REPUBLIC OF THE PHILIPPINES

PROVINCE OF BULACAN
MUNICIPALITY OF BALAGTAS
LIST OF OFFICES
L] NAME OF OFFICE ADDRESS CONTACT INFORMATION
1| CEFICE 0F THE MUNICIPAL ACCOUNTANT New Municipal Hall (Plaza Bigaa), Borol 1. Salagtas, Bulacan |(044)919-8300 LOC. 120
2| GFFCEGF THE MUNICIPAL AGRICULTURIST New Municipal Hall (Plaza Bigaa), Borol |, Balagtas, Bulacan |(044)919-8300 LOC, 113
3{oence os T MUNICIFAL AssESIOR New Municipal Ha)l (Plaza Bigaa), Borol |, Sslagtas, Bulacan |(044)919-8300 LOKC. 124
& | GFFICE OF THE MUNICIPAL BUDGET CFHLER New Municipal Hall (Plazs Bigaa), Borol |, Salagtas. Bulacan |(044)319-8300 LOC, 119
5| OFFICE OF THE MUNICIPAL ENGINEER New Municipal Hall (Plaza Bigaa), Borol |, Szlagtas. Bulacon |(044)419-8300 LOC. 122
6| CFTICE OF THE WUMAN RESDUSCE MANAGEMINT OFFICES New Municipal Hall (Plaza Bigas), Borol |, Balagtas, Bulacan |(044)919-8300 LOC, 116
7 |CERCE OF THE MUNICIFAL CIVIL REGISTRAR New Municipal Hall (Plaza Bigas), Borol |, Balagtas, Bulacen i(oumusoo LOC. 118
OFFICE OF THE MUNICIFAL DISASTER RISK REDUCTION AND MANAGEMENT |(044)919-8300 LOC.
B|CFHCER New Municipa! Hall (Plaza Bigaa), Borol |, Balagtas, Bulacan [101,112/(044)380-4564
S| DEFICE OF THEMUNICIPAL MAYOR New Municipal Hall (Plaza Bigas). Borol | Balagtas Bulacon |(044)919-8300 LOC, 117
10| BUSINESS PERINIT & LICENSING OFFICE BPLO) New Municipal Hall (Plaza Bigaa), Soro! | Salagtas, Bulacan |(044)919-8300 LOC. 128
11 [PUSLIC DMPLOYMENT SERWCE CFRICE (PESO) New Municipal Hall [Plaza Bigaa), Boro! |, Balagtas, Bulacen |(044)919-8300 LOC. 109
CFFICE OF TREMUNICIPAL ENIRONMENT AND NATURAL RESOURCES
12|OFFICER New Municipal Hall (Piaza Bigaa), Borol | Balagtes, Bulacan |(044}919-8300 LOC. 115
13| GFFITE OF THEMUNICIFAL FLANNING AND CEZELOPMENT COORDINATCR | New Municipal Hall (Plaza Bigas), Borol |, Salagtas, Bulacen [(044)919-8300 LOC, 121
14| CEHCEOF THE MUMICIF AL SOCIAL WELFARE AND DEVELOPMINT OFFICER | New Municipal Hall (Plaza Bigaa), Boro! |, Balagtas, Bulacan [(044)919-8300 LOC, 123
15| BALAGTAS MUNICIFAL MARKEY Wawa, Balagtas Bulacan 9266460310
15| BALAGTAS UNICIPAL SLAUGHTERMOUSE IABATTOIR) Wawa, Balagtas, Bulacan 9167533718
17 |CHICE OF THE MUNICIPAL HEALTN OFFICER Wawa, Balagtas, Bulacan (0%4) 7941771
1B{OFNCECH THE SANGGUNIANG BATAN New Municipal Hall (Plaza Bigaa), Borol |, Salagtas, Bulacan |(044)918-8300 LOC, 105
19{CHHITT CF THEMAUNICIP AL TREASURER New Municipal Mall [Plaza Bigaa), Boro) |, Balagtas, Bulacan |(044)519-8300 LOC, 125
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'REPUBLIKA NG PILIPINAS
LALAWIGAN NG BULACAN
BAYAN NG BALAGTAS

Tel. N (044) K16-6087

FEEDBACK AND COMPLAINTS MECHANISMS

Mow 10 sel & feedback

Atgwet thee cllent feedbiach form and drog If ot the dedignated drép bas (n frent of
It Mnicipal Hall, Pubiie Informanion and Asstiance Ossk (PACH).

Contact Info, (S4L5158200

il ath mayporsattion gl 2om

How feedback b procerved

[Every Frvtay, The desigrated information Officer opem The Frop Dos . compiies ang
recordy all ferdhipnd waeitiey

Foedhock re0ul ing answers Wie formarded to the (phevant ollices and they ame
roguived 1o anseer Three (X) days of the reciept of 1w tneonack.

Thee arstwver of the of9Cr & than redapes w1 the Exlien

For inguitics snd folitne uon, cliinbs ey contaet the following:

eepnone namber: [D84156300

Vol 2, magoraa®ticnghrcehermall comr

How to Nle & complaint

Answer the clieot compisim foem and drog it 3¢ the desgnates drop hox in front of
the Muritipet Hall, Putose imflermsaton ard Adsastancy Desk (PACD)
Complainty cun ald be flled vid telepbons Mabs e (8 proede the folioming
infotmation

Narse of person Sewg complamed

Intident

Evamnce

Ko wsperaes and foliow o, Rt may cantact 15 folmwing

teleahons numbet: [M41S15-8300

nmpil 34 rmayorsoMce rocantmeil com

Hiw comglalnts sv procesed

Thee coomgrlaints Officier opetts the comgilisitets deon Bos an o daily Basis std seaiiistont
o2y comphaint

Upen ewalisstan, the Carmpatitlats Ofiver sl gtare the impestigation and orman] the
COMEESINE 0 Thet 1hesunt OB for thelr eujtianstion.

The comripeanits OfRcer il crmate & tapart after S inovestigation and shad sutimit i
10 the Hand of the Apeacy ‘or uroprale sction

Fior epairses st Folbow i, chnnts may contact the Tolitwing

teleahons member (DALIH15-8300

ermall st maporsefice@roci et come

Contact Infoemation of CCR,
P, ARTA

AXTA complannd et gov ph
MR- SONUM PR SON UM S0
PLC BERS

CON: 0908856585 (SS)




REPUBLIKA NG PILIPIN..S
LALAWIGAN NG BULACAN
BAYAN NG BALAGTAS

SANGGUNIANG BAYAN

Tel Now. (044) RI6-6ORT

LIST OF SERVICES

OFFICE

PAGE NO.

{OFFICE OF THE MUNICIPAL ASSESSOR

1. Isuanca of Tux Deciaration For Simgie Trantfer of Ownership and For
Conaclidation/Saubdivimon of Property

2. Issuance of Notico of Assessrnent

A bsuance of Certifind True Copy of Tes Declatation & Vanous Certifications

& hauance of Cortified Photncopy of Documents and Tax Magping

LGN E NN

|RUSSINESS PERMIT & UCENSING OFFICE {(BPMD)

1. lssuance of Biihess Pormit [New)

2. Wsuance of Busimeds Peerut |Renewal)

L al

1. tzuance of Susness Pormut (Renews! 1or Macket)

&. lssuance of Mototleed Tricecls Opetator's Peomit

10

S pausncs of Oocugational Peomit

11

OFFICE OF THE MUKIOPAL ENVINONMENT AND NATURAL HESOURCES OFFICER

1. Contificate of Non Covrage

11

2. Civtiticate of %&Mﬂm

3 Cutting/Tnmming of Trees

14

£ ladenn!

15

5. Filing of Complaints on Enviesnemental Violation

£ Tree Planting Coordination

17

OFFICE OF THE MUNICIPAL PLANNING AND DEVELOPMENT COORDINATOR

L havance of ann! Centticnte

1. Hsuance of Mm

1 Msuance of Locations! Clearance

4. lssuatce of Deenicomant Permit

Cametory

£ Purchane of Vacant Lot Single Typie Nishe/Anpartiment Type Niche at Daliy Public

0. Reduest for Documenty/Data

B |[B|IBE|E




REPUBLIKA NG PILIPIN S
LALAWIGAN NG BULACAN
BAYAN NG BALAGTAS

SANGGUNIANG BAYAN

Tel Now. (044) K1 66087

(OFFICE DF THE MUNICIPAL SOCIAL WELFARE AND DEVELOPMENT OFFICER

L. siince of Socis! Case Stuthy Riepoct Medital Assistance & SOt Assiitancs

2

2 Provmion of Acsistance 8 ndhntiual 0 Crints Siturtion - Education /Food
Anlitance/emengency Shelter Assistance/Tramportation Asustancs

i)

3 Ismm:d&nﬂkztec‘h\n!m(u Public Arrormey'y Otice

15

£ Bsianee of Serase Citiren 1D

ih

5. bsauance of S0 Paren 10

3

i, suance of Peeson with Dhaability [PwWD) 1D 15
BALAGTAS MUNICIPAL SLAUGHTERHOUSE (ABATTOIR)
L Ssuance of Meat Certificate 1or Meat Deolers &0

DFFICE OF THE MUNICIPAL HEALTH OFFICER

7. usuance of Saetitary Peresit for Duseiness Eotabdatment

-
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= SANGGUNIANG BAYAN

Tel Nox, (044) B16-GONT

EXCERPTS FAOM THE MINUTES OF THE ONE HUNDRED FORTYTHIRD (143) REGULAR SESSION OF THE
ELEVINTH SANGGUNIANG BAYAN OF BALAGTAS, BULACAN HELD LAST MONDAY, MARCH 17, 2035 AT

THE SESSION HALL OF SANGGUNIAN.

Present were:
MON, ARIEL € VALOERAMA - Vice Myyor and Presiding Ofiver
HON., ALBERTO G. CARATING 1l Sangguniang Bayan Membiet
KON, JULIUS DANIEL G, ABARZOSA - Sanggentany Bayen Member
HON. MIKEE LANE A, PAYURAN Sangguniang Bayen Member
HON. BARAY L ESTRELLA Sanggumang Bayan Member
HON. CHARLES LOUIE B. GALVEZ Sanggeniang Bayan Member
HON, GILBERT L GALVEZ Sanggunisnyg Byyen Member
HON. FERNANDO K. GALVEZ - Sanggumiang Bayan Membier

HONM. ALELANDRD P, DF GUIMAN - Sanggunisng Bayan Mamber
HON. ADRIAN XAVIER M. MENDOZA - Ex-Oficin, Sk

Alisert was

HON. REYMUND R, £STRELLA - Ex-Offica, Lnl .

ORDINANCE NO. 11245
Series of 7022

AN ORDINANCE UPDATING THE CITIZEN'S CHARTER OF THE MUNICIPALITY OF BALAGTAS.

Sponsored by: HON, GILRERT L GALVEZ
BE IT ORDAINED BY THE SANGGUNIANG BAYAN OF BALAGTAS, duly cusemnding thut changes in

i followemg departrventi will be amplerrented

SECTION 7. OFFICE OF THE MUNICIPAL ASSESSOR
FRONTLINE SERVICE 1: ISSUANCE OF TAX DECLARATION FOR SIMPLE TRANSFER OF \Q
OWNGMPM FOR WAWMMON OF PROPERTY

m-mmm:puhmm |

| _Gevernment-to Cites (52C) and Goverwmest ta Goveyrenent (GIG) |

S N

|

| (ml'ni Mstse=py or Mam Photocopy of

Tile 4 . E— | Owner's Flie (Aaw‘{lo‘.nqcl Dot - Moy, Ty .
Fratacooy of Deed of Convevancs Owener’y Fie Cogy [ Seetarived Law Olice | Regarry of Deady
“Coed of Alsohiite Saie Meys. One

X
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SANGGUNIANG BAYAN

Tl Now. (D44) X16-GORT

Oeclingece No 245
Sdtied of 202§
Page 2
" *Dewd o Donation ]
*Lutra Juthond Setviersent o Eszate
*CartAicain ut Sale/ Comntiduanon of
.Oumhw
Fayment of BIN Taem |
“Caprtal Gam Tax | Dewd of Mnariate Sow)
*Dorter"s Tin {Deed uf Dumationn) Owenery Fiw Cogy /UK RDO 254 P! Byiuist St
“Eatatn Tan | Extreduhioat Serrerment of Mezacan | Negrtry of Denthy, My Tity
fatatn)
Payment/ Offcld Recoit of Tramler Taa Few | Ouner'y ke Copy / Office of 1he Provincis! Tressate
IWOC Coptnl Buiding Maicins, Sutscan [ 1D Moy
* Office i the Provmeos| Tresu
Upduted Bos) Progerty Tas Pagment [ Tas Capcd Bualiing Wakoben Sula e
Cearance T Df%cn of 1w Municipsl Trestiires
Wedow 214 Mysatgz) Lol Borrd 141, BaQpral Soliar
Additsa=al Brguiremeney i

*Teehenyl Desrrioman

1 Susbhenits ol the retuired
S arents

1 Chent procesds bo to
=avhier for payment

1 Submiies aaeatton e
oot Ao Aaseisints Mal!

*Apgrowell Compol st inny Suddwisitn Plas

Owrwr's ¥ Tagy / Ravwwa of Lands / Lard Regnrraton ﬁ

. : of MM.‘IID!&{.

S AN of ooty 1 Agrealt | Owrier's Hie Copy / Notaraed Law Offioe / KD Meyr
*Pubiication (f Tstate) ——— v~ S —— ——

- + Cart e 4 N m.mm/um/mm

Ownar's Vi Cagy / Compmerton 7 WD Mey:

: 'V‘ijj
dex ety

preesemted |[ o 10 minutes Agsrsanrs Ualt
cngie. | |

nauns onker of

Dey=ean

wverifies sl the

= Pho 12000/ |

0 s pwr Pevonun Cofection Clerk In
“." iel e M Oid 2 mistutes (Wirdons S ocd - Ofhios of
cMical rengn ";?,’c:‘; | e Sl

-

Accepts

F o v

TEATEe A |
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- prepeTs
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Octinance Na 345
Series of 2024

Puage i

BN IMAY TV ALANT A

Tel Now. (044) 8166087

| wlagr= )
BT
Ul:'::w Aapmsirment Dk 14 18
AR _uhmmn Oifiene v
(roding of Absesiment Do N KN
Teamaction Admmbatrative Ofenre y
' -: s Adeniniatr sthoe Othene 'y
Pppea N iprat Asestey
'MQ — | i
o Srwunr ot 2w Mu.:OO
& Themt fecuiwws copy et Al
Ton Dezlurntion Tav'e W Aow =11y I mruses Assassary Gan
- . us | s
TOTAL  Prp tS400 | &S metes 1 |
_END OF TRANSAZTION
FRONTUNE SERVICT 11! ISSUANCE OF WNCE OF ASSESSM‘NY
fico o Obwttiony Office of the Municipal Asseisst
_ Sampin
Gowmm witimm 1G2C] and Government-1p-Government (G2G)
AD
|  WHERE TO SECURE A
Frateeany of Tine Owroer s f5e Copy / R0 Mo |
Lot /CHO e Prisperry Tys |
| payment/Recng Owoers Fiie Copy
u&u(ml(ﬁﬂmdh-m‘mm Owowr s 7iiw Capy
Yorfax the
i Assrssary Saft
Prwea Notew ‘
-~ Adsenon Saft
L Prwsanr ary of 1he
atdvld | Asairvmwoty | SNorw s mmates
Rewvese i
cherts 1%
cooy of Metice Asssusar’y it
of fasasarremt

T

A\



BAYAN NG BALAGTAS

SANGGUNIANG BAYAN

Tel Nox. (044) N16-6UNT

CrSaarea No 245
Saties of 202
Page &

Chont Chent

: v ol cay grocesds o Rrvonse Caflecton Curk 1t
=f Noitite sl Asseatonmit
’ . cabhver foe 5 minute (Windorw § 0 2+ Office of

 chdtvive s Lompiztie the Mariesp! Trescyme
‘mnmmwmm.'u
TOTAL 10 minutes
!ICOO'WON

FRONTUINE SERVICE 11| ISSUANCE OF CERTIFIED TRUE COPY OF TAX DECLARATION &

Difica of the Munkipsl Assesanr
e

o_ — \\-\ AL‘..E..'..., -‘ q ,.., ] " . ll>-l 2
Fhoticsoy of Title | O-mr‘ﬂ'hu”)loﬂqc
Lates /N Beal Proparty Tax

pagment/Beceipe ] __ Dwners Foe Copy {
u:mr.mmmdtumm g |

- > i 4 . -E < L " -' . 5 E:“m&'udy'g-_ya
\ : m e — ‘ VRN - S SN U ERN
Assrninrs S
L Frwnent wrvy of 1 | TrLOTeN & m |
. e dacumiese) Ay et of |

) ‘ Ausasiiyr'y Sealt ’
he 000/
. 10w
2 Cllent peoeweds o sepmens of tee Wm on MM:CM(‘;: "
S e - dad u.:;: ) m=utey )nuTot of
e oiticial e Muscpal Tressum ) \

W e 131 et
! w07 | e ___’
§ Prnarms Ofical Recerpr | Pre Cortified | |

of peyment ©0 Astenory Copy OF Tas

waff for processing of Deckiention/ 1 meiitey Adseraets Saft
| bt Cartilicatlon
- Aporrval of . ’
Authiorized 1 mmde Aminiaristang Offnd ¥ v
= R S A §




DBATANY Y DALAOUYIAD

BAYAN

Tel Nos. (044) R16-60X7

Desnance No.245
Senes of 203%
v...s
Sr— m:oo
Certifen Cogn
| & Shamrecntscom st | ot T '“""""‘m' 2 misnsies R
Oochastion/ | e
Cofeien Cotheston | | =
TOTAL . Pop 13500 | 55 ety |

END OF TRANSACTION

FRONTUNE SERVICE (V! ISSUANCE OF CERTIFIED PHOTDCOPY OF DOCUMENTS and

TAX MAPPING . X

| Office of the Munitipsl Assessor !

Sovernment. 1o Citeen (G207 and Govornment 1o Government (2G) |

AN . |

- £ NE TO SECUNE i

Phzeoeasy of Tede OweeriFnlopy/f0Mec |

. Latieit Real Progerty Tes peyment (Rece il Oweerstimlopy |
. Tapw Of Yau Decigintion Drwss’s 7w Cay

eddce

effcial receiét. | Ovd e 121 | e Mosicipes Trmomwer)
St U5
s

£ Presants Dffoad oowipt  Progares

of gaygment ts Wumopsl phatncngy of

Acsesrors 13 for docsmeniy/ ; —_— |
procesting ol megusitt Tex Mugsey

l ! 4 !

Ayt el 12

St Auminatiatee Offices v '@
M M Aae sy

Accepny cenifed \ Revomas Cadwcrian Clor
2. Client proeseds o payment ol few | docaments) 2 mimatey [Whiitdow 3 or & - Oft o‘(
st (o1 payrmam and ey * par Men -=

Mg atoows

N




BFTR B TRT ATRF AFTRELTRAT & Twr

SANGGUNIANG BAYAN

Tel Nox, (044) KI6-6ONTY

CefSmarse No 245
Saties of 202¢
Page s
| ""“":; Phe. ¥5.00
| i e il B oo 3 wenistes Asonsiid's S
reuers? AOCHINEITETY
Owtaratin | ;
| ‘.(mm ! _IN
TOTAL  Php W00 45 minutws o
END OF TRANZACTION

SECTION 13. BUSINESS PERMIT AND UICENSING OFFICE (OFFICE OF THE MUN. MAYOR)

Pormil i53un0 10 M reQuteind DUNNess estaAbRIRMants Wit e
Balagtas sowed undes all provanns of B Balagtas Revwnus Code 28 wad
RUSHNG 130 rAINANCES SNS PORDES I the Operabon of business

Buunesy Perrmt & Licensing OBce/Of-s of iz Uuniceal Masoe
Sinpie

G2C - Govemnmgni-te-Citizans

D SECUR

P 10 Sel i

| . -..\n,-"*.-\(aﬁ-

ON J tEl-:Qr:A.V.;

Assess of et
tHeedng &g 2 ‘ 100
oL a Butiness - : Smitg | tramtarTon MTO sttt
(LT T T T e
Proace R |
yone ~mws (v
regerymeres O
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SANGGUNIANG BAYAN

Tel Noa. (044) N16-60KT

Crmnance No 285
Leriey of 2006
Page 7
Vet
gotcating tiche s P10 Staft
lecms
2 Seterdl & verBiee Mo v
- B 18500
'4“m '3 ’.m‘m Sty (L= 8 CoMAL S
m:nrmuc n:na'u-am"" s 2 s pasc . MIO sty
msesyteniter | o ORcw ;’u o
papmanst e Je = 1Y - Lo
S ey &S0m
Dhasge 500
Approew S
1S5 ELO |  uamn 1 Ten MASAD
WrMARESLD et
wws.t”‘ s
' ks - Yoo Tewon Latoen
Magers Perma o 2, | TN BPLO
Preagacaton 3¢ | miesang
INWny
END OF TRANSACTION
"
TOTAL: Tunate s
2. ISSUANCE Of
DU SNE $5 PERw
ARENMEWAL |

Parmit 1550ed 1o 38 fegutieed tuarett ClitAahrenti witen Py
QUIIng (aarg CoBNINCNE 303 DOIOES I the Coerativn of Dutewes

Bunitiass Faomd A Licanaang Ofcediaser s Ofice

Sirpn

QC - Govemnment to-CAens

E=iinsi Omeh wil Sug et s mum

T ————— v ‘. .' —1;'} TN i-l—i_::
| =l .0 Ofe
M&gﬁ Mo Tresawers ORce
Braga Boaress Cewaie -
B35S OnmanceP ey i of Matoios )
Mﬁ!‘—"gm Monsparest e
4
Firp S Iapecor Conlcaty fnreay ot ¥ee Prosecson Ofice
e i Monnps Ergnesrs Ofice




BFCR E VU QYLT BFMARLTRAT B v

SANGGUNIANG BAYAN

Tel Noa. (044) R16-6ONT

Ortinance No 245
Series of 2025
Page B

Wecmpn  [Meee | |
orast e — T MA /80
3 Suomt s WL Gar e, | 4650
VLD g Wt Care = COm L
c.:mn — ] = ranacTon | 7oV
ey Peem ’5&& B \
e it |
[ SUNp—. l! ::: 1w | WO s RO
Ney o
1 St ppntater | Mg Ve = MAS G
P aelt compety | iy s pwent ! mn e et
(0Zaeymarty ol — Wod } TEOWCA. (N oan
s eeen b ""‘: l ies | TRARSACTION (BP0 s
s 1
ENO OF TRANSACTION
TOTAL 1§ minutes.

Ta=t insued 10 o g UEed Muwmes ) el 20 AN ety withn the Uit vty of
Gaagss Sueed under 82 prossiuns of e Baagzes Reveeus Cadw a3 el 2 the
trsteg lews laam s 0 SURCHs 0 D sowation of bosewss
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SANGGUNIANG BAYAN

Tel Nos. (044) N164087

I IJ - |
NERLY  eess 10 PAD »
] oy TP\ X

."‘] - :'l 0 oy

Farew
Tas
2 St 15 ELO | Setessme iy VEREEE | 7 e B0 Sent
b M ARILD S Gahage A% 08
WO | wth e, i Lo .
Cmparls frrwg— w4 aaeacran | 7040
MO B | e Db 5
Mayers Parme CBos  [acace | tsmtas| 2mee MTO /RO
reesty ™ =
b Cone W=
3 St Asproa b
sophc stionl he et Mirgaes t - A L0
campare CE N Mgt
sogssemient e Yoore OWMRCAL [N A
o S dtien TR O
RO eeens s -""' == ‘ JS\O“
B0 '_,“',_ 5
END OF TRANSACTION
"
TOVAL: tjtnten

A+



% s AR R SNY IYRF BFMALLSALT R MAD
N SANGGUNIANG BAYAN

Tel Now. (044) 8166087

Orsnance No, 245
Seties of 2025

Pane 1D

L ISSUANCE OF MOTORIED TRICYCLE OPERATOR'S PERMIT
Permt iasued 10 all person operating » INCycin-foedurm it wrh valo fanchese

eypvres
L
2 Paythe Sxae A0
KWM '”;'“‘*u" fearcome M0t S men Comlm
=d changes Tooyom Ll
‘ . ::w-n 1008
3 Preswet Ofcal | Processog of
Hecmipe MTOR
Aggroval of
TOe! e 5 mes B0 S
Release o
Frgmgtene
END OF TRANSAC TION
"
TOTAL. minites

N
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vs SANGGUNIANG BAYAN

Tel Noa. (044) B16-6G0X7

rdinance No S
Senes of 2025
Page 11

Pohte Clesrsnc o251 Clegrance
Domrnmety Tax Cadtde ots § Cattda Memernd Trestummrs Dfcs
2ocs (141 2 202 pevres |
Huuith Cad
Dl

m:vbis‘

lmd
gocumerits nasded
" Mecunng
Ocoupatond permt | sUSrsitied

2 Paythe Occupst 100 00
conpaponding fees | lagus ofici | onal

MTO / Rporur

aa churges woegt  [Med a0 Jows | o fectionClers

3 Possent Dol | Procassesy of
Recon OF! Rulease NOFE Lmma | BPLO STAFF
of OF
END OF TRANSACTION

TOTAL: Tty
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SANGGUNIANG BAYAN

Tel Nox. (044) K16-6087

Orthinance %o 245
Serles of 2024

Pugn 12

SECTION 15 OFFICE OF THE MUNICIPAL ENVIRONMENT AND NATURAL RESOURCES

QFFICER

1. CERTIFICATE OF NON-COVERAGE

Cortilicate it auwed tn commerrial (ndastrigl estatsliahrment
s Inktituthonl for the senewisl of butiness permit

‘3.mmteopnnn(ndncopyl Yere

e At L — ,—v.v*".ll

. ! wmemum
| 1 Mecelpt of Paymint [Mhotocopy) ,W‘Wd&

r:. FRTECITY S

m}&_lF..-o£’ -y §

10 rrinuteg wuwomn

2 Tormlmmsingof | loun the Cortficare. | $250.00
\ Certiticata

Imumntes | Asyigned MENRO Stalt

TOTAL: | P25000

LY menisniates

2. CERNIFICATE OF GARBAGE COLLECTION

Cornficate i wopnd 10 Industries who et such need 10 enture e<ologcsl and proper waate diuposal
o apon thanst of comTmeread, medanita! estabhshmeats ared lastitution

T Municipal Environtient s Matural Resouttes Otfice IMENRO

Simple N
G218 Government to Budinees Exitity

Comemarcial/industrisl Ectatilishmnrit

3 Buniness Peonit | Phatocopy) | Sauness Permit & Liconsa Office {BFLOY

AN



BAYAN NG BALAGTAS

SANGGUNIANG BAYAN

Tel Nos. (44) K16-6087

Ordimahies No 245
Senes of 2025

Page 13

.-

“Fagf

1, Approved Lot Wt Address to LCF

they MENAD

3, Receipt of Payment (Phetocopy]

& Permir to Opecste [Photocopy)

i fomwwﬂo&-w chont

| monicipat Tressurer's Office

Dept.of Emvrnament & Natural Resoarces (DENA)

gy |

: l

| Amscracnon. = eR—
1. Subrdrsian of Recwve the N 10 musites | Anigned MENRO Seaft
and chechk the
documents.
nterview of the Chent. | None ! Sminutes | Municipal
Ascording of fimportamt Emavomyromt A
details Naturul Readurees
OMaer/Agned T
| | MENKO Se¥
2. Venit for Deperids on the 10 minute  Assligned MENND Statt
scheduie of Sitn e fmpaction $o Volume of wasie
Ivaluate the germrated by the ‘
climsilication and Commuicisl and
Yolume of waste Jexedugsraal
Frrrated try the £ s ratyhs brrverat ‘
Commiercial snd
industrial Establishment
3. #or reinsaing of [t the Certiticate None | 3 minites Munielpal
Corificate duly wgned by the hand fovironment &
of MIENRD Natural Ressairees
) _— | Officer
Depands 0o the
Velume o waste '
grneeatod by the |
fommercnl and
ustrd ‘
TOYAL: | Exusbsdiahrnem P

4
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3. CUTTING/TRIMAING OF TREES

This Sarvice I besng provided to emure sfety rohablliteion of reguest

m__ Hﬁ@mxmwmmsugmu N
| Comples - -
gt | G2C Governtrent to Cheot, GIB- Govermment 10 Ruiness |
| ArudenaaljLemimeraal and imttution —__
: T I T — I — NE XY IRald, ]
1, Approsed Letivr Roguest Address to X To ba provided by cliesit
theu MENHD -
2 luaun_y_ﬂwmce to Cit Trees _ Bum_\py Hall )
3. Approval rom FEMRO Frratncasl Emvironmeat and Nesurad Resourens Offcr
. —— | [PENRO) locuted it Guiguinto, Bulscan
A Aztusl ghatos of e Request | To be provded by chent .

o B | s |
1. Submissien of Recere? the None 10 mitutes  Azsigned NIENRO Stalt
Regquirements requirsmenty Verdly ‘

and chuck the
Suturments
e —— R - - - . S @Y ® > o= - L .- )
intarwew of the Cmnt. | P 330 pof tiee Smimtes BMumicipal I
2. Walt ot Hecording of mportant Enbtortment &
schmdiie of Sie dirtalls. Natural Resources
inEpettion Otticne/ Assmng
| ! — | d ’__Ml’ll!O Sttt |
1. For telpating of Haue the Cedtificate Mote Jden Municipal |
| Cortficate Aty sgnod by the head Frvooment &
of MENRD Noturyl Besourees
| | - |  Offimt
R depemnds on
e toid
guintityolf trees.  3des & IS
TOTAL | o e cut L L
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This Operation hetps lessen rosd traffics and Megsl o unaathored rogd Ohstructa Along the reed,

right of wavy, Lidewals and sl

Mankopal
| Emaronment &
mm:'u‘m I Natural Resouriet |
~‘m“°"" Officer/Assigned
MINRO Seaf¥

 Gonng Ciration Tidket to |~ Nane 310 rmatins | Assigined MENRO Staff

| the vickator/s ! | ! ]
' 3 Poy bows 2t I MENSO st wiliged 3 P2 500 30 moneates ymo /
[mm-m  xopy of the Officisl
Cxation tickat  Rocwipt.
niled by the ‘ ]
Méwno S| e i | B
& Wit for the duw | Obistruction on roads. | None 13days | MENAO, Barangay.
process peoperties sad | MDMAMO, Enginesring |

| sidowalks should be i PNP Personnels

| o and ceared )
. 1 4 .

LS00 | 3dm v
Ihoar RS
ToTAL minltes |
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Tel Nos. (044) N16-6087

This servies condets tegllatory activities on compisiies received from
cunonted citioens on estatiishimunts with violations on soviroampntal sspecty
WIlH regatcrs 10 r, water, ond solig waste nanagement

— T wewsosom

1. To be providod by the Client

1 Comgilaint lettes with the
prrson/estabinhment, Kcabon, dite & me
of the act, and yttached plotures ‘

1. Pusis panghalikasan Monitoring rmpoct with '| 1 To be provided by Pulis Pargkalikacan
the namn of pevsan/estatifinhrent, locatsn,
date & tieme of the st 3nd attached pictisne

1. Clinnt™s signing it “..4 Nose 10 minuses | Assigned MENRO 5taff
loghook and jor comgitenms of the

| Puiements ) 2Conductansits  Naae Thaar | Municipal
ecular inmpection Emvironment &
Natural Resousees
[ Otfsowr / Avsgmen
| MENRO Staft, snd
1 ____mwm
" 1.8 Coordinate with the | None 1day Municipal
reipective Barangay for ‘ Envwranment &
| the baushice of Clation MNatural Resoorves
| Tichot | Offcar/Assigned
MEINRO S2a17, saed
| 7 | lummnﬂol
1 Pay tems &)  MENBO satff willget s | 92,500 mmwm Mo
MTO/Present | oy of the Officul
Citation ticket | Rectipt.
Wi by e V
MINRD e ——aea—
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4 Wort for the due | Mie of Garbage on the | None i Y3days  Municipal
process te with vaolation Emvvenmmmt &
shauid be remmbeed and Natuel Resodrces
cinpred Offcer/Asvgned
|M!WSU!.¢M
lnmmhmmnd.___
None | JdasAl
hour & 3%
£.TREE PLANTING COONDINATION

Govermmant Offces, Non-Gowernment Organuations. Acsdorme. Gradusting
Students, Envirnamental Youth CeguaUations aad cont erned individiual sbould
coordinite with the office for their trae Rlatiting sctivities

e o -~ 4 @ e e gt -—

mwzmmcuummmamwm

ople
GIC- Government ta Chent. GG ﬁcmmntoummm

All

1. Cootdination Lettee

» 2 W £ N
—

o

-y
| 1 Lot et be made by the tequesting party

X Photos of Trew Planting Activity | In
| capriring phatod, it is rocommaended to use

that mables peotageng o

track Incathon with date antd time staing

mﬁmmon

2. !-nhﬂummd

1. Bacetyy the et

date and the

expectad humbes

of peopiie 10 inquire for further
PArBIOEAtE I the Aetalls about tha
uctivity | requested acthvity.

AN

1. Phatn docamsints shull be peowided by thi
reguesting pary,
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3. Walt for the
confirmation om
the avallability ot
| seedlings

£ Canguct Tres
*lantmg Activity

5. Arguesting of
Tree Plantuig
Cortilicute

infarm the
thamt about the
roallabuibity
status and
dgn & plece
for the actatty

{
Assist the client ang

participate an Tron
Munting Acthvity,

nasusnce of -‘fm
Punting Certificats

None

100

| Jdany Municigal
Etrvrronmmont &
Natural Rescurces
Officer [Assgned
MENRD Sealt

I day

20 minutes | Municipal

—
| P10

TOTAL

Emsttonment &
Natural Resources
Dihoue/Assgned
sdin & 28 ¥
numutes

SECTION 16. OFFICE OF THE MUNICIPAL PLANNING AND DEVELOPMENT COORDINATOR

1 ISSUANCE OF ZONING CERTIFICATE

A Zoning Cedificate is issued to resdential commertsal, Indusinial establishment and
institution for the application of new and renewal of business permit

Simpie

| Municipal Pisoning and Development Office

1 G28-Governmuant 1o Busness Entity

%

i
:
L4
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hn 1§

| DTUSEC l DTI(SEQ Oftice

Transter Cortificate of Tile (For new | R-Md
business) b\
Contract of Lease (For Lesses) TODIME)‘_Q!.‘“‘

r | Tax Daclaration (Fo¢ new business) TWnopdAWsOM

e T i ———

BPLOW | Business Permit and Licenming Office

7

MPDO Graty
NONE S minutes MPOC

-
i

R copy of the _
ém.fi::: Zaning {m NONE 1 minute MPDO Sta%t b
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2 ISSUANCE OF ZONING CLEARANCE

A ronmg clearance 15 issued as @ requirements for sacunng CNC. ECC, DAR, DENR
Cenificate, Land Reclassification, Titng and Free Patent

1
| Simple
G2C-Govermment 1o Chizen
» All
o | 4
Tax Declaration Municipal Assessor's Office f —~
Vicinity Map/ Site Develcoment Pian | To be provided by the client =]
Ofical Receipt ' |
\
(CLENTSTEPS
1 Present all the
requiremeants
1.1 lusue ordet
of pa i Pasn 0o 1 minute MPDO Saft (
| l =
1 2 Prepars/
PrinySignand | o [ ‘°""‘;::“ MPDO Stat)
o zinea g | MPOC
2 Have the | I
client receive a | ' <:
& oceVe 20N | copy of the NONE tminute | MPDO Sttt
zoning
| Searance and
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Tel New. (044) K16-0087

.5» U ~ BAYAN NU DBALAWGIAD
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Ordinstior NO.J245

Sarves of 2025

Tapr 28
pive them thar
copy

= | 1 day and 15
YOTAL: P450.00 haths

A Locatonal Clesrance i 1s5und 10 residennal, commercisl, industrial astabishment
ang institution for securing bulkiing permit

4 Municpal Planning and Davelopmant Office

G2C-Governmeant 1o Citazen
. WHERE TOSECURE

1Mwmmm Ofhce of the Mumcipal Planming and Development |
'{_;omg-gﬁgpy;mmm | Coordintor
2 Photocopy of Proot of ownersho (1
copy) ]Toumwvymm
2 1Tmansler Caniicaie of Tale (TCT) fin |
the name of appiication)
i the spplcant & rof the regutered
owner
-Deed of Sake' Donation (duly notanzed) | Regesiry of Desds
~Conitect 1o Sell Contract of Lease
(duly notanzed)
JAuthodzation to Occupy Land (duly
notanzed) :
2)%Pm[g-mn lhwcom
2 4 Currert Real Estate Tax Recept 'Hur-odemmm
25 Sutvey Plan (Lot Location Pan) Habopvmdwmm‘
m?'"ws“’ To be provided Dy the chent

(4
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27 Foor Plans (Archilectural, Electreal |

Structural. Mochamcal & Sandtary)

2.8 Bill of Mitnoals/ Cost Estimates”
2.9 Brgy Permit to Construct

2 7 Subdivision Homeownen
Assocaation Coneent (if the project type
= other than residential)

2.8 Cunent Protos of the Ste with Geo- |

29 e (Dfficial Recept) _

*duly signed and seaied by iconsed and |

_ragstered professonal 18 B

‘Pleasa bang onginals for verification

Additionsl Requiremmants (for Funeral
| Establishments, Poultry and Piggery,
I“MNMWUQMM“W

| Vicindy Map (Scate - 110,000, with
landmak 500m Radius)

Site Devolopment Pian (scale-1.2001"

| SDF must b duly Signea and seakkd by
Itensed and rogistered anvironments

&WMMMM

’Toboummwuam

| To be provided by the chent

Barangay

|

To be provided by the client
uunmd Tmnunn Office

To be provided by the client

iCanpm-dePmcmpthrFm |

| Plans)*

'ammmmmcwmmd

Confficate of Non-Covecage (ECC/CNC)
from depanment of Environment and
~mauomu-¢osm,

Written Consent/AMidavit of Non-

- Objection from all those whose
properes i aoining 1o the proposed
sitee o Writton Consent! Afiavit of Non-

Jcopmnmummm

are ajoining the proposed sile
the Homeownors Assocation

To be providad by the client

DENR

[

| Sangguniang Resolution/
Ordinance Endorsing the Project

Sangguniang Bamangay

Sungguniang Baysn Resoluton/
Ordmance Endorany the Progec

N\

.} Sangguniang Bayan
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Sangguniang Panisteagan Resokition |

Ordinance Endorsing he Project Sangguniang Panisiawigan
Convernpn Order (COJ7Exsmption
Clearance (EC) from Depanment of DAR
Agratian Raform (CAR) « for poultry and
oQonty

Saa Clearance from City Health Officer/

City Veterinarian on the sultabslity of ’
Location pursuant 10 Chapter 1X of PD MHO

8568 |77 on Nuisance ana Offensive ,
Trads and Occupation - for powliry and

capachy pat diy’ wesak/ month, |
mdustng wastes and pans o poltuton
control, deacrption of process fiow of
manuiactunng processes. manpower
requitements - Oornmu!mm
projects

Additicnal Reguirements For Base
Stations of Celhvtar Mobde Telephone

X Service. Paging Servics, Wirsless Local
Loop Service and other Wirsiass
Cammunication Service
% Camplets Plans Escept Fioes Prans Toup«waobyn-am

Environmental Complance Cottficate d
Cenficata of Non-Coverage (ECC/ONG) DENR
from depanman! of Environmerntt and

Natural Resources (DENR) | |

.4
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Vritten ConsentAffcdawt of Non- '
Objection trom all those whose

PEOpArLEs in aining ta the proposed

slie of the base staton and maonty of

actual occupants and ownsm of

properties withe radial distance

oquivolent 10 the heighl of the proposed
base staron maaseurad Dy its base of
Wittien Congent/ Affidavil of Non-
Otyecton from all the members whose
properies s adicning the proposed
win of the base staton and e

- Homeownars Associstion

ommmamuz.m_p_a | Serggunisng Bamngey

Qrdmance Endoming the Froject Ssngguniang Bayan

Sangguninng Faniolonvigan Reosolution
Ordnance Encorsng the Proec! .“WW‘_P”W'
Radgo frequancy Radition Evaluabon | T

Depacment of Health-Food and Doug
Admprustraton-Cemer for Deves '
| Reguilation, Ratition and Research
' (DOH-FDA-CORRHR)

Provisional Authotity (PA) Certificale of

——

(CPCNY Ceontificate of Regiatration to
prowidie Telecommumcabon from
Nationgd Telscommunicaton
lcommmm

Strectuml design spned and seaied by
3 duly \cersed and regutered structural |
anginesr-£ an jopol cxsting siructunes

| .

- |:i ' g .—ii-. I 7 L AN

1. Applicaton 1. Reguest an ‘ ¥
Form apphcation form

ot the Monicipal

Planning and NONE minde | MPDO Staf
Developmenit

Office

X
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e =

2 Fill out the | Applicany
Apphcation ’ Clamt

Form
complataly and | NONE Q
|Mﬂ 4

2 Submit all the 1. Review the

necessary complataness MPDCIMPDO
requirements ‘ of the NONE 3 minutes

requirements 3
1. 1Conduct
She ocular NONE 2 days "PDC’“"
' wm i ——1p ‘
1.2 Compute
Depends on
| m'lsd is=le te'eom : 10 minutes MPDCMPDO

tecs | |

1.3 Prepare/ !
- Prnt! Sign and 10 minutes

Releass NONE {1 day
| Locational processing)
| . Clearance | I |
I Recave 2 Fie the | | |
Locational | tREEWiIng Copy
Cloarance of the NONE 1 minute MPDQO Staft
| Locational

MPDO
StafttMPDC

e+ e e e — e

TOTAL: Depends on
Jdays 25
L

Deveiopment Permit is the final parmyt issued of grantad (o sny develope: which wers
allow himihee to procesed with dataded and necessary doveiopméent pctivities as
rafieciad in the approved plans

o — e
m - Municipal Planining snd Deveiopmant Office |
 Classification: | Comolex

\§
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anwmmu

Municipal Mayor, Sahgguniang
Bayan and Municipal Planning and To be provided by client

Vicanity map (Minimum of 200-meter |
radius for residental and 500-meser

radius for commercial and Industiial | TO be provided by client
refiacting all adjpcant landmarks)

Wﬂﬂg Bayan Resolution/ Senaguniang Bayn

_Resoluton! O m | SurwmUTL P SEwen

Minutes of Pudbiic Hearing and Copy Barangay

—_—————— 4 - !

Tiommsconmnprqodc
toclbduprmWwWwdmm To be provided by client

Ttx Dectaration | Municoal Assessor's Office
 Current Real Property Tax Receipt Mum:oal Treasurer's Office

Barangay Clearance (Ongiral an¢ Bara
Photocogy) nony

Certification from Batangay Agratian
Retorm Councd (BARC) Barangey Agranan Reform Council

. Zomng Centificate Muruapnt P\unmmam Development OMoe
Pmqum:hMymth Frnanca! Plan To be provided by chent
Consent from neigbors within 50-

medter radius It project located at To be provided by clent
prodominantly residential area

N\
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Photocopy of Title of Deed of Sal/
Loasa Agreemant/ Occupancy
Parmit f applicant s not the ot

| Qwner

Three (3) Copees of Stte
Development Plan (One Copy each
for MPDC/ Mun. Enginesr and 58

& Structural) Design Plan (One Copy
each for MPDC/ Mun Engineer and
S8

& Structurai) Design Plan (One Copy
each for MPDC/ Mun Engineer and
S8)

Soub) coples of Complale

Bill of Matenals

SEC/ DT) Registraton (for business
anly)

East location of whole areal- 4
NIA and DA Carlificats Of Non
ECC/CNG from DENR for
envimamantally critics! projects

Three (3) Copiss of Road (Geometric |

Threa (3) Coples of Road (Geometric |

5R size picture (North. South. West, |

To be provwied by chent

-

To be provided by client

To be provnded by chenl

To be ptovded by client

' To be provided by clent

#

_i’o baomvmg W d—nm
om

TO be provided by client

Natonal Irigation Adminstration

Department of Environmetal and Natural
Rasources

Convarsion Orger (CO) or Examption
Cleatance EC from DAR f
agricultural Zone

Depariment of Agrculture-Region

NGCP Clearance (If unger NGCP
ATC Clearance {for 1owars)

1D or Authorization Letter with
Phatocopy of 1D of owner it apphcant
s only & representative

To be provded by client

Municipal Treasurer's Office

Othcial Recewpt
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1 Recawe and
review the
completeness NONE 2 minutes MPDC
of the ‘
11 issue order | Depends s on =i
of payment the computed 5 minutes MPDC
- - fecs
12 Prepare/ 10 minutes
Reease I {1 day La
Developmant | NONE procesaing MPOC
Parmpt '
time)
'Z Recewe |2 Fiathe | i 1
Development recetving & |
Parmit copy of the NONE 1 minute MPDO Staf
Deavelopment
‘— lm Torm. - —  —————eee
Depends on
1 duy 18
| oo | s
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(

MPDO Official Receipt/ NONE 10 minutes MPDO staft

= Liype)

X niche
- ) -~ —————— & P,s'..iml- R —— .
{ 2 Pay Fees at The MPDO
|W0’Mf stafl will get n
official receipt o copy of the
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3 Sign the The MPFDO [
Contract and give stalf wili | [
back 1o the MFDO | notarize the |
atafl Contract and
give the chent @ none 3 cays MPDO siatf
copy (tor ‘
mauscieymn &
4 Recowe the Fie me
copy of their recenng Copy none 1 minute MPDQ staff
corttract of contract
TOTAL: | (Dependson | I
the chossn |
vacant nicha
(singie type 3 days 15
nhse | e
|
apartment
type niches=
(R | P6,000) | |
5. REQUEST FOR DOCUMENTS / DATA

This service prowdes copy or cerified copy of reguestad documents

| Muncipal Planning and Cevelopment Offce
| Simple

| GTC:Government 10 CitizenGTG-Government to Governmant

|

— -~

"CHECKLIST OF REQUIREME i) = SECURE
Signad Request Letter (1 Original 1 Tobe et by the cient

Cepy)
For Students Th et would be sogrme
By the studers and ther professonmacrar

— -
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%
t
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2 Reooim the

documenwoata

emar

1 1 Searching
ang retnéval of
ihe requestec
documentaidat
a

12 The MPDOD

stalt will peint or
photocopy the
requestied
documents. For
soft copy of
regquesied
documants. the
documents will
be saved or
sart through
flashdtive or

NONE

NONE

1 tay

10 mmtes

NONE

TOTAL:

NONE

1 mitute

1 day ano 12 ‘

minules

MPDO Staft

MPDO Statt

MPDO Statt

£
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SECTION 17. OFFICE OF THE MUNICIPAL SOCIAL WELFARE AND DEVELOPMENT
OFFICER

1. ISSUANCE OF SOCIAL CASE STUDY REPORT

Soow Casn Sudy Repocts are reguarnd Oy CRantatim maitubons. Goemmingmt RCSpes s mon-
govemmant O/garsraton that provite seryices (0 clinnty sre! peteeny

Dithepedic
Traatmant Protocos or Doug Prescopnon (Reseta

! )or HopAR where currently
Luberaiory Racqueel |Relral) - (Ongrw! & photnoogy) | edmiiledtiegnobe
4 Vang 10 of Pabert wnd Racresertative WMM
| BURIAL ASSISTANCE - B
1 Barwngey Cetifcate of tcigency (OCngnad; Barengay e
3 Deamn Carvdcate (Onginal § prosnccgy) Morscpal nal Muncipsl Rogeey Ofios |
Govemmant AJmoes Drovdingisiung
4, Viedt 10 of Reprasenianee - (Onigine & 0% B e
5 Promiscry o Certsization hom Funies ndicating | e s zhbocy Lo oo
g . - e R, \<

U Susrret compiete MqureTerts m Nore | 5 mvnaee ‘m’m‘
. ATt i i _Offcs of e
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Page 33
SO Wiitice
& Dpywogromy

T Answw the Guestion of Ihe miscvews: | Conduct miake
—ter e

3. VW 10r 1w Sooal Case Stody Repon | Presars Soo8

2rrd Erdirsmrmard Lot c.-s::, 37 iniries {3
Ersursemen Norw '“' Offce of the
' 5 Dorenlepmnn
— B = | | Offce
4, Retowvs (he Sucal Cass Study Repoit | Relosse of | Socisl Wetlae
2t Enddorsamart | sty Socad Case g:vi <
Sy Repen of e
axd Noro | 3 mirudes Ottive of the |
Engorpament Soow YWeltee
Lutter 8 Dorumlogiennes
Offcn

TOTAL:  Now Y howr -1 oy |

1. PROVISION OF ASSISTANCE TO INDIVIDUAL IN CRISIS SITUATION

Provison of FranGal ansstanc 13 nchad.a’ who 918 A (st MG Itraugh Medcs Burat
Educatonal. Food Assuiance. Emeregency Shaiter Assistance Transportalion Assistance

1. Harangay Cartticate of indigeeey (Origial)  Harwngey Hal i
2 Funaral Contract - (Otigingl & photocooy) . Cutrant Funerul Service prowtting secvce |
0. Doufty Carsficate (Onging & photocosy) . Municipnl hail. Municpa Registry Offios |
4 Vald 10 of Hepresentates - (Origes A protacesy) LD s & COMELEC ;
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SECTION 20. OFFICE OF THE MUNICIPAL HEALTH OFFICER (RHU)

T ISSUANCE OF SANITARY PERMIT FOR BUSINESS ESTABLISHMENT
The Sanltary Permit ls lssued 10 business establishment apphying for rew and renewal
of busitwss permits to ensure satnaty of thelr employess and the general public avalling
their services
Office or Division: | MUNICIPAL HEALTH FFICE
Clasalfication: — SIMPLE
G2C - COVERNMENT - TO
[ Type of Transaction:  CITIZENS

_Who may avail: ALL APPLICANTS FOR NEW AND RENEWAL OF BUSINESS ESTAB.
| CHECKUST OF REQUIREMENTS | WHERE TO SECURE
1.Sanitary Permis | MHO- Sanitary tnspector

1. Properdy Niled-up spplication form

3. inspection raport form accomplished by
Sanitary inspector - if new

4 Photocopy of previous Sanitary Pormit -

¥ renewal
$. Photocopy of Dlagnastic Examimaton
results | DO Accredited lsbocstary fagllity
of oll employees and owner of the establish |
muenis
FEESTO PROCESSING PLRSON
CLENT STEPS | AGENCY ACTIONS f“PAlD ‘ TinE RESPONSIBLE
4 Recwive ind | T Banitary
1. Submit complete review Note 3 minutes Ispheltee
submitted
requirements docurmments
Revenue
1. Proceed to the 10 minutes  Collector
Trvaduret's
Treasures's Office Office
for payment
Secure Official
Heceipt.
b Verity officis Sanitary
3, Present Officia) receine Dependy 5 minutes Ispector
leceipt pregerted. upon the

X
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Page 41
£. Prepare Sanitury
petmit
S health
certificate
d. Refeasr sanitary
4 fecpive senitary permit
ahd heaith
permit and health eertificate
’ certificate.
‘ — e —
i, Total

|
| kind o

| busingss
| apphed

| None

Sanitary
10 miinutes Inspector
| Sanitary
minute Inspector
—
19 minutes

SECTION 23. Effectivity. This Ordinance shuil take effect immediately upon its approvel.

held on March 17, 35325.

ENACTED by the Sanggunung Sayvan of Balagurs, Bulacan on its 143™ Regulue Seasson

=+ <

| certify that the Ordinance sbove was approved by the Sangguniang Bayan of Salagras

KITCHIE KA L IOSE
Secretary 10 fhe Sanggunian



AFTR B TRT (YN F AFTRELTRNE & T

SANGGUNIANG BAYAN

Tel Now. (044) B16-06087

Grifirmnco Ne 245
Shries of 20128
Tage 45

Curtified True and Correct:

M
HON, CHARLES LOWIE B, GALVEZ

HON. GUBERT L GALVEZ

HON. M) A. PAYURAN

HON. SABSBY L ESTREIULA

Ahsont
HON. REYMUND B ESTRELLA HON ADIAN XAVIER B MENDOZA

Municipal Vigt Mayoe wnd Presicing Officr

HON, ELAD) GONIZALES, M.
Mund Mayor

Date: 2. Je




1. SPECIAL PERMIT IN THE CONDUCT OF ACTIVITIES, CERTIFICATIONS

OFFICE OF THE MUNICIPAL MAYOR

The Special Permit is issued to individuals who want to hold motorcades, parades set up of booth within the Municipal
Hall and other related activities. Certifications are issued to affirm the validity of an information.

Office or Division: Office of the Municipal Mayor
Classification: Simple

Type of Transaction: G2C - Government to Client
Who may avail: Residents of Balagtas

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. Letter request addressed to the Mayor indicating the ff.
(for Motorcade/Parades)

-Date(s) of Activity

-Route(s) of Activity

-Inclusive time

(for request of setting up a booth at the Municipal hall
-Inclusive date

-Size of booth or space to be occupied

-Type of products to be marketed

Requesting party

For Certifications:
1. Valid identification where the residence address is explicity
2. Exhibit original documents upon which the certification will be

Requesting party

CLIENT STEPS AGENCY ACTION

FEES TO
BE PAID

PROCESSING PERSON
TIME RESPONSIBLE

1. Submit letter of request to 1. Receive the document and
the Mayor's Office. forward the request letter to the
Exhibit original document to be |Mayor's Secretary subject for
used as basis of the verification

Certification

None

3 minutes Assigned personnel
Office of the Mayor.

2. Verification:

For parades/motorcades and
other related activities:
Verify to the MTPB for road
assessment

For booth set-up:

availability of the space for the
specified date

After verification, forward the
letter request to the Municipal
Mayor for approval.

None

Executive Assistant 11/
10 minutes Office of the Mayor

3. Approval

None

10 Minutes Municipal Mayor

TOTAL:

None

23 minutes




2. APPOINTMENT WITH THE MAYOR

Any person may request for a schedule with the Mayor that may include courtesy calls, meetings, conference, reporting
and any other concerns of the Mayor.

Office or Division:

Office of the Municipal Mayor

Classification:

Simple

Type of Transaction:

G2C/G2B/G2G - Government to Clients, Government to Business, Government to

Who may avail:

Guests

CHECKLIST OF

REQUIREMENTS

WHERE TO SECURE

1. Competent evidence of identity or endorsement of the

Barangay Hall

FEES TO PROCESSING PERSON

CLIENT STEPS AGENCY ACTION BE PAID TIME RESPONSIBLE
1. For appointment, look for Set the appointment and block None 5 minutes Execgtive Assistant 11/
Executive Assistant Il the scheduled date Office of the Mayor
2. For emergency appointment, Set th intment N 15 minut Executive Assistant 11/
inquire if the Mayor is available |>€! € appointmen one minutes Office of the Mayor
at the office
3. If available, list the name in £ ive Assistant I /
the visitor's logbook and wait for Assist the client None 2 minutes Xg?f%’ Ive ; tf]S'T\Aan
the name to be called Ice of the Mayor
4. If not available, come back e tive Assistant 11 /
during the date of the Mayor's Assist the client None 2 minutes xecutive Assistan
availability Office of the Mayor

TOTAL.: None 24 minutes




OFFICE OF THE MUNICIPAL AGRICULTURIST

1. SUBSIDIZED SEED DISTRIBUTION

Subsidized Seeds distributed to qualified farmer beneficiaries

Office or Division:

OFFICE OF THE MUNICIPAL AGRICULTURIST

Classification:

Simple

Type of Transaction:

G2C - Government-to-Citlzen

Who may avail:

All Registered Farmers

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Register at Registry System For Basic Sectors in
Agriculture (RSBSA) MUNICIPAL AGRICULTURE OFFICE
FEES TO |PROCESSI
CLIENT STEPS AGENCY ACTION BE PAID | NG TIME PERSON RESPONSIBLE
1.1 Assist in Accomplishing the
Form.
1. Fill-up Prescribed . .-
1.2 Verify name of Beneficiary . . .
Form against Masterlist None 10 mins. | Agricultural Extension Worker
1.3 Processing of Seed Subsidy
entitlement.
2. Acknowledge subsidy
availment and Pay the 2.1 Is_sue Proof of payment and None 10 mins. | Agricultural Extension Worker
. . issue release paper.
Farmer's equity
TOTAL:| 20 mins.

2. Disease Prevention & Regulatory Services

Free Anti-Rabies Vaccine provided to Pet Animals yearly

Office or Division:

OFFICE OF THE MUNICIPAL AGRICULTURIST

Classification:

Simple

Type of Transaction:

G2C - Government-to-Citlzen

Who may avail: All
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Duly accomplished form Municipal Agriculture Office
FEES TO |PROCESSI
CLIENT STEPS AGENCY ACTION BE PAID | NG TIME PERSON RESPONSIBLE
L Reque§t for Service 11 ASS'St./m.temeW n None 5 mins. | Agricultural Extension Worker
Assistance Accomplishing form
2. Fill-up Application

Form service Required

Conduct of Vaccination None 5 mins. Agricultural Extension Worker

TOTAL:| 10 mins.




OFFICE OF THE MUNICIPAL BUDGET OFFICER

1. REVIEW OF ANNUAL BUDGET OF BARANGAYS

Annual Budget of Barangays are reviewed by the Local Finance Committee
before endorsing to the Sangguniang Bayan.

Office or Division:

OFFICE OF THE MUNICIPAL BUDGET OFFICER

Classification: Simple
Type of Transaction: Government to Government
Who may avail: Barangay
CHECKLIST OF REQUIREMENTS WHERE TO SECURE

1 Copy - Barangay Budget Forms (Original)

CLIENT STEPS

AGENCY ACTION

FEES TO
BE PAID

PROCESSING TIME

PERSON RESPONSIBLE

Submit Annual
Budget/Supplemental
Budget of Barangay

Review Barangay
Annual
Budget/Supplemental
Budget

n/a

1 day after receipt

Municipal Budget Officer

TOTAL:

1 day

2. ISSUANCE CERTIFICATION OF AVAILABILITY OF FUND

Certificate of fund availability is required for various purposes.

Office or Division:

OFFICE OF THE MUNICIPAL BUDGET OFFICER

Classification:

Simple

Type of Transaction:

Government to Government

Who may avail:

Various Offices (Municipality of Balagtas)

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1 copy - Letter Request (Original)

CLIENT STEPS

AGENCY ACTION

FEES TO
BE PAID

PROCESSING TIME

PERSON RESPONSIBLE

Request for
Certification on
Availability of Fund

Prepare
Certification on
Availability of Fund

n/a

1 day after receipt

Municipal Budget Officer

TOTAL:

1 day




3. PROVISION OF FUND UTILIZATION REPORT

For application of telephone lines, creation of positions, counterpart funds etc.

Office or Division:

OFFICE OF THE MUNICIPAL BUDGET OFFICER

Classification:

Simple

Type of Transaction:

Government to Government

Who may avail:

Various Offices (Municipality of Balagtas), National Government Agencies,
Provincial Government of Bulacan

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

1 copy - Letter Request (Original)

CLIENT STEPS

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

Request Fund
Utilization
Report

Municipal Budget

Prepare Report n/a 1 day after receipt Officer/Staff

TOTAL: 1 day

4. CERTIFY AVAILABILIY OF FUNDS

For transparency and accountability

Office or Division:

OFFICE OF THE MUNICIPAL BUDGET OFFICER

Classification:

Simple

Type of Transaction:

Government to Client

Who may avail:

Constituents of Balagtas, Bulacan

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Obligation Slip (2 copies Original)
Endorsement/Assessment Form (1 Copy

Original) DSWD, OSCA, MAYOR'S OFFICE
FEES TO
CLIENT STEPS AGENCY ACTION BE PAID| PROCESSING TIME | PERSON RESPONSIBLE
Check availability of n/a 5 minutes Staff
Present Obligation Slip |Fund in the System (1day processing)
. S . 5 minutes . ,
Sign Obligation Slip n/a (1day processing) Municipal Budget Officer
10 minutes
TOTAL: (1 day processing)




SERVICE #1 - RECEIVIN:!

Letter of application and p
arises and for fut

OFFICE OF THE HUMAN RESOURCE MANAGEMENT OFFICER

G APPLICATIONS AND PERSONAL DATA SHEET

ersonal data sheet are required if vacant position
ure reference of HRMO for recruitment.

Office or Division: OFFICE OF THE HUMAN RESOURCE MANAGEMENT OFFICER
Classification: G 2 C- GOVERNMENT TO CLIENT
Type of T SIMPLE
Who may avail: WALK IN APPLICANTS/PRESENT EMPLOYEES
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
NONE NONE
FEES TO BE PROCESSING
CLIENT STEPS AGENCY ACTION PAID TIME PERSON RESPONSIBLE
SUBMIT PERSONAL DATA RECEIVED

SHEET OR RESUME DOCUMENTS NONE 10 MINUTES |HRMO/HR STAFF

TOTAL: 10 MINUTES

SERVICE #2 - ISSUANCE OF CERTIFICATE OF EMPLOYMENT & COMPENSATION; SERVICE RECORD

Certificate of Employment

& Compensation is required for the employees' applications for visa, loan and other

legal purposes, while service record is required for other counterpart Agencies for the application of their

benefits.

Office or Division:

OFFICE OF THE HUMAN RESOURCE MANAGEMENT OFFICER

Classification:

G 2 C- GOVERNMENT TO CLIENT

Type of Transaction: SIMPLE
Who may avail: PRESENT EMPLOYEES AND RESIGNED EMPLOYEES
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
NONE NONE
FEES TO BE PROCESSING
CLIENT STEPS AGENCY ACTION PAID TIME PERSON RESPONSIBLE
SUBMIT REQUEST RECEIVED AND

(VERBAL OR TEXT PROCESS
MESSAGES OR WRITTEN) |DOCUMENTS NONE 10 MINUTES [HR STAFF/HRMO

TOTAL: 10 MINUTES

SERVICE #3 - RECEIVING APPLICATION FOR THE ON-THE-JOB TRAINING (OJT)/WORK IMMERSION AND

ISSUANCE OF CERTIFICATE OF COMPLETION

Above service is required by different schools for the graduation of College students (0JT) and Senior High School

(Work Immersion) students.

Office or Division:

OFFICE OF THE HUMAN RESOURCE MANAGEMENT OFFICER

Classification:

G 2 C- GOVERNMENT TO CLIENT

Type of T SIMPLE
Who may avail: GRADUATING STUDENTS FROM BALAGTAS (COLLEGE AND SENIOR HIGH SCHOOL)
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
SCHOOL ENDORSEMENT WITH RESUME SCHOOL WHERE THEY ARE PRESENTLY ENROLLED
FEES TO BE PROCESSING
CLIENT STEPS AGENCY ACTION PAID TIME PERSON RESPONSIBLE
RECEIVE/ASSESS/COOR
DINATE WITH SCHOOL
COORDINATORS (IF
SUBMIT COMPLETE NEEDED), FOR HR STAFF/HRMO/MUNICIPAL
REQUIREMENTS DEPLOYMENT NONE 1 HOUR MAYOR
TOTAL: 1 HOUR

SERVICE #4 - RECEIVING/ISSUANCE OF FOR MAYOR'S CLEARANCE; RECOMMENDATION LETTER; MERALCO

CERTIFICATE; LOW INCOME CERTIFICATE

Above services is in compliance by Balagtasefios with regards to employment, electrical connection with no
Transfer Certificate of Title and for scholarship applications.

Office or Division:

OFFICE OF THE HUMAN RESOURCE MANAGEMENT OFFICER

Classification:

G 2 C- GOVERNMENT TO CITIZEN

Type of Transaction: SIMPLE
Who may avail: WALK IN APPLICANTS (BALAGTAS RESIDENTS)
CHECKLIST OF REQUIREMENTS WHERE TO SECURE

BARANGAY CERTIFICATE (INDIGENT/ELECTRICAL
ON/GOOD MORAL
CHARACTER/LOW INCOME EARNER)

CONNECTION APPLICATI

Applicant's respective Barangay.

FEESTO BE | PROCESSING
CLIENT STEPS AGENCY ACTION PAID TIME PERSON RESPONSIBLE
SUBMIT COMPLETE RECEIVE/CHECK/PREPA HR STAFF/HRMO/MUNICIPAL
REQUIREMENTS RE/SIGN/RELEASE NONE 1HOUR |MAYOR
TOTAL: 1HOUR

-END-




MUNICIPAL MARKET

1. ISSUANCE OF CERTIFICATION AS TO FULL PAYMENT OF MARKET AND
ELECTRICAL FEES

Certification is required for the renewal of business permit yearly.

Office or Division: MUNICIPAL MARKET
Classification: Government to Client
Type of Transaction: Simple
Who may avail: Market Stall Owner
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Official Receipt of Market and Revenue Collecetion Clerk IlI

Electrical Fees

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

Received request for |Give the None 10 minutes RCC 1l
Certificate Cert. or

Clearance to

the stall

owner

TOTAL: 10 minutes




OFFICE OF THE MUNICIPAL CIVIL REGISTRAR

1. Timely Registration of Birth
Registration of Birth Certificate within the reglementary period of 30 days.

Office or Division:

Office of the Municipal Civil Registrar

Classification:

Simple

Type of Transaction:

G2C

Who may avail:

All Born in Balagtas (Under Data Privacy Act of 2012)

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. Duly Accomplished Municipal Form No.102 (4 original copies)

Hospitals,

Lying-in Clinics, Health Centers, Private Midwifes

2. Marriage Contract (1 photocopy)

Office of the Local Civil Registrar/any PSA Serbilis

and BREQS outlet

3. Community Tax Certificate of Parents (Cedula)

Office of the Municipal Treasurer, Barangay Hall

4. Personal Appearance of Father (if not married)

None

5. Affidavit to Use the Surname of the Father (AUSF) (if not married),

pursuant to R.A. 9255
(4 original copies)

Office of the Local Civil Registrar, Legal Offices

6. Government Issued Identification Card of Parents (if not married) (1

BIR, Post Office, DFA, LTO, SSS, Philhealth,

photocopy) Pag-ibig, PRC, Comelec
CLIENT STEPS AGENCY FEESTO PROCESSING PERSON RESPONSIBLE
ACTIONS BE PAID TIME
1. Submit the filled out form |Receive and review None 5 Minutes Leonila Dela Cruz Asst.
with complete requirements|entries in the Civil Registrar of Municipal
and receive order of documents submitted Civil Registrar
payment. and issue order of Or
payment. Julius Dela Cruz
(Administrative Aide 1V) or
Jonathan Dela Cruz
(Administrative Aide I11)
Receive payment and Timely none
2. Proceed to the Office of |iSsue official receipt. | Registration of Revenue Collection Clerk |
the Municipal Treasurer for Birth - PHP 100 Office of the Municipal
payment. Secure official Ordinance No. 11- Treasurer
receipt. 236 (Window 3)
Series of 2024
3. Present the Official Attach receipt in the None 5 Minutes Leonila Dela Cruz Asst.

Receipt, check the entries
and details in the certificate
for

any discrepancies.

Prepare the
Certificate then Sign
and register.

Civil Registrar of Municipal
Civil Registrar
Or
Julius Dela Cruz
(Administrative Aide 1V) or
Jonathan Dela Cruz
(Administrative Aide I11)
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4. Receive
Certificate.

Release Certificate.

None

3 minutes

Leonila Dela Cruz Asst.
Civil Registrar of Municipal
Civil Registrar
Or
Julius Dela Cruz
(Administrative Aide 1V) or
Jonathan Dela Cruz
(Administrative Aide lll)

TOTAL:

PHP 100.00

11 minutes
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2. Timely Registration of Marriage
Registration of Marriage Certificate within the reglementary period of 15 days.

Office or Division:

Office of the Municipal Civil Registrar

Classification:

Simple

Type of Transaction:

G2C

Who may avail:

All Solemnized in Balagtas

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. Duly Accomplished Municipal Form No.97 (4 original copies)

Church or any Legal Solemnizing Officer

2. Request to Solemnize Marriage outside Church (if applicable) (1

copy)

Solemnizing Office

3. Authority to Solemnize Marriage of Solemnizing Officer (1

photocopy)

Solemnizing Office

4. Marriage License (if not issued in Balagtas)

Office of the Local Civil Registrar where the
Marriage License is released

5. Actual Marriage Ceremony (1 original, 1 photocopy)

Office of the Local Civil Registrar, Legal

Offices
AGENCY FEES TO PROCESSING
CLIENT STEPS ACTIONS BE PAID TIME PERSON RESPONSIBLE
1. Submit the filled out form |Receive and review None 5 Minutes Leonila Dela Cruz Asst.
with complete entries in the Civil Registrar of Municipal
requirements. Check the documents Civil Registrar
entries and details in the submitted. Issue Or
certificate for any Order of Payment for Julius Dela Cruz
discrepancies client to pay on (Administrative Aide IV) or
treasurers office. Jonathan Dela Cruz
(Administrative Aide Ill)
2. (For Marriage License 2.Receive payment 2. Timely None Revenue Collection Clerk |
issued on other and issue official Registration of Office of the Municipal
Municipality) receipt. Marriage — Treasurer
Proceed to the Office of PHP 220(other (Window 1)
the Municipal Treasurer for Municipality
payment. Secure official License).
receipt. Ordinance No. 11-
236
Series of 2024 Leonila Dela Cruz Asst.
2.1 (For Marriage License 2.1 Proceed to Step 2.1 (10 Minutes) | Civil Registrar of Municipal
issued in Balagtas) Wait for |3. Civil Registrar
the Documents to be And
released. John Paulo Suatengco
2.1 Municipal Civil Registrar
Balagtas License
(None)
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3. Present the Official
Receipt

Prepare and register
the Certificate, to be
signed with MCR or
Asst. Civil Registrar.

None

5 Minutes

Leonila Dela Cruz Asst.
Civil Registrar of Municipal
Civil Registrar
Or
Julius Dela Cruz
(Administrative Aide 1V) or
Jonathan Dela Cruz
(Administrative Aide lll)

4. Receive
Certificate.

Release Certificate.

None

3 minute

Leonila Dela Cruz Asst.
Civil Registrar of Municipal
Civil Registrar
Or
Julius Dela Cruz
(Administrative Aide IV) or
Jonathan Dela Cruz
(Administrative Aide I11)

TOTAL:

PHP 220.00

23 minutes
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3. Timely Registration of Death Certificate
Registration of Death Certificate within the reglementary period of 30 days.

Office of the Municipal Civil Registrar

Simple

G2C

All (Deaths within territorial Jurisdiction of Balagtas.)

1. Duly Accomplished Municipal Form No.103 (4 original copies)

Hospitals,
Funeral Services

CLIENT STEPS

AGENCY
ACTIONS

FEES TO
BE PAID

PROCESSING
TIME

PERSON RESPONSIBLE

1. Proceed to Sanitary
Division under Municipal
Health Office.

Determine if the
cadaver will:

a. Bury to another
Municipal/municipalit
y (Transfer Permit)

b. Bury in this
Municipal were death
occur in different
Municipal/municipalit
y (Entrance Permit)

c. To be cremated
(Cremation)

d. Bury another
cadaver in an existing
tomb (Exhumation
Permit)

Review death
certificate

sign, then issue
Necessary Burial
Permit or Transfer
Permit.

None

5 Minutes

Municipal Health Officer of
the Municipal Health Office

2. Proceed to Local Civil
Registrar’s Office, Submit
the filled out form with
complete requirements

2. Receive and review
entries in the
documents submitted
and Office, Submit
the filled out form
with complete
requirements issue
order of payment.

none

Office of the Municipal
Civil Registrar
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3. Proceed to the Receive payment and Timely 5 Minutes Revenue
Office of the issue Registration of Collection Clerk |
Municipal Treasurer for official receipt. Death - PHP 110 Office of the Municipal
payment. Secure Official Treasurer
Receipt. Burial Permit
—PHP 220/
Transfer Permit —
Php 220.00
Entrance Permit —
PHP 110.00
Exhumation
Permit — PHP
220
Ordinance No. 11-
236
Series of 2024
4. Check the entries and Prepare and register None 5 Minutes Administrative Aide Il
details in the death the Certificate. Office of the Municipal Civil
certificate for any Registrar Or
discrepancies Assistant Civil Registrar
Office of the Municipal Civil
Registrar
5. Receive Release Certificate. None 3 minute Administrative Aide Il
Certificate. Office of the Municipal Civil
Registrar Or
Assistant Civil Registrar
Office of the Municipal Civil
Registrar
TOTAL: Burial Permit — 23
PHP 220.00 Minutes

Transfer Permit
—PHP 220.00

Entrance Permit
-PHP 110.00

Exhumation
Permit
—PHP 220.00
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4. Late Registration of Birth (For 0-6 years old with Unmarried Parents) Late Registration of Birth Certificate is a report
of a vital event made beyond the reglementary period (30 days) as specified in existing laws, rules and regulations.

Office or Division: Office of the Municipal Civil Registrar
Classification: Classification: Complex
Type of Transaction: G2C

Parents)

Who may avail:

All (Born in Balagtas) (For 0-6 years old with Unmarried

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. Duly Accomplished Municipal Form No.102 (4 original copies)

Hospitals, Lying-in Clinics, Health Centers, Private
Midwifes

2. Any two (2) of the following documentary evidences, showing Name of Child, Date of Birth, Name of Mother and
Father, Place of Birth must be Original Copy of Certified True Copy, to wit:

- Baptismal Certificate (1 original, 1 photocopy) Place of Birth must be
indicated.

Church were the child was baptized

- School Record (1 original, 1 photocopy) Place of Birth must be
indicated.

The school where the child

- Voter’s Certification BORN 1930 and Below
(1 original, 1 photocopy) Place of Birth must be indicated.

Comelec Office

- Insurance Policy (GSIS/SSS/Philhealth) (1 original, 1 photocopy) Place
of Birth must be indicated.

GSIS/SSS/Philhealth office

3. Personal Appearance of Parents

None

4. Affidavit to Use the Surname of the Father (AUSF), pursuant to R.A.
9255 (4 original copies)

Office of the Local Civil Registrar, Legal
Offices

5. Mother’s Affidavit (1 original copy)

Office of the Local Civil Registrar, Legal
Offices

6. Joint Affidavit of Two Disinterested Persons (1 original copy)

Office of the Local Civil Registrar, Legal
Offices

7. Government Issued ldentification Card of Parents (if not married) (1
photocopy each)

BIR, Post Office, DFA, LTO, SSS,
Philhealth, Pag-ibig, PRC, Comelec

AGENCY FEES TO PROCESSING
CLIENT STEPS ACTIONS BE PAID TIME PERSON RESPONSIBLE
1. Submit the filled out form |Receive and review None 5 Minutes Leonila Dela Cruz Asst.
with complete requirements|entries in the Civil Registrar of Municipal
and wait for order of documents submitted Civil Registrar
payment. and issue order of Or
payment. Julius Dela Cruz
(Administrative Aide IV) or
Jonathan Dela Cruz
(Administrative Aide Ill)
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Receipt.

Certificate.

Certificate. None

2. Proceed to the Office of |Receive payment and | Late Registration None
the Municipal Treasurer for [issue official receipt. |of Birth —PHP 330
payment. Secure official Ordinance No. 11- Revenue Collection Clerk |
receipt. 236 Office of the Municipal
Series of 2024 Treasurer
(Window 3)
3. Present the Official Prepare the Prepare the 3 Minutes Leonila Dela Cruz Asst.

Civil Registrar of Municipal
Civil Registrar
Or
Julius Dela Cruz
(Administrative Aide IV) or
Jonathan Dela Cruz
(Administrative Aide lll)

for posting)

4. Check the entries and 4. Advise client to None 10 days posting |Leonila Dela Cruz Asst.
details in the certificate for |return for release of after filing Civil Registrar of Municipal
any discrepancies. Return to |certificate. application of Civil Registrar
the office after posting. certificate. Or
Julius Dela Cruz
(Administrative Aide 1V) or
Jonathan Dela Cruz
4.1(After 10 days) 4.1 None 41 (Administrative Aide I11)
Register the (2 Minutes)
Certificate.
5. Receive Release Certificate. None 3 Minute Leonila Dela Cruz Asst.
Certificate. Again, Check the Civil Registrar of Municipal
entries and details in the Civil Registrar
certificate for any Or
discrepancies. Julius Dela Cruz
(Administrative Aide IV) or
Jonathan Dela Cruz
(Administrative Aide Ill)
TOTAL: PHP 330.00 13 minutes (10 days
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5. Late Registration of Birth (For 7 years old-up with Unmarried Parents) Late Registration of Birth Certificate is a
report of a vital event made beyond the reglementary period (30 days) as specified in existing laws, rules and

regulations.
Office or Division: Office of the Municipal Civil Registrar
Classification: Complex
Type of Transaction: G2C
All (Born in Balagtas) (For 7 years old-up with Unmarried
Who may avail: Parents)

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. Philippine Statistics Authority (PSA) - Certificate of No Record (1
original copy)

PSA Offices, PSA accredited outlets

2. Duly Accomplished Municipal Form No.102 (4 original copies)

Hospitals, Lying-in Clinics, Health Centers, Private
Midwifes

Any three (3) of the following documentary evidences, showing Name of Child, Date of Birth, Name of Mother and
Father, Place of Birth must be Original Copy or Certified True Copy, to wit:

- Baptismal Certificate (1 original, 1 photocopy) Place of Birth must be
indicated.

Church were the child was baptized

- School Record (1 original, 1 photocopy)
Place of Birth must be indicated.

The school where the child

- Voter’s Certification BORN 1930 and below
(1 original, 1 photocopy) Place of Birth must be indicated.

Comelec Office

- Insurance Policy (GSIS/SSS/Philhealth) (1 original, 1 photocopy) Place
of Birth must be indicated.

GSIS/SSS/Philhealth office

3. Community Tax Certificate of Parents (Cedula)

Office of the Municipal/Municipal Treasurer,
Barangay Hall

4. Personal Appearance of Father and Children

None

5. Affidavit to Use the Surname of the Father (AUSF)
,pursuant to R.A. 9255 (4 original copies)

Office of the Local Civil Registrar, Legal
Offices

6. Mother’s Affidavit (1 original)

Office of the Local Civil Registrar, Legal
Offices

7. Joint Affidavit of Two Disinterested Persons
(1 original)

Office of the Local Civil Registrar, Legal
Offices

8. Sworn Attestation (to be signed by father, mother or guardian) (1
original)
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9. Government Issued ldentification Card of Parents (if not married) (1

BIR, Post Office, DFA, LTO, SSS, Philhealth, Pag-

photocopy each) ibig, PRC, Comelec
AGENCY FEESTO PROCESSING
CLIENT STEPS ACTIONS BE PAID TIME PERSON RESPONSIBLE
1. Submit the filled out form [Receive and review None 5 Minutes Leonila Dela Cruz Asst.
with complete requirements|entries in the Civil Registrar of Municipal
and wait for order of documents submitted Civil Registrar
payment. and issue order of Or
payment. Julius Dela Cruz
(Administrative Aide IV) or
Jonathan Dela Cruz
(Administrative Aide lll)
Receive payment and | Late Registration None
issue official receipt. |of Birth—PHP 330
2. Proceed to the Office of Ordinance No. 11- Revenue Collection Clerk |
the Municipal Treasurer for 236 Office of the Municipal
payment. Secure official Series of 2024 Treasurer
receipt. (Window 3)
3. Present the Official Prepare the None 5 Minutes Leonila Dela Cruz Asst.
Receipt Certificate. Civil Registrar of Municipal
Civil Registrar
Or
Julius Dela Cruz
(Administrative Aide 1V) or
Jonathan Dela Cruz
(Administrative Aide I11)
4. Check the entries and 4. Advise client to None 5 Minutes Leonila Dela Cruz Asst.
details in the certificate for |return for release of 10 days posting | Civil Registrar of Municipal
any discrepancies. Return to |certificate. after filing Civil Registrar
the office after posting. application of Or
certificate. Julius Dela Cruz
(Administrative Aide IV) or
4.1 (After 10 days) Jonathan Dela Cruz
Register the 3 Minutes (Administrative Aide IIl)
Certificate. None
5. Receive Release Certificate. None 3 Minute Leonila Dela Cruz Asst.
Certificate. Again, Check the Civil Registrar of Municipal
entries and details in the Civil Registrar
certificate for any Or
discrepancies. Julius Dela Cruz
(Administrative Aide 1V) or
Jonathan Dela Cruz
(Administrative Aide I11)
TOTAL: PHP 330.00 16 Minutes
(10 days for

Page 10 of 35




6. Late Registration of Birth (With Married Parents)

Late Registration of Birth Certificate is a report of a vital event made beyond the reglementary period (30 days) as
specified in existing laws, rules and regulations.

Office or Division:

Office of the Municipal Civil Registrar

Classification:

Complex

Type of Transaction:

G2C

Who may avail:

All (Born in Balagtas) (With Married Parents)

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. Philippine Statistics Authority (PSA) -Certificate of No Record (1

original)

PSA Offices, PSA accredited outlets

2. Duly Accomplished Municipal Form No.102 (4 original copies)

Office of the Local Civil Registrar, Hospitals, Lying
in Clinics, Health Centers

Any two (2) of the following documentary evidences, showing Name of Child, Date of Birth, Name of Mother and Father,

Place of Birth.must be Original Copy of Certified True Copy, to wit:

- Baptismal Certificate (1 original, 1 photocopy)

Church were the child was baptized

- Marriage Contract (1 original ,1 photocopy)

Office of the Local Civil Registrar, PSA Offices,
PSA accredited outlets

- School Record (1 original, 1 photocopy)

The school where the child

- Voter’s Certification BORN 1930 below (1 original, 1 photocopy)

Comelec Office

- Insurance Policy (GSIS/SSS/Philhealth) (1 original, 1 photocopy)

GSIS/SSS/Phillhealth

3. Joint Affidavit of Two Disinterested Persons (1

original)

Office of the Local Civil Registrar, Legal Offices

AGENCY FEESTO PROCESSING
CLIENT STEPS PERSON RESPONSIBLE
ACTIONS BE PAID TIME
1. Submit the filled out form [Receive and review None 10 Minutes Leonila Dela Cruz Asst.
with complete requirements|entries in the Civil Registrar of Municipal
and wait for order of documents submitted Civil Registrar
payment. and Or
issue order of Julius Dela Cruz
payment. (Administrative Aide 1V) or
Jonathan Dela Cruz
(Administrative Aide lll)
Receive payment and | Late Registration 5 Minutes
) issue official receipt. |of Birth —PHP 330 )
2. Proceed to the Office of . Revenue Collection Clerk |
Ordinance No. 11-
the Municipal Treasurer for 236 Office of the
payment. Secure official Series of 2024 Municipal Treasurer
receipt. (Window 1)
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3. Present the Official Prepare the None 3 Minutes Leonila Dela Cruz Asst.
Receipt. Certificate. Civil Registrar of Municipal
Civil Registrar
Or
Julius Dela Cruz
(Administrative Aide 1V) or
Jonathan Dela Cruz
(Administrative Aide lll)
4. Check the entries and 4. Advise client to None 10 days posting | Leonila Dela Cruz Asst.
details in the certificate for |return for release of after filing Civil Registrar of Municipal
any discrepancies. Return to |certificate. application of Civil Registrar
the certificate. Or
office after posting. Julius Dela Cruz
4.1 (After 10 days) (Administrative Aide 1V) or
Register the 4.1 (3 Minutes) Jonathan Dela Cruz
Certificate. 4.1 None (Administrative Aide I11)
5. Receive Release Certificate. None 1 Minute Leonila Dela Cruz Asst.
Certificate. Again, Check the Civil Registrar of Municipal
entries and details in the Civil Registrar
certificate for any Or
discrepancies. Julius Dela Cruz
(Administrative Aide IV) or
Jonathan Dela Cruz
(Administrative Aide I11)
TOTAL: PHP 330.00 22 Minutes
(10 days for
posting)
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7. Late Registration of Death Certificate
Late Registration of Death Certificate is a report of a vital event made beyond the reglementary period (30 days) as
specified in existing laws, rules and regulations.

Office or Division:

Office of the Municipal Civil Registrar

Classification:

Complex

Type of Transaction:

G2C

Who may avail:

All (Deaths within territorial Jurisdiction of Balagtas.)

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. Duly Accomplished Municipal Form No.103 (4 original copies)

Hospitals,
Funeral Services

2. Affidavit of Late of Registration of Death (1 original)

Legal Offices

3. Philippine Statistics Authority (PSA) -Certificate of No Record (1

original)

PSA Offices, PSA accredited outlets

4. Picture of Tombstone (Lapida) (1 copy)

Cemetery

5. Community Tax Certificate (Cedula) of the Petitioner (1 original, 1

Barangay Hall, Office of the Municipal/Municipal

photocopy) Treasurer
CLIENT STEPS AGENCY FEESTO PROCESSING PERSON RESPONSIBLE
ACTIONS BE PAID TIME
1. Submit the filled out form |Receive and review None 10 Minutes Leonila Dela Cruz Asst.
with complete requirements|entries Civil Registrar of Municipal
and wait for order of in the documents Civil Registrar
payment. submitted and advise Or
client to proceed to Julius Dela Cruz
Health Office and pay (Administrative Aide 1V) or
On Treasurers Office Jonathan Dela Cruz
before going back to (Administrative Aide Ill)
Civil Registrar Office
2. Proceed to Sanitary Review death None 5 Minutes Leonila Dela Cruz Asst.
Division under Municipal certificate and sign Civil Registrar of Municipal
Health Office. the Civil Registrar
certificate. And
John Paulo Suatengco
Municipal Civil Registrar
3. Proceed to the Office of |Receive payment and | Late Registration None Revenue Collection Clerk |

the Municipal Treasurer for
payment. Secure official
receipt.

issue official receipt.

of Death - PHP
330
Ordinance No. 11-
236
Series of 2024

Office of the
Municipal Treasurer
(Window 1)
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4. Proceed to Local Civil Receive and review None 3 Minutes Julius Dela Cruz
Registrar’s Office, Submit entries in the (Administrative Aide IV) or
the filled out form with documents Jonathan Dela Cruz
complete requirements. submitted. (Administrative Aide IIl)
5. Check the entries and Advice the Client to None 5 Minutes Leonila Dela Cruz Asst.
details in the death comeback at the date (10)days posting | Civil Registrar of Municipal
certificate for any after 10 working days Civil Registrar
discrepancies. of posting.Prepare Or
and register the Julius Dela Cruz
Certificate. (Administrative Aide 1V) or
Jonathan Dela Cruz
(Administrative Aide lll)
6. Receive the Owners Copy Release the None 1 minute Leonila Dela Cruz Asst.
of the Document. document to the Civil Registrar of Municipal
client. Civil Registrar
Or
Julius Dela Cruz
(Administrative Aide IV) or
Jonathan Dela Cruz
TOTAL: PHP 330.00 24 Minutes
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8. Issuance of Certified True Copy/Photocopy of Birth/Marriage/Death Certificate
The copy of civil registry document from the Office of the Local Civil Registrar is being certified.

Office or Division:

Office of the Municipal Civil Registrar

Classification:

Simple

Type of Transaction:

G2C

Who may avail:

All (Birth, Marriage, Death in Balagtas)

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. Government Issued Identification Card of owner of the document,
nearest kin/authorized person (if the
requester is not the owner of the requested document)

BIR, Post Office, DFA, LTO, SSS,
Philhealth, Pag-ibig, PRC, Comelec

2. Authorization Letter or Special Power of Attorney from the
authorizing person (1 original copy)

Handwritten Letter from the authorizing

person, Legal Offices

CLIENT STEPS AGENCY FEESTO PROCESSING PERSON RESPONSIBLE
ACTIONS BE PAID TIME
1. Submit the filled out 1. Search and verify None 5 Minutes Julius Dela Cruz
verification slip/query slip. [requested documents (Administrative Aide 1V) or
and issue order of Jonathan Dela Cruz
payment. (Administrative Aide Ill)
1.2 Prepare the
Certified True 1.2 (3 Minutes)
Copy/Photocopy of
Certificate.
2. Proceed to the Office of |Receive payment and PHP 55 None Revenue Collection Clerk |
the Municipal Treasurer for [issue official receipt. /copy Office of the Municipal
payment. Secure official Ordinance No. 11- Treasurer
receipt. 236 (Window 3)
Series of 2024
3. Present Official Receipt. |Attached O.R. None 1 Minute Julius Dela Cruz
number in the (Administrative Aide 1V) or
Certified True Copy/ Jonathan Dela Cruz
Photocopy (Administrative Aide Ill)
of Certificate.
4. Receive Certified True Sign and release the None 1 Minute Leonila Dela Cruz Asst.
Copy/Photocopy of Certified True Copy/ Civil Registrar of Municipal
Certificate. Photocopy Civil Registrar
of Certificate. And
John Paulo Suatengco
Municipal Civil Registrar
TOTAL: PHP 55.00 10 Minutes
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9. Registration of Legitimation/Acknowledgement of Paternity
The process of changing a child’s status from being illegitimate (born out of wedlock) to legitimate.

Office or Division:

Office of the Municipal Civil Registrar

Classification:

Complex

Type of Transaction:

G2C

Who may avail:

All (Born in Balagtas)

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. Certificate of No Marriage of Parents (CENOMAR) (1

original copy each)

PSA Offices, PSA accredited outlets

2. Certificate of Marriage of Parents (PSA copy) (1

original)

PSA Offices, PSA accredited outlets

3. Affidavit of Legitimation executed by both parents (1 original copy)

Legal Offices, Office of the Local Civil

Registrar

4. Birth Certificate of Child (PSA copy) (1 original copy)

PSA Offices, PSA accredited outlets

Additional Requirements For Acknowledgment of Paternity:

5. Affidavit of Admission of Paternity

Legal Offices

6. Baptismal Certificate (1 original, 1 photocopy)

Church where the child was baptized

7. Insurance Policy (GSIS/SSS/Philhealth) (1 original, 1 photocopy)

GSIS, SSS, Philhealth

CLIENT STEPS AGENCY FEESTO PROCESSING PERSON RESPONSIBLE
ACTIONS BE PAID TIME
1. Submit complete Receive, review the None 10 Minutes
requirements. submitted Leonila Dela Cruz Asst.
documents, Civil Registrar of Municipal
determine/ verify Civil Registrar
client’s copy of Birth Or
Certificate and issue Julius Dela Cruz
order of payment. (Administrative Aide IV) or
Jonathan Dela Cruz
1.2 Prepare (Administrative Aide IIl)
Certificate of
Registration /
Legitimation and 1.2 None 1.2
Endorsement (5 Minutes)
Letter 1.3 John Paulo Suatengco
Municipal Civil Registrar
1.3 Sign the
Certificate of 1.3 None 1.3 (2 Minutes)

Registration of
Legitimation and
Endorsement
letter.
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2. Proceed to the Office of |Receive payment and | Legitimation Fee - None Revenue Collection Clerk |
the Municipal Treasurer for [issue official receipt. PHP 330 Office of the Municipal
payment. Secure official Certified True Treasurer
receipt. Copy Certificate — (Window 3)

PHP55 Per copy

Ordinance No. 11-
236

Series of 2024

3. Present Official Receipt. [Review documents None 5 Minutes Leonila Dela Cruz Asst.

Review documents for
discrepancies.

for discrepancies.
Hand over the
prepared Certificate
of Registration of
Legitimation and
Endorsement letter.

Civil Registrar of Municipal
Civil Registrar
Or
Julius Dela Cruz
(Administrative Aide 1V) or
Jonathan Dela Cruz
(Administrative Aide I11)

4. Send the Compiled
Documents to Courier

Prepare the
documents

Courier Fee is
Based on Current

3 Days (until the
documents received

Private Courier LBC.

(Certification of LBC Rate in PSA)

Registration of

Legitimation,

Endorsement letter

and other

requirements.) and

Advice the Client to

Send the Compiled

Documents to LBC

Courier.
5.Return to Office, Receive Release the copy of 2 Minutes Leonila Dela Cruz Asst.
the copy of the sent the sent documents Civil Registrar of Municipal
documents and copy of the and copy of the Civil Registrar
courier receipt then follow- courier receipt. Or
out the sent documents to Julius Dela Cruz
Philippine Statistics (Administrative Aide IV) or
Authority Main Office. Jonathan Dela Cruz

(Administrative Aide Ill)
TOTAL: PHP 385.00 19 Minutes
(3 days is

outside of office)
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10. Out of Town Registration of Birth Certificate
Out-of-town reporting occurs when the certificate is presented to the civil registrar of a Municipal or municipality which
is not the place of birth, not for registration but to be forwarded to the civil registrar of the Municipal or municipality
where the vital event occurred and where it should be registered.

Office or Division:

Office of the Municipal Civil Registrar

Classification:

Complex

Type of Transaction:

G2C

Who may avail:

Residents of Balagtas only

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. Philippine Statistics Authority (PSA) - Certificate of No Record (1

original)

PSA Offices, PSA accredited outlets

2. Baptismal Certificate (1 original 1 photocopy)

Church where the child was baptized

3. Voter’s Affidavit (1 original, 1 photocopy)

Comelec Offices

4. Community Tax Certificate (Cedula) (1 original, 1 photocopy)

Office of the Municipal/Municipal Treasurer,
Barangay Hall

5. Barangay Clearance (1 original, 1 photocopy)

Barangay Hall

6. NBI/Police Clearance (1 original, 1 photocopy)

NBI Offices, Local Government Units

7.2 Valid Government Issued ldentification Card (original, 1

photocopy each)

BIR, Post Office, DFA, LTO, SSS,
Philhealth, Pag-ibig, PRC, Comelec

8. Marriage Certificate of Parents (1 original, 1 photocopy)

Office of the Local Civil Registrar

9. SSS E-1 Form (1 original, 1 photocopy)

SSS Offices

10. Philhealth Member Data Record (MDR) (1 original)

Philhealth Offices

11. School Records Transcript of Records, Diploma, Form
137) (1 original, 1 photocopy)

School Attended

12. Joint Affidavit of Two Disinterested Persons (1 original)

Office of the Local Civil Registrar, Legal

Offices
13. Affidavit of Late Registration (Applicant) (1 original) Office of the Local Civil Registrar, Legal
Offices
CLIENT STEPS AGENCY FEESTO PROCESSING PERSON RESPONSIBLE
ACTIONS BE PAID TIME
1. Submit complete Receive, review None 10 Minutes Leonila Dela Cruz Asst.
requirements. entries in the Civil Registrar of Municipal
documents submitted Civil Registrar
and prepare And
certificate of Live John Paulo Suatengco
Birth. Municipal Civil Registrar
2. Proceed to the Office of |Receive payment and Out of Town 3 Minutes
the Municipal Treasurer for [issue official receipt. | processing Fee P
payment. Secure official 500.00 Ordinance Revenue Collection Clerk |
receipt. No. 11-236 Office of the Municipal
Series of 2024 Treasurer
(Window 3)
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3. None Prepare and encode Courier Fee is 10 Minutes Leonila Dela Cruz Asst.
the Certificate of Live | Based on Current Civil Registrar of Municipal
Birth and LBC Rate or Civil Registrar
requirements to be [Philpost) Payment And
mailed with attached | on Registration John Paulo Suatengco
payment(amount are for money Municipal Civil Registrar
depending on the transfer(all
concerned Civil payables by
Registrar. client)
3. Review Certificate for any |Ask the client to None 3 Minutes Leonila Dela Cruz Asst.
discrepancies. check the Civil Registrar of Municipal
accomplished Civil Registrar
Certificate of Birth for And
Error/s. John Paulo Suatengco
Municipal Civil Registrar
10 days posting period
4. Receive the Certificate of |Give to the client the None 1 Minute Asst. Civil Registrar
Birth and attached Certificate of Birth Or Municipal Civil Registrar
requirements with attached |attached
payment then mail through |requirements with Office of the
courier to concerned attached payment for Municipal Civil Registrar
Municipal/Municipal Civil mailing.
Registrar.
TOTAL: P 500 (money 27 Minutes)
order for the 10 days posting
concerned civil period

registrar are
payable by the
client.
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11. Issuance of Marriage License

A legal document that allows two people in their legal age to get married.

Office or Division:

Office of the Municipal Civil Registrar

Classification: Complex

Type of Transaction: G2C

Who may avail:

All (at least one of the couple is a resident of Balagtas)

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. Personal appearance of both applicants

None

2. Birth Certificate from PSA or Certified True Copy (CTC) (1 copy)

PSA Offices, Office of the Local Civil Registrar

3. Certificate of No Marriage (CENOMAR) (1 original)

PSA Offices, PSA accredited outlets

4. Certificate of Attendance for Pre-Marriage Counselling and Family
Planning Seminar

Municipal Health Office and Municipal Nutrition
and Population Office

5. Community Tax Certificate ( Address should be the place where you
live for the last 6
months) (1 copy each)

Office of the Municipal/Municipal Treasurer,
Barangay Hall

6. Personal Appearance of Father for 18-25 years old applicants

6. Personal Appearance of Father for 18-25 years
old applicants None

7. If applicant’s previous marriage is annulled, bring: (1 copy each)
a. Certificate of Finality

b. Court Decision

c. Annotated Marriage Certificate

Office of the Local Civil Registrar
Office of the Local Civil Registrar Office of the
Local Civil Registrar

8. If applicant is widow/widower, bring Certified True Copy (CTC) of
Death Certificate of
deceased spouse (1 copy)

Office of the Local Civil Registrar, PSA Offices,
PSA accredited outlets

9. Duly accomplished questionnaire Interview sheets.

Office of the Local Civil Registrar

AGENCY FEESTO PROCESSING
CLIENT STEPS PERSON RESPONSIBLE
ACTIONS BE PAID TIME
1. Personally Appear in Civil |Receive, review None 20 Minutes Julius Dela Cruz

entries in the
documents
submitted, interview

Registrar Office for
Interview and Bring the
complete requirements.
client and issue order
of payment.

(Administrative Aide IV) or
Jonathan Dela Cruz
(Administrative Aide Ill)
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2. Proceed to the Office of |Receive payment and | Marriage License 5 Minutes Revenue Collection Clerk |
the Municipal Treasurer for [issue official receipt. Fee — PHP (Window 3)
payment. Secure official 1,265.00 for
receipt. Mayor or Judge Office of the Municipal
Wedding in Treasurer
Balagtas.
PHP 495.00 for
Wedding in
Church, pastor
and other.
Ordinance No. 11-
236
Series of 2024
3. Present Official Receipt  |Prepare Application None 5 Minutes Julius Dela Cruz
for Marriage License (Administrative Aide IV) or
and inform the Jonathan Dela Cruz
schedule for the (Administrative Aide Ill)
Pre-Marriage
Counseling, and
Family Planning
Seminar, inform the
applicant to complete
the requiements
within 10 days before
the release of the
Marriage License.
4. Attend the Pre- Marriage |Conduct the Pre- None Base on MHO Municipal Health Officer
Counseling and Family Marriage Counseling required length of Office of the Municipal
Planning Seminar as to and Family Planning Seminar. Health Officer And
scheduled date at the Seminar and Release
Municipal Nutrition and the Certificates of Municipal Population
Population Office and Attendance. Officer
Municipal Health Office and Office of the Municipal
Receive the Population Office
Certificates of Attendance.
5. Present the Pre- Prepare Notice of None 3 Minutes Registration Officer Il

Marriage Counseling and
Family Planning Seminar
Certificates along with other
requirements and receive
Claim Stub.

Posting, for ten (10)
days and issue Claim
Stub for schedule of
release of Marriage

License.

Office of the Municipal Civil
Registrar
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6. Wait for the ten (10) days
posting period of Notice.

Post Notice in bulletin

board at Balagtas
Municipal
Hall.

None

2 minutes (10 days
posting period)

Julius Dela Cruz
(Administrative Aide IV) or
Jonathan Dela Cruz
(Administrative Aide IIl)

7. Return after the ten
(10) days posting period,
pay the Marriage License
Fee and receive the
Marriage License.

Receive payment,
prepare and release
Marriage License.

None

10 Minutes

Leonila Dela Cruz Asst.
Civil Registrar of Municipal
Civil Registrar
And
John Paulo Suatengco
Municipal Civil Registrar

TOTAL:

Marriage License
Fee — PHP 1265
for Mayor or
Judge Wedding in

Balagtas.
PHP 495.00 for
Weddingin
Church, pastor
and other.

40 Minutes &
10 days Posting

Page 22 of 35




12. Issuance of Marriage Affidavit (Article 34)

Is intended to make it easy for couples who have actually cohabited as husband and wife for at least five (5) years to get

married without the necessity of a marriage license.

Office or Division: Office of the Municipal Civil Registrar
Classification: Complex

Type of Transaction: G2C

Who may avail: Resident Only

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. Personal appearance of both applicants

None

2. Birth Certificate of Applicants

PSA Offices, PSA accredited outlets

3. Certificate of No Marriage (CENOMAR)

PSA Offices, PSA accredited outlets

4. Barangay Certification (Living together as husband and wife for 5
years and above)

Barangay Hall

5. Birth Certificate or Baptismal Certificate of eldest child

Church where the child was baptized /Office of
the
Local Civil Registrar

6. If applicant’s previous marriage is annulled, bring:
a. Certificate of Finality

b. Court Decision

c. Annotated Marriage Certificate

Office of the Local Civil Registrar
Office of the Local Civil Registrar Office of the
Local Civil Registrar

7. If applicant is widow/widower, bring Certified True Copy (CTC) of
Death Certificate of deceased spouse

Office of the Local Civil Registrar

CLIENT STEPS AGENCY FEESTO PROCESSING PERSON RESPONSIBLE
ACTIONS BE PAID TIME
1. Submit complete Receive, review None 20 Minutes Leonila Dela Cruz Asst.
requirements. entries in the Civil Registrar of Municipal
documents Civil Registrar
submitted, interview And
client and issue order John Paulo Suatengco
of payment. Municipal Civil Registrar
2. Proceed to the Office of |Receive payment and | Application Fee 5 Minutes Revenue Collection Clerk |
the Municipal Treasurer for [issue official receipt. - PHP 220 Office of the Municipal
payment. Secure official Ordinance No. 11- Treasurer
receipt. 236
Series of 2024
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3. Present Official Receipt. |Prepare Marriage None 5 Minutes Leonila Dela Cruz Asst.
Affidavit. Civil Registrar of Municipal
Civil Registrar
And
John Paulo Suatengco
Municipal Civil Registrar
4. Proceed to any Notary Notarize the Marriage| Depends on the None Attorney Legal Office
Public to notarize the Affidavit. Attorney’
Marriage Affidavit. s Fee
5. Present the notarized Receive, review and None 2 Minutes Leonila Dela Cruz Asst.
Marriage Affidavit. record in the Civil Registrar of Municipal
logbook. Civil Registrar
And
John Paulo Suatengco
Municipal Civil Registrar
6. Receive the Marriage Release the Marriage None 10 Minute Leonila Dela Cruz Asst.
Affidavit. Affidavit. Civil Registrar of Municipal
Civil Registrar
And
John Paulo Suatengco
Municipal Civil Registrar
TOTAL: PHP 220 42 Minutes
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13. Correction of Clerical Error

Correction of an obvious mistake committed in clerical work, either in writing, copying, transcribing, or typing an entry in
the civil register that is harmless and innocuous, such as misspelled place of birth and the like, and can be corrected or

changed only by reference to other existing record or records.

Office or Division:

Office of the Municipal Civil Registrar

Classification: Highly Technical

Type of Transaction: G2C

Who may avail:

All (Born, Died, Married in Balagtas)

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. PSA Copy of Birth, Death or Marriage
Certificate

PSA Offices, PSA accredited outlets

2. Local Copy of Birth, Death or Marriage
Certificate

Office of the Local Civil Registrar

3. Baptismal Certificate

Church that the child was baptized

4. Marriage Contract of parents

Office of the Local Civil Registrar , PSA Offices,
PSA accredited outlets

5. Birth Certificate of Son or Daughter (if applicable)

PSA Offices, PSA accredited outlets, Municipal
Civil Registrar

6. Latest NBI Clearance

Office of the Local Civil Registrar

7. Latest Police Clearance

Police Station

8. Certificate of Employment or Affidavit of Non- Employment

Legal Offices

9. At least 2 Government Issued ldentification Card

BIR, Post Office, DFA, LTO, SSS, Philhealth, Pag-
ibig, PRC, Comelec

10. Voter’s Certification

Comelec

11. School Record (Official Transcript of Record,
Form 137 or 138, Diploma)

School Attended

12. Community Tax Certificate (Cedula)

Office of the Municipal/Municipal Treasurer,

Barangay
Hall
AGENCY FEES TO PROCESSING
CLIENT STEPS PERSON RESPONSIBLE
ACTIONS BE PAID TIME
1. Submit complete Receive and review None 30 Minutes Leonila Dela Cruz Asst.

entries in the
documents submitted
and issue order of
payment.

requirements.
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2. Proceed to the Office of
the Municipal Treasurer for
payment. Secure official
receipt.

Receive payment and
issue official receipt.

Correction of
Clerical
Error -

PHP
1,100 QUASI
Judicial 500.00/
CTC per
documents 55.00
Ordinance No. 11-

5 Minutes

Revenue Collection Clerk |
Office of the Municipal
Treasurer
(Window 3)

236
Series of 2024

4. Wait for the ten (10) days |Post Notice in None 2 Minutes (10 Leonila Dela Cruz Asst.
posting period of Notice. bulletin board at days posting period)| Civil Registrar of Municipal

Balagtas Municipal Civil Registrar

Hall And

John Paulo Suatengco
Municipal Civil Registrar

5. Return after ten (10) days |Compile all necessary Courier Fee - 10 minutes Julius Dela Cruz
posting period and send the |documents and ask Base on LBC Rate | (6 months waiting [(Administrative Aide IV) or
compiled documents to the client to send it to period) Jonathan Dela Cruz
courier LBC. PSA Office via LBC (Administrative Aide IIl)

Courier. Leonila Dela Cruz Asst.
5.1 Bring the Tracking Civil Registrar of Municipal
Number receipt from LBC 2 minutes Civil Registrar
back to Civil Registrar Office
for Recording.
6. Wait for call or text from |[6. Issue Certificate of Courier Fee - 5 Minutes Leonila Dela Cruz Asst.
the Municipal Registrar’s Finality and ask the Base on LBC Rate Civil Registrar of Municipal
Office and client to Send it to Civil Registrar
return to the scheduled PSA Regional Office And
date. for Final Step Via John Paulo Suatengco

Courier LBC. Municipal Civil Registrar
7. Send the Compiled Record Tracking None 2 Minutes Administrative Aide Il
Certificate of finality and all |[Number of LBC on Office of the Municipal Civil
necessary documents via logbook for future Registrar
LBC Courier to PSA Regional|needs. Or
Office and bring back the Asst. Civil Registrar
Tracking Number Receipt Office of the
back to Civil Registrar Office Municipal Civil Registrar
for Recording.
8. Receive all documents Release Certificate of None 1 Minute Leonila Dela Cruz Asst.

and submit to Philippine
Statistics

Authority Main Office for
endorsement.

Finality and Certified
Petition Documents.

Civil Registrar of Municipal
Civil Registrar
And
John Paulo Suatengco
Municipal Civil Registrar
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TOTAL:

Correction of
Clerical Error
—PHP 2,150.00
Courier Fee based
on LBC Current
Rate

57 Minutes
6months waiting on
PSA Response
10 days posting
period

14. Correction: Change of First Name, Change of Month and Day of Birth, Change of Gender

Change of a person’s first name in his/her civil registry document (Birth Certificate) under certain grounds specified

under the law through administrative process.

Office or Division:

Office of the Municipal Civil Registrar

Classification:

Highly Technical

Type of Transaction:

G2C

Who may avail:

All (Born in Balagtas)

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. PSA Copy of Birth Certificate

PSA Offices, PSA accredited outlets

2. Local Copy of Birth Certificate

Office of the Local Civil Registrar

3. Baptismal Certificate

Church that the child was baptized

4. His/her Marriage Contract, Marriage Contract of parents

Office of the Local Civil Registrar , PSA Offices,
PSA
accredited outlets

5. Birth Certificate of Son or Daughter (if
applicable)

Office of the Local Civil Registrar, PSA Offices,
PSA
accredited outlets

6. Latest NBI Clearance

Office of the National Bureau of Investigation

7. Latest Police Clearance

Police Station

8. Certificate of Employment or Affidavit of Non-Employment

Legal Offices

9. At least 2 Government Issued ldentification Card

BIR, Post Office, DFA, LTO, SSS, Philhealth, Pag-
ibig,
PRC, Comelec

10. Voter’s Certification

Comelec

11. School Record (Official Transcript of
Record, Form 137 or 138, Diploma)

School Attended

12. Community Tax Certificate (Cedula)

Office of the Municipal/Municipal Treasurer,
Barangay Hall

13. Affidavit of Publication

Publication from national circulating newspaper
company.

**Note: Publication from a national circulating
newspaper for two (2) consecutive weeks.

14. Medical Certification from Municipal Health
Officer (for Change of Gender)

Office of the Municipal Health Officer
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15. Certification for Municipal Social Welfare and
Development Officer (for Change of Gender)

Office of the Municipal Social Welfare and

Development Officer

AGENCY FEES TO PROCESSING
CLIENT STEPS ACTIONS BE PAID TIME PERSON RESPONSIBLE
1. Submit complete Receive and None 30 Minutes Leonila Dela Cruz Asst.
requirements. review entries in Civil Registrar of Municipal
the documents Civil Registrar
submitted and And
issue order of John Paulo Suatengco
payment. Municipal Civil Registrar
2. Proceed to the Office of |Receive payment and Correction None Revenue Collection Clerk |
the Municipal Treasurer for [issue official receipt. Change of First Office of the Municipal
payment. Secure official Name - Treasurer
receipt. Php 3,300.00 (Window 3)
/Gender, Month
and Day—
Php 3300.00/
QUASI Judicial
500/ctc of
documents 55.00
per copy
Ordinance No. 11-
236
3. Present Official Receipt  |Prepare Petition None 10 Minutes Leonila Dela Cruz Asst.
Certificate and (10 days Civil Registrar of Municipal
Notice of Posting posting Civil Registrar
for ten (10) days period) And
and post notice in John Paulo Suatengco
the bulletin board Municipal Civil Registrar
at Balagtas
Municipal Hall.
4. Wait for the five Release copy of None 2 Minutes Leonila Dela Cruz Asst.
(5) days after posting and Petition Certificate Civil Registrar of Municipal
secure a copy of Petition and Notice of Posting Civil Registrar
Certificate and Notice of to be published. And
Posting. John Paulo Suatengco
Municipal Civil Registrar
5. Have your petition Wait for the Affidavit Correction 2 weeks publishing Publishing Company
published by a of Publication. Change of First
national circulating Name -

newspaper and secure an
Affidavit of Publication

Php 2,500.00
/Gender, Month
and Day—

Php 4500.00
(Publishing
Company Price)
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6. Submit Affidavit of Receive Affidavit of Courier Fee — 15 Minutes Julius Dela Cruz
Publication. Publication and Base on Courier | (6 months waiting [(Administrative Aide IV) or
submit documents LBC current rate. period) Jonathan Dela Cruz
(via courier) to (Administrative Aide IIl)
Philippine Statistics
Authority (PSA) for
processing and
approval.
7. Wait for call or text from |Prepare Certificate of None 15 Minutes Leonila Dela Cruz Asst.
the Municipal Civil Finality and Certify Civil Registrar of Municipal
Registrar’s Office and return |Petition Documents Civil Registrar
to the scheduled date. and ask the Client to And
Send the Compiled John Paulo Suatengco
Certificate of Finality Municipal Civil Registrar
thru Courier LBC to
PSA Regional Office.
8. Bring the Compiled Record Tracking Courier Fee — None Julius Dela Cruz
Certificate of Finality Thru  |number receipt on Base on Courier (Administrative Aide 1V) or
LBC Courier to PSA Regional [logbook and Release | LBC current rate. Jonathan Dela Cruz
Office and Bring back the the Client Copy of (Administrative Aide Ill)
Tracking number Receipt to [Documents.
Civil Registrar Office for
Recording.
9. Receive all documents Release Certificate of None 1 Minute Leonila Dela Cruz Asst.
and submit to Philippine Finality and Certified Civil Registrar of Municipal
Statistics Authority (PSA) Petition Documents. Civil Registrar
Main Office for And
endorsement. John Paulo Suatengco
Municipal Civil Registrar
TOTAL: Correction 75 Minutes, 2
Change of First | weeks Publishing.
Name/r — PHP 6 months Waiting
6,850.00 for PSA Decision,

Correction of
Gender, Month
and Day - PHP

8,850.00
+Mailing Fee
based on LBC

Current Rate
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15. Supplemental Report

It is performed to supply entries or information in the Certificate of Live Birth, Certificate of Marriage, Certificate Death
and Certificate of Fetal Death, which are inadvertently omitted when the document was registered.

Office or Division:

Office of the Municipal Civil Registrar

Classification: Complex

Type of Transaction: G2C

Who may avail:

All (Born in Balagtas)

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. Philippine Statistics Authority (PSA) - Certificate of No Record

PSA Offices, PSA accredited outlets

2. Certified True Copy (CTC) of Birth

Office of the Local Civil Registrar

3. Baptismal Certificate

Church where the child was baptized

4. NBI/Police Clearance

NBI Offices, Local Government Units

5. 2 Valid Government Issued Identification Card (1 photocopy each)

BIR, Post Office, DFA, LTO, SSS, Philhealth, Pag-

ibig, PRC, Comelec

6. Voter’s Affidavit (1 original 1 photocopy)

Comelec Offices

7.SSS E-1 Form

SSS Offices

8. School Records Transcript of Records, Diploma, Form 137)

School Attended

9. Affidavit of Supplemental Report

Legal Offices

CLIENT STEPS AGENCY FEESTO PROCESSING PERSON RESPONSIBLE
ACTIONS BE PAID TIME
1. Submit complete Receive and review None 10 Minutes Leonila Dela Cruz Asst.
requirements entries in the Civil Registrar of Municipal
documents submitted Civil Registrar
and issue order of And
payment. John Paulo Suatengco
Municipal Civil Registrar
2. Proceed to the Office of |Receive payment and PHP 210 5 Minutes Revenue Collection Clerk |
the Municipal Treasurer for |issue official receipt. |Ordinance No. 11- Office of the Municipal
payment. Secure official 236 Treasurer
receipt. Series of 2024 (Window 3)
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3. Present Official Receipt. |Prepare Certificate of None 15 Minutes Leonila Dela Cruz Asst.
Live Birth and Civil Registrar of Municipal
Endorsement Letter Civil Registrar
addressed to PSA. And
John Paulo Suatengco
Municipal Civil Registrar
4. Review Certificate for any |Ask the client to None 3 Minutes Leonila Dela Cruz Asst.
discrepancies. check the Civil Registrar of Municipal
accomplished Civil Registrar
Certificate of Birth for And
error/s. John Paulo Suatengco
Municipal Civil Registrar
5. Receive all documents Release all the Courier Fee — 2 Minutes Julius Dela Cruz
and submit/Hand carryto  |documents. Base on Courier (Administrative Aide IV) or
Philippine Statistics LBC current rate. Jonathan Dela Cruz
Authority (via courier). (Administrative Aide Il1)
TOTAL: PHP 210 35 Minutes
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16. Endorsement of Civil Registry Documents

Endorsement is a procedure done to help the clients to acquire a PSA copy faster. Advance Endorsement is an
endorsement prepared for civil registry documents registered within the month while Endorsement for inclusion is

prepared if the civil registry document is when the requested copy of the civil registry document has no copy/record in
PSA but there is a copy in the Office of the Local Civil Registrar while endorsement for clear copy is prepared when the

copy of the PSA is blurred.

Office or Division:

Office of the Municipal Civil Registrar

Classification: Complex

Type of Transaction: G2C

Who may avail:

All (Born, Died and Married in Balagtas)

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. Local Copy of Certificate of Birth, Death, and Marriage (For Advance
indorsement)

Office of the Local Civil Registrar

2. Blurred PSA Copy of Certificate of Birth, Death, and Marriage (For
Indorsement of Clear Copy)

a. Feedback Form from PSA stating that the copy is blurred and in
need to request a indorsement of clear

PSA Offices, PSA accredited outlets

3. Philippine Statistics Authority (PSA) - Certificate of No Record (For
Indorsement for Inclusion)
a. Certified True Copy of Certificate (For Indorsement for Inclusion)

PSA Offices, PSA accredited outlets, Office of the

Local Civil Registrar

4. Authorization Letter (if the owner or nearest kin cannot process
indorsement) or Special Power

Handwritten Letter from the authorizing person,

Legal Offices

of Attorney
CLIENT STEPS AGENCY FEESTO PROCESSING PERSON RESPONSIBLE
ACTIONS BE PAID TIME

1. For Advance Prepare Indorsement None 5 Minutes Leonila Dela Cruz (Asst.
indorsement, Check the Letter for Advance Civil Registrar)
entries and details in the copy

and Certificate Civil

and issue payment

order to the client.
2. Proceed to the Office of |Receive payment and PHP 110 None Revenue Collection Clerk |
the Municipal Treasurer for |issue official receipt. |Ordinance No. 11- Office of the Municipal
payment. Secure official 236 Treasurer
receipt. Series of 2024 (Window 3)
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3. Present Official Receipt.

send the compiled
endorsement
documents to PSA
Main Office thru LBC
Courier and bring
back the Tracking
Number Receipt for
record.

Base on Current
LBC Rate.

None

Julius Dela Cruz
(Administrative Aide IV) or
Jonathan Dela Cruz
(Administrative Aide IIl)

4. Proceed to Civil Registrar
Office to give the Tracking
number Receipt for record
and claim the Owners Copy
of Endorsed Document.

Record the Tracking
Number Receipt on
logbook and Give the
copy of Endorsed
Document to the
client, inform the
client to wait for 3
days before following
up on PSA Office.

None

2 Minutes

Leonila Dela Cruz
Civil Registrar)

(Asst.

TOTAL:

PHP 110

7 Minutes
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17. LGU BREQS SERVICE

The BREQS is a scheme where PSA authorizes a partner LGU to receive requests for PSA-issued copies and certifications
of civil registry documents from the public and issue the documents to its clientele. The actual processing of the
requests is done by the Serbilis Outlet assigned to service the authorized partner (also known as the BREQS User).

1. 2 Valid Government Issued Identification Card
(1 photocopy each)

Office of the Municipal Civil Registrar

Complex

G2C

All(Authorized requester)Under RA 10173

BIR, Post Office, DFA, LTO, SSS, Philhealth, Pag-
ibig, PRC, Comelec, NBI Clearance, Police

Clearance

Institution License.

2. Authorization Letter or Special Power of Attorney,DSWD

Documents Owner if not Minor, Parents, Spouse
or Institution incharged.

3. PSA Application Form

PSA Offices, Office of the Local Civil Registrar

and submit to Office Staff. |Issued Correct form
for PSA Request.

AGENCY FEESTO PROCESSING
CLIENT STEPS PERSON RESPONSIBLE
ACTIONS BE PAID TIME
1. Fill up Form Request slip |Check the Slip and None 1 Minute Jhailor L. Posadas

(Administrative Aide 1) /
Ruzzel Ann T. Agustin
(Administrative Aide I)
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office at the date of release
to Claim the requested
Documents,submit the
Claim stub for retrieval of
the Documents and sign the
released documents list.

documents on the
Authorized claimant
together with the
receipt and keep the
record of released
documents in the list.

2. Fill Up the PSA Request  |Received PSA PSA 2 Minutes Jhailor Posadas
form and submit to PSA Request form and (Administrative Aide 1)
BREQS window, pay the check the Birth/Marriage
correct amount for PSA completeness of the and Death
REQUEST. data on each Certificate 195.00

section,check the

Authority of the Cenomar 250.00

requester, check the (PSA

completeness of the | Memorandum of

requierments and ask| Agreement with

the client to pay for | SB Resolution 11-

the correct amount 358)

of the documents

requested, Give the

Claim Stub and

inform the client of

the date of release

Designated by PSA

Regional Office.
3. Received the Claim Stub |File the request None 2 Minutes Jhailor L. Posadas
and wait for date of release. |online (Administrative Aide I)

(waiting time up to
15 working days)

4. Proceed to Civil Registrar [Release the right None 3 Minutes Ruzzle Ann T. Agustin

(Administrative Aide I)

TOTAL:

Birth/Marriage
and Death
Certificate 195.00

Cenomar 250.00

8 Minutes (10 days
PSA Process)
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1. Emergency Response

OFFICE OF THE MUNICIPAL DISASTER RISK
REDUCTION AND MANAGEMENT OFFICER

Emergency situations warranting a response can range from natural disasters to hazardous
materials problems and transportation incidents. Emergency response plans are a critical
coponent of workplace safety. Response time is an important aspect of emergency response.
This refers to how long it takes emergency responders to arrive at the scene of an emergengy
after the emergency response system has been activated. A long response time can result in
increased and permanent damage, a higher likelihood of fatalities, and greater distress to those

Office or Division:
Classification:
Type of Transaction:

Who may avail:

Offie of the Municipal Disaster Risk Reduction Management Officer

Simple

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

General Public within Area of Responsibility / As Need Arises

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
NONE N/A
FEES TO BE | PROCESSING
CLIENT STEPS AGENCY ACTION PAID TIME PERSON RESPONSIBLE
1. Callor Text 1. Answer emergency call/
0917 127 5818 text, assess the case
0917 794 0771 and ask for pertinent 3 minutes
0938 959 5273 informations
Telephone/Radio
(044) 919 8300 1.1 Check availability of None Operator/
responders and vehicle 2 minutes |MDRRMO Staff/ DRRM
Assistant/ LDRRMO
Radio-In/ Walk-In | 1.2 Prepare trip ticket,
Call dispatch responders 2 minutes
and vehicle
TOTAL: None 7 minutes




2. Medical Transfer Conduction

The intra and inter-hospital patient transfer is an important aspect of patient care which is often
undertaken to improve upon the existing management of the patient. It may involve transfer of
patient within the same facility for any dianostic procedure or transfer to another facility with
more advanced care. The main aim in all such transfers is maintaining the continuity of medical
care. Asthe transfer of sick patient may induce various physiological alterations which may
adversely affect the prognosis of the patient, it should be initiated systematically and according to
the evidence-based guidelines. The key elements of safe transfer involve decision to transfer and
communication, pre-transfer stabilization and preparation, choosing the appropriate mode of
transfer, personnel accompanying the patient, equipment and monitoring required during the
transfer, and finally, the documentation and handover of the patient at the receiving facility.

Office or Division:

Classification:

Type of Transaction:

Who may avail:

Office of the Municipal Disaster Risk Reduction Management Officer

Simple

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

Government to Government

General Public within Area of Responsibility

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Request thru Call/ Text/ Walk-in/ Letter

Client/ Requester/ Supplicant

FEES TO BE | PROCESSING
CLIENT STEPS AGENCY ACTION PAID TIME PERSON RESPONSIBLE
1. Call or Text 1. Answer call/ text, assess
0917 127 5818 the case and ask for
0917 794 0771 pertinent informations 5 minutes
0938 959 5273
(044) 919 8300 Telephone/Radio
1.1 Check availability of Operator/
Walk-in responders and vehicle None ) MDRRMO Staff/
2 minutes ,
DRRM Assistant/
LDRRMO
1.2 Prepare trip ticket,
dispatch responders 2 minutes
and vehicle
TOTAL: None 9 minutes




3. Request for Training

Organize, train, equip and supervise the local emergency response teams, ensuring that

humanitarian aid workers are equipped with basic skills.

Classification:

Type of Transaction:

Who may avail:

Simple
G2C/G2B/G2G - Government to Citizen / Government to Business /
Government to Government

General Public within Area of Responsibility

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Letter Request (3 pcs.Original Copy) To be provided by client
CLIENT STEPS AGENCY ACTION PAID TIME PERSON RESPONSIBLE
Submit request Receives approved
1. i 1.0 Ves approv Sminute | MDRRMO Staff
letter to Office of request letter from the
the Municipal 1.1|Check availability of .
. 30 minutes
Mayor training team
1.2|Assign Training Team 30 minutes
1.3|Confirms approval of None DRRM Assistant on
request to client thru Admin and Training
call/ text and ask for 40 minutes
pertinent details of
training
1 hour and
TOTAL: None .
45 minutes




OFFICE OF THE MUNICIPAL ENGINEER

1. Application for Building Premit
Building permit is issued by the Building Official to allow an individual/contractor to proceed
with a construction/ remodeling/renovation project on their property.

Office or Division: OFFICE OF THE MUNICIPAL ENGINEER

Classification: COMPLEX - HIGHLY TECHNICAL

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

Type of Transaction:
Government to Government

Who may avail: Potential Building Owners/ Building Contractors within Area of Responsibilif
CHECKLIST OF REQUIREMENTS WHERE TO SECURE

a. 5 pcs. Certified True Copy of Transfer Certificate of Title (Land . .

Title) ¢ Registry of Deeds-City of Mecauayan

b. 5 pcs. Xerox Copy of Notarized Contract of Sale/ Lease (if

e Lessor/ Owner of Propert
applicant is not the registered owner of land) / perty

c. 5 pcs. Xerox Copy of Tax Declaration Office of the Municipal Assessor/ Owner

d. 5 pcs. Xerox Copy of Latest Real Property Tax Receipt Office of the Municipal Treasurer/ Owner

e. 5 copies Lot/ Location Plan with Vicinity Map (originally signed &

Tob ided by Applicant/Client/ Contract
sealed by Geodetic Engineer, Architect/ Civil Engineer) 0 be provided by Applicant/Client/ Contractor

f. 5 sets Building Plans, Construction Specifications, Bill of
Materials, and notarized Application for Building Permit forms,
(originally signed & sealed by Architect, Civil Engineer, Sanitary
Engineer/ Registered Master Plumber, Professional Electrical To be provided by Applicant/Client/ Contractor
Engineer, Professional Mechanical Engineer, Professional
Electronics and Communications Engineer and other Design
Professionals as needed)

g. Barangay Building Clearance Barangay Hall/ Barangay Chairman

h. Community Tax Receipt Barangay Hall / Municipal Treasurer's Office

i. Locational Clearance Municipal Planning and Development Office

j- 3 pcs. Xerox copy of PRC ID & PTR No. of Design Professionals Licensed Civil Engineer/Architect/ Other Design
(originally signed & sealed by design professionals) Professionals

k. Fire Safety Evaluation Clearance (FSEC) Bureau of Fire Protection - Balagtas

I. Environmental Compliance Certificate (ECC) DENR - Malolos Branch

m. Construction Safety and Health Program (CSHP) DOLE - Malolos Branch

n. Structural Design & Analysis (for structures 2 Storey or more) Licensed Civil/ Structural Engineer

0. Soil Test Soil Testing Laboratories/ Contractors

p. Voltage Drop Calculation and Short Circuit Analysis (for non-
residential occupancy)

For Repair, Renovation and Addition

1. Previous Building Permit Owner's Copy
2. Approved Building Plan Owner's Copy
3. Certification of Occupancy Owner's Copy
4. Fire Safety Inspection Certificate (FSIC) Bureau of Fire Protection - Balagtas
FEES TO BE PROCESSING PERSON
CLIENT STEPS AGENCY ACTION PAID TIME RESPONSIBLE
1. Submit the filled-out and Receives and checks the Administrative
notarized application forms with  [submitted documents Aide VI/ Project
complete requirements None 15 minutes Development
Officer |




2. Wait for the order of payment |Assess fees and issues Pls. see Administrative
ttach i j
order of payment attached 60 minutes Aide VI/ Project
document Development
(Annex 1) Officer |/ Electrical
3. Pay the order of payment at the
Municipal Treasurer's Office 10 minutes Revenue Collection
(Window 1) Clerk
4. Submit xerox copy of receipt at |Receives the machine . .
. . . . . Administrative
the Municipal Engineer's Office  |copy of receipt, process . i
o . . Aide VI/ Project
Building Permit None 30 minutes
documents Development
Officer
5. Wait for the release of Building |Evaluates, approves,
Permit and signs Building Project
Permit Forms and Plans Development
None 240 minutes | Officer I/ Electrical
Engineer I/
Municipal Engineer
6. Receives Approved Building Releases building None 5 minutes . .
. . Administrative
Permit Forms and Plans permit forms and plans .
Aide VI
TOTAL Based on 360 minutes

2. Issuance of Certificate of Final Electrical Inspection

A Certificate is issued by the Building Official to the owner/applicant as a requirement for the installation of
power lines to a building/structure and certifies the completeness of the installation of all electrical wirings

Office or Division:

Office of the Municipal Engineer

Classification:

Simple

Type of Transaction:

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

Who may avail:

General Public within Area of Responsibility

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. Yellow Card indicating feasible for connection / Text
message for feasible connection to Client

2. Certificate of Occupancy
3. Electrical Permit

MERALCO

Owner's Copy / Engineering Office
Owner's Copy / Engineering Office

FEES TO BE PROCESSING PERSON
CLIENT STEPS AGENCY ACTION PAID TIME RESPONSIBLE
1. Submit complete Receive and review Administrative
requirements. submitted documents. Aide VI/ Electrical
None 15 minutes Engineer |
2. Assist in ocular inspection Conduct ocular . Administrative
. . 60 minutes . )
inspection. Aide VI/ Electrical
None (as per Engi |
ngineer
schedule) ginee
3. Wait for Order of Payment Assess fees & Issues 2 minutes Administrative
rder of Payment Aide VI/ Electrical
orae yme Pls. check |deE / € | !
Attached ngineer
document
(Annex I)
4. Proceed to the Office of the 10 minutes |Revenue Collection

Municipal Treasurer, present

Clerk




order of payment and pay

the required fees.

Secure Official Receipt and

provide xerox copy of O.R.

Return to Municipal Process CFEl form, 7 minutes Administrative

Engineer's Office and present| approves and signs Aide Vi/ Electrical

Official Receipt and submit the CFEl form None Engineer I/

xerox copy of O.R. Municipal Engineer
6. Receive CFEI Release CFEI 1 minute Administrative

Aide VI
None ide
TOTAL: B
0 ased on 95 minutes
Assessment

3. Issuance of Certificate of Occupancy

Certificate of Occupancy Permit is issued by the Building Official that serves as a proof that the structure built
complete all the building work and suitable for occupation based on the National Building Code.

Office or Division:

Office of the Municipal Engineer

Classification:

Simple

Type of Transaction:

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

Who may avail:

All

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. Fire Safety Inspection Certificate

Bureau of Fire Protection - Balagtas

FEES TO BE PROCESSING PERSON
CLIENT STEPS AGENCY ACTION PAID TIME RESPONSIBLE
1. Present Original Copy of Fire Checks original copy
Safety Inspection Certificate of FSIC and receives . .
. . . , Administrative
(FSIC) and submit duplicate duplicate copy None 1 minute Aide VI
copy of FSIC at the Office of
the Municipal Engineer
2. Wait for Order of Payment As;ess iees and |isues Pls. Check
order of paymen Attached 5 minutes Administrative
document Aide VI
(Annex I)
Proceeds to the Office of the
Municipal Treasurer, present
order of payment and pay
the required fees. . Revenue Collection
Secure Official Receipt and 10 minutes Clerk
submit xerox copy of O.R. at
the Office of the Municipal
Engineer
Return to Municipal Process Certificate of
Engi 's Offi d t] O d
O:?".‘ele; > 'tce ac:‘ ‘Lre"jte” Cl:”'?f:c{:” Administrative
|c‘|a ecelpt andsubmi >u n‘u‘ ° e‘ None 5 minutes | Aide VI/ Municipal
duplicate copy of O.R. Municipal Engineer .
Engineer
for Approval
Receives Certificate of Releases Certificate of
Administrative
Occupancy Occupancy None 1 minute |. i iv
Aide VI




TOTAL:

Based on
Assessment

54 minutes

4. Excavation Permit

Excavation Permit is issued by the Building Official authorizing excavations for water lines and connections.

Office or Division:
Classification:

Type of Transaction:
Who may avail:

Office of the Municipal Engineer

Simple

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

All

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. Request from Water District

2. Barangay Clearance
3. Sketch

4. Community Tax Certificate

Water District - Balagtas

City Treasurer's Office

Owner

Barangay Hall/City Treasurer's Office

FEES TO BE PROCESSING PERSON
CLIENT STEPS AGENCY ACTION PAID TIME RESPONSIBLE
1. Submit filled out and with Receive and review None 3 minutes Administrative
complete requirements submitted documents. Aide VI/ Project
Development
Officer | /
Municipal Engineer
2. Assist in ocular inspection Conduct ocular None 30 minutes Administrative
inspection. Aide VI/ Project
Development
Officer | /
Municipal Engineer
3. Wait for Order of Payment Issue order of Based on 10 minutes Administrative
Payment Building Aide VI/ Project
Code Fees Development
Officer | /
Municipal Engineer
4. Proceed to the Office of the Receive payment and | Based on 5 minutes | Revenue Collection
Municipal Treasurer, present | issue official receipt order of Clerk
order of payment and pay payment
the required fees.
Secure Official Receipt
5. Return to Municipal Prepare Excavation None 5 minutes | Administrative Aide
Engineer's Office and present| Permit VI/ Project
Official Receipt Development Officer
L/
6. Receive Excavation Permit Release Excavation None 1 minute | Administrative Aide
Permit Vi/ Office of
the Municipal
Engineer
TOTAL: Based on 54 minutes
Assessment

5. Fencing Permit

Fencing Permit is issued for the construction of fences which are greater than 3 feet in height, measured from
the finished grade which are also 10 feet af any street right of way or access easement or within 20 feet of a

corner.

Office or Division:
Classification:

Office of the Municipal Engineer

Simple




Type of Transaction:
Who may avail: All

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

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. TCT (Land Title)
2. Barangay Clearance

3. Tax Declaration/Latest Real Property
4. Tax Reciept (Amilyar)

5. Fencing Plan

6. Lot Plan

7. Bill of Materials

8. Community Tax Certificate

Registry of Deeds - Balagtas/Owner
City Treasurer's Office
City Assesor's Office - Balagtas
Treasurer's Office - Balagtas
Licensed Civil Engineer/Architect
Licensed Civil Engineer/Architect
Licensed Civil Engineer/Architect
Licensed Civil Engineer/Architect
Barangay Hall/City Treasurer's Office

FEES TO BE PROCESSING PERSON
CLIENT STEPS AGENCY ACTION PAID TIME RESPONSIBLE
Submit filled out and Receive and review None 3 minutes Administrative
notarized form with submitted documents. Aide VI/ Project
complete requirements Development
Officer | /
Municipal Engineer
2. Assist in ocular inspection Conduct ocular None 30 minutes Administrative
inspection. (as per Aide VI/ Project
schedule) Development
Officer | /
Municipal Engineer
3. Proceed to the Office of the Receive payment and | Based on 5 minutes [Revenue Collection
Municipal Treasurer, present | issue official receipt order of Clerk
order of payment and pay payment
the required fees.
Secure Official Receipt
4. Return to Municipal Prepare Fencing None 5 minutes Administrative
Engineer's Office and present| Permit Aide VI/ Project
Official Receipt Development
Officer | /
Municipal Engineer
5. Receive Fencing Permit Release Excavation None 3 minute Administrative
Permit Aide VI
TOTAL: Based on 46 minutes
Assessment

6. Mechanical Permit

Mechanical Permit is issued by the Building Official to all install new mechanical equipment such as heating,

venting, and air conditioning (HVAC) equipment and kitchen hood exhaust system etc.

Office or Division:
Classification:

Type of Transaction:
Who may avail:

Office of the Municipal Engineer

Simple

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

All

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. Mechanical Plan (3 Copies)

2. Barangay Clearance

3. Occupancy Permit (1 Photocopy)

4. Building Permit (1 Photocopy)

5. Community Tax Certificate (Cedula)

6. Latest Real Property Tax Reciept (Amilyar)

Registered Mechanical Engineer

City Treasurer's Office

Owner's Copy
Owner's Copy

Barangay Hall/City Treasurer's Office
Owner's Copy/City Treasurer's Office




FEES TO BE PROCESSING PERSON
CLIENT STEPS AGENCY ACTION PAID TIME RESPONSIBLE
1. Submit filled out application | Receive and review None 3 minutes Administrative
form with complete submitted documents. Aide VI/ Project
requirements and with Development
original signatureof Officer | /
Registered Mechanical Municipal Engineer
Engineer
2. Assist in ocular inspection Conduct ocular None 30 minutes Administrative
inspection. (as per Aide VI/ Project
schedule) Development
Officer | /
Municipal Engineer
3.  Wait for Order of Payment Issue order of Based on 10 minutes Administrative
Payment Building Aide VI/ Project
Code Fees Development
Officer | /
Municipal Engineer
4. Proceed to the Office of the Receive payment and | Based on 5 minutes [Revenue Collection
Mun icipal Treasurer, present| issue official receipt order of Clerk
order of payment and pay payment
the required fees.
Secure Official Receipt
5. Return to Municipal Prepare Excavation None 5 minutes Administrative
Engineer's Office and present| Permit Aide VI/ Project
Official Receipt Development
Officer | /
Municipal Engineer
6. Receive Mechanical Permit Release Mechanical None 3 minutes Administrative
Permit Aide VI /
Office of the
Municipal Engineer
TOTAL: Based on 56 minutes
Assessment

7. Annual Mechanical Permit

Annual Mechanical Permit is issued for Annual permit to operate machineries.

Office or Division:

Classification:

Type of Transaction:

Who may avail:

Office of the Municipal Engineer

Simple

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

All

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. Mechanical Lay-out
2. Latest Real Property Tax Reciept (Amilyar)
3. Community Tax Certificate (Cedula)

Registered Mechanical Engineer
Owner's Copy/City Treasurer's Office
Barangay Hall/City Treasurer's Office

FEES TO BE PROCESSING PERSON
CLIENT STEPS AGENCY ACTION PAID TIME RESPONSIBLE
1. Submit filled out application | Receive and review None 3 minutes Administrative

form with complete
requirements.

submitted documents.

Aide VI/ Project
Development
Officer | /

Municipal Engineer




Assist in ocular inspection Conduct ocular None 1 hour (as Administrative
inspection. per schedule)| Aide VI/ Project
Development
Officer | /
Municipal Engineer
Wait for Order of Payment Issue order of Based on 10 minutes Administrative
Payment Building Aide VI/ Project
Code Fees Development
Officer | /
Municipal Engineer
Proceed to the Office of the Receive payment and | Based on 5 minutes [Revenue Collection
Municipal Treasurer, present | issue official receipt order of Clerk
order of payment and pay payment
the required fees.
Secure Official Receipt
Return to Municipal Prepare Annual None 5 minutes Administrative
Engineer's Office and present| Mechanical Permit Aide VI/ Project
Official Receipt Development
Officer | /
Municipal Engineer
Receive the Permit and sign Release the Permit None 3 minutes Administrative
in the log book Aide VI /
Office of the
Municipal Engineer
TOTAL: Based on 1 hour and
Assessment | 26 minutes

8. Annual Building Permit

Annual Building Permit is issued to check buildings structure condition.

Office or Division:

Office of the Municipal Engineer

Classification: Simple
Type of Transaction: G2C/G2B/G2G - Government to Citizen / Government to Business /
Who may avail: All
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Building Permit (1 Photocopy) Owner's Copy
2. Occupancy Permit (1 Photocopy) Owner's Copy

3. Community Tax Certificate (Cedula)
4. Latest Real Property Tax Reciept (Amilyar)

Barangay Hall/City Treasurer's Office
Owner's Copy/City Treasurer's Office

FEES TO BE PROCESSING PERSON
CLIENT STEPS AGENCY ACTION PAID TIME RESPONSIBLE
1. Submit filled out application | Receive and review None 3 minutes Administrative
form with complete submitted documents. Aide VI/ Project
requirements. Development
Officer | /
Municipal Engineer
2. Assist in ocular inspection Conduct ocular None 30 minutes Administrative
inspection. Aide VI/ Project
Development
Officer | /
Municipal Engineer
3.  Wait for Order of Payment Issue order of Based on 10 minutes Administrative
Payment Building Aide VI/ Project
Code Fees Development




Officer | /
Municipal Engineer
4. Proceed to the Office of the Receive payment and | Based on 5 minutes [Revenue Collection
Municipal Treasurer, present | issue official receipt order of Clerk
order of payment and pay payment
the required fees.
Secure Official Receipt
5. Return to Municipal Prepare Annual None 5 minutes Administrative
Engineer's Office and present| Building Permit Aide VI /
Official Receipt Office of the
Municipal Engineer
TOTAL: Based on 53 minutes
Assessment

9. Demolition Permit

Demolition Permit is issued to certifies that the building is structurally unsafe and otherwise contitutes a hazard
to safety of health or public welfare because of inadequate maintenance and therefore is declared dangerous to

human life and must be demolished

Office or Division:

Office of the Municipal Engineer

Classification: Simple

Type of Transaction:

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

Who may avail: All
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Picture of the Structure to be demolished Owner
2. Vicinity Map Owner's Copy

3. Floor Plan (Building/Structure)
4. Demolition Permit form duly notarized
5. Barangay Clearance

3. Community Tax Certificate (Cedula)

Licensed Civil Engineer/Architect

City Enginering Office

Barangay Hall of the barangay where the

demolition is located

Barangay Hall/City Treasurer's Office

FEES TO BE PROCESSING PERSON
CLIENT STEPS AGENCY ACTION PAID TIME RESPONSIBLE
1. Submit filled out application | Receive and review None 3 minutes Administrative
form with with notarized submitted documents. Aide VI/ Project
with complete requirements Development
and with original signature of Officer | /
Licensed Engineer/Architect Municipal Engineer
2. Assist in ocular inspection Conduct ocular None 1 hour (as Administrative
inspection. per schedule)| Aide VI/ Project
Development
Officer | /
Municipal Engineer
3.  Wait for Order of Payment Issue order of Based on 10 minutes Administrative
Payment Building Aide VI/ Project
Code Fees Development
Officer | /
Municipal Engineer
4. Proceed to the Office of the Receive payment and | Based on 5 minutes |Revenue Collection
Municipal Treasurer, present | issue official receipt order of Clerk
order of payment and pay payment
the required fees.
Secure Official Receipt
5. Return to Municipal Prepare Demolition None 5 minutes Administrative




Engineer's Office and present| Permit

Official Receipt

Aide VI/ Project
Development
Officer | /

Municipal Engineer

6. Receive the Demolition Release Demolition None 1 minutes Administrative
Permit. Permit Aide VI /
Office of the
Municipal Engineer
TOTAL: Based on 1 hour and
Assessment 24 minutes

10. Development Permit

Development Permit is issued and approved by the Municipal Mayor that specifies how development is to occur
on a given parcel of land. Once approved, the Development permit is registered againts the title of the land and
becomes binding on future land owners.

Office or Division:

Office of the Municipal Engineer

Classification:
Type of Transaction:
Who may avail:

Simple

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

All

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

w

Application letter requesting for reclassification of
land/issuance of Development Permits/approval of
Subdivision plans. In case of Corporation, the applicant
must be duly authorized by the Board of Directors to
apply on behalf of the Corporation

. Project Proposal
. Certified True Copuy of Title
. SEC or DTI Registration and Mayor's Permit, if there is

any

Owner

Owner / Corporation
Registry of Deeds-Balagtas / Owner
SEC - PICC / DTI Malolos / BPLO - Balagtas

10.

. Site Development Plans,

Vicinity/ Location Map

. Payment of Real Property Tax
. Tax Declaration
. Payment of Application Fee for Reclassification of

Land/issuance of Development Permits/approval of
Subdivision Plans

. Location Clearance / Certification from CUPDO /

Deputized Zoning Administrator as to the actual and
potential compatible land users.
Barangay Clearance

The Applicant must submit to the Office of the Sangguiang
Panlungsod, the following pertinent papers/documents. (13
certified Xerox copy each)

Licensed Civil Engineer/Architect

Owner's Copy/Treasurer's Office
Assessor's Office
Owner / Corporation

CUPDO - Balagtas

City Treasurer's Office

FEES TO BE PROCESSING PERSON
CLIENT STEPS AGENCY ACTION PAID TIME RESPONSIBLE
1. Submit complete Receive and review None 3 minutes |Administrative Aide VI/
requirements submitted documents. Project Development
Officer | /
Municipal Engineer
2. Assist in ocular inspection Conduct ocular None 30 minutes Administrative
inspection. Aide VI/ Project
Development
Officer | /
Municipal Engineer
3. Wait for Order of Payment Issue order of Based on 10 minutes Administrative
Payment Building Aide VI/ Project




Code Fees

Development
Officer | /
Municipal Engineer

4. Proceed to the Office of the Receive payment and | Based on 5 minutes Revenue Collection
Municipal Treasurer, present | issue official receipt order of Clerk
order of payment and pay payment
the required fees.
Secure Official Receipt
5. Return to Municipal Prepare the Permit None 5 minutes |Administrative Aide VI/
Engineer's Office and present| and proceed to the Project Development
L. . Officer | /
original and photocopy Office of the Municipal Engineer
Official Receipt Municipal Mayor for
signature
6. Wait for the Schedule of Advice client of the None 3 minutes Administrative
realease of permit schedule of release of Aide VI/ Project
permit Development
Officer | /
Municipal Engineer
7. Receive Development Release Development | None 3 minutes |Administrative  Aide
Permit. Permit Vi
Office of the Municipal
Engineer
TOTAL: Based on 59 minutes
Assessment

11. Certificate of Change of Use

Certificate of Change of Use is issued for the change of use of a building or establishment.

Office or Division:
Classification:

Type of Transaction:
Who may avail:

Office of the Municipal Engineer

Simple

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

All

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

For Corporation
1. As-Built Plan
. Contract of Lease
. Tax Declaration

. Location / Zoning Clearance (Business)
. Fire Safety Inspoection Certificate (Business)

2
3
4. Photos lof Building
5
6
7

. Barangay Clearance

00

. SEC/DTI

Yo}

10. ECC (DENR)

For Single Prorietor
1. Contract of Lease
2. Photos of Building

. Certificate of Occupancy (Lessor)

3. Locatuion/Zoning Clearance (Business)

4. Barangay Clearance (Business)

5. SEC/DTI

6. Certificate of Occupancy (Lessor)

Licensed Civil Engineer/Architect
Lessor of Property
Assessor's Office

Owner

CUPDO - Balagtas
Bureau of Fire Protection - Balagtas
Barangay Hall of the barangay where the
building is located
SEC-PICC / DTI-Malolos
Lessor of Property
DENR - Pampanga

Lessor of Property

Owner

CUPDO - Balagtas
Barangay Hall
SEC-PICC / DTI-Malolos
Lessor of Property

FEES TO BE PROCESSING PERSON
CLIENT STEPS AGENCY ACTION PAID TIME RESPONSIBLE
1. Submit filled out application | Receive and review None 3 minutes Administrative

form with complete
requirements

submitted documents.

Aide VI/ Project
Development
Officer | /




Municipal Engineer
2. Assist in ocular inspection Conduct ocular None 30 minutes Administrative
inspection. Aide VI/ Project
Development
Officer | /
Municipal Engineer
3. Wait for Order of Payment Issue order of Based on 10 minutes Administrative
Payment Building Aide VI/ Project
Code Fees Development
Officer | /
Municipal Engineer
4. Proceed to the Office of the Receive payment and | Based on 5 minutes [Revenue Collection
Municipal Treasurer, present | issue official receipt order of Clerk
order of payment and pay payment
the required fees.
Secure Official Receipt
5. Return to Municipal Prepare the Permit None 5 minutes Administrative
Engineer's Office and present Aide VI/ Project
Official Receipt Development
Officer | /
Municipal Engineer
6. Receive Certificate of Change| Release Certificate of | None 3 minutes Administrative
of Use Change of Use Aide VI
Office of the
Municipal Engineer
TOTAL: Based on 56 minutes
Assessment

12. Annual Electrical Permit

Electric Annual Permit is issued for site specific and intended for minor installations and maintenance at a
specific commercial, industrial or institutional premises.

Office or Division:

Office of the Municipal Engineer

Classification:
Type of Transaction:
Who may avail:

Simple

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

All

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. DOLE (Order of Payments)

DOLE - Malolos/Pampamga

FEES TO BE PROCESSING PERSON
CLIENT STEPS AGENCY ACTION PAID TIME RESPONSIBLE
1. Present Order of Payment Receive and review None 3 minutes | Electrical Engineer
from DOLE submitted documents. I / Municipal
Engineer
2.  Wait for Order of Payment Issue order of Based on 10 minutes | Electrical Engineer
Payment Building | / Municipal
Code Fees Engineer
3. Proceed to the Office of the Receive payment and | Based on 5 minutes [Revenue Collection
Municipal Treasurer, present | issue official receipt order of Clerk
order of payment and pay payment
the required fees.




Secure Official Receipt

Return to Municipal Release Annual None 1 minute Administrative
Engineer's Office and present| Electrical Permit Aide VI
Official Receipt. Receive Office of the
Annual Electrical Permit Municipal Engineer
TOTAL: Based on 19 minutes
Assessment

13. Excavation and Ground Preparation

Excavation and Ground Preparation is issued by the Building Official authorizing excavations, including those
made for the purpose of removing earth, sand gravel or other material from the Subject Property.

Office or Division:
Classification:

Type of Transaction:
Who may avail:

Office of the Municipal Engineer

Simple

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

All

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

. TCT/Deedof Sale

. Barangay Clearance for Excavation

. Layout Plan
a.) Architectural
b.) Foundation

Registry of Deeds - Balagtas / Owner
Barangay Hall of the barangay where the
demolition is located

Licensed Civil Engineer

FEES TO BE PROCESSING PERSON
CLIENT STEPS AGENCY ACTION PAID TIME RESPONSIBLE
Submit filled out application | Receive and review None 3 minutes Administrative
form with complete submitted documents. Aide VI/ Project
requirements. Development
Officer | /
Municipal Engineer
Assist in ocular inspection Conduct ocular None 30 minutes Administrative
inspection. Aide VI/ Project
Development
Officer | /
Municipal Engineer
Wait for Order of Payment Issue order of Based on 10 minutes Administrative
Payment Building Aide VI/ Project
Code Fees Development
Officer | /
Municipal Engineer
Proceed to the Office of the Receive payment and | Based on 5 minutes [Revenue Collection
Municipal Treasurer, present | issue official receipt order of Clerk
order of payment and pay payment
the required fees.
Secure Official Receipt
Return to Municipal Prepare the Permit None 5 minutes Administrative
Engineer's Office and present Aide VI/ Project
Official Receipt Development
Officer | /
Municipal Engineer
Receive Exacavation and Release Exacavation None 1 minutes Administrative




Ground Preparation Permit.

and Ground
Preparation Permit

Aide VI
Office of the
Municipal Engineer

TOTAL:

Based on
Assessment

56 minutes

14. Electronics Permit

Electronics Permit is issued by the Building Officials for the installation of Eletronics equipment / device of
Commercial/Industrial Establishments.

Office or Division:
Classification:

Type of Transaction:
Who may avail:

Office of the Municipal Engineer

Simple

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

All

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. Layout Plan
2. Barangay Clearance

Licensed Civil Engineer
Barangay Hall of the barangay where the
building is located

Assessment

FEES TO BE PROCESSING PERSON
CLIENT STEPS AGENCY ACTION PAID TIME RESPONSIBLE
1. Submit complete Receive and review None 3 minutes Administrative
requirements. submitted documents. Aide VI/ Project
Development
Officer | /
Municipal Engineer
2. Assist in ocular inspection Conduct ocular None 30 minutes Administrative
inspection. Aide VI/ Project
Development
Officer | /
Municipal Engineer
3.  Wait for Order of Payment Issue order of Based on 10 minutes Administrative
Payment Building Aide VI/ Project
Code Fees Development
Officer | /
Municipal Engineer
Proceed to the Office of the Receive payment and | Based on 5 minutes [Revenue Collection
Municipal Treasurer, present | issue official receipt order of Clerk
order of payment and pay payment
the required fees.
Secure Official Receipt
Return to Municipal Prepare the Permit None 5 minutes Administrative
Engineer's Office and present Aide VI/ Project
Official Receipt Development
Officer | /
Municipal Engineer
Receive Electronics Permit. Release Electronics None 3 minutes Administrative
Permit Aide VI
Office of the
Municipal Engineer
TOTAL: Based on 56 minutes




15. Sign Permit / Billboard

Sign Permit is issued to any publicly displayed information that's presented in the form of words, symbols and/
or pictures and is designed to advertise his/her business. Sign permits provide legal permission to post such

Office or Division:
Classification:

Type of Transaction:
Who may avail:

Office of the Municipal Engineer

Simple

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

All

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. Lay-out (3 Copies)
2. Barangay Clearance

3. National Grid corporation Clearance (Structures along

Licensed Civil Engineer
Barangay Hall of the barangay where the
signage installed
NGCP - San Jose Del Monte, Bulacan

NGCP Lines)
4. DPWH DPWH 2nd Engineering District, Sta. Maria,
FEES TO BE PROCESSING PERSON
CLIENT STEPS AGENCY ACTION PAID TIME RESPONSIBLE
1. Submit filled out form with Receive and review None 3 minutes Administrative
complete requirements submitted documents. Aide VI/ Project
Development
Officer | /
Municipal Engineer
2. Assist in ocular inspection Conduct ocular None 30 minutes Administrative
inspection. Aide VI/ Project
Development
Officer | /
Municipal Engineer
3.  Wait for Order of Payment Issue order of Based on 10 minutes Administrative
Payment Building Aide VI/ Project
Code Fees Development
Officer | /
Municipal Engineer
Proceed to the Office of the Receive payment and | Based on 5 minutes [Revenue Collection
Municipal Treasurer, present | issue official receipt order of Clerk
order of payment and pay payment
the required fees.
Secure Official Receipt
5. Return to Municipal Prepare the Permit None 5 minutes Administrative
Engineer's Office and present Aide VI/ Project
Official Receipt Development
Officer | /
Municipal Engineer
6. Receive Sigh Permit. Release Sign Permit None 1 minute Administrative
Aide VI
Office of the
Municipal Engineer
TOTAL: Based on 54 minutes

Assessment




PUBLIC EMPLOYMENT SERVICE OFFICE

1. ISSUANCE OF JOB REFERRAL AND RECOMMENDATION

Referral is a process of directing pre-screened jobseekers to employers
with vacancies matching their qualifications, while placement is the
result of a successful referral.

Office or Division:

PUBLIC EMPLOYMENT SERVICE OFFICE

Classification:

SIMPLE

Type of Transaction:

GOVERNMENT TO CITIZEN(G2C)

Who may avail:

GENERAL PUBLIC

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. RESUME

To be provided by client

2. ENDORSEMENT LETTER FROM
PESO Manager(for non-resident of

To be provided by client

Balagtas)
AGENCY FEES TO [PROCESSI PERSON
CLIENT STEPS ACTION BE PAID | NG TIME RESPONSIBLE
Review
submitted
resume to
1. Submit Resume a_nd ”.’?“C*.‘ : PESO Manager and
endorsement Letter(if | qualifications None 2 minutes
. PESO Staff
needed) with vacant
positions and
prepare
referral letter
2. Filling out NSRP Gulde
< "ling ou applicantsin | None | 10 minutes PESO Staff
orm filling up the
form
3. Received Job Releasing of
referral / Job Referral/ None > minutes PESO Manager and
recommendation recommendati PESO Staff
Letter on letter
TOTAL: None 14 minutes




2. ISSUANCE OF COMPANY ACCREDITATION

Local establishments, sub-contractor agencies, or companies may seek the assisstance
of PESO in conducting LRA, SRA and Job Fairs once accredited by PESO.

Office or Division: PUBLIC EMPLOYMENT SERVICE OFFICE

Classification: SIMPLE

Type of Transaction: (GOVERNMENT TO CLIENT

ALL COMPANIES SEEKING TO JOIN JOB FAIRS, LOCAL

Who may avail: RECRUITMENT ACTIVITY, SPECIAL RECRUITMENT ACTIVITY

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. Letter of Intent address to Municipal
Mayor thru the PESO Manager

2. Business Permit (latest copy)

To be provided by the client

3. DOLE Certificate of Registration

DOLE office

4. PhilJobnet Registration

5. List of Job Posting/Vacancies

To be provided by the client

6. Certificate of Accreditation from
DMW(License) for Overseas Agency
Only

7. Approved Manpower Job Order
from DMW for Overseas Agency Only

DMW

AGENCY
CLIENT STEPS ACTION

FEES TO [PROCESSI PERSON
BE PAID NG TIME RESPONSIBLE

Assess and
Verify the
submitted
documents
and conduct
inspection if
needed.

1. Submit Complete
Requirements

Prepare
Certificate if
requirements
are complete

None 10 minutes | PESO Manager/Staff

2. Fill Out NSRP Check if filled
Registration Form 2 out correctly

None 5 minutes PESO Staff

Certificate of

3. Receive the Accreditation
Certificate of signed by the None 2 minutes PESO Manager/Staff
Accreditation PESO
Manager
TOTAL: None 17 minutes




3. APPLICATION FOR SHORT TERM EMPLOYMENT(TUPAD) AND LIVELIHOOD

ASSISTANCE

Displaced/ Disadvantage Workers may seek the assistance
of PESO employment and Livelihood Assistance

Office or Division:

PUBLIC EMPLOYMENT SERVICE OFFICE

Classification:

SIMPLE

Type of Transaction:

GOVERNMENT TO CLIENT

Who may avail:

Displaced/Disadvantage

CLIENT STEPS

AGENCY FEES TO [PROCESSI PERSON
ACTION BE PAID NG TIME RESPONSIBLE

1. Submit Complete
Requirements

Assess and
Verify the
submitted
documents None 5 minutes | PESO Manager/Staff
and conduct
inspection if
needed.

2. Fill Out NSRP
Registration Form 2

Check if filled None 5 minutes PESO Staff
out correctly

3. Interview and
Counselling

Inform the
applicant on the
action of their
application
through call / None 2 minutes PESO Manager/Staff
text and
schedule of
interview for
approved
applicants

TOTAL: None 12 minutes




OFFICE OF THE SANGGUNIANG BAYAN

1. Request for tents and chairs

This is for the purpose of serving our constituents with free tents and chairs during burial and

special occasions

Office:

Office of the Sangguniang Bayan

Classification:

Simple

Type of Transaction:

G2C - Government-to-Citizens

Who may avail:

All

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Letter Request or Form 1 (2 Copies) Clerk
FEES TO | PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS BE PAID TIME RESPONSIBLE

1. Receiving of Letter
Request or Form 1 1. Receive Form 1 none 2 mins Receiving Clerk

2. Issuance of Job
2. Secure Job Order Slip Order none 2 mins Clerk

3. Deliver the

requested items on

the specified date and Job Order

time none 30 mins Employees
TOTAL 34 mins

2. Request for Documents/Certificates

Certificate of "No Pending Case" is required for loan applications of Barangay Officials and

staff.

Office:

Office of the Sangguniang Bayan

Classification:

Simple

Type of Transaction:

G2C - Government-to-Government

Who may avail:

All Government Officials and Staff

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Letter Request

Sangguniang Barangay

FEES TO | PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS BE PAID TIME RESPONSIBLE
1. Receive Letter
1. Present Letter Request Request none 2 minutes Receiving Clerk
2. Prepare the
requested documents |none 5 minutes SB Secretary
3. Release the
documents none 2 minutes SB Secretary
TOTAL 9 mins




OFFICE OF THE MUNICIPAL TREASURER

1. ISSUANCE OF OFFICIAL RECEIPT OF REAL PROPERTY TAX (AMILYAR)

This is the Tax imposed by the Office of the Municipal Treasurer on all persons National or Judicial owning or

administering Real Property including the improvements.

Office or Division: OFFICE OF THE MUNICIPAL TREASURER
Classification: SIMPLE
Type of Transaction: G2C/G2G (GOVERNMENT TO CLIENT)/ (GOVERNMENT TO GOVERNMENT)
Who may avail: REAL PROPERTY OWNERS
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Latest Official Receipt of Payment of .
Tob ded by the t
Real Property ( 1 original or photocopy ) or 0 be provided by the taxpayer
2. Notice of Assessment Office of the Municipal Assessor
CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING TIME | PERSON RESPONSIBLE
Computation for
ted RPT:
1. Receives the Updated
. Assessed Value x 1% x .
document given by ) 5 minutes
2 (Basic & SEF) less
the Taxpayer . .
1. Present the latest Official discount Deadline
Receipt or Notice of Assessment March 31 )
Revenue Collection Clerk Ill
(WINDOW 1 or 2 of Treasury . L . .
Computation for / Administrative Officer |
Department, Ground Floor .
Municioal Hall Delinquent RPT:
unicipal Hall) 2. Verifies and Assessed Value x 1% x
compute the Real 2 (Basic & SEF) + 2% 10 minutes
Property Tax penalty per month of
delay not exceed 36
months
2. Pay the required fees (WINDOW Total amount of
v q ( Accepts payment and . Revenue Collection Clerk Ill
1 or 2 of Treasury Department, issue Official Receipts computed Real > minutes / Administrative Officer |
Ground Floor, Municipal Hall) P Property Tax
3. Receive the Official Receipt
(WINDOW 1 or 2 of Treasury Release of Official . Revenue Collection Clerk Ill
. None 1 Minute . . .
Department, Ground Floor, Receipt / Administrative Officer |
Municipal Hall)
10 Minutes
D ding on the
TOTAL:|Based on Assessment (Depending on
Assessed Value or
Transaction)

END OF TRANSACTION




2. ISSUANCE OF TAX CLEARANCES

Certification issued by the Office

of the Municipal Treasurer to property owners who pay their updated Real Property Tax.

Office or Division:

OFFICE OF THE MUNICIPAL TREASURER

Classification:

SIMPLE

Type of Transaction:

G2C/G2G (GOVERNMENT TO CLIENT)/ (GOVERNMENT TO GOVERNMENT)

Who may avail:

REAL PROPERTY OWNERS

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. Latest Official Receipt of Payment of
Real Property ( 1 original or photocopy ) or

2. Notice of Assessment or Cert. of Tax Declaration

To be provided by the taxpayer

Office of the Municipal Assessor

3. Community Tax Certificate (CEDULA)

Tyo be provided by the taxpayer / person requesting

CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE
1. Submit the complete Review / Verify the
requirements (WINDOW 1 or 2 of | presented document . Revenue Collection Clerk Ill
o None 1 Minute . . .
Treasury Department, Ground if paid of Current Year / Administrative Officer |
Floor, Municipal Hall) Real Property Tax
2. Pay the required fees (WINDOW
v au! ( Accepts payment and Php 150.00 per . Revenue Collection Clerk Ill
3 or 4 of Treasury Department, . L. . 2 Minutes . . .
. issue Official Receipts Clearance / Administrative Aide |
Ground Floor, Municipal Hall)
Prepare the Tax . Revenue Collection Clerk Ill
None 2 Minutes
Clearance / Administrative Officer |
3. Present the Official Receipt
(WINDOW 1 or 2 of Treasury Review Tax Clearance None 1 Minute Revenue Collection Clerk Ill
Department, Ground Floor Certificate / Administrative Officer |
Municipal Hall) Aporoval of Tax Municipal Treasurer or
PP None 1 Minute Assistant Municipal
Clearance
Treasurer
4. Receive Tax Clearance
(WINDOW 1 or 2 of Treasury . Revenue Collection Clerk Ill
Rel Tax Cl None 1 Minute
Department, Ground Floor, clease faxtiearance / Administrative Officer |
Municipal Hall)
TOTAL: Php 150.00 per 8 Minutes

Clearance

END OF TRANSACTION




3. APPLICATION OF BUSINESS PERMITS - NEW APPLICANTS

This is issued by the Office of the Municipal Treasurer to persons / company who operated a business within

the Municipality of Balagtas, Bulacan. This tax is payable for every distinct establishment.

Office or Division:

OFFICE OF THE MUNICIPAL TREASURER

Classification:

SIMPLE

Type of Transaction:

G2C/G2G (GOVERNMENT TO CLIENT) / (GOVERNMENT TO GOVERNMENT)

Who may avail:

ALL BUSINESS OWNERS OPERATING IN BALAGTAS

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. Business Permit Application Form

2. For Single Proprietorship - DTI Permit (Original

and 1 Photocopy)

For Corporation / Partnership - SEC Articles of

Incorporation and By Laws (Original and

1 Photocopy)

For Cooperative - Cooperative Development
Authority (CDA) (Original and 1 Photocopy)

Business Permit Licensing Office (Ground Floor -
Municipal Hall)

DTI Booth - 2nd Floor - Municipal Hall

Securities and Exchange Commission - Pasay City

Cooperative Development Authority, Pampanga
Extension Office, Main Road, Diosdado Macapagal
Regional Center, City of San Fernando, Pampanga

3. Barangay Business Clearance (Original and 1

Photocopy)

Barangay Hall where the business is located in

Balagtas, Bulacan

4. Cedula (Original and 1 Photocopy)

Barangay where the business is located / WINDOW 7
Office of the Municipal Treasurer (Ground Floor - Municipal

Hall)
FEES TO BE PROCESSING
CLIENT STEPS AGENCY ACTION PERSON RESPONSIBLE
PAID TIME
Verify completeness
of the submitted Administrative Aide | /
requirementsand . Adiministrative Assistant IV
. ] None 2 minutes . .
encoding the details (Business Permit and
) of the business / Licensing Office)
1. Present duly accomplished applicant
Application Form together with the
complete requirements
Based on Municipal Treasurer /
Assessment and . . . .
. Capital and . Administrative Assistant VI
computation for the 8 minutes . L
) Nature of (Office of the Municipal
business tax .
Business Treasurer)
Municipal Treasurer /
Rel f Administrative Assistant VI
2. Receive Assessment Form clease 0 None 2 Minutes m”j”S rative 55|s.a.n
Assessment Form (Office of the Municipal
Treasurer)
3. Payment of required fees Receive payment and Based on
(WINDOW 6 Treasury Department, | issuance of Official Assessment 2 Minutes Administrative Assistant VI
Ground Floor, Municipal Hall) Receipt Form
14 Minutes
TOTAL: Based on (Depending on
Assessment the assessed
amount)

END OF TRANSACTION




4. APPLICATION OF BUSINESS PERMITS - FOR RENEWAL

This is issued by the Office of the Municipal Treasurer to persons / company who operated a business within

the Municipality of Balagtas, Bulacan. This tax is payable for every distinct establishment.

Office or Division:

OFFICE OF THE MUNICIPAL TREASURER

Classification: SIMPLE

Type of Transaction:

G2C/G2G (GOVERNMENT TO CLIENT) / (GOVERNMENT TO GOVERNMENT)

Who may avail:

ALL BUSINESS OWNERS OPERATING IN BALAGTAS

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. Business Permit Application Form

2. For Single Proprietorship - DTI Permit (Original
and 1 Photocopy)
For Corporation / Partnership - SEC Articles of
Incorporation and By Laws (Original and
1 Photocopy)
For Cooperative - Cooperative Development
Authority (CDA) (Original and 1 Photocopy)

Business Permit Licensing Office (Ground Floor -
Office of the Municipal Mayor)

DTI Booth - 2nd Floor - Municipal Hall

Securities and Exchange Commission - Pasay City

Cooperative Development Authority, Pampanga
Extension Office, Main Road, Diosdado Macapagal

Regional Center, City of San Fernando, Pampanga

3. Barangay Business Clearance (Original and 1
Photocopy)

Barangay Hall where the business is located in
Balagtas, Bulacan

4. Cedula (Original and 1 Photocopy)

Barangay where the business is located / WINDOW 7
Treasury Department (Ground Floor)

5. Latest Mayor's Permit and Receipts or Assessment Form
(1st - 4th Quarter) Original Copy

To be provided by the Taxpayer

6. BIR Returns preceeding year (Forms 2550M, 2550Q,
2551M, 1701Q, or 1702Q) or Financial Statement (FS) or
Notarized Certificate of Gross Sales/Income (If No
Operation/Sales - Affidavit of No Operation/Sales) Original
and 2 Photocopies

To be provided by the Taxpayer / Accounting Office or Firm,
Notary Public

FEES TO BE PROCESSING
CLIENT STEPS AGENCY ACTION PERSON RESPONSIBLE
PAID TIME
Verify completeness
of the submitted Administrative Aide | /
requirementsand . Adiministrative Assistant IV
. . None 2 minutes . .
encoding the details (Business Permit and
of the business / Licensing Office)
applicant
Computation
for Updated
Business
Permit:
Based on Gross
Sales/Receipts 8 minutes
1. Present duly accomplished and Nature of
Application Form together with the Business
complete requirements Deadline: On or .
Assessment and Before January M.LJITICIpa.| Treas.urer/
. Administrative Assistant VI
computation for the 20 . o
. (Office of the Municipal
business tax
Treasurer)
Computation
for Delinquent
Business
Permit:
25% Penalty + 10 minutes
2% Surcharge
per month not
exceed 36
months.




Municipal Treasurer /
Rel f Administrative Assistant VI
2. Receive Assessment Form clease 0 None 2 Minutes mn.1|s rative 55|s.a.n
Assessment Form (Office of the Municipal
Treasurer)
3. Payment of required fees Receive payment and Based on
(WINDOW 6 Treasury Department, |issuance of Official Assessment 2 Minutes Administrative Assistant VI
Ground Floor, Municipal Hall) Receipt Form
14 Minutes
TOTAL: Based on (Depending on
Assessment the assessed
amount)

END OF TRANSACTION

5. ISSUANCE OF BUSINESS CLOSURE CERTIFICATIONS

This is issued by the Office of the Municipal Treasurer for authenticity of the documents requested as per

attached supporting papers.

Office or Division: OFFICE OF THE MUNICIPAL TREASURER
Classification: SIMPLE
Type of Transaction: G2C/G2G (GOVERNMENT TO CLIENT) / (GOVERNMENT TO GOVERNMENT)
Who may avail: ALL BUSINESS OWNERS OPERATING IN BALAGTAS
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Affidavit of Closure To be provided by the Taxpayer / Notary Public
2. Barangay Business Closure Certification Barangay where the business is established.

3. Surrender the following (Must be Original):
3.1. Latest Mayor's Permit
3.2. Mayor's Plate
Note: In case the Mayor's Permit and Mayor's
Plate is lost, Please secure Affidavit of Loss for

To be provided by the Taxpayer / Notary Public

the both requirements.

4. BIR Returns preceeding year (Forms 2550M, 2550Q,
2551M, 1701Q, or 1702Q) or Financial Statement (FS) or
Notarized Certificate of Gross Sales/Income (If No
Operation/Sales - Affidavit of No Operation/Sales) Original
and 2 Photocopies

To be provided by the Taxpayer / Accounting Office or Firm,
Notary Public

FEES TO BE PROCESSING

CLIENT STEPS AGENCY ACTION PERSON RESPONSIBLE
PAID TIME
Verify the documents
/ requirements None 2 minutes Administrative Assistant VI
presented
1. Present necessary documents / Computation
requirements for Business Closure for Business
Certification (Treasury Closure Fee:
Department, Ground Floor, Based on Gross
Compute Business Municipal Treasurer /

Municipal Hall) Sales/Receipts 5 Minutes

last operation

of Business and
Nature of
Business

Closure Fee Administrative Assistant VI




With Last
Business
Operation:
Based on
Assessment
2. Payment of required fees Receive payment and Form Administrative Assistant VI
(Treasury Department, Ground issuance of Official | (wINDOW 6) 2 Minutes / Revenue Collection Clerk
Floor, Municipal Hall) Receipt With No 11l / Administrative Aide |
Business
Operation:
Php 150.00
(WINDOW 3 or
4)
Prepare Certification None 5 Minutes Administrative Assistant VI
3. Present the Official Receipt Check Certification None 2 minutes / Revenue Collection Clerk |
(Treasury Department, Ground
Floor, Municipal Hall)
App.r?val.of None 2 minutes Municipal Treasurer
Certification
4. Receive Certification Release Certification None 1 Minute Administrative AS,SIStant Vi
/ Revenue Collection Clerk |
Tota;| Basedon 19 Minutes
Assessment

END OF TRANSACTION




6. ISSUANCE OF COMMUNITY TAX CERTIFICATE (CEDULA)

A Community Tax Certificate (Cedula) is issued by the Office of the Municipal Treasurer to inhabitant of the
Municipality of Balagtas, eighteen (18) years of age & above. Business with gross sales / receipts, Real
Property owners with assessed value of Php 1,000.00 or above, required by law to file Income Tax Return.

Office or Division: OFFICE OF THE MUNICIPAL TREASURER
Classification: SIMPLE
Type of Transaction: G2C/G2G (GOVERNMENT TO CLIENT) / (GOVERNMENT TO GOVERNMENT)
Who may avail: ALL
CHECKLIST OF REQUIREMENTS WHERE TO SECURE

1. Duly Accoumplished Application Form or WINDOW 7 (Treasury Department - Ground Floor)

Previous Cedula To be provided by the Taxpayer

PROCESSIN
CLIENT STEPS AGENCY ACTION |FEES TO BE PAID 0:"\:: G PERSON RESPONSIBLE
1 . ) "
(WINDO?N 7 Treasury Department, form,.prepare, and None 2 Minutes Revenue Collection Clerk |
.. print Cedula

Ground Floor, Municipal Hall)
2 Si T . Revi .

Sign and put Thumbprint on the eview the issued None 1 Minute Revenue Collection Clerk |

Cedula Cedula

For Individual:
Receipts or
Salaries/Php
1,000.00 x Php
1.00 + Php 5.00
Deadline:
February 28
with 2% Penalty
charge every
month

2 Minutes Revenue Collection Clerk |

Accept payment and | For Corporation
issue Cedula / Partnership:
Gross Receipts
or Earnings /
Php 5,000.00 x
Php 2.00 + Php
500.00
Deadline:
February 28
with 2% Penalty
charge every

3. Pay the required fees

2 Minutes Revenue Collection Clerk |

month
4. Receive the Cedula Releasing of Cedula None 1 Minute Revenue Collection Clerk |
6 Minutes
TOTAL: Based on (Depending on
Assessment the assessed
amount)

END OF TRANSACTION




7. FEES AND CHARGES

This is issued by the Office of the Municipal Treasurer as payment for documentary requirements of

different offices.

Office or Division: OFFICE OF THE MUNICIPAL TREASURER
Classification: SIMPLE
Type of Transaction: G2C/G2G (GOVERNMENT TO CLIENT) / (GOVERNMENT TO GOVERNMENT)
Who may avail: ALL
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Order of Payment (Different Offices) Offices issued Order of Payment
CLIENT STEPS AGENCY ACTION FEESTOBE | PROCESSING PERSON RESPONSIBLE
PAID TIME
1. Submit Order of Payment
(WINDOW 3 or 4 Treasury Receive Order of . Revenue Collection Clerk IlI
None 1 Minute . . .
Department, Ground Floor, Payment presented / Administrative Aide |
Municipal Hall)
Based on .
. Accepts payment and . Revenue Collection Clerk Il
2. Pay the required fees . . . Order of 3 Minutes . . .
issue Official Receipts / Administrative Aide |
Payment
Rel f Official R Collection Clerk Il
3. Receive Official Receipt € ea?se © cia None 1 Minute evenue. _o ec .|on .er
Receipt / Administrative Aide |

Depending on
TOTAL:| the assessed 5 Minutes
amount

END OF TRANSACTION

8. TRAFFIC VIOLATION

This is issued by the Office of the Municipal Treasurer to person who violates Traffic Ordinance in this

different offices.

Office or Division: OFFICE OF THE MUNICIPAL TREASURER
Classification: SIMPLE
Type of Transaction: G2C/G2G (GOVERNMENT TO CLIENT) / (GOVERNMENT TO GOVERNMENT)
Who may avail: ALL
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Traffic Violation Receipt (Original) From Traffic Enforcer/Philippine National Police - Balagtas

Provincial Police given to the Violator

Note: If the Traffic Violation Receipt is misplaced or
lost, the violator needs to secure Affidavit of |Notary Public

Loss before claiming his/her license or plate.

CLIENT STEPS AGENCY ACTION FEE:A.I;g BE PRO_I(_:IIIEVSIEING PERSON RESPONSIBLE

1. Present Traffic Violation

Receipt or Affidavit of Loss Review the Traffic Revenue Collection Clerk Il
(WINDOW 3 or 4 Treasury Violation Receipt None 1 Minute L. . .

/ Administrative Aide |
Department, Ground Floor, presented

Municipal Hall)




Based on
Accept Payment and Revenue Collection Clerk IlI

Traffic 3 Minutes
issue Official Receipt . _I / Administrative Aide |
Violation

2. Pay the required fees

Rel f Official R Collection Clerk IlI
3. Receive Official Receipt clease 0, cia None 1 Minute evenue. _0 ec .|on .er
Receipt / Administrative Aide |

Release of License,

4. Proceed to Impounding Area, | Plate or Motor keys
PMFC Outpost, or Police Station | (Depending on what
is confiscated)

Traffic Enforcer / Provincial
None 3 Minutes | Police / Philippine National
Police - Balagtas

Depending on
the Violation

TOTAL: 8 Minutes

END OF TRANSACTION

9. ISSUANCE OF PROFESSIONAL TAX RECEIPT (PTR)

This is issued by the Office of the Municipal Treasurer to all professionals who passed the Bar examinations
or any Board or other examinations conducted by the Philippines Regulation Commission (PRC) for the

exercise or practice of his/her profession.

Office or Division: OFFICE OF THE MUNICIPAL TREASURER
Classification: SIMPLE
Type of Transaction: G2C (GOVERNMENT TO CLIENT)
Who may avail: VALID BOARD PASSERS
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
WINDOW 4, T D Fl
1. Duly Accomplished Professional Tax Receipt Form . O 3 or 4, Treasury Department, Ground Floor,
Municipal Hall

2. Valid BAR or PRC issued ID (Original) To be provided by the Taxpayer

FEES TO BE | PROCESSING

CLIENT STEPS AGENCY ACTION PERSON RESPONSIBLE
PAID TIME
1. Present the Accomplished
PTR Form and Valid BAR or PRC Review the Revenue Collection Clerk il
issued ID (WINDOW 3 or 4 requirements None 1 Minute L . .
/ Administrative Aide |

Treasury Department, Ground presented
Floor, Municipal Hall)

Php 330.00

Deadline:

January 31

ith 25%
Accept Payment and Wi 0 Revenue Collection Clerk IlI

penalty plus 3 Minutes

2% surcharge

every month
for late
payment

2. Pay the required fees

issue Official Receipt / Administrative Aide |

Revenue Collection Clerk 11l

3. Receive PTR Release of PTR None 1 Minute
/ Administrative Aide |

Php 330.00
(No penalty)
(w/ penalty
depends on
when it is
being paid)

TOTAL: 4 Minutes

END OF TRANSACTION




10. ISSUANCE OF OTHER CERTIFICATIONS

This is issued by the Office of the Municipal Treasurer for the authenticity of the documents requested as per
attached supporting papers.

Office or Division: OFFICE OF THE MUNICIPAL TREASURER
Classification: SIMPLE
Type of Transaction: G2C/G2G (GOVERNMENT TO CLIENT) / (GOVERNMENT TO GOVERNMENT)
Who may avail: ALL
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Request Slip or Order of Payment needed for .
Tob ded by the T
issuance of Certification (Original) © be provided by the faxpayer
FEES TO BE | PROCESSIN
CLIENT STEPS AGENCY ACTION STO OCESSING PERSON RESPONSIBLE
PAID TIME
1. Present necessary documents
i ts for th ifi Revi d Verify th
/regtlure.men s for the specific eview a.n erify the . Administrative Assistant VI /
certification needed (Treasury requirements None 2 Minutes .
Revenue Collection Clerk |
Department, Ground Floor, presented
Municipal Hall)
2. Pay the required fees
Y au! Php 100.00 ,
(WINDOW 3 or 4 Treasury Accept Payment and or 3 Minutes Revenue Collection Clerk IlI
Department, Ground Floor, issue Official Receipt .p. . / Administrative Aide |
. certification
Municipal Hall)
P h Admini ive Assi VI
rep?a'ret' e None 12 Minutes dministrative s.S|stant /
Certification Revenue Collection Clerk |
3. Present the Official Receipt Check the None > Minutes Administrative Assistant VI /
Certification Revenue Collection Clerk |
A | of
pp.rc.)va 'o None 2 Minutes Municipal Treasurer
Certification
Administrative Assistant VI
4. Receive Certification Release Certification None 2 Minutes ministrative S.SIS an /
Revenue Collection Clerk |
Php 100.00
TOTAL: per 23 Minutes
certification

END OF TRANSACTION




11. ISSUANCE OF CERTIFIED TRUE COPY OF RECEIPTS

This is issued for the authenticity of the receipts requested.

Office or Division:

OFFICE OF THE MUNICIPAL TREASURER

Classification:

SIMPLE

Type of Transaction:

G2C/G2G (GOVERNMENT TO CLIENT) / (GOVERNMENT TO GOVERNMENT)

Who may avail: ALL
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Upon Request Requested by the Client or Authorized Representative
FEES TO BE | PROCESSING
CLIENT STEPS AGENCY ACTION PERSON RESPONSIBLE
PAID TIME
Check / Verif
1. Present requirements to be resenizd{:lo::n:/ents Administrative Assistant VI /
certified (Treasury Department, P or requirements None 1 Minute Revenue Collection Clerk IlI
Ground Floor, Municipal Hall) q / Revenue Collection Clerk |
presented
2. Pay the required fees
(WINDOW 3 or 4 Treasury Accept Payment and [Php 50.00 per 3 Minutes Revenue Collection Clerk IlI
Department, Ground Floor, issue Official Receipt | certification / Administrative Aide |
Municipal Hall)
Photocopy Document Administrative Assistant VI /
requested and affix None 2 Minutes | Revenue Collection Clerk Il
signature / Revenue Collection Clerk |
3. Present the Official Receipt
A | of
pp.rc.)va _o None 2 Minutes Municipal Treasurer
Certification
Administrative Assistant VI /
4. Receive Certification Release Certification None 2 Minutes Revenue Collection Clerk Il
/ Revenue Collection Clerk |
Php 50.00
TOTAL: per 10 Minutes

certification

END OF TRANSACTION




12. ISSUANCE OF CHECKS

Office or Division:

OFFICE OF THE MUNICIPAL TREASURER

Classification:

SIMPLE

Type of Transaction:

G2C/G2G (GOVERNMENT TO CLIENT) / (GOVERNMENT TO GOVERNMENT)

Who may avail:

ALL

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Valid Identification Card
Official Receipt

To be provided by the Individual receiving the check

To be provided by the Supplier for payment

PROCESSING
CLIENT STEPS AGENCY ACTION |FEES TO BE PAID TIME PERSON RESPONSIBLE
1. Present Valid ID or OR (in case
of a supplier) - WINDOW 9 Receive and verify the None 1 Minutes Administrative Assistant |
Treasury Department, Ground ID or OR presented
Floor, Municipal Hall)
2. Sign the Voucher and Logbook Return the ID or OR None 1 Minute Administrative Assistant |
4. Receive the Check Releasing of Check None 1 Minute Administrative Assistant |
TOTAL: None 3 Minutes

END OF TRANSACTION




13. PAYROLL - SALARIES AND WAGES

Office or Division:

OFFICE OF THE MUNICIPAL TREASURER

Classification:

SIMPLE

Type of Transaction:

G2C (GOVERNMENT TO CLIENT)

Who may avail:

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Personal Appearance
PROCESSING

CLIENT STEPS AGENCY ACTION |FEES TO BE PAID TIME PERSON RESPONSIBLE
1. Sign the Payroll (WINDOW 7
Treasury Department, Ground Review the Payroll None 1 Minutes Administrative Officer V
Floor, Municipal Hall)

. Release the . . . .
2. Receive the Salary/wage None 1 Minute Administrative Officer V
salary/wage
TOTAL: None 2 Minutes

END OF TRANSACTION




