOR AND SERVICE ESTABLISHMENTS
1 | PAINTING SERVICES 300.00
2 | GASOLINE STATION 500.00
3 | BARBER SHOP 150.00
4 | BATTERY CHARGING SHOP 150.00
5 | BEAUTY PARLOR 150.00
6 | VIDEO TAPE COVERAGE SERVICES 300.00
CONSTRUCTION AND REPAIR SHOP FOR MOTOR
7 | VEHICLES 300.00
8 | FURNITURE REPAIR SHOP 200.00
9 | LUMBER YARDS 300.00
PERSON ENGAGED IN THE INSTALLATION OF SOUND
10 | SYSTEM 300.00
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11 | PHOTOGRAPHY STUDIO 200.00
CLASSIFICATION OF BUSINESS RATE

12 | PUBLIC WAREHOUSE AND BODEGA 500.00
13 | RENTING OF IMPLEMENTS LIKE TRICYCLE, AUTOMOBILE 200.00
14 AND TRUCKS

15 | WELDING SHOP 200.00
16 | MACHINE SHOP 200.00
17 | ROASTING OF PIGS AND FOWLS 200.00
18 | TAILORING AND DRESS SHOPS 200.00
19 | VULCANIZING SHOP 200.00
20 | BOARDING HOUSE 500.00
21 | LODGING HOUSE AND MOTELS 500.00
22 | GIFT SHOP 200.00
23 | ELECTRONICS SHOP 300.00
24 | DRUG TESTING 500.00
25 | LENDING 500.00
26 | SAND AND GRAVEL 500.00
27 | CAR WASH OF ANY VEHICLE 300.00
28 | REAL ESTATE LESSOR 500.00
29 | FAST FOOD, EATERIES AND OTHER 500.00
30 | ESTABLISHMENT NOT MENTIONED ABOVE 500.00

D. ON AMUSEMENTS PLACE AND DEVICES

1 | COCKTAIL LOUNGE OR VIDEOKE BAR 300.00
2 | BILLIARD OR POOL HALL 150.00
3 | CIRCUS CARNIVAL 200.00
4 | MERRY GO ROUND, ROLLER COASTER, FERRIS WHEEL 200.00
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5 | SHOOTING GALLERIES 200.00
6 | VIDEO HOUSES 200.00
7 | CINEMA HOUSE AND THEATERS 300.00
8 | BOWLING ALLEY 500.00
9 | BETAPLAYER AND OTHER MACHINE PLAYER 300.00
10 | KARAOKE BAR/VIDEOKE 300.00
11 | COMPUTER GAMES MACHINE 300.00
12 | COMPUTER W/ INTERNET MACHINE 300.00
BARANGAY CLEARANCE FEES ON BUSINESS
BARANGAY ZONE 3
CLASSIFICATION OF BUSINESS RATE
1 | STORE OR RETAILER 100.00
2 | ON CAFES, CAFETERIAS AND CARINDERIAS 100.00
3 | ON BUSINESS ESTABLISHMENTS PRINCIPALLY 100.00
RENDERING SERICES
4 | ON PRIVATELY OWNED PUBLIC MARKETS
A. ON REAL ESTATE DEALERS 200.00
B. ON BOARDING HOUSES 120.00
5 | FOOD STANDS 100.00
6 | DEALERS OF FERMENTED LIQUORS, WINES & TUBA 100.00
7 | LEAF TOBACCO AND CIGARETTE RETAILER 100.00
8 | ON AMUSEMENT PLACES
A. DAY AND NIGHT CLUB 300.00
B. DAY CLUB OR NIGHT CLUB 200.00
C. COCKTAIL LOUNGE OR BAR 200.00
D. CABARET AND DANCE HALL 300.00
E. BILLIARD AND POOL HALL 120.00
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F. BOWLING ALLEY

120.00

G. CIRCUS, CARNIVAL OR THE LIKE 300.00
H. MERRY GO ROUND, ROLLER COASTER AND THE LIKE | 150.00
I. COCKPITS 300.00
PLUS: SULTADA FEE PER COCKFIGHT
DERBY COCKFIGHT 100.00
ORDINARY COCKFIGHT 50.00
J. THEATERS AND CINEMA HOUSES
AIR-CONDITIONED 300.00
ORDINARY 150.00
SING ALONG JOINTS 150.00
1. | ON MANUFACTURERS, ASSEMBLERS, RE-PACKERS
AND PACKERS
1.1 | BAGO-ONG, SALTED AND DRIED FISH DEALERS 100.00
1.2 | BAKERY
MECHANIZED 100.00
MANUAL 100.00
1.3 | BED AND/OR MATTRESSES
MECHANIZED 100.00
MANUAL 75.00
BOTTLES/BOTTLING PLANT 200.00
1.4 | BOXES 200.00
1.5 | CANDLES 100.00
1.5 | CANNED GOODS 100.00
1.6 | CONFECTIONERY AND CANDIES 75.00
1.7 | CONCRETE HOLLOW BLOCKS 100.00
CLASSIFICATION OF BUSINESS RATE
1.8 | GALVANIZED IRON SHEET AND ALUMINUM CONTAINER 100.00
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1.9 | HOME INDUSTRIES AND FURNITURES 100.00
161 ICE, ICE CREAM AND FROZEN DELIGHTS 100.00
1i1 SOAP AND COSMETICS 100.00
1é1 STEEL AND IRON PRODUCTS 200.00
151 REPACKER
A RECTIFIERS, BREWERS AND DISTILLERS 100.00
A WINES, LIQUORS AND DISTILLED SPIRITS COMPOUNDERS | 100.00
s | oTHER MANUFACTURERS, IMPORTERS AND 100.00

PRODUCERS NOT MENTIONED ABOVE
2. | ON RETAILERS, DEALERS, INDEPENDENT WHOLESALERS

AND DISTRIBUTORS
2.1 | AGRICULTURAL PRODUCS 100.00
2.2 | AUTOPARTS 100.00
2.3 | DRUGS AND COSMETICS 300.00
2.4 | DRY GOODS, CLOTHES AND TEXTILES 100.00
2.5 | GENERAL MERCHANDISE

SARI SARI (BARANGAYS) 50.00

INSIDE PUBLIC MARKET 100.00
26 | GLASSWARES 200.00
2.7 | GROCERIES 200.00
2.8 | JEWELRIES 200.00
2.9 | LUMBER/WOOD AND CONSTRUCTION MATERIALS

ALL KINDS 200.00

COCO LUMBER 100.00

BAMBOO AND ITS PRODUCTS AND NIPA SHINGLES 100.00
261 LUBRICATING OILS AND OIL BY-PRODUCTS 100.00
gl LIQUIFIED PETROLEUM GAS 100.00
% KEROSENE, DIESEL AND GASOLINE
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WITH FILLING STATION - PER PUMP

AVIATION GASOLINE 100.00
SPECIAL GASOLINE 100.00
REGULAR GASOLINE 100.00
DIESEL 100.00
KEROSENE 100.00
WITHOUT FILLING STATION OR PUMP
GASOLINE/DIESEL 50.00
KEROSENE 50.00
231 VENDORS, BUYERS AND DEALERS (PUBLIC MARKET)
CHICKEN, FOWLS AND EGGS 100.00
FISH VENDORS 100.00
FRUITS, SPICES AND VEGETABLES 100.00
HOGS 100.00
LARGE CATTLE AND OTHER LIVESTOCK 100.00
MEAT, FRESH AND PRESERVED 100.00
CLASSIFICATION OF BUSINESS RATE
PLANTS AND FLOWERS 100.00
24.11 OTHER RETAILERS, WHOLESALERS, DEALERS 100.00
AND DISTRIBUTORS NOT MENTIONED ABOVE
3. | ON EXPORTERS 100.00
4. | ON ESSENTIAL COMMODITIES 100.00

THE PERMIT FEES ON THE BUSINESS OF
MANUFACTURING,

PRODUCING, IMPORTING, WHOLESALING AND RETAILING
OF

ESSENTIAL COMMODITIES NOT SPECIFIED ABOVE SHALL
BE

ONE HALF (1/2) OF THE RATES PRESCRIBED IN THE
ARTICLE
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ON RICE AND CORN

PALAY, CORN AND OTHER GRAINS BUYER/DEALER 100.00
RICE AND CORN WHOLESALER 100.00
RICE AND CORN RETAILER 100.00
ON CAFES, CAFETERIAS AND OTHER CAFETERIAS

CAFES AND CAFETERIAS 100.00
ICE CREAM AND OTHER REFRESHMENT PARLORS 100.00
CARINDERIA AND FOOD CATERER 100.00
RESTAURANTS 200.00
SODA FOUNTAIN BARS 100.00
FOOD STANDS FOR PUTO, POPCORN, PEANUTS 50.00

AND OTHER OOKED FOODS
GULAMAN, BUKO AND JUICE STANDS 50.00

ON CONTRACTORS AND SERVICE ESTABLISHMENTS

ACCOUNTING SERVICE 100.00
ADVERTISING SERVICE 100.00
ARRASTRE SERVICE 100.00
ASSAYING LABORATORIES 100.00
BARBER SHOPS

WITH FREE CHAIRS OR LESS 100.00

WITH MORE THAN THREE CHAIRS 100.00

ROVING/AMBULANT BARBERS 50.00

AIRCONDITIONED 400.00
BATTERY CHARGING SHOP 100.00
BEAUTY PARLOR

WITH EQUIPMENT 100.00

MANUAL 100.00
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TRAVELLING BEAUTICIAN 50.00

BELT AND BUCKLE SHOP

BLACKSMITH

MANUAL 50.00

MECHANIZED 100.00

CLASSIFICATION OF BUSINESS RATE

BOOKING OFFICE FOR FILM EXCHANGE 100.00
BREEDING OF GAMECOCKS 100.00
BREEDING OF RACEHORSES 100.00
BROKERAGE 100.00
BUSINESS AGENTS 100.00
BUSINESS MANAGEMENT SERVICES 100.00
CARPENTRY SHOP 100.00
CINEMATOGRAPHIC FILM OWNERS, LESSORS OR 100.00

DISTRIBUTORS, VIDEO COVERAGE SERVICE

COLLECTING AGENCIES 150.00

COMMERCIAL OR IMMIGRANT BROKERS 150.00

CONSTRUCTION AND/OR REPAIR SHOPS

MOTOR VEHICLES BODY BUILDING 150.00
BICYCLES AND TRICYCLES 100.00
DRAFTING AND ARCHITECTURAL SERVICES 100.00
DYEING ESTABLISHMENTS 100.00
EMPLOYMENT AGENCIES 200.00
ESCORT SERVICES 200.00
FUNERAL SERVICE PARLORS 200.00
FURNITURE REPAIR SHOP 100.00
GARAGES 100.00
GENERAL ENGINEERING, GENERAL BUILDING AND
SPECIALTY 200.00
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CONTRACTORS, FILLING, DEMOLITION, SALVAGE
WORK

AND TRANSFER OR RELOCATION

GOLDSMITHS AND SILVERSMITHS 100.00
HEMP-GRASING ESTABLISHMENTS 100.00
HOUSE AND/OR SIGN PAINTERS 100.00
ICE AND COLD STORAGE 100.00
INDENTOR OR INDENT SERVICES 100.00
JANITORIAL SERVICES 100.00
KEY SMITHS 50.00
LATHE MACHINE SHOPS
LAUNDRY SHOPS

MANUAL 50.00

MECHANIZED 100.00
LEGAL AND OTHER PROFESSIONAL SERVICES
LUMBERYARDS 300.00
MASSAGE OR THERAPEUTIC CLINIC 100.00
METEOGRAPHY SERVICES 100.00
MEDICAL AND DENTAL CLINIC 100.00
MESSENGERIAL SERVICES 150.00
MILLING SERVICE 100.00
PARKING LOTS

ONE HECTARE OR LESS 100.00
MORE THAN ONE HECTARE 150.00
PAINTING SHOPS 100.00
CLASSIFICATION OF BUSINESS RATE
PERSONS ENGAGED IN THE
INSTALLATION/DISTRIBUTION OF:
WATER SYSTEMS 200.00
GAS OR BIO-GAS SYSTEM 200.00
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ELECTRIC LIGHT, HEAT AND POWER INSTALLATION 200.00
SOUND SYSTEM SERVICE 150.00
ORDINARY SOUND AND LIGHT SYSTEM 100.00
STEREO-QUADRONIC SOUNDS AND DISCO LIGHTS 50.00
SOUND AND TAPE DECK COMPONENT 50.00
PHOTOGRAPHIC STUDIOS
WITH GALLERY AND PHOTO ENLARGER 100.00
WITH GALLERY W/OUT PHOTO ENLARGER 100.00
DEVELOPING CENTER 100.00
ROVING PHOTOGRAPHER 50.00
PHOTOSTATIC WHITE AND BLUE PRINTING 200.00
PLASTIC LAMINATION 150.00
PRIVATE HOSPITALS 200.00
PROMOTIONAL SERVICES 100.00
PROPRIETORS OR OPERATORS OF HEAVY EQUIPMENT
FOR HIRE 200.00
PROPRIETORS OF SMELTING PLANT 200.00
PROPRIETORS OF ENGRAVING AND PLATING PLANTS 150.00
PUBLIC WAREHOUSE AND BODEGAS 200.00
PURCHASING AGENCIES 150.00
RECOPYING AND DUPLICATING SERVICES
XEROX COPYING 100.00
MIMEOGRAPHING AND TYPING SERVICES 100.00
SCANNER 100.00
RENTING OF EQUIPMENTS
OFFICE EQUIPMENT AND FURNITURE 100.00
BICYCLES, TRICYCLES AND SKATES 100.00
TRUCKS AND AUTOMOBILES 100.00
HEAVY EQUIPMENT 100.00
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AGRICULTURAL IMPLEMENT AND TOOLS 100.00

DIVING, SKIING AND OTHER ATHLETIC EQUIPMENT 100.00

REPAIR SHOPS FOR MORE VEHICLES AND ENGINES

WITH SHOP AREA OF MORE THAN 1,000 SQ. METERS 200.00

WITH SHOP AREA OF 500 SQ. METERS OR MORE

BUT LESS THAN 1,000 SQ. METERS

WELDING SHOP:

ELECTRIC WELDING 150.00
ACETYLENE WELDING 100.00
SOLDERING 100.00
REPAIR SERVICES
ELECTRONIC EQUIPMENT 100.00
HOUSEHOLD APPLIANCES 100.00
RADIOS AND AMPLIFIERS 50.00
RAOSTING OF PIGS AND FOWLS 50.00
CLASSIFICATION OF BUSINESS RATE
SAWMILLS
FIXED ESTABLISHMENTS 100.00

CHAINSAW OPERATORS PER UNIT:

WITH BLADE OF MORE THAN 24 INCHES 50.00

WITH BLADE OF MORE THAN 12 INCHES 50.00

BUT LESS THAN 24 INCHES

WITH BLADE OF 12 INCHES OR LESS 50.00

SCULPTOR SHOPS 50.00

SERVICE STATIONS

(WASHING, GREASING, LUBRICATING)

MANUAL 100.00

MECHANIZED 50.00

SHINE SERVICE/STAND 50.00
SLENDERING OR BODY SALONS 100.00
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STAPLES 100.00
WITH THREE OR LESS SEWING MACHINES 50.00
TINSMITHS
MECHANIZED 100.00
MANUAL 50.00
TRANSPORTATION TERMINALS NOT OWNED BY BUS
OPERATORS 200.00
UPHOLSTERY SHOP AND/OR WOOD CARVING 100.00
VACIADOR AND GRINDING SHOPS OR GRISTMILLS 100.00
VOCATIONAL, DRIVING AND COMPUTER SCHOOLS 150.00
VULCANIZING SHOPS 50.00
WAREHOUSING, FORWARDING SERVICES 200.00
WATCH REPAIR SHOPS
MANUAL 50.00
MECHANIZED 100.00
OTHER SERVICE ESTABLISHMENTS 100.00
8. | ON HOTELS AND MOTELS
HOTELS 300.00
MOTELS/INNS/PENSION HOUSE 200.00
HOTELS, THREE STAR UP 300.00
MOTELS, THREE STAR UP 200.00
RESTHOUSES WITH TEN ROOMS AND BELOW 200.00
9. | ON PRIVATE-OWNED PUBLIC MARKET 200.00
10. | ON REAL ESTATE DEALERS
SUBDIVISION OPERATORS 200.00
LESSORS OF REAL ESTATE 200.00

11.

ON PRIVATE-OWNED CEMETERIES AND MEMORIAL PARKS
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COMMERCIAL 150.00

FAMILY USE 100.00
CLASSIFICATION OF BUSINESS RATE

ON BOARDING HOUSES 100.00

ON PAWNSHOPS 300.00

ON BUSINESSES

ON MONEY SHOPS, FINANCING AND INSURANCE
ESTABLISMENTS

MONEY SHOPS 300.00
LENDING INVESTORS 300.00
FINANCE AND INVESTMENT COMPANIES 300.00
INSURANCE COMPANIES 300.00
COMMERCIAL COMPANIES 300.00
SAVINGS BANK 300.00
RURAL BANK 300.00

ON BUSINESS OF DEALERS IN FERMENTED LIQUORS,

DISTILLED

SPIRITS AND/OR WINES/TUBA

WHOLESALER DEALER IN FOREIGN LIQUOR 100.00
WHOLESALER DEALER IN DOMESTIC LIQUOR 100.00
RETAILER DEALER IN FOREIGN LIQUOR 100.00
RETAILER DEALER IN DOMESTIC LIQUOR 100.00

RETAILER DEALER IN VINO LIQUOR (MALLORCA, ETC.) | 100.00

RETAILER DEALER IN FERMENTED LIQUOR 100.00
WHOLESALER DEALER IN FERMENTED LIQUOR 100.00
RETAILER DEALER IN TUBA, BASI AND/OR TAPUY 50.00

WHOLESALER DEALER IN TUBA, BASI AND/OR TAPUY 50.00

ON TOBACCO DEALERS
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RETAIL DEALER OF TOBACCO LEAF 50.00
WHOLESALE LEAF TOBACCO DEALER 100.00
RETAIL DEALER OF MANUFACTURED TOBACCO 100.00
WHOLESALE DEALER OF MANUFACTURED TOBACCO 200.00
ON AMUSEMENT PLACES AND/OR AMUSEMENT DEVICES
DAY AND NIGHT CLUB 200.00
DAY CLUB OR NIGHT CLUB 200.00
COCKTAIL LOUNGE OR BARS 200.00
CABARET OR DANCE HALL 200.00
BILLIARD OR POOL HALL
FIRST TABLE 100.00
FOR EVERY ADDITIONAL TABLE 50.00
BOWLING ALLEY
AUTOMATIC 200.00
NON-AUTOMATIC 100.00
CIRCUS, CARNIVAL OR THE LIKE 200.00
MERRY-GO-ROUND, ROLLER COASTER, FERRIS
WHEEL, SWING,
SHOOTING GALLERY, AND OTHER SIMILAR
CONTRIVANCE
FOR EACH CONTRIVANCE 100.00
COCKPIT 100.00
CLASSIFICATION OF BUSINESS RATE
THEATERS AND CINEMAHOUSES
THEATERS AND CINEMAHOUSES 150.00
ITINERANT OPERATOR 100.00
VIDEOHOUSE OR MINI THEATER 100.00
ON AMUSEMENT DEVICES
EACH VIDEO TAPE, MACHINE OR PLAYER 50.00
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EACH APPARATUS FOR WEIGHING PERSONS 25.00
6. | ON PRIVATE DETECTIVE AGENCY 100.00
BARANGAY CLEARANCE FEES ON BUSINESS
BARANGAY ZONE 4
CLASSIFICATION OF BUSINESS RATE

1 | SARI SARI STORE 200.00
2 | MINI GROCERY 200.00
3 | BAKERY/BAKESHOP/COFFEE AND SNACK 200.00
4 | EATERY/CARINDERIA 200.00
5 | RESTAURANT/CATERING SERVICES 200.00
6 | VENDORS/FISH, VEGETABLES/FRUIT/CEREALS/MEAT 50.00

7 | AUTO REPAIR SHOP 200.00
8 | AUTO SUPPLY 200.00
9 | TIRE SUPPLY 200.00
10 | REFRIGERATION AND AIRCONDITIONED SHOP 200.00
11 | ELECTRICAL/WELDING SHOP AND IRON WORKS 200.00
12 | PAINT SUPPLY 200.00
13 | RADIO/ELECTRONIC REPAIR SHOP 200.00
14 | CELLSITES 500.00
15 | INTERNET/COMPUTER SHOP 200.00
16 | MONEY LENDING/PAWNSHOP 200.00
17 | REAL ESTATE LESSOR 300.00
18 | CLINIC/S 200.00
19 | CONTRACTORS 200.00
20 | BUY AND SELL 200.00
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21 | SWINE RAISING/POULTRY/FISHPOND 200.00
22 | FARM ORCHARD/ORNAMENTAL/FLOWER SHOP 200.00
23 | WATER REFILLING STATION/DELIVERY 200.00
24 | AGGREGATE (SAND AND GRAVEL ONLY) DELIVERY 200.00
25 | HOLLOW BLOCKS/CERAMIC PRODUCTS 200.00
BARBER SHOP, BEAUTY SALON, TAILORING, DRESS

26 | SHOP 200.00
27 | HARDWARE AND CONSTRUCTION SUPPLY 200.00
28 | DRUGSTORES/PHARMACY 200.00
29 | HOTEL/INN/APPARTELLE 200.00
30 | EDUCATIONAL INSTITUTION 200.00
31 | LAUNDRY SERVICES 200.00
32 | CAR WASHING SERVICES 200.00
33 | BILLIARD HALL ONE (1) TABLE 200.00

ADDITIONAL PER TABLE 100.00
34 | CIRCUSES/CARNIVALS 200.00
35 | EQUIPMENT RENTAL 200.00
36 | FOOD PROCESSING 200.00
37 | FUNERAL PARLORS/SERVICES 500.00
38 | FURNITURE SHOPS 200.00
39 | GASOLINE STATION 200.00
40 | GENERAL MERCHANDISE 200.00
41 | HARDWARE 200.00

CLASSIFICATION OF BUSINESS RATE

42 | ART PAINTING SHOP 200.00
43 | JUNK SHOPS 500.00
44 | PHOTO AND LAMINATION STUDIO 200.00
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45 | LIGHT AND SOUNDS 200.00
46 | PRINTING AND BOOKBINDING 200.00
47 | REALTOR 200.00
48 | SMITH SHOP 100.00
49 | TRADERS OF AGRICULTURAL PRODUCT 200.00
50 | TRADERS OF AQUATIC PRODUCTS 200.00
51 | TICKETING/TRAVEL AGENCY 200.00
52 | UPHOLSTERY SHOP 200.00
53 | VETERINARY SHOP 200.00

BARANGAY CLEARANCE FEES ON BUSINESS

BARANGAY ZONE 5

CLASSIFICATION OF BUSINESS RATE

SARI SARI STORE 100.00
GROCERY STORE 100.00
ESTABLISHMENTS 100.00

BARANGAY CLEARANCE FEES ON BUSINESS

BARANGAY ZONE 6

CLASSIFICATION OF BUSINESS RATE
SARI SARI STORE 100.00
GROCERY STORE 100.00
ESTABLISHMENTS 100.00
BARANGAY CLEARANCE FEES ON BUSINESS
BARANGAY A. BONIFACIO
CLASSIFICATION OF BUSINESS RATES

ALL CLASSIFICATION OF

BUSINESS 80.00
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BARANGAY CLEARANCE FEES ON BUSINESS

BARANGAY BANQUEROHAN

CLASSIFICATION OF BUSINESS RATES
A. ORIGINAL APLLICATION FOR MAYOR'S PERMIT
(TRICYCLE) 50.00
B. RENEWAL OF MAYOR'S PERMIT (TRICYCLE) 50.00
C. STORE OR RETAILERS SARI-SARI STORE 100.00
D. ON AMUSEMENT PLACES
D.1. BATH HOUSE, SWIMMING POOL, RESORT, BEACHES
& OTHER SIMILAR PLACES 500.00
D.2. AMUSEMENT DEVICES (SING-A-LONG JOINTS) 300.00
D.3. INTERNET CAFES 100.00
D.4. RESTO BAR 150.00
D.5. OTHER AMUSEMENT DEVICES NOT MENTIONED
ABOVE 100.00
E. MANUFACTURERS, ASSEBLERS, REPACKERS,
PROCESSORS, ETC.
E.1. BAKERY (MECHANIZED/MANUAL) 200.00
E.2. CONCRETE HOLLOW BLOCKS 300.00
E.3. OTHER MANUFACTURES, IMPORTERS& PRODUCERS
NOT MENTIONED ABOVE 100.00
F. ON RETAILERS, DEALERS, INDEPENDENT WHOLESALERS &
DISTRIBUTORS
F.1 GROCERIES 100.00
F.2. LUMBER, WOOD & CONSTRUCTION MATERIALS ALL
KINDS 100.00
F.3. KEROSENE, DIESEL & GASOLINE W/ OR W/OUT
FILLING STATION-PER PUMP 100.00
F.4. VENDORS, BUYERS, & DEALERS ALL KINDS 50.00
G. ON RICE AND CORN 50.00
H. ON CAFES, CAFETERIAS & OTHER CAFETERIAS
H.1. RESTAURANTS 150.00
H.2. FOOD STANDS 50.00
H.3. OTHER NOT MENTIONED ABOVE 150.00

|. ON_ CONTRACTORS & SERVICES ESTABLISHMENTS
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.1. BARBERSHOPS 100.00
.2. BEAUTY PARLORS 100.00
.3. RECOPYING AND DUPLICATING SERVICES(XEROX
COPYING) 100.00
|.4. SERVICE STATION (WASHING, GRASING,
LUBRICATION) 100.00
.5. OTHER NOT MENTIONED ABOVE 100.00
J. ON HOTELS AND MOTELS
J.1. MOTELS/INNS/PENSION HOUSE 150.00
J.2. RESORTS 1,000.00
K. ON LODGING HOUSE/ BOARDING HOUSES 100.00
L. ON OPEATORS OF RICE, CORN MILSS 150.00
M. ON FISHPONDS, FISH PENS OR FISH BREEDING
GROUNDS 150.00
N. ON OPERATORS OF SHIPPING/VESSELS W/
PASSENGERS 200.00
BARANGAY CLEARANCE FEES ON BUSINESS
BARANGAY BURGOS
CLASSIFICATION OF BUSINESS RATES
A. POULTRY AND COMPANY (NEW APPLICATION) 1,000.00
B. POULTRY AND COMPANY (RENEWAL) 500.00
C. STORE (NEW APPLICATION) 200.00
D. SORE (RENEWAL) 150.00
E. TRICYCLE FRANCHISE (NEW APPLICTION) 150.00
F. TRICYCLE FRANCHISE (RENEWAL) 100.00
G. OTHER PURPOSES NOT MENTION ABOVE 100.00

BARANGAY CLEARANCE FEES ON BUSINESS

BARANGAY CABAHUG
CLASSIFICATION OF BUSINESS RATES
1.SARI-SARI STORE 50 & 1 % PER ANNUM
2. TRICYCLE OPERTOR 80/YEAR
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3. MINI EATERY/CARENDERIA

(HANDLER/PEDDLER) 150/YEAR

4. VULCANIZING SHOP 150/YEAR

5. LENDING INSTITUTION 500/YEAR

6. BUSINESS ESTABLISHMENT 200 & 1% PER ANNUM
7. INSTALLATION OF SIGNAGE 300/INSTALL

BARANGAY CLEARANCE FEES ON BUSINESS
BARANGAY CADIZ VIEJO

CLASSIFICATION OF BUSINESS RATES

MAYORS PERMIT 50.00

BARANGAY CLEARANCE FEES ON BUSINESS
BARANGAY CADUHA-AN

CLASSIFICATION OF BUSINESS RATES

1| MANUFACTURERS, ASSEMBLERS, REPACKERS, PROCESSORS, ETC.

1.1 BAKERY

A. MECHANIZED 200.00
B. MANUAL 150.00
1.3 CONCRETE HOLLOW BLOCKS 200.00
1.4 HOME INDUSTRIES & FURNITURES 200.00
1.5 ICE, ICE CREAM AND FROZEN DELIGHTS 200.00

ON RETAILERS, DEALERS, INDEPENDENT WHOLESALERS &
2 | DISTIBUTORS

2.1 AGRICULTURAL PRODUCTS 200.00
2.2 AUTO/ BICYCLE PARTS 200.00
2.3 DRUGS AND COSMETICS 200.00
2.4 DRY GOODS, CLOTHES AND TEXTILES 200.00
2.5 GEN. MERCHANDISE 300.00
A. SARI-SARI STORE (BARANGAYS) 200.00
B. INSIDE PUBLIC MARKET 200.00
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2.6 GROCERIES

2.7 LUMBERS/WOOD AND CONSTRUCTION

A. ALL KINDS 300.00
B. COCO LUMBER 300.00
C. BAMBOOS AND ITS PRODUCTS AND NIPA SHINGLES 300.00
2.8 LUBRICATING OILS AND OIL BY-PRODUCTS 300.00
2.9 LIQUIFIED PETROLEUM GAS 300.00
2.10 KEROSENE. DIESEL AND GASOLINE W/ FILLING

STATION PER PUMP

A. REGULAR GASOLINE 500.00
B. DIESEL 500.00
C. KEROSENE 500.00
WITHOUT FILLING STATION

A. GASOLINE/ DIESEL 150.00
B. KEROSENE 150.00
2.11 VENDORS, BUYERS AND DEALERS

A. CHICKENS, FOWLS AND EGGS 500.00
B. FISH VENDORS (AMBULANT) 250.00
C. FRUITS, AND VEGETABLES 500.00
D. HOGS 500.00
E. LARGE CATTLE AND OTHER LIVESTOCK 500.00
F. MEAT, FRESH AND PRESERVED 500.00
ON ESSENTIAL COMMODITIES 250.00
ON RICE AND CORN

4.1 PALAY, CORN AND OTHER GRAINS BUYER/DEALER 500.00
4.2 RICE AND CORN WHOLESALER 500.00
4.3 RICE AND CORN RETAILERS 500.00
ON CAFES, CAFETRIAS AND OTHER CAFETERIAS

5.1 CAFES AND CAFETERIAS AND OTHER COOKED

FOODS 200.00
5.2 CARINDERIAS AND FOOD CATERES 200.00
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5.3 FOOD STANDS FOR PUTO, POPCORN, PEANUTS 200.00
5.4 GULAMAN, BUKO AND JUICE STANDS 100.00
5.5 ICE CREAM AND OTHER REFRESHMENT PARLORS 200.00
5.6 RESTAURANTS 200.00
ON CINTRACTORS & SERVICE ESTABLISHMENTS

6.1 ELECTRONIC EQUIPMENTS 100.00
6.2 FUNERAL SERVICE PARLORS 100.00
6.3 FURNITURE REPAIR SHOP 100.00
6.4 HOUSEHOLD APPLIANCES 100.00
6.5 ROASTING OF PIGS & FOWLS 200.00
6.6 VULCANIZING 200.00
6.7 WELDING SHOPS( ELECTRIC/ ACETYLENE) 200.00
6.8 XEROX COPYING 200.00
6.9 SAWMILLS

A. FIXED ESTABLISHMENTS 500.00
B. CHAINSAW OPERATORS PER UNIT 100.00
B1. WITH BLADES WITH MORE THAN 24 INCHES 100.00
B2. WITH BLADES OF MORE THAN 12 INCHES BUT LESS

THAN 24 INCHES 100.00
B3. WITH BLADES OF 12 INCHES OR LESS 200.00
ON REAL ESTATE DEALERS

7.1 SUBDIVISION OPERATORS 500.00
7.2 LESSORS OF REAL EATATE 250.00
REPAIR SHOPS FOR MOTOR VEHICLE & ENGINES

A. MOTOR VEHICLES BODY BUILDING 200.00
B. BICYCLES AND TRICYCLES 200.00
C. ANIMAL DRAWN CARTS 150.00
ON THE BUSINESS OF DEALERS IN FERMENTED LIQUORS, DISTILLED
SPIRITS AND/OR WINES/TUBE

A. RETAIL DEALER IN DOMESTIC LIQUOR 200.00
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B. RETAIL DEALER IN VINO LIQUOR (MALLORCA, ETC.) | 200.00
C. RETAIL DEALER IN FERMENTED LIQUORS 200.00
D. RETAIL DEALER IN TUBE, BASI AND/OR TPUY 100.00
1
0 | ON TOBACCO DEALERS
A. RETAIL DEALER OF TOBACCO LEAF 100.00
B. RETAIL DEALER OF MANUFACTURED TOBACCO 100.00
BARANGAY CLEARANCE FEES ON BUSINESS
BARANGAY CELESTINO VILLACIN
CLASSIFICATION OF BUSINESS RATES
1. STORES OR RETAILERS 500.00
2. RICE AND CORN 100.00
3. SARI-SARI STORE 120.00
4. PUBLIC MARKET 300.00
ON MANUFACTURER, ASSEMBLERS, RE-PACKERS
PROCESSORS
1. BAKERY (MANUAL) 300.00
2. FURNITURE'S 300.00
3. BUSINESS AGENT 100.00
4. COPRA 100.00
ON CONTRACTOR AND SERVICE ESTABLISHMENT
1. LENDING 1,960.00
AMUSEMENTS PLACES AND DEVICES
1. POOL HALL OR BILLIARD 100.00
2. CHAINSAW OPERATOR 200.00
3. RICE MILL OPERATOR 300.00
BARANGAY DAGA
CLASSIFICATION OF BUSINESS RATES
1.FILING FEE FOR THE FILING OF CASES IN THE LUPON 30.00
2.LUPONG TAGAPAMAYAPA CLEARANCE
FOR PURPOSE OF:
A.EMPLOYMENT 15.00
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B.SECURING A. POLICE , NBI OR COURT CLEARNCE

15.00

C. PASSPORT OR VISA APPLICATION 50.00
D. OTHER PURPOSES NOT MENTIONED ABOVE 15.00
3.BARANGAY CLEARANCE
FOR PURPOSE OF SECURING A MAYORS PERMIT
A. ORIGINAL APPLICATION FOR MAYOR'S PERMIT 50.00
B. RENEWAL OF MAYOR'S PERMIT 50.00
4.BARANGAY CERTIFICATION
A. FOR EMPLOYMENT,SCHOLARSHIP OR STUDY GRANTS 20.00
B. FOR PURPOSE OF SECURING A POLICE, NBI, OR COURT
CLEARANCE 15.00
C. FOR FIREARM PERMIT APPLICATION 50.00
D. FOR PASSPORT AND VISA APPLICATION 50.00
E. FOR COURT LITIGATION & OTHER JUDUCIAL
PROCEEDING 50.00
F. FOR SALE, PURCHASEOR TRANSPORT F CARABAO &
OTHER LARGE CATTLE 50.00
G. FOR SALE, PURCHASE OR TRANSPORT OF LIGHTING
COCKS,FOWLS AD OTHER 15.00
H. FOR PURPOSES OTHER THAN THE ABOVE 15.00
BARANGAY JERUSALEM

CLASSIFICATION OF BUSINESS RATES
A. PARTICULAR BUSINESSES
> SARI-SARI/VARIETY STORE 150.00
> EATERY OR FOOD CANTEEN 250.00
> RESTAURANT X 1,500.00
> FISH VENDOR WITH STALL 300.00
> TRANSLOADING 10,000.00
> PIGGERY 1,000.00
> POULTRY 1,000.00
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> FISH VENDOR (AMBULANT) 30.00
> SIDEWALK RETAILERS (TRANSIENT) 10.00
> DELIVERY VAN 60.00
> DELIVERY OF BREAD, BEVERAGES, WATER 70.00
> CAFETERIA 100.00
> WATER REFILLING STATION 1,500.00
> CARWASH 1,000.00
> REFRESHMENT 250.00
> AUTOMOTIVE / MOTORCYCLE PARTS STORE 1,000.00
> HARDWARE, MERCHANDISE,ENTERPRISE,ETC 2,000.00
>PISO WIFI 300.00
> ELECTRIC PROVIDERS/COOPERATIVE 20,000.00
> BUILDING RETALS 5,000.00
> BAYAD CENTER 1,000.00
> GASOLINE STATION 6,000.00
> STL OUT 3,000.00
> GROCERY STORE 1,000.00
> INTERNET PROVIDER 1,000.00
> ANIMAL FEEDS SUPPLY 500.00
> MEAT SHOP 500.00
B. ON CONTRACTOR AND SERVICES ESTABLISHMENTS

> PERMIT OF CHAINSAW OPERATOR 600.00
> LUMBER AND REPAIR 500.00
> SOUND/AUDIO SYSTEM 500.00
> WELDING SHOP 300.00
> MACHINE SHOP 300.00
> TAILORING /DRESS SHOP 200.00
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> VULCANIZING SHOP 200.00
>LAUNDRY SHOP 1,000.00
> BARBERSHOPS/SALON/PARLOR 500.00
> LOAN INSTITUTION /LENDING/MICROFINANCE
COMPANY 2,500.00
> BARBECUE STAND 500.00
> OTHER BUSINESS ESTABLISHMENT NOT MENTIONED
ABOVE 500.00
C. ON AMUSEMENT PLACES AND DEVICES
> CIRCUS/CARNICAL 2,100.00
> KARAOKE /VIDEOKE BAR 400.00
> COMPUTER /INTERNET SHOP 400.00
BARANGAY LUNA

CLASSIFICATION OF BUSINESS RATES
BARANGAY CLEARANCE
AUTOPARTS/MOTORPARTS 500.00
BAKERY OR BAKESHOP/BAKE AND PASTERY 500.00
BARBER SHOP 500.00
BATTERY CHARGING SHOP 100.00
BEAUTY PARLOR/SALON 300.00
BIOMASS INDUSTRY 3,000.00
BRAKE & CLUTCH BONDING SHOP 300.00
BUILDING PERMIT/ BARANGAY CONSTRUCTION
PERMIMT 200.00
BUY AND SELL 100.00
CALIBRATION CENTER 1,000.00
CELL SITES 3,000.00
COMPUTERS SHOPS/INTERNE CAFE /PESO
NET/PESO WIFI 500.00
CONSTRUCTION PRODUCTS/HARDWARE/GRAVEL
AND SAND GENERAL MERCHANDISE 1,000.00
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COOPERATIVE 200.00
DRESS SHOPS 200.00
DRY CLEANING SHOPS 300.00
EDUCATIONAL INSTITUTIONS 2,000.00
EQUIPMENT RENTAL 1,000.00
FARM, ORCHARDS, PIGGERY/LIVESTOCK 500.00
FAST-FOOD 300.00
FOOD PROCESSING SHOP/ FOOD VENDING 500.00
FOUNDATION 1,000.00
FURNITURE SHOP 1,000.00
GARMENTS 500.00
GASOLINE STATION 2,000.00
HATCHERY /EGG LAYERING 1,000.00
HOGS AND POULTRY RAISERS 1,000.00
HOTEL, MOTELS & LODGING HOUSES 1,000.00
INSTALLER OF WATER STATION 1,000.00
IRON WORKS/WELDING SHOP 1,000.00
JUNK SHOP 1,000.00
LAUNDRY SHOPS 500.00
LENDING INVESTORS 2,000.00
LIGHTS AND SOUNDS 1,000.00
MACHINE SHOP 1,000.00
MONEY SHOP/MONEY CHANGER 1,000.00
MOTOR REAPAIR SHOP 500.00
PAWNSHOP 1,000.00
POULTRY SUPPLY 500.00
READIATOR REAPIR SHOP 500.00
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RECAPPING SHOPS/VULCANIZING 1,000.00
REPAIR SHOPS FOR MECHANICAL AND ELECTRICAL
DEVICES 1,000.00
RESTAURANT & EATERYESTABLISHMENT 500.00
RICE MILLS 1,000.00
SARI SARI STORE /VIDEOKE 200.00
SHOPS FOR PLANNING /CUTTING OR LUMBER 500.00
SLENDERING AND BODY BUILDING STATION 500.00
TAILOR SHOP 200.00
TRADERS OF AGRICULTURE PRODUCTS /HACIENDA
OWNERS 3,000.00
TRADERS OF AQUATIC PRODUCTS /FISH POBD
OWNERS 3,000.00
TRANSLOADING STATIONS 6,000.00
TRUCKING 1,000.00
UPHOLSTERY SHOPS 500.00
WAREHOUSING OR FORWARDING EATBLISHMENT 3,000.00
WATER STATION 3,000.00
WELDING SHOP 1,000.00
WOOD CRAFT 500.00
BARANGAY MABINI
CLASSIFICATION OF BUSINESS RATES
BARANGAY CLEARANCE
MANUFACTURER, ASSMEBLERS,
REPACKERS,PROCESSOR, ETC.
1. BAKERY
Mechanized 500.00
Manual 300.00
Concrete Hollow Blocks 300.00
Home Industries and Furniture 300.00
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2. ON RETAILERS, DEALERS, INDEPENDENT

WHOLESALER AND
DISTRIBUTOR
Agricultural Products 300.00
Drugs and Cosmetics 300.00
Dry Goods, Clothes, and Textiles 300.00
General Merchandise
Sari-Sari (Barangays) 500.00
Inside Public Market 500.00

GROCERIES

Lumbers/Wood ad Construction Materials

All Kinds 500.00
Coco lumber 200.00
Bamboo and its Products and Nipa Shingles 200.00

KEROSENE, DIESEL & GASOLINE WITH FILLING
STATION OR PUMP

Gasoline 1,000.00
Diesel 1,000.00
Kerosene 1,000.00

WITHOUT FILLING STATION OR PUMP

Gasoline 1,000.00
Diesel 1,000.00
Kerosene 1,000.00

VENDORS, BUYERS AND DEALERS

BRAKE & CLUTCH BONDING SHOP 300.00
BUILDING PERMIT/BARANGAY CONSTRUCTION

PERMIT 200.00
BUY AND SELL 100.00
CALIBRATION CENTER 1,000.00
CELL SITES 3,000.00
COMPUTER SHOPS/ INTERNET CAFE/PESO NET/PESO

WIFI 500.00
CONSTRUCTION PRODUCTS/HARDWARE/GRAVEL AND

SAND
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GENERAL MECHANDISE 1,000.00
COOPERATIVE 200.00
DRESS SHOPS 200.00
DRY CLEANING 300.00
EDUCATIONAL INSTITUTIONS 2,000.00
EQUIPMENT RENTAL 1,000.00
FARM, ORCHARD, PIGGERY/LIVESTOCK 500.00
FAST-FOOD 300.00
FOOD PROCESSING SHOP/FOOD VENDING 500.00
FOUNDATION 1,000.00
FURNITURE SHOP 1,000.00
GARMENTS 500.00
GASOLINE STATION 2,000.00
HATCHERY/EGG LAYERING 1,000.00
HOGS AND POULTRY RAISERS 1,000.00
HOTELS, MOTELS,& LODGING HOUSES 1,000.00
INSTALLER OF WATER STATION 1,000.00
IRON WORKS/WELDING SHOP 1,000.00
JUNK SHOP 1,000.00
LAUNDRY SHOPS 500.00
LENDING INVESTORS 2,000.00
LIGHTS AND SOUNDS 1,000.00
MACHINE SHOP 1,000.00
MONEY SHOP/MONEY CHANGER 1,000.00
MOTOR REPAI SHOP 500.00
PAWNSHOP 1,000.00
POULTRY SUPPLY 500.00

317




RADIATOR REPAIR SHOP 500.00

RECAPPING SHOPS/VULCANIZING 1,000.00
REPAIR SHOPS FOR MECHANICAL & ELECTRICAL

DEVICES 1,000.00
RESTAURANT & EATERY ESTALISHMENT 500.00

RICE MILLS 1,000.00
SARI-SARI/VIDEOKE 200.00

SHOPS FOR PLANNING/SURFACING/CUTTING OR

LUMBER 500.00

SLENDERING & BODY BUILDING STATION 500.00

TAILOR SHOP 200.00

TRADERS OF AGRICULTURAL PRODUCTS/HACIENDA

OWNER 3,000.00
TRADERS OF AQUATIC PRODUCTS /FISH POND

OWNER 3,000.00
TRANSLOADING STATIONS 6,000.00
TRUCKING 1,000.00
UPHOLSTERY SHOP 500.00

WAREHOUSING OR FORWARDING ESTABLISHMENT 3,000.00
WATER STATION 3,000.00
WELDING SHOP 1,000.00
WOOD CRAFT 500.00

LUPON TAGAPAMAYAPA

BASIC FILING FEE 300.00

COLLECTION CASES

SUM BELOW P1000.00 100.00
SUM BETWEEN P,1001-P10,000.00 200.00
RETAILERS/WHOLESALERS/DEALERS NOT

MENTIONED-ABOVED 500.00
PALAY,CORN & OTHER GRAINS BUYER/DEALER 500.00
RICE & CORN WHOLESALER 500.00
RICE AND CORN RETAILERS 500.00
CAFETERIAS AND OTHER CAFETERIAS: 500.00

318



FOOD STANDS FOR PUTO, POPCORN, PEANUTS/

COOKED FOOD 300.00
GULAMAN, BUKO JUICE STANDS 300.00
BREEDING OF GAMECOCKS 300.00
CARPENTRY SHOPS 300.00
COLLECTING AGENCIES 300.00
CONTRACTOR AND SERVICES
ELECTRONIC EQUIPMENT 500.00
FURNITURE REPAIR SHOP 500.00
LUMBERYARDS 500.00
MASSAGE OR THERAPEUTIC CLINIC 500.00
WELDING SERVICE’ 500.00
HOUSEHOLD APLLIANCES 500.00
PIGS AND FOWLS 500.00
CHAINSAW OPERATOR (PER UNIT)
W/ BLADE OF MORE THAN 24 INCHES 500.00
W/ BLADE OF MORE THAN 12 INCHES BUT LESS THAN
24 INCHES 300.00
W/ BLADE OF LESS THAN 12 INCHES 200.00
SAWMILL (FORCED ESTABLISHMENT 500.00
TAILORING/DRESS SHOP )
TRANSLOADING STATIONS 6,000.00
COMPUTER SHOP/INTERNET (PER UNIT) 50.00
WATER REFILLING STATION 2,000.00
WASHING/GREASING AND LUBRICATION 500.00
ENGAGED IN THE
INSTALLATION/DISTRIBUTION/MAKER/PROCESS
MNUFACTURER/PRODUCER
SOUND SYSTEM SERVICE 500.00
SOUND AD LIGHT SYSTEM 300.00
WATER DISTRIBUTION COMPANIES 6,000.00
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QUARRY PRODUCTS 10,000.00
BATCHING PLANT 6,000.00
CELL SITES 6,000.00
STOCK YARD 4,000.00
XEROX COPYING 300.00
MIMEOGRAPHING AND TYPING SERVICES 300.00
SCANNER 300.00
ON REPAIR SHOPS FOR MOTOR VEHICLES AND
AGENCIES
WELDING SHOP
ELECTRIC WELDING 500.00
ACETYLENE WELDING 500.00
SOLDERING 300.00
MACHINE SHOP 500.00
MOTOR VEHICLES BODY BUILDING 500.00
BICYCLES AND TRICYCLES 500.00
ON HOTELS AND MOTELS 500.00
HOTELS 2,000.00
MOTELS/INNS/PENSION HOUSE 2,000.00
MOTELS, THREE STARS UP 1,500.00
HOTELS, THREE STARS UP 2,000.00
REST HOUSE W/ TEN ROOMS AND BELOW 1,500.00
ON OPERATORS OF RICE AND CORN MILLS
CORN MILL 500.00
RICE MILLS 500.00
RICE AND CORN MILL 500.00
ON QUARRYING
STONE 2,000.00
GRAVEL 2,000.00
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SAND 2,000.00
ON BUSINESS SUBJECT TO 20% TAX
ON MONEY SHOPS, FINANCING AND INSURANCE
ESTABLISHMENT
MONEY SHOPS 2,000.00
LENDING INVESTORS 2,000.00
FINANCE AND INVESTMENT COMPANIES 2,000.00
INSURANCE COMPANIES 2,000.00
COMMERCIAL COMPANIES 2,000.00
BARANGAY MAGSAYSAY

CLASSIFICATION OF BUSINESS RATES
BARANGAY CLEARANCE
EMPLOYMENT 30.00
PROPER INDENTIFICATION 40.00
RESIDENCY 30.00
CERTIFICATION OF GOOD MORAL 30.00
LOAN 40.00
ELECTRIFICATION 30.00
WATER DISTRICT 30.00
SCHOLARSHIP FREE
BIRTH 30.00
FOR BUSINESS SMALL/MEDIUM / LARGE 100.00
BARANGAY AGREEMENT, MORTAGE RENTAL
/SALE 100.00
COMMON LAW 30.00
FIRS TIME JOB SEEKER 30.00
SOLID WASTE 30.00
DEED OF SALE (LAND) 200.00
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DEED OF SALE (LIVESTOCK) 100.00
CUTTING CERTIFICATION 3PCS. TO 5 PCS 50.00
CUTTING CERTIFICATION 6PCS ABOVE 5.00/TREE
SECTION V. BARANGAY CLEARANCE FOR

BUSINESS

SARI- SARI STORE (SMALL) 100.00
SARI- SARI STORE (BIG) 150.00
SCHOOL CANTEEN 100.00
CARINDERIA 300.00
VULCANIZING 200.00
FISH VENDOR /VEGETABLES(AMBULANT ) 30.00
BAKERY 300.00
MOBILE STORE SOFTDRINK 100.00
WINE, LIQOUR AND CIGARETTE VENDOR 100.00
TRICYCLE OPERATOR 50.00
AGRICULTURE SUPPLIES 500.00
FISH VENDOR (AMBULANT) 50.00
MOTOR VEHICLE REAPIR SHOP 300.00
TALYER 350.00
CHAINSAW OPEARTORS 250.00
LENDING INSTITUTION 1,000.00
LUMBERYARD/CONSTRUCTION SUPPLY 1,000.00
QUARRY 1,000.00
ROCK CRUSHER 1,000.00
RESORT /SWIMMING POOL 1,000.00
SWIMMING POOL SMALL 200.00
INTERNET /PISO WIFI 500.00
OTHER NOT MENTIONED ABOVE 100.00
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BARANGAY SICABA

CLASSIFICATION OF BUSINESS RATES
LUPONG TAGAPAMAYAPA CLEARNCE
A. EMPLOYMENT 15.00
B. SECURING A POLICE,NBI, OR COURT CLEARANCE 15.00
C. OTHER PURPOSES NOT MENTIONED ABOVE 15.00
BARANGAY CLEARANCE
FOR PURPOSES OF SECURING A MAYORS PERMITS
A. ORIGINAL APPLICATION FOR A MAYOR'S PERMIT 50.00
B. RENEWAL OF MAYORS PERMIT 50.00

BARANGAY CERTIFICATION

A. FOR PURPSES OF SECURING A POLICE

CLEARANCE NBI OR COURT CLEARANCE 15.00
B. FOR FIREARM PERMIT APPLICATION 50.00
C. FOR COURT LITIGATION AND OTHER JUDICIAL

PROCEEDING 50.00
D. FOR PURPOSES OTHER THAN ABOVE 15.00

BARANGAY CLEARANCE FEES ON BUSINESS
BARANGAY TIGLAWIGAN

CLASSIFICATION OF BUSINESS RATES

1. MANUFACTURERS, ASSEMBLERS, RE-PACKERS,
PROCESSORS, ETC

REPACKERS, PROCESSORS ETC.

1.1 SALTED FISH OR DRIED FISH, CRAB/CRABMEAT 100.00
1.2 BAKERY

A. MECHANIZED 100.00
B. MANUAL 100.00
1.3 CONCRETE HOLLOW BLOCKS 100.00
1.4 HOME INDUSTRIES AND FURNITURES 100.00
1.5 OTHER MANUFACTURES, IMPORTERS AND PRODUCERS

NOT MENTIONED ABOVE 100.00

2. ON RETAILERS, DEALERS, INDEPENDENT WHOLESALERS
AND DISTRIBUTORS
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2.1 AGRICULTURAL PRODUCTS 100.00
2.2 DRY GOODS, CLOTHES AND TEXTILE 100.00
2.3 GENERAL MERCHANDISE

A. SARI-SARI 50.00
B. WITHIN THE PUBLIC MARKET 100.00
2.4 GROCERIES 200.00
2.5 LUMBERS/WOODS AND CONSTRUCTION MATERIALS

A. ALL KINDS 200.00
B. COCO LUMBER 100.00
C. BAMBOOS AND ITS PRODUCTS AND NIPA SHINGLES 100.00
2.6 VENDORS, BUYERS AND DEALERS

A. CHICKEN, FOWLS AND EGGS 50.00
B. FISH VENDORS (AMBULANT) 50.00
C. FRUITS, SPICES AND VEGETABLES 50.00
D. HOGS 100.00
E. LARGE CATTLE AND OTHER LIVESTOCK 100.00
F. MEAT, FRESH AND PRESERVED 100.00
G. PLANTS AND FLOWERS 100.00
2.7 OTHER RETAILERS, WHOLESALERS, DEALERS AND

DISTRIBUTORS NOT MENTION ABOVE 100.00
3. ON ESSENTIAL COMMODITIES 100.00
THE PERMIT FEES ON THE BUSINESS OF MANUFACTURING,
PRODUCING , IMPORTING, WHOLESALING AND RETAILING OF
ESSENTIAL COMMODITIES NOT SPECIFIED ABOVE SHALL BE
ONE-HALF (1/2) OF THE RATES PRESCRIBED IN THIS ARTICLE.

4. ON RICE AND CORN

4.1 PALAY, CORN AND OTHER GRAINS BUYERS/DEALERS 100.00
4.2 RICE AND CORN WHOLESALER 100.00
4.3 RICE AND CORN RETAILERS 100.00
5. ON CARINDERIAS 100.00

6. ON CONTRACTORS AND SERVICE ESTABLISHMNETS
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6.1 BEAUTY PARLORS/BARBERSHOP 100.00
6.2 BREEDING OF GAMECOCKS 100.00
6.3 CARPENTRY SHOPS 100.00
6.4 CONSTRUCTIONS AND/OR REPAIR SHOPS

A. MOTOR VEHICLES BODY BUILDINGS 150.00
B. TRICYCLES 100.00
6.5 FURNITURE REPAIR SHOP 100.00
6.6 XEROX COPYING/SCANNER 100.00
6.7.

6.8 REPAIR SHOPS FOR MOTOR VEHICLES AND ENGINES

A. WELDING SHOPS:

A.1 ELECTRIC WELDING 150.00
A.2 ACETYLENE WELDING 100.00
A.3 SOLDERING 100.00
A.4 VULCANIZING 500.00
6.9 REPAIR SERVICES

A. ELECTRONIC EQUIPMENT 100.00
B. HOUSEHOLD APPLIANCES 100.00
C. RADIOS AND AMPLIFIERS 50.00
6.10 OTHER SERVICE ESTABLISHMNET 100.00
7. ON FINANCING ESTABLISHMENT

A. LENDING INVESTORS 300.00
8. ON WATER REFILLING STATIONS 200.00
9. ON BUSINESS OF DEALERS OF LIQUORS 100.00
10. ON AMUSEMENT PLACES AND / OR AMUSEMENT DEVICES

10.1 BILLIARD OR POOL HALL 100.00
10.2 ON AMUSEMENT DEVICES (JUKEBOX MACHINE, VIDEOKE/
KARAOKE PLAYER) 100.00

BARANGAY CLEARANCE FEES ON BUSINESS

BARANGAY TINAMPA-AN
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CLASSIFICATION OF BUSINESS RATES
1. MANUFACTURERS, ASSEMBLERS, RE-PACKERS,
PROCESSORS, ETC
1.1 BAGOONG, SALTED FISH OR DRIED FISH 100.00
1.2 BAKERY
A. MECHANIZED 300.00
B. MANUAL 200.00
1.3 BEDD AND/OR MATTRESSES
A. MECHANIZED 200.00
B. MANUAL 100.00
1.4 BOTTLES/BOTTLING PLANT 500.00
1.5 BOXES 300.00
1.6 CANDIES 100.00
1.7 CANNED GOODS 500.00
1.8 CLOTHES AND GARMENTS 500.00
1.9 COCONUT OIL
A. WITH MORE THAN FIVE EXPELLERS 300.00
B. WITH LESS THAN FIVE EXPELLERS 150.00
1.10 CONFECTIONARY AND CANDIES 100.00
1.11 CONCRETE HOLLOW BLOCKS AND SAND AND GRAVEL | 300.00
1.12 COPRA MEAL 50.00
1.13 EDIBLE AND VEGETABLE OILS 50.00
1.14 GALVANIZED IRON SHEETS AND ALUMINUM
CONTAINERS 300.00
1.15 HOME INDUSTRIES AND FURNITURE 200.00
1.16 ICE, ICE CREAM AND FROZEN DELIGHTS 150.00
1.17 SOAP AND COSMETICS 150.00
1.18 STEEL AND ALUMINUN FABRICATION WITH GLASS 300.00

1.19 RE-PACKERS
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1.20 RECTIFIERS, BREWERS AND DISTILLERS 100.00

1.21 WINES, LIQUORS AND DISTILLED SPIRITS

COMPOUNDERS 100.00
1.22 OTHER MANUFACTURERS, IMPORTERS AND
PRODUCERS NOT MENTIONED ABOVE 100.00

2. ON RETAILERS, DEALERS, INDEPENDENT WHOLESALERS
AND DISTRIBUTORS

2.1 AGRICULTURAL PRODUCTS 100.00
2.2 AUTO PARTS 200.00
CONSTRUCTION &/OR REPAIR SHOP MOTOR 300.00
2.3DRUGS AND COSMETICS 200.00
2.4DRY OODS, CLOTHES AND TEXTILES 200.00
2.5 GENERAL MERCHANDISE

A. SARI-SARI (BARANGAYS) W/ (5,000 CAPITAL) 50.00
WITH 10,000 CAPITAL 100.00
B. INSIDE THE PUBLIC MARKET 50.00
2.6 GLASSWARES 100.00
2.7 GROCERIES 200.00
2.8 JEWELRIES 200.00

2.9 LUMBERS/WOOD AND CONSTRUCTION MATERIALS

A. ALL KINDS 500.00
B. COCO LUMBER 100.00
C. BAMBOOS AND ITS PRODUCTS AND NIPA SHINGLES 100.00
2.10 LUBRICATING OILS AND OIL BY-PRODUCTS 75.00
2.11 LIQUIFIED PETROLEUM GAS 150.00
2.12 KEROSENE, DIESEL AND GASOLINE

WITH FILLING STATION 500.00
2.13 WATER REFILLING STATION 150.00
WITH FILING STATION 300.00

2.13 VENDORS, BUYERS AND DEALERS

A. CHICKENS, FOWLS AND EGGS 50.00
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B. FISH VENDORS (AMBULANT) 50.00
C. FRUITS, SPICES AND VEGETABLES 50.00
D. HOGS 50.00
E. LARGE CATTLE AND OTHER LIVESTOCK 100.00
F. MEAT, FRESHAND PRESERVED 100.00
G. PLANTS AND FLOWERS 100.00
2.14 OTHER RETAILERS, WHOLESALERS, DEALERS AND
DISTRIBUTORS NOT MENTIONED ABOVE 100.00
3.O0N EXPORTERS 100.00
4. ON ESSENTIAL COMMODITIES 50.00
THE PERMIT FEES ON THE BUSINESS OF MANUFACTURING,
PRODUCING, IMPORTING, WHOLESALING AND RETAILING

OF ESSENTIAL COMMODITIES NOT SPECIFIED ABOVE SHALL

BE ONE-HALF (1/2) OF THE RATES PRESCRIBED IN THIS

ARTICLE.

5. ON RICE AND CORN

5.1 PALAY, CORN AND OTHER GRAINS BUYER/DEALER 75.00
5.2 RICE AND CORN WHOLESALER 75.00
5.3 RICE AND CORN RETAILERS 75.00
6. CAFES AND CAFETERIAS

6.1 CAFES AND CAFETERIAS 150.00
6.2 ICE CREAM AND OTHER REFRESHMENT PARLORS 150.00
6.3 CARINDERIAS AND FOOD CATERERS 150.00
6.4 RESTAURANTS 300.00
6.5 SODA FOUNTAIN BARS 100.00
6.6 FOOD STANDS FOR PUTO, POPCORN, PEANUTS AND

OTHER COOKED FOODS 50.00
6.7 GULAMAN, BUKO AND JUICE STANDS 50.00
7. ON CONTRACTORS AND SERVICE ESTABLISHMENTS

7.1 ACCOUNTING SERVICE 100.00
7.2 ADVERTISING AGENCIES 100.00
7.3 ARRASTRE SERVICE 100.00
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7.4 ASSAYING LABORATORIES 100.00
7.5 BARBER SHOPS

A. WITH THREE CHAIRS OR LESS 75.00
B. WITH ORE THAN THREE CHAIRS 100.00
C. ROVING/AMBULANT BARBERS 50.00
D. DOUBLE THE FEES IN A.) & B.) FOR AIR-CONDITIONED

SHOPS

7.6 BATTERY CHARGING SHOPS 100.00
7.7 BEAUTY PARLORS

A. WITH EQUIPMENT 100.00
B. MANUAL 50.00
C. TRAVELLING BEAUTICIANS 25.00
7.8 BELT AND BUCKLE SHOPS

7.9 BLACKSMITHS

A. MANUAL 50.00
B. MECHANIZED 100.00
7.10 BOOKIN OFFICE FOR FIRM EXCHANGE 100.00
7.11 BREEDING OF GAMECOCKS 100.00
7.12 BREEDING OF RACEHORSES 100.00
7.13 BROKERAGE 100.00
7.14BUSINESS AGENTS 100.00
7.15 BUSINESS MANAGEMENT SERVIES 100.00
7.16 CARPENTRY SHOPS 100.00
7.17 CINEMATOGRAPHIC FILM OWNERS, LESSORS OR
DISTRIBUTORS, VIDEO COVERAGE SERVICE 100.00
7.18 COLLECTING AGENCIES 150.00
7.19 COMMERCIAL OR IMMIGRANT BROKERS 150.00
7.20 CONSTRUCTION AND/OR REPAIR SHOPS

A. MOTOR VEHICLES BODY BUILDING 300.00
B. BICYCLES AND TRICYCLES 100.00
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C. ANIMAL DRAWN CARTS 50.00
7.21 DRAFTING AND ARCHITECTURAL SERVICES 100.00
7.22 DYEING ESTABLISHMENTS 100.00
7.23 EMPLOYMENT AGENCIES 200.00
7.24 ESCORT SVICES 200.00
7.25 FUNERAL SERVICES PARLORS 500.00
7.26 FURNITURE REPAIR SHOPS 200.00
7.27 GARAGES 100.00
7.28 GENERAL ENGINEERING, GENERAL BUILDING AND

SPECIALTY CONTRACTORS, FILLING, DEMOLITION, 200.00
SALVAGE WORK AND TRANSFER OR RELOCATION

7.29 GOLDSMITHS AND SILVERSMITHS 100.00
7.30 HEMP-GRADING ESTABLISHMENTS 100.00
7.31 HOUSE AND/OR SIGN PAINTERS 100.00
7.32 ICE AND COLD STORAGE 100.00
7.33 INDENTURE OR INDENT SERVICES 100.00
7.34 JANITORIAL SERVICES 100.00
7.35 JUDO-KARATE SCHOOLS 10.00
7.36 KEY SMITHS 50.00
7.37 LATHE MACHINE SHOPS

7.38 LAUNDRY SHOPS

A. MANUAL 50.00
B. MAECHANIZED 100.00
7.39 LEGAL AND OTHER PROFESSIONAL SERVICES

7.40 LUMBERYARDS 100.00
7.41 MASSAGE OR THERAPEUTIC CLINIC 100.00
7.42 METEOGRAPHY SERVICES 100.00
7.43 MEDICAL AND DENTAL CLINIC 100.00
7.44 MESSENGERIAL SERVICES 150.00
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7.45 MILLING SERVICES 100.00
7.46 PARKING LOTS

A. ONE HECTARE OR LESS 100.00
B. MORE THAN ONE HECTARE 500.00
7.47 PAINTING SHOPS 100.00
7.48 PERSONS ENGAGED IN THE

INSTALLATION/DISTRIBUTION OF:

A. WATER SYSTEMS 200.00
B. GASS OR BIO-GAS SYSTEM 200.00
C. ELECTRIC LIGHT, HEAT AND POWER INSTALLATION 200.00
D. SOUND SYSTEM SERVICE 150.00
E. ORDINARY SOUND AND LIGHT SYSTEM 100.00
F. STEREO-QUADROSONIC SOUNDS AND DISCO LIGHTS 50.00
G. SOUND AND TAPE DECK COMPONENT 50.00
7.49 PHOTOGRAPHIC STUDIOS

A. WITH GALLERY AND PHOTO ENLARGER 100.00
B. WITH GALLERY WITHOUT PHOTO ENLARGER 100.00
C. DEVELOPING CENTER 100.00
D. ROVING PHOTOGRAPHER 50.00
7.50 PHOTOSTATIC WHITE AND BLUE PRINTING 200.00
7.51 PLASTIC LAMINATION 150.00
7.52 PRIVATE HOSPITALS 200.00
7.53 PROMOTIONALS SERVICES 100.00
7.54 PROPRIETORS OR OPERATORS OF

HEAVY EQUIPMENT FOR HIRE 200.00
7.55 PROPRIETORS OF SMELTING PLANT 200.00
7.56 PROPRIETORS OF ENGRATING AND PLATING PANTS 150.00
7.57 PUBLIC WAREHOUSE AND BODEGAS 200.00
7.58 PURCHASING AGENCIES 150.00

7.59 RECOPYING AND DUPLICATING SERVICES
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A. XERO COPYING

100.00

B. MIMEOGRAPHING AND TYPING SERVICES 100.00
C. SCANNER 100.00
7.60 RENTING OF EQUIPMENT

A. OFFICE EQUIPMENT AND FURNITURE 100.00
B. BICYCLES, TRICYCLES AND SKATES 100.00
C. TRUCK AND AUTOMOBILES 100.00
D. HEAVY EQUIPMENT 100.00
E. AGRICULTURAL IMPLEMENTS AND TOOLS 100.00
F. DRIVING, SKIING AND OTHER ATHLETIC EQUIPMENT 100.00
7.61 REPAIR SHOPS FOR MOTOR VEHICLES AND ENGINES

A. WITH SHOP AREA OF MORE THAN 1,000 SQ. METERS 200.00
B. WITH SHOP AREA OF 500 SQ. METERS OR MORE BUT

LESS THAN 1000 SQ METERS

C. WITH SHOP AREA OF LESS THAN 500 SQ METERS 150.00
D. WELDING SHOP:

D.1 ELECTRIC WELDING 150.00
D.2 ACETYLENE WELDING 100.00
D.3 SOLDERING 100.00
7.62 REPAIR SERVICES

A. ELECTRONIC EQUIPMENT 100.00
B. HOUSEHOLD APPLIANCES 100.00
C. RADIOS AND AMPLIFIERS 50.00
7.63 ROASTING OF PIGS AND FOWLS 100.00
7.64 SAWMILLS

A. FIXED ESTABLISHMNETS 100.00
B. CHAINSAW OPERATOR PER UNIT:

B.1 WITH BLADE OF MORE THAN 24 INCHES 50.00
B.2 WITH BLADE OF MORE THAN 12 INCHES BUT LESS THAN

24 INCHES 50.00
B.3 WITH BLADE OF 12 INCHES OR LESS 50.00
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7.65 SCULPTORS SHOPS 50.00
7.66 SERVICE STATIONS

(WASHING, GREASING, LUBRICATING) 100.00
7.67 SHIPYARDS FOR SHIP REPAIRS:

A. WITH SHOP AREA OF 1 HECTARE OR LESS 150.00
B. WITH SHOP AREA OR MORE THAN 1 HECTARE 200.00
7.68 SHOE REPAIR SHOP / SHINE SERVICE

A. MANUAL 25.00
B. MECHANIZED

C. SHINE SERVICE / STAND 25.00
7.69 SHOP FOR PLANTING, SURFACING OR RECRUITING OF

LUMBER 100.00
7.70 SHOPS FOR SHEARING ANIMALS 50.00
7.71 SLENDERING OR BODY SALOONS 100.00
7.72 STAPLES 100.00
7.73 STEVEDORING SERVICES 100.00
7.74 TAILOR OR DRESS SHOPS:

A. WITH MORE THAN THREE SEWING MACHINES 100.00
B. WITH THREE OR LESS SEWING MACHINES 50.00
7.75 TINSMITHS

A. MECHANIZED 100.00
B. MANUAL 50.00
7.76 TRANSPORTATION TERMINALS NOT OWNED BY BUS
OPERATORS 200.00
7.77 UPHOLSTERY SHOP AND/OR WOOD CARVING 150.00
7.78 VACIADOR AND GRINDING SHOPS OR GRISTMILLS 100.00
7.79 VOCATIONAL, DRIVING AND COMPUTER SCHOOLS 1,560.00
7.80 VULCANIZING SHOP 75.00
7.81 WAREHOUSING, FORWARDING SERVICES 200.00
7.82 WATCH REPAIR SHOPS

A. MANUAL 50.00
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B. MECHANIZED 100.00
7.83 OTHER SERVICE ESTABLISHMENT 100.00
8. ON HOTELS AND MOTELS

8.1 HOTELS 500.00
8.2 MOTELS/ INNS/PENSION HOUSE 500.00
8.3 HOTELS, THREE STAR UP 300.00
8.4 MOTELS, THREE STAR UP 300.00
8.5 REST HOUSES WITH TEN ROOMS AND BELOW 150.00
9. ON PRIVATE-OWNED PUBLIC MARKET 200.00
10. ON REAL ESTATE DEALER

10.1 SUBDIVISION OPERATORS 500.00
10.2 LESSORS OF REAL ESTATE 500.00
11. ON PRIVATE-OWNED CEMETERIES AND MEMORIAL

PARKS

11.1 COMMERCIAL 500.00
11.2 FAMILY USE

13. ON BOARDING HOUSES 150.00
14. ON OPERATORS OF RICE AND CORN MILLS

14.1 CORN MILL 150.00
14. 2 RICE MILL 150.00
14.3 RICE AND CORN MILL 150.00
15. ON FISHPONDS, FISH PENS OR FISH BREEDING

GROUNDS

15.1 FISHPONDS 300.00
15.2 PRAWN PONDS 300.00
15.3 FISH BREEDING GROUNDS 300.00
15.4 PRAWN BREEDING GROUNDS 300.00
15.5 FISH PENS 300.00
ON BUSINESS SUBJECT TO 2% TAX

1. ON MONEY SHOPS, FINACING AND INSURANCE

ESTABLISHMNETS

A. MONEY SHOPS 150.00
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B. LENDING INVESTORS 500.00
C. FINANCE AND INVESTMENT COMPANIES 500.00
D. INSURANCE COMPANIES 150.00
E. COMMERCIAL COMPANIES 150.00
F. SAVINGS BANKS 150.00
2. ON THE BUSINESS OF DEALERS IN FERMENTES LIQUORS,
DISTILLED SPIRITS AND/OR WINE/TUBA

A. WHOLESALE DEALER IN FOREIGN LIQUORS 100.00
B. WHOLESALE DEALER IN DOMESTICS LIQUORS 100.00
C. RETAIL DEALER IN FOREIGN LIQUORS 100.00
D. RETAIL DEALER IN DOMESTICS LIQUORS 100.00
E. RETAIL DEALER IN VINO LIQUORS (MALLORCA, ETC.) 100.00
F. RETAIL DEALER IN FERMENTED LIQUORS 100.00
G. WHOLESALE DEALER IN FERMENTED LIQUORS 100.00
H. RETAIL DEALER IN TUBA, BASI AND/OR TAPUY 50.00
|. WHOLESALE DEALER IN TUBA, BASI AND/ OR TAPUY 50.00
3. ON TOBACCO DEALERS

A. RETAIL DEALER OF TABACCO LEAF 25.00
B. WHOLESALE LEAF TOBACCO DEALER 50.00
C. RETAIL DEALER OF MANUFACTURED TOBACCO 50.00
D. WHOLESALE DEALER OF MANUFACTURED TOBACCO 75.00
4. ON AMUSEMENT PLACES AND/OR AMUSEMENT DEVICES

A. DAY AND NIGHT CLUB 100.00
B. DAY CLUB OR NIGHT CLUB 100.00
C. COCKTAIL LOUNGE OR BARS 100.00
D. CABARET OR DANCE HALL 100.00
E. BATH HOUSE AND/OR SWIMMING POOL, RESORT AND

OTHER SIMILAR PLACES 150.00
F. SKATING RINK 150.00

335




G. STEAM BATH, SAUNA BATH AND OTHER SIMILAR

ESTABLISHMNET PER CUBICLE 100.00
H. BILLIARD OR POOL HALL

H. PER TABLE (POOL) 50.00
H. PER TABLE (BILLIARD) 100.00
|. BOWLING ALLEY

[.1 AUTOMATIC 100.00
[.2 NON-AUTOMATIC 75.00
J. CIRCUS, CARNIVAL OR THE LIKE 200.00
K. MERRY-GO-ROUND, ROLLER COASTER, FERRIES WHEEL,

SWING, SHOOTINGGALLERY, AND OTHER SIMILAR

CONTRIVANCE FOR EACH CONTRIVANCE 100.00
L. BOXING STADIUM 100.00
M. BOXING CONTEST, PER NIGHT 100.00
N. COCKPIT 100.00
0. RACE TRACK 100.00
P. THEATERS AND CINEMAS HOUSES

P. 1 THEATERS AND CINEMAS HOUSES 150.00
P. 2 ITENERANT OPERATOR 100.00
P. 3 VIDEO HOUSE OR MINI THEATER 100.00
5. ON AMUSEMENT DEVICES

A. EACH JUKEBOX MACHINE 50.00
B. EACH VIDEOTAPE, MACHINE OR PLAYER 50.00
C. EACH APPARATUS FOR WEIGHING PERSONS 25.00
6. ON PRIVATE DETECTIVE AGENCY 100.00
7. ON POWER PRODUCER

A. SOLAR PLANT 3,500.00
8. FOR TRANSLOADING (SUGARCANE) 1,500.00

BARANGAY CLEARANCE FEES ON BUSINESS
BARANGAY V. F. GUSTILO
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CLASSIFICATION OF BUSINESS RATES
ISSUANCE OF BARANGAY CLEARANCE FOR:
A. ALL BUSINESS ESTABLISHMENTS AND OTHER
ACTIVITIES 20.00
B. CHARCOAL PERMIT 50.00
C. FUEL WOOD PERMIT APPLICATION 50.00
D. LUMBER PERMIT APPLICATION 50.00
E. BUYING CARABAO, COW AND HORSE 200.00

4. Issuance of Certification for Retirement of Business
Registered Business establishments who want to retire from business operations.

(8:00 AM - 5:00 PM Monday - Friday)

O.ﬁ'.c? or CTO - Business Tax, Fees, & Other Charges Division
Division:
Classification: | Simple
e a0 . G2B-Government to Business
Transaction:
‘a’\\’/:(i)l-may Registered Business Establishments
CHECKLIST OF
REQUIREMENTS WHERE TO SECURE
One (1) set of Business CTO - Business Tax, Fees, & Other Charges
Retirement Application Form Division

One (1) Original copy of
Barangay Clearance

Barangay where business is located

One (1) Original copy of Market
Collector’s Clearance for Market
Business Operators

CTO - Market Unit, if business is located at the
Public Market

One (1) Original copy of Latest
Issued Business Permit

Business Owner

One (1) Original copy of Business | CTO - Business Tax, Fees, & Other Charges

Tax Clearance Division
One (1) Original copy of
Declaration of Gross Sales for Business Owner
current year
AGENCY FEES TO PROCESSING PERSON
CLIENT STEPS | "scTiON BE PAID TIME RESPONSIBLE
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1. Present duly

accomplished | 1.1. Review None 5 Minutes Local Revenue
Application documents as Collection Officer
Form for to compliance 1V - City
Retirement of Treasurer’'s Office
Business with
attached
required 1.2. None 5 Minutes Administrative
documents to | Verification for Aide Il - City
Windows 1, 2 | any Arrears Treasurer’s Office
or3
Please See | 5 Minutes Computer
1.3. Compute | Table of Operator | - City
for Business Taxes Treasurer’'s Office
Tax Arrears (under
Service No.
3)
None 3 Minutes Administrative
1.4. Release Aide Il - City
Business Tax Treasurer’'s Office
Bill of Arrears
2. Proceed to 2.1. Issue As per Tax 5 Minutes Revenue
the Payment Official Bill Collection Clerk I
Windows 1, 2, 3 | Receipt Assessment / Local Revenue
or4 Collection Officer

Il - City
Treasurer’s Office
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3. Present 3.1. Assess Please See 5 Minutes Local Revenue
Retirement the Business Table of Collection Officer
Application Form | Retirement Taxes 1V - City
to Window 1, 2, | Fee (under Treasurer’s Office
or3 Service No.
3)
Add: Cert.
Fee- 50.00
Doc. Stamp -
£30.00
Convenience
Fee —
£20.00
3.2. Endorse Local Revenue
the application | None 2 Minutes Collection Officer
for retirement 1V - City
to the Field Treasurer’s Office
inspector for
the conduct of
inspection
3.3. Schedule Local Revenue
for an None 3 Minutes Collection Officer
inspection and Il/Computer
inform the Operator | - City
client Treasurer’s Office
4. Wait for the 4.1. Conduct None 60 Minutes Local Revenue
conduct of the inspection Collection Officer
inspection and ll/Computer
advice of the Operator | - City
Field Collector Treasurer’s Office
4.2. Field None 3 Minutes Local Revenue
Inspector Collection Officer
endorse the Il/Computer
retirement Operator | - City
application to Treasurer’s Office
Division Chief
4.3. Affix None 2 Minutes Local Revenue
signature for Collection Officer
Approval 1V - City
Treasurer’s Office
5. Proceed to CITY
the main City TREASURER
Treasurer’s
Office, City Hall |
CTO-

Administrative Div.
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6. Proceed to the

BPLO, City CITY
Hall Il ADMINISTRATOR
7. Proceed to 7.1. Issue As per 5 Minutes Revenue
the Payment Official Business Collection Clerk Il
Windows 1, 2, or | Receipt Tax Billing - City Treasurer’'s
3 for payment Office
Revenue
7.2. Forward None 2 Minutes Collection Clerk Il
Official - City Treasurer’s
Receipt to Office
Clerk -In
charge of
Certification
None S Minutes Administrative
Aide Il - City
7.3. Prepare Treasurer’s Office
Certificate of
Retirement
None 5 Minutes CITY
TREASURER /
7.4. Affix Local Revenue
signature Collection IV
(Authorized
Officer)
8. Claim 8.1. Release None 5 Minutes Computer
certificate of of Official Operator I/
retirement and Receipt & Administrative
Official receipt Certificate of Aide Il - City
Retirement Treasurer’s Office
Please See
Total: Table of
Taxes 2 Hours
(under
Service No.
3)
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5. Assessment and Payment of Motorized Tricycle Operator’s
Permit (MTOP) (New & Renewal) - Private, Utility and For Hire

Annual registration of Tricycle by Operators/Owners operating in the City.
(8:00 AM - 5:00 PM Monday - Friday)

Office or
Division:

CTO - Business Tax, Fees, & Other Charges Division

Classification:

Simple

Type of G2C-Government to Client
Transaction: G2B-Government to Business
:\Ill:i)l Imay Motorized Tricycle Operators/Owners
CHECKLIST OF WHERE TO SECURE
REQUIREMENTS
One (1) Original Copy of
Application Form with supporting | Cadiz Tricycle Franchising & Regulatory Division
documents
One (1) Original Copy of CTO - Business Tax, Fees, & Other Charges
Community Tax Certificate (CTC) | Division
gne (1) Original Copy of CTO - Business Tax, Fees, & Other Charges
ssessment Form duly Divisi
\ ivision
accomplished
AGENCY FEES TO BE | PROCESSING PERSON
CLIENT STEPS | "AcTiON PAID TIME RESPONSIBLE
1. Present duly 1.1. Compute | (Please see
accomplished | Registration Table of Fees | 10 Minutes Ticket Checker |
Application Fee & below) Administrative
Form with Charges Aide - City
required based on type Treasurer’'s
documents to | of Tricycle Office
Windows 1, 2, Add:
3or4 Surcharge
55.00, if paid
after 20" day
of January of
each year
Local Revenue
Collection
1.2. Approval . .
of PP None 5 Minutes Officer /V,' City
Assessment Trgasurer S
Office
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2. Present 2.1 Issue As per 5 Minutes Lc%(/:lzlc ’;gr‘"e”“e
Assessment Official assessment Officer
Form for Receipt IIl/Revenue
payment at ;
Window 1, 2 or 3 Colle.ct/on Clerk
I - City
Treasurer’s
Office
2.2. Release None 2 Minutes
e Offcial_ Administrative
Sfceo‘;ti : Aide - City
dogﬁmen’?s Treasurer’s
Office
3. Proceed at the
City Health Office
for sanitary
permit
Total: (Please see
Table of 22 Minutes
Fees below)
Fees on Motorized Tricycle for hire: Closed type, Open Type AL
Filing Fee P165.00 P165.00 P165.00
MTOP Fee P250.00 P320.00 P250.00
Annual Sticker P 75.00 P 75.00 P 75.00
Semi-annual Inspection sticker P 60.00 P 60.00 -
Supervision Fee P110.00 P110.00 P110.00
Franchise Tax P120.00 P120.00 P120.00
Health Fee P 50.00 P 50.00 P 50.00
Body No. P160.00 P160.00 -
Identification Card (Operator) P 70.00 P 70.00 P 55.00
Notification Sticker P100.00 P100.00 P100.00
Convenience Fee P 20.00 P 20.00 P 20.00
TOTAL P1,180.00 P1,250.00 P945.00
Surcharge for late payment: 25% of the
MTOP P 62.50 P 80.00 P 25.00
P110.00 fee for each additional unit
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Fees on Private Motorized and e-Tricycle hpni‘t’::;;ze d Private e-Tricycle
MTOP Fee P100.00 P100.00
Supervision Fee P 85.00 P 85.00
Health Fee P 50.00 P 50.00
Plate No. P100.00 P100.00
Notification Sticker P100.00 P100.00
Convenience Fee P 20.00 P 20.00
TOTAL P455.00 P455.00
Surcharge for late payment: 25% of the MTOP P 25.00 P 25.00

6. Issuance of MTOP Plate and Sticker

Motorized Tricycle Operator's Permit (MTOP) Plate/Sticker is issued to Tricycle
Operators/Owners operating in the City.

(8:00 AM - 5:00 PM Monday - Friday)

O_ffI_C? or CTO - Business Tax, Fees, & Other Charges Division
Division:
Classification: Simple
Type of G2C-Government to Client
Transaction: G2B-Government to Business
Who may avail: Motorized Tricycle Operator’'s Permit Owner/Operator
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
One (1) Original copy of MTOP or . . ..
One (1) Original copy of Franchise gadlz Tricycle Franchising & Regulatory
& X ivision
Certificate of Tricycle
FEES
AGENCY PROCESSING PERSON
ARl SR ACTION T&?DE TIME RESPONSIBLE

1. Present MTOP 1. Check

and Certificate of documents as | None 5 Minutes Ticket Checker -

Franchise to to compliance City Treasurer’s

Window 1 Office
2. Receive Official 2. Release None 5 Minutes Administrative
MTOP Sticker/Plate Official MTOP Aide - City

Sticker/Plate Treasurer’s Office
Total: 00 10 Minutes
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7. Processing of Certificate for Retirement of Motorized Tricycle

Operator’s Permit (MTOP)

Certification is issue to MTOP operators that voluntarily or involuntarily discontinue
or close its operation.

(8:00 AM - 5:00 PM Monday - Friday)

Office or

... CTO- Business Tax, Fees, & Other Charges Division
Division:

Classification: Simple

G2C-Government to Client
G2B -Government to Business

Type of
Transaction:

Who may avail: | Motorized Tricycle Operator’'s Permit Owner/Operator

CHECKLIST OF
REQUIREMENTS WHERE TO SECURE
One (1) Original copy of Duly CTFRD Office or CTO - Business Tax, Fees, &
accomplished Retirement Form Other Charges Division, City Hall Il
(B)gtzgl])a(;néjel?ti‘liccgt?gnd Barangay residence of tricycle operator
One (1) Original copy of Latest
issued Franchise Certificate or CTFRD/ Tricycle Operator
Original MTOP
AGENCY | FEES TO BE | PROCESSING PERSON
el ACTION PAID TIME RESPONSIBLE
1. Present duly 1.1. Check | None 5 Minutes Ticket Checker -
accomplished documents City Treasurer’s
Retirement form as to Office
with required compliance
documents at
Windows1, 2 or 3
1.2. Assess | As per 10 Minutes
the Schedule of Local Revenue
retirement Fees Collection 1V -
fee City Treasurer’s
Add: Cert. Office
Fee- £50.00
Doc. Stamp -
#30.00
Convenience
Fee - £20.00
Local Revenue
1.3. Affix None 2 Minutes Collection |V -
signature for City Treasurer’s
approval Office
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2. Proceed at the CITY
main City TREASURER
Treasurer’s Office,
City Hall |
3. Proceed at the OIC - CTFRD
City Mayor’s
Office, City
Hall 11
4. Proceed to 4.1. Issue As per 5 Minutes Revenue
Window 1,2 or 3 Official Computation Collection Clerk Il
for payment Receipt - City Treasurer's
Office
4.2. Prepare
Certificate None 5 Minutes
of Computer
Retirement Operator I/
Administrative
Aide - City
Treasurer’'s
. Office
4.'3' Affix None 5 Minutes
signature to CITY
the TREASURER /
Certificate Local Revenue
of Collection IV
Retirement (Authorized
Officer)
5. Claim Official 5.1. None 5 Minutes Computer
Receipt and Release Operator
Certificate of Certificate I/Administrative
Retirement of Aide - City
Retirement Treasurer’'s
Office
Total: As per 37 Minutes
Computation
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8. Assessment and Payment of Registration of Motorboats with

Engine (New & Renewal)

Annual Registration of Motorboat by Operators/Owners operating in the City.
(8:00 AM - 5:00 PM Monday - Friday)

Office or
Division:

CTO - Business Tax, Fees, & Other Charges Division

Classification:

Simple

REQUIREMENTS

Type of G2C-Government to Client
Transaction: G2B-Government to Business
Wh? may Motorboat Operators/Owners
avail:

CHECKLIST OF

WHERE TO SECURE

Certification

One (1) Original copy of Barangay

Barangay where business is located

Clearance

One (1) Original copy of OCA

City Agriculture’s Office

One (1) Original copy of Community

CTO - Business Tax, Fees, & Other Charges

Tax Certificate Division
AGENCY FEES TO PROCESSING PERSON
CEr BT ACTION BE PAID TIME RESPONSIBLE
1. FILING &
ASSESSMENT
1.1. Compute
1. Present the the Registration | None 10 Minutes Ticket Checker -
required Fee & Charges City Treasurer’s
documents at based on type Office
Window 1 of Engine
1.2 Approval of | None 5 Minutes Local Revenue
Assessment Collection
Officer IV- City
Treasurer’s
Office
2. PAYMENT 2.1. Issue As per 5 Minutes Local Revenue
Official assessment Collection
2. Pay the Receipt Officer Ill/
Assessment Bill Revenue
Collection Clerk
I - City
Treasurer’s
Office
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2.2. Release None 5 Minutes Ticket Checker -
Pumpboat City Treasurer’s
Plate & Office
Official
Receipt
3. Proceed at the
City Health
Office for
sanitary permit
TOTAL: (Please 25 Minutes
see Table
of Fees
below)
No. RATE FOR FOR
Fishing Boat Registration RESIDENT TRANSIENT
FISHERS FISHERS
1 Application Fee P30.00 P100.00
2 Inspection Fee P75.00 P150.00
3 Fees for Initial Registration / Issuance of New CN /
Reissuance of CN
1. Non-Motorized vessel Free of
Charge
2. Motorized vessel
a. 10hp or less P200.00 P300.00
b. More than 10 but less than P200.00 P300.00
15hp
c. More than 15 but less than P250 00 P350 00
40hp
d. More than 40 but less
than 80hp P350.00 P450.00
e. More than 80hp P500.00 P600.00
4 Renewal of Registration
1. Non-Motorized vessel Free of
Charge
2. Motorized vessel
a. 10 hp. orless P200.00 P300.00
b. More than 10 but less
than 15 hp. P200.00 P300.00
c. More than 15 but less
than 40 hp. P250.00 P350.00
d. More than 40 but less
than 80 hp. P350.00 P450.00
e. More than 80 hp. P500.00 P600.00
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| 5 | Entrance Fee P50.00 per
RATE RATE FOR
. . FOR TRANSIENT
NO. Mayor’s Permit RESIDENT FISHERS
FISHERS
A | Motorized with Engine of 10 HP or less P100.00 P150.00
B | Motorized with Engine of more than 10 HP but P150.00 P250.00
less than 15 HP
C | Motorized with Engine of more than 15 HP but P300.00 P400.00
less than 40 HP
D | Motorized with Engine of more than 40 HP but| P350.00 P450.00
less than 80 HP
E | Motorized with Engine of more than 80 HP P500.00 P600.00

9. Assessment and Payment of Bicycle and Pushcart Registration
Annual Registration of Bicycle and Pushcart by Operators/Owners operating in the
City.

(8:00 AM - 5:00 PM Monday - Friday)

Office or

. . CTO - Business Tax, Fees, & Other Charges Division
Division:

Classification: | Simple

Type of G2C-Government to Client
Transaction: G2B-Government to Business
‘a’\\\lli:i)l Imay Bicycle and Pushcart Operators/Owners
CHECKLIST OF WHERE TO SECURE
REQUIREMENTS
(C)Ine (1) Original copy of Barangay Barangay where owner resides
earance
One (1) Original copy of Community | CTO - Business Tax, Fees, & Other Charges
Tax Certificate Division
AGENCY FEES TO | PROCESSING PERSON
ST S ACTION BE PAID TIME RESPONSIBLE
1. Present the 1.1. Compute Bicycle fees:
required the total bill
documents Registration
Fee: £150.00
Ticket Checker-
Plate:£100.00 | 5 Minutes City Treasurer’s
Pushcart Office
fees:
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Registration
Fee: P150.00
Plate:
£100.00
Local Revenue
Collection
None Officer IV- City
1.2. Approval of 3 Minutes Treasurer’s
Assessment Bill Office
£250.00 5 Minutes Local Revenue
2. Pay the 2.1. Issue Official Collection
Assessment bill Receipt Officer Il /
Revenue
Collection Clerk
Il - City
Treasurer’s
None Office
2. 2.Release the 2 Minutes
Official
Receipt and Ticket Checker-
Official Plate City Treasurer’s
Office
TOTAL: £250.00 15 Minutes

10. Payment of Peddler’s Permit

Securing Peddler's Permit for all transient vendors operating in the City.
(8:00 AM - 5:00 PM Monday - Friday)

Office or
Division:

CTO — Business Tax, Fees, & Other Charges Division

Classification:

Simple

Type of
Transaction:

G2B-Government to Business

Who may avail:

Transient vendors

CHECKLIST OF
REQUIREMENTS

WHERE TO SECURE

One (1) Original copy of Clearance
from City Enforcement Unit (CEU)

City Legal Office

One (1) Original copy of Barangay

Certification

Barangay of residence

One (1) Original copy of
Community Tax Certificate

CTO - Business Tax, Fees, & Other Charges
Division

One (1) Original copy of Tax

Assessment Form

Business Permit and Licensing Office (BPLO)

CLIENT STEPS

AGENCY

ACTION

FEES TO | PROCESSING PERSON
BE PAID TIME RESPONSIBLE
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1. Present duly 1.1.Check None 3 Minutes Local Revenue

accomplished documents Collection Officer
Tax Assessment | as to Il - City

Form with other | compliance Treasurer’s Office
required

documents Computer

Operator | - City
Treasurer’s Office

1.2. Peddler’s 5 Minutes Local Revenue
Compute the | Tax £75.00 Collection Officer
total Add: Il I Computer
Assessment | Regulatory Operator | - City
Fees: Treasurer’s Office
975.00
Total -
£1,050.00
2. Pay at the 2. Issue #1,050.00 5 Minutes Revenue
Payment Window Official Collection Clerk Il
Receipt - City Treasurer’s
Office

3. Proceed to the
BPLO for issuance
of Mayor’s Permit

Total: | #1,050.00 13 Minutes

11. Payment of Special Permits (Parade, Motorcade, Benefit
Dance, Transport of Goods)

Securing Special Permit before conducting the event.
(8:00 AM - 5:00 PM Monday - Friday)

CTO - Business Tax, Fees, & Other Charges

Office or Division:

Division
Classification: Simple
Type of Transaction: G2C-Government to Client
Who may avail: General Public

CHECKLIST OF

REQUIREMENTS
One (1) Original Copy of Letter
Request Noted/Approved by the
City Mayor or any Authorized
Official

CLIENT STEPS

WHERE TO SECURE

City Mayor’s Office

AGENCY FEES TO BE | PROCESSING PERSON
ACTION PAID TIME RESPONSIBLE
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1. Present Letter 1.1. Assess Parade- 5 Minutes Local Revenue
Request the fees & £250.00 Collection
charges Motorcade- Officer Il - City
$250.00 Treasurer’s
Benefit Office
Dance-
£300.00
Ordinary days
£500.00-
Fiesta days
Transport of
Goods-
100.00
Additional:
£50.00 —
Convenience
Fee
2. Pay the total due | 2. 1. Issue As per 5 Minutes Revenue
Official assessment Collection Clerk
Receipt Il - City
Treasurer’'s
Office
3. Proceed to the
BPLO for
issuance of
Mayor’s
Clearance
Total: | As per 10 Minutes
assessment

12. Payment of Promotional Permits (Streamers, Billboards,
Tarpaulin, Posters)
Securing Permit before posting of Streamers, Billboards, Tarpaulin and Posters for

Business purposes.
(8:00 AM - 5:00 PM Monday - Friday)

. « CTO — Business Tax, Fees, & Other Charges
Office or Division: Division
Classification: Simple
Type of Transaction: G2C-Government to Client
Who may avail: General Public
CHECKLIST OF WHERE TO SECURE
REQUIREMENTS

One (1) Original Copy of Letter
Request Noted/Approved by the
City Mayor or any Authorized
Official

City Mayor’s Office

351



CLIENT AGENCY | FEES TO BE | PROCESSING PERSON

STEPS ACTION PAID TIME RESPONSIBLE
1. Present 1. Assess None 5 Minutes Local Revenue
Letter the fees Collection Officer Il /
Request at & Revenue Collection
Windows 1, 2 charges Clerk Il - City
or3 Treasurer’s Office
2. Pay the 2. Issue As per 5 Minutes Local Revenue
total due Official Assessment Collection Officer Il /

Receipt Revenue Collection
Clerk Il - City
Treasurer’s Office
3. Proceed to
the BPLO for
issuance of
Mayor’s
Clearance
Total: | (Please see 10 Minutes
Table of
Fees below)

On Billboards/Signboards per sq.m: Per Month
Billboard per sq.m. or fraction thereof per year
Single-face P
200.00
Double-face P
400.00
Billboards, signs, or advertisements for businesses and professions
Posted in any building or structure / per sq.m. or
fraction thereof per year P
25.00
Advertisement for business or profession by means of slides Payable
by owners of movie houses/television/cable/LED billboard P
350.00
Mass Display of Signs:
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From 100to 250 display signs
P1,200.00
From 251to 500 display signs
P1,500.00
From 501to 750 display signs
P1,800.00
From 751 to 1,000 display signs
P2,300.00
From 1,000 or more display signs
P3,000.00
Advertisement by means of vehicles, balloons, or kites: P
150.00
Advertisement by means of tarpaulin per week: P150.00
each

13. Payment of Cadiz City Arena Rental

Securing Permit before conducting an event in the City Arena.
(8:00 AM - 5:00 PM Monday - Friday)

Office or

Division: CTO — Business Tax, Fees, & Other Charges Division
ivision:

Classification: | Simple

Type of G2C-Government to Client
Transaction: G2B-Government to Business

Who may avail: | General Public

CHECKLIST OF WHERE TO SECURE

REQUIREMENTS
One (1) Original Copy of Letter
Request Noted/Approved by the City | City Mayor’s Office
Mayor or any Authorized Official

FEES
AGENCY PROCESSING PERSON
SRS 2 ACTION BSS TIME RESPONSIBLE
1. Present Letter | 1. Assess the None 10 Minutes Local Revenue
Request at rental fees & Collection Officer
Windows 1, 2 or | other charges Il I Local Treasury
3 Operations Off. | -
City Treasurer’s
Office
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2. Pay the total 2.1. Issue (Please | 5 Minutes Local Treasury
assessment due | Official Receipt see Operations Off. |/
and advice client | Table of Local Revenue
to proceed at the | Fees Collection Officer
City Sports below) Il - City
Development Treasurer’s Office
Unit for schedule
confirmation
(Please | 15 Minutes
Total: see
Table of
Fees
below)
Fees Rate
1. Whole Cadiz Arena P5,000.00 first three (3) hours without air-condition

a) In excess of three (3) hours | P 2,000.00 / hour

b) Lights and Sounds P 3,500.00 / day of event
c) Air Conditioning P 250.00 / unit / hour
d) Plastic chairs P 20.00/ chair
2. Light Emitting Diode LED Screen, P 2,500.00 / day of event
3. Security Deposit P 5,000.00 /day of event

(for refund upon clearance by the City
Sports Development Office)

14. Payment of Balay Cadiznon Building Rental

Securing Permit before conducting an event in the Building.
(8:00 AM - 5:00 PM Monday - Friday)

O.ff'.c? or. CTO — Business Tax, Fees, & Other Charges Division
Division:
Classification: Simple
Type of G2C-Government to Client
Transaction: G2B-Government to Business
Who may avail: General Public
CHECKLIST OF WHERE TO SECURE

REQUIREMENTS

One (1) Original Copy of Letter

Request Noted/Approved by the City Mayor’s Office
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City Mayor or any Authorized

Official

One (1) Original Copy of Booking

Form Balay Cadiznon Building
AGENCY | FEES TO | PROCESSING PERSON
Gl ACTION | BE PAID TIME RESPONSIBLE
1. Present Letter 1.Verify None 5 Minutes Local Treasury
Request & the Operations Off. |/
Booking Form at | Booking Local Revenue
Window 1,2 & 3 Form Collection Officer Il
- City Treasurer’s
Office
2. Pay the total due | 2.1. Issue | As Stated | 5 Minutes Local Treasury
and receive the Official in the Operations Off. |/
Official Receipt with | Receipt Booking Local Revenue
attached documents Form Collection Officer Il
- City Treasurer’'s
Office
Total: | As Stated 10 Minutes
in the
Booking
Form

BALAY CADIZNON RATES

cH> Fjve}toe R\f/}e 1AC | 2AC | 3AC | 4AC | 5AC | 6AC | 7AC | 8AC | o, | 10
O Ao | M | UNE | UNI | UNI | UNI | UNT | UNE | UNE | N | S| AC
T T T | T | T | T UNIT
R n on
P | P
3 | 5,000 | 6,50
00 | 000
P PP PP 10P 0 10P 2 10P 5 10P 7 11P 0
4 | 7,000 875 | 9,00 | 925 | 9,50 | 9,75 | 100/ 19.2/1 1051 10.7 | 110
00 0.00 | 0.00 | 0.00 | 0.00 | 0.00 | 9 ' ' ' '
0| 0| o 0 0
R P P | Pl Pl Pl Pl Pl P | P | P
5 | 0.000 110 | 115 | 120 | 125 | 130 | 135 | 14,0 | 145 | 150 | 155
o 00.0 | 00.0 | 00.0 | 00.0 | 00.0 | 00.0 | 00.0 | 00.0 | 00.0 | 00.0
: 0 o | o | o] o] o] o] o 0 0
R P P | P | Pl Pl Pl Pl P | P | P
6 | 1100 132 | 14,0 | 147 | 155 | 162 | 17.0 | 17,7 | 185 | 192 | 20,0
oo 50.0 | 00.0 | 50.0 | 00.0 | 50.0 | 00.0 | 50.0 | 00.0 | 50.0 | 00.0
0 o | o] o] o] o] o] o 0 0
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e P Lad Lad Lad ind ind ind ind P
7 1 13.00 155 | 16,5 | 17,5 | 185 | 195 | 205 | 21,56 | 225 | 23,5 | 24,5
O.bO 00.0 | 00.0 | 00.0 | 00.0 | 00.0 | 00.0 | 00.0 | 00.0 | 00.0 | 00.0
0 0 0 0 0 0 0 0 0 0
P P Lad Lad Lad ind ind ind ind P g
8 | 15.00 17,7 | 19,0 | 20,2 | 21,5 | 22,7 | 24,0 | 25,2 | 26,5 | 27,7 | 29,0
0 ’OO 50.0 | 00.0 | 50.0 | 00.0 | 50.0 | 00.0 | 50.0 | 00.0 | 50.0 | 00.0
' 0 0 0 0 0 0 0 0 0 0
P P Lad Lad Lad ind ind ind ind P g
9 | 17.00 20,0 | 21,5 | 23,0 | 24,5 | 26,0 | 27,5 | 29,0 | 30,5 | 32,0 | 33,5
O.bO 00.0 | 00.0 | 00.0 | 00.0 | 00.0 | 00.0 | 00.0 | 00.0 | 00.0 | 00.0
0 0 0 0 0 0 0 0 0 0
e P Lad Lad Lad ind ind ind ind P ind
1 19.00 222 | 24,0 | 25,7 | 27,5 | 29,2 | 31,0 | 32,7 | 34,5 | 36,2 | 38,0
0 0 bO 50.0 | 00.0 | 50.0 | 00.0 | 50.0 | 00.0 | 50.0 | 00.0 | 50.0 | 00.0
) 0 0 0 0 0 0 0 0 0 0
e P Lo Lo Lo g g g g P ind
1 2100 245 | 26,5 | 28,5 | 30,5 | 325 | 34,5 | 36,5 | 38,5 | 40,5 | 42,5
1 0 ’OO 00.0 | 00.0 | 00.0 | 00.0 | 00.0 | 00.0 | 00.0 | 00.0 | 00.0 | 00.0
' 0 0 0 0 0 0 0 0 0 0
P P Lnd Lnd Lnd g g g g P g
1 2300 26,7 | 29,0 | 31,2 | 33,5 | 35,7 | 38,0 | 40,2 | 42,5 | 44,7 | 47,0
2 0 ’OO 50.0 | 00.0 | 50.0 | 00.0 | 50.0 | 00.0 | 50.0 | 00.0 | 50.0 | 00.0
' 0 0 0 0 0 0 0 0 0 0
P P Lnd Lnd Lnd g g g nd P g
1 2500 29,0 | 315 | 34,0 | 36,5 | 39,0 | 41,5 | 44,0 | 46,5 | 49,0 | 51,5
0 bO 00.0 | 00.0 | 00.0 | 00.0 | 00.0 | 00.0 | 00.0 | 00.0 | 00.0 | 00.0
) 0 0 0 0 0 0 0 0 0 0
e P Lo Lo Lo g g g g P ind
1 2700 31,2 | 34,0 | 36,7 | 395 | 42,2 | 45,0 | 47,7 | 50,5 | 53,2 | 56,0
4 0 bO 50.0 | 00.0 | 50.0 | 00.0 | 50.0 | 00.0 | 50.0 | 00.0 | 50.0 | 00.0
) 0 0 0 0 0 0 0 0 0 0
e P L L L g g g g P g
1 2900 33,5 | 36,5 | 395 | 425 | 455 | 48,5 | 51,5 | 54,5 | 57,5 | 60,5
5 0 ’OO 00.0 | 00.0 | 00.0 | 00.0 | 00.0 | 00.0 | 00.0 | 00.0 | 00.0 | 00.0
' 0 0 0 0 0 0 0 0 0 0
B P Lad Lad Lad ind ind ind ind P ind
1 31.00 35,7 | 39,0 | 42,2 | 45,5 | 48,7 | 52,0 | 55,2 | 58,5 | 61,7 | 65,0
0 ’OO 50.0 | 00.0 | 50.0 | 00.0 | 50.0 | 00.0 | 50.0 | 00.0 | 50.0 | 00.0
' 0 0 0 0 0 0 0 0 0 0
Additional Charge
Lights and P per day of
Sounds * 3,50 event
0.00
. Lnd
glﬁ:it'lg + 2(()).0 per chair
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15. Collection of Other Local Taxes
Official Receipt for Other Local Taxes is issued to individuals for processing
documents and other related payments to the City of Cadiz.

(8:00 AM - 5:00 PM Monday - Friday)

Office or
Division:

CTO - Business Tax, Fees, & Other Charges Division

Classification:

Simple

Type of
Transaction:

G2C- Government to Client

Who may avail:

General Public

CHECKLIST OF
REQUIREMENTS

WHERE TO SECURE

One(1) Professional ID (Issued

Requesting Client

Windows 1, 2, 3 or
4

by PRC/IBP)
AGENCY FEES TO PROCESSING PERSON
SAlET A ACTION BE PAID TIME RESPONSIBLE
PROFESSIONAL
TAX (PTR) Local Revenue
1. Present ID 5 Minutes IC”O/”;‘Z"/‘;’; L%mce’
(PRC/ IBP Card) to | 1.Receive | None .
. Collection Clerk Il -
Windows 1,2, 3 or | ID Gi ;
4 ity Treasurer’s
Office
2. Receive | #300.00 Local Revenue
2. Pay and receive | payment 5 Minutes Collection Officer
the Official Receipt | and issue (Surcharge Il Revenue
Official of 25% if Collection Clerk Il -
Receipt paid after City Treasurer’s
31st of Office
January of
each year)
TOTAL: P 300.00 10 Minutes
OCCUPATIONAL
TAX
|1ciepnﬁ’i806ar’:;[on 1.1. Local Revenue
Receive ID | None 5 Minutes Collection Officer
Card(ID) to

Il | Revenue
Collection Clerk Il -
City Treasurer’s
Office
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: 2. Receive £100.00 5 Minutes Local Revenue
2. Pay and receive | payment . ,
- : Collection Officer
the official and issue
Receipt Official (Surcha_rge 1/ Re\_/enue
Receint of 25% if Collection Clerk Il -
P paid after City Treasurer’'s
31st of Office
January of
each year)
TOTAL: £100.00 10 Minutes

16. Collection of Payment for Transfer Tax

This Service caters to the Client who desires to cause the transfer of ownership of
a real property whether at the Office of the Register of Deeds or at the Office of
the City Assessor, payment of transfer tax is one of the requirements.

(8:00 AM - 5:00 PM Monday - Friday)

REQUIREMENTS

Off'.c? or CTO - Business Tax, Fees, & Other Charges Division
Division:
Classification: | Simple
Type of . G2C- Government to Client
Transaction:
Wh? may General Public
avail:
CHECKLIST OF WHERE TO SECURE

One(1) Original Copy of Deed of
Sale, Conveyance, Conveyance,
Assignments,

Exchange, Donation and Estate
tax

Requesting Client

One(1) Original Copy of Tax
Clearance Certificate

CTO — Real Property Tax Division

One(1) Original Copy of Certified
True Copy of Tax Declaration

City Assessor’s Office

consideration
involved in the
acquisition of
the property or

AGENCY FEES TO BE | PROCESSING PERSON
CLIENT STEPS | “AcTiON PAID TIME RESPONSIBLE
1. Present 1.1. Prepare | None 5 Minutes Local Revenue
required the Collection Officer
documents to Assessment | (75% of one Il - City
Windows 1 Bill percent (1%) of Treasurer’s
the total Office
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the fair market
value)
Local Revenue
1.2. Print the | None 2 Minutes Collection Officer
Assessment Il - City
Bill Treasurer’s
Office
2.Receive None Local Revenue
2. Pay and payment and Collection Officer
receive the issue Official 5 Minutes Il - City
Official Receipt Receipt Treasurer’s
Office
As stated in the
TOTAL: Assessment Bill 12 Minutes

MARKET COLLECTION UNIT
1. ISSUANCE OF CERTIFICATION OF NO DELINQUENCY ON
MARKET STALL RENTAL FEES

One of the Requirements before securing a Business Permit.
(8:00 AM - 5:00 PM Monday - Friday)

Office or CTO - Business Tax, Fees, & Other Charges Division (Market
Division: Collection Unit)

Classification: | Simple

Type of . G2B-Government to Business
Transaction:
Wh? may Market Stall Occupants
avail:
CHECKLIST OF WHERE TO SECURE

REQUIREMENTS

One (1) Original Copy of Previous Business Owner

Permit
One (1) Original Copy of RPT City Economic Enterprise and Management
Assessment Form Office
One (1) Original Copy of City Economic Enterprise and Management
Certification from the CEEMO Office

AGENCY FEES TO PROCESSING PERSON
Sl ACTION BE PAID TIME RESPONSIBLE
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1. Present 1.1. Accept and TICKET
required verify stall None CHECKER -
documents at occupant record 5 Minutes City Treasurer's
Window 1 Office
1.2. Assess the None 5 minutes TICKET
total due and CHECKER -
issue Official City Treasurer’s
Receipt Office
Note: Settle the
unpaid account if
delinquent
2. Pay and 2.1. Receive Clerk Il - City
receive the payment Treasurer’s
Official Receipt Certification Office
and Certification Fee: £50.00 .
: 5 minutes
Convenience
Fee: £20.00
Total -
£70.00
2.2. Prepare the | None
Certification TICKET
CHECKER -
2.3. Release 5 minutes City Treasurer’s
Official Receipt None Office
and Certification
Revenue
. Collection Clerk
2.3. Advice dlient 3 minutes II - City
to proceed at the | None Treasurer’s
Main City Office
Treasurer’s
it 2 minutes
approval TICKET
CHECKER -
City Treasurer’s
Office
3. Proceed at City Treasurer
the main City
Treasurer’'s
Office, City Hall | Administrative
Division
personnel - City
Treasurer’s
Office
TOTAL: P 70.00 42 Minutes
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2. Payment of Market Peddler’s Permit

Securing a Peddler’s Permit before conducting a business at the Public Market

premises.

(8:00 AM - 5:00 PM Monday - Friday)

Office or
Division:

CTO - Business Tax, Fees, & Other Charges Division (Market
Collection Unit)

Classification: | Simple

Type of
Transaction:

G2B-Government to Business

Who may avail:

Permanent and Transient Vendors

CHECKLIST OF
REQUIREMENTS

WHERE TO SECURE

One (1) Original Copy of RPT
Assessment Form

City Economic Enterprise and Management

Office

One (1) Original Copy of
Previous Permit

Business Owner

One (1) Original copy of
Barangay Certification

Barangay Hall, Barangay Zone 3

One (1) Original Copy

City Economic Enterprise and Management

Certification from the CEEMO Office
AGENCY FEES TO | PROCESSING PERSON
CLIENTSTEPS | "AcTioN | BEPAID TIME RESPONSIBLE
1. Present 1.1. Accept TICKET
required and verify CHECKER - City
documents at documents Treasurer’s
Window 1 as to None 5 Minutes Office
compliance
TICKET
1.2. Assess CHECKER - City
the total due | None 5 Minutes Treasurer’s
and issue Office
Official
Receipt
2. Pay and 2.1. Receive | Peddler's 10 minutes Local Revenue
receive the payment Tax #75.00 Collection Officer
Official Receipt Add: Il - City
Regulatory Treasurer’s
Fees: Office
£975.00
Total -
£1,050.00
2.2. Release TICKET
the Official None o Mi CHECKER - City
: inutes ,
Receipt and Treasurer’'s
Assessment Office
Bill
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3. Proceed at Revenue
Window 1 (CTO- Collection Clerk
RPT Division, Il - (CTO-RPT
Cityhall I) Division, Cityhall
l)
TOTAL: £1,050.00 22 Minutes

3. Payment of Slaughterhouse fees and charges

Securing a Permit before an animal is slaughtered for human consumption.
(8:00 AM - 5:00 PM Monday - Friday)

Office or CTO - Business Tax, Fees, & Other Charges Division (Market
Division: Collection Unit)
Classification: | Simple
Type of G2C-Government to Client
Transaction: G2B-Government to Business
Who may avail: | Pork and Meat Operators
CHECKLIST OF WHERE TO SECURE
REQUIREMENTS
One (1) Original Copy of Order City Veterinarian Office
of Payment
CLIENT STEPS AGENCY .II.:gEBSE PROCESSING PERSON
ACTION PAID TIME RESPONSIBLE
1. Present Order | 1. Receive | As stated 5 Minutes Revenue
of Payment order of in Collection Clerk Il
(Original) at payment | the Order - City Treasurer's
Window 1 and issue | of Office
Official Payment
Receipt
2. Pay and 2. Release None 5 Minutes Revenue
receive the Official Collection Clerk Il
Official Receipt Receipt - City Treasurer’s
Office
(Please
see
TOTAL: Table of 10 Minutes
Fees
below)
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. PER HEAD PER KILO Post-mortem

(a) Permit Fee to
Slaughter Ante-

9 mortem
Large Cattle P75.00 P1.00
Hogs P30.00 P1.00
Goat/ Sheep P25.00 P1.00
(b) Slaughter Fee PER HEAD

Large Cattle P150.00
Hogs P 45.00
Goat/ Sheep P 35.00
(c) Corral Fee | PER HEAD

Large Cattle P 50.00

Hogs P 25.00

Goat/ Sheep P 20.00

(d) Meat Van | PER KILO

Fee

Large Cattle P 0.70

Hogs P 0.70

Goat/ Sheep P 0.70

4. Payment of Market Stall Rental Fee

Paying for the Service area at the Public Market to provide or support for market
operations.

(8:00 AM - 5:00 PM Monday - Friday)

Office or
Division:

CTO - Business Tax, Fees, & Other Charges Division (Market
Collection Unit)

Classification: | Simple

Type of

. G2B-Government to Business
Transaction:

Who may avail: | Stall Occupants

CHECKLIST OF
REQUIREMENTS
One (1) Original Copy of Order
of Payment
Official Receipt showing Latest
Payment of Stall Rental

WHERE TO SECURE

CTO - Business Tax, Fees, & Other Charges
Division (Market Unit)
CTO - Business Tax, Fees, & Other Charges
Division (Market Unit)
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AGENCY | FEES TO | PROCESSING PERSON
ClE SUEHE ACTION BE PAID TIME RESPONSIBLE

1. Present Order 1. Receive 5 Minutes

of Payment at Order of Local Revenue

Window 1 payment As stated Collection Officer Il

and issue | in - City Treasurer’'s
Official the Order Office
of
Payment
Ticket Checker -

2. Pay and 2. Release 5 Minutes City Treasurer’s

receive the Official None Office

Official Receipt Receipt

(Please
TOTAL: see Table | 44 minutes
of Fees
below)
S Stall No. Classification R Rate/Day | Rate/Month
(Module (sq.m.)

A1, A2, A3,

A4 (Dry 1:2:4:5:6:7:9:10 Primary 6.76 P21.25 P637.78

Goods

3;8 Primary 5.2 P 16.44 P 493.25
11:12:14:

15:16:17: Secondary 6.76 P 18.48 P 554.45
25:26:27:29:30;

19:20:21: 22:24 Secondary 6.76 P 18.48 P 554.45
13:18:23:28 Secondary 5.2 P 14.30 P 429.00
31:32:34:35:

36:37: Tertiary 6.76 P 16.96 P 509.08
39:40

33:38 Tertiary 5.2 P 15.84 P 475.28

B1 ,

(Carinderia) 1-16 Primary 13.5 P42.25 P1,267.50
Building stall No Classification Area Rate/ Rate/
(Module) ) (sg.m.) Day Month

B2 1,2;4,5;6;7,9;
(Dry Goods) 10 Primary 6.76 P21.25 P637.78
11;20;21;30;
31;32; Primary 5.2 P16.44 P493.35
34:35;36;37;
39;40 Primary 5.2 P16.44 P493.35
3;8;33;38; Primary 5.2 P16.44 P493.35
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12;14;15;16;

17:19; Secondary 6.76 P18.48 P554.45
22;24;25;26;

27;29 Secondary 6.76 P18.48 P554.45
13;18;23;28 Secondary 5.2 P14.30 P429.00

5. Payment of Annual Fixed Tax on Delivery Truck/Van

Securing a Permit annually for the delivery of goods and other products to sales
outlets or consumers.

(8:00 AM - 5:00 PM Monday - Friday)

Office or CTO - Business Tax, Fees, & Other Charges Division (Market
Division: Collection Unit)
Classification: | Simple
UTes e . G2C-Government to Client
Transaction:
\:\Ill:ial.may Delivery Van and Truck Operator/Owner
CHECKLIST OF WHERE TO SECURE
REQUIREMENTS
One (1) Original Copy of Order of CTO - Business Tax, Fees, & Other Charges
Payment Division
AGENCY FEES TO | PROCESSING PERSON
SRR ACTION BE PAID TIME RESPONSIBLE
1. Present Order | 1. Receive Order | #550.00 — Local Revenue
of Payment at of Paymentand | Tax on Collection
Window 1 issue Official Delivery Officer Il - City
Receipt Truck/Van 5 Minutes Treasurer’s
#75.00 - Office
Sticker

Additional:

£20.00 —

Convenience

Fee

#645.00 ,
2. Pay and 2. Release 5 Minutes
receive the Official Receipt Ticket Checker
Official Receipt and Sticker -
and Sticker City Treasurer’s

Office
TOTAL: P645.00 12 Minutes
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6. Payment of Fees on Sealing and Licensing of Weights and

Measures

Every person before using instruments of weights and measures within this city
shall first have them sealed and licensed annually and pay the required fees to the

City Treasurer.

(8:00 AM - 5:00 PM Monday - Friday)

Office or CTO - Business Tax, Fees, & Other Charges Division (Market
Division: Collection Unit)

Classification: | Simple

LT L . G2C-Government to Client

Transaction:

th_;lmay Resident of Cadiz City

avail:

CHECKLIST OF
REQUIREMENTS

WHERE TO SECURE

Proof of Ownership of Scale

Requesting Client

Weighing Scale

Requesting Client

AGENCY FEES TO | PROCESSING PERSON
S S TS ACTION BE PAID TIME RESPONSIBLE
1. Present Proof | 1.1. Check & Local Revenue
of Ownership calibrate 5 Minutes Collection
and the Weighing | weighing scale | None Officer Il - City
Scale Treasurer’s
Office
1.2. Seal the 5 Minutes Ticket Checker
Weighing Scale | None -
with Tag and City Treasurer’s
Sticker Office
2. Pay the 2. Issue Official (Please see Ticket Checker
corresponding Receipt Table of -
fees Fees below) | 5 Minutes City Treasurer's
Office
Additional:
£20.00 —
Convenience
Fee
(Please see
TOTAL: Table of 15 Minutes
Fees below)
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For sealing metric instruments of weights:
With capacity of not more than 30 kg. P 100.00
With capacity of more than 30 kg. but not more than 300 kg. P 150.00
With capacity of more than 300 kg.

but not more than 3,000 kg. P 200.00
With capacity of more than 3,000 kg. P 300.00
For sealing apothecary balances of precision P 150.00
For sealing scale or balance with complete set of weights:
For each scale or balances or other Balances with complete set of weights P 100.00
for use therewith
For each extra weight P

150.00

For each and every re-testing and re-sealing of weights and measures instruments including
gasoline pumps, outside the office upon request of the owner or operator, an additional
service charge of seventy five pesos (P75.00) for each instrument shall be collected.

7. Payment of Cemetery Lot Rental and Miscellaneous Fees

The Cemetery fee is hereby imposed for services and facilities provided by the
City.

(8:00 AM - 5:00 PM Monday - Friday)

Office or CTO - Business Tax, Fees, & Other Charges Division (Market
Division: Collection Unit)

Classification: | Simple

Type of

. G2C-Government to Client
Transaction:

Who may avail: | Resident of Cadiz City

CHECKLIST OF WHERE TO SECURE
REQUIREMENTS
One (1) Original Copy of Order of
Payment

CLIENT STEPS

Cemetery Custodian

AGENCY FEES TO | PROCESSING PERSON
ACTION BE PAID TIME RESPONSIBLE
Local Treasury

1. Present Order 1.1. Assess the

of Payment to fees None 5 Minutes Operations Off.

Window I - City
Treasurer’s
Office
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2. Pay the 2.1. Issue (Please see

corresponding Official Receipt | Table of 5 Minutes Local Treasury

fees Fees below) Operations Off.

I - City
Additional: Treasurer’s
£20.00 — Office
Convenience
Fee
(Please see
TOTAL: Table of 10 Minutes

Fees below)

Cemetery Fees on Death

Burial Permit and Cemetery Fee P 7500

Fee for exhumation of a cadaver P 75.00

Fee for removal or transfer of cadaver P 150.00

Fee for entrance of Cadaver P 7500

Cemetery Fees Rate within Lease Period (5 years)

(a) Rental fee for each burial lot P 1,500.00

(b) For niche P 800.00

(c) For every additional layer P 800.00
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CITY TREASURER’S OFFICE
External Services

Cash Division
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1. Disbursement of Financial (Petty Cash) Assistance

This financial (petty cash) program is specifically designated to provide immediate
financial aid for the medical/burial needs of indigent constituents of Cadiz City.

(Monday to Friday, from 8:00 AM to 5:00 PM, excluding holidays)

Office or
Division:

Office of the City Treasurer — Cash Division

Classification: | Smple

REQUIREMENTS

Type of G2C - Government to Citizen
Transaction:
Who may Indigent Constituents of Cadiz City
avail:

CHECKLIST OF

WHERE TO SECURE

One (1) Original Copy of Barangay
Indigency

Barangay Hall

For Medical Assistance:
One (1) Original Copy of Medical
Certificate/Abstract

Hospital/Doctor’s Clinic

For Medical Assistance:
Original Copy of Receipts/Billing
Statement

Pharmacy/Hospital

For Burial Assistance:
One (1) Original Copy of Death
Certificate

Local Civil Registrar Office

For Burial Assistance:

One (1) Original Funeral
Agreement/Service Contract/Funeral
Receipt

Funeral Home/Funeral Service Provider

One (1) Photocopy of Valid ID of the
Client

DFA, SSS, GSIS, COMELEC, LTO, OSCA, PSA

One (1) Original Copy of CSWD
Assessment

Cadiz City Social Welfare and Development
Office (CSWD)

Payment Order Slip

City Mayor’s Office — Cadiz City

Valid ID (Government Issued ID)

DFA, SSS, GSIS, COMELEC, LTO, OSCA, PSA

prepare and order slip will be

AGENCY FEES TO | PROCESSING PERSON
SHIAIFSUES ACTION BE PAID TIME RESPONSIBLE
1. Client must 1. The payment None 2 Minutes Administrative

Assistant |

secure all the
requirements to
be processed by
the liaison of the
City Mayor’s
Office.

received by the
Cash Division of
the City
Treasurer’'s
Office from the
Administrative
Division of the

Cash Division,
City Treasurer’s
Office
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City Accountant’s
Office.

2. Client must 2. Checking and 2 Minutes
present a valid verifying of
ID at Window 3. | documents will

take place.

2.1. Preparation

of petty cash

voucher.
3. Client will 3. Disbursement 1 Minute
claim the of Financial
Financial Assistance.
Assistance.

TOTAL: None 5 Minutes

2. Disbursement of Cadiz City Educational Assistance Program

(CCEAP)

Cadiz City Educational Assistance Program (CCEAP) is an assistance provided
for the indigent college students of Cadiz City.

(Monday to Friday, from 8:00 AM to 5:00 PM, excluding holidays)

Office or
Division:

Office of the City Treasurer — Cash Division

Classification:

Simple

Type of
Transaction:

G2C - Government to Citizen

Who may avail:

Indigent College Student of Cadiz City

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

One (1) Photocopy of the CCEAP

CCEAP Office, Colleges/Universities,

ID/College ID/University ID/COMELEC | COMELEC
ID/Voter's ID
FEES
AGENCY TO PROCESSING PERSON
ealEreE R ACTION BE TIME RESPONSIBLE
PAID
1. Client must 1. Cash division None 2 Minutes Local Revenue

present the
requirements to
Window 5 or
Window 6 of Cash
Division, City

Treasurer’s Office.

personnel will
check the
presented ID
and the
photocopy of ID
for verification.

Collection Officer |
/ Disbursing
Officer Il /
Revenue
Collection Clerk Il
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1.1. Client will sign
on the payroll.

1.1. Cash
division
personnel will
hand over the
payroll to the
client and
secure their
signature.

2. Client will claim
the education
assistance.

2. Disbursement
of educational
assistance.

1 Minute

Cash Division,
City Treasurer’s
Office

TOTAL:

None

3 Minutes

3.Check Preparation and Releasing

The issuance of various checks includes payments for financial assistance,
services, goods, and other costs incurred by the city from various suppliers or
service providers. This ensures that the city’s financial commitments are met in a

timely manner.

(Monday to Friday, from 8:00 AM to 5:00 PM, excluding holidays)

Office or
Division:

Office of the City Treasurer — Cash Division

Classification:

Simple

Type of
Transaction:

G2C - Government to Citizen; G2B — Government to Business

Who may avail:

a. Business entity engaged in the purchase of Government supplies
such as medicines, office supplies, office equipment and other

supplies.

b. Business entity engaged in the infrastructure project of the City.
c. Citizen who is collecting fees such as financial assistance, etc.

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

One (1) photocopy of valid ID/proof of
identification of the payee

DFA, SSS, GSIS, COMELEC, LTO, OSCA,
PSA, Company ID

One (1) Original Copy of Special of

Public Attorney’s Office (PAO)/Private Law

Power of Attorney (In the Absence of Firms
the Payee)
FOR COMPANY Company
(CONTRACTOR/SUPPLIER):
Official Receipt/Collection
Receipt/Acknowledgement Receipt
FEES
AGENCY TO | PROCESSING PERSON
SRR ACTION BE TIME RESPONSIBLE
PAID
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1. Client/payee/
liaisons will
process the
disbursement
voucher to the
following offices:

- City Budget
Office

- City Accounting
Office

- City Treasurer’s
Office (Admin
Division)

- City
Administrator’'s
Office

- City Treasurer’s
Office (Cash
Division)

1. Receives duly
processed
disbursement
voucher from City
Administrator’s
Office

1.2. Review
disbursement
vouchers for
completeness of
signatories

1.3. Receive and
sign ARTA form

2. Sort
disbursement
voucher per
account

2.2. Write check
number, date of
check on the
disbursement
voucher

2.3. Encode,
process and print
check

2.4. Review,
counter
check/verify
prepared checks
against
disbursement
voucher

3. Prepare
endorsement
checklist and
endorse checks
to the City
Administrator’s
Office to secure
approval
signature from
authorized
signatories

4. Receive
checks from City

None

3 Minutes Cashier |
Cash Division,
City Treasurer’s

Office

8 Minutes

5 Minutes

3 Minutes Administrative

Officer IV /

373




Administrator’s
Office

City Treasurer

5. Secure 3 Minutes
signature from Administrative
the City Division,
Treasurer’s Office City Treasurer’s
and forward to Office
Accounting Office
for preparation of
the advice
6. Receive 3 Minutes Administrative
checks from Officer IV
Accounting Office
with advice.
Review, counter Administrative
check/verify Division,
prepared check City Treasurer’s
for completeness Office
of signatories and
forward the check
to Cash Division
7. Receive check 3 Minutes Fiscal
already signed by Examiner |
the authorized
signatories.
Review, counter Cash Division,
check/verify City Treasurer’s
prepared check Office
against the
accountant’s
advice and
forward for check
release
2. Submit or 8. Check the 2 Minutes Cashier I/
present the submitted Disbursing Officer
applicable requirements Il / Revenue
documents based Collection Clerk Il
on the checklist of | 8.1. Release the
requirements at check.
Window 5-6. Cash Division,
City Treasurer’s
2.1. Acknowledge Office
receipt of check
TOTAL: | None 30 Minutes
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4.Issuance of Official Receipts

BAC Accreditation and BAC Documents, payments for nylon shells, and
housing bills are the usual transactions in the issuance of official receipt.

(Monday to Friday, from 8:00 AM to 5:00 PM, excluding holidays)

Office or

... Office of the City Treasurer — Cash Division
Division:

Classification: | Simple

Type of G2C - Government to Citizen; G2B — Government to Business

Transaction:

a. Business entity engaged in the purchase of Government supplies.
b. Business entity engaged in the infrastructure project of the City.
c. Citizen paying for housing bills and nylon shells

CHECKLIST OF WHERE TO SECURE

REQUIREMENTS
Order of Payment for BAC
Accreditation/BAC Documents
Computation for Procurement of

Who may
avail:

City Legal Office

City Legal Office

Bidding for Fidelity Bond
Contractors (Trust Fund)

Payment of Housing Bills (Trust

National Housing Authority-Cadiz Based

Fund)
Order of payment for Nylon Shells | Office of the City Agriculturist (OCAG)

CLIENT AGENCY FEES TO | PROCESSING PERSON

STEPS ACTION BE PAID TIME RESPONSIBLE
1. Declare the 1. Evaluate Depending 1 Minute Disbursing
type of payment | the type of on the Officer Il
to be made at payment to be | prescribed
Windows 3 and 4 | made. fees/ Cash Division,
2. Transact 2. Process amount 2 Minutes City Treasurer’s
payment at payment/issue | that needs Office
Windows 3 and | an Official to be paid
4. Receipt

TOTAL: None 3 Minutes
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CITY TREASURER’S OFFICE
External Services

Real Property Tax Division
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1. Assessment of Real Property Tax Due

Real property tax is levied by the local government on real properties that are
taxable such as land, buildings, improvements and machinery. The city treasurer
and his/her deputies are responsible to compute and collect real property taxes
with interest thereon and related expenses, and the enforcement of remedies
provided under the Local Government Code of 1991 (R. A. 7160).

Service Availability (Monday to Friday, from 8:00 AM to 5:00 PM, excluding
holidays)

Off'.c? or Office of the City Treasurer - Real Property Tax Division
Division:
Classification: Simple
il G2C, G2B, G2G
Transaction:
Any individual, natural or juridical person who owns real
Who may avail: property/ies
y ’ within the territory of the Local Government Unit of Cadiz City.
CHEKLIST OF REQUIREMENTS WHERE TO SECURE
Present any of the following:
1 copy of latest Real Property Tax ,
Official Receipt (original or photocopy) Owner's Copy
1 copy of Tax Declaration (original or City Assessor's Office
photocopy)
1 copy Notice of Assessment (original City Assessor's Office
or photocopy)
1 copy of Certificate of Title (original or Register of Deeds
photocopy)
FEES
AGENCY TO | PROCESSING PERSON
SRlEr A ACTION BE TIME RESPONSIBLE
PAID
. Present any of 1. Receive the
the request for None | 1 Minutes
requirements for | assessment from Revenue
real property tax | the client and Collection Clerk
assessment to check the Citv Treasurers
Window 1 or 2 - | submitted Y Offen
RPT Division requirements.
1.1 Verify the None 5 Minutes
status of real
property tax in R
evenue
geP(;l;i(I)?r?cords Collection Clerk
None | 15 Minutes City '(I')rfe;iacl:séurers
1.2 Prepare
Statement of
Real Property
Tax. None 3 Minutes
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Revenue
1.3 Check & Collection Clerk
verify the City Treasurers
statement of Office
Real Property
Tax None 3 Minutes
Chief -RPT
Division
1.4 Forward to City Treasurers
2. Receive printed | the City Office
Statement of Treasurer for None 2 Minutes
Real Property signature.
Tax and
proceed for 1.5 Release the
payment. statement & City Treasurer
Advise taxpayer City Treasurers
to proceed to Office
payment lounge-
RPT Division for
payment.
Revenue
Collection Clerk
City Treasurers
Office
TOTAL 00 30 Minutes

2. Receipt of Payment of Real Property Taxes

Real Property Tax are to be paid by all owners of lands, buildings and machinery.
Those are based on the taxable value of property and may be paid annually,
semi-annually, or quarterly basis. The payments are collected and validated
through issuance of Official Receipts.

Service Availability (Monday to Friday, from 8:00 AM to 5:00 PM, excluding
holidays)

g.fﬂ.c? or. Office of the City Treasurer - Real Property Tax Division
ivision:
Classification | ..
) Simple
Typeof | o0 G2B. G2G
Transaction:
Wh Any individual, natural or juridical person who owns real
0 may )
avail: prpp_erty/ es : A
) within the territory of the Local Government Unit of Cadiz City.
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CHEKLIST OF REQUIREMENTS

WHERE TO SECURE

Statement of Real Property Tax

City Treasurers Office — Real Property Tax

Division
Cash/ Managers, Cashier's Check | Client
PERSON
AGENCY FEES TO PROCESSIN

CLIENT STEPS ACTION BE PAID G TIME RESP(I)ENSIBL

1. Presentthe | 1. Receive the None 5 Minutes Revenue
Statement statement of Collectors
of Real real property City Treasurers
Property tax. Office
Tax for
paymentto | 1.1 Validate the
Taxpayers statement of
Payment real
Lounge- property tax.

Window 1 or

2-RPT 1.2 Advise the

Division taxpayer to
pay the real
property tax
due.

2. Paythereal | 2. Receive the Amount 15 Minutes Revenue
property tax payment reflected in Collectors
due. and issue the City Treasurers

the official Statement Office
receipt. of Real
Property
2.1 Release Tax
the (RPT =
official Basic
receipt (Assessed
to Value x
taxpayer 1.1%) +
SEF
(Assessed

3. Receive the Value x
Official 1%) plus
Receipt of penalties
Real less
Property discount,

Tax if

applicable)
TOTAL | Amount
reflected

in the

Statement | 20 Minutes

of Real

Property
Tax
(RPT =
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Basic
(Assessed
Value x
1.1%) +
SEF
(Assessed
Value x
1%) plus
penalties
less
discount,
if
applicable
)

3. Issuance of Real Property Tax Certification

Real Property Tax Certification is issued to the property owner as proof of
complete real property tax payment in Cadiz City which provided to a lending
company, bank or personal use.

Service Availability (Monday to Friday, from 8:00 AM to 5:00 PM, excluding
holidays)

ofﬂ.c? or Office of the City Treasurer - Real Property Tax Division
Division:

Classification | .

) Simple

Type of G2C, G2B, G2G

Transaction:

Who may S;tiljens, Business Entities, or Government Agencies who have
avail: Real Property Taxes in Cadiz City.

CHEKLIST OF WHERE TO SECURE

REQUIREMENTS

1 copy of latest Official Receipt
for existing property (original or
photocopy)

1 copy of Tax Declaration for
newly acquired properties

Owner’s Personal Copy

City Assessors

PERSON
AGENCY FEES TO BE | PROCESSIN

CLIENT STEPS ACTION PAID G TIME RESP(I)ENSIBL
1. Presentany | 1. Accept None 2 minutes Revenue Clerk

of the stated | & Verifies the City Treasurers

requirement | Document Office

s for real presented.

property tax | 1.1 Check

Clearance the record of

to Window payment
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1- RPT 1.2 Advise
Division the Client to
pay the
corresponding
fee
2. Pay the 2. Receive Certification 5 Minutes Revenue Clerk
Corresponding | payment for Fee - PHP City Treasurers
fees. tax clearance 50.00 per tax Office
and issue declaration
official
receipt (OR) Documentary
Stamp - PHP
30.00
Convenience
Fee — PHP
20.00
2.1 Prepare 15 Minutes Revenue Clerk
the Real Total — PHP City Treasurers
Property Tax 100.00 Office
Certification
3. Receive the | 2.2 Check & None 2 Minute Chief — Real
Tax Certification | verify the s Property Tax
& the Official authenticity of Division
receipt. the entries. City Treasurers
Office
2.3 Forward to
the City None
Treasurer for 3 Minutes City Treasurer
signature. City Treasurers
Office
1.1 Release None
the Tax 2 Minutes Revenue Clerk
Certificatio City Treasurers
n to Client. Office
TOTAL | Certification 30 Minutes
Fee - PHP
50.00 per tax
declaration
Documentar
y
Stamp - PHP
30.00
Convenienc
e Fee - PHP
20.00
Total - PHP
100.00 per
tax
clearance
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CITY TREASURER’S OFFICE
External Services

Administrative Division
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1. Issuance of Community Tax Certificate (Individual)

A Community Tax Certificate or CEDULA is a document prepared, issued, and paid
at the City Treasurer’s Office of individuals. It is a documentary requirement when
filing an income tax. In some cases, this also serves as an identification document
under Section 156 of RA 7160, otherwise known as the Local Government Code of
1991 and 2023 City Revenue Code.

(Monday-Friday, from 8:00 AM - 5:00 PM, exclusive of holidays)

Office or Division: CTO - Administrative Division
Classification: Simple
Type of Transaction: G2C- Government to Client
Who may avail: All Residents of Cadiz City (18 years and above)
CHECKLIST OF
REQUIREMENTS WHERE TO SECURE
One (1 ). photocopy of Proof of Company
Income: Payroll slip
One (1) Valid Identification Card | DFA, SSS, GSIS, COMELEC, LTO, Schoal,
(ID) Company, Senior Citizen’s/PWD Office
One (1) erglnal Duly , CTO-Administrative Division-Records Officer
accomplished Taxpayer’'s | Clerk [V
Information Sheet (TIS) ’
PERSON
AGENCY FEES TO | PROCESSIN
CLIENT STEPS ACTION BE PAID G TIME RESP(;NSIBL
1. Present 1.1. Accept None 2 Minutes Clerk IV
Identification the Records Officer
Card(ID) and accomplished I - City ,
duly TIS and Treasyrer S
accomplished required Office
Taxpayer’s Document
Information ]
Sheet (T|S) 2 Minutes
Student — Clerk IV
#5.00 Records Officer
1.2. Encode Senior I - City
the pertinent Citizen- ® Treasurer’s
information 10.00 Office
and values as
basis for tax
and issue Unemploye
CTC d:
Male —
£20.00
Female-
£15.00
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Employed:
Monthly
Salary X 12
mos. X 1%
Add: Basic
Tax-P
5.00
(Interest of
2% per
month of
fotal due
if paid
after the
last date
of
February
of each
year
2. Pay and 2.1. Receive | ASPerTax Clerk IV
receive official the payment Computatio 5 Minutes Records Officer
CTC n | - City
Treasurer’'s
Office
2.2. Release 2 Minutes Clerk |V
official CTC None Records Officer
I - City
Treasurer's
Office
TOTAL | As per Tax 11 minute
Computatio s
n

2. Application for Closure of Business

Registered business taxpayers shall file Application for Closure of Business to
inform the cessation of their business operation and the concerned agency.

(Monday—-Friday, from 8:00 am- 5:00 pm, excluding holidays)

Office or
Division:

CTO — Administrative Division

Classification:

Simple

Type of
Transaction:

G2C- Government to Client
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Who may avail:

All Business Tax payers of Cadiz City

CHECKLIST OF
REQUIREMENTS

WHERE TO SECURE

Duly Accomplished
Application Form for
Closure of Business

Business Tax, Fees & Charges Division
City Hall Il, Cadiz City

FEES
AGENCY TO | PROCESSING PERSON
CHlENT A ACTION BE TIME RESPONSIBLE
PAID
1. Present the duly | 1.1. Receive, None 5 Minutes Records Officer |
accomplished check and - City Treasurer’s
Application Form/s | record the Office
for Closure of accomplished
Business Application
Form/s for
Closure of
Business in the
Logbook
1.2. Indorse
application/s for | None 5 Minutes Records Officer |
Closure of - City Treasurer’s
Business to Office
City Treasurer
for Ci
. ity Treasurer
recommending
approval and
signature
2. Receive the 2.1. Release 3 Minutes Records Officer |
signed Application | the City Treasurer’s
for Closure of application/s for Office
Business Closure of
Bus.iness. and None
advise client/s
to proceed to
BPLO
None 13 Minutes
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CITY SOCIAL WELFARE AND
DEVELOPMENT OFFICE

External Services
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1. APPLICATION FOR EMERGENCY ASSISTANCE PROGRAM (EAP) - PETTY
CASH

Provision of assistance in cash or in kind to individuals or family in crisis situations and
are hampered to function normally because of economic difficulties. The nature of
difficulty is usually short term and emergency in nature thus the assistance is on a one-
shot deal basis.

Office or Division

City Social Welfare and Development Office

Service Availability :

8:00 AM TO 5:00 PM (Monday — Friday)

Classification

Simple

Type of Transaction:

G2C - Government to Client

Who may avail

Individuals/Families in crisis situation of Cadiz City

e Hemodialysis Patient
e Client who undergoing
Chemotherapy

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1.

1 original copy of Certificate of Indigency
(Client, Patient or nearest kin of the
patient who is 18 years old and above)

Barangay Hall where the client resides

1 photocopy of Valid ID with specimen
signature (Client, Patient, nearest kin of
the patient who is 18 years old and
above)

1 original copy/Certified true copy of
Medical Certificate/ Medical Abstract of
patient
1 original copy/Certified true copy of

Doctor’s

Prescription or original receipts of

purchased

drugs (for Medical Assistance)

City Health Office or Private Doctor

FEES

submits

Requirements | documents;

Completeness of the

CLIENT STEPS AGENCY ACTIONS | TO | PROCESSING | ,_FERSON
BE TIME RESPONSIBLE
PAID CSWD OFFICE
1. Secures & 1. Check the None 5 minutes Social Welfare

Officer Ill
— Barangay
Caduha-an

Administrative
Aide |
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- Barangay
Zone 4

Social Welfare
Aide —
Barangay Zone
1

Youth
Development
Assistant Il —
Barangay Cadiz
Viejo

Social Welfare
Aide —
Barangay
Cabahug and
Jerusalem

Administrative
Aide | —
Barangay Daga

Social Welfare
Aide -
Barangay
Banquerohan

Social Welfare
Officer IV —
Barangay Luna

Social Welfare
Assistant —
Barangay
Celestino
Villacin and
Mabini

Administrative
Aide | —
Barangay
Magsaysay

Administrative
Aide | —
Barangay
Tinampa-an

Social Welfare
Aide —
Barangay Zone
2 and Zone 5
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Social Welfare
Aide —
Barangay VF
Gustilo

Social Welfare
Aide —
Barangay
Burgos and
Sicaba

Social Welfare
Assistant —
Barangay Zone
6

Social Welfare
Officer Il —
Barangay
Andres
Bonifacio and
Zone 3

Social Welfare
Aide -
Barangay
Tiglawigan

2. Answer pertinent
Questions

2. General Intake/
Interview/Assess and

establish client’s Eligibility.

2.1. Prepare Assessment
Report/Request for Food
or Non-Food Items

2.2. Submit documents to
CSWD Officer for
approval

None

None

None

5 minutes

10 minutes

2 minutes

Social Welfare
Officer IlI

— Barangay
Caduha-an

Administrative
Aide |

- Barangay
Zone 4

Social Welfare
Aide —
Barangay Zone
1

Youth
Development
Assistant Il —
Barangay Cadiz
Viejo

Social Welfare
Aide —
Barangay
Cabahug and
Jerusalem
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2.3 CSWD Officer

approval and signs of the

documents

None

3 minutes

Administrative
Aide | —
Barangay Daga

Social Welfare
Aide —
Barangay
Banquerohan

Social Welfare
Officer IV —
Barangay Luna

Social Welfare
Assistant —
Barangay
Celestino
Villacin and
Mabini

Administrative
Aide | —
Barangay
Magsaysay

Administrative
Aide | —
Barangay
Tinampa-an

Social Welfare
Aide —
Barangay Zone
2 and Zone 5

Social Welfare
Aide —
Barangay VF
Gustilo

Social Welfare
Aide —
Barangay
Burgos and
Sicaba

Social Welfare
Assistant —
Barangay Zone
6

Social Welfare
Officer Il —
Barangay
Andres
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Bonifacio and
Zone 3

Social Welfare
Aide -
Barangay
Tiglawigan

CSWD Officer

3. Signs client’s
Logbook for
Receipt of
approved
document/s;
Receives Food
and Non-Food
ltems

3 Release of copy of the
approved document/s;
Provide Food/or Non-
Food Items; Give a
Survey Form.

3.1 Advise client to go
home and wait to be
notified for the release of
assistance by the
Treasurer’s Office

None

None

2 minutes

1 minute

Social Welfare
Officer Il

— Barangay
Caduha-an

Administrative
Aide |

- Barangay
Zone 4

Social Welfare
Aide —
Barangay Zone
1

Youth
Development
Assistant Il —
Barangay Cadiz
Viejo

Social Welfare
Aide —
Barangay
Cabahug and
Jerusalem

Administrative
Aide | —
Barangay Daga

Social Welfare
Aide —
Barangay
Banquerohan

Social Welfare
Officer IV —
Barangay Luna

Social Welfare
Assistant —
Barangay
Celestino
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3.2 Record logout
documents in client’s

Accounting office

logbook and endorse to

None

2 minutes

Villacin and
Mabini

Administrative
Aide | —
Barangay
Magsaysay

Administrative
Aide | -
Barangay
Tinampa-an

Social Welfare
Aide —
Barangay Zone
2 and Zone 5

Social Welfare
Aide —
Barangay VF
Gustilo

Social Welfare
Aide —
Barangay
Burgos and
Sicaba

Social Welfare
Assistant —
Barangay Zone
6

Social Welfare
Officer Il —
Barangay
Andres
Bonifacio and
Zone 3

Social Welfare
Aide -
Barangay
Tiglawigan

Liaison Officer

TOTAL

0.00

30 minutes

2. APPLICATION FOR EMERGENCY ASSISTANCE PROGRAM

(EAP) REGULAR PROCESSING
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Provision of assistance in cash or in kind to individuals or family in crisis situations and
are hampered to function normally because of economic difficulties. The nature

of difficulty is usually short term and emergency in nature thus the assistance is on a
one-shot deal basis.

The client may apply on Monday to Friday during office hours from 8:00 AM to 5:00 pm.
The emergency assistance may be in the form of:

* Food Assistance

* Financial — Educational Assistance

» Medical Assistance/ Hospitalization Assistance
* Burial Assistance/ Embalming

Office or Division : City Social Welfare and Development Office
Service Availability : 8:00 AM TO 5:00 PM (Monday — Friday)
Classification : Simple
Type of Transaction: G2C - Government to Client
Who may avail : Individuals/Families in crisis Situation of Cadiz City
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. 1 original copy of Certificate of Indigency Barangay Hall where the client resides

(Client, Patient or nearest kin of the
patient/deceased who is 18 years old and
above)

2. 1 photocopy of Valid ID with specimen
signature (Client, Patient, nearest kin of the
patient/deceased who is 18 years old and
above)

3. 1 original copy/Certified true copy of
Medical Certificate/ Medical Abstract of City Health Office or Private Doctor
patient

1 original copy/Certified true copy of Doctor’s
Prescription or original receipts of purchased
drugs (for Medical Assistance)

4.1 Certified true copy of Death Certificate
(for Burial Assistance) Local Civil Registrar

5.1 original copy/ Certified true copy of
School School
Registration Certificate/Certification of

Enrollment (for Educational Assistance)

FEES
PERSON
CLIENT STEPS :gﬁgﬁg Eg PRO%':ASES'NG RESPONSIBLE
oo CSWD OFFICE
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1. Secures & submits

Requirements

1. Check the
Completeness of
the documents;

None

5 minutes

Social Welfare
Officer I

— Barangay
Caduha-an

Administrative
Aide |

- Barangay Zone
4

Social Welfare
Aide — Barangay
Zone 1

Youth
Development
Assistant Il —
Barangay Cadiz
Viejo

Social Welfare
Aide — Barangay
Cabahug and
Jerusalem

Administrative
Aide | —-Barangay
Daga

Social Welfare
Aide — Barangay
Banquerohan

Social Welfare
Officer IV —
Barangay Luna

Social Welfare
Assistant —
Barangay
Celestino Villacin
and Mabini

Administrative
Aide | —-Barangay
Magsaysay

Administrative
Aide | —-Barangay
Tinampa-an

Social Welfare
Aide — Barangay
Zone 2 and Zone
5
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Social Welfare
Aide — Barangay
VF Gustilo

Social Welfare
Aide — Barangay
Burgos and
Sicaba

Social Welfare
Assistant —
Barangay Zone 6

Social Welfare
Officer Il —
Barangay Andres
Bonifacio and
Zone 3

Social Welfare
Aide - Barangay
Tiglawigan

2. Answer pertinent
Questions

2. General Intake/
Interview/Assess
and establish
client’s Eligibility.

2.1. Prepare
Assessment
Report/Request
for Food or Non-
Food Items

2.2. Submit
documents to
CSWD Officer for
approval

None

None

None

5 minutes

10 minutes

2 minutes

Social Welfare
Officer Il

— Barangay
Caduha-an

Administrative
Aide |

- Barangay Zone
4

Social Welfare
Aide — Barangay
Zone 1

Youth
Development
Assistant Il —
Barangay Cadiz
Viejo

Social Welfare
Aide — Barangay
Cabahug and
Jerusalem

Administrative
Aide | —-Barangay
Daga
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Social Welfare
Aide — Barangay
Banquerohan

Social Welfare
Officer IV —
Barangay Luna

Social Welfare
Assistant —
Barangay
Celestino Villacin
and Mabini

Administrative
Aide | —-Barangay
Magsaysay

Administrative
Aide | —-Barangay
Tinampa-an

Social Welfare
Aide — Barangay
Zone 2 and Zone
5

Social Welfare
Aide — Barangay
VF Gustilo

Social Welfare
Aide — Barangay
Burgos and
Sicaba

Social Welfare
Assistant —
Barangay Zone 6

Social Welfare
Officer Il —

None Barangay Andres

Bonifacio and
Zone 3
Social Welfare

2.3 CSWD Officer 3 minutes Aide - Barangay

approval and Tiglawigan

signs of the

documents CSWD Officer

3. Signs client’s 3 Release of copy | None 2 minutes Social Welfare

Logbook for Receipt
of approved
document/s Receives

of the approved
document/s;
Provide Food/or

Officer Il
— Barangay
Caduha-an
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Food and Non-Food
ltems

Non-Food ltems;
Give a Survey
Form

3.1 Advise client
to go home and
wait to be notified
for the release of
assistance.

None

1 minute

Administrative
Aide |

- Barangay Zone
4

Social Welfare
Aide — Barangay
Zone 1

Youth
Development
Assistant Il —
Barangay Cadiz
Viejo

Social Welfare
Aide — Barangay
Cabahug and
Jerusalem

Administrative
Aide | —-Barangay
Daga

Social Welfare
Aide — Barangay
Banquerohan

Social Welfare
Officer IV —
Barangay Luna

Social Welfare
Assistant —
Barangay
Celestino Villacin
and Mabini

Administrative
Aide | -Barangay
Magsaysay

Administrative
Aide | -Barangay
Tinampa-an

Social Welfare
Aide — Barangay
Zone 2 and Zone
5

Social Welfare
Aide — Barangay
VF Gustilo
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Social Welfare
Aide — Barangay
Burgos and
Sicaba

Social Welfare
Assistant —
Barangay Zone 6

Social Welfare
Officer Il —
Barangay Andres
Bonifacio and
None Zone 3

Social Welfare
Aide - Barangay

Tiglawigan
3.2 Record logout
documents in 2 minutes
client’s logbook Liaison Officer

and endorse to
Mayor’s office

TOTAL 0.00 | 30 minutes

3. REQUEST FOR SOCIAL CASE STUDY/SUMMARY REPORT OR REFERRAL

Provision of assistance in cash or in kind to individual or family in crisis situations and
are hampered to function normally because of economic difficulties. The nature of
difficulty is usually short term and emergency in nature thus the assistance is on a one-
shot deal basis.

The emergency assistance may be in the form of:

* Food Assistance

* Financial — Educational Assistance

» Medical Assistance/ Hospitalization Assistance

* Burial Assistance/ Embalming

Office or Division : City Social Welfare and Development Office
Service Availability : 8:00 AM TO 5:00 PM (Monday — Friday)
Classification : Simple
Type of Transaction: G2C - Government to Client
Who may avail : Individuals/Families in crisis Situation of Cadiz City
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. 1 original copy of Certificate of Indigency | Barangay Hall where the client resides
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(Client, Patient or nearest kin of the
patient/deceased who is 18 years old and
above)

2. 1 photocopy of Valid ID with specimen
signature (Client, Patient, nearest kin of the
patient/deceased who is 18 years old and
above)

3. 1 original copy/Certified true copy of
Medical Certificate/ Medical Abstract of
patient
1 original copy/Certified true copy of
Doctor’s
Prescription or original receipts of
purchased
drugs (for Medical Assistance)

City Health Office or Private Doctor

1 Certified true copy of Death Certificate
(for Burial Assistance)

Local Civil Registrar

1 original copy/ Certified true copy of

School School
Registration Certificate/Certification of
Enroliment (for Educational Assistance)
FEES
CLIENT STEPS AGENCY TO | PROCESSING | _FERSON
ACTIONS BE TIME SO LE
CSWD OFFICE
PAID
1. Secures & submits 1. Check the None 5 minutes Social Welfare
Requirements Completeness of Officer llI
the documents; — Barangay
Caduha-an

Administrative
Aide |

- Barangay Zone
4

Social Welfare
Aide — Barangay
Zone 1

Youth
Development
Assistant Il —
Barangay Cadiz
Viejo

Social Welfare
Aide — Barangay
Cabahug and
Jerusalem
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Administrative
Aide | —-Barangay
Daga

Social Welfare
Aide — Barangay
Banquerohan

Social Welfare
Officer IV —
Barangay Luna

Social Welfare
Assistant —
Barangay
Celestino Villacin
and Mabini

Administrative
Aide | —-Barangay
Magsaysay

Administrative
Aide | —-Barangay
Tinampa-an

Social Welfare
Aide — Barangay
Zone 2 and Zone
5

Social Welfare
Aide — Barangay
VF Gustilo

Social Welfare
Aide — Barangay
Burgos and
Sicaba

Social Welfare
Assistant —
Barangay Zone 6

Social Welfare
Officer Il —
Barangay Andres
Bonifacio and
Zone 3

Social Welfare
Aide - Barangay
Tiglawigan

2. Answer pertinent
Questions

2. General Intake/
Interview/Assess

None

5 minutes

Social Welfare
Officer 1l

400




and establish
client’s Eligibility.

2.1. Prepare
Social Case Study
or Summary
Report/ Referral.

2.2. Submit
documents to
CSWD Officer for
approval

None

None

10 minutes

2 minutes

— Barangay
Caduha-an

Administrative
Aide |

- Barangay Zone
4

Social Welfare
Aide — Barangay
Zone 1

Youth
Development
Assistant Il —
Barangay Cadiz
Viejo

Social Welfare
Aide — Barangay
Cabahug and
Jerusalem

Administrative
Aide | —-Barangay
Daga

Social Welfare
Aide — Barangay
Banquerohan

Social Welfare
Officer IV —
Barangay Luna

Social Welfare
Assistant —
Barangay
Celestino Villacin
and Mabini

Administrative
Aide | —Barangay
Magsaysay

Administrative
Aide | —-Barangay
Tinampa-an

Social Welfare
Aide — Barangay
Zone 2 and Zone
5
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Social Welfare
Aide — Barangay
VF Gustilo

Social Welfare
Aide — Barangay
Burgos and
Sicaba

Social Welfare
Assistant —
Barangay Zone 6

Social Welfare
Officer Il —
Barangay Andres

None 3 minutes Bonifacio and
2.3 CSWD Officer Zone 3
approval and
signs of the Social Welfare
documents Aide - Barangay
Tiglawigan
CSWD Officer
3. Signs client’s Logbook | 3 Release of copy | None 2 minutes Social Welfare
for Receipt of approved | of the approved Officer Il
document/s document/s; Give — Barangay
(such as Assessment a Survey Form Caduha-an
Report/ Social Case Administrative
Summary/Study Report) None 3 minutes Aide | - Barangay

3.1 Record the
Logout documents
in client’s logbook.

Zone 4

Social Welfare
Aide — Barangay
Zone 1

Youth
Development
Assistant Il —
Barangay Cadiz
Viejo

Social Welfare
Aide — Barangay
Cabahug and
Jerusalem

Administrative
Aide | —Barangay
Daga

Social Welfare
Aide — Barangay
Banquerohan

Social Welfare
Officer IV —
Barangay Luna
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Social Welfare
Assistant —
Barangay
Celestino Villacin
and Mabini

Administrative
Aide | —-Barangay
Magsaysay

Administrative
Aide | —-Barangay
Tinampa-an

Social Welfare
Aide — Barangay
Zone 2 and Zone
5

Social Welfare
Aide — Barangay
VF Gustilo

Social Welfare
Aide — Barangay
Burgos and
Sicaba

Social Welfare
Assistant —
Barangay Zone 6

Social Welfare
Officer Il —
Barangay Andres
Bonifacio and
Zone 3

Social Welfare
Aide - Barangay
Tiglawigan

TOTAL

0.00

30 minutes
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4. REQUEST FOR CERTIFICATION/ REFERRAL

As financially incapable to avail of Philhealth benefits for indigents

As indigent to avail of discount for newborn screening;

PAO legal service

LCR free service for correction of names/discrepancies in data in birth certificate,
eath certificate and etc.

. For BFP Free Certification

1
2
3
4
d
5

Office or Division : City Social Welfare and Development Office

Service Availability : 8:00 AM TO 5:00 PM (Monday — Friday)

Classification : Simple

Type of Transaction : Government — Client

Who may avail : Residents of Cadiz City 18 years old and above

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

1. 1 Original copy Barangay Barangay where the client resides
Certificate of Indigency

2. 1 photocopy Valid ID

3. City Assessor’s Office Certificate | City Assessor’s Office
of no property

FEES
AGENCY TO PROCESSING PERSON
CLIENT STEPS BE TIME RESPONSIBLE
ACTIONS PAID
1. Secures & 1. Check the None 2 minutes PACD Officer
submits Completeness
Requirements of the
documents;
2. Answer pertinent 2. General None 5 minutes Social Welfare
Questions Intake Interview Officer llI
— Barangay Caduha-
an

2.1. Prepare the
Certification None 5 minutes Administrative Aide |
- Barangay Zone 4
Social Welfare Aide

— Barangay Zone 1

2.2. Submit to None 2 minutes Youth Development

CSWD Officer Assistant Il —

for approval Barangay Cadiz
Viejo
Social Welfare Aide
— Barangay Cabahug

and Jerusalem
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2.3 CSWD
Officer sign the
certification

None

3 minutes

Administrative Aide |
—Barangay Daga

Social Welfare Aide
— Barangay
Banquerohan

Social Welfare
Officer IV —
Barangay Luna

Social Welfare
Assistant — Barangay
Celestino Villacin
and Mabini

Administrative Aide |
—Barangay
Magsaysay

Administrative Aide |
—Barangay Tinampa-
an

Social Welfare Aide
— Barangay Zone 2
and Zone 5

Social Welfare Aide
— Barangay VF
Gustilo

Social Welfare Aide
— Barangay Burgos
and Sicaba

Social Welfare
Assistant — Barangay
Zone 6

Social Welfare
Officer Ill — Barangay
Andres Bonifacio
and Zone 3

Social Welfare Aide -
Barangay Tiglawigan

CSWD Officer
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3. Receive copy of
the signed
certification

3 Record and
Release of
signed
Certification

None

3 minutes

Social Welfare
Officer Il

— Barangay Caduha-
an

Youth Development
Officer Il
- Barangay Zone 4
and Daga

Social Welfare Aide
— Barangay Zone 1

Youth Development
Assistant Il —
Barangay Zone 3
and Cadiz Viejo

Social Welfare Aide
— Barangay Cabahug

Youth Development
Assistant | —
Barangay
Banquerohan and
Tinampa-an

Social Welfare
Officer IV —
Barangay Luna

Social Welfare
Assistant — Barangay
Celestino Villacin
and Mabini

Administrative Aide |
— Barangay
Jerusalem and
Magsaysay

Social Welfare Aide
— Barangay Zone 2
and Zone 5

Social Welfare Aide
— Barangay VF
Gustilo

Social Welfare Aide
— Barangay Burgos
and Sicaba
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Social Welfare
Assistant — Barangay
Zone 6

Social Welfare
Officer Ill — Barangay
Andres Bonifacio

Social Welfare Aide -
Barangay Tiglawigan

TOTAL

0.00 20 minutes

5. REQUEST OR REFERRAL FOR COUNSELING SERVICE

The counseling session is provided to individual/family who is unable to cope with crisis
situations which may eventually lead to family dysfunction or disorganization. This is also
an opportunity to help resolve family conflict by bringing together in counseling session

troubled and significant family member.

Office or Division : City Social Welfare and Development Office
Service Availability : 8:00 AM TO 5:00 PM (Monday — Friday)
Classification : Simple

Type of Transaction : Government — Client

Who may avail

Individual in Crisis Situation
Family in Crisis Situation

Chronic lliness

Loss of Job

Rape Cases

Women in especially Difficult Circumstance
(WEDC)

Violence Against Women & their Children
(VAWC)

Abandonment/Separation

Child Abuse

Children in Conflict with the Law
Traumatic Events

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. Referral Letter (Attached pertinent
documents in 1 original or photocopy of:
PNP Blotter, Medico Legal Certificate,
Affidavit, Personal Testimony)

From referring office/agency (WCPD/PNP,
CHO, PAO, DepkEd, etc.)
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FEES

CLIENT STEPS AGENCY TO PROCESSING | PERSON
ACTIONS BE TIME RESPONSIBLE
PAID
1. Inquire from the [1. PACD checks None 5 minutes PACD Officer
PACD availability of

social worker

2. Submit referral/ | 2. If the Social None 5 mins Social Workers
Personally worker is available,
express she/he receives
request for referral /attends to
counseling client’s personal
request for
counseling
2.1 Answer and None 10 minutes Social Workers
provide relevant 2.1Social Worker
questions and carries out
information general intake
interview
2.2. Assessment of | None 10 minutes Social Workers
client’s problem/
concerns
3. Participate in 3. Conduct and 2 hours Social Workers
counseling document None
counseling session
4. Sign counseling, 4. Assess if the None 5 mins Social Workers
Attendance and may client needs
go home additional or

follow-up sessions
(Agrees with client
on the next
schedule as
necessary)

TOTAL 0.00 2 hour & 35 minutes
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6. AVAILMENT OF THE PROVISION STIPULATED IN R.A. 10630 (COMPREHENSIVE
JUVENILE JUSTICE AND WELFARE SYSTEM)

The Republic Act 9344 otherwise known as the “Juvenile Justice and Welfare Act of 2006”
as amended by Republic Act 10630, establishing a comprehensive Juvenile Justice and
Welfare System, creating the Juvenile Justice and Welfare Council under the Department
of Social Welfare and Development.

This act gives specific child- appropriate procedures in handling children at risk and cases
of children in Conflict with the Law.

Office or Division : City Social Welfare and Development Office

Service Availability : 8:00 AM TO 5:00 PM (Monday — Sunday)

Classification : Highly Technical with reference to R.A. 9344/ RA
10630

Type of Transaction: Government — Client

Who may avail
I. CASE MANAGEMENT OF CHILDREN AT RISK
(CAR) (DURATION OF SERVICE PER CLIENT: 3-6
MONTHS)

Child at risk (car) those children who was found to
have alleged violated:

A. Alocal ordinance concerning juvenile status
offenses;
a) Curfew Violations
b) Truancy
c) Parental Disobedience
d) Anti-smoking Ordinances
e) Anti- drinking Ordinances
f) Other ordinances enacted by
the LGU concerning juvenile
status offenses
B. A light offense and misdemeanor against public
order or safety
a) Disorder conduct
b) Public scandal
¢c) Harassment
d) Drunkenness
e) Public intoxication
f) Criminal nuisances
g) Vandalism
h) Gambling
i) Mendicancy
j) Littering
k) Public urination
I) Trespassing
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C. An offense not applicable to children and is
therefore exemption from prosecution.
A) prostitution
B) mendicancy
C) sniffing of rugby

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
e Case file containing: Details of the case,
documents that can serve as basis
to determine age:
1.1 Birth Certificate (1 original copy) Local Civil Registrar
1.2 Baptismal certificate (1 original copy) Church
1.3 School records (2 original copy) School
1.4 Dental Records (2 original copy) Health Centers/Hospital/Clinic
1.5 Health Records (2 original copy) Health Centers/Hospital/Clinic
FEE
PERSON
CLIENT STEPS | AGENCY ACTIONS | STO | PROCESSIN
RESPONSIBL
BE G TIME E
PAID
FOR CHILDREN AT RISK
1. Referral and 1. Accepts the custody | None 10 minutes Social Worker
physical of the Child at Risk
turnover of the (CAR)
WCPD/ a) Registry to
Barangay Logbook
Council for the b) Intake interview
Protection of c) Notify Parents/
Children Guardians/BCPC
2.Parents/Guardia | 2. Pre-screening of N/A 5 minutes Social Worker
n will provide documents
necessary a) Complaint/Blott
documents er
b) Birth Certificate/
Baptismal Certificate/
Medical Records to
support minority
3. Appearance of 3. Conduct Intake N/A 30 minutes Social Worker
CAR interview and
Assessment of CAR
4. Parents 4. Conduct Case N/A | 2 Hours Social Worker
/Guardian will Conference with CAR,
attend case Parents/BCPC
conference with representative,
their barangay Complainant to discuss
representative intervention program
preferably their for the child.
Brgy. Captain Note:
A. If CAR is reoffender:
refer for Community
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Service in the
Barangay,
Counselling session
with parents,
Psychological
evaluation of
needed.

If CAR is first time
violator: refer to
Alternative Learning
System (ALS) if out of
school, Counselling
session with parents.

TOTAL 0.00 | 2 Hours and 45 minutes

FOR CHILDREN IN CONFLICT WITH THE LAW

Who may avail: I. Case management of children in conflict with the law (CICL)

(duration of service per client: 6-12 months)

Child in conflict with the law (CICL)- children who are alleged as,
accused of, or adjudged as, having committed an offense under
Philippine laws.

most common offenses that CICL commits:

Physical Injuries

Rape

Robbery

Acts of Lasciviousness

Violation of ra 9165 (Dangerous Drug Act)
Theft

Malicious Mischief

EMMOO®»

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

e Case file containing: Details of the case,
documents that can serve as basis
to determine age:

Local Civil Registrar

Church

School

Health Centers/Hospital/Clinic

1.1 Birth Certificate (1 original copy)
1.2 Baptismal certificate (1 original copy)
1.3 School records (2 original copy)
1.4 Dental Records (2 original copy)

1.5 Health Records (2 original copy) | Health Centers/Hospital/Clinic

FEES
CLIENT STEPS AGENCY TO PROCESSING PERSON
ACTIONS BE TIME RESPONSIBLE
PAID
1.Referral from the | 1. Receives None 5 minutes Social Worker
Regional Trial Documents related
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Court, City
Prosecutor’s Office,
Public Attorney’s
Office, Philippine
National Police

to the Case of the

CICL

A. Registry to
Logbook

B. Intake Interview
(Initial Interview
with the Child)

C. Notify Parents/
Guardians/
BCPC about the
whereabouts of
the CICL

2. Parents will
provide necessary
documents

2. Intake Interview
with parents and
CICL:

A. Home Visitation

B. Make Case
Study to determine
age and
Discernment based
on the Discernment
tool.

C. Submit Case
Study Report to the
Regional Trial
Court, City
Prosecutor’s Office,
Public Attorney’s
Office

(Note: 15 days are

given by the
RTC/City
Prosecutors Office
to submit Case
Study Report of the
CICL)

None

15 minutes

Social Worker

4. CICL will answer
Assessment of
Discernment Tool

4. Determine if
diversion is
appropriate; come
up with a
recommended
diversion program
to either

Level 1. CSWDO
level 2.
Prosecutor's Office
Level 3. Regional
Trial Court's Level
4. Home Visitation

None

2 Hours

Social Worker

5.CICL together
with
parents/guardian

5.Conduct a case
conference with the
child, and parents,

None

2 Hours

Social Worker
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will attend case complainant to

conference discuss the
(Note: if case is not | diversion
File in Court) proceedings and
sign the Diversion
Contract
Note:

A. City Prosecutor
will order for the
Diversion
proceeding of
the case if the
penalty of the
offense charged
is less than six
(6) years.

TOTAL 4 Hours and 20 minutes

7. DISASTER RELIEF SERVICE

Provisions of appropriate assistance to help alleviate the conditions/ situations of
distressed/displaced individuals/families who are affected of disaster. This can be in the
form of Food and Non-Food ltem and Financial assistance to help Individual/families
construct/repair their houses which are either Partially and Totally by the hazard.

Office or Division : City Social Welfare and Development Office
Service Availability : 8:00 AM TO 5:00 PM (Monday — Friday)
Classification : Simple
Type of Transaction: Government to Client

Who may avail : Affected Individuals/Families

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

* 1 original copy of Certification that a
particular person/family is a victim or Barangay Hall where the client resides
affected of a particular disaster

* 1 original copy of Certificate of

Indigency

* 1 original copy of Certification of the

Fire Incident (For Fire Incident) Bureau of Fire Protection (BFP), Cadiz City

* 1 original copy of Police Blotter Report
(For Fire Incident) Philippine National Police (PNP), Cadiz City

* 1 Picture of House damaged by fire
and other hazard Affected Individual/Family
* 1 photocopy of valid id of client (owner
of the house or member of the
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household who is 18 years old and

above)
FEES
CLIENT STEPS AGENCY TO | PROCESSING PERSON
ACTIONS BE TIME RESPONSIBLE
PAID
1. Secures and 1. Verifies None | 5 minutes Social Welfare

submits the
requirements

Completeness of
the documents;

Officer Il
— Barangay
Caduha-an

Administrative
Aide |

- Barangay Zone
4

Social Welfare
Aide — Barangay
Zone 1

Youth
Development
Assistant Il —
Barangay Cadiz
Viejo

Social Welfare
Aide — Barangay
Cabahug and
Jerusalem

Administrative
Aide | -Barangay
Daga

Social Welfare
Aide — Barangay
Banquerohan

Social Welfare
Officer IV —
Barangay Luna

Social Welfare
Assistant —
Barangay
Celestino Villacin
and Mabini

Administrative
Aide | —Barangay
Magsaysay
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Administrative
Aide | -Barangay
Tinampa-an

Social Welfare
Aide — Barangay
Zone 2 and Zone
5

Social Welfare
Aide — Barangay
VF Gustilo

Social Welfare
Aide — Barangay
Burgos and
Sicaba

Social Welfare
Assistant —
Barangay Zone 6

Social Welfare
Officer Il —
Barangay Andres
Bonifacio and
Zone 3

Social Welfare
Aide - Barangay
Tiglawigan

2. Answers pertinent
questions

2. General

Intake/Interview
using
Disaster
Family

Access Card
(DAFAC) form
and establish
client’s
eligibility for
assistance

2.1. Prepares
assessment
report/and
requests
for food & non-
food items

None

None

None

5 minutes

10 Minutes

2 minutes

Social Welfare
Officer lll

— Barangay
Caduha-an

Administrative
Aide |

- Barangay Zone
4

Social Welfare
Aide — Barangay
Zone 1

Youth
Development
Assistant Il —
Barangay Cadiz
Viejo

Social Welfare
Aide — Barangay
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2.2. Submits
document to
CSWD Officer for
approval

None

3 minutes

Cabahug and
Jerusalem

Administrative
Aide | —Barangay
Daga

Social Welfare
Aide — Barangay
Banquerohan

Social Welfare
Officer IV —
Barangay Luna

Social Welfare
Assistant —
Barangay
Celestino Villacin
and Mabini

Administrative
Aide | —Barangay
Magsaysay

Administrative
Aide | —Barangay
Tinampa-an

Social Welfare
Aide — Barangay
Zone 2 and Zone
5

Social Welfare
Aide — Barangay
VF Gustilo

Social Welfare
Aide — Barangay
Burgos and
Sicaba

Social Welfare
Assistant —
Barangay Zone 6

Social Welfare
Officer Il —
Barangay Andres
Bonifacio and
Zone 3
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2.3 CSWD
Officer approves
and signs the
documents

Social Welfare
Aide - Barangay
Tiglawigan

CSWD Officer

3. Receives copy of

Approved

Assessment report

and food & non-food
items

3. Release copy
of the approved
document/s;
Provide Food/or
Non-Food ltems
to clients

3.1 Advise client
to go home and
wait to be
notified for the
release of
assistance

None

None

2 minutes

1 minute

Social Welfare
Officer Il

— Barangay
Caduha-an

Administrative
Aide |

- Barangay Zone
4

Social Welfare
Aide — Barangay
Zone 1

Youth
Development
Assistant Il —
Barangay Cadiz
Viejo

Social Welfare
Aide — Barangay
Cabahug and
Jerusalem

Administrative
Aide | —Barangay
Daga

Social Welfare
Aide — Barangay
Banquerohan

Social Welfare
Officer IV —
Barangay Luna

Social Welfare
Assistant —
Barangay
Celestino Villacin
and Mabini
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Administrative
Aide | -Barangay
Magsaysay

Administrative
Aide | —Barangay
Tinampa-an

Social Welfare
Aide — Barangay
Zone 2 and Zone
5

Social Welfare
Aide — Barangay
VF Gustilo

Social Welfare
Aide — Barangay
Burgos and
Sicaba

Social Welfare
Assistant —
Barangay Zone 6

Social Welfare
Officer Il —
Barangay Andres

None 2 minutes Bonifacio and
Zone 3
Social Welfare
3.2 Record Aide - Barangay
documents in Tiglawigan
client’s logbook
and Forward to o i
the City Mayor’s Liaison Officer
office
TOTAL 35 minutes
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8. APPLYING FOR SELF-EMPLOYMENT ASSISTANCE PROGRAM
(SEAP)

It is an initial assessment of an applicant to qualify for the livelihood capital
assistance. The process includes social preparation of the applicant who may be
an individual, family or group who is socially and economically disadvantaged.

The process requires applicants to submit to orientation on Basic Business
Management and Skills Development (BBMSD) - that aims to build up problem
solving and decision-making capability of the SEAP client to successfully manage
their resources of the Micro-Enterprise in response to economic opportunities.

The micro enterprise can experience failure if the client lacks the necessary skills
to effectively utilize and manage resources which in turn hinders their ability to
delegate tasks & coordinate efforts for the efficient functioning of the micro
enterprise.

Office or Division  : | City Social Welfare and Development Office

Service Availability : | 8:00 AM TO 5:00 PM (Monday — Friday)

Classification : | Simple

Type of Transaction : | Government to Client

TABLE 1 TABLE 2

* Family Heads/Families
& Eligibility Requirements:

other needy Adults
Who may avail

* Elderly or Senior * No outstanding balance
Citizens for SEAP
* Youth ages 18 years
old
& above * Non-Livelihood Assistance Grant
* Persons with Disability (LAG) beneficiary
* Recovered disaster * Either has existing business or

victims/distressed clients | willing to start-up or engage

a small-scale enterprise
* Solo Parents

*« \Women

* ERPAT
* Community Based
After-

* Care Program (CBRP)
After Care Clients

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

* 1 valid Identification (ID) card
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client

* Referral (if any)

Referring Office

FEES TO BE PERSON

CLIENT | AGENCY PAID PRg‘T:ﬁnSES'N RESPONSIBL
STEPS ACTIONS E

1. Present 1. Attend to None 20 mins Social Welfare
Referral/ client and Officer Il
Express obtain basic — Barangay
personal personal Caduha-an
intention to details. None 20 mins
apply for Administrative
SEAP 1.1 Asses Aide |

s & establish
client’s
eligibility
for SEAP
(refe
rto Table 1 &
2)

- Barangay
Zone 4

Social Welfare
Aide — Barangay
Zone 1

Youth
Development
Assistant Il —
Barangay Cadiz
Viejo

Social Welfare
Aide — Barangay
Cabahug and
Jerusalem

Administrative
Aide | —Barangay
Daga

Social Welfare
Aide — Barangay
Banquerohan

Social Welfare
Officer IV —
Barangay Luna

Social Welfare
Assistant —
Barangay
Celestino Villacin
and Mabini

Administrative
Aide | —Barangay
Magsaysay
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Administrative
Aide | -Barangay
Tinampa-an

Social Welfare
Aide — Barangay
Zone 2 and Zone
5

Social Welfare
Aide — Barangay
VF Gustilo

Social Welfare
Aide — Barangay
Burgos and
Sicaba

Social Welfare
Assistant —
Barangay Zone 6

Social Welfare
Officer Il —
Barangay
Andres Bonifacio
and Zone 3

Social Welfare
Aide - Barangay
Tiglawigan

2. Take note
of the
schedule for
orientation
on
Basic
Business

Management
&
Skills
Development
(BBMSD)

2. If
eligible, log-in
client’s
name and
schedule
the
applicant for
orientation
on
BBMSD.

BBMSD
schedule:
Every last
Thursday
of the month,

1st Batch
9:00 AM -
12:00 NN
2" Batch
2:00 PM -
5:00 PM

None

15 mins

Social Welfare
Officer llI

— Barangay
Caduha-an

Administrative
Aide |

- Barangay
Zone 4

Social Welfare
Aide — Barangay
Zone 1

Youth
Development
Assistant Il —
Barangay Cadiz
Viejo

Social Welfare
Aide — Barangay
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Cabahug and
Jerusalem

Administrative
Aide | —Barangay
Daga

Social Welfare
Aide — Barangay
Banquerohan

Social Welfare
Officer IV —
Barangay Luna

Social Welfare
Assistant —
Barangay
Celestino Villacin
and Mabini

Administrative
Aide | —Barangay
Magsaysay

Administrative
Aide | —Barangay
Tinampa-an

Social Welfare
Aide — Barangay
Zone 2 and Zone
5

Social Welfare
Aide — Barangay
VF Gustilo

Social Welfare
Aide — Barangay
Burgos and
Sicaba

Social Welfare
Assistant —
Barangay Zone 6

Social Welfare
Officer Il —
Barangay
Andres Bonifacio
and Zone 3
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Social Welfare
Aide - Barangay
Tiglawigan
3. Attend and | 3. Conducts None 3 hours * SEAP Focal
participate in orientation Person/BBMSD
the on Trainer
BBMSD BBMSD * Adm. Aide |
Orientation
None 20 mins * SEAP Focal
3.1 Issue Person/BBMSD
3.1 Signin Certificate of Trainer
client’s
logbook to | Attendance
acknowledge
receipt of
the
Certificate
of
Attendance
TOTAL 0.00 4 hrs. and 15 mins

9. AVAILMENT OF LIVELIHOOD CAPITAL ASSISTANCE

It is a subsequent process for clients who possess skills to engage in income-
generating activities and avail Livelihood Capital Assistance after initial assessment
& eligibility have been established.

Office or Division City Social Welfare and Development Office

Service Availability : 8:00 AM TO 5:00 PM (Monday — Friday)

Classification Highly Technical

Type of Transaction : Government to Client

TABLE 1 TABLE 2
Who may avail » Family Heads/Families &
other needy Adults Eligibility

Requirements:

* Elderly or Senior Citizens
* Youth ages 18 years old

* No outstanding
balance
for SEAP

* Non Livelihood
Assistance Grant
(LAG) beneficiary

& above
* Persons with Disability
» Recovered disaster
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* Either has existing
business or
victims/distressed clients willing to start-up or
» Solo Parents engage
* Women a small-scale
enterprise
* ERPAT
* Community Based After-
» Care Program (CBRP)
After Care Clients
CHECKLIST OF REQUIREMENTS
WHERE TO SECURE
* for NEW APPLICANTS
* 1 original Certificate of Attendance on BBMSD | client
* 1 original copy of Project Proposal/Financial client
Reqt.
* 2 photocopied valid Identification (ID) client

* 1 original copy of recent Barangay Indigency

Barangay where the applicant
resides

* 1 photocopied Residence Certificate or Cedula
for the current year

Barangay Hall/
City Treasurer’s Office

* 1 pc recent 2x2 ID picture client
* for RENEWAL APPLICANTS
» 1 original copy & 2 photocopied of Official
Receipts client
of Rolled-back payment
+ 2 original Certificate of Full Payment CSWD Office
* 1 original copy of Project Proposal/
Financial Requirement client
* 2 photocopied valid Identification (ID) client
* 1 original copy of recent Barangay Indigency Barangay

where the applicant resides

* 1 photocopied Residence Certificate or Cedula
for the current year

Barangay Hall/
City Treasurer’s Office

FEES
CLIENT STEPS AGENCY TO
ACTIONS BE

PAID

PROCESSING
TIME

PERSON
RESPONSIBLE

424




1. Secure & submit
documentary
requirements

1.Receive & verify
completeness of
applicant’s
requirements

None

10 mins

Social Welfare
Officer Il

— Barangay
Caduha-an

Administrative
Aide |

- Barangay Zone
4

Social Welfare
Aide — Barangay
Zone 1

Youth
Development
Assistant Il —
Barangay Cadiz
Viejo

Social Welfare
Aide — Barangay
Cabahug and
Jerusalem

Administrative
Aide | -Barangay
Daga

Social Welfare
Aide — Barangay
Banquerohan

Social Welfare
Officer IV —
Barangay Luna

Social Welfare
Assistant —
Barangay
Celestino Villacin
and Mabini

Administrative
Aide | -Barangay
Magsaysay

Administrative
Aide | —-Barangay
Tinampa-an

Social Welfare
Aide — Barangay
Zone 2 and Zone
5
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Social Welfare
Aide — Barangay
VF Gustilo

Social Welfare
Aide — Barangay
Burgos and
Sicaba

Social Welfare
Assistant —
Barangay Zone 6

Social Welfare
Officer Il —
Barangay Andres
Bonifacio and
Zone 3

Social Welfare
Aide - Barangay
Tiglawigan

2. Answer
the

Pertinent

information

2.

< General
Intake

Interview
(for new

applicant)
< Update of
client’s

Intake Profile
(for renewal)

None

20 | Social

mins Welfare

Officer Ill
— Barangay
Caduha-an

Administrativ
e Aide |

- Barangay
Zone 4

Social
Welfare Aide
— Barangay
Zone 1

Youth
Development
Assistant Il —
Barangay
Cadiz Viejo

Social
Welfare Aide
— Barangay
Cabahug and
Jerusalem

Administrativ
e Aide | —
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Barangay
Daga

Social
Welfare Aide
— Barangay
Banquerohan

Social
Welfare
Officer IV —
Barangay
Luna

Social
Welfare
Assistant —
Barangay
Celestino
Villacin and
Mabini

Administrativ
e Aide | —
Barangay
Magsaysay

Administrativ
e Aide | —
Barangay
Tinampa-an

Social
Welfare Aide
— Barangay
Zone 2 and
Zone 5

Social
Welfare Aide
— Barangay
VF Gustilo

Social
Welfare Aide
— Barangay
Burgos and
Sicaba

Social
Welfare
Assistant —
Barangay
Zone 6
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Social
Welfare
Officer Il —
Barangay
Andres
Bonifacio
and Zone 3

Social
Welfare Aide
- Barangay
Tiglawigan

3. Sign
Feasibility

Study,
Certificate

of
Eligibility
and

Contract
of

Agreement

3. Prepare
Feasibility
Study,
Certificate
of Eligibility,
and
Contract of
Agreement

None

days

Social
Welfare
Officer Il

— Barangay
Caduha-an

Administrativ
e Aide |

- Barangay
Zone 4

Social
Welfare Aide
— Barangay
Zone 1

Youth
Development
Assistant Il —
Barangay
Cadiz Viejo

Social
Welfare Aide
— Barangay
Cabahug and
Jerusalem

Administrativ
e Aide | —
Barangay
Daga

Social
Welfare Aide
— Barangay
Banquerohan

Social
Welfare
Officer IV —

428




3.1. CSWDO
signs
documents

3.2 Forward to
City
Mayor’s for
Approval

None

None

1 day

days

Barangay
Luna

Social
Welfare
Assistant —
Barangay
Celestino
Villacin and
Mabini

Administrativ
e Aide | —
Barangay
Magsaysay

Administrativ
e Aide | —
Barangay
Tinampa-an

Social
Welfare Aide
— Barangay
Zone 2 and
Zone 5

Social
Welfare Aide
— Barangay
VF Gustilo

Social
Welfare Aide
— Barangay
Burgos and
Sicaba

Social
Welfare
Assistant —
Barangay
Zone 6

Social
Welfare
Officer Il —
Barangay
Andres
Bonifacio
and Zone 3

Social
Welfare Aide
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- Barangay

Tiglawigan
CSWD
Officer
» SEAP Focal
Person
4, 4. Return the None 5 | SEAP Focal
Comeback Contract mins Person
after of Agreement
8days, |to
sign applicant for
client’s Notarization
logbook to None
4.1 Record log 10 [ SEAP Focal
acknowled | out mins Person
ge time of
receipt Contract
of of
the Agreement
Contract of
Agreement
5.
Facilitate
Contract 3
of days
Agreement
for
notarizatio
n
6. Submit 6. Receive & None 10 |* SEAP Focal
the record mins Person
log-in time of
notarized receipt of
Contract notarized
of Contract of
Agreement
Agreement | and
to advise the
CSWD client
Office to go home &
wait
to be notified
of None

the release of
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7. Sign to
acknowled
ge the
receipt
of the
complete

transaction

livelihood
assistance.

7. Issue the

acknowledgeme
nt
receipt on the
completeness
of
applicant’s
SEAP
documents

7.1. Encode and
record on
the
SEAP
logbook

7.2. Prepare

Disbursement
Voucher &
Obligation
Request

7.3. CSWDO
signs
DV & OBR

7.4. Forward to
liaison for
processing

None

None

None

mins

20

mins

1 hour

1 hour

10
mins

* SEAP Focal
Person

* SEAP Focal
Person

* SEAP Focal
Person

* SEAP Focal
Person
» Office liaison

TOTAL

0.00

11 days, 3 hours &
30 mins
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10. APPLICATION FOR MINOR’S TRAVELLING ABROAD

Republic Act No. 7610 also known as the Special Protection of Children Against Abuse
Exploitation and Discrimination Act — Article IV Section 8 (a) provides that there is an
attempt to commit child trafficking “when a child travels alone to a foreign country without
valid reason therefore and without clearance issued by the Department of Social Welfare
and Development or written permit or justification from the child’s parent or legal guardian”.

Office or Division : City Social Welfare and Development Office

Service Availability : 8:00 AM TO 5:00 PM (Monday — Friday)

Classification : Highly Technical (DSWD Administrative Order No.12,
Series of 2017 Omnibus Guidelines for Minors Travelling
Abroad)

Type of Transaction: Government — Client
Anybody other than the parent

Who may avail : who are planning to travel abroad with a child
(minors below 18 years old)

CHECKLIST OF REQUIREMENTS (2 copies each) WHERE TO
SECURE

Minors/traveling other than the parents of legal guardian

City Social Welfare
1. Duly accomplished Application Form and

Development
Office

2. Birth Certificate of Minor/s (PSA-Photocopy)

3. Marriage Contract of minor’s parents (PSA-photocopy, if Philippine Statistics

marriecli).; _ Authority (PSA)
Certificate of No Marriage (CENOMAR)

of the minor’'s mother if parents are not married

4. Notarized Affidavit of Support and Consent of Both Parties CSWD Office
if the parents living in the Philippines and the child is
accompanied
by relative/grandparent

(attached photocopy of Valid ID) Company where the
e Written Consent if the father is a fearer — Father on parents work
board sign by their head and certificate from the
company Philippine Embassy
e Affidavit Support and Consent from the (Consul Section)
Philippine Embassy signed by the Consul
(if parent/s is/are working abroad) Philippine Statistics
e Death Certificate (PSA photocopy) Authority (PSA)/
in case of deceased parent/ blotter if parent cannot be Police
found
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5. Any Proof of Income such as: Income Tax Return,
Employment Contract or Certificate of Employment or Bank
Certificate

Company/Employer

5. Colored picture of minor (2 pcs., passport size)
* recent photo with white, red or blue background taken within
6 months

6. Passport of traveling companion (photocopy)

For minor/s traveling ALONE for the First Time

(Note: Minor below 13 years old is PROHIBITED TO TRAVEL ALONE)

1. Duly accomplished Application Form

City Social Welfare
and

Development
Office

2. Birth Certificate of Minors (PSA-Photocopy)

Philippine Statistics
Authority (PSA)

3. Marriage Contract of minor’s parents (PSA-photocopy, if
married);
Certificate of No Marriage (CENOMAR) of the minor’'s mother
if parents are not married

Philippine Statistics
Authority (PSA)

4. Affidavit of Support and Consent signed by Both Parties
(notarized at the place of residence)
* Certificate of Employment, or
* Latest Income Tax Return
* Bank Statement
4.1 Waiver from the parents releasing DSWD from any
liability/responsibility in case of untoward incident during the
travel of the child or Certificate of Unaccompanied minor from
the Airlines

4.2 Proof of income from the sponsor of the travel example
ITR, Certificate of Employment

Lawyer/Notary
Public

CSWD

5. Death Certificate in case of deceased parent (PSA-

Philippine Statistics

photocopy) Authority (PSA)
6. Colored picture of minor (2 pcs., passport size)
* recent photo with white, red or blue background taken within | Client

6 months

Minors/traveling other than the parents of legal guardian

Additional Requirements for Minor/s under Special
Circumstances

o Migrating to another country
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- Visa petition approval
Minor who will study abroad

- Acceptance or certificate of enrollment or

registration from the school
Who will attend conference, study tours, Competition,
Student Exchange Program, Summer Camp, Pilgrimage,
World Youth Day, and other related activities

- Certification from sponsoring organization

- Affidavit of undertaking of companion indicating
the safety measures undertaking by the sports
agency (for sports competition)

- Signed invitation from the sponsoring agency/
organization abroad with itinerary of travel and
list of participants and duration of the activity/
travel

Minor going abroad for medical purposes

- Medical Abstract of the Minor

- Recommendation from the attending physician
Minor under Foster Care

- Notarized affidavit of Undertaking by the Foster
Parents

- Notarized affidavit of Consent from the RACCO

- Photocopy of Foster Placement Authority;
(original copy to be attached for verification)

- Photocopy of Foster Care License of the family;
(original copy to be attached for verification)

- DSWD Certification of Child Legally available for
adoption

- Return ticket/s

Minor Under Legal Guardianship
- Certified true copy of Court Order on Legal
Guardianship
For minor/s whose parent/s are seafarers
- Certification for manning agency attesting that the
seaman is on board under agency’s vessel.
- Photocopy of seaman’s Book
Abandoned minor with alleged missing parent, if parents
are married
- Social Case Study Report executed by a license
social worker of the LGU
- Blotter report from either local police or Brgy.
Certification from the locally or last known address
of the alleged missing
- One (1) return registered mail to the last known
address of the alleged missing parent(s) or known
relative(s).
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FEES

CLIENT STEPS AGENCY TO BE | PROCESSING PERSON
ACTIONS PAID TIME RESPONSIBLE
1. Client’s Inquire | 1. Issue MTA
about the Application Form
process of and None 5 mins )
applying Minor Documentary Social Worker
Travelling Requirements
Abroad forms
1.1 Provide

instruction and
the link of the
MTA System on
how to process
application on
travel clearance
for minor

TOTAL 0.00 5 minutes

11. APPLICATION FOR ALTERNATIVE FAMILY CARE

A provision of alternative parental care to children especially in difficult
circumstances whose parents are unable to provide for their basic needs,
temporarily or permanently brought about by problems in family relationship, iliness,
extreme poverty, lack of parenting preparation etc. aggravated by lack of family
support.

The program may be provided through adoption, foster care, legal guardianship or
residential care depending on the needs of the child.

Office or Division : City Social Welfare and Development Office

Service Availability : 8:00 AM TO 5:00 PM (Monday — Friday)

Highly Technical with reference to:
Administrative Adoption - R.A. 11642
Classification : Simulated Birth Rectification Act — R.A. 11222
Foster Care - R.A. 10165

Type of Transaction : Government — Client

Any Filipino citizen or alien residing in the Philippines, of
legal age, at

Who may avail : least 16 years older than the adoptee, has the capacity
to act and

assume all the rights and duties as parent with good
moral and

not convicted of any crime
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CHECKLIST OF REQUIREMENTS WHERE TO SECURE

1. Copy of Birth Certificate of the child and biological Philippine Statistics
parent (SECPA) Authority (PSA)
2. Copy of Birth Certificate of the couple Prospective
Adoptive Philippine Statistics
Parent (PAP) Authority (PSA)
3. Copy of Marriage Contract of Prospective Adoptive
Parent Philippine Statistics
(PAP) Authority (PSA)
4. Copy of Child Health Record City Health Office
5. Copy of valid IDs presented by the child’s parent COMELEC, SSS/ GSIS,
PHILHEALTH

6. Photograph of the child upon admission with the date
taken

7. Copy of Deed of Voluntary Commitment, Notarized with
Certificate of Notarial Act CSWD, Notary Public

8. Documents showing the financial capacity of the Client

9. Written consent of the marital and adopted children, ten

(10) years age
FEES | pROCESSING | PERSON
CLIENT STEPS AGENCY TO BE TIME RESPONSIBLE
ACTIONS PAID
1. Client’s Inquire 1. Check the None 3 minutes Social Workers
the process to available
avail the documents
alternative family
care
2. Answers pertinent | 2. Conduct None 1 hour Social Workers
questions Initial Interview
to applicants.
3. Go home and wait | 3. Refer PAP None 2 minutes Social Workers
to be notified for the | for Pre -
schedule of the Pre- | adoption forum
adoption forum
TOTAL 0.00 1 hour and 5 minutes
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12. APPLICATION FOR THE REGISTRATION AND GRANTING OF PERMIT AND
RECOGNITION OF PUBLIC AND PRIVATE CHILD DEVELOPMENT
CENTERS/LEARNING CENTERS OFFERING EARLY CHILDHOOD PROGRAMS FOR
ZERO TO FOUR (0-4) YEARS OF AGE

Early Childhood Care and Development refers to the full range of health, nutrition, early
education and social services programs that provide for the basic holistic needs of young
children from birth to age four (0-4), to promote their optimum growth and development.

R.A. 10410 Otherwise known as the Early Years Act (EYA) of 2013 was institutionalized to
create a system for Early Childhood Care and Development (ECCD) that is comprehensive,

integrated and sustainable

Office or Division

City Social Welfare and Development Office

Service Availability

8:00 AM TO 5:00 PM (Monday — Friday)

Classification

Highly Technical with reference to Ordinance
No. 26-2023 Series of 2023

Type of Transaction Government — Client

Who may avail

Centers of Cadiz City

Public and Private Child Development

CHECKLIST OF REQUIREMENTS

WHERE TO
SECURE

1. 1 photocopy of the SEC Registration

Private Learning
Center

2. Copy of Profile of the Center that describes its location,
ownership, goals and objectives, and programs to be offered.

Private Learning
Center

3. Clear copy of Photos and Descriptions of the lot size, indoor and
outdoor area, number of buildings

Private Learning
Center

4. Number of Children admitted

Private Learning
Center

5. List of Teachers/Names of Administrator/Principal/Directors/ and
other staff

Private Learning
Center

6. 1 Original Copy and 1 Photocopy of Official Receipt of payment
GRANTING OF PERMIT TO OPERATE

Application and Inspection Fee — 250.00
Administrative Fee - 500.00

GRANTING OF RECOGNITION

Application and Inspection Fee — 500.00
Administrative Fee - 1,000.00

City Treasurer’s
Office
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CLIENT STEPS

AGENCY
ACTIONS

FEES TO
BE PAID

PROCESSI
NG TIME

PERSON
RESPONSI
BLE

PERMIT TO OPERATE

1. Private Child Development
Center/ Learning Center
applies Permit to Operate
with required Documents

1. Check of
the
completene
ss of the
documents

1.2 Give the
assigned
personnel of
Private
Learning
School of a
slip for
payment to
Treasurer’s
Office
together
with the
documents.

None

15 minutes

ECCD
Personnel

2. Pay to the City Treasurer’s
Office and return to CSWD the
documents with receipt of
payment

2.1 Received the
Acknowledgement Receipt

2. Receives
the copy of
the Official
Receipt with
the
document

2.1 Release
the
acknowledge
ment receipt
as proof of
complete
transaction.

Applicatio
n and
Inspection
Fee —
250.00

Administr
ative Fee
—500.00

15 minutes

ECCD
Personnel

3. Within 1 month after the
filing of application for permit
to operate. Private Learning
Center will expect site
inspection from CSWD —
ECCD Personnel

3. Conducts a
visit/inspecti
on to the
private Child
Developmen
t
Centers/Lea
rning
Centers
within one
month after
the filing of
application
for permit to
operate

1 Hour

ECCD
Personnel
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3.1 after the

visit, the
inspection
report will
be submit to
the City
Mayor with
required
documents
and
recommend
ation
4. Receives the Certificate to 4. Issue 15 minutes | ECCD
Operate for the period of 3 Certificate to Personnel
years qualified private Operate to
CDCs/LCs or Letter to the qualified
Comply Requirements for Private
unqualified private Child
CDCs/LCs Developmen
t
Center/Lear
ning Center
or Letter to
Comply
Requiremen
ts with the
Report of
Inspection
attached to
unqualified
private Child
Developmen
t
Center/Lear
ning Center.
TOTAL 1 HOUR AND 45
MINUTES
APPLICATION FOR GRANTING OF RECOGNITION
1. Submit Letter of Intent for 1. ECCD None 10 minutes | ECCD
recognition written by the Child | Personnel/ Personnel
Development Teacher (for CSWD Officer
Public CDC/LC) or the received the
Administrator/Principal/Director | letter of Intent
/Authorized Representative (for None 10 minutes
Private, NGO or GOCC ECCD
CDCI/LCs) addressed to the Personnel
City Mayor through the CSWD
Office
2. Acknowledge the received 2. Give the None 10 minutes | ECCD
copy of the documents client a receipt Personnel

of documents
submitted.
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Advised the
client that they
will be notified
once the letter
of Intent will
be approved
by City Mayor
and ECCD
Council

2.1 Endorse
the letter of
Intent to the
City Mayor for
approval

2.2 a Letter of
endorsement
to ECCD
Council about
the application
for recognition
and wait for
the approval
once the letter
of Intent is
been
approved by
the ECCD.

TOTAL 0.00 30 MINUTES

13. APPLICATION FOR SOLO PARENT IDENTIFICATION CARD
(SPIC)

An individual recognized as a Filipino Citizen, is deemed a “Solo Parent” eligible to apply
for a Solo Parent ID card when he or she is in exclusive possession of parental authority,
care and financial maintenance responsibilities for a child or children, or dependents. It is
imperative that said individual does not engage in cohabitation and/or a co-parenting
arrangement with another person, unless their spouse is incapacitated either physically or
mentally, rendering them unable to fulfill the responsibilities of child-care and support.
(Republic Act 11861 otherwise known as the “Expanded Solo Parent Welfare Act of 2022)
The Solo Parent Identification Card (SPIC) is necessary for the availment of benefits under
the Act.

Office or Division : City Social Welfare and Development Office
Service Availability : 8:00 AM TO 5:00 PM (Monday — Friday)
Classification : Highly Technical with Reference to RA 11861 : The

Expanded Solo Parent Act of 2022”

Type of Transaction: Government — Client
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Who may avail

Filipino Citizen, Resident of Cadiz City who may fall

on the following categories:

1.

10.

11

12.

Solo Parent with child or children as a
consequence of rape (Section 4(a) of RA 8972
as amended)

Solo Parent on account of the death of the
spouse (Section 4(a) (2) of RA 11861)

Solo Parent on account of the detention or
criminal conviction of the spouse (Section (4)
(a) (3) of RA 11861)

Solo Parent on account of Physical or mental
incapacity of the spouse (Section 4(a) (4) of
RA 11861)

Solo Parent on account of legal or de facto
separation of spouse (Section 4(a) (5) of RA
11861)

Solo Parent on account of declaration of nullity
or annulment of marriage or divorce (Section
4(1) (5) of RA 11861)

Solo Parent on account of abandonment by
spouse (Section 4(a) (7) of RA 11861)
Spouse or any family member of an OFW
(Section 4(b) of RA 11861)

Unmarried father or mother who keeps and
rears the child or children (Section 4(c) of RA
11861)

Solo Parent who is legal guardian, adoptive or
foster parent (Section 4(d) of RA 11861)

. Any relative within fourth (4™) civil degree of

consanguinity or affinity of the parents or legal
guardian who assumes parental care and
support of the child or children (Section 4(e) of
RA 11861)

Solo Parent who is pregnant woman (Section
4(f) of RA 11861)

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. Filled up Application Form

City Social Welfare and Development Office

2. Certificate of Attendance of Orientation

on RA 11861

City Social Welfare and Development Office

3. 1 Photocopy - Birth Certificate of

children age 22 and below (18-22 years old

should be in school; provide school
certification)

Local Civil Registrar

4. 1 Photocopy - Marriage Contract (if

married)

5. 1 Original copy - CENOMAR (if
unmarried)

Philippine Statistics Authority (PSA)
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6. 1 Certified true copy or photocopy -
Death Certificate of the spouse
(widow/widower)

Local Civil Registrar

7. 1 Original Copy - Certificate of detention
(if the spouse is detained or serving
sentence at least 3 months issued by the
law enforcement agency or the court

Law Enforcement Agency or Court

8. 1 Original Copy - Medical Record or
Medical Abstract (if spouse is physically or
mentally incapacitated)

Government or Private Doctor

9. 1 photocopy - Judicial decree of legal
separation of the spouse

Court/Public Attorney’s Office (PAO)

10. 1 Original copy - Affidavit of 2
disinterested persons for de facto
separation, abandonment

Court/Public Attorney’s Office (PAO)

11. 1 photocopy - Judicial decree of nullity
or marriage

Court

12. 1 Original Copy - Police or Barangay
record of the fact of abandonment

Philippine National Police/Barangay

13. 1 photocopy - Proof of guardianship,
foster care license issued DSWD

Public Attorney’s Office (PAO), DSWD

14. 1 Original copy - Sworn statement
declaring that the solo parent is not
cohabiting with a partner or co-parent and
solo parental care and support of the child.

Public Attorney’s Office (PAO)

15. 1 Original copy - Affidavit of a barangay
official attesting that the solo parent is a
resident of the barangay & the child/children
is/are under the parental care and support
of the Solo Parent

Barangay/Public Attorney’s Office (PAO)

FEES
CLIENT STEPS AGENCY TO BE | PROCESSING | PERSON
ACTIONS PAID TIME RESPONSIBLE
NEW MEMBERSHIP
1. Inquire and checks 1. Logs-in name None 5 mins. Social Workers

schedule of Solo
Parents Orientation —
Seminar

of client and
assign date or
schedule of Solo
Parents
Orientation —
Seminar
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2. comeback on 2. Social Worker None 3 hours Social Workers
assigned date or conducts Solo
schedule Parent
Orientation —
Seminar
2.1 Personally attends | (Schedule: Every
and participates in the | 3" Friday of the
Solo Parents Month at 1:30 —
Orientation Seminar | 4:30pm)
to apprise him/her of
the qualification rights
and duties and
obligations of solo
parent/s including the
benefits, assistance
and services
available and
identifies what
category is applicable
to him/her and the
necessary
requirements for each
category
2.2 Signs in client’s 2.1 Issues None 5 Minutes Social Workers
logbook to Certificate of
acknowledge receipt | Attendance on
of Certificate of Solo Parents
Attendance on Solo Orientation —
Parents Orientation Seminar to client
Seminar
3. Secure and Fill-up 3. Receives None 10 minutes Social Workers
Form for Solo Parents | Application,
Review and
3.1 Submit duly filled-up | verify documents
application with 5 minutes
documentary None
requirements 3.1 Records log-
according to in time receipt of
applicable category complete
documents
3.2 Sign in client’s submitted and
logbook to advise to go 20 mins
acknowledge home and comes | None
submission of conflict | back after 7 days
documents

3.2 Social Worker
interviews
applicant to
establish
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eligibility as a
Solo Parent

4. Undergo the

necessary assessment

process

4.1 Provides /supplies
necessary information
and answers relevant

questions

4. Conducts
home visitation
to validate
veracity of the
information
given by the
applicant

4.1 Prepared the
Social Case
Study Report

None

None

6 days

45 minutes

Social Workers

5. Signs in client’s

logbook to acknowledge
receipt of Solo Parents
ID Card or Certification

* if qualified,
encode in
database of
Solo Parents
Masterlist

5. Issues Solo
Parent ID Card
or if physical is
not available,
Certificate of
Eligibility
stating his/her
status as a
Solo Parent
and reason for
not being able
to issue the ID

(Note: The
Certificate of
Eligibility must
be
surrendered to
Solo Parent
Office upon
receipt of
physical SPIC)

*in cases of
disapprove,
the Social
Worker must
issue a written
notice of
disapproval
indication the
reason for
such.

None

10 minutes

Social Workers

TOTAL

0.00

7 days, 3 hours and 40 minutes
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14. RENEWAL OF SOLO PARENT IDENTIFICATION CARD (SPIC)
— VALID FOR 1 YEAR

An individual recognized as a Filipino Citizen, is a deemed a “Solo Parent” eligible to apply
for a Solo Parent ID card when he or she is in exclusive possession of parental authority,
care and financial maintenance responsibilities for a child or children, or dependents. It is
imperative that said individual does not engage in cohabitation and/or a co-parenting
arrangement with another person, unless their spouse is incapacitated either physically or
mentally, rendering them unable to fulfill the responsibilities of child-care and support.
(Republic Act 11861 otherwise known as the “Expanded Solo Parent Welfare Act of 2022)
The Solo Parent Identification Card (SPIC) is necessary for the availment of benefits under
the Act.

Office or Division : City Social Welfare and Development Office

Service Availability : 8:00 AM TO 5:00 PM (Monday — Friday)
Classification : Highly Technical

Type of Transaction: Government — Client

Who may avail : Filipino Citizen, Resident of Cadiz City who may fall on

the following categories:

1. Solo Parent with child or children as a consequence of
rape (Section 4(a) of RA 8972 as amended)

2. Solo Parent on account of the death of the spouse
(Section 4(a) (2) of RA 11861)

3. Solo Parent on account of the detention or criminal
conviction of the spouse (Section (4) (a) (3) of RA
11861)

4. Solo Parent on account of Physical or mental
incapacity of the spouse (Section 4(a) (4) of RA
11861)

5. Solo Parent on account of legal or de facto separation
of spouse (Section 4(a) (5) of RA 11861)

6. Solo Parent on account of declaration of nullity or
annulment of marriage or divorce (Section 4(1) (5) of
RA 11861)

7. Solo Parent on account of abandonment by spouse
(Section 4(a) (7) of RA 11861)

8. Spouse or any family member of an OFW (Section
4(b) of RA 11861)

9. Unmarried father or mother who keeps and rears the
child or children (Section 4(c) of RA 11861)

10. Solo Parent who is legal guardian, adoptive or foster
parent (Section 4(d) of RA 11861)

11. Any relative within fourth (4t) civil degree of
consanguinity or affinity of the parents or legal
guardian who assumes parental care and support of
the child or children (Section 4(e) of RA 11861)

12. Solo Parent who is pregnant woman (Section 4(f) of
RA 11861)

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
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1. 1 original copy of Solo Parent ID Card
(expiring or expired)
2. Duly Filled -up application form

City Social Welfare and Development
Office

Philippine Statistics Authority (PSA)
Local Civil Registrar

Local Civil Registrar

3. 1 Photocopy of Marriage Contract

4. 1 Original Copy of CENOMAR (if married)
5. 1 original copy of Birth Certificate (for new
or additional child)

6. 1 photocopy Proof of guardianship, foster
care license

7. 1 Original Copy Sworn statement declaring
that the solo parent is not cohabiting with a
partner or co-parent and solo parental care
and support of the child.

Public Attorney’s Office (PAO), DSWD

Public Attorney’s Office (PAQO)

8. 1 Original copy - Affidavit of a barangay
official attesting that the solo parent is a
resident of the barangay & the child/children
is/are under the parental care and support of

Barangay/Public Attorney’s Office (PAO)

the Solo Parent

FEES
CLIENT STEPS AGENCY ACTIONS TO | PROCESSING | PERSON
BE TIME RESPONSIBLE
PAID
1. Surrender 1. Receives None 10 Minutes Social Workers
expiring or surrendered SPIC (Old
expired SPIC ID Card)
(old ID Card) 10
1.1 Secure and Fill- | Note: Fthe d A None Minutes Social Workers
inati a. the client obtains
ll.:lt))r:;‘\nppllcatlon Solo Parent I.D from 2022 -
backwards client must
undergo Orientation.
b. If the client obtains S
Solo Parent ID from 2023 - | None | Minutes Social Workers
1.2 submit duly onwards client will no longer
filled-up undergo Orientation.
application form
with .
documentary 1.1 Receives
requirements appllcat]on. Review
according to and verify documents
applicable and _acknowledge
category receipt of
completeness
1.3 Signs in client's | 1 2 Records log-in time
logbook to of receipt of complete
acknowledge documents submitted
submission of and advise client to go
complete home after and come
documents back after 7 days
2. undergo the 2. Social Worker None 20 minutes Social Workers
necessary Interviews the
assessment applicant to establish
process eligibility and update as
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a Solo Parent 6 days
2.1 applicant’s profile None Social Workers
provides/supplies | 5 1 gocjal Worker
necessary conducts home
information and | ijtation to validate the
answers relevant veracity of the
questions information given by 45 minutes .
the applicant None Social Workers
2.2 Prepare the Social
Case Study Report
3. Signs in client’s | 3. Encode name of None 10 minutes Social Workers
logbook to Solo Parents Database
acknowledge and issue new SPIC
receipt of new
SPIC
TOTAL 0.00 6 days, 1 hours and 40
minutes

15. APPLICATION FOR FSCAP MEMBERSHIP & OSCA
IDENTIFICATION CARD

Republic Act No. 9994 — an act Operating Additional Benefits and Privileged to Senior
Citizens. This expanded of Senior Citizen Act of 2010 — is a closed on augmenting the
benefits and service given to Elderlies.

Office or Division : City Social Welfare and Development Office
Service Availability : 8:00 AM TO 5:00 PM (Monday — Friday)
Classification : Simple
Type of Transaction: Government — Client
Who may avail : Senior Citizens (60 years old and above)
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Any of the following:
* 1 photocopy of Birth Certificate Local Civil Registrar,
or Baptismal
COMELEC, GSIS, SSS ID,
1 photocopy of Valid ID Land Transportation Office
* Residence Certificate City Treasurer’s Office/Barangay
Treasurer
* 3 pcs of 1X1 picture Senior Citizen applicant

for Senior Citizen’s ID Card

Office of the Senior Citizen’s Affairs

* Filled up Application Form (OSCA & NCSC) | (OSCA)/

Federation of Senior Citizens Asso. of
the Phils.

(FSCAP)
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CLIENT STEPS | AGENCY ACTIONS F_IIE_gS PROCESSING PERSON
BE TIME RESPONSIBLE
PAID
1. Secure, filled- 1. Accept filled-up None 5 mins Senior Citizen’s
out forms and application form with Staff
submit supporting documents
Requirements
1.2. Encoding and None 5 mins Senior Citizen’s
Profiling of Application Staff
per Barangay
2. Receive the 2. Approves and None 5 mins Senior Citizen’s
Identification release OSCA Staff
Card Identification
Card and purchase
booklet for
medicines and
groceries
TOTAL 0.00 15 minutes

16. APPLICATION FOR PERSONS WITH DISABILITY
IDENTIFICATION CARD

R.A. 9442 — an act amending RA 7277 otherwise known as the Magna Carta for Disabled
Persons and other Purpose.

SECTION 2. The grants of the Rights and Privilege for Disabled Person shall be guided
with the following principles:

A. Disabled persons as part of the society, thus the state fully supports the
improvement of the state well — being of disabled persons and their integration into the
mainstream of society. Towards this end, the state shall adopt policy ensuring the
rehabilitation, self-improvement and self-reliance of disabled persons.

City Social Welfare and Development Office

8:00 AM TO 5:00 PM (Monday — Friday)

Office or Division

Service Availability :

Classification Simple

Type of Transaction: Government — Client

Who may avail Persons with Disability (No age limit)

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

e 1 original copy of Medical Certificate/ City Health Office

Medical Abstract/

e Filled up Person with Disability (PWD)
Application form

Person with Disability Affairs Officer
(PDAO)
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e Residence Certification from the

Barangay

Barangay where the applicant resides

e Any Valid ID or Photocopy of Birth

Certificate

Any Government ID

e 2 copies of 1x1 picture

Person with Disability (PWD) applicant

FEES
CLIENT STEPS AGENCY TO PROCESSING | PERSON
ACTIONS BE TIME RESPONSIBLE
PAID
1. Accept
1. Secure, filled-out | requirements and None 5 mins PDAO Staff
PWD application interview using
form and submit General Intake
Requirements Sheet
2. Profiling of PWD PDAO Staff
application per None 5 mins
barangay
3. Approve and
2. Receive the release of None 5 mins PDAO Staff
Identification Person with
Card/ purchase Disability (PWD)
booklet for Identification
medicines and Card and
groceries purchase
booklet for
medicines and
groceries
TOTAL 0.00 15 Minutes
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PUBLIC EMPLOYMENT SERVICE
OFFICE

External Services
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1. Registration, Referral, and Placement of Jobseekers

Under the PESO Act of 1999, the Public Employment Service Office is
mandated to carry out full and equal employment opportunities for all.

(Monday to Friday, from 8:00 AM to 5:00 PM, excluding holidays)

Office or Public Employment Service Office
Division:

Classification: | Simple

Type of Government to Citizen

Transaction:

Who may avail:

General Public

CHECKLIST OF WHERE TO SECURE
REQUIREMENTS
National Skills Registry Program Public Employment Service Office (PESO)
(NSRP) Form 1
FEES
AGENCY TO | PROCESSING PERSON
Sl SrEss ACTIONS BE TIME RESPONSIBLE
PAID
1. Fill-out the 1.1 Check the None 3 minutes PESO Staffs and
National Skills entries in the Administrative
Registry Program | application and Aide IV
Form (NSRP make PESO
Form 1) and supplementary
submit duly entries if
accomplished necessary.
forms to the
person in charge. | 1.2 Determine None 3 minutes Administrative
the needs and Aide IV PESO
condition of the
jobseekers and
refer to the
person in
charge.
1.3 Interview None 5 minutes Labor and
applicants and Employment
conduct Officer Il
counseling. PESO
1.4 Evaluate
qualifications None 5 minutes Labor and
and skills of Employment
applicants for Officer Il
job matching PESO
from the list of
current job
orders,
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vacancies and
opportunities.

1.5 Send
referral letter
address to
specific
company for
possible job
placement.

None

5 minutes

PESO Manager
PESO

TOTAL:

00

21 Minutes

2. Employment Guidance and Counselling

Employment Guidance and counseling is a process of assisting people
intellectually and psychologically to make decisions about their career and act

to realize it.

(Monday to Friday, from 8:00 AM to 5:00 PM, excluding holidays

Office or Division:

Public Employment Service Office

Classification:

Simple

Type of
Transaction:

Government to Citizen

Who may avail:

General Public

CHECKLIST OF WHERE TO SECURE
REQUIREMENTS
Letter of intent for the conduct of
employment, guidance and Requesting party
counseling
FEES
AGENCY TO | PROCESSING PERSON
CLIENT STEPS | AcTions | BE TIME RESPONSIBLE
PAID

1. Submit letter 1.1 Receive | None 5 minutes PESO Staff
request for Career letter PESO
Guidance and request for
Counselling of Career
graduating students Guidance.
(Secondary, Tertiary,
Technical/Vocational | 1.2 Send None 1 hour PESO Manager
Schools) 1 week prior | confirmation PESO
to the activity. (through

call/SMS/e-

mail) for the

acceptance

or approval

of the

request.

TOTAL: 00 1 hour &5
minutes
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3. Labor Market Information (LMI)

Labor Market Information (LMI) is the interaction between individuals competing
for Jobs and employers competing for workers. It pertains to information
concerning the size, composition, functions, problems or opportunities to the
labor market including employment related aspirations of the labor market

clients.

(Monday to Friday, from 8:00 AM to 5:00 PM, excluding holidays)

A. Walk-In Clients

gathered data

Office or Public Employment Service Office
Division:
Classification: | Simple
Type of Government to Citizen
Transaction:
Who may General Public (for Employed and Unemployed)
avail:
CHECKLIST OF WHERE TO SECURE
REQUIREMENTS
NSRP Form 1 PESO
FEES
CLIENT AGENCY TO | PROCESSING PERSON
STEPS ACTIONS BE TIME RESPONSIBLE
PAID
1. Fill-out Skills 1.1 Give None 5 minutes Administrative
Registry Form instructions on Aide IV
and NSRP Form | how to fill-out PESO
1. the NSRP Form
1
2. 2.1 Receive and | None 10 minutes Administrative
Submit/Endorse | verify Aides IV and
the accomplished | completeness PESO Staffs
NSRP Form 1. and correctness PESO
of all data
gathered. Once
accuracy is
established, it
will be endorsed
to the encoding
division.
2.2 Access the None 2 minutes Administrative
Public Aides IV and
Employment PESO Staffs
Information PESO
System (PEIS)
website and log
in the system.
2.3 Encode the None 5 minutes Administrative

Aides IV and
PESO Staffs
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from NSRP PESO
Form 1.
TOTAL: 00 22 Minutes
B. Registration of Establishments
Office or Public Employment Service Office
Division:
Classification: | Simple
Type of Government to Business
Transaction:
Who may Business Establishments
avail:
CHECKLIST OF WHERE TO SECURE
REQUIREMENTS
National Skills Registry Form 2 Public Employment Service Office
(PESO
FEES
AGENCY TO PROCESSING PERSON
CLIENT STEPS | AcTioNs | BE TIME RESPONSIBLE
PAID
1.Fill-out NSRP 1.1 Give None 5 minutes Administrative
Form 2 instructions on Aide IV
how to fill-out PESO
the NSRP Form
2.
2.Submit or 2.1 Receive and | None 10 minutes Administrative
endorse the verify Aides IV and
accomplished completeness PESO Staffs
NSRP Form 2 and correctness PESO
of all data
gathered. Once
accuracy is
established, it
will be endorsed
to the encoding
division.
2.2 Access the
PEIS website None 2 minutes Administrative
and log in the Aides IV and
system. PESO Staffs
PESO
2.3 Encode the
data from NSRP | None 5 minutes
Form 2. Administrative
Aides IV and
PESO Staffs
PESO
TOTAL.: 00 22 Minutes
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4. Special Recruitment Activity (SRA)

Land based or Sea-based licensed Recruitment Agencies may seek
assistance from the PESO-Cadiz in the conduct of Special Recruitment
Activity. In coordination with the Department of Migrant Workers (DMW)
PESO-Cadiz confirms the validity of the client's Agency Recruitment
Authority. Moreover, agencies are provided with the facilities & equipment
at the PESO office for utilization. Likewise, staff support may also be
provided.

(Monday to Friday, from 8:00 AM to 5:00 PM, excluding holidays)

A. SRA REQUEST

Office or Public Employment Service Office
Division:
Classification: | Simple
Type of Government to Business
Transaction:
Who may Recruitment Agency
avail:
CHECKLIST OF WHERE TO SECURE
REQUIREMENTS
Proof of Registration to Philjob.net
Philjobnet.gov.ph
Letter of Intent Requesting Agency
Permits
a. Mayor Permit Licensing Division (Mayor’s Office)
b. DTl Business Permit DTI
c. BIR BIR
Flyers Requesting Agency
Specific Job Vacancy or Job Orders | Requesting Agency(Local)/DMW(Overseas)
Special Recruitment Authority DMW
(Overseas)
ID of the authorized representative Requesting Agency
FEES
CLIENT AGENCY TO | PROCESSING PERSON
STEPS ACTIONS BE TIME RESPONSIBLE
PAID
1. Submission of | 1.1 Verification of | None 10 minutes Administrative
requirements to | documents and Assistant |
pesocadiz acknowledge the PESO
@yahoo.com no | receipt of
less than ten (10) | complete
days prior to the | requirements
scheduled from the
conduct of SRA. | requesting
agency.
1.2 Endorsement | None 5 minutes Administrative
of SRA request Assistant |
for the approval PESO
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of the PESO
Manager.
1.3 Endorsement | None 10 minutes Administrative
of SRA request Aide IV
for the approval PESO
of City Mayor.
1.4 Receive the None 10 minutes Administrative
approved SRA Aide IV
request from the PESO
City Mayor’s
Office.
1.5 Prepare the None 5 minutes Administrative
No Objection Assistant |
Certificate signed PESO
by the PESO
Manager.
1.6 Issuance of None 5 minutes Administrative
No Objection Assistant |
Certificate to the PESO
requesting
agency via email.
2. Submission of | 2.1 Verification None 5 minutes Administrative
Special and Assistant |
Recruitment acknowledgment PESO
Authority from of Special
DMW (for Recruitment
overseas) and ID | Authority from
of the authorized | DMW and ID of
representative. the authorized
representative.
2.2
Announcement None 5 minutes Administrative
of SRA and Assistant |
Posting of job PESO
orders/posters on
PESO’s official
Facebook page.
2.3 Notify None 3 minutes Labor and
registered Employment
applicants Officer Il and
through phone PESO Staffs
calls or emails. PESO
TOTAL: 00 58 Minutes
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B. Pre-Registration of Applicants

Office or Public Employment Service Office
Division:

Classification: Simple

Type of Government to Citizen

Transaction:

Who may avail:

General Public

CHECKLIST OF WHERE TO SECURE
REQUIREMENTS
NSRP Form 1 Public Employment Service Office (PESO)
FEES
AGENCY TO | PROCESSING PERSON
CLIENT STEPS | AcTIONS | BE TIME RESPONSIBLE
PAID
1. Fill-out Registry | 1.1 Receive None 10 minutes Labor and
Form and NSRP accomplished Employment
Form 1 and submit | NSRP Form 1 Officer Il
the accomplished of applicants. Administrative
form to PESO Assistant |
personnel for Peso Staff
verification (for PESO
walk-in applicants)
or scan the QR
code.
2. Search job inthe | 2.1 Assistand | None 10 minutes Labor and
list of job advice Employment
vacancies. applicants Officer Il
Administrative
Assistant | and
Peso Staffs
PESO
TOTAL: 00 20 Minutes

C. Conduct of SRA

Office or Division:

Public Employment Service Office

Classification:

Simple

Type of Transaction:

Government to Business

Who may avail:

General Public/Job Seekers

CHECKLIST OF
REQUIREMENTS

WHERE TO SECURE

Resume and Application Letter
Certificates (if applicable)

Terminal Report
Deployment Report

Jobseekers
TESDA

Public Employment Service Office (PESO)
Public Employment Service Office (PESO)

FEES PERSON
CLIENT STEPS | AGENCY | 15 gg | PROCESSIN | oroponsiB
ACTIONS G TIME
PAID LE
1. Proceed to the | 1.1 Assist None 10 minutes PESO Staffs
venue 30 minutes | recruitment agency. PESO
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before the
scheduled time.
2. Fill-out and 2.1 Gather the None 3 minutes PESO Staff
sign the Terminal | Terminal Report PESO
Report by the prepared by the
end of the Recruitment
Recruitment Agency.
Activity.
2.2 Sign the None 1 min. PESO Manager
Terminal Report and
Labor and
Employment
Officer Il
PESO
3. Submit the 3.1 Follow-up the None 5 minutes Administrative
Deployment Deployment Report Assistant |
Report fifteen via email. PESO
(15) days after
the Recruitment 3.2 Acknowledge None 5 minutes Administrative
Activity. the Deployment Assistant |
Report. PESO
3.3 Endorse None 1 min. Administrative
Deployment Report Assistant |
to PESO PESO
Manager/Coordinat
or.
TOTAL: 00 25 Minutes

5. Special Program for Employment of Students (SPES)

Programs which aim to provide Temporary Employment to poor but
deserving students, out-of-school youth and dependents if displaced or
would be displaced workers during summer and or Christmas vacation or
any time of the year to augment the family’s income to help ensure that

beneficiaries are able to pursue their education.

(As per request by DOLE)

Public Employment Service Office
Simple
Government to Citizen

Students or Out-of-School Youth (OSY) at
least 15 years old but more than 30 years old
on the day of implementation.

WHERE TO SECURE

Office or Division:
Classification:

Type of Transaction:
Who may avail:

CHECKLIST OF
REQUIREMENTS
School I.D./ SPES |.D. (4
photocopies)
Barangay Indecency (4 photocopies)
Grades for the first semester (4
photocopies)

Respective School

Barangay Hall
Respective School
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Birth Certificate/PSA (4 photocopies) | PSA
SPES Application form (4 Public Employment Service Office (PESO)
photocopies)
FEES
CLIENT AGENCY TO PROCESSING PERSON
STEPS ACTIONS BE TIME RESPONSIBLE
PAID
1. Submit 1.1 Receive None 5 minutes Administrative Aide
complete complete v
requirements  |documents PESO
for SPES from SPES
Program applicants
1.2 Validate None 15 minutes Administrative Aide
applicants’ v
eligibility PESO
based upon
the
documents
submitted.
2. Attend 2.1 Conducts None 60 minutes PESO Manager
SPES SPES PESO
Orientation. orientation.
2.2 Sign the None 1 min. PESO Manager
contract and Labor and
Employment Officer
I
PESO
TOTAL: 00 1 hour and 21
minutes

6. JOB FAIR

Jobs Fair - refer to an employment facilitation strategy to fast track the meeting
of jobseekers and employers, Licensed/Authorized Recruitment Agencies and
Registered Job Contractors in one specific venue, in one specified date and to
disseminate information on other DOLE Programs.

(As per scheduled date/every Charter Day (July 3)/every Women Month
Celebration (3rd week of March)/as per request of any organization who wants to
conduct a Job Fair)

A. RECRUITMENT AGENCY REGISTRATION

Office or Division: Public Employment Service Office
Classification: Simple
Type of Transaction: Government to Business
Who may avail: Recruitment Agency
CHECKLIST OF WHERE TO SECURE
REQUIREMENTS
Letter of Intent Requesting Agency
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Company/Corporate Profile Requesting Agency
Permits
a. Mayor Permit Licensing Division (Mayor’s Office)
b. Business Permit
c. BIR Certificate of BIR
Registration DTI
d. DTI Certificate POEA
e. POEA License (Overseas) | DOLE
DOLE No Pending Case
Certificate
DMW approved Job Orders DMW
(Overseas)
Proof of Registration and PhilJobNet
updated job vacancies to
Philjobnet.gov.ph
Posters Requesting Agency
Special Recruitment DMW
Authority (Overseas) Requesting Agency
ID of the authorized
representative
FEES
AGENCY TO | PROCESSING PERSON
CLIENT STEPS | AcTIONS | BE TIME | RESPONSIBLE
PAID
1. Inquire about 1.1 Provide None 5 minutes Labor and
Jobs Fair schedule | information Employment
regarding Jobs Officer Il and
Fair schedule. Administrative
Assistant |
PESO
1.2 Prepare None 5 minutes Labor and
letter of Employment
invitation for Officer Il
recruitment PESO
agencies.
1.3 Send None 3 minutes Administrative
invitation letter Assistant |
to recruitment PESO
agencies via
email.
2. Send letter of 2.1 None 3 minutes Administrative
confirmation within | Acknowledge Assistant |
3 days. letter of PESO
confirmation
and provide
the checklist of
requirements.
3. Submit complete | 3.1 Verify None 10 minutes Labor and
requirements 15 requirements’ Employment
days prior to the completeness Officer Il and
conduct of Jobs and Administrative
Fair. authenticity. Assistant |
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PESO
3.2 Prepare None 2 hours Labor and
lay-out and Employment
map of Jobs Officer Il and
Fair venue. PESO Staff
PESO
3.3 Submit None 10 minutes Labor and
requirements Employment
to acquire Officer Il and
Jobs Fair Administrative
Authority to Assistant |
DOLE PESO
Director.
3.4 None 10 minutes Administrative
Announcement Assistant |
of Jobs Fair PESO
and Posting of
job
orders/posters
on PESO’s
official
Facebook
page upon
receipt of Jobs
Fair Authority.
3.5 Notify None 10 minutes Labor and
agencies Employment
through phone Officer I,
call or email Administrative
about the Assistant I, and
approval of PESO Staffs
Jobs Fair PESO
Authority.
TOTAL: 00 2 hours and 56
minutes
B. PRE-REGISTRATION OF APPLICANTS/JOBSEEKERS
Office or Division: Public Employment Service Office
Classification: Simple
Type of Transaction: Government to Citizen
Who may avail: General Public
CHECKLIST OF WHERE TO SECURE
REQUIREMENTS
NSRP Form 1 Public Employment Service Office (PESO)
FEES
AGENCY TO | PROCESSING PERSON
oA e ACTIONS BE TIME RESPONSIBLE
PAID
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1. Fill-out Registry 1.1 Receive None 10 minutes Labor and
Form and NSRP accomplished Employment
Form 1 and submit NSRP Form 1 Officer Il
the accomplished of applicants. Administrative
form to PESO Assistant |
personnel for Peso Staff
verification (for walk- PESO
in applicants) or
scan the QR code.
2. Search job inthe |2.1 Assistand | None 10 minutes Labor and
list of job vacancies. |advice Employment
applicants Officer Il
Administrative
Assistant | and
Peso Staffs
PESO
TOTAL: 00 20 minutes
C. CONDUCT OF JOBS FAIR
Office or Division: Public Employment Service Office
Classification: Simple
Type of Transaction: Government to Business
Who may avail: Recruitment Agencies
CHECKLIST OF WHERE TO SECURE

REQUIREMENTS

NSRP Form 1

Biodata/Resume, Application
Letter, Certificates, and other

Public Employment Service Office (PESO)
Applicants

Documents
Passport (Overseas Department of Foreign Affairs (DFA)
Applicants)
FEE
PERSON
AGENCY S TO | PROCESSIN
CLIENT STEPS ACTIONS BE G TIME RESP?ENSIBL
PAID
1. Proceed to 1. Assist None 10 minutes PESO Staff
venue 30 minutes | recruitment PESO
before the agencies.
scheduled time.
2. Fill-out and 2.1 Gather the None 3 minutes PESO Staff
sign the Terminal |Terminal Report PESO
Report by the end |prepared by the
of the Recruitment
Recruitment Agency.
Activity.
2.2 Sign the None 1 minutes PESO Manager
Terminal Report and
Labor and
Employment
Officer Il
PESO
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3. Submit the 3.1 Follow-up the None 5 minutes Administrative
Deployment Deployment Report Assistant |
Report fifteen (15) |via email. PESO
days after the
Recruitment 3.2 Acknowledge None 5 minutes Administrative
Activity. the Deployment Assistant |

Report. PESO

3.3 Endorse .

Deployment Report | None 1 minutes Administrative

to PESO Assistant |

Manager/Coordinato PESO

r.

TOTAL: | 00 25 minutes

7. DOLE “GOVERNMENT INTERNSHIP PROGRAM” GIP

The DOLE-Government Internship Program provides three to six (3-6)

month’s

internship opportunities for technical-vocational,

or college

graduates who want to pursue a career in public service in either local or

national government.

(As per slot and schedule allotted by DOLE)

Office or Division:

Public Employment Service Office

Classification:

Simple

Type of Transaction:

Government to Citizen

Who may avail:

College graduate year 2019 to present any
course or Voc-Tech graduate (with TESDA
Certificate). Applicants must be between 18-29
years old.

CHECKLIST OF
REQUIREMENTS

WHERE TO SECURE

NSRP Form 1

Transcript of Record (TOR)
/ Certificate of
Graduation/Diploma (5
photocopies)

2x2 picture with nametag
(4 pcs)

2 valid ID’s (4 photocopies)

PESO
Respective School

Applicant

Respective School

Marriage certificate (if PSA
married) (4 copies)
Biodata (2 Copies) Applicant
Long Folder (2 Pieces) Applicant
Long Plastic Envelope (1 Applicant
Piece)
FEES
AGENCY TO | PROCESSING PERSON
CLIENT STEPS | AcTions | BE TIME RESPONSIBLE
PAID
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1. Submit complete 1.1 Receive None 15 mins. PESO Staff
requirements and the complete PESO
accomplished NSRP | requirements
Form 1. and verify its

accuracy.
2. Fill-out application | 2.1 Prepare None 15 mins. PESO Staff
form and sign and facilitate PESO
Internship the filling of
Agreement. application

form and

internship

agreement.
3. Attend orientation 3.1 Conducts | None 60 mins. PESO Manager
and prepare for orientation PESO
deployment to their with DOLE
respective work GIP focal.
assignment.

3.2.Prepare None 15 mins. PESO Staff

an PESO

endorsement

letter.

TOTAL: 00 1 hour and 45
minutes

8. DILEEP - DOLE Integrated Livelihood and Emergency

Program

A. DOLE - TULONG PANG HANAP-BUHAY SA ATING MGA
DISPLACED/DISADVANTAGED WORKERS PROGRAM (TUPAD)

Provide financial assistance by offering short term jobs with wages paid directly to
beneficiaries, helping them support their families while seeking more permanent jobs.

Promote community development-beneficiaries are often engaged in projects that
benefit their communities such as cleaning public spaces, repairing infrastructure, or
participate in environmental initiative.

(as per slot and schedule allotted by DOLE)

Office or Division:

Public Employment Service Office

Classification:

Highly Technical

Type of Transaction:

Government to Citizen

Who may avail:

Displaced/disadvantaged  workers.  (Non-
recipient of 4P’s, SSS, DAR and other
assistance from Government Agencies (local
and national). As much as possible refrain from
hiring Senior Citizens.)

CHECKLIST OF
REQUIREMENTS

WHERE TO SECURE

Filled-out NSRP form 1

PESO

1 Valid 1.D (2 photocopies) Applicant

Respective Barangay
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Endorsement from the
respective Barangay Captain
(1 Copy) PESO
Filled-out Identification of
Beneficiaries for TUPAD
Program (IBTP) Form
FEES
AGENCY TO | PROCESSING PERSON
Ll SEse ACTIONS BE TIME RESPONSIBLE
PAID
1. Qualified 1. Receive None 10 minutes Administrative
beneficiaries must complete Aide IV
fill-out IBTP Form requirements PESO
and submit complete
requirements and 1.2. Encode None 5 days PESO Staffs
NSRP Form 1 OSEC Form PESO
4
1.3. Endorse | None 15 minutes PESO Manager
to DOLE for PESO
verification.
2. Sign Contract of 2.1 Prepare None 2 days Administrative
Service and TUPAD Aide IV and
Acknowledgement Project PESO Staffs
Receipt and attend Proposal PESO
orientation. upon receipt
of complete
documents.
2.2 Conduct
orientation None 1 hour PESO Manager
with DOLE PESO
Focal
3. Perform assigned | 3.1 Program None | 2 hrs. (per day Administrative
tasks in their monitoring. within 10 days) | Aide IV and Peso
respective areas. (4 Staffs
hrs. daily within 10 PESO
days)
3.2 Signing of | None 1 day PESO Manager
DTRs. and
Administrative
Aide IV
PESO
3.3 Prepare None 1 day Administrative
Liquidation Aide IV and Peso
Report. Staffs
PESO
3.3 Sign the None 5 minutes PESO Manager
Liquidation and Local Chief
report Executive

465




TOTAL:

00 19 working
days, 1 hour

and 30 minutes

B. DILP — DOLE Integrated Livelihood Program

Also known as Kabuhayan Program-is a government initiative in the Philippines
aimed at empowering vulnerable and marginized workers. It provides financial
assistance and training to help individual and groups establish or enhance their

livelihood projects.

(Monday to Friday, from 8:00 AM to 5:

00 PM, excluding holidays)

Office or Division:

Public Employment Service Office

Classification: Simple

Type of Transaction:

Government to Citizen

Photocopy of Certificate of DOLE
Registration

Certificate of non-receipt of the
same project from the Municipal

Who may avail: Displaced Workers, Low-Income Earners, Farmers,
Fisherfolk, PWD, Senior Citizen

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Letter of intent Applicant

Group Project Proposal Applicant

Livelihood Beneficiary Profile Form | Applicant

(with picture)

Local Development Plan (LDP) City Planning

Board Resolution to Enter into Applicant

MOA DOLE

Memorandum of Agreement (MOA) | Applicant

Certification of the List of

Beneficiaries DOLE

Certification (of Availability of

Funds) DOLE

Board Resolution to Enter into

Right to use Agreement DOLE

Right to use Agreement (Notarized) | Applicant

Pictures of the Proposed Project

Sites Applicant

Agriculture Office

Agriculture Office (MAO) Applicant

Project Policy Applicant

Oath of Undertaking

CLIENT STEPS AGENCY FEES | PROCESSING PERSON
ACTIONS TO BE TIME RESPONSIBLE

PAID

1. Apply 1.1 Receive None 5 minutes Administrative

livelihood, submit | complete Aide IV

assistance and | documents. PESO
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complete 1.2 Validate None 1 hour PESO Manager
requirement. authenticity of and

documents Administrative

submitted by Aide IV

the beneficiary. PESO

1.3 Endorse the | None 2 hours PESO Manager

complete PESO

documents to

DOLE for

eligibility

assessment

and approval.
2. Attend 2.1 Facilitate None 6 hours PESO Manager
production skills, | and assist and
entrepreneurship, | DOLE Administrative
and business representatives Aide 1V
management. or livelihood PESO

focal persons

and

beneficiaries in

the conduct of

training.
3. Receive check | 3.1 Assist None 1 hour PESO Manager
granted by DOLE | DOLE and
for livelihood representative Administrative
assistance and | or livelihood Aide IV
implement the focal person for PESO
project. the release of

livelihood

assistance

check. Administrative

3.2 Monitoring 4 hours (once élgeslc\)/

of project. a month)

TOTAL: 00 14 hours and
5 minutes

9. REFERRAL OF OFW TO OWWA AND DMW FOR AVAILMENT OF

ASSISTANCE

All OFW registered members of OWWA can avail their assistance such as
Healthcare, disability, death benefits, scholarships, financial assistance for
education and training, worker’s assistance, and family welfare assistance.

(Wednesday, from 8:00 AM to 5:00 PM, excluding holidays)

| Office or Division:

\ Public Employment Service Office
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Classification: Highly Technical

Type of Transaction: Government to Citizen

Who may avail: Displaced/disadvantaged  workers.  (Non-
recipient of 4P’s, SSS, DAR and other

assistance from Government Agencies (local
and national). As much as possible refrain from

hiring Senior Citizens.)

CHECKLIST OF
REQUIREMENTS

WHERE TO SECURE

OWWA Requirements:
Brgy. Certificate of
Residency (4 photocopies)

Designated Barangay Address

Employment Contract (4 Applicant
photocopies)

Latest departure stamp (4 Applicant
photocopies)

Latest arrival stamp (4 Applicant
photocopies)

Case Study for OWWA (4 CSWD
photocopies)

DTI Certificate (4 DTI

photocopies)

DMW Requirements:

Brgy. Certificate of
Residency (4 photocopies)

Designated Barangay Address

Employment Contract (4 Applicant
photocopies)
Latest departure stamp (4 Applicant
photocopies)
Latest arrival stamp (4 Applicant
photocopies)
Case Study for DMW (4 CSWD
photocopies)
Airline Ticket (4 Applicant
photocopies)
FEES
AGENCY TO PROCESSING PERSON
ST ACTIONS BE TIME RESPONSIBLE
PAID
1. Visit OFW Help 1.1Assistand | None 5 minutes PESO Staff
Desk at PESO determine PESO
Cadiz what type of
assistance
needed or
provided
checklist.
2. Submit complete | 2.1 Receive None 5 minutes PESO Staff
requirements complete PESO
documents
2.2 Endorse None 15 minutes PESO Manager
OFW PESO
complete
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documents to
OWWA or
DMW

2.3

Processing
of financial
assistance

None

19 days

OWWA/DMW
Staff

3. Receive check
from OWWA or
DMW

3.1 Facilitate
the release
of check /
financial
assistance
intended for
qualified
OFW.

None

15 minutes

PESO Manager
PESO

TOTAL:

00

19 working
days and 40
minutes
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CITY ASSESSOR'’S OFFICE

External Services
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1. Issuance of Certified True Copy of Tax Declaration/
Declaration of Real Property Value (DRPV)

Tax Declaration or Declaration of Real Property Value (DPRV) is an
assessment record which contains relevant information in real property
ownership and assessment data.

(Monday to Friday, from 8:00 AM to 5:00 PM, excluding holidays)

Office or

s Office of the City Assessor
Division:

Classification: | Simple

U2 s . G2C — Government to Citizen

Transaction:

Who may All persons owning/administering real properties in Cadiz City or
avail: Stakeholders, NGOs and NGAs

CHECKLIST OF WHERE TO SECURE

REQUIREMENTS

1 Official Receipt of Latest
Payment of Property Tax or Tax
Clearance updated up to the
preceding quarter

Office of the City Treasurer — Land Tax Division

Additional Requirements if the Client
requesting party is not the
Declared Owner:
< By representative
= Authorization Letter
with Original signature
of the declared Owner
= 1 Photo copy of
Identification Card of
the representative and
the Declared Owner
(Front and Back)

< |If the declared owner is
deceased, present Photocopy
of Death Certificate, Proof of
Relationship (Marriage
Contract, Birth Certificate, etc.),
Identification Card

% If there is an ongoing
conveyance such as Sale,
Donation, Heirship, etc.,
provide duly notarized
documents

AGENCY FEES TO BE | PROCESSING PERSON

CLIENT STEPS | AcTiON PAID TIME RESPONSIBLE
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1. Logs in the 1. Assists the | None 10 Minutes Clerk Ill/
Client’s Log Book | Client in filling Admin Aide VI
in the Public out the Log
Assistance and Book City Assessor’s
Complaints Desk Office
(PACD)
2. Sgbmlts the 2. Vel_flfles Clerk Ill/
required submitted Admin Aide VI
documents for documents None 5 Minutes
verification to the City Assessor's
Front Desk .
Office
personnel.
3. Fills up the 3.1 Assists the 3 Minutes Clerk 1ll/
request form for | Client in filling Admin Aide VI
the Tax out the
Declaration of Request Form City Assessor’s
Real property to Office
the Front Desk
personnel.
3.2 Forwards 3 Minutes Clerk Ill/
the Request Admin Aide VI
Form for
Processing City Assessor’s
Approval Office
3.3 Approves 3 Minutes City Assessor/
the Processing Assistant City
of transaction Assessor/
LAOO IV/
Officer of the
Day
City Assessor’s
Office
3.4 Forwards 3 Minutes Clerk Ill/
the Request Admin Aide VI
Form to the
Records City Assessor’s
Division Office
3.5 Pulls out 10 Minutes Clerk I1l/
the record and Admin Aide VI
produces a
copy of the City Assessor’s
Tax Office
Declaration
requested
3.6 Forwards 3 Minutes Clerk Ill/
the copy of the Admin Aide VI
Tax
Declaration to City Assessor’s
Local Ofﬁce
Assessment
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Operation

Officer for
checking and
verification
3.7 Checks 5 Minutes Local
and verifies Assessment
the Copy of Operation
the Tax Officers
Declaration )
City Assessor’s
Office
3.8 Forwards 3 Minutes Clerk Ill/
the Copy of Admin Aide VI
the Tax
Declaration for City Assessor’s
authentication Office
3.9 Certifies 5 Minutes City Assessor/
the Tax Assistant City
Declaration as Assessor/
a True Copy LAOO IV/
Officer of the
Day
City Assessor’s
Office
3.10 The 3 Minutes Clerk Ill/
Record Admin Aide VI
personnel
forwards the City Assessor’s
True Copy of Office
the Tax
Declaration to
the Front Desk
for releasing
4. Pays for the 4. Receives Certification 5 Minutes Clerk Il or
required the payment Fee — Administrative
certification fee to | and issues P 50.00 Officer Ill
the Front Desk Official _
personnel. Receipt Documentary City Assessor's
Stamp — Office
P 30.00
Convenience
Fee —
P 20.00
5. Receives the 5. Issues the None 1 Minute Clerk Il or
Certified True Certified True Administrative
Copy of the Tax Copy of the Officer llI
Declaration Tax
Declaration City Assessor’s
Office
TOTAL: P 100.00 54 Minutes
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2. Issuance of Certificate of Property Holdings

Certificate of Property Holdings is issued to the requesting party for the
properties situated within Cadiz City. It contains list of all Real Properties in the
name of the property owner with other relevant assessment data.

(Monday to Friday, from 8:00 AM to 5:00 PM, excluding holidays)

O.fﬁ.c? or Office of the City Assessor
Division:
Classification: | Simple

Type of
Transaction:

G2C — Government to Citizen

Who may avail:

All persons owning/administering real properties in Cadiz City or

Stakeholders, NGOs and NGAs

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1 Official Receipt of Latest Payment
of Property Tax or Tax Clearance
updated up to the preceding quarter

Office of the City Treasurer — Land Tax Division

Additional Requirements if the
requesting party is not the Declared

Owner:

+ By representative

= Authorization Letter with
Original signature of the
declared Owner

= 1 Photo copy of
Identification Card of the
representative and the
Declared Owner (Front
and Back)

+ If the declared owner is
deceased, present Photocopy of
Death Certificate, Proof of
Relationship (Marriage Contract,
Birth Certificate, etc.),
Identification Card

+« If there is an ongoing

conveyance such as Sale,
Donation, Heirship, etc., provide
duly notarized documents

Client

CLIENT STEPS

AGENCY
ACTION

FEES TO
BE PAID

PROCESSING
TIME

PERSON
RESPONSIBLE

1. Logs in the
Client’s Log Book
in the Public

1. Assists the
Client in filling

None

3 Minutes

Clerk Ill/
Admin Aide VI
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Assistance and out the Log City Assessor’s
Complaints Desk Book Office
(PACD)
2. Submits the 2. Verifies None 5 Minutes Clerk Ill/
required submitted Admin Aide VI
documents for documents
verification to the City Assessor’s
Front Desk Office
personnel.
3. Fills up the 3.1 Assists the | None 3 Minutes Clerk Ill/
request form for Client in filling Admin Aide VI
the Certification of | out the Request
Property Holdings | Form City Assessor’s
to the Front Desk Office
personnel.
3.2 Forwards None 3 Minutes Clerk Ill/
the Request Admin Aide VI
Form for
Processing City Asgessor’s
Approval Office
3.3 Approves None 3 Minutes City Assessor/
the Processing Assistant City
of transaction Assessor/ LAOO
1V / Officer of the
Day
City Assessor’s
Office
3.4 Forwards None 3 Minutes Clerk Ill/
the Request Admin Aide VI
Form to the
Records City Assessor’s
Division Office
3.5 Pulls out None 15 Minutes Clerk Ill/
the Ownership Admin Aide VI
Record Form of .
the Declarant to City Assessor’s
determine the Office
number of
properties and
its Property
Index Number
3.6 Forwards None 3 Minutes Clerk Ill/

the Field

Admin Aide VI
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Appraisal and

Assessment City Assessor’s
Sheet to the Office
Assessment
Clerk
3.7 Prepares None 30 Minutes Assessment
the Certificate (for 20 RPUs) Clerk/Clerk Il
of Property
Holdings City Assessor’s
Office
3.8 Forwards None 3 Minutes Assessment
the Certificate Clerk/Clerk Il
of Property
Holdings to the City Assessor’s
Local Office
Assessment
Operation
Officer for
checking,
verification and
recommends
for approval
3.9 Checks, None 15 Minutes Local
verifies and Assessment
recommends Operation
the approval of Officers
the Certificate
of Property City Assessor’s
Holdings Office
3.10 Forwards None 3 Minutes Assessment
the Certificate Clerk/Clerk Il
of Property
Holdings for City Assessor’s
approval Office
3.11 Approves None 10 Minutes City Assessor/
and certifies the Assistant City
Certificate of Assessor/ LAOO
Property 1V / Officer of the
Holdings Day
City Assessor’s
Office
3.12 Forwards None 3 Minutes Assessment
the Certificate Clerk/Clerk Il

of Property
Holdings to the
Front Desk for
releasing

City Assessor’s
Office
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4. Pays for the 4. Receives the Certifica- 5 Minutes Clerk Ill or
required payment and tion Fee - Administrative
certification fee to | issues Official P 50.00 Officer lll
the Front Desk Receipt
personnel. Documen- City Assessor’s
tary Office

Stamp -

P 30.00

Conve-

nience

Fee —

P 20.00
5. Receives the 5. Issues the None 2 Minutes Clerk Ill or
Certificate of Certificate of Administrative
Property Holdings | Property Officer Ill
Holdings
City Assessor’s
Office
TOTAL: | P100.00 | 1 Hour and 48
Minutes

3.Issuance of Certificate of No Structural Improvements

Certificate of

No Structural

Improvements is

issued

in case no

improvement/building is constructed or declared in the name of the landowner.

(Monday to Friday, from 8:00 AM to 5:00 PM, excluding holidays)

Office or
Division:

Office of the City Assessor

Classification:

Simple

Assistance and
Complaints Desk
(PACD)

Type of . G2C - Government to Citizen
Transaction:
Who may All persons owning/administering real properties in Cadiz City or
avail: Stakeholders, NGOs and NGAs
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1 Photo Copy of Land Title Register of Deeds

AGENCY FEES TO | PROCESSING PERSON
CLENIESRERS ACTION BE PAID TIME RESPONSIBLE
1. Logs in the 1. Assists the None 3 Minutes Clerk Ill/
Client’s Log Client in filling out Admin Aide VI
Book in the the Log Book
Public City Assessor’s

Office

477




2. Submits the 2. Verifies the None 5 Minutes Clerk Ill/
required submitted Admin Aide VI
documents for documents
the Certification City Assessor’s
of No Structural Office
Improvements to
the Front Desk
personnel.
3. Fills up the 3.1 Assists the None 3 Minutes Clerk I1l/
request form for Client in filling Admin Aide VI
the Certification out the
of Property Request Form City Assessor’s
Holdings to the Office
Front Desk
personnel.
3.2 Forwards the | None 3 Minutes Clerk I1l/
Request Form for Admin Aide VI
Processing
Approval City Assessor’s
Office
3.3 Approves the | None 3 Minutes City Assessor/
Processing of Assistant City
transaction Assessor/ LAOO
1V / Officer of the
Day
City Assessor’s
Office
3.4 Forwards the | None 3 Minutes Clerk Ill/
Request Form to Admin Aide VI
the Records
Division City Assessor’s
Office
3.5 Pulls out the None 5 Minutes Clerk I1l/
Field Appraisal Admin Aide VI
and Assessment
Sheet City Assessor’s
Office
3.6 Forwards the | None 3 Minutes Clerk I1l/
Field Appraisal Admin Aide VI
and Assessment
Sheet to the City Assessor’s
Assessment Office
Division for the
preparation of the
certificate
3.7 Prepares the | None 10 Minutes Assessment
Certificate of No Clerk /Clerk Il
Structural .
Improvements City Assessor’s
Office
3.8 The None 3 Minutes Assessment
Assessment Clerk /Clerk Ill
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Clerk forwards

City Assessor’s

the Certificate of Office
No Structural
Improvements to
the Local
Assessment
Operation Officer
for checking,
verification and
recommends for
approval
3.9 Checks, None 5 Minutes Local
verifies and Assessment
recommends for Operation
the approval of Officers
the certificate _
City Assessor’s
Office
3.10 Forwards None 3 Minutes Assessment
the Certificate of Clerk /Clerk 11l
No Structural
Improvements for City Assessor’s
approval Office
3.11 Approves None 5 Minutes City Assessor/
and certifies the Assistant City
Certificate of No Assessor/ LAOO
Structural IV / Officer of the
Improvements Day
City Assessor’s
Office
3.12 Forwards None 3 Minutes Assessment
the Certificate of Clerk /Clerk Il
No Structural
Improvements to City Assessor’s
the Front Desk Office
for releasing
4. Pays for the 4. Receives the Certifica- 5 Minutes Clerk Ill/
required payment and tion Fee — Administrative
certification fee issues Official P 50.00 Officer Ill
to the Front Desk | Receipt
personnel. Docu- City Assessor’s
mentary Office
Stamp —
P 30.00
Conve-
nience
Fee —
P 20.00
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5. Receives the 5. Issues the No None 1 Minute Clerk Il or
Certificate of No | Structural Administrative
Structural Improvements Officer Il
Improvements

City Assessor’s

Office
TOTAL: | P 100.00 1 Hour and 13
Minutes

4.Issuance of Certificate of No Real Property
Certificate of No Real Property is issued if no real properties (land, building,
improvement and machinery) are declared in the name of the person whom the
request is made.

(Monday to Friday, from 8:00 AM to 5:00 PM, excluding holidays)

O:ffl.C? or Office of the City Assessor

Division:

Classification: | Simple

Type of . G2C - Government to Citizen

Transaction:

Who may All persons Stakeholders, NGOs and NGAs having No Real
avail: Properties in Cadiz City

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Present any of the following:

1 Original or Photo Copy Barangay
Certification
1 Government Issued ID

Office of the Punong Barangay

Government Office

Additional Requirements for
Indigents:

Office of the Punong Barangay

Present Barangay issued Certificate
of Indigency

AGENCY FEES TO | PROCESSING PERSON
SRS ACTION BE PAID TIME RESPONSIBLE
1. Logs in the 1. Assists the None 3 Minutes Clerk Ill/
Client’s Log Client in filling out Admin Aide VI
Book in the the Log Book
Public City Assessor’s
Assistance and Office
Complaints Desk
(PACD)
2. Submits the 2. Verifies None 5 Minutes Clerk Ill/
required submitted Admin Aide VI
documents for documents
verification to the City Assessor’s
Front Desk Office
personnel.
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3. Fills up the 3.1 Assists the None 3 Minutes Clerk Ill/
request form for | Client in filling out Admin Aide VI
the Certification | the Request
of Property Form City Assessor’s
Holdings to the Office
Front Desk
personnel.
3.2 Forwards the | None 3 Minutes Clerk Ill/
Request Form for Admin Aide VI
Processing
Approval City Assessor’s
Office
3.3 Approves the | None 3 Minutes City Assessor/
Processing of Assistant City
transaction Assessor/ LAOO
1V / Officer of the
Day
City Assessor’s
Office
3.4 Forwards the | None 3 Minutes Clerk 11l/
request form to Admin Aide VI
the Records
Division City Assessor’s
Office
3.5 Verifies in the | None 3 Minutes Clerk I1ll/
Ownership Admin Aide VI
Record form if
there are no real City Assessor’s
properties Office
declared in the
name of the
requesting party
3.6 Forward the None 3 Minutes Clerk Ill/
request form to Admin Aide VI
the Assessment
Clerk and notify City Assessor’s
that there is no Office
property declared
under the
requesting party
3.7 Prepares the | None 10 Minutes Assessment
Certificate No of Clerk /Clerk Il
Property and
forwards the City Assessor’s
documents for Office
checking of
entries
3.8 Checks and None 5 Minutes Local
verifies the Assessment
Operation
Officers
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authenticity of the
entries

City Assessor’s

Office
3.9 Forwards the | None 3 Minutes Assessment
Certificate of No Clerk /Clerk Il
Structural
Improvement for City Assessor’s
Approval Office
3.10 Approves None 5 Minutes City Assessor/
the Certificate of Assistant City
No Structural Assessor/ LAOO
|mprovement 1V / Officer of the
Day
City Assessor’s
Office
3.11 The None 3 Minutes Clerk Ill/
Assessment Admin Aide VI
Clerk forwards
the Certificate of City Assessor’s
No Structural Office
Improvements to
the Front Desk
for releasing
4. Pays for the 4. Receives the Certifica- 5 Minutes Clerk Il or
required payment and tion Fee — Administrative
certification fee | issues Official P 50.00 Officer Ill
to the Front Desk | Receipt .
personnel. Docu- City Asgessor’s
mentary Office
Stamp —
P 30.00
Conve-
nience
Fee —
P 20.00
*For
Indigents,
no
payment
required
5. Receives the 5. Issues the None 1 Minute Clerk Ill or
Certificate of No | Certificate of No Administrative
Structural Structural Officer Ill
Improvements Improvements
City Assessor’s
Office
TOTAL: | P 55.00 58 Minutes
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5.Issuance of Certificate as to the Exact Location of Property
Certificate as to Location of Property is issued to identify and indicate the exact
location and description of the property.

(Monday to Friday, from 8:00 AM to 5:00 PM, excluding holidays)

O.ffl.c? or Office of the City Assessor

Division:

Classification .

. Simple

ULTEe @ . G2C - Government to Citizen

Transaction:

Who may All persons, stakeholders, NGOs and NGAs with or without Real
avail: Properties in Cadiz City

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1 Original or Photo Copy of Land

Register of Deeds

Title
PERSON
AGENCY FEES TO BE | PROCESSIN
CLIENT STEPS ACTION PAID G TIME RESP(I)ENSIBL
1. Logs in the 1. Assists the None 3 Minutes Clerk Ill/
Client’s Log Client in filling Admin Aide VI
Book in the out the Log
Public Book City Assessor’s
Assistance and Office
Complaints
Desk (PACD)
2. Submits the 2. Verifies None 5 Minutes Clerk Ill/
required submitted Admin Aide VI
documents for documents
verification to City Assessor’s
the Front Desk Office
personnel.
3. Fills up the 3.1 Assists the None 3 Minutes Clerk Ill/
Request form Client in filling Admin Aide VI
for Certificate as | out the Request
to the Exact Form City Assessor’s
Location of the Office
Property to the
Front Desk
3.2 Forwards None 3 Minutes Clerk Ill/
the Request Admin Aide VI
Form for
Processing City Assessor’s
Approval Office
3.3 Approves None 3 Minutes City Assessor/
the Processing Assistant City
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of transaction Assessor/
and assigns LAOO IV/
task Officer of the
Day
City Assessor’s
Office
3.4 Forwards None 3 Minutes Clerk Ill/
the request form Admin Aide VI
to the Tax
Mapping City As;essor’s
Division Office
3.5 Verifies in None 10 Minutes Draftsman I/
the Tax Map the Tax Mapper Il/
exact location Tax Mapper IV
and detailed
description of City Assessor’s
the property and Office
Fill out the Exact
Location Form
3.6 Forwards None 3 Minutes Draftsman I/
the Exact Tax Mapper Il/
Location Form Tax Mapper IV
to the
Assessment City Assessor’s
Clerk for the Office
preparation of
the Certificate
as to the Exact
Location of
Property
3.7 Prepares the | None 10 Minutes Assessment
Certificate as to Clerk/Clerk Il
the Exact
Location of the City Assessor’s
Property Office
3.8 Forwards None 3 Minutes Assessment
the Certificate Clerk/Clerk Il
as to the Exact
Location of City Assessor’s
Property to the Office
Tax Mapping
Division for
checking,
verification of
entries and
recommendatio
n for approval
3.9 Approves, None 3 Minutes Tax Mapper Il/
verifies and Tax Mapper IV
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recommends for
Approval of the

City Assessor’s

Certificate as to Office
the Exact
Location of
Property
3.10 Forwards None 3 Minutes Assessment
the Certificate Clerk
as to the Exact
Location of City Assessor’s
Property for Office
approval
3.11 Approves None 3 Minutes City Assessor/
the certification Assistant City
Assessor/
LAOO IV/
Officer of the
Day
City Assessor’s
Office
4. Pays for the 4. Receives the Certification 5 Minutes Clerk Ill or
required payment and Fee — Administrative
certification fee | issues Official P 50.00 Officer Il
to the Front Receipt .
Desk personnel. Documentar City Asgessor’s
y Stamp — Office
P 30.00
Convenience
Fee —
P 20.00
5. Receives the | 5. Issues the None 2 Minutes Clerk Ill or
Certificate of Certificate of Administrative
Exact Location Exact Location Officer Il
of Property of Property
City Assessor’s
Office
TOTAL: P 100.00 1 Hour and 2
Minutes
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6. Processing of Assessment Transactions on Simple Transfer of
Ownership with No Structural Improvements

It is a Transfer of Ownership from previous owner/declarant to the new property
owner in case there is a conveyance of right, interest or change in ownership of

the property

(Monday to Friday, from 8:00 AM to 5:00 PM, excluding holidays)

Office or
Division:

Office of the City Assessor

Classification:

Complex

Type of
Transaction:

G2C - Government to Citizen

Who may avail:

All persons, stakeholders, NGOs and NGAs with or without Real
Properties in Cadiz City

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1 Photo Copy of Official Receipt of Office of the City Treasurer — Land Tax
Land Tax Payment or Tax Clearance Division
1 Photo Copy of Transfer Tax Office of the City Treasurer — Business Tax
Division

1 Photo Copy of Certificate Authorizing | Bureau of Internal Revenue
Registration
1 Photo Copy of the Land Title/s Register of Deeds
1 Complete Set of the Notarized Client
Conveyance such as Sale, Donation,
Heirship, etc.

CLIENT STEPS AGENCY 'II':(EEBSI’E PROCESSING PERSON

ACTION PAID TIME RESPONSIBLE

1. Log in the 1.1 Assist the None 5 Minutes Clerk Ill/
Client’s Log Book Client in filling out Admin Aide VI
in the Public the Log Book
Assistance and City Assessor’s
Complaints Desk Office
(PACD)
2. Submits the 2. Verifies None 10 Minutes Clerk Ill/
required submitted Admin Aide VI
documents for documents
verification to the City Assessor’s
Front Desk Office
personnel.
3. Fill up the 3.1 Assist the None 5 Minutes Clerk Ill/
Request Form for | Client in filling out Admin Aide VI
the application for | the Request
Simple Transfer of | Form City Assessor’s
Ownership with No Office
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Improvements at
the Front Desk

Personnel
3.2 Forwards the | None 3 Minutes Clerk Ill/
document to the Admin Aide VI
Tax Mapping
Division for City Assessor’s
checking and Office
confirmation that
there is no
structural
improvements
3.3 Checks and None 3 Minutes Tax Mapper Il/IV
confirms that
there is no City Assessor’s
structural Office
improvements in
the property
3.4 Forwards to None 3 Minutes Tax Mapper Il/IV
the Front Desk
Officer for City Assessor’s
payment Office
4. Pays for the 4.1 Receives Land — 5 Minutes Clerk Ill/
Simple Transfer of | payment for the P200.00 Admin Aide VI
Ownership with No | Simple Transfer
Improvements Fee | of Ownership City Assessor’s
to the Front Desk | with No Office
Personnel. Improvements
Receives the Fee and issues
Official Receipt Official Receipt
and the claim slip
for NOA
4.2 Forwards the | None 3 Minutes Clerk Ill/
Request Form for Admin Aide VI
Processing
Approval City Assessor’s
Office
4.3 Approves the | None 3 Minutes City Assessor/
Processing of Assistant City
transaction Assessor/ LAOO
1V / Officer of the
Day
City Assessor’s
Office
4.4 Forwards the | None 3 Minutes Clerk Ill/

Request Form to

Admin Aide VI
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the Records

City Assessor’s

Division Office

4.5 Pulls out and | None 3 Minutes Clerk I11l/
forwards the Admin Aide VI
Field Appraisal

and Assessment

Sheet to the City Assessor’s
Assessment Office
Division

4.6 Prepares the | None 15 Minutes LAQOO Il/IvV
Field Appraisal

and Assessment City Assessor’s
Sheet for Simple Office
Transfer of

Ownership with

No Improvements

4.7 Forwards the | None 3 Minutes Clerk 1ll/
Field Appraisal Admin Aide VI
and Assessment

Sheet for Simple

Transfer of City Assessor’s
Ownership with Office

No Improvements

for checking,

verification and

recommends for

approval

4.8 Checks, None 15 Minutes LAOO
verifies and IV/Assistant City
recommends for Assessor
approval the

Field Appraisal City Assessor’s
and Assessment Office
Sheet for Simple

Transfer of

Ownership with

No Improvements

4.9 Forwards the | None 3 Minutes Clerk Ill/
Field Appraisal Admin Aide VI
and Assessment

Sheet for Simple

Transfer of City Assessor’s
Ownership with Office

No Improvements

for approval

4.10 Approves None 10 Minutes City Assessor

the Field
Appraisal and
Assessment
Sheet for Simple
Transfer of

City Assessor’s
Office

488




Ownership with
No Improvements

4.11 Forwards None 3 Minutes Admin Aide VI

the approved

Field Appraisal City Assessor’s

Assessment Office

Sheet to the

Assessment

Division for

preparation of

Declaration of

Real Property

Value (DRPV)/

Tax Declaration

(TD) and Notice

of Assessment

(NOA).

4.12 Prepares None 25 Minutes LAOO /v

the Declaration of

Real Property City Assessor’s

Value (DRPV) Office

4.13 Checks and | None 15 Minutes LAOO

verifies the IV/Assistant City

authenticity of the Assessor

entries of the

Declaration of City Assessor’s

Real Property Office

Value (DRPV)

and recommends

for approval

4.14 Approves None 20 Minutes City Assessor

the Declaration of

Real Property City Assessor’s

Value (DRPV) Office

4.15 Prepares None 15 Minutes Assessment

the Notice of Clerk/Clerk 3

Assessment

(NOA) Office of the City
Assessor

4.16 Checks and | None 10 Minutes LAQOO lli/Iv

verifies the

authenticity of the City Assessor’s

entries of the Office

Notice of

Assessment

(NOA) and

recommends for

approval

4.17 Approves None 15 Minutes City Assessor/

the Notice of Assistant City

Assessment Assessor

(NOA)
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City Assessor’s
Office
4.18 Forwards None 3 Minutes Clerk Ill/
the Declaration of Admin Aide VI
Real Property
Value (DRPV)/ City Assessor’s
Tax Declaration Office
(TD) to the
Records Division
for filing and
forwards the
Notice of
Assessment
(NOA) to the
Front Desk for
releasing.
5. Presents the 5. Issues the None 2 Minutes Clerk Ill or
claim slip and Notice of Administrative
receives the Notice | Assessment Officer Ill
of Assessment (NOA)
(NOA) City Assessor’s
Office
TOTAL: P 3 Hours and
200.00 10 Minutes

7. Processing of Assessment Transactions on Simple Transfer of
Ownership with Improvements within Poblacion Area (Zones 1-
6)

It is a Transfer of Ownership from previous owner/declarant to the new property
owner in case there is a conveyance of right, interest or change in ownership of
the property.

(Monday to Friday, from 8:00 AM to 5:00 PM, excluding holidays)

Office or

... Office of the City Assessor
Division:

Classification: | Complex

Type of . G2C - Government to Citizen

Transaction:

Who may All persons Owning/Administering Real Properties in Cadiz City or
avail: Stakeholders, NGOs and NGAs.

CHECKLIST OF REQUIREMENTS | WHERE TO SECURE
1 Photo Copy of Official Receipt
of Land Tax Payment or Tax
Clearance

Office of the City Treasurer — Land Tax
Division

Office of the City Treasurer — Business Tax

1 Photo Copy of Transfer Tax Division
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1 Photo Copy of Certificate
Authorizing Registration

Bureau of Internal Revenue

1 Photo Copy of the Land Title/s

Register of Deeds

1 Complete Set of the Notarized

Conveyance such as Sale, Client
Donation, Heirship, etc.
AGENCY FEES TO PROCESSING PERSON
EEENIRUERS ACTION BE PAID TIME RESPONSIBLE
1. Log in the 1. Assist the None 5 Minutes Clerk Ill/
Client’s Log Book | Client in filling Admin Aide VI
in the Public out the Log
Assistance and Book City Assessor’s
Complaints Desk Office
(PACD)
2. Submits the 2. Receives, None 5 Minutes Clerk I11l/
required inspects and Admin Aide VI
documents for verifies all the
verification to the | submitted City Assessor’s
Front Desk documents for Office
personnel validity and
completeness.
3. Fill up the 3.1 Assist the None 5 Minutes Clerk I1l/
Request Form for | Client in filling Admin Aide VI
the application out the
for Simple Request Forms City Assessor’s
Transfer of Office
Ownership with
Improvements at
the Front Desk
Personnel and
Request for
Inspection
3.2 Forwards None 3 Minutes Clerk Ill/
the document Admin Aide VI
to the Tax
Mapping City Assessor’s
Division for Office
checking for
the number of
structural
improvements
in the property
3.3 Checks and | None 15 Minutes Tax Mapper
confirms for the v
number of
structural .
improvements City Assessor’s
in the property Office
3.4 Fills up the | None 5 Minutes Tax Mapper
evaluation form v
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and Forwards
to the Front

Desk Officer for City Assessor’s
payment Office
4. Pays for the 4.1 Informs the Land — 5 Minutes Clerk Ill/
Simple Transfer | client the result P200.00 Admin Aide VI
of Ownership of the
with evaluation and | (See Table City Assessor’s
Improvements compute the 1: Inspection Office
and Inspection amount to be Fees
Fees to the Front | paid. Receives | Outside City
Desk Personnel | payment for the | Proper for
Simple Inspection
Transfer of Fees
Ownership with | reference)
No
Improvements
and Inspection
Fees and
issues Official
Receipt
4.2 Forwards None 3 Minutes Clerk Ill/
the Request Admin Aide VI
Form for
Processing City Assessor’s
Approval Office
4.3 Approves None 3 Minutes City Assessor/
the Processing Assistant City
of transaction Assessor/
LAOO IV/
Officer of the
Day
City Assessor’s
Office
5. Receives the 5.1 Schedules None 5 Minutes Inspection
Notice and and informs the Team (LAOO Il
Schedule of client of the orlll, Tax
Inspection and | Property Mapper Il or IV)
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claim slip of inspection and Administrative
Notice of Issues claim Officer Ill
Assessment slip of Notice of
Assessment to City Assessor’s
the Client Office
5.2 Conducts None 4 Hours Inspection
Property Team (LAOO Il
Inspection on orlll, Tax
the agreed Mapper Il or 1V)
schedule with
the client City Assessor’s
Office
5.3 Prepares None 8 Hours Local
Field Appraisal (Maximum of Assessment
and 30 RPUs) Operations
Assessment Officer
Sheet (FAAS)
City Assessor’s
Office
5.4 Assigns None 3 Hours Tax Mapper
Property Index v
Numbers (PIN)
City
Assessor’s
Office
5.5 Checks and None 5 Hours Local
verifies the Assessment
authenticity of Operations
the entries of Officer IV/
the new FAAS Assistant City
and Assessor
recommends
for approval City
Assessor’s
Office
5.6 Approves None 2 Hours City Assessor
the Newly
prepared FAAS City
Assessor’s
Office
5.7 Prepares None 5 Hours Assessment
the Declaration Clerk/Clerk Il
of Real
Property Value City
(DRPV) and Assessor’s
forwards the Office
DRPV to the
LAOO for
checking of
entries of
DRPV
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5.8 Checks and None 3 Hours Local

verifies the Assessment

authenticity of Operations

the entries of Officers Il/IV

the Declaration

of Real

Property Value City

(DRPV) and Assessor’s

recommends Office

for approval

5.9 Approves None 2 Hours City Assessor

the Declaration

of Real City

Property Value Assessor’s

(DRPV) Office

5.10 Prepares None 5 Hours Assessment

the Notice of Clerk/Clerk 111

Assessment

(NOA) Office of the
City Assessor

5.11 Checks None 3 Hours Local

and verifies the Assessment

authenticity of Operations

the entries of Officers Il/IV

the Notice of

Assessment

(NOA) and City

recommends Assessor’s

for approval Office

5.12 Approves None 2 Hours City Assessor

the Notice of

Assessment City

(NOA) Assessor’s

Office

5.13 Forwards None 3 Minutes Assessment

the Declaration Clerk/Clerk 3

of Real

Property Value Office of the

(DRPV)/ Tax City Assessor

Declaration

(TD) to the

Records

Division for

filing and

forwards the

Notice of

Assessment

(NOA) to the

Front Desk for

releasing.
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6. Presents the 5. Issues the None 2 Minutes Clerk Il or
claim slip and Notice of Administrative
Receives the Assessment Officer Ill
Notice of (NOA)
Assessment City Assessor’s
(NOA) Office
TOTAL: Refer to 5 Working
Table below Days and 2
for the Hours & 20
Summary of Minutes
Computation
of Fees
INSPECTION FEES OUTSIDE CITY PROPER
| Market Value of Property is 175,000 and below P 250.00
Commercial Il Market Value of Property is 175,001 to 300,000 P 450.00
Il Market Value of Property is over 300,000 P 650.00
Residential P 250.00
Industrial P 1, 100.00
Agricultural P 400.00

8. Processing of Assessment Transactions on Simple Transfer of
Ownership with Improvements outside Poblacion Area

It is a Transfer of Ownership from previous owner/declarant to the new property
owner in case there is a conveyance of right, interest or change in ownership of
the property.

(Monday to Friday, from 8:00 AM to 5:00 PM, excluding holidays)

Office or

... Office of the City Assessor
Division:

Classification: | Complex

Type of . G2C - Government to Citizen

Transaction:

Who may All persons Owning/Administering Real Properties in Cadiz City or
avail: Stakeholders, NGOs and NGAs.

CHECKLIST OF REQUIREMENTS
1 Photo Copy of Official Receipt of
Land Tax Payment or Tax
Clearance

WHERE TO SECURE

Office of the City Treasurer — Land Tax Division

Office of the City Treasurer — Business Tax

1 Photo Copy of Transfer Tax Division
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1 Photo Copy of Certificate
Authorizing Registration

Bureau of Internal Revenue

1 Photo Copy of the Land Title/s

Register of Deeds

1 Complete Set of the Notarized
Conveyance such as Sale,
Donation, Heirship, etc.

Client

AGENCY FEES TO PROCESSING PERSON
SRR SR ACTION BE PAID TIME RESPONSIBLE
1. Log in the 1. Assist the None 5 Minutes Clerk Ill/
Client’s Log Book | Client in filling Admin Aide VI
in the Public out the Log
Assistance and Book City Assessor’s
Complaints Desk Office
(PACD)
2. Submits the 2. Receives, None 5 Minutes Clerk Ill/
required inspects and Admin Aide VI
documents for verifies all the
verification to the | gypmitted City Assessor’s
Front Desk documents for Office
personnel. validity and
completeness.
3. Fill up the 3.1 Assist the None 5 Minutes Clerk I1l/
Request Form for | Client in filling Admin Aide VI
the application out the
for Simple Request Forms City Assessor’s
Transfer of Office
Ownership with
Improvements at
the Front Desk
Personnel and
Request for
Inspection
3.2 Forwards None 3 Minutes Clerk I1l/
the document Admin Aide VI
to the Tax
Mapping City Ass:essor’s
Division for Office
checking for
the number of
structural
improvements
in the property
3.3 Checks and | None 15 Minutes Tax Mapper
confirms that v
there is for the
number of
structural City Assessor’s
improvements Office
in the property
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3.4 Fills up the | None 5 Minutes Tax Mapper
evaluation form v
and Forwards
to the Front City Assessor’s
Desk Officer for Office
payment
4. Pays for the 4.1 Informs the Land — 5 Minutes Clerk I1l/
Simple Transfer | client the result P200.00 Admin Aide VI
of Ownership of the
with evaluation and | (See Table City Assessor’s
Improvements compute the 1: Inspection Office
and Inspection amount to be Fees
Fees to the Front | P2/d: Receives | outside City
Desk Personnel payment for the Proper for
Simple Inspection
Transfer of E
o ees
Ownership with
No reference)
Improvements
and Inspection
Fees and
issues Official
Receipt
4.2 Forwards None 3 Minutes Clerk I1l/
the Request Admin Aide VI
Form for
Processing City Assessor’s
Approval Office
4.3 Approves None 3 Minutes City Assessor/
the Processing Assistant City
of transaction Assessor/
LAOO IV/
Officer of the
Day
City Assessor’s
Office
5. Receives the 5.1 Schedules None 5 Minutes Inspection
Notice and and informs the Team (LAOO Il
Schedule of client of the orlll, Tax
Inspection and Property Mapper Il or 1V)
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claim slip of inspection and Administrative
Notice of Issues claim Officer Il
Assessment slip of Notice of
Assessment to City Assessor’s
the Client Office
5.2 Conducts None 8 Hours Inspection
Property Team (LAOO Il
Inspection on or lll, Tax
the agreed Mapper Il or 1V)
schedule with ) ,
the client City Asgessor s
Office
5.3 Prepares None 8 Hours Local
Field Appraisal (Maximum of Assessment
and 30 RPUs) Operations
Assessment Officer
Sheet (FAAS) )
City Assessor’s
Office
5.4 Assigns None 3 Hours Tax Mapper
Property Index
Numbers (PIN) City Assessor’s
Office
5.5 Checks and | None 5 Hours Local
verifies the Assessment
authenticity of Operations
the entries of Officer IV/
the new FAAS Assistant City
and Assessor
recommends
for approval City Assessor’s
Office
5.6 Approves None 2 Hours City Assessor
the Newly
prepared FAAS City Assessor’s
Office
5.7 Prepares None 5 Hours Assessment
the Declaration Clerk/Clerk Il
of Real
Property Value City Assessor’s
(DRPV) Office
5.8 Checks and | None 3 Hours Local
verifies the Assessment
authenticity of Operations
the entries of Officer ll/IV
the Declaration Assistant City
of Real Assessor

Property Value
(DRPV) and
recommends
for approval

City Assessor’s
Office
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5.9 Approves None 2 Hours City Assessor
the Declaration
of Real City Assessor’s
Property Value Office
(DRPV)
5.10 Prepares | None 5 Hours Assessment
the Notice of Clerk/Clerk 3
Assessment
(NOA) Office of the
City Assessor
5.11 Checks None 3 Hours Local
and verifies the Assessment
authenticity of Operations
the entries of Officer ll/IV
the Notice of Assistant City
Assessment Assessor
(NOA) and
recommends City Assessor’s
for approval Office
5.12 Approves | None 2 Hours City Assessor/
the Notice of Assistant City
Assessment Assessor
(NOA)
City Assessor’s
Office
5.13 Forwards | None 3 Minutes Assessment
the Declaration Clerk/ Clerk 3
of Real
Property Value City Assessor’s
(DRPV)/ Tax Office
Declaration
(TD) to the
Records
Division for
filing and
forwards the
Notice of
Assessment
(NOA) to the
Front Desk for
releasing.
6. Presents the 6. Issues the None 2 Minutes Clerk Ill or
claim slip and Notice of Administrative
Receives the Assessment Officer Il
Notice of (NOA)
Assessment City Assessor’s
(NOA) Office
TOTAL: *Refer to 5 Working
Table below Days and 6
for the Hours & 20
Summary Minutes
Computation
of Fees
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Summary Computation of Fees

| Market Value of Property is 175,000 and P 250.00
below
Commercial Market Value of Property is 175,001 to
Il 300,000 P 450.00
Il | Market Value of Property is over 300,000 P 650.00
Residential P 250.00
Industrial P 1, 100.00
Agricultural P 400.00

9. Processing of Assessment Transactions on
Consolidation/Subdivision without Improvements

A consolidation of various lots into one lot and subdivided into various sub-lots
with the corresponding new assessment data

(Monday to Friday, from 8:00 AM to 5:00 PM, excluding holidays)

o.fﬂ.c? or Office of the City Assessor
Division:
Classificatio
Complex
n:
{2 @ . G2C - Government to Citizen
Transaction:
Who may All persons Owning/Administering Real Properties in Cadiz City or
avail: Stakeholders, NGOs and NGAs
CHECKLIST OF WHERE TO SECURE

REQUIREMENTS

1 Photo Copy of Official
Receipt of Land Tax Office of the City Treasurer — Land Tax Division
Payment or Tax Clearance
1 Photo Copy of Transfer Office of the City Treasurer — Business Tax
Tax Division

1 Photo Copy of Certificate
Authorizing Registration

1 Photo Copy of the Land
Title/s

1 Machine Copy of
Approved Subdivision Plan

Bureau of Internal Revenue

Register of Deeds

Bureau of Lands

PERSON
CLIENT AGENCY PROCESSIN
STEPS ACTION FEES TO BE PAID G TIME RESI:_?ENSIB
1. Log in the 1.1 Assist None 5 Minutes Clerk Ill/
Client’s Log the Client in Admin Aide VI
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Book in the filling out the
Public Log Book City
Assistance Assessor’s
and Office
Complaints
Desk (PACD)
2. Submits the | 2.1 None 5 Minutes Clerk Ill/
required Receives, Admin Aide VI
documents for inspects and
checking. at verifies all City
the Front Desk | {he Assessor’s
Personnel submitted Office
documents
for validity
and
completenes
S.
2.2 None 5 Minutes Clerk Ill/
Forwards Admin Aide VI
the
submitted City
documents Assessor’s
to the Tax Office
Mapping
Division for
Property
Evaluation
2.3 Checks | None 20 Minutes | Tax Mapper I
the orlv
submitted
documents City
for Assessor’s
authenticity Office
and property
verification
and fill up
the
evaluation
form
24 None 5 Minutes Tax Mapper Il
Forwards orlvV
evaluation
form to the City
front desk Assessor’s
officer Office
2.5 Informs None 5 Minutes Clerk Ill/

the client the
result of the

Admin Aide VI
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Tax City
Mapping Assessor’s
evaluation Office
and
computes
the
correspondi
ng amount
to be paid.
3. Fill up the 3.1 Assists Application for 5 Minutes Administrative
Request Form | the Clientin Subdivision Fee — Officer I/
for the filling out P200.00 Clerk 11l
application of | and receives
Consolidation/ | the Request City
Subdivision of | Form Assessor’s
Property and together Office
Pay the with the
corresponding | payment for
amount for the | the
Application for | Application
Subdivision/ for
Consolidation | Subdivision/
of Property. Consolidatio
Receives the n of
official Receipt | Property
and claim slip | Issues
of Notice of Official
Assessment receipt
3.2 None 3 Minutes Administrative
Forwards Officer 11/
the Request Clerk 11l
Forms for
Processing City
Approval Assessor’s
Office
3.3 None 3 Minutes City
Approves Assessor/
the Assistant City
Processing Assessor/
of LAOO IV/
transaction Officer of the
Day/
City
Assessor’s
Office
3.4 None 4 Minutes Administrative
Forwards Officer 11l/
the Clerk IlI
Documents
to the Tax
Mapping
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Division for
Assigning of
Property
Index
Number
(PIN)

City
Assessor’s
Office

3.5 Assigns
Property
Index
Numbers
(PIN) and
Forwards
the
Documents
to the
Assessment
Division for
the
Preparation
of the FAAS

None

2 Hours
(for 30
Parcels)

Tax Mapper Il
orlv

City
Assessor’s
Office

3.6
Prepares
Field
Appraisal
and
Assessment
Sheet
(FAAS)

a.
Appraise/
assess the
property/
properties

b. Assign
Tax
Declaration
Numbers

None

8 Hours

Local
Assessment
Operations
Officer Il/IV

City
Assessor’s
Office

3.7
Forwards
the
Documents
for Checking
and
verification
of the
authenticity
of the
entries of
the new
FAAS and
recommend
s for
approval

None

3 Minutes

Local
Assessment
Operations
Officer Il/IV

City
Assessor’s
Office
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3.8 Checks None 5 Hours Local
and verifies Assessment
the Officer IV/
authenticity Assistant City
of the Assessor
entries of

the new City
FAAS and Assessor’s
recommend Office

s for

approval

3.9 None 2 Hours City Assessor
Approves

the Newly City
prepared Assessor’s
FAAS Office
3.10 None 5 Hours Assessment
Forwards Clerk/Clerk 11l
the Newly

approved City
FAAS for Assessor’s
the Office
Preparation

of the

Declaration

of Real

Property

Value

(DRPV) to

the

Assessment

Clerk

3.1 None 5 Hours Assessment
Prepares Clerk/Clerk Il
the

Declaration City

of Real Assessor’s
Property Office
Value

(DRPV) and

forwards to

the Local

Assessment

Officers for

checking of

entries

3.12 Checks None 5 Hours LAOO
and verifies Il/IV/Assistant
the City Assessor
authenticity

of the

entries of
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the City
Declaration Assessor’s
of Real Office
Property

Value

(DRPV) and

recommend

s for

approval

3.13 None 2 Hours City Assessor
Approves

the City
Declaration Assessor’s
of Real Office
Property

Value

(DRPV)

3.14 None 5 Hours Assessment
Prepares Clerk/
the Computer
Declaration Operator Il
of Notice of

Assessment City
(NOA) and Assessor’s
forwards it Office

to the Local

Assessment

Officers for

checking of

entries

3.15 Checks None 5 Hours LAOO
and verifies 1l/IV/Assistant
the City Assessor
authenticity

of the City
entries of Assessor’s
the Notice of Office
Assessment

(NOA) and

recommend

s for

approval

3.16 None 2 Hours City Assessor
Approves

the Notice of City
Assessment Assessor’s
(NOA) Office
3.17 None 3 Minutes | Admin Aide VI
Forwards

the City
Declaration Assessor’s
of Real Office
Property

505




Value
(DRPV)/
Tax
Declaration
(TD) to the
Records
Division for
filing and
forwards the
Notice of
Assessment
(NOA) to the
Front Desk
for
releasing.

4. Presents 4.1 Release | None 5 Minutes Clerk Il or
the claim slip | Tax Administrative

and Receives | Declaration Officer Il
the Notice of of Notice of

Assessment Assessment City ,
(NOA) Assessor’s

Office

TOTAL: *Refer to Table 2: 5 Days, 2
Summary Hours and
Computation of Fees 11 Minutes
for application for
Consolidation/Subdivis
ion with 30 RPUs

Summary Computation of Fees for application for Consolidation/Subdivision with 30
RPUs

Application for Total
Consolidation/Subdivision of Fees
Lots
Market Value of
Property is P P
'l 175.000and | 250.00 P 200.00 450.00
below
Market Value of
Commercial Property is P P
I 175001t0 | 450.00 P 200.00 650.00
300,000
Market Value of = =
IIl | Property is over P 200.00
300,000 650.00 3850.00
. . P
Residential P 250.00 P 200.00 250.00
. P
Industrial P 1,100.00 P 200.00 100.00
. P
Agricultural P 400.00 P 200.00 400.00
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10. Processing of Assessment Transactions on
Consolidation/Subdivision in Poblacion Area (Zone 1-6) with
Inspection

A consolidation of various lots into one lot and subdivided into various sub-lots
with the corresponding new assessment data

(Monday to Friday, from 8:00 AM to 5:00 PM, excluding holidays)

Offl.c? or Office of the City Assessor
Division:
Classificati
Complex
on:
Type of
Transactio | G2C - Government to Citizen
n:
Who may All persons Owning/Administering Real Properties in Cadiz City or
avail: Stakeholders, NGOs and NGAs
CHECKLIST OF WHERE TO SECURE

REQUIREMENTS

1 Photo Copy of Official Receipt
of Land Tax Payment or Tax
Clearance

Office of the City Treasurer — Land Tax
Division

Office of the City Treasurer — Business Tax

1 Photo C fT fer T C
oto Copy of Transfer Tax Division

1 Photo Copy of Certificate

Authorizing Registration Bureau of Internal Revenue

1 Photo Copy of the Land Title/s Register of Deeds

1 Machine Copy of Approved

Subdivision Plan Bureau of Lands

Additional Requirements if the Client
requesting party is not the
Declared Owner:

1. Authorization Letter with
Original signature of the
declared Owner

2. 1 Photo copy of
Identification Card of the
representative and the
Declared Owner (Front
and Back)

3. If the declared owner is
deceased, present
Photocopy of Death
Certificate and Proof of
Relationship
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If there is an ongoing conveyance
such as Sale, Donation, Heirship,
etc, provide duly notarized

documents
PERSON
CLIENT AGENCY PROCESSI
STEPS ACTION BEESOIEEE AR NG TIME RESBF;_%NSI
1. Loginthe | 1. Assist the None 5 Minutes Clerk Ill/
Client's Log | Client in filling out Admin Aide
Book in the the Log Book Vi
Public
Assistance City
and Assessor’s
Complaints Office
Desk (PACD)
2. Fillup the | 2.1 Receives, None 5 Minutes Clerk Ill/
Request inspects an