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MESSAGE 

 

With immense pride, we unveil the 5th Edition of 
our Citizens Charter Book, showcasing LGU 
Iligan's unwavering dedication to transparency, 
efficiency, and accountability in public service 
delivery.  

 
Reflecting on our collective journey, it's no secret 
that LGU Iligan faced its fair share of challenges in 
the past. However, through resilience, dedication, 
and tireless efforts, we have embarked on a transformative path to repair and realign 
all government services, ensuring that they meet the needs and expectations of our 
beloved community.  

 
Recent recognition from the Department of Trade and Industry (DTI) as one of the 
Top 3 Most Improved Highly Urbanized Cities, alongside our 19th ranking in 
competitiveness underlines our commitment to improvement. As Mayor, I am deeply 
grateful for the trust and confidence bestowed upon our administration. Guided by 
principles of honesty, integrity, and the fight against corruption, we are committed to 
fostering a culture of good governance.  

 
As we celebrate these achievements, I urge each and every one of you to remain 
steadfast in our mission to provide efficient, transparent, and accountable public 
services to our constituents. The publication of the 5th edition of the Citizens Charter 
book serves as a tangible reminder of our commitment to excellence and our 
responsibility to uphold the highest standards of governance. I call upon you to 
continue working diligently while implementing the provisions outlined in this book. 
Let us embrace this opportunity to further improve and enhance our service delivery 
mechanisms, ensuring that we meet the needs and expectations of our community.  

 
Aligned with Republic Act No. 11032, our objectives emphasize streamlined and 
citizen-centric services. We have embraced the 15 Iligan Development Goals, 
focusing on Sustainable Economic Growth, Social Equity and Inclusion, and Good 
Governance and Institutional Excellence. Collaborating with stakeholders including 
the Anti-Red Tape Authority (ARTA), we aim to enhance governance processes and 
eliminate bureaucratic barriers hindering efficient service delivery.  

 
The Citizens Charter serves as a vital tool empowering constituents with knowledge 
and resources to engage effectively with their local government. We acknowledge 
the importance of feedback in evolving and improving the charter to meet evolving 
community needs. And this edition symbolizes our collective journey of growth, 
improvement, and transformation. 

 



 

 
 

In conclusion, I extend my heartfelt gratitude for the resilience and dedication 
demonstrated by our community. Together, let us continue to build a future 
characterized by promise, opportunity, and prosperity for all residents of Iligan City.  

 
Thank you for your continued support, and may we march forward with confidence 
towards a brighter tomorrow.  

 
Asenso Iliganon! 
  

 

 

  FREDERICK W. SIAO 

City Mayor 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 
 

MESSAGE 

 

On behalf of the legislative branch of the City of 
Iligan, I extend our heartfelt congratulations and full 
support for the launch of the Anti-Red Tape 
manual.  This initiative marks a significant step 
forward in our collective mission to foster a more 
efficient, transparent and service-oriented 
government. 
 

As representatives of the people, we recognize the 
need to streamline processes and eliminate bureaucratic hurdles that impede our 
city's growth and the well-being of our citizens.   The principles and guidelines 
encapsulated within this manual are a testament to our dedication to simplify 
processes, enhance accessibility and empower our citizens. It is also a tool by which 
we hold ourselves to the highest standards of public service, ensuring that every 
interaction with our city government is a positive and productive one.   
 

We are confident that under the Siao-Alemania leadership and with the active 
engagement of all sectors of our government, this manual will serve as a tool in 
transforming Iligan City into a model of good governance and efficiency.   
 

We look forward to collaborating closely with the executive branch to ensure the 
successful implementation of the guidelines and procedures outlined in this manual.   
 

Together, we set forth towards a future where red tape is no longer a barrier to 
innovation, progress and community well-being.   
 

Thank you for your support and commitment to excellence.    
 

 

 

 
 

MARIANITO D. ALEMANIA, CPA 

City Vice Mayor 

 

 

 

 

 



 

 
 

MESSAGE  

 

 

This Citizenôs Charter was formulated to make 
manifest of this administrationôs commitment and 
dedication for good governance and to provide 
quality service to its constituents. We have poured 
our hearts and souls to map out and develop 
procedures aimed at delivering the highest 
standard of service conceivable while complying 
with the limitations imposed by law. 
 

For these reasons, we commend all the personnel and staff responsible for ensuring 
that the Local Government Unit of Iligan is able to meet the standards that it has set 
in the delivery of quality service. 
 

However, we urge the public servants under the LGU of Iligan not to limit themselves 
with the requirements imposed by this Citizenôs Charter, but to exert efforts to 
surpass expectations and to adopt such practices and measures that would further 
improve the delivery of services to the constituents of Iligan City, while complying 
with the limitations imposed by law. 
 

May we serve as a model for other government entities and instrumentalities in the 
delivery of exemplary service. Further, we look forward to continue working with you 
in attaining our mutual dreams and aspirations of serving and improving our beloved 
City. 
 

Thank you and Asenso Iliganon! 
 

 

                                                    
                                                                            DARWIN J. MANUBAG, Ph.D. 

City Administrator 
                                                                          Authorized Representative, CART 

 

 

 
 
 

 
 
 
 

 



 

 
 

I. Mandate:  

 

The Iligan City Government adheres and supports the call of President of the 

Republic of the Philippines by strictly implementing Republic Act No. 11032 or 

the ñEase of Doing Business and Efficient Government Service Delivery Act of 

2018,ò and itôs Implementing Rules and Regulations (IRR). As directed, 

streamlining and reengineering of our systems and procedures resulted to the 

revision of our Citizenôs Charter 2021 of Iligan City. 

 

II. Vision: 

 

A globally-competitive, resilient, and smart industropolis with peace loving 
people thriving in a safe, adaptive and clean environment driven by an 
accountable, inclusive and transformative governance. 

 

III. Mission: 

 

Actively pursue a people-centered, law abiding and technology driven 
development that is responsive to the multi-cultural aspirations of Iliganons. 

 

IV. Service Pledge: 

 

We commit: 
 

1. To render prompt, honest, sincere and dedicated service. We hereby pledge 
to follow and achieve to the best of our capabilities the guidelines, principles 
and practices presented in the Iligan City Government Citizenôs Charter 
Services Guidebook. 
 
 

2. To strongly advocate for the adoption of effective and efficient government 
service delivery to prevent graft and corruption. 

 

3. To monitor and evaluate our services to capacitate and improve our services 

by streamlining/re-engineering our systems and procedures. 
 

4. To strengthen our information, education campaign on government services 

emphasizing attending to clients even during lunch break and those who are 

within the premises of the office prior to the end of official working hours. 

 

 

 
 



 

 
 

LIST OF SERVICES 
 

 
 

1. City Accountantôs Office 
 

External Services  

1. Request for Issuance Certificate of Availability of Funds (CAF 2 

2. Request for Issuance of Net Take Home Pay (Pay Slip) 4 

3. Request for Pre-assessment of Claims for the Payment of Goods, 
Services, and other Claims under Competitive Bidding 
(Competitive Bidding Goods) 

5 

4. Request for Pre-assessment of Claims for the Payment of Goods, 
Services, Personnel, and other Claims (Alternative Modality) 

31 

5. Request for Pre-assessment of Claims for the Payment of Goods, 
Services, Personnel, and other Claims (Competitive Bidding 
Infrastructure) 

49 

6. Request for Pre-assessment of Claims for the Payment of Goods, 
Services, Personnel, and other Claims (Payroll ï Other Claims) 

66 

7. Request for Pre-assessment of Claims for the Payment of Goods, 
Services, Personnel, and other Claims (Payroll - Personnel) 

77 

8. Request for Pre-audit of Claims for the Payment of Goods, 
Services, Personnel, and other Claims (Alternative Modality) 

92 

9. Request for the Preparation of Statutory and Other Prescribe 
Remittances (Personnel) 

94 

10. Request for Preparation of Accountantôs Advice of Local Checks 
Disbursement 

95 

11. Request for Pre-Audit of Financial Claims for the Payment of 
Goods, Services, Personnel, and other Claims 

96 

11.1 PAYROLL (Other Claims)  96 

11.2 PAYROLL (Personnel)  98 

 

 
2. City Administratorôs Office 
  

External Services  

1. Action Undertaken to a Received Correspondence 101 

2. Processing the Payment of Goods and Services 102 

3. Request for Assessment for Traffic Violation Fees 104 

4. Request for Schedule for a Guided Tour in Iligan City 107 

5. Request for Schedule of Mandatory Defensive Driving Orientation 
Seminar 

108 

6. Request for Traffic Clearance 109 

  

Internal Services  

1. Request for Schedule of Repair and Maintenance of Information 114 

Page  
Number 



 

 
 

and Communication Technology (ICT) Equipment 

2. Request for Security Services to the City Government Vital 
Facilities 

115 

  

Both External and Internal Services  

1. Request/Queries on Funeral, Recorida, Motorcade, Fun Run, and 
Procession with Requests on Escort/Motorcycle Guide 

118 

   
 

3. City Agriculturistôs Office 
  

External Services  

1. Assistance to Fisherfolk Enterprise Development Information 
System (FFDIS) Enrollment 

122 

2. Enrollment of Individual Farmer and Fisherfolk to the Registry 
System for Basic Sectors in Agriculture (RSBSA) 

124 

3. Farmers application to Philippine Crops Insurance Corporation 125 

4. Provision of IEC Materials for Farmers and Fisherfolk  125 

5. Registration of Fisherman and Fishing Vessel 127 

6. Request Assistance for Agricultural Credit and Grants 128 

7. Request for Community Organizing 130 

8. Request for Endorsement to Agricultural Training Institute (ATI) 
Application for Learning Sites for Agriculture (LSA) 

131 

9. Request for Soil Analysis 132 

10. Request for Provision of  Farm Machineries and Equipment 
Services 

133 

 
 
4. City Assessorôs Office 
 

External Services  

1. Cancellation of Tax Declaration of Building 135 

2. Encumbrances Annotation 141 

3. Encumbrances Cancellation 145 

4.  Historical Research of Real Properties 149 

5. Issuance of Certification (Ad Hoc) 153 

6. Issuance of Certification (Latest and Existing/ No Revision/ No 
Encumbrances) 

157 

7. Issuance of Certification of Improvements (With Improvement or 
No Improvement) 

161 

8. Issuance of Certification of Real Property Holdings (With Property 
or No Property) 

165 

9. Issuance of Certified True Copy of Cancelled Tax  
Declaration  

169 

10. Issuance of Certified True Copy of Tax Declaration  173 

11. Issuance of Certified True Copy of Tax Declarations and 177 



 

 
 

Certifications for Estate Tax Purposes 

12. Issuance of Tax Declaration for Consolidation of Lands 181 

13. Issuance of Tax Declaration for Newly Declared Land 191 

14. Issuance of Tax Declaration for Occupancy Permit Application 201 

15. Issuance of Tax Declaration for Subdivision and Transfer of 
Portion of Land and/or Improvements  

208 

16. Issuance of Tax Declaration for Subdivision of Land 219 

17. Issuance of Tax Declaration for Transfer of Land and/or 
Improvements  

233 

18. Issuance of Tax Declaration of Improvement due to Correction of 
Entry 

243 

19. Issuance of Tax Declaration of Land due to Correction of Entry 250 

20. Property Identification Number (PIN) for Declared Land and/or 
Improvements 

258 

21. Property Identification Using Tax Maps 260 

22. Request for Assessment of Improvements 262 

23. Request for Re-Assessment/ Reclassification of Improvements 269 

24. Request for Re-Assessment/ Reclassification of Land 277 

  

Both External and Internal Service  

1. Action under taken on received correspondence including those 
on Appraisal and Assessment Concerns 

303 

 
 

5. City Budget Office 
 

External Services  

1. Issuance of Administrative Order for Transfer of Funds 291 

2. Issuance of Certification of Existence of Appropriation 294 

3. Issuance of Special Allotment Release Order 295 

4. Pre-review of Barangay Annual/Supplemental Budget  297 

5. Pre-review of Sangguniang Kabataan Annual/Supplemental 
Budget 

302 

6. Review of the Project Procurement Management Plan 306 

 
 

6. City Civil Registrarôs Office 
 

External Services  

1. Application of Marriage License 309 

2. Issuance of Certified True Copies and Transcription of Civil 
Registry Documents (Birth, Death and Marriage) 

313 

3. Migrant - RA 9048 Petition for Change of First Name (CFN) / 
RA 10172 Correction of (Date of Birth / Sex) 

315 

4. Migrant - RA 9048 Correction of Clerical Error  319 



 

 
 

5. RA 9048 Petition for Change of First Name (CFN) 322 

6. RA 9048 Petition for Correction of Clerical Error (CCE) 327 

7. RA 10172 Petition for Correction of Sex and Date of Birth 331 

8. Registration of Birth Certificate ï Delayed Registration Born at 
Home / Hospital / Clinics 

336 

9. Registration of Birth Certificate ï Delayed Registration (Out of 
Town) 

340 

10. Registration of Birth Certificate - Timely Registration Born at 
Hospital/Maternity Clinics / (Marital / Unknown Father) 

344 

11. Registration of Birth Certificate - Timely Registration Born at 
Home/ Health Centers (Marital / Unknown Father) 

346 

12. Registration of Birth Certificate - Timely Registration Born at 

Hospital/Maternity Clinics (Non-Marital) 

348 

13. Registration of Birth Certificate - Timely Registration Born at 
Home / Health Center (Non-Marital) 

351 

14. Registration Court Decree/Order 353 

15. Registration of Death Certificate ï Timely Registration of Death 

at Hospital 

355 

16. Registration of Death Certificate ï Timely Registration of Death 
at Home / Accidental Cases 

356 

17.  Registration of Death Certificate ï Delayed Registration of 
Death at Hospital 

359 

18. Registration of Death Certificate ï Delayed Registration of 
Death at    Home/Accidental Cases 

361 

19. Registration of Legal Instruments 365 

20. Registration of Marriage Certificate ï Timely Registration 369 

21. Registration of Marriage Certificate ï Delayed Registration 371 

 
 
7. City Cooperative Development and Livelihood Office 
 

External Services  

1. Request for Assistance in the Submission of Reports through 
Cooperative Assessment Information System (CAIS) 

374 

2. Request for Livelihood Assistance 376 

3. Request for Livelihood Training 378 

4. Request for Loan Under the City Cooperative Livelihood 
Assistance Program (CCLAP) 

380 

Phase 1: Receipt of Application 380 

Phase 2: Committee Evaluation 383 

Phase 3: Approval and Signing of MOA 387 

Phase 4: Processing and Release of Loan 391 

5. Request for Mandatory Trainings 395 

6. Request for Pre-Registration Seminar 396 

 



 

 
 

8. City Engineerôs Office 
   

External Services   

1. Declogging and Deepening of Drainage Canals   399 

2. Field and Laboratory Testing Services (Concrete Cylinder, 
Concrete Hollow Blocks, Maximum Dry Density & RBS Tensile) 

401 

3. Field and Laboratory Testing services (Field Density Test) 404 

4. Issuance of Certification to Access Quarry Permits 407 

5. Issuance of Drainage Certificate 409 

6. Issuance of Excavation Permit for Water Line Connection 411 

7. Issuance of Road Right of Way Clearance Certificate 414 

8. Issuance of Tartanilla/ Trisicad Inspection Certification 416 

9. Land Survey Services 418 

  

Both External and Internal Services   

1. Planning, Designing and Programming Services 422 

 

 
9. City Environment and Natural Resources Office 
 

External Services   

1. Action Undertaken to a Received Correspondence 426 

2. Certification of Environmental Compliance for Activities Involving 
Lumber, Wooden Furniture, and Sawmill 

427 

3. Certification of Environmental Compliance for Application of 
Business Permit 

430 

4. Certification of Environmental Compliance for Recreational 
Water Activities 

436 

5. Certification of Environmental Compliance for the Application 
Annual Business Permit for Quarry Operators, Hollow Blocks 
Dealer, or Sand and Gravel Dealer 

439 

6. Issuance of Payment Order of Recyclables, Organic/Vermi 
Compost at Central Material Recovery and Composting Facility 
(CMRCF) 

441 

7. New Application for Quarry and Mines, Sand and Gravel Permit 443 

Phase 1 - Request Schedule for Verification of Quarry Area 
Application 

443 

Phase 2 - Request Endorsement of New Application for 
Industrial Sand and Gravel (ISAG) and Commercial Sand 
and Gravel (CSAG)/ Quarry Permit to the City Mines 
Regulatory Board 

445 

Phase 3 - Registration of Approved Quarry Permits for New 
Application 

449 

8. Renewal of Application for Quarry and Mines, Sand, and Gravel 
Permit 

451 

Phase 1 - Request Schedule for Verification and Endorsement 451 



 

 
 

of Quarry Area for Renewal Application 

Phase 2 - Registration of Approved Quarry Permits for 
Renewal Application 

455 

9. Request for Inspection of Establishment as Complaint Occurs 457 

10. Request for Payment Order of Delivery Receipts 459 

11. Request for the Authorization to Haul 461 

12. Request for the Endorsement for Supply Contract Agreement 463 

 

 
10. City General Services Office 
 

Internal Services  

1. Request for Maintenance of Air-conditioning Units 466 

  

Both Internal and External Services  

1. Request for Clearance for Property, Plant, and Equipment 
Accountability 

468 

2. Request for a Copy of Land Title for Government 
Owned/Acquired Lot 

469 

3. Request for Issuance of Permit to Use Government Facilities  470 

 
 

11. City Health Office 
  

External Services  

1. Complaint of Health and Sanitation Problems/Issues 472 

2. Referral of Outpatient Consultation in the City Health Office 473 

3. Request of Animal Bites (Anti-Rabies) Vaccination 474 

4. Request for Dental Services 475 

5. Request for Fumigation Services 476 

6. Request for Laboratory Services 477 

7. Request for Medical Mission 482 

8. Request for Medico-Legal Services 483 

9. Request for Reproductive Tract Health Exams Services 487 

10. Request for the Issuance of Certificate for Water Potability 488 

11. Request for the Issuance of Dental Certificate 490 

12. Request for the Issuance of Exhumation Permit, Transfer of 
Cadaver, and Temporary Burial Permit 

491 

13. Request for the Issuance of Health Card 493 

14. Request for the Issuance of Medical Certificate 495 

15. Request for the Issuance of Sanitary Permit 497 

16. Request for Tuberculosis Treatment Services (TB-DOTS) 499 

  

  



 

 
 

Internal Services  

1. Dispensing of Medical Supplies 502 

 

12. City Human Resource Management Office 

    

External Services   

1. Recruitment, Selection and Placement Services 504 

Stage 1: Recruitment  504 

Stage 2: Selection 507 

Stage 3: Placement 513 

2. Request for Application of Work Immersion and On-the-Job 
Training 

519 

3. Request for Career Guidance and Employment Coaching 
(CGEC) or Labor Education for Graduating Students (LEGS) 

520 

4. Request for Issuance of PESO Certification for Job Applicants 
and Local Establishments 

521 

5. Request for No Objection Certification for Overseas and Local 
Recruitment Activity 

523 

6. Request for Posting of Approved Job Vacancies of Local 
Establishments and Overseas Agencies 

525 

7. Request for Pre-Assessment of Applications of the Iligan City 
Mayorôs Scholarship Examination 

527 

  

Internal Services  

1.   Request for Pre-assessment of the Leave Applications 532 

2. Request for Conduct of Learning and Development Intervention/s 536 

3. Request for Evaluation of Travel Order 537 

  

Both External and Internal Services  

1. Request for Issuance of Certification or Service Record 540 

 
 

13. City Legal Office 
 

External Services  

1. Issuance of Affidavit of Abandonment 546 

2. Issuance of Affidavit of Acknowledgment of Paternity 548 

3. Issuance of Affidavit of Legal Beneficiaries 550 

4. Issuance of Affidavit of Cohabitation 552 

5. Issuance of Affidavit of Consent (for Marriage) 554 

6. Issuance of Affidavit of Exhumation 556 

7. Issuance of Affidavit of Guardianship (for Scholarship Purposes 
only) 

558 



 

 
 

8. Issuance of Affidavit of Late Registration (Birth) 560 

9. Issuance of Affidavit of Late Registration (Death) 563 

10. Issuance of Affidavit of Legitimation 565 

11. Issuance of Affidavit of Loss (Business Permit) 567 

12. Issuance of Affidavit of Loss (School IDs, Studentôs Library Card, 
Private Company IDs, or Wallet and all its contents, excluding 
Driverôs License, Official Receipt, Certificate of Registration 
issued by LTO) 

569 

13. Issuance of Affidavit of Low Income for Scholarship 571 

14. Issuance of Affidavit of Next of Kin (Persons with Disability) 573 

15. Issuance of Affidavit of Next of Kin (Senior Citizen) 575 

16. Issuance of Affidavit of Out of Town Registration (Birth) 577 

17. Issuance of Joint Affidavit (Discrepancy) 580 

18. Issuance of Supplemental Report for Birth, Marriage and Death 
Certificates 

582 

19. Rendering of Free Legal Consultation / Advice to Indigents 584 

  

Internal Services  

1. Administer Oaths in Statement of Assets, Liabilities, and Net 
Worth (SALN) Forms 

587 

2. Issuance of Affidavit of Undertaking (Retirement Purposes) 589 

3. Issuance of Certification of No Pending Administrative Case 591 

4. Rendering of Legal Opinion 593 

  

Both Internal and External Services  

1. Administer Oaths in Article 34 Forms 596 

2. Administer Oaths in Personal Data Sheets (PDS) 598 

 

 
14. City Mayorôs Office 
 

External Services   

1. Admission of a Patient to a Facility-Based Outpatient 
Rehabilitation 

601 

2. Admission of a Patient to Aftercare Rehabilitation Program 603 

3. Admission of a Patient to Residential Treatment and 
Rehabilitation Program 

605 

4. Admission of a Patient with a Psychiatric Disorder 607 

5. Application for Appointment On Pre-Marriage Orientation and 
Counseling (PMOC) Seminar 

609 

6. Application for Business Permit 611 

7. Application for Business Permit (Online) 618 

8. Application for Relocation Assistance 624 

9. Issuance of Certificate of Appearance  627 



 

 
 

10. Issuance of Certification of No Business Registration 628 

11. Issuance of Certified True Copy of Business Permit 630 

12. Issuance of City Mayorôs Clearance and Certification 632 

13. Issuance of Gasoline Pumps Sticker 635 

14. Issuance of Occupational / Mayorôs Permit 637 

15. Issuance of Special Permit for Motorcade, Parade, Procession, 
Rally, Alay-Lakad, Caravan and Recorida 

639 

16. Issuance of Special Permit for Product Sampling 641 

17. Issuance of Special Permit to hold Derby and/or Cockfighting 643 

18. Issuance of Special Permit to Operate Motorela, Trisikad, and 
Rig 

645 

19. Issuance of Special Permit to Post Streamers / Tarpaulins 647 

20. Issuance of Special Permit to Print Raffle Tickets 649 

21. Issuance of Van Delivery Sticker 651 

22. Issuance of Weights and Measure Sticker 653 

23. Provision for Burial and Mortuary Assistance 655 

24. Provision for Medical and Hospital Bill Assistance 657 

25. Reissuance of Business Permit 659 

26. Request for Ambulance Assistance for Patient Transport 
Outside Iligan City 

661 

27. Request for Book Lending Services 662 

28. Request for Cutting of Hazardous Trees in Iligan City 663 

29. Request for Data Subject to Disaster Risk Reduction and 
Management Program 

665 

30. Request for Deed of Sale (DOS) to the Housing Beneficiaries 666 

31. Request for Inside Reading and Online Services 668 

32. Request for Issuance of Person with Disability (PWD) 
Certification 

669 

33. Request for Issuance of Person with Disability Identification 
Card (PWD ID) and Booklet 

670 

34. Request for Issuance of Pre-Marriage Orientation and 
Counseling (PMOC) Certificate 

671 

35. Request for Preliminary Land Evaluation for Housing Settlement 673 

36. Request for Preliminary Review of the Homeownerôs 
Association Application for Subdivision Approval at 
Sangguniang Panlungsod - Subdivision Approval and 
Monitoring Office (SP-SAMO) 

675 

37. Request for Renewal of Person with Disability Identification 
Card (PWD ID) 

677 

38. Request for Rescue Vehicle Assistance during Emergency 678 

39. Request for Rescue Vehicle Assistance for Monitoring/Standby 
Medic 

679 

40. Request for Resource Person to Discuss Subjects on Disaster 
Risk Reduction Management 

680 

41. Request for Returning of Books 681 



 

 
 

42. Request for Tent Services for Events 682 

43. Request for Tent Services for Wake 683 

44. Request for Training Schedule Related to Disaster Risk 
Reduction Management Program 

684 

45. Request for Vehicle Services 685 

46. Request of Association for the Preliminary Orientation in the 
Registration with the Department of Housing Settlement and 
Urban Development (DHSUD), Cagayan de Oro City, Region X 

657 

47. Request of Certification for Building, Electrical, and Water 
Connection Permit Purposes 

658 

48. Request of Certification of Full Payment to Socialized Housing 
Beneficiaries 

690 

49. Request of Conditional Contract to Sell (CCS) to the Housing 
Beneficiaries 

691 

50. Request of Sketch Plan by the Housing Beneficiaries 693 

51. Request of the Order of Payment for Lot Amortization Payments 
of City-Owned Socialized Housing Beneficiaries 

695 

52. Retirement of Business Permit  696 

 
 

15. City Planning and Development Office 
 

External Services  

1. Act on application for Consent on Merit / Variance Uses or 
Exception 

702 

2. Act on received correspondence 705 

3. Issuance of Zoning Certification 706 

4. Processing of Zoning/Locational Clearance 708 

5. Research and Data Management Services 715 

6. Request for Zoning Reclassification/Land Conversion 717 

 
 

16. City Social Welfare & Development Office 
 

External Services  

1. Educational Services and Feeding for Street Children and 
Bajau Children 

724 

2. Enrollment of out-of-school (OSY) to SCALA Program 725 

3. Evaluation and verification for inclusion in the list of Locally 
funded Social Pensioners 

726 

4. Included in the List of Assistance to Individuals and Families in 
Crisis Situations 

727 

5. Issuance of Certificate of Indigency 729 

6. Issuance/Transmittal of Parenting Capability Assessment 
Report (PCAR) 

730 

7. Issuance of Referral for Medico-Legal Examination 731 



 

 
 

8. Issuance of Social Case Study Report for medical services 732 

9. Issuance of Solo Parent Identification Card (SPIC) 733 

10. Provision of assistive device to Elderly and Persons with 
Disabilities 

736 

11. Provision of Emergency Financial Assistance to Disaster 
Victims 

738 

12. Provision of locally funded social pension 739 

13. Referral to Residential Care Facility 740 

14. Request for Enrollment and Provision of Supplemental Feeding 
to Pre-school Children in the Day Care Center 

742 

15. Validation of Senior Citizen Eligible for Centenarian Benefits 
and Cash Incentives 

743 

  

 
 
17. City Treasurerôs Office 
  

External Services  

1. Action Undertaken on Received Correspondence 746 

2. Online Service for Billing and Payment of Real Property Tax (Thru 
the Filipizen Website via GCash/Paymaya) 

747 

3. Request for Computation of Business Tax Delinquency 749 

4. Request for Computation of Real Property Transfer Tax 750 

5. Request for Issuance of Certificate of Availability of Funds 752 

6. Request for Issuance of Certificate of Business Retirement 753 

7. Request for Issuance of Certification on Data and other Information 754 

8. Request for Issuance of Community Tax Certificate 755 

9. Request for Issuance of Official Receipt 757 

9.1 Request for Issuance of Official Receipt (Real Property Tax) 757 

9.2 Request for Issuance of Official Receipt (Business Tax) 758 

9.3 Request for Issuance of Official Receipt (Payment of Water 
Fees) 

759 

9.4 Request for Issuance of Official Receipt (Other Fees and 
Charges ï Payment for Secretaryôs Fee) 

760 

9.5 Request for Issuance of Official Receipt (Other Fees and 
Charges ï Payment for Slaughter House Fee) 

761 

9.6 Request for Issuance of Official Receipt (Other Fees and 
Charges ï Payment for Market Fee) 

762 

9.7 Request for Issuance of Official Receipt (Other Fees and 
Charges ï Payment for Traffic Violation Fee) 

763 

9.8 Request for Issuance of Official Receipt (Other Fees and 
Charges ï Payment for Local Civil Registry) 

764 

9.9 Request for Issuance of Official Receipt (Other Fees and 
Charges ï Payment for Building Permit) 

765 

9.10 Request for Issuance of Official Receipt (Other Fees and 766 



 

 
 

Charges ï Payment for City Hospital Service Fees) 

9.11 Request for Issuance of Official Receipt (Other Fees and 
Charges ï Payment for Health Fees) 

767 

9.12 Request for Issuance of Official Receipt (Other Fees and 
Charges ï Payment for Permit and Regulatory Fees) 

768 

9.13 Request for Issuance of Official Receipt (Other Fees and 
Charges ï Payment for Terminal Fees) 

769 

9.14 Request for Issuance of Official Receipt (Other Fees and 
Charges ï Payment for Cemetery Charges) 

770 

10. Request for Issuance of Public Data 771 

11. Request for Issuance of Real Property Tax Clearance 773 

12. Request for Issuance of Real Property Tax Payment History 775 

13. Request for Issuance of Real Property Tax Statement of Accounts 777 

14. Request for Billing through email and Payment of Real Property 
and Business Tax (Thru bank-to-bank transfer) 

778 

15. Request to Purchase Accountable Forms at cost 780 

16. Request to Purchase Delivery Receipts and Pay Sand and 
Gravel/Aggregates Extraction and Environmental Fees based on 
allowable volume to be extracted 

782 

  

Internal Services  

1. Processing of Fidelity Bond for Accountable Officers 785 

2. Request for Issuance of Accountable Forms 790 

3. Request for Technical Assistance for Enhanced Tax Revenue 
Assessment and Collection System (eTRACS) End-users 

791 

 
 

18. City Veterinarianôs Office 
 

External Services  

1. Request for Animal Treatment Services (Walk-In) 793 

2. Request for Assistance in Animal Blood Collection for Laboratory 
Examination 

794 

3. Request for Assistance in Iron Administration and Hog Cholera 
Vaccination 

795 

4. Request for Assistance on Piglet Castration and Vitamin 
Administration 

796 

5. Request for Dog Redemption of Impounded Animals 797 

6. Request for Impounding of Stray Animals 798 

7. Request for Issuance of Veterinary Health/Acceptance Certificate 
for Domestic Movement and/or for Slaughter (Walk-In) 

799 

8. Request for Neuter Services of Dogs and Cats 801 

9. Request for Rabies Vaccination 803 

10. Request for Treatment of Sick Large Animals in the Field 805 

11. Request for Voluntary Impounding of Owned Pet/Animals to the 
City Pound 

806 



 

 
 

19. Economic Enterprise Development and Management Office 
 

External Services  

1. Issuance of Burial Permits and Lot Rental Services for Public 
Cemeteries 

809 

2. Issuance of Burial Permits for Private Cemeteries 815 

3. Issuance of Certification 816 

4. Request for Leasing of Public Market Stall 819 

5. Request for Leasing of Stall/Space at the IBJT- East  825 

6. Request Leasing of Stall/Space at the IBJT- West 829 

7. Request for Leasing of Space at Week-End Night Market and Café 831 

8. Provision of Animal Slaughtering at the Slaughterhouse 833 

9. Provision of Space of Livestock Farmers & Traders Auction Market 836 

 
 

20. Gregorio T. Lluch Memorial Hospital 
 

 
 
21. Iligan City Waterworks System 

 

External Services  

1. Application for Installation of Water Service Connection 861 

2. Request for Change of Name of Water Connection 864 

3. Request for Disconnection/Reconnection of Water Supply 865 

4. Request for Emergency Repair Services of Main Water Pipeline 866 

5. Request for Inspection of Water Service Connection/Low Pressure 
or No Water  

867 

6. Request for Installation of New Connection of Water Meter 868 

7. Request for Issuance of Water Business Certification  869 

8. Request for Program of Works for Barangay Water Supply Project 
for Funding 

870 

9. Request for Relocation of Water Cluster Connection 871 

External Services  

1. Request for Hospital Admission 839 

2. Request for Hospital Outpatient Services 841 

3. Request for Issuance of Certificate of Live Birth for Registration 843 

4. Request for Issuance of Death Certificate for Registration (In-patient) 845 

5. Request for Issuance of Medical Certificate 847 

6. Request for Laboratory Services (Out-patient) 849 

7. Request for Routine Radiologic Services (Out-patient) 852 

8. Request for Special Radiologic Services (Out-patient) 855 

  

Internal Services  

1. Issuance of Certificate of Employment (Permanent, Coterminous, 
Elected)  

858 



 

 
 

10. Request for Repair and Calibration of Water Meter  872 

11. Request for Repair of Water Cluster Connection Leakages 874 

12. Request for Repair of Water Distribution Pipelines Leakages 875 

13. Request for Replacement of Water Meter 876 

14. Request for Schedule of Policy Orientation Seminar for New 
Application of Water Service Connection 

877 

15. Request for Senior Citizen Discount of Water Bill 878 

16. Request for Special Reading of Water Meter and Leakages 879 

17. Request for Transfer of Line 880 

18. Request for Transfer or Rights or Ownership of Water Connection 881 

19. Request for Water Delivery 882 

20. Request for Water Drilling 883 

  

 
 

22. Office of the City Building Official 
 

External Services  

1. Application of Building Permit 885 

2. Application for Certificate of Final Electrical Inspection 
(CFEI) 

926 

3. Application for Certificate of Occupancy/Use/Operate 932 

4. Application for Demolition Permit 957 

5. Application for Fencing Permit 961 

6. Application for Sign Permit  970 

7. Application for Temporary Electrical Permit 973 

8. Application for Temporary Sidewalk Enclosure Permit 980 

9. Request for Certified True Copy of Approved Building and 
Occupancy Permits and/or Reproduction of Other Documents 
Related to Approved Permits 

984 

 
 

23. Sangguniang Panlungsod Office 
 

External Services  

1. Request for Application for Preliminary Approval and Development 
Permit of Subdivision Project 

989 

2. Request for Approval of Application for On-Site Subdivision Plan 997 

3. Request for Approval of Application for Simple Subdivision Plan 1000 

4. Request for Issuance of Certification 1063 

5. Request for Issuance of Certified True Copy (CTC) of Legislative 
Documents 

1005 

6. Request for Preliminary & Final Approval of Application for Farmlot 
Subdivision Plan 

1007 

7. Request for Preliminary and Final Approval of Application for 
Memorial Park/Cemetery/Columbarium Plan 

1012 

  



 

 
 

Internal Services  

1. Request for Secretariat Services 1019 

 
Feedback and Complaints Mechanism 1020 

List of Offices 1021 
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CITY ACCOUNTANTôS OFFICE 

External Services 
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1. Request for Issuance Certificate of Availability of Funds (CAF)  
 

This service is provided as an integral part on entering into contract for certain type 
of public funds expenditure, pursuant to Section 86 of PD 1445, LOI 968 and Section 
46 of PD 1177. 
 

Office or Division: City Accountantôs Office - Fund Control Section 

Classification: Simple  

Type of Transaction: G2B ï Government to Business, G2G ï Government to 

Government 

Who May Avail: City Officials and Employees, Suppliers, Vendors, 

Contractors 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

For Personnel-Related Services 
(Job Order/COS): 

 

1. Job Order Contract / COS Contract 
duly Recommended by Department 
Head / OIC his/her authorized 
Representative (4 Original Copies) 

City Mayorôs Office or Vice Mayorôs Office, 
which is applicable 

For Infrastructure Projects, 
Procurement of Goods and Services 
Including Consultancy Services: 

 

1. Purchase request duly approved 
with indication of Programmed 
Appropriation and Obligation (PAO) 
ID (3 Original Copies) 

Concerned Office 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES 
TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit all 
required 
documents 

1. Check the 
existence and 
sufficiency of 
the approved 
appropriation 
and the 
Allotment 
Release 
Order as the 
case maybe  

None 
 

2 Days Fiscal Examiner I 
City Accountantôs 

Office 
 

1.1 Obtain and 
retain copies 
of the 
documentary 
requirements 

None 
 

10 Minutes 
 

Fiscal Examiner I 
City Accountantôs 

Office 
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1.2. Prepare the 
CAF and 
indicate the 
initials  

None 
 

30 Minutes 
 

Fiscal Examiner I 
City Accountantôs 

Office 
 

1.3. Forward the 
CAF to the 
City 
Accountant 
for signature 

None 
 

30 Minutes Fiscal Examiner I 
City Accountantôs 

Office 
 

1.4. Review and 
sign the CAF  

None 
 

3 Hours 
 
 

Acting City 
Accountant 

City Accountantôs 
Office 

1.5. Record the 
CAF in the 
logbook 

None 
 

30 Minutes Management and 
Audit Analyst I 
City Accountantôs 

Office 

2. Receive the 
CAF or its 
equivalent 
document 

2.1  Release the 
CAF to client 

None 30 Minutes Management and 
Audit Analyst I 
City Accountantôs 

Office 

TOTAL: None 2 Days, 5 
Hours, 10 
Minutes 

 

Issuance of Certificate of Availability of Funds (CAF) is covered under to Section 86 of PD 
1445, LOI 968 and Section 46 of PD 1177. 
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2. Request for Issuance of Net Take Home Pay (Pay Slip) 
 

This service is to issue net take home pay (pay slip) of all active and separated 

employees and elected officials. 
 

Office or Division: City Accountantôs Office - Internal Control Division 

Classification: Simple 

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

Government 

Who May avail: All City Government Elected Officials and Employees, All 

Citizens 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Official Receipt for Net Take 
Home Pay  

City Treasurerôs Office 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES 
TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit 
Official 
Receipt 

1. Receive official 
receipt for take 
home pay 

None  15 Minutes 
 

Accountant II 
City Accountantôs 

Office 

 1.1 Search and 
print Net Take 
Home Pay Slip 

None 30 Minutes Accountant II 
City Accountantôs 

Office 

2. Receive Net 
Take Home 
Pay Slip 

2. Release Net 
Take Home 
Pay Slip 

None 15 Minutes Accountant II 
City Accountantôs 

Office 
 

TOTAL: None 1 Hour  
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3.  Request for Pre-assessment of Claims for the Payment of 

Goods, Services, and other Claims under Competitive Bidding 

(Competitive Bidding Goods) 
 

This service is to provide pre-assessment of all financial claims relative to payment 

of goods, services, and other claims under Competitive Bidding. 
 

Office or Division: City Accountantôs Office - Internal Control Division 

Classification: Complex 

Type of Transaction: G2B ï Government to Business, G2C ï Government to 

Citizen, G2G ï Government to Government 

Who May Avail: All Suppliers, Service Providers, All City Government 

Elected, Officials and Employees, All Citizens 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

A. DRUGS AND MEDICINE (under 
Competitive Bidding) 

 

1. Disbursement Voucher with City 
License Stamp (2 Original Copies) 

Concerned Office 

2. Obligation request (3 Original 
Copies) 

Concerned Office 

3. Certification of Availability of Funds 
(1 Original Copy) 

CAC 

4. Accounts Payable (A/P) list (1 
Photocopy), if applicable 

City Accountantôs Office (CAC) 

5. Purchase Request (1 Original 
Copy) with Annex, if applicable (1 
Original Copy) 

Concerned Office 

6. Charge Invoice or Billing Statement 
duly signed by the authorized 
regular employee (1 Original Copy) 

Supplier  

7. Purchase Order duly received by 
the Commission on Audit (COA) (1 
Original Copy) 

Bids and Awards Committee (BAC) Office 

8. Certificate of product registration in 
Food and Drug Administration 
(FDA) (1 Photocopy) 

Supplier 

9. Certificate of good manufacturing 
practice from FDA (1 Photocopy) 

Supplier  

10. License to operate as drug 
distributor/ manufacturer from FDA 
(1 Photocopy) 

Supplier  

11. Certificate of conformity to PNDF 
(Philippine National Drug 
Formulatory) Vol. 1 (1 Original 
Copy) 

Medical Officer 

12. Warranty (3 months for supplies) (1 Supplier 
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Original Copy) 

13. BAC Certification: item inclusion in 
the Approved Procurement Plan 
(APP) (1 Original Copy) 

BAC Office 

14. Project Procurement Management 
Plan (PPMP) (1 Photocopy) 

Concerned Office 

15. Inventory Transfer Report (ITR) (1 
Original Copy) 

City General Services Office (CGSO) 

16. Requisition Issuance Slip (RIS) (1 
Original Copy) 

Concerned Office 

17. Inspection and acceptance report 
(1 Original Copy) 

CGSO 

18. Notice to proceed (1 Original Copy)  BAC Office 

19. Performance security (if applicable) 
(1 Original Copy) 

BAC Office 

20. Notice of award (1 Original Copy) BAC Office 

21. Sangguniang Panlungsod (SP) 
Resolution or Local School Board 
(LSB) Resolution, whichever is 
applicable (1 Photocopy) 

SP / LSB Office 

22. Bids and Awards (BAC) 
Resolution: recommending award 
of contract to the Lowest / Single 
Calculated and Responsive Bidder 
(1 Original Copy) 

BAC Office  

23. Post-qualification evaluation report 
(1 Original Copy) 

BAC Office 

24. Abstract as calculated (1 Original 
Copy) 

BAC Office 

25. BAC individual evaluation report on 
legal, technical and financial 
capacity of bidder (1 Original Copy) 

BAC Office 

26. Evaluation report of bid (1 Original 
Copy) 

BAC Office 

27. Abstract as read (1 Original Copy) BAC Office 

28. Minutes of opening the bids (1 
Original Copy) 

BAC Office  

29. Invitation for opening of bids (at 
least 3 observers) (1 Original 
Copy) 

BAC Office  

30. Invitation to bid (1 original copy) BAC Office  

31. Proof of posting in PhilGEPs (1 
Original Copy) 

BAC Office  

32. Bid security or bid securing 
declaration (1 Original Copy) 

Supplier  

33. Bid tender form (1 Original Copy) Supplier  

34. Canvass sheets/Price quotations 
(all bidders) (1 Original Copy) 

BAC Office 
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35. Control slip (1 Original Copy) BAC Office 

36. Minutes of pre-bid conference (if 
Approved Budget for the Contract > 
P1M), if applicable (1 Original 
Copy) 

BAC Office 

37. Invitation for pre-bid conference (at 
least 3 observers), if applicable (1 
Original Copy) 

BAC Office 

38. Minutes of pre-procurement 
conference (ABC > P2M), if 
applicable (1 Original Copy) 

BAC Office 

39. Invitation for pre-procurement 
conference (at least 3 observers) if 
applicable) (1 Original Copy) 

BAC Office 

40. Bidding documents (1 Original 
Copy) 

BAC Office 

1. Statement of all its ongoing 
government and Private 
Contracts (1 Original Copy 
and 1 Photocopy of the 
supporting document) 

Supplier 

2. Statement of single largest 
completed contract (SLCC) 
similar to contract to be bid 
(1 Original Copy and 1 
Photocopy of the supporting 
document) 

Supplier 

3. Organizational chart (1 
Original Copy) 

Supplier 

4. Blue-print/ technical plans (if 
applicable) (1 Original 
Copy) 

Supplier 

A. Financial Documents   

1. Audited financial 
statements (not earlier than 
2 years from date of bid 
submission) (1 Photocopy) 

Supplier 

2. Net financial contracting 
capacity (NFCC) or 
letter/line of credit) (1 
Original Copy) 

Supplier 

B. Legal Documents   

1. Securities and Exchange 
Commission (SEC) / 
Cooperative Development 
Authority (CDA) / 
Department of Trade and 
Industry (DTI) registration 

Supplier 
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certificate (1 Photocopy) 

2. Latest articles of 
incorporation/cooperation, if 
applicable (1 Photocopy) 

Supplier 

3. Business permit (1 
Photocopy) (1 Photocopy) 

Supplier 

4. Certificate of Philippine 
Government Electronic 
Procurement System 
(PhilGEPS) registration (1 
Photocopy) 

Supplier 

5. Certification of Registration 
(COR) from Bureau of 
Internal Revenue (BIR) (1 
Photocopy) 

Supplier 

6. Latest Tax Returns and Tax 
Clearance (1 Photocopy) 

Supplier 

7. Omnibus sworn statement/ 
Affidavit (1 Original Copy) 

Supplier 

Additional Requirements, if 
necessary/applicable: 

 

1. Sample photo(s) (1 Original Copy) Concerned Office 

2. BAC or Concerned Officeôs 
certifications or justifications (1 
Original Copy) 

Concerned Office or BAC 

B. HANDHELD RADIO (under 
Competitive Bidding) 

 

1. Disbursement Voucher with City 
License Stamp (2 Original Copies) 

Concerned Office 

2. Obligation request (3 Original 
Copies) 

Concerned Office 

3. Certification of Availability of Funds 
(1 Original Copy) 

CAC 

4. Accounts Payable (A/P) list (1 
Photocopy), if applicable 

City Accountantôs Office (CAC) 

5. Purchase Request (1 Original 
Copy) with Annex (1 Original 
Copy), if applicable 

Concerned Office 

6. Charge Invoice or Billing Statement 
duly signed by the authorized 
regular employee (1 Original Copy) 

Supplier  

7. Purchase Order duly received by 
the Commission on Audit (COA) (1 
Original Copy) 

Bids and Awards Committee (BAC) Office 

8. Permit to purchase from NTC (1 
Photocopy) 

Supplier 

9. License to operate from NTC (1 
Photocopy) 

Supplier 
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10. Warranty (1 year for equipment) (1 
Original Copy) 

Supplier 

11. Bids and Awards (BAC) 
Certification: item inclusion in the 
Approved Procurement Plan (APP) 
(1 Original Copy) 

BAC Office 

12. Project Procurement Management 
Plan (PPMP) (1 Photocopy) 

Concerned Office 

13. Inventory Custodian Slip (ICS) or 
Property Acknowledgement 
Receipt (PAR), whichever is 
applicable (1 Original Copy) 

City General Services Office (CGSO) 

14. Inspection and acceptance report 
(1 Original Copy) 

City General Services Office (CGSO) 

15. Notice to proceed (1 Original Copy) BAC Office 

16. Performance security (if applicable) 
(1 Original Copy) 

Supplier 

17. Notice of award (1 Original Copy) BAC Office 

18. Sangguniang Panlungsod (SP) 
Resolution or Local School Board 
(LSB) Resolution, whichever is 
applicable (1 Photocopy) 

SP/LSB Office 

19. Bids and Awards (BAC) 
Resolution: recommending award 
of contract to the Lowest / Single 
Calculated and Responsive Bidder 
(1 Original Copy) 

BAC Office 

20. Post-qualification evaluation report 
(1 Original Copy) 

BAC Office 

21. Abstract as calculated (1 Original 
Copy) 

BAC Office 

22. BAC individual evaluation report on 
legal, technical and financial 
capacity of bidder (1 Original Copy) 

BAC Office 

23. Evaluation report of bid (1 Original 
Copy) 

BAC Office 

24. Abstract as read (1 Original Copy) BAC Office 

25. Minutes of opening the bids (1 
Original Copy) 

BAC Office 

26. Invitation for opening of bids (at 
least 3 observers) (1 Original 
Copy) 

BAC Office 

27. Invitation to bid (1 Original Copy) BAC Office 

28. Proof of posting in PhilGEPs (1 
Original Copy) 

BAC Office 

29. Bid security or bid securing 
declaration (1 Original Copy) 

Supplier 

30. Bid tender form (1 Original Copy) Supplier 
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31. Canvass sheets/Price quotations 
(all bidders) (1 Original Copy) 

BAC Office 

32. Control slip (1 Original Copy) BAC Office 

33. Minutes of pre-bid conference (if 
Approved Budget for the Contract > 
P1M), if applicable (1 Original 
Copy) 

BAC Office 

34. Invitation for pre-bid conference (at 
least 3 observers), if applicable (1 
Original Copy) 

BAC Office 

35. Minutes of pre-procurement 
conference (ABC > P2M), if 
applicable (1 Original Copy) 

BAC Office 

36. Invitation for pre-procurement 
conference (at least 3 observers) if 
applicable) (1 Original Copy) 

BAC Office 

37. Bidding documents (1 Original 
Copy) 

BAC Office 

A. Technical documents  

1. Statement of all its ongoing 
government and Private 
Contracts (1 Original Copy 
and 1 Photocopy of the 
supporting document) 

Supplier 

2. Statement of single largest 
completed contract (SLCC) 
similar to contract to be bid 
(1 Original Copy and 1 
Photocopy of the supporting 
document) 

Supplier 

3. Organizational chart (1 
Original Copy) 

Supplier 

4. Blue-print/ technical plans (if 
applicable) (1 Original 
Copy) 

Supplier 

B. Financial Documents   

1. Audited financial statements 
(not earlier than 2 years 
from date of bid submission) 
(1 photocopy) 

Supplier 

2. Net financial contracting 
capacity (NFCC) or 
letter/line of credit (1 
Original Copy) 

Supplier 

C. Legal Documents   

1. Securities and Exchange 
Commission (SEC) / 
Cooperative Development 

Supplier 
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Authority (CDA) / 
Department of Trade and 
Industry (DTI) registration 
certificate (1 Photocopy) 

2. Latest articles of 
incorporation/cooperation, if 
applicable (1 Photocopy) 

Supplier 

3. Business permit (1 
Photocopy) 

Supplier 

4. Certificate of Philippine 
Government Electronic 
Procurement System 
(PhilGEPS) registration (1 
Photocopy) 

Supplier 

5. Certification of Registration 
(COR) from Bureau of 
Internal Revenue (BIR) (1 
Photocopy) 

Supplier 

6. Latest tax returns and tax 
clearance (1 Photocopy) 

Supplier 

7. Omnibus sworn statement/ 
Affidavit (1 Original Copy) 

Supplier 

Additional Requirements, if 
necessary/applicable: 

 

1. Sample Photo(s) (1 Original Copy) Concerned Office 

2. BAC or Concerned Officeôs 
certifications or justifications (1 
Original Copy) 

Concerned Office or BAC 

C. FIREARMS (under Competitive 
Bidding) 

 

1. Disbursement Voucher with City 
License Stamp (2 Original Copies) 

Concerned Office 

2. Obligation Request (3 Original 
Copies) 

Concerned Office 

3. Certification of Availability of Funds 
(1 Original Copy) 

CAC 

4. Accounts Payable (A/P) list (if 
applicable) (1 photocopy) 

City Accountantôs Office (CAC) 

5. Purchase Request (1 Original 
Copy) with Annex, if applicable (1 
Original Copy) 

Concerned Office 

6. Charge Invoice or Billing Statement 
duly signed by the authorized 
regular employee (1 Original Copy) 

Supplier  

7. Purchase Order duly received by 
the Commission on Audit (COA) (1 
Original Copy) 

Bids and Awards Committee (BAC) Office 

8. Permit to purchase from PNP (1 Supplier 
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Photocopy) 

9. License to operate from PNP (1 
Photocopy) 

Supplier 

10. Warranty (1 year for equipment) (1 
Original Copy) 

Supplier 

11. Bids and Awards (BAC) 
Certification: item inclusion in the 
Approved Procurement Plan (APP) 
(1 Original Copy) 

BAC Office 

12. Project Procurement Management 
Plan (PPMP) (1 Photocopy) 

Concerned Office 

13. Inventory Custodian Slip (ICS) or 
Property Acknowledgement 
Receipt (PAR), whichever is 
applicable (1 Original Copy) 

City General Services Office (CGSO) 

14. Inspection and acceptance report 
(1 Original Copy) 

City General Services Office (CGSO) 

15. Notice to proceed (1 Original Copy) BAC Office 

16. Performance security (if applicable) 
(1 Original Copy) 

Supplier 

17. Notice of award (1 Original Copy) BAC Office 

18. Sangguniang Panlungsod (SP) 
Resolution or Local School Board 
(LSB) Resolution, whichever is 
applicable (1 Photocopy) 

SP / LSB Office 

19. Bids and Awards (BAC) 
Resolution: recommending award 
of contract to the Lowest / Single 
Calculated and Responsive Bidder 
(1 Original Copy) 

BAC Office 

20. Post-qualification evaluation report 
(1 Original Copy) 

BAC Office 

21. Abstract as calculated (1 Original 
Copy) 

BAC Office 

22. BAC individual evaluation report on 
legal, technical and financial 
capacity of bidder (1 Original Copy) 

BAC Office 

23. Evaluation report of bid (1 Original 
Copy) 

BAC Office 

24. Abstract as read (1 Original Copy) BAC Office 

25. Minutes of opening the bids (1 
Original Copy) 

BAC Office 

26. Invitation for opening of bids (at 
least 3 observers) (1 Original 
Copy) 

BAC Office 

27. Invitation to bid (1 Original Copy) BAC Office 

28. Proof of posting in PhilGEPs (1 
Original Copy) 

BAC Office 
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29. Bid security or bid securing 
declaration (1 Original Copy) 

Supplier 

30. Bid tender form (1 Original Copy) Supplier 

31. Canvass sheets/Price quotations 
(all bidders) (1 Original Copy) 

BAC Office 

32. Control slip (1 Original Copy) BAC Office 

33. Minutes of pre-bid conference (if 
Approved Budget for the Contract > 
P1M), if applicable (1 Original 
Copy) 

BAC Office 

34. Invitation for pre-bid conference (at 
least 3 observers), if applicable (1 
Original Copy) 

BAC Office 

35. Minutes of pre-procurement 
conference (ABC > P2M), if 
applicable (1 Original Copy) 

BAC Office 

36. Invitation for pre-procurement 
conference (at least 3 observers) if 
applicable) (1 Original Copy) 

BAC Office 

37. Bidding documents (1 Original 
Copy) 

BAC Office 

A. Technical Documents  

1. Statement of all its ongoing 
government and Private 
Contracts (1 Original Copy 
and 1 Photocopy of the 
supporting document) 

Supplier 

2. Statement of single largest 
completed contract (SLCC) 
similar to contract to be bid 
(1 Original Copy and 1 
Photocopy of the supporting 
document) 

Supplier 

3. Organizational chart (1 
Original copy) 

Supplier 

4. Blue-print/ technical plans (if 
applicable) (1 Original 
Copy) 

Supplier 

B. Financial Documents   

1. Audited financial statements 
(not earlier than 2 years 
from date of bid submission) 
(1 Photocopy) 

Supplier 

2. Net financial contracting 
capacity (NFCC) or 
letter/line of credit (1 
Original Copy) 

Supplier 
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C. Legal Documents   

1. Securities and Exchange 
Commission (SEC) / 
Cooperative Development 
Authority (CDA) / 
Department of Trade and 
Industry (DTI) registration 
certificate (1 Photocopy) 

Supplier 

2. Latest articles of 
incorporation/cooperation, if 
applicable (1 Photocopy) 

Supplier 

3. Business permit (1 
Photocopy) 

Supplier 

4. Certificate of Philippine 
Government Electronic 
Procurement System 
(PhilGEPS) registration (1 
Photocopy) 

Supplier 

5. Certification of Registration 
(COR) from Bureau of 
Internal Revenue (BIR) (1 
Photocopy) 

Supplier 

6. Latest tax returns and tax 
clearance (1 Photocopy) 

Supplier 

7. Omnibus sworn statement/ 
Affidavit (1 Original copy) 

Supplier 

Additional Requirements, if 
necessary/applicable: 

 

1. Sample photo(s) (1 Original Copy) Concerned Office 

2. BAC or Concerned Officeôs 
certifications or justifications (1 
Original Copy) 

Concerned Office or BAC 

D. TRANSPORTATION 
EQUIPMENT (under 
Competitive Bidding) 

 

1. Disbursement Voucher with City 
License Stamp (2 Original Copies) 

Concerned Office 

2. Obligation request (3 Original 
Copies) 

Concerned Office 

3. Certification of Availability of Funds 
(1 Original Copy) 

CAC 

4. Accounts Payable (A/P) list (if 
applicable) (1 Photocopy) 

City Accountantôs Office (CAC) 

5. Purchase Request (1 Original 
Copy) with Annex, if applicable (1 
Original Copy) 

Concerned Office 

6. Charge Invoice or Billing Statement 
duly signed by the authorized 

Supplier  
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regular employee (1 Original Copy) 

7. Purchase Order duly received by 
the Commission on Audit (COA) (1 
Original Copy) 

Bids and Awards Committee (BAC) Office 

8. Registration from Land 
Transportation Office (LTO) or 
other appropriate agency in the 
name of City Government (1 
Photocopy) 

Supplier 

9. Insurance in the name of City Govt. 
(1 Photocopy) 

Supplier 

10. Authority from City Mayor / 
Department of Budget and 
Management (DBM) Secretary / 
President depending on type of 
vehicle (1 Original Copy) 

Concerned Office 

11. Warranty (1 year for equipment) (1 
Original Copy) 

Supplier 

12. Bids and Awards (BAC) 
Certification: item inclusion in the 
Approved Procurement Plan (APP) 
(1 Original Copy) 

BAC Office 

13. Project Procurement Management 
Plan (PPMP) (1 Photocopy) 

Concerned Office 

14. Property Acknowledgement 
Receipt (PAR) (1 Original Copy) 

CGSO 

15. Inspection and acceptance report 
(1 Original Copy) 

CGSO 

16. Notice to proceed (1 Original Copy) BAC Office 

17. Performance security (if applicable) 
(1 Original Copy) 

Supplier 

18. Notice of award (1 Original Copy) BAC Office 

19. Sangguniang Panlungsod (SP) 
Resolution or Local School Board 
(LSB) Resolution, whichever is 
applicable (1 Photocopy) 

SP / LSB Office 

20. Bids and Awards (BAC) 
Resolution: recommending award 
of contract to the Lowest / Single 
Calculated and Responsive Bidder 
(1original Copy) 

BAC Office 

21. Post-qualification evaluation report 
(1 Original Copy) 

BAC Office 

22. Abstract as calculated (1 Original 
Copy) 

BAC Office 

23. BAC individual evaluation report on 
legal, technical and financial 
capacity of bidder (1 Original Copy) 

BAC Office 
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24. Evaluation report of bid (1 Original 
Copy) 

BAC Office 

25. Abstract as read (1 Original Copy) BAC Office 

26. Minutes of opening the bids (1 
Original Copy) 

BAC Office 

27. Invitation for opening of bids (at 
least 3 observers) (1 Original 
Copy) 

BAC Office 

28. Invitation to bid (1 Original Copy) BAC Office 

29. Proof of posting in PhilGEPs (1 
Original Copy) 

BAC Office 

30. Bid security or bid securing 
declaration (1 Original Copy) 

Supplier 

31. Bid tender form (1 Original Copy) Supplier 

32. Canvass sheets/Price quotations 
(all bidders) (1 Original Copy) 

BAC Office 

33. Control slip (1 Original Copy) BAC Office 

34. Minutes of pre-bid conference (if 
Approved Budget for the Contract > 
P1M), if applicable (1 Original 
Copy) 

BAC Office 

35. Invitation for pre-bid conference (at 
least 3 observers), if applicable (1 
Original Copy) 

BAC Office 

36. Minutes of pre-procurement 
conference (ABC > P2M), if 
applicable (1 Original Copy) 

BAC Office 

37. Invitation for pre-procurement 
conference (at least 3 observers) if 
applicable) (1 Original Copy) 

BAC Office 

38. Bidding documents (1 Original 
Copy) 

BAC Office 

A. Technical Documents  

1. Statement of all its ongoing 
government and Private 
Contracts (1 Original Copy 
and 1 Photocopy of the 
supporting document) 

Supplier 

2. Statement of single largest 
completed contract (SLCC) 
similar to contract to be bid 
(1 Original Copy and 1 
Photocopy of the supporting 
document) 

Supplier 

3. Organizational chart (1 
Original Copy) 

Supplier 
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4. Blue-print/ technical plans (if 
applicable) (1 Original copy) 

Supplier 

A. Financial Documents   

1. Audited financial statements 
(not earlier than 2 years 
from date of bid submission) 
(1 Photocopy)  

Supplier 

2. Net financial contracting 
capacity (NFCC) or 
letter/line of credit (1 
Original Copy) 

Supplier 

B. Legal Documents   

1. Securities and Exchange 
Commission (SEC) / 
Cooperative Development 
Authority (CDA) / 
Department of Trade and 
Industry (DTI) registration 
certificate (1 Photocopy) 

Supplier 

2. Latest articles of 
incorporation/cooperation, if 
applicable (1 Photocopy) 

Supplier 

3. Business permit (1 
Photocopy) 

Supplier 

4. Certificate of Philippine 
Government Electronic 
Procurement System 
(PhilGEPS) registration (1 
Photocopy) 

Supplier 

5. Certification of Registration 
(COR) from Bureau of 
Internal Revenue (BIR) (1 
Photocopy) 

Supplier 

6. Latest tax returns and tax 
clearance (1 Photocopy) 

Supplier 

7. Omnibus sworn statement/ 
Affidavit (1 Original Copy) 

Supplier 

Additional Requirements, if 
necessary/applicable: 

 

1. Sample photo(s) (1 Original Copy) Concerned Office 

2. BAC or Concerned Officeôs 
certifications or justifications (1 
Original Copy) 

Concerned Office or BAC 
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E. RICE (under Competitive 
Bidding) 

 

1. Disbursement Voucher with City 
License Stamp (2 Original Copies) 

Concerned Office 

2. Obligation request (3 Original 
Copies) 

Concerned Office 

3. Certification of Availability of Funds 
(1 Original Copy) 

CAC 

4. Accounts Payable (A/P) list (if 
applicable) (1 Photocopy) 

City Accountantôs Office (CAC) 

5. Purchase Request (1 Original 
Copy) with Annex, if applicable (1 
Original Copy) 

Concerned Office 

6. Charge Invoice or Billing Statement 
duly signed by the authorized 
regular employee (1 Original Copy) 

Supplier  

7. Purchase Order duly received by 
the Commission on Audit (COA) (1 
Original Copy) 

Bids and Awards Committee (BAC) Office 

8.   NFA Certificate for distribution (1 
Photocopy) 

Supplier 

9. Authority from the City Mayor or 
Vice Mayor, if Legislative budget, 
to serve rice (1 Original Copy) 

Concerned Office 

10. Certificate that it was duly served 
for the purported activity (1 Original 
Copy) 

Concerned Office 

11. Certificate of proper screening of 
beneficiaries (If goods are subject 
to distribution) (1 Original Copy) 

Concerned Office 

12. Attendance Sheet/Distribution List 
(1 Original Copy) 

Concerned Office 

13. Bids and Awards (BAC) 
Certification: item inclusion in the 
Approved Procurement Plan (APP) 
(1 Original Copy) 

BAC Office 

14. Project Procurement Management 
Plan (PPMP) (1 Photocopy) 

Concerned Office 

15. Inventory Transfer Report (ITR) (1 
Original Copy) 

City General Services Office (CGSO) 

16. Requisition Issuance Slip (RIS) (1 
Original Copy) 

Concerned Office 

17. Inspection and acceptance report 
(1 Original Copy) 

CGSO 

18. Notice to proceed (1 Original Copy) BAC Office 

19. Performance security (if applicable) 
(1 Original Copy) 

Supplier 

20. Notice of award (1 Original Copy) BAC Office 
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21. Sangguniang Panlungsod (SP) 
Resolution or Local School Board 
(LSB) Resolution, whichever is 
applicable (1 Photocopy) 

SP / LSB Office 

22. Bids and Awards (BAC) 
Resolution: recommending award 
of contract to the Lowest / Single 
Calculated and Responsive Bidder 
(1original Copy) 

BAC Office 

23. Post-qualification evaluation report 
(1 Original Copy) 

BAC Office 

24. Abstract as calculated (1 Original 
Copy) 

BAC Office 

25. BAC individual evaluation report on 
legal, technical and financial 
capacity of bidder (1 Original Copy) 

BAC Office 

26. Evaluation report of bid (1 Original 
Copy) 

BAC Office 

27. Abstract as read (1 Original Copy) BAC Office 

28. Minutes of opening the bids (1 
Original Copy) 

BAC Office 

29. Invitation for opening of bids (at 
least 3 observers) (1 Original 
Copy) 

BAC Office 

30. Invitation to bid (1 Original Copy) BAC Office 

31. Proof of posting in PhilGEPs (1 
Original Copy) 

BAC Office 

32. Bid security or bid securing 
declaration (1 Original Copy) 

Supplier 

33. Bid tender form (1 Original Copy) Supplier 

34. Canvass sheets/Price quotations 
(all bidders) (1 Original Copy) 

BAC Office 

35. Control slip (1 Original Copy) BAC Office 

36. Minutes of pre-bid conference (if 
Approved Budget for the Contract > 
P1M), if applicable (1 Original 
Copy) 

BAC Office 

37. Invitation for pre-bid conference (at 
least 3 observers), if applicable (1 
Original Copy) 

BAC Office 

38. Minutes of pre-procurement 
conference (ABC > P2M), if 
applicable (1 Original Copy) 

BAC Office 

39. Invitation for pre-procurement 
conference (at least 3 observers) if 
applicable) (1 Original Copy) 

BAC Office 

40. Bidding documents (1 Original 
Copy) 

BAC Office 
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A. Technical Documents  

1. Statement of all its ongoing 
government and Private 
Contracts (1 Original Copy 
and 1 Photocopy of the 
supporting document) 

Supplier 

2. Statement of single largest 
completed contract (SLCC) 
similar to contract to be bid 
(1 Original Copy and 1 
Photocopy of the supporting 
document) 

Supplier 

3. Organizational chart (1 
Original copy) 

Supplier 

4. Blue-print/ technical plans (if 
applicable) (1 Original copy) 

Supplier 

B. Financial Documents   

1. Audited financial statements 
(not earlier than 2 years 
from date of bid submission) 
(1 Photocopy) 

Supplier 

2. Net financial contracting 
capacity (NFCC) or 
letter/line of credit (1 
Original Copy) 

Supplier 

C. Legal Documents   

1. Securities and Exchange 
Commission (SEC) / 
Cooperative Development 
Authority (CDA) / 
Department of Trade and 
Industry (DTI) registration 
certificate (1 Photocopy) 

Supplier 

2. Latest articles of 
incorporation/cooperation, if 
applicable (1 Photocopy) 

Supplier 

3. Business permit (1 
Photocopy) 

Supplier 

4. Certificate of Philippine 
Government Electronic 
Procurement System 
(PhilGEPS) registration (1 
Photocopy) 

Supplier 

5. Certification of Registration 
(COR) from Bureau of 
Internal Revenue (BIR) (1 
Photocopy) 

Supplier 

6. Latest tax returns and tax Supplier 
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clearance (1 Photocopy) 

7. Omnibus sworn statement/ 
Affidavit (1 Original Copy) 

Supplier 

Additional Requirements, if 
necessary/applicable: 

 

1. Sample photo(s) (1 Original Copy) Concerned Office 

2. BAC or Concerned Officeôs 
certifications or justifications (1 
Original Copy) 

Concerned Office or BAC 

F. CONSTRUCTION MATERIALS 
FOR SPECIFIC PROJECT OR 
REPAIRS AND MAINTENANCE 
(under Competitive Bidding) 

 

1. Disbursement Voucher with City 
License Stamp (2 Original Copies) 

Concerned Office 

2. Obligation request (3 Original 
Copies) 

Concerned Office 

3. Certification of Availability of Funds 
(1 Original Copy) 

CAC 

4. Accounts Payable (A/P) list (if 
applicable) (1 Photocopy) 

City Accountantôs Office (CAC) 

5. Purchase Request (1 Original 
Copy) with Annex, if applicable (1 
Original Copy) 

Concerned Office 

6. Program of Work (1 Photocopy) Concerned Office 

7. Charge Invoice or Billing Statement 
duly signed by the authorized 
regular employee (1 Original Copy) 

Supplier  

8. Purchase Order duly received by 
the Commission on Audit (COA) (1 
Original Copy) 

Bids and Awards Committee (BAC) Office 

9. Disbursement Voucher with City 
License Stamp (2 Original Copies) 

Concerned Office 

10. Warranty (3 months for supplies) (1 
Original Copy) 

Supplier  

11. Bids and Awards (BAC) 
Certification: item inclusion in the 
Approved Procurement Plan (APP) 
(1 Original Copy) 

BAC Office 

12. Project Procurement Management 
Plan (PPMP) (1 Photocopy) 

Concerned Office 

13. Inventory Transfer Report (ITR) or 
Inventory Custodian Slip (ICS) or 
Property Card, whichever is 
applicable (1 Original Copy) 

City General Services Office (CGSO) 

14. Requisition Issuance Slip (RIS), if 
ITR issued (1 Original Copy) 

Concerned Office 

15. Inspection and acceptance report CGSO 
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(1 Original Copy) 

16. Notice to proceed (1 Original Copy) BAC Office 

17. Performance security (if applicable) 
(1 Original Copy) 

Supplier 

18. Notice of award (1 Original Copy) BAC Office 

19. Sangguniang Panlungsod (SP) 
Resolution or Local School Board 
(LSB) Resolution, whichever is 
applicable (1 Photocopy) 

SP / LSB Office 

20. Bids and Awards (BAC) 
Resolution: recommending award 
of contract to the Lowest / Single 
Calculated and Responsive Bidder 
(1 Original Copy) 

BAC Office 

21. Post-qualification evaluation report 
(1 Original Copy) 

BAC Office 

22. Abstract as calculated (1 Original 
Copy) 

BAC Office 

23. BAC individual evaluation report on 
legal, technical and financial 
capacity of bidder (1 Original Copy) 

BAC Office 

24. Evaluation report of bid (1 Original 
Copy) 

BAC Office 

25. Abstract as read (1 Original Copy) BAC Office 

26. Minutes of opening the bids (1 
Original Copy) 

BAC Office 

27. Invitation for opening of bids (at 
least 3 observers) (1 Original 
Copy) 

BAC Office 

28. Invitation to bid (1 Original Copy) BAC Office 

29. Proof of posting in PhilGEPs (1 
Original Copy) 

BAC Office 

30. Bid security or bid securing 
declaration (1 Original Copy) 

Supplier 

31. Bid tender form (1 Original Copy) Supplier 

32. Canvass sheets/Price quotations 
(all bidders) (1 Original Copy) 

BAC Office 

33. Control slip (1 Original Copy) BAC Office 

34. Minutes of pre-bid conference (if 
Approved Budget for the Contract > 
P1M), if applicable (1 Original 
Copy) 

BAC Office 

35. Invitation for pre-bid conference (at 
least 3 observers), if applicable (1 
Original Copy) 

BAC Office 

36. Minutes of pre-procurement 
conference (ABC > P2M), if 

BAC Office 
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applicable (1 Original Copy) 

37. Invitation for pre-procurement 
conference (at least 3 observers) if 
applicable) (1 Original Copy) 

BAC Office 

38. Bidding documents (1 Original 
Copy) 

BAC Office 

A. Technical Documents  

1. Statement of all its ongoing 
government and Private 
Contracts (1 Original Copy 
and 1 Photocopy of the 
supporting document) 

Supplier 

2. Statement of single largest 
completed contract (SLCC) 
similar to contract to be bid 
(1 Original Copy and 1 
Photocopy of the supporting 
document) 

Supplier 

3. Organizational chart (1 
Original Copy) 

Supplier 

4. Blue-print/ technical plans (if 
applicable) (1 Original 
Copy) 

Supplier 

B. Financial Documents   

1. Audited financial statements 
(not earlier than 2 years 
from date of bid submission) 
(1 Photocopy) 

Supplier 

2. Net financial contracting 
capacity (NFCC) or 
letter/line of credit (1 
Original Copy) 

Supplier 

C. Legal Documents   

1. Securities and Exchange 
Commission (SEC) / 
Cooperative Development 
Authority (CDA) / Department 
of Trade and Industry (DTI) 
registration certificate (1 
Photocopy) 

Supplier 

2. Latest articles of 
incorporation/cooperation, if 
applicable (1 Photocopy) 

Supplier 

3. Business permit (1 Photocopy) Supplier 

4. Certificate of Philippine Supplier 
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Government Electronic 
Procurement System 
(PhilGEPS) registration (1 
Photocopy) 

5. Certification of Registration 
(COR) from Bureau of Internal 
Revenue (BIR) (1 Photocopy) 

Supplier 

6. Latest tax returns and tax 
clearance (1 Photocopy) 

Supplier 

7. Omnibus sworn statement/ 
Affidavit (1 Original Copy) 

Supplier 

Additional Requirements, if 
necessary/applicable: 

 

1. Sample photo(s) (1 Original Copy) Concerned Office 

2. BAC or Concerned Officeôs 
certifications or justifications (1 
Original Copy) 

Concerned Office or BAC 

G. FOOD SUPPLIES (under 
Competitive Bidding) 

 

1. Disbursement Voucher with City 
License Stamp (2 Original Copies) 

Concerned Office 

2. Obligation request (3 Original 
Copies) 

Concerned Office 

3. Certification of Availability of Funds 
(1 Original Copy) 

CAC 

4. Accounts Payable (A/P) list (if 
applicable) (1 Photocopy) 

City Accountantôs Office (CAC) 

5. Purchase Request (1 original copy) 
with Annex, if applicable (1 Original 
Copy) 

Concerned Office 

6. Charge Invoice or Billing Statement 
duly signed by the authorized 
regular employee (1 Original Copy) 

Supplier  

7. Purchase Order duly received by 
the Commission on Audit (COA) (1 
Original Copy) 

Bids and Awards Committee (BAC) Office 

8. Authority from the City Mayor or 
Vice Mayor, if Legislative budget to 
serve meals/food supplies (1 
Original Copy) 

Concerned Office 

9. Certificate that it was duly served 
for the purported activity (1 Original 
Copy) 

Concerned Office 

10. Certificate of proper screening of 
beneficiaries (If goods are subject 
to distribution) (1 Original Copy) 

Concerned Office 

11. Attendance Sheet/Distribution List 
(1 Original Copy) 

Concerned Office 
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12. Bids and Awards (BAC) 
Certification: item inclusion in the 
Approved Procurement Plan (APP) 
(1 Original Copy) 

BAC Office 

13. Project Procurement Management 
Plan (PPMP) (1 Photocopy) 

Concerned Office 

14. Inventory Transfer Report (ITR) (1 
Original Copy) 

City General Services Office (CGSO) 

15. Requisition Issuance Slip (RIS) (1 
Original Copy) 

Concerned Office 

16. Inspection and acceptance report 
(1 Original Copy) 

CGSO 

17. Notice to proceed (1 Original Copy) BAC Office 

18. Performance security (if applicable) 
(1 Original Copy) 

Supplier 

19. Notice of award (1 original copy) BAC Office 

20. Sangguniang Panlungsod (SP) 
Resolution or Local School Board 
(LSB) Resolution, whichever is 
applicable (1 Photocopy) 

SP / LSB Office 

21. Bids and Awards (BAC) 
Resolution: recommending award 
of contract to the Lowest / Single 
Calculated and Responsive Bidder 
(1original Copy) 

BAC Office 

22. Post-qualification evaluation report 
(1 Original Copy) 

BAC Office 

23. Abstract as calculated (1 Original 
Copy) 

BAC Office 

24. BAC individual evaluation report on 
legal, technical and financial 
capacity of bidder (1 original copy) 

BAC Office 

25. Evaluation Report of Bid (1 Original 
Copy) 

BAC Office 

26. Abstract as read (1 Original Copy) BAC Office 

27. Minutes of opening the bids (1 
Original Copy) 

BAC Office 

28. Invitation for opening of bids (at 
least 3 observers) (1 Original 
Copy) 

BAC Office 

29. Invitation to bid (1 Original Copy) BAC Office 

30. Proof of posting in PhilGEPs (1 
Original Copy) 

BAC Office 

31. Bid security or bid securing 
declaration (1 Original Copy) 

Supplier 

32. Bid tender form (1 Original Copy) Supplier 

33. Canvass sheets/Price quotations 
(all bidders) (1 Original Copy) 

BAC Office 
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34. Control slip (1 Original Copy) BAC Office 

35. Minutes of pre-bid conference (if 
Approved Budget for the Contract > 
P1M), if applicable (1 Original 
Copy) 

BAC Office 

36. Invitation for pre-bid conference (at 
least 3 observers), if applicable (1 
Original Copy) 

BAC Office 

37. Minutes of pre-procurement 
conference (ABC > P2M), if 
applicable (1 Original Copy) 

BAC Office 

38. Invitation for pre-procurement 
conference (at least 3 observers) if 
applicable) (1 Original Copy) 

BAC Office 

39. Bidding documents (1 Original 
Copy) 

BAC Office 

A. Technical Documents  

1. Statement of all its ongoing 
government and Private 
Contracts (1 Original Copy and 
1 Photocopy of the supporting 
document) 

Supplier 

2. Statement of single largest 
completed contract (SLCC) 
similar to contract to be bid (1 
Original Copy and 1 Photocopy 
of the supporting document) 

Supplier 

3. Organizational chart (1 Original 
copy) 

Supplier 

4. Blue-print/ technical plans (if 
applicable) (1 Original copy) 

Supplier 

B. Financial Documents   

1. Audited financial statements (not 
earlier than 2 years from date of 
bid submission) (1 Photocopy) 

Supplier 

2. Net financial contracting 
capacity (NFCC) or letter/line of 
credit (1 Original copy) 

Supplier 

C. Legal Documents   

1. Securities and Exchange 
Commission (SEC) / 
Cooperative Development 
Authority (CDA) / Department of 
Trade and Industry (DTI) 
registration certificate (1 
Photocopy) 

Supplier 

2. Latest articles of 
incorporation/cooperation, if 

Supplier 
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applicable (1 Photocopy) 

3. Business permit (1 Photocopy) Supplier 

4. Certificate of Philippine 
Government Electronic 
Procurement System 
(PhilGEPS) registration (1 
Photocopy) 

Supplier 

5. Certification of Registration 
(COR) from Bureau of Internal 
Revenue (BIR) (1 Photocopy) 

Supplier 

6. Latest tax returns and tax 
clearance (1 Photocopy) 

Supplier 

7. Omnibus sworn statement/ 
Affidavit (1 Original Copy) 

Supplier 

Additional Requirements, if 
necessary/applicable: 

 

1. Sample Photo(s) (1 Original Copy) Concerned Office 

2. BAC or Concerned Officeôs 
certifications or justifications (1 
Original Copy) 

Concerned Office or BAC 

H. READILY AVAILABLE OFF-
THE-SHELF GOODS OR 
ORDINARY/REGULAR 
EQUIPMENT (under 
Competitive Bidding) 

 

1. Disbursement Voucher with City 
License Stamp (2 Original Copies) 

Concerned Office 

2. Obligation request (3 Original 
Copies) 

Concerned Office 

3. Certification of Availability of Funds 
(1 Original Copy) 

CAC 

4. Accounts Payable (A/P) list (if 
applicable) (1 Photocopy) 

City Accountantôs Office (CAC) 

5. Purchase Request (1 original copy) 
with Annex, if applicable (1 Original 
Copy) 

Concerned Office 

6. Charge Invoice or Billing Statement 
duly signed by the authorized 
regular employee (1 Original Copy) 

Supplier  

7. Purchase Order duly received by 
the Commission on Audit (COA) (1 
Original Copy) 

Bids and Awards Committee (BAC) Office 

8. Warranty (1 year for equipment, 3 
months for supplies) (1 Original 
Copy) 

Supplier 

9. Bids and Awards (BAC) 
Certification: item inclusion in the 
Approved Procurement Plan (APP) 

BAC Office 
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(1 Original Copy) 

10. Project Procurement Management 
Plan (PPMP) (1 Photocopy) 

Concerned Office 

11. Inventory Transfer Report (ITR) or 
Inventory Custodian Slip (ICS) or 
Property Acknowledgement 
Receipt (PAR), whichever is 
applicable (1 Original Copy) 

City General Services Office (CGSO) 

12. Requisition Issuance Slip (RIS), if 
ITR issued (1 Original Copy) 

Concerned Office 

13. Inspection and acceptance report 
(1 Original Copy) 

CGSO 

14. Notice to proceed (1 Original Copy) BAC Office 

15. Performance security (if applicable) 
(1 Original Copy) 

Supplier 

16. Notice of award (1 Original Copy) BAC Office 

17. Sangguniang Panlungsod (SP) 
Resolution or Local School Board 
(LSB) Resolution, whichever is 
applicable (1 Photocopy) 

SP / LSB Office 

18. Bids and Awards (BAC) 
Resolution: recommending award 
of contract to the Lowest / Single 
Calculated and Responsive Bidder 
(1original Copy) 

BAC Office 

19. Post-qualification evaluation report 
(1 Original Copy) 

BAC Office 

20. Abstract as calculated (1 Original 
Copy) 

BAC Office 

21. BAC individual evaluation report on 
legal, technical and financial 
capacity of bidder (1 Original Copy) 

BAC Office 

22. Evaluation report of bid (1 Original 
Copy) 

BAC Office 

23. Abstract as read (1 Original Copy) BAC Office 

24. Minutes of opening the bids (1 
Original Copy) 

BAC Office 

25. Invitation for opening of bids (at 
least 3 observers) (1 Original 
Copy) 

BAC Office 

26. Invitation to bid (1 Original Copy) BAC Office 

  

27. Proof of posting in PhilGEPs (1 
Original Copy) 

BAC Office 

28. Bid security or bid securing 
declaration (1 Original Copy) 

Supplier 

29. Bid tender form (1 Original Copy) Supplier 

30. Canvass sheets/Price quotations BAC Office 
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(all bidders) (1 Original Copy) 

31. Control slip (1 Original Copy) BAC Office 

32. Minutes of pre-bid conference (if 
Approved Budget for the Contract > 
P1M), if applicable (1 Original 
Copy) 

BAC Office 

33. Invitation for pre-bid conference (at 
least 3 observers), if applicable (1 
Original Copy) 

BAC Office 

34. Minutes of pre-procurement 
conference (ABC > P2M), if 
applicable (1 Original Copy) 

BAC Office 

35. Invitation for pre-procurement 
conference (at least 3 observers) if 
applicable) (1 Original Copy) 

BAC Office 

36. Bidding documents (1 Original 
Copy) 

BAC Office 

37. Notice to proceed (1 original copy) BAC Office 

A. Technical Documents  

1. Statement of all its ongoing 
government and Private 
Contracts (1 Original Copy 
and 1 Photocopy of the 
supporting document) 

Supplier 

2. Statement of single largest 
completed contract (SLCC)  

       similar to contract to be bid 
(1 Original Copy and 1 
Photocopy of the 
supporting document) 

Supplier 

3. Organizational chart (1 
Original Copy) 

Supplier 

4. Blue-print/ technical plans (if 
applicable) (1 Original 
Copy) 

Supplier 

B. Financial Documents   

1. Audited financial statements 
(not earlier than 2 years 
from date of bid submission) 
(1 Photocopy) 

Supplier 

2. Net financial contracting 
capacity (NFCC) or 
letter/line of credit (1 
Original Copy) 

Supplier 

C. Legal Documents   

1. Securities and Exchange 
Commission (SEC) / 
Cooperative Development 

Supplier 
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Authority (CDA) / 
Department of Trade and 
Industry (DTI) registration 
certificate (1 Photocopy) 

2. Latest articles of 
incorporation/cooperation, if 
applicable (1 Photocopy) 

Supplier 

3. Business permit (1 
Photocopy) 

Supplier 

4. Certificate of Philippine 
Government Electronic 
Procurement System 
(PhilGEPS) registration (1 
Photocopy) 

Supplier 

5. Certification of Registration 
(COR) from Bureau of 
Internal Revenue (BIR) (1 
Photocopy) 

Supplier 

6. Latest tax returns and tax 
clearance (1 Photocopy) 

Supplier 

7. Omnibus sworn statement/ 
Affidavit (1 Original Copy) 

Supplier 

Additional Requirements, if 
necessary/applicable: 

 

1. Sample photo(s) (1 Original Copy) Concerned Office 

2. BAC or Concerned Officeôs 
certifications or justifications (1 
Original Copy) 

Concerned Office or BAC 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES 
TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit all 
required 
documents 

1. Receive and 
pre-assess 
the required 
documents 

None 6 Days Administrative 
Assistant II 

City Accountantôs 
Office 

2. Receive Pre-
Assessment 
Action Slip 

2. Release Pre-
Assessment 
Action Slip 

None 1 Day Administrative 
Assistant II 

City Accountantôs 
Office 

TOTAL: None 7 Days  
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4. Request for Pre-assessment of Claims for the Payment of Goods, 

Services, Personnel, and other Claims (Alternative Modality) 
 

This service is to provide pre-assessment of all financial claims relative to payment 

of goods, services, personnel, and other claims. 
 

Office or Division: City Accountantôs Office - Internal Control Division 

Classification: Complex 

Type of Transaction: G2B ï Government to Business, G2C ï Government to 

Citizen, G2G ï Government to Government 

Who May Avail: All Suppliers, Service Providers, All City Government 

Elected Officials and Employees, All Citizens 
 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

A. DRUGS AND MEDICINE (under 
the Negotiated Procurement ï 
Small Value (NP-SV): 

 

1. Obligation Request (3 Original 
Copies) 

Concerned Office 

2. Certification of Availability of Funds 
(1 Original Copy) 

CAC 

3. Accounts Payable List (if 
applicable) (1 Photocopy) 

City Accountantôs Office 

4. Purchase Request (1 Original 
Copy) with Annex, if applicable (1 
Original Copy) 

Concerned Office 

5. Charge Invoice or Billing Statement 
duly signed by the authorized 
regular employee (1 Original Copy) 

Supplier 

6. Purchase Order duly received by 
the Commission on Audit (COA) (1 
Original Copy) 

Bids and Awards Committee (BAC) Office  

7. Sangguniang Panlungsod (SP) 
Resolution or Local School Board 
(LSB) Resolution, whichever is 
applicable (1 Photocopy) 

SP / LSB Office  

8. Certificate of product registration in 
Food and Drug Administration 
(FDA) (1 Photocopy) 

Supplier 

9. Certificate of good manufacturing 
practice from FDA (1 Photocopy) 

Supplier 

10. License to operate as drug 
distributor/ manufacturer from FDA 
(1 Photocopy) 

Supplier 

11. Certificate of conformity to PNDF 
(Philippine National Drug 
Formulatory) Vol. 1 (1 Original 

Medical Officer 
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Copy) 

12. Warranty (1 Original Copy) Supplier 

13. Performance security (if applicable 
under NP-SV) (1 Original Copy) 

Supplier 

14. Bids and Awards (BAC) 
Certification: item inclusion in the 
Approved Procurement Plan (APP) 
(1 Original Copy) 

BAC Office 

15. Project Procurement Management 
Plan (PPMP) (1 Photocopy) 

Concerned Office 

16. Bids and Awards (BAC) Resolution: 
recommending award of contract to 
the Lowest / Single Calculated and 
Responsive Bidder (1 Original 
Copy) 

BAC Office 

17. Abstract of proposal (1 Original 
Copy) 

BAC Office 

18. Request for Quotations (1 Original 
Copy) 

BAC Office 

19. Proof of Eligibility   

1. Philippine Government 
Electronic Procurement System 
(PhilGEPs) (1 Photocopy) 

Supplier 

2. DTI /CDA/SEC Registration 
(reflecting line of business) (1 
Photocopy) 

Supplier 

3. Certificate of Registration (COR) 
from BIR (1 Photocopy) 

Supplier 

4. Latest tax return or Tax 
clearance (if Approved Budget 
for the Contract (ABC) > Php 
500,000.00) (1 Photocopy) 

Supplier 

5. Business Permit (1 Photocopy) Supplier 

6. Omnibus Sworn Statement (if 
ABC > Php 50,000.00) 
(applicable only for NP-SV) (1 
Original Copy) 

Supplier 

20. Proof of posting in PhilGEPs (if 
ABC > Php 50,000.00) (1 
Photocopy) 

BAC Office 

21. Control slip (1 Original Copy) BAC Office 

22. Inventory Transfer Report (ITR) (1 
Original Copy) 

City General Services Office (CGSO) 

23. Requisition Issuance Slip (RIS) (1 
Original Copy) 

Concerned Office 

24. Inspection and acceptance report (1 
Original Copy) 

CGSO 

25. Disbursement Voucher with City Concerned Office 
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License Stamp (2 Original Copies) 

Additional Requirements, if 
necessary/applicable: 

 

1. Sample photo(s) (1 Original Copy) Concerned Office 

2. Justification on resort to other 
procurement methods (1 Original 
Copy) 

Concerned Office 

3. BAC or Concerned Officeôs 
Certifications or Justifications (1 
Original Copy) 

Concerned Office or BAC 

B. HANDHELD RADIO (under the 
Negotiated Procurement ï Small 
Value (NP-SV): 

 

1. Obligation Request (3 Original 
Copies) 

Concerned Office 

2. Certification of Availability of Funds 
(1 Original Copy) 

CAC 

3. Accounts Payable List (if 
applicable) (1 Photocopy) 

City Accountantôs Office 

4. Purchase Request (1 Original 
Copy) with Annex, if applicable (1 
Original Copy) 

Concerned Office 

5. Charge Invoice or Billing Statement 
duly signed by the authorized 
regular employee (1 Original Copy) 

Supplier 

6. Purchase Order duly received by 
the Commission on Audit (COA) (1 
Original Copy) 

Bids and Awards Committee (BAC) Office  

7. Sangguniang Panlungsod (SP) or 
Local School Board (LSB) 
Resolution, whichever is applicable 
(1 Photocopy) 

SP Office or LSB Office 

8. Permit to purchase from NTC (1 
Photocopy) 

Supplier 

9. License to operate from NTC (1 
Photocopy) 

Supplier 

10. Warranty (1 year for equipment) (1 
Original Copy) 

Supplier 

11. Performance security (if applicable 
under NP-SV) (1 Original Copy) 

Supplier 

12. Bids and Awards (BAC) 
Certification: item inclusion in the 
Approved Procurement Plan (APP) 
(1 Original Copy) 

BAC Office 

13. Project Procurement Management 
Plan (PPMP) (1 Photocopy) 

Concerned Office 

14. Bids and Awards (BAC) 
Resolution: recommending award 

BAC Office 
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of contract to the Lowest / Single 
Calculated and Responsive Bidder 
(1 Original Copy) 

15. Abstract of proposal (1 Original 
Copy) 

BAC Office 

16. Request for Quotations (1 Original 
Copy) 

BAC Office 

17. Proof of Eligibility   

1. Philippine Government Electronic 
Procurement System (PhilGEPs) 
(1 Photocopy) 

Supplier 

2. DTI /CDA/SEC Registration 
(reflecting line of business) (1 
Photocopy) 

Supplier 

3. Certificate of Registration (COR) 
from BIR (1 Photocopy) 

Supplier 

4. Latest tax return or Tax clearance 
(if Approved Budget for the 
Contract (ABC) > Php 500,000.00) 
(1 Photocopy) 

Supplier 

5. Business Permit (1 Photocopy) Supplier 

6. Omnibus Sworn Statement (if ABC 
> Php 50,000.00) (applicable only 
for NP-SV) (1 Original Copy) 

Supplier 

18. Proof of posting in PhilGEPs (if 
ABC > Php 50,000.00) (1 
Photocopy) 

BAC Office 

19. Control slip (1 Original Copy) BAC Office 

20. Inventory Custodian Slip (ICS) or 
Property Acknowledgement 
Receipt (PAR), whichever is 
applicable (1 Original Copy) 

City General Services Office (CGSO) 

21. Inspection and acceptance report 
(1 Original Copy) 

CGSO 

22. Disbursement Voucher with City 
License Stamp (2 Original Copies) 

Concerned Office 

Additional Requirements, if 
necessary/applicable: 

 

1. Sample photo(s) (1 Original Copy) Concerned Office 

2. Justification on resort to other 
procurement methods (1 Original 
Copy) 

Concerned Office 

3. BAC or Concerned Officeôs 
Certifications or Justifications (1 
Original Copy) 

Concerned Office or BAC 

C. FIREARMS (under the Negotiated 
Procurement ï Small Value (NP- 
SV): 
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1. Obligation Request (3 Original 
Copies) 

Concerned Office 

2. Certification of Availability of Funds 
(1 Original Copy) 

CAC 

3. Accounts Payable List (if 
applicable) (1 Photocopy) 

City Accountantôs Office 

4. Purchase Request (1 Original 
Copy) with Annex, if applicable (1 
Original Copy) 

Concerned Office 

5. Charge Invoice or Billing Statement 
duly signed by the authorized 
regular employee (1 Original Copy) 

Supplier 

6. Purchase Order duly received by 
the Commission on Audit (COA) (1 
Original Copy) 

Bids and Awards Committee (BAC) Office  

7. Sangguniang Panlungsod (SP) or 
Local School Board (LSB) 
Resolution, whichever is applicable 
(1 Photocopy) 

SP Office or LSB Office 

8. Permit to purchase from PNP (1 
Photocopy) 

Supplier 

9. License to operate from PNP (1 
Photocopy) 

Supplier 

10. Warranty (1 year for equipment) (1 
Original Copy) 

Supplier 

11. Performance security (if applicable 
under NP-SV) (1 Original Copy) 

Supplier 

12. Bids and Awards (BAC) 
Certification: item inclusion in the 
Approved Procurement Plan (APP) 
(1 Original Copy) 

BAC Office 

13. Project Procurement Management 
Plan (PPMP) (1 Photocopy) 

Concerned Office 

14. Bids and Awards (BAC) 
Resolution: recommending award 
of contract to the Lowest / Single 
Calculated and Responsive Bidder 
(1 Original Copy) 

BAC Office 

15. Abstract of proposal (1 Original 
Copy) 

BAC Office 

16. Request for Quotations (1 Original 
Copy) 

BAC Office 

17. Proof of Eligibility   

Philippine Government Electronic 
Procurement System (PhilGEPs) 
(1 Photocopy) 

Supplier 

1. DTI /CDA/SEC Registration 
(reflecting line of business) (1 

Supplier 
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Photocopy) 

2. Certificate of Registration (COR) 
from BIR (1 Photocopy) 

Supplier  

3. Latest tax return or Tax clearance 
(if Approved Budget for the 
Contract (ABC) > Php 
500,000.00) (1 Photocopy) 

Supplier  

4. Business Permit (1 Photocopy) Supplier  

5. Omnibus Sworn Statement (if 
ABC > Php 50,000.00) (applicable 
only for NP-SV) (1 Original Copy) 

Supplier  

18. Proof of posting in PhilGEPs (if 
ABC > Php 50,000.00) (1 Copy) 

BAC Office 

19. Control slip (1 Original Copy) BAC Office 

20. Inventory Custodian Slip (ICS) or 
Property Acknowledgement 
Receipt (PAR), whichever is 
applicable (1 Original Copy) 

City General Services Office (CGSO) 

21. Inspection and acceptance report 
(1 Original Copy) 

CGSO 

22. Disbursement Voucher with City 
License Stamp (2 Original Copies) 

Concerned Office 

Additional Requirements, if 
necessary/applicable: 

 

1. Sample photo(s) (1 Original Copy) Concerned Office 

2. Justification on resort to other 
procurement methods (1 Original 
Copy) 

Concerned Office 

3. BAC or Concerned Officeôs 
certifications or justifications (1 
Original Copy) 

Concerned Office or BAC 

D. TRANSPORTATION EQUIPMENT 
(under the Negotiated 
Procurement - Small Value (NP-
SV): 

 

1. Obligation Request (3 Original 
Copies) 

Concerned Office 

2. Certification of Availability of Funds 
(1 Original Copy) 

CAC 

3. Accounts Payable List (1 
Photocopy), if applicable 

City Accountantôs Office 

4. Purchase Request (1 Original 
Copy) with Annex, if applicable (1 
Original Copy) 

Concerned Office 

5. Charge Invoice or Billing Statement 
duly signed by the authorized 
regular employee (1 Original Copy) 

Supplier 

6. Purchase Order duly received by Bids and Awards Committee (BAC) Office  
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the Commission on Audit (COA) (1 
Original Copy) 

7. Sangguniang Panlungsod (SP) or 
Local School Board (LSB) 
Resolution, whichever is applicable 
(1 Photocopy) 

SP Office or LSB Office 

8. Registration from the Land 
Transportation Office (LTO) or other 
appropriate agency in the name of 
City Government (1 Photocopy) 

Supplier 

9. Insurance in the name of City Govt. 
(1 Photocopy) 

Supplier 

10. Authority from City 
Mayor/Department of Budget and 
Management (DBM) 
Secretary/President depending on 
type of vehicle (1 Original Copy) 

Concerned Office or BAC Office 

11. Warranty (1 Original Copy) Supplier  

12. Performance security (if applicable 
under NP-SV) (1 Original Copy) 

Supplier 

13. Bids and Awards (BAC) 
Certification: item inclusion in the 
Approved Procurement Plan (APP) 
(1 Original Copy) 

BAC Office 

14. Project Procurement Management 
Plan (PPMP) (1 Photocopy) 

Concerned Office 

15. Bids and Awards (BAC) Resolution: 
recommending award of contract to 
the Lowest / Single Calculated and 
Responsive Bidder (1 Original 
Copy) 

BAC Office 

16. Abstract of proposal (1 Original 
Copy) 

BAC Office 

17. Request for Quotations (1 Original 
Copy) 

BAC Office 

18. Proof of Eligibility   

1. Philippine Government 
Electronic Procurement System 
(PhilGEPs) (1 Photocopy) 

Supplier  

2. DTI /CDA/SEC Registration 
(reflecting line of business) (1 
Photocopy) 

Supplier  

3. Certificate of Registration (COR) 
from BIR (1 Photocopy) 

Supplier  

4. Latest tax return or Tax 
clearance (if Approved Budget 
for the Contract (ABC) > Php 
500,000.00) (1 Photocopy) 

Supplier  
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5. Business Permit (1 Photocopy) Supplier  

6. Omnibus Sworn Statement (if 
ABC > Php 50,000.00) 
(applicable only for NP-SV) (1 
Original Copy) 

Supplier  

19. Proof of posting in PhilGEPs (if 
ABC > Php 50,000.00) (1 
Photocopy) 

BAC Office 

20. Control slip (1 Original Copy) BAC Office 

21. Property Acknowledgement Receipt 
(PAR) (1 Original Copy) 

City General Services Office (CGSO) 

22. Inspection and acceptance report (1 
Original Copy) 

CGSO 

23. Disbursement Voucher with City 
License Stamp (2 Original Copies) 

Concerned Office 

Additional Requirements, if 
necessary/applicable: 

 

1. Sample photo(s) (1 Original Copy) Concerned Office 

2. Justification on resort to other 
procurement methods (1 Original 
Copy) 

Concerned Office 

3. BAC or Concerned Officeôs 
certifications or justifications (1 
Original Copy) 

Concerned Office or BAC 

E. RICE (under the Negotiated 
Procurement ï Small Value (NP-
SV): 

 

1. Obligation Request (3 Original 
Copies) 

Concerned Office 

2. Certification of Availability of Funds 
(1 Original Copy) 

CAC 

3. Accounts Payable List (if 
applicable) (1 Photocopy) 

City Accountantôs Office 

4. Purchase Request (1 Original 
Copy) with Annex, if applicable (1 
Original Copy) 

Concerned Office 

5. Program / Activity Design, if 
applicable (1 Original Copy) 

Concerned Office 

6. Charge Invoice or Billing Statement 
duly signed by the authorized 
regular employee (1 Original Copy) 

Supplier  

7. Purchase Order duly received by 
the Commission on Audit (COA) (1 
Original Copy) 

Bids and Awards Committee (BAC) Office  

8. Sangguniang Panlungsod (SP) or 
Local School Board (LSB) 
Resolution, whichever is applicable 
(1 Photocopy) 

SP Office or LSB Office 
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9. NFA Certificate for distribution (1 
Photocopy) 

Supplier  

10. Authority from the City Mayor or 
(Vice Mayor if Legislative budget) to 
serve meals/food supplies (1 
Original Copy) 

Concerned Office 

11. Certificate that it was duly served 
for the purported activity (1 Original 
Copy) 

Concerned Office 

12. Certificate of proper screening of 
beneficiaries (If goods are subject 
to distribution) (1 Original Copy) 

Concerned Office 

13. Attendance/ Distribution list (1 
Original Copy) 

Concerned Office 

14. Performance security (if applicable 
under NP-SV) (1 Original Copy) 

Supplier  

15. Bids and Awards (BAC) 
Certification: item inclusion in the 
Approved Procurement Plan (APP) 
(1 Original Copy) 

BAC Office 

16. Project Procurement Management 
Plan (PPMP) (1 Photocopy) 

Concerned Office 

17. Bids and Awards (BAC) Resolution: 
recommending award of contract to 
the Lowest/Single Calculated and 
Responsive Bidder (1 Original 
Copy) 

BAC Office 

18. Abstract of proposal (1 Original 
Copy) 

BAC Office 

19. Request for Quotations (1 Original 
Copy) 

BAC Office 

20. Proof of Eligibility   

1. Philippine Government 
Electronic Procurement System 
(PhilGEPs) (1 photocopy) 

Supplier  

2. DTI /CDA/SEC Registration 
(reflecting line of business) (1 
photocopy) 

Supplier  

3. Certificate of Registration (COR) 
from BIR (1 photocopy) 

Supplier  

4. Latest tax return or Tax 
clearance (if Approved Budget 
for the Contract (ABC) > Php 
500,000.00) (1 photocopy) 

Supplier  

5. Business Permit (1 photocopy) Supplier  

6. Omnibus Sworn Statement (if 
ABC > Php 50,000.00) 
(applicable only for NP-SV) (1 

Supplier  
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original copy) 

21. Proof of posting in PhilGEPs (if 
ABC > Php 50,000.00) (1 copy) 

BAC Office 

22. Control slip (1 Original Copy) BAC Office 

23. Inventory Transfer Report (ITR) (1 
Original Copy) 

City General Services Office (CGSO) 

24. Requisition Issuance Slip (RIS) Concerned Office 

25. Inspection and acceptance report (1 
Original Copy) 

CGSO 

26. Disbursement Voucher with City 
License Stamp (2 Original Copies) 

Concerned Office 

Additional Requirements, if 
Necessary/Applicable: 

 

1. Sample photo(s) (1 Original Copy) Concerned Office 

2. Justification on resort to other 
procurement methods (1 Original 
Copy) 

Concerned Office 

3. BAC or Concerned Officeôs 
certifications or justifications (1 
Original Copy) 

Concerned Office or BAC 

F. READILY AVAILABLE OFF-THE-
SHELF GOODS OR 
ORDINARY/REGULAR 
EQUIPMENT NOT AVAILABLE IN 
THE DBM ï Procurement Service 
(PS), under Shopping:  

 

1. Obligation Request (3 Original 
Copies) 

Concerned Office 

2. Certification of Availability of Funds 
(1 Original Copy) 

CAC 

3. Accounts Payable List (if 
applicable) (1 Photocopy) 

City Accountantôs Office 

4. Purchase Request (1 Original 
Copy) with Annex, if applicable (1 
Original Copy) 

Concerned Office 

5. Proof of non-availability under DBM 
- Procurement Service (1 Original 
Copy) 

Concerned Office 

6. Charge Invoice or Billing Statement 
duly signed by the authorized 
regular employee (1 Original Copy) 

Supplier  

7. Purchase Order duly received by 
the Commission on Audit (COA) (1 
Original Copy) 

Bids and Awards Committee (BAC) Office  

8. Sangguniang Panlungsod (SP) or 
Local School Board (LSB) 
Resolution, whichever is applicable 
(1 Photocopy) 

SP Office or LSB Office 



 

41 
 

9. Warranty (1 year for equipment, 3 
months for supplies) (1 Original 
Copy) 

Supplier  

10. Performance security (if applicable 
under NP-SV) (1 Original Copy) 

Supplier  

11. Bids and Awards (BAC) 
Certification: item inclusion in the 
Approved Procurement Plan (APP) 
(1 Original Copy) 

BAC Office 

12. Project Procurement Management 
Plan (PPMP) (1 Photocopy) 

Concerned Office 

13. Bids and Awards (BAC) Resolution: 
recommending award of contract to 
the Lowest / Single Calculated and 
Responsive Bidder (1 Original 
Copy) 

BAC Office 

14. Abstract of proposal (1 Original 
Copy) 

BAC Office 

15. Request for Quotations (1 Original 
Copy) 

BAC Office 

16. Proof of Eligibility:  

1. Philippine Government 
Electronic Procurement System 
(PhilGEPs) (1 Photocopy) 

Supplier  

2. DTI /CDA/SEC Registration 
(reflecting line of business) (1 

        Photocopy) 

Supplier  

3. Certificate of Registration (COR) 
from BIR (1 photocopy) 

Supplier  

4. Latest tax return or Tax 
clearance (if Approved Budget 
for the Contract (ABC) > Php 
500,000.00) (1 Photocopy) 

Supplier  

5. Business Permit (1 Photocopy) Supplier  

6. Omnibus Sworn Statement (if 
ABC > Php 50,000.00) 
(applicable only for NP-SV) (1 
Original Copy) 

Supplier  

17. Proof of posting in PhilGEPs (if 
ABC > Php 50,000.00) (1 
Photocopy) 

BAC Office 

18. Control slip (1 Original Copy) BAC Office 

19. Inventory Transfer Report (ITR) or 
Inventory Custodian Slip (ICS) or 
Property Acknowledgement Receipt 
(PAR), whichever is applicable (1 
Original Copy) 

City General Services Office (CGSO) 

20. Requisition Issuance Slip (RIS), if Concerned Office 
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ITR issued (1 Original Copy) 

21. Inspection and acceptance report (1 
Original Copy) 

CGSO 

22. Disbursement Voucher with City 
License Stamp (2 Original Copies) 

Concerned Office 

Additional Requirements, if 
necessary/applicable: 

 

1. Sample photo(s) (1 Original Copy) Concerned Office 

2. Justification on resort to other 
procurement methods (1 Original 
Copy) 

Concerned Office 

3. BAC or Concerned Officeôs 
certifications or justifications (1 
Original Copy) 

Concerned Office or BAC 

G. CONSTRUCTION MATERIALS 
FOR SPECIFIC PROJECT OR 
REPAIRS AND MAINTENANCE 
(under Negotiated Procurement ï 
Small Value (NP-SV): 

 

1. Obligation Request (3 original 
copies) 

Concerned Office 

2. Certification of Availability of Funds 
(1 Original Copy) 

CAC 

3. Accounts Payable List (1 
Photocopy), if applicable 

City Accountantôs Office 

4. Purchase Request (1 Original 
Copy) with Annex, if applicable (1 
Original Copy) 

Concerned Office 

5. Program of Work (1 Photocopy) Concerned Office 

6. Charge Invoice or Billing Statement 
duly signed by the authorized 
regular employee (1 Original Copy) 

Supplier  

7. Purchase Order duly received by 
the Commission on Audit (COA) (1 
Original Copy) 

Bids and Awards Committee (BAC) Office  

8. Sanggunian Panlungsod (SP) or 
Local School Board (LSB) 
Resolution, whichever is applicable 
(1 Photocopy) 

SP Office or LSB Office 

9. Performance security (if applicable 
under NP-SV) (1 Original Copy) 

Supplier  

10. Bids and Awards (BAC) 
Certification: item inclusion in the 
Approved Procurement Plan (APP) 
(1 Original Copy) 

BAC Office 

11. Project Procurement Management 
Plan (PPMP) (1 Photocopy) 

Concerned Office 

12. Bids and Awards (BAC) Resolution: BAC Office 
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recommending award of contract to 
the Lowest/Single Calculated and 
Responsive Bidder (1 Original 
Copy) 

13. Abstract of proposal (1 Original 
Copy) 

BAC Office 

14. Request for Quotations (1 Original 
Copy) 

BAC Office 

15. Proof of Eligibility:   

1. Philippine Government 
Electronic Procurement System 
(PhilGEPs) (1 Photocopy) 

Supplier  

2. DTI /CDA/SEC Registration 
(reflecting line of business) (1 
Photocopy) 

Supplier  

3. Certificate of Registration (COR) 
from BIR (1 Photocopy) 

Supplier  

4. Latest tax return or Tax 
clearance (if Approved Budget 
for theContract (ABC) > Php 
500,000.00) (1 Photocopy) 

Supplier  

5. Business Permit (1 Photocopy) Supplier  

6. Omnibus Sworn Statement (if 
ABC > Php 50,000.00) 
(applicable only for NP-SV) (1 
Original Copy) 

Supplier  

16. Proof of posting in PhilGEPs (if 
ABC > Php 50,000.00) (1 
Photocopy) 

BAC Office 

17. Control slip (1 Original Copy) BAC Office 

18. Inventory Transfer Report (ITR) or 
Property Card, whichever is 
applicable (1 Original Copy) 

City General Services Office (CGSO) 

19. Requisition Issuance Slip (RIS), if 
ITR issued (1 Original Copy) 

Concerned Office 

20. Inspection and acceptance report (1 
Original Copy) 

CGSO 

21. Disbursement Voucher with City 
License Stamp (2 Original Copies) 

Concerned Office 

Additional Requirements, if 
Necessary/Applicable: 

 

1. Sample photo(s) (1 Original Copy) Concerned Office 

2. Justification on resort to other 
procurement methods (1 Original 
Copy) 

Concerned Office 

3. BAC or Concerned Officeôs 
certifications or justifications (1 
Original Copy) 

Concerned Office or BAC 
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H. MEALS / FOOD SUPPLIES (under 
the Negotiated Procurement ï 
Small Value (NP-SV): 

 

1. Obligation Request (3 Original 
Copies) 

Concerned Office 

2. Certification of Availability of Funds 
(1 Original Copy) 

CAC 

3. Accounts Payable List (1 
Photocopy), if applicable 

City Accountantôs Office 

4. Purchase Request (1 Original 
Copy) with Annex, if applicable (1 
Original Copy) 

Concerned Office 

5. Program/Activity Design (1 Original 
Copy) 

Concerned Office 

6. Charge Invoice or Billing Statement 
duly signed by the authorized 
regular employee (1 Original Copy) 

Supplier 

7. Purchase Order duly received by 
the Commission on Audit (COA) (1 
Original Copy) 

Bids and Awards Committee (BAC) Office  

8. Sangguniang Panlungsod (SP) or 
Local School Board (LSB) 
Resolution, whichever is applicable 
(1 Photocopy) 

SP Office or LSB Office 

9. Performance security (if applicable 
under NP-SV) (1 Original Copy) 

Supplier  

10. Authority from the City Mayor or 
(Vice Mayor if Legislative budget) to 
serve meals/food supplies (1 
Original Copy) 

City Mayorôs Office 

11. Certificate that it was duly served 
for the purported activity (1 Original 
Copy) 

Concerned Office 

12. Certificate of proper screening of 
beneficiaries (If goods are subject 
to distribution) (1 Original Copy) 

Concerned Office 

13. Attendance / Distribution List (1 
Original Copy) 

Concerned Office 

14. Bids and Awards (BAC) 
Certification: item inclusion in the 
Approved Procurement Plan (APP) 
(1 Original Copy) 

BAC Office 

15. Project Procurement Management 
Plan (PPMP) (1 Photocopy) 

Concerned Office 

16. Bids and Awards (BAC) Resolution: 
recommending award of contract to 
the Lowest / Single Calculated and 
Responsive Bidder (1 Original 

BAC Office 
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Copy) 

17. Abstract of proposal (1 Original 
Copy) 

BAC Office 

18. Request for Quotations (1 Original 
Copy) 

BAC Office 

19. Proof of Eligibility:  

1. Philippine Government 
Electronic Procurement System 
(PhilGEPs) (1 Photocopy) 

Supplier  

2. DTI /CDA/SEC Registration 
(reflecting line of business) (1 
Photocopy) 

Supplier  

3. Certificate of Registration (COR) 
from BIR (1 Photocopy) 

Supplier  

4. Latest tax return or Tax 
clearance (if Approved Budget 
for the Contract (ABC) > Php 
500,000.00) (1 Photocopy) 

Supplier  

5. Business Permit (1 Photocopy) Supplier  

6. Omnibus Sworn Statement (if 
ABC > Php 50,000.00) 
(applicable only for NP-SV) (1 
Original Copy) 

Supplier  

20. Proof of posting in PhilGEPs (if 
ABC > Php 50,000.00) (1 
Photocopy) 

BAC Office 

21. Control slip (1 Original Copy) BAC Office 

22. Inspection and acceptance report (1 
Original Copy) 

CGSO 

23. Disbursement Voucher with City 
License Stamp (2 Original copies) 

Concerned Office 

Additional Requirements, if 
necessary/applicable: 

 

1. Sample photo(s) (1 Original Copy) Concerned Office 

2. Justification on resort to other 
procurement methods (1 Original 
Copy) 

Concerned Office 

3. BAC or Concerned Officeôs 
Certifications or Justifications (1 
Original Copy) 

Concerned Office or BAC 

I. REPAIRS AND MAINTENANCE 
FOR EQUIPMENT AND VEHICLE 
(under the Negotiated 
Procurement ï Small Value (NP-
SV) or Shopping): 

 

1. Obligation Request (3 Original 
Copies) 

Concerned Office 

2. Certification of Availability of Funds CAC 
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(1 Original Copy) 

3. Accounts Payable List (1 
photocopy), if applicable 

City Accountantôs Office 

4. Purchase Request (1 Original 
Copy) with Annex, if applicable (1 
Original Copy) 

Concerned Office 

5. Charge Invoice or Billing Statement 
duly signed by the authorized 
regular employee (1 Original Copy) 

Supplier  

6. Purchase Order duly received by 
the Commission on Audit (COA) (1 
Original Copy) 

Bids and Awards Committee (BAC) Office  

7. Sangguniang Panlungsod (SP) or 
Local School Board (LSB) 
Resolution, whichever is applicable 
(1 Photocopy) 

SP Office or LSB Office 

8. Warranty (1 year for equipment, 3 
months for supplies) (1 Original 
Copy) 

Supplier 

9. Certificate of normal wear and tear 
(1 Original Copy) 

Concerned Office 

10. Certificate of 30% Fair Market 
Value limit (1 Original Copy) 

Concerned Office 

11. Pre and post inspection report (1 
Original Copy) 

Concerned Office and City Engineerôs 
Office 

12. Waste material report (1 Original 
Copy) 

City General Services Office (CGSO) 

13. Performance security (if applicable 
under NP-SV) (1 Original Copy) 

Supplier  

14. Bids and Awards (BAC) 
Certification: item inclusion in the 
Approved Procurement Plan (APP) 
(1 Original Copy) 

BAC Office 

15. Project Procurement Management 
Plan (PPMP) (1 Photocopy) 

Concerned Office 

16. Bids and Awards (BAC) Resolution: 
recommending award of contract to 
the Lowest / Single Calculated and 
Responsive Bidder (1 Original 
Copy) 

BAC Office 

17. Abstract of proposal (1 Original 
Copy) 

BAC Office 

18. Request for Quotations (1 Original 
copy) 

BAC Office 

19. Proof of Eligibility:  

1. Philippine Government 
Electronic Procurement System 
(PhilGEPs) (1 Photocopy) 

Supplier  
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2. DTI /CDA/SEC Registration 
(reflecting line of business) (1 
Photocopy) 

Supplier  

3. Certificate of Registration (COR) 
from BIR (1 Photocopy) 

Supplier  

4. Latest tax return or Tax 
clearance (if Approved Budget 
for the Contract (ABC) > Php 
500,000.00) (1 Photocopy) 

Supplier  

5. Business Permit (1 Photocopy) Supplier  

6. Omnibus Sworn Statement (if 
ABC > Php 50,000.00) 
(applicable only for NP-SV) (1 
original copy) 

Supplier  

20. Proof of posting in PhilGEPs (if 
ABC > Php 50,000.00) (1 
Photocopy) 

BAC Office 

21. Control slip (1 Original Copy) BAC Office 

22. Property Acknowledgement Receipt 
(PAR) (1 Photocopy 

CGSO 

23. Inspection and acceptance report (1 
Original Copy) 

CGSO 

24. Disbursement Voucher with City 
License Stamp (2 Original Copies) 

Concerned Office 

Additional Requirements, if 
necessary/applicable: 

 

1. Sample photo(s) (Original Copy) Concerned Office 

2. Justification on resort to other 
procurement methods (1 Original 
Copy) 

Concerned Office 

3. BAC or Concerned Officeôs 
certifications or justifications (1 
Original Copy) 

Concerned Office or BAC 

J. GASOLINE (Under the Direct 
Retail Purchase of Petroleum, Oil 
and Lubricant (POL) Products): 

 

1. Obligation Request (3 Original 
Copies) 

Concerned Office 

2. Certification of Availability of Funds 
(1 Original Copy) 

CAC 

3. Accounts Payable List (1 
Photocopy), if applicable 

City Accountantôs Office 

4. Certificate of acceptance on 
delivery (1 Original Copy) 

Concerned Office 

5. Charge Invoice or Billing Statement 
duly signed by the authorized 
regular employee (1 Original Copy) 

Supplier 

6. Purchase Order duly received by Bids and Awards Committee (BAC) Office 
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the Commission on Audit (COA) (1 
Original Copy) 

7. Sangguniang Panlungsod (SP) or 
Local School Board (LSB) 
Resolution, whichever is applicable 
(1 Photocopy)  

SP Office or LSB Office 

8. Bids and Awards (BAC) 
Certification: item inclusion in the 
Approved Procurement Plan (APP) 
(1 Original Copy) 

BAC Office 

9. Project Procurement Management 
Plan (PPMP) (1 Photocopy) 

Concerned Office 

10. Bids and Awards (BAC) Resolution: 
recommending award of contract to 
the Lowest / Single Calculated and 
Responsive Bidder (1 Original 
Copy) 

BAC Office 

11. Summary of fuel consumption (1 
Original Copy) 

Concerned Office 

12. Report on official travel (1 Original 
Copy) 

Concerned Office 

13. Driverôs trip ticket (1 Original Copy) Concerned Office 

14. Disbursement Voucher with City 
License Stamp (2 Original Copies) 

Concerned Office 

Additional Requirements, if 
Necessary/Applicable: 

 

1. Sample photo(s) (Original Copy) Concerned Office 

2. Justification on resort to other 
procurement methods (1 Original 
Copy) 

Concerned Office 

3.  BAC or Concerned Officeôs 
certifications or justifications (1 
Original Copy) 

Concerned Office or BAC 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES 
TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit all 
required 
documents 

1. Receive and 
pre-assess 
the required 
documents: 

None 6 Days Administrative 
Assistant II 

City Accountantôs 
Office 

2. Receive Pre-
Assessment 
Action Slip 

2. Release Pre-
Assessment 
Action Slip 

None 1 Day Administrative 
Assistant II 

City Accountantôs 
Office 

TOTAL: None 7 Days  
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5. Request for Pre-assessment of Claims for the Payment of Goods, 

Services, Personnel, and other Claims (Competitive Bidding 

Infrastructure) 
 

This service is to provide pre-assessment of all financial claims relative to payment 

of goods, services, personnel, and other claims. 
 

Office or Division: City Accountantôs Office - Internal Control Division 

Classification: Complex 

Type of Transaction: G2B ï Government to Business, G2C ï Government to 

Citizen, 2G ï Government to Government 

Who may avail: All Suppliers, Service Providers, All City Government 

Elected Officials and Employees, All Citizens 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

A. Infrastructure Project under 
Competitive Bidding 
MOBILIZATION (15%) 

 

1. Disbursement voucher with City 
License stamp (2 Original Copies) 

Concerned Office 

2. Letter request for mobilization/Bill 
of creditor duly signed by the 
authorized regular employee (1 
Original Copy) 

Contractor 

3. Obligation request (1 Photocopy) Concerned Office 

4. Certificate of Availability of Funds 
(CAF) (1 Original Copy) 

City Accountantôs Office (CAC) 

5. Notice to Proceed (1 Photocopy) Bids and Awars Committee (BAC) Office 

6. Certificate of commencement of 
work (1 Original Copy) 

Concerned Office 

7. Bond/security for advance payment 
(e.g. check, bank guarantee, surety 
bond of equivalent amount for 
Mobilization) (1 Photocopy) 

Contractor 

8. Performance bond (1 Photocopy) Contractor 

9. Contract with endorsement to COA 
(1 Photocopy) 

BAC 

10. Bid security or bid securing 
declaration (1 Photocopy) 

Contractor 

11. Sangguniang Panlungsod (SP) 
Resolution or Local School Board 
(LSB) Resolution, whichever is 
applicable (1 Photocopy) 

SP / LSB Office 

12. BAC resolution for recommending 
approval of award (at least 5 
signatories including end-user) (1 

BAC Office 
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Photocopy) 

13. Abstract as calculated (1 
Photocopy) 

BAC Office 

14. Abstract as read (1 Photocopy) BAC Office 

15. Cost estimate (Approved Budget 
for the Contract) (1 Photocopy) 

Concerned Office 

16. Blue-print/technical plans (plans & 
specs) (1 Photocopy) 

Concerned Office 

17. Bid tender form (1 Photocopy) Contractor 

B. Infrastructure Project under 
Competitive Bidding 
FIRST PARTIAL BILLING 

 

1. Disbursement voucher with City 
License stamp (2 Original Copies) 

Concerned Office 

2. Certificate of Availability of Funds (1 
Original Copy) 

City Accountantôs Office (CAC) 

3. Letter request for billing/bill of 
creditor duly signed by the 
authorized regular employee (1 
Original Copy) 

Contractor 

4. Obligation request (3 Original 
Copies) 

Concerned Office 

5. Job order request (1 Original Copy) Concerned Office 

6. Project Procurement Management 
Plan (PPMP) (1 Photocopy) 

Concerned Office 

7. Program of work including ABC/cost 
estimate (1 Photocopy) 

Concerned Office 

8. Schedule of payments/billing (if 
subject to progress-billing) (1 
Original Copy) 

Contractor 

9. Certificate of Payment (1 Original 
Copy) 

Concerned Office 

10. Executive Summary (1 Original 
Copy) 

Concerned Office 

11. Billing Summary (1 Original Copy) Concerned Office 

12. Statement of Work Accomplished (1 
Original Copy) 

Concerned Office 

13. Contractorôs Statement of Work 
Accomplished (1 Original Copy) 

Concerned Office 

14. Backup Computation (1 Original 
Copy) 

Concerned Office 

15. Statement of Time Elapsed and 
Work Accomplished (1 Original 
Copy) 

Concerned Office 

16. Background Information and 
Summary of Duration (1 Original 

Concerned Office 
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Copy) 

17. Photos (before, during, after) (1 
Original Copy) 

Concerned Office 

18. Certificate of acceptance of 
accomplished work (1 Original 
Copy) 

Concerned Office 

19. Certificate of non-usage of City 
Engineerôs Officeôs equipment (1 
Original Copy) 

Concerned Office 

20. Notice of inspection addressed to 
the City Mayorôs Office (CMO), City 
Treasurerôs Office (CTO), City 
Accountantôs Office (CAC), and 
resident Commission on Audit 
(COA)) (1 Original Copy) 

Concerned Office 

21. Inspection report of the CMO, CTO, 
CAC, COA [optional] (1 Original 
Copy) 

CMO, CTO, CAC, COA 

22.  Acceptance and Inspection Report 
by the City General Services Office 
(CGSO) (1 Original Copy) 

CGSO 

23.  Property Card (1 Original Copy) CGSO 

24. Test results/analysis for compliance 
to standard requirements (if 
applicable) (1 Original Copy) 

Concerned Office 

25. Notice to commence work/Notice to 
proceed (1 Original Copy) 

Bids and Awards Committee (BAC) 

26. Contract with endorsement to COA 
(1 Original Copy) 

 BAC 

27. Performance security (1 Photocopy) Contractor 

28. Notice of award (1 Original Copy) BAC 

29. Sangguniang Panlungsod (SP) or 
Local School Board (LSB) 
Resolution, whichever is applicable 
(1 Photocopy) 

SP or LSB Office 

30. BAC Resolution (at least 5 
signatories including end-user) (1 
Original Copy) 

BAC 

31. Post-qualification evaluation report 
(1 Original Copy) 

BAC 

32. Abstract as calculated (1 Original 
Copy) 

BAC 

33. Evaluation report of bid (1 Original 
Copy) 

BAC 
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34. BAC individual evaluation report on 
legal, technical and financial 
capacity of bidder (1 Original Copy) 

BAC 

35. Abstract as read (1 Original Copy) BAC 

36. Minutes of opening the bids (1 
Original Copy) 

BAC 

37. Invitation for opening of bids (at 
least 3 observers) (1 Original Copy) 

BAC 

38. Invitation to bid (1 Original Copy) BAC 

39. Proof of posting in PhilGEPs (1 
Original Copy) 

BAC 

40. Bid security or bid securing 
declaration (1 Original Copy) 

Contractor 

41. Bid tender form (1 Original Copy) Contractor 

42. Canvass sheets/Price quotations 
(all bidders) (1 Original Copy) 

BAC 

43. Control slip (1 Original Copy) BAC 

44. Minutes of pre-bid conference 
(ABC>1M) (1 Original Copy) 

BAC 

45. Invitation for pre-bid conference (at 
least 3 observers, if applicable) (1 
Original Copy) 

BAC 

46. Minutes of pre-procurement 
conference (ABC>5M) (1 Original 
Copy) 

BAC 

47. Bidding Documents (1 Original 
Copy) 

BAC 

A. Technical Documents  

1. Statement of all its ongoing 
government and private 
contracts (1 Original Copy 
and 1 Photocopy of the 
supporting document) 

Contractor 

2. Statement of single largest 
completed contract (SLCC) 
similar to contract to be bid 
(1 Original Copy and 1 
Photocopy of the supporting 
document) 

Contractor 

3. PCAB license (1 Photocopy) Contractor 

4. Construction safety and 
health plans (1 Original 
Copy) 

Contractor 

5. Organizational chart (1 
Original Copy) 

Contractor 

6. Contractorôs personnel to be Contractor 
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assigned including complete 
qualification and experience 
data contracts (1 Original 
Copy) 

7. Program Evaluation Review 
Technique - Critical Path 
Method (PERT-CPM) (1 
Original Copy) 

Contractor 

8. Blue-print/ technical plans 
(plans & specs) (1 Original 
Copy) 

Contractor 

B. Financial Documents  

1. Audited financial statements 
(not earlier than 2 years from 
date of bid submission) (1 
Photocopy) 

Contractor 

2. Net financial contracting 
capacity (NFCC) or 
letter/line of credit (1 Original 
Copy) 

Contractor 

C. Legal Documents  

1. Securities and Exchange 
Commission (SEC) / 
Cooperative Development 
Authority (CDA) / 
Department of Trade and 
Industry (DTI) registration 
certificate (1 Photocopy) 

Contractor 

2. Latest articles of 
incorporation/cooperation (1 
Photocopy) 

Contractor 

3. Business permit (1 
Photocopy) 

Contractor 

4. Certificate of Philippine 
Government Electronic 
Procurement System 
(PhilGEPS) registration (1 
Photocopy) 

Contractor 

5. Certification of Registration 
(COR) from Bureau of 
Internal Revenue (BIR) (1 
Photocopy) 

Contractor 

6. Latest tax returns and tax 
clearance (1 Photocopy) 

Contractor 

7. Omnibus sworn 
statement/Affidavit (1 
Original Copy) 

Contractor 
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C. Infrastructure Project under 
Competitive Bidding 
SUBSEQUENT / SUCCEEDING 
PAYMENTS 

 

1. Disbursement voucher with City 
License stamp (2 Original Copies) 

Concerned Office 

2. Obligation request (1 Photocopy) Concerned Office 

3. Letter request for billing/bill of 
creditor duly signed by the 
authorized regular employee (1 
Original Copy) 

Contractor 

4. Certificate of Availability of Funds 
(CAF) (1 Original Copy) 

City Accountantôs Office (CAC) 

5. Schedule of payments/billing (1 
Photocopy) 

Concerned Office 

6. Certificate of Payment (1 Original 
Copy) 

Concerned Office 

7. Executive Summary (1 Original 
Copy) 

Concerned Office 

8. Billing Summary (1 Original Copy) Concerned Office 

9. Statement of Work Accomplished 
(1 Original Copy) 

Concerned Office 

10. Contractorôs Statement of Work 
Accomplished (1 Original Copy) 

Concerned Office 

11. Backup Computation (1 Original 
Copy) 

Concerned Office 

12. Variation order (if any) (1 Original 
Copy) 

Concerned Office 

13. Notice from end-user/contractor (if 
#6 applies) (1 Original Copy) 

Concerned Office or Contractor 

14. Supporting documents to justify 
request for variation (if #6 applies) 
(1 Original Copy) 

Concerned Office or Contractor 

15. Suspension order (if #6 applies) (1 
Original Copy) 

Concerned Office 

16. Resume order/Notice to proceed (if 
#6 applies) (1 Original Copy) 

Concerned Office 

17. Request for time extension from 
contractor (if any) (1 Original Copy) 

Contractor 

18. Approval from the City Mayor for 
time extension (if #11 applies) (1 
Original Copy) 

Concerned Office 

19. Statement of Time Elapsed and 
Work Accomplished (1 Original 
Copy) 

Concerned Office 

20. Background Information and 
Summary of Duration (1 Original 
Copy) 

Concerned Office 
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21. Photos (before, during, after report) 
(1 Original Copy) 

Concerned Office 

22. Certificate of acceptance of 
accomplished work (1 Original 
Copy) 

Concerned Office 

23. Certificate of non-usage of City 
Engineerôs Officeôs Equipment (1 
Original Copy) 

Concerned Office 

24. Notice of inspection addressed to 
the City Mayorôs Office (CMO), City 
Treasurerôs Office (CTO), City 
Accountantôs Office (CAC), and 
resident Commission on Audit 
(COA)) (1 Original Copy) 

Concerned Office 

25. Inspection report of the CMO, 
CTO, CAC, COA [optional] (1 
Original Copy) 

CMO, CTO, CAC, COA 

26.  Acceptance and Inspection Report 
by the City General Services Office 
(CGSO) (1 Original Copy) 

CGSO 

27.  Property Card (1 Original Copy) CGSO 

28. Test results/analysis for 
compliance to standard 
requirements [based on the current 
accomplishment] (if applicable) (1 
Original Copy)  

Concerned Office 

29. Photocopy of vouchers of all 
previous payments (1 Photocopy 
each) 

Concerned Office 

D. Infrastructure Project under 
Competitive Bidding 
FINAL BILLING 

 

1. Disbursement voucher with City 
License stamp (2 Original Copies) 

Concerned Office 

2. Obligation request (1 Photocopy) Concerned Office 

3. Certificate of Availability of Funds 
(CAF) (1 Original Copy) 

City Accountantôs Office (CAC) 

4. Letter request for billing/bill of 
creditor duly signed by the 
authorized regular employee (1 
Original Copy) 

Contractor 

5. Schedule of payments/billing (1 
Photocopy) 

Concerned Office 

6. Certificate of Payment (1 Original 
Copy) 

Concerned Office 

7. Executive Summary (1 Original 
Copy) 

Concerned Office 
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8. Billing Summary (1 Original Copy) Concerned Office 

9. Statement of Work Accomplished 
(1 Original Copy)  

Concerned Office 

10. Contractorôs Statement of Work 
Accomplished (1 Original Copy) 

Concerned Office 

11. Backup Computation (1 Original 
Copy) 

Concerned Office 

12. Variation order (if any) (1 Original 
Copy) 

Concerned Office 

13. Notice from end-user/contractor (if 
#6 applies) (1 Original Copy) 

Concerned Office or Contractor 

14. Supporting documents to justify 
request for variation (if #6 applies) 
(1 Original Copy) 

Concerned Office or Contractor 

15. Suspension order (if #6 applies) (1 
Original Copy) 

Concerned Office 

16. Resume order/Notice to proceed (if 
#6 applies) (1 Original Copy) 

Concerned Office 

17. Request for time extension from 
contractor (if any) (1 Original Copy) 

Contractor 

18. Approval from the City Mayor for 
time extension (if #11 applies) (1 
Original Copy) 

Concerned Office 

19. Statement of Time Elapsed and 
Work Accomplished (1 Original 
Copy) 

Concerned Office 

20. Background Information and 
Summary of Duration (1 Original 
Copy) 

Concerned Office 

21. Photos (before, during, after report) 
(1 Original Copy) 

Concerned Office 

22. Certificate of acceptance of 
accomplished work (1 Original 
Copy) 

Concerned Office 

23. Certificate of non-usage of City 
Engineerôs Office (CEO)ôs 
equipment (1 Original Copy) 

Concerned Office 

24. Notice of inspection addressed to 
the City Mayorôs Office (CMO), City 
Treasurerôs Office (CTO), City 
Accountantôs Office (CAC), and 
resident Commission on Audit 
(COA)) (1 Original Copy) 

Concerned Office 

25. Inspection report of the CMO, 
CTO, CAC, COA [optional] (1 
Original Copy) 

CMO, CTO, CAC, COA 

26.  Acceptance and Inspection Report 
by the City General Services Office 

CGSO 
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(CGSO) (1 Original Copy) 

27.  Property Card (1 Original Copy) CGSO 

28. Test results/analysis for 
compliance to standard 
requirements [based on the current 
accomplishment] (if applicable) (1 
Original Copy) 

Concerned Office 

29. CEOôs Acceptance letter (1 
Original Copy) 

Concerned Office 

30. Acknowledgement of Turn-over 
and Acceptance of Completed 
Project (1 Original Copy) 

Concerned Office 

31. Certificate of Completion (1 
Original Copy) 

Concerned Office 

32. Final Inspection Report (1 Original 
Copy) 

Concerned Office 

33. Affidavit of contractor re: payment 
of laborers and materials (1 
Original Copy) 

Contractor 

34. Photocopy of vouchers of all 
previous payments (1 Photocopy 
each) 

Concerned Office 

E. Infrastructure Project under 
Competitive Bidding 
RETENTION 

 

1. Disbursement voucher with City 
License Stamp (2 Original Copies) 

Concerned Office 

2. Letter request for release of 
retention duly signed by the 
authorized regular employee (1 
Original Copy) 

Contractor 

3. Obligation request (1 Photocopy) Concerned Office 

4. Certificate of final acceptance (1 
Photocopy) 

Concerned Office 

5. Warranty security (if to be released 
earlier than the statutory period) (1 
Photocopy) 

Contractor 

6. Certificate of post-inspection (If to 
be released on or after the 
statutory period) (1 Original Copy) 

Concerned Office 

F. Infrastructure Project under 
Negotiated Procurement ï Two 
Failed Biddings 
MOBILIZATION (15%) 

 

1. Disbursement voucher with City 
License stamp (2 Original Copies) 

Concerned Office 

2. Letter request for mobilization/Bill of Contractor 
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creditor duly signed by the 
authorized regular employee (1 
Original Copy) 

3. Obligation request (1 Photocopy) Concerned Office 

4. Notice to Proceed (1 Photocopy) Bids and Awars Committee (BAC) Office 

5. Certificate of commencement of 
work (1 Original Copy) 

Concerned Office 

6. Bond/security for advance payment 
(e.g. check, bank guarantee, surety 
bond of equivalent amount for 
Mobilization) (1 Photocopy) 

Contractor 

7. Performance bond (1 Photocopy) Contractor 

8. Contract with endorsement to COA 
(1 Photocopy) 

BAC 

9. Sangguniang Panlungsod (SP) 
Resolution or Local School Board 
(LSB) Resolution, whichever is 
applicable (1 Photocopy) 

SP / LSB Office 

10. BAC resolution for recommending 
approval of award (at least 5 
signatories including end-user) (1 
Photocopy) 

BAC Office 

11. BAC Resolution / BAC Certificate of 
two failures of bidding (1 
Photocopy) 

BAC Office 

12. Abstract of proposal / bids (1 
Photocopy) 

BAC Office 

13. Cost estimate (Approved Budget for 
the Contract) (1 Photocopy) 

Concerned Office 

14. Blue-print/technical plans (plans & 
specs) (1 Photocopy) 

Concerned Office 

G. Infrastructure Project under 
Negotiated Procurement ï Two 
Failed Biddings 
FIRST PARTIAL BILLING 

 

1. Disbursement voucher with City 
License stamp (2 Original Copies) 

Concerned Office 

2. Certificate of availability of funds (1 
Original Copy) 

City Accountantôs Office (CAC) 

3. Letter request for billing/bill of 
creditor duly signed by the 
authorized regular employee (1 
Original Copy) 

Contractor 

4. Obligation request (3 Original 
Copies) 

Concerned Office 

5. Job order request (1 Original Copy) Concerned Office 

6. Project Procurement Management Concerned Office 



 

59 
 

Plan (PPMP) (1 Photocopy) 

7. Program of work including ABC/cost 
estimate (1 Photocopy) 

Concerned Office 

8. Schedule of payments/billing (if 
subject to progress-billing) (1 
Original Copy) 

Contractor 

9. Certificate of Payment (1 Original 
Copy) 

Concerned Office 

10. Executive Summary (1 Original 
Copy) 

Concerned Office 

11. Billing Summary (1 Original Copy) Concerned Office 

12. Statement of Work Accomplished (1 
Original Copy) 

Concerned Office 

13. Contractorôs Statement of Work 
Accomplished (1 Original Copy) 

Concerned Office 

14. Backup Computation (1 Original 
Copy) 

Concerned Office 

15. Statement of Time Elapsed and 
Work Accomplished (1 Original 
Copy) 

Concerned Office 

16. Background Information and 
Summary of Duration (1 Original 
Copy) 

Concerned Office 

17. Photos (before, during, after) (1 
Original Copy) 

Concerned Office 

18. Certificate of acceptance of 
accomplished work (1 Original 
Copy) 

Concerned Office 

19. Certificate of non-usage of City 
Engineerôs Officeôs equipment (1 
Original Copy) 

Concerned Office 

20. Notice of inspection addressed to 
the City Mayorôs Office (CMO), City 
Treasurerôs Office (CTO), City 
Accountantôs Office (CAC), and 
resident Commission on Audit 
(COA)) (1 Original Copy) 

Concerned Office 

21. Inspection report of the CMO, CTO, 
CAC, COA [optional] (1 Original 
Copy) 

CMO, CTO, CAC, COA 

22.  Acceptance and Inspection Report 
by the City General Services Office 
(CGSO) (1 Original Copy) 

CGSO 

23.  Property Card (1 Original Copy) CGSO 

24. Test results/analysis for compliance 
to standard requirements (if 
applicable) (1 Original Copy) 

Concerned Office 
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25. Notice to commence work/Notice to 
proceed (1 Original Copy) 

Bids and Awards Committee (BAC) 

26. Contract with endorsement to COA 
(1 Original Copy) 

 BAC 

27. Performance security (1 Photocopy) Contractor 

28. Notice of award (1 Original Copy) BAC 

29. Sangguniang Panlungsod (SP) or 
Local School Board (LSB) 
Resolution, whichever is applicable 
(1 Photocopy) 

SP or LSB Office 

30. BAC resolution (at least 5 
signatories including end-user) (1 
Original Copy) 

BAC 

31. Abstract proposal / bids (1 Original 
Copy) 

BAC 

32. Canvass sheets/Price quotations 
(all bidders) (1 Original Copy) 

BAC 

33. Control slip (1 Original Copy) BAC 

34. BAC Resolution / BAC certificate of 
two failures of bidding (1 Original 
Copy) 

BAC 

35. Minutes declaring second failure of 
bidding (1 Original Copy) 

BAC 

36. Minutes declaring first failure of 
bidding (1 Original Copy) 

BAC 

37. First Invitation to bid (1 Original 
Copy) 

BAC 

38. Second Invitation to bid (1 Original 
Copy) 

BAC 

39. Proof of posting in PhilGEPS (1 
Original Copy)   

BAC 

40. Minutes of pre-bid conference 
(ABC>1M) (1 Original Copy) 

BAC 

41. Invitation for pre-bid conference (at 
least 3 observers, if applicable) (1 
Original Copy) 

BAC 

42. Minutes of pre-procurement 
conference (ABC>5M) (1 Original 
Copy) 

BAC 

43. Proof of Eligibility  

a. PCAB license (1 Photo Copy) Contractor 

b. Securities and Exchange 
Commission (SEC) / 
Cooperative Development 

Contractor 
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Authority (CDA) / Department of 
Trade and Industry (DTI) 
registration certificate (1 
Photocopy) 

c. Business Permit (1 Photocopy) Contractor 

d. Certificate of Philippine 
Government Electronic 
Procurement System 
(PhilGEPS) registration (1 
Photocopy) 

Contractor 

e. Certification of Registration 
(COR) from Bureau of Internal 
Revenue (BIR) (1 Photocopy) 

Contractor 

f. Latest Tax Returns and Tax 
Clearance (1 Photocopy) 

Contractor 

g. Omnibus Sworn 
Statement/Affidavit (1 Original 
Copy) 

Contractor 

h. Blue-print/technical plans (plans 
& specs) (1 Original Copy) 

Contractor 

H. Infrastructure Project under 
under Negotiated Procurement ï 
Two Failed Biddings 
SUBSEQUENT/SUCCEEDING 
PAYMENTS 

 

1. Disbursement voucher with City 
License Stamp (2 Original Copies) 

Concerned Office 

2. Obligation Request (1 Photocopy) Concerned Office 

3. Certificate of Availability of Funds 
(CAF) (1 Original Copy) 

City Accountantôs Office (CAC) 

4. Letter request for billing/bill of 
creditor duly signed by the 
authorized regular employee (1 
Original Copy) 

Contractor 

5. Schedule of payments/billing (1 
Photocopy) 

Concerned Office 

6. Certificate of Payment (1 Original 
Copy) 

Concerned Office 

7. Executive Summary (1 Original 
Copy) 

Concerned Office 

8. Billing Summary (1 Original Copy) Concerned Office 

9. Statement of Work Accomplished (1 
Original Copy) 

Concerned Office 

10. Contractorôs Statement of Work 
Accomplished (1 Original Copy) 

Concerned Office 
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11. Backup Computation (1 Original 
Copy) 

Concerned Office 

12. Variation order (if any) (1 Original 
Copy) 

Concerned Office 

13. Notice from end-user/contractor (if 
#6 applies) (1 Original Copy) 

Concerned Office or Contractor 

14. Supporting documents to justify 
request for variation (if #6 applies) 
(1 Original Copy) 

Concerned Office or Contractor 

15. Suspension order (if #6 applies) (1 
Original Copy) 

Concerned Office 

16. Resume order/Notice to proceed (if 
#6 applies) (1 Original Copy) 

Concerned Office 

17. Request for time extension from 
contractor (if any) (1 Original Copy) 

Contractor 

18. Approval from the City Mayor for 
time extension (if #11 applies) (1 
Original Copy) 

Concerned Office 

19. Statement of Time Elapsed and 
Work Accomplished (1 Original 
Copy) 

Concerned Office 

20. Background Information and 
Summary of Duration (1 Original 
Copy) 

Concerned Office 

21. Photos (before, during, after report) 
(1 Original Copy) 

Concerned Office 

22. Certificate of acceptance of 
accomplished work (1 Original 
Copy) 

Concerned Office 

23. Certificate of non-usage of City 
Engineerôs Officeôs equipment (1 
Original Copy) 

Concerned Office 

24. Notice of inspection addressed to 
the City Mayorôs Office (CMO), City 
Treasurerôs Office (CTO), City 
Accountantôs Office (CAC), and 
resident Commission on Audit 
(COA)) (1 Original Copy) 

Concerned Office 

25. Inspection report of the CMO, 
CTO, CAC, COA [optional] (1 
Original Copy) 

CMO, CTO, CAC, COA 

26.  Acceptance and Inspection Report 
by the City General Services Office 
(CGSO) (1 Original Copy) 

CGSO 

27.  Property Card (1 Original Copy) CGSO 
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28. Test results/analysis for 
compliance to standard 
requirements [based on the current 
accomplishment] (if applicable) (1 
Original Copy) 

Concerned Office 

29. Vouchers of all previous payments 
(1 Photocopy each) 

Concerned Office 

I. Infrastructure Project under 
Negotiated Procurement ï Two 
Failed Biddings 
FINAL BILLING 

 

1. Disbursement Voucher with City 
License stamp (2 Original Copies) 

Concerned Office 

2. Obligation Request (1 Photocopy) Concerned Office 

3. Certificate of Availability of Funds 
(CAF) (1 Original Copy) 

City Accountantôs Office (CAC) 

4. Letter request for billing/bill of 
creditor duly signed by the 
authorized regular employee (1 
Original Copy) 

Contractor 

5. Schedule of payments/billing (1 
Photocopy) 

Concerned Office 

6. Certificate of Payment (1 Original 
Copy) 

Concerned Office 

7. Executive Summary (1 Original 
Copy) 

Concerned Office 

8. Billing Summary (1 Original Copy) Concerned Office 

9. Statement of Work Accomplished (1 
Original Copy) 

Concerned Office 

10. Contractorôs Statement of Work 
Accomplished (1 Original Copy) 

Concerned Office 

11. Backup Computation (1 Original 
Copy) 

Concerned Office 

12. Variation order (if any) (1 Original 
Copy) 

Concerned Office 

13. Notice from end-user/contractor (if 
#6 applies) (1 Original Copy) 

Concerned Office or Contractor 

14. Supporting documents to justify 
request for variation (if #6 applies) 
(1 Original Copy) 

Concerned Office or Contractor 

15. Suspension order (if #6 applies) (1 
Original Copy) 

Concerned Office 

16. Resume order/Notice to proceed (if 
#6 applies) (1 Original Copy) 

Concerned Office 

17. Request for time extension from 
contractor (if any) (1 Original Copy) 

Contractor 

18. Approval from the City Mayor for 
time extension (if #11 applies) (1 

Concerned Office 
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Original Copy) 

19. Statement of Time Elapsed and 
Work Accomplished (1 Original 
Copy) 

Concerned Office 

20. Background Information and 
Summary of Duration (1 Original 
Copy) 

Concerned Office 

21. Photos (before, during, after report) 
(1 Original Copy) 

Concerned Office 

22. Certificate of acceptance of 
accomplished work (1 Original 
Copy) 

Concerned Office 

23. Certificate of non-usage of City 
Engineerôs Office (CEO)ôs 
equipment (1 Original Copy) 

Concerned Office 

24. Notice of inspection addressed to 
the City Mayorôs Office (CMO), City 
Treasurerôs Office (CTO), City 
Accountantôs Office (CAC), and 
resident Commission on Audit 
(COA)) (1 Original Copy) 

Concerned Office 

25. Inspection report of the CMO, CTO, 
CAC, COA [optional] (1 Original 
Copy) 

CMO, CTO, CAC, COA 

26.  Acceptance and Inspection Report 
by the City General Services Office 
(CGSO) (1 Original Copy) 

CGSO 

27.  Property Card (1 Original Copy) CGSO 

28. Test results/analysis for compliance 
to standard requirements [based on 
the current accomplishment] (if 
applicable) (1 Original Copy) 

Concerned Office 
 

29. CEOôs Acceptance letter (1 Original 
Copy) 

Concerned Office 

30. Acknowledgement of Turn-over and 
Acceptance of Completed Project (1 
Original Copy) 

Concerned Office 

31. Certificate of Completion (1 Original 
Copy)  

Concerned Office 
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32. Final Inspection Report (1 Original 
Copy) 

Concerned Office 

33. Affidavit of contractor re: payment 
of laborers and materials (1 Original 
Copy) 

Contractor 

34. Vouchers of all previous payments 
(1 Photocopy each) 

Concerned Office 

J. Infrastructure Project under 
Negotiated Procurement ï Two 
Failed Biddings 
RETENTION 

 

1. Disbursement voucher with City 
License Stamp (2 Original Copies) 

Concerned Office 

2. Letter request for release of 
retention duly signed by the 
authorized regular employee (1 
Original Copy) 

Contractor 

3. Obligation request (1 Photocopy) Concerned Office 

4. Certificate of final acceptance (1 
Photocopy) 

Concerned Office 

5. Warranty security (if to be released 
earlier than the statutory period) (1 
Photocopy) 

Contractor 

6. Certificate of post-inspection (If to 
be released on or after the 
statutory period) (1 Original Copy) 

Concerned Office 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES 
TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit all 
required 
documents 

1. Receive and 
pre-assess the 
required 
documents 

None 6 Days Administrative 
Assistant II 

City Accountantôs 
Office 

2. Receive the 
Pre-
Assessment 
Action Slip 

2. Release Pre-
Assessment 
Action Slip 

None 1 Day Administrative 
Assistant II 

City Accountantôs 
Office 

TOTAL: None 7 Days  
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6. Request for Pre-assessment of Claims for the Payment of Goods, 

Services, Personnel, and other Claims (Payroll ï Other Claims) 
 

This service is to provide pre-assessment of all financial claims relative to payment 

of goods, services, personnel, and other claims. 

 

Office or Division: City Accountantôs Office - Pre-Audit Division  

Classification: Complex 

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

Government 

Who May Avail: All City Government Elected Officials and Employees, All 

Citizens 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

PAYROLL (OTHER CLAIMS)  

I. CHRMO Scholarship   

1. Obligation Request (4 Original 
Copies) 

Concerned Office  

2. Certification of Availability of 
Funds (1 Original Copy) 

CAC 

3. Duly Approved Accounts Payable 
List (1 Photocopy), if applicable 

CAC 

4. Certification (1 Certified True 
Copy) 

CHRMO 

4a For First Claim (1 Certified 
True Copy) 

 

1. Proof of enrollment such as 
Official Receipt from the 
school or duly signed 
Certification of Officially 
Enrolled 

Students 
 

4b For Subsequent Releases (1 
Certified True Copy) 

 

1. Certification of Officially 
Enrolled  

Students 

2. Report Card (current school 
year/semester with 
complete passing grades)  

Students 

3. Proof of being 
Valedictorian/Salutatorian, if 
applicable 

Students 

4. Report Card of previous 
school year or semester  

Students 
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5. Duly Signed Payroll (3 Original 
Copies) 

Concerned Office  

II. CMO Scholarship   

1. Obligation Request (4 Original 
Copies) 

Concerned Office  

2. Certification of Availability of 
Funds (1 Original Copy) 

CAC 

3. Duly Approved Accounts Payable 
List (1 Photocopy), if applicable 

CAC 

4. Certification (1 Certified True 
Copy) 

CHRMO 

5. COA Received Contract/MOA (1 
Certified True Copy) 

CHRMO 

6. Certificate of Indigency (1 Original 
Copy) 

Respective Barangay 

7. Birth Certificate (1 Certified True 
Copy) 

Students 

8. Report Card (current school year, 
with complete passing grades) (1 
Certified True Copy) 

Students 

9. Payroll Duly Signed by the City 
Mayor (3 Original Copies) 

Concerned Office  

III. Collegio de Iligan 
Scholarship  

 

1. Obligation Request (4 Original 
Copies) 

Concerned Office  

2. Certification of Availability of 
Funds (1 Original Copy) 

CAC 

3. SP Resolution No. 22-474 (1 
Photocopy) 

SP 

4. SP Resolution No. 22-919 (1 
Photocopy) 

SP 

5. Summary of Enrollment and 
Billing (1 Original Copy) 

School 

6. Scholarship Contract (1 Original 
Copy) 

CMO/CHRMO 

IV. Prizes  

1. Obligation Request (4 Original 
Copies) 

Concerned Office  

2. Duly Approved Accounts Payable 
List (1 Photocopy), if applicable 

CAC 

3. Authorization by the City Mayor (1 
Original Copy, No Erasures) 
-Specify title of activity, period, 
date and venue 
-Breakdown of prizes/expenses 

CMO 

4. Invitation, if applicable (1 Original Concerned Office  
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Copy) 

5. Schedule/Program of events and 
activities, if applicable (1 Original 
Copy) 

Concerned Office  

6. List of Participants (1 Original 
Copy) 

Concerned Office  

7. Mechanics of the Activities (1 
Original Copy) 

Concerned Office  

8. List of Winners (duly signed by 
authorized personnel or regular 
employee if applicable) (1 Original 
Copy) 

Concerned Office  

9. Score Sheets (1 Original Copy) Concerned Office  

10. Tabulation of Judgesô scores 
(must be counter-signed by 
regular employee) (1 Original 
Copy) 

Concerned Office  

11. Final Results after Tabulation (1 
Original Copy) 

Concerned Office  

12. Payroll/Disbursement Voucher ïif 
applicable (3 Original Copies) 

Concerned Office  

V. Honorarium  

1. Obligation Request (4 Original 
Copies) 

Concerned Office  

2. Duly Approved Accounts Payable 
List (1 Photocopy), If Applicable 

CAC 

3. Authorization By the City Mayor 
-Specify Title f Activity, Period, 
Date and Venue 
-Breakdown Of Prizes/Expenses 
(1 Original Copy) 

CMO 

4. Invitation (1 Original Copy) Concerned Office  

5. Schedule/Program of Events and 
Activities (1 Original Copy) 

Concerned Office  

6. Documentation (If Available) (1 
Original Copy) 

Concerned Office  

7. Daily Time Record (1 Original 
Copy) 

Concerned Office  

8. Attendance Sheet (If Available) (1 
Original Copy) 

Concerned Office  

9. Accomplishment Report (Per 
Person, Quantify) (1 Original 
Copy) 

Concerned Office  

10. Payroll (3 Original Copies) Concerned Office  

11. Disbursement Voucher (2 Original 
Copies), If Applicable 

Concerned Office  

VI. Rewards / Awards  
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1. Obligation Request (4 Original 
Copies) 

Concerned Office  

2. Authorization by the City Mayor (1 
Original Copy, no erasures) 
-Specify title of activity, period, 
date and venue 
-Breakdown of prizes/expenses (1 
Original Copy) 

CMO 

3. Schedule/Program of Events and 
Activities/Games (1 Original Copy) 

Concerned Office  

4. Certificate of Residency (if 
applicable) (1 Original Copy) 

Concerned Office  

5. Results of Games/Events (with 
playerôs name) (1 Original Copy) 

Concerned Office  

6. Documentation (Pictures During 
the Game/Events) (1 Original 
Copy) 

Concerned Office  

7. SP Resolution (1 Photocopy) Concerned Office  

8. Payroll/Disbursement Voucher (3 
Original Copies), if applicable 

Concerned Office  

VII. Barangay Tanod  

1. Obligation Request (4 Original 
Copies) 

Concerned Office  

2. SP Resolution (1 Photocopy) SP  

3. Certification (1 Original Copy) Punong Barangay  

4. Master List of Barangay Tanod (1 
Original Copy) 

Concerned Office  

5. Monthly Accomplishment Report 
(1 Original Copy) 

Concerned Office  

6. Payroll Duly Signed by the City 
Mayor (3 Original Copies) 

Concerned Office  

VIII. Federation of Purok 
Presidents 

 

1. Obligation Request (4 Original 
Copies) 

Concerned Office  

2. Certification of Availability of 
Funds (1 Original Copy) 

CAC 

3. SP Resolution (1 Photocopy) SP  

4. City Mayorôs Officeôs 
Administrative Order #201 series 
of 2023 (1 Photocopy) 

Punong Barangay  

5. Summary List of Barangay Purok 
Presidents (1 Original Copy) 

Federated Purok Pres 

6. List of Zone Presidents (per 
Barangay) (1 Original Copy), if 
applicable 

Barangay 

7. Consolidated Accomplishment 
Report (per Barangay) (1 Original 
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Copy) 

8. Payroll Duly Signed by the City 
Mayor (3 Original Copies) 

Concerned Office  

IX. Barangay Nutrition Scholar  

1. Obligation Request (4 Original 
Copies) 

Concerned Office  

2. Certification of Availability of 
Funds (1 Original Copy) 

CAC 

3. SP Resolution (1 Certified True 
Copy) 

SP 

4. Administrative Order No. 134 (1 
Photocopy) 

BNS 

5. Certification or list of BNS 
Scholars (1 Original Copy) 

BNS 

6. Daily Time Record (1 Original 
Copy) 

Concerned Employee 

7. Monthly Accomplishment Report 
(1 Original Copy) 

Concerned Employee 

8. Payroll (duly signed by the City 
Mayor (3 Original Copies) 

BNS 

X. MADRASAH: Alive Teacher  

1. Obligation Request (4 Original 
Copies) 

Concerned Office  

2. Certification of Availability of 
Funds (1 Original Copy) 

CAC 

3. DepEd Appointment (1 Original 
Copy) 

Concerned Employee 

4. Daily Time Record (1 Original 
copy) 

Concerned Employee 

5. Accomplishment Report (1 
Original copy) 

Concerned Employee 

6. Payroll Duly Signed by the City 
Mayor (3 Original Copies) 

Concerned Office  

XI. Alternative Learning System 
(ALS) TEACHER 

 

1. Obligation Request (4 Original 
Copies) 

Concerned Office  

2. Certification of Availability of 
Funds (1 Original Copy) 

CAC 

3. Certification (Per Teacher) (1 
Original Copy) 

Concerned Employee 

4. Daily Time Record (1 Original 
Copy) 

Concerned Employee 

5. ALS Sched (1 Original Copy) (1 
Original Copy) 

Concerned Employee 

6. Instructional Manager PDS (1 
Original Copy) 

Concerned Employee 

7. Training Design & Time Schedule Concerned Employee 
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(1 Original Copy) 

8. ALS Program (LGR) (1 Original 
Copy) 

School 

1. Appointment Letter (1 Certified 
True Copy) 

School 

2. Payroll (3 Original Copies) Concerned Office  

XII. SK -AID  

1. Obligation Request (4 Original 
Copies) 

Concerned Office  

2. Certification of Availability of 
Funds (1 Original Copy) 

CAC 

3. SP Resolution No. 19-379 (1 
Photocopy) 

SP Resolution 

4. Authorization (1 Original Copy) CMO 

5. Minutes of Monthly Session (1 
Original copy) 

Concerned Office  

6. Certification (1 Original Copy) Concerned Office  

7. Letter of Appointment (Treasurer 
& Secretary) (1 Original Copy) 

Concerned Office  

8. SP Resolution (1 Photocopy) Concerned Office  

9. Payroll (duly signed by the City 
Mayor 3 Original Copies) 

Concerned Office  

XIII. Government Internship 
Program (GIP): INTERNS 

 

1. Obligation Request (Original 4 
Copies) 

Concerned Office  

2. Certification of Availability of 
Funds (1 Original Copy) 

CAC 

3. SP Resolution No.21-575 (plus 
additional SP Resolution with the 
list of the Intern) (1 Photocopy) 

SP 

4. GIP Guidelines (1 Photocopy) DOLE 

5. Programmed Appropriation and 
Obligation by Object of 
Expenditure (1 Photocopy) 

CBO 

6. Certification (1 Original Copy) CHRMO 

7. Contract (1 Original Copy) DOLE 

8. Daily Time Record (1 Original 
Copy) 

Concerned Employee 

9. Accomplishment Report (1 
Original Copy) 

Concerned Employee 

10.  Payroll (3 Original Copies) Concerned Office 

11. Summary of Payroll (2 Original 
Copies) 

Concerned Office 

XIV. Health Emergency 
Allowance 

 

1. DV or Check (LBP) (1 Photocopy) Concerned Office  

2. SP Resolution (1 Photocopy) SP 
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3. Memorandum of Agreement (1 
Photocopy) 

CMO 

4. Administrative Order (1 
Photocopy)  

CMO 

5. HEA Report/List (1 Original Copy) Concerned Office 

6. HEAPS (email) (1 Original Copy) Concerned Office 

7. DTR/Payslip (1 Original Copy) Concerned Office 

8. Payroll (3 Original Copies) Concerned Office 

XV. Barangay Health Worker  

1. Obligation Request (4 Original 
Copies) 

Concerned Office  

2. Certification of Availability of 
Funds (1 Original Copy) 

CAC 

3. Administrative Order (1 
Photocopy) 

Concerned Office  

4. Daily Time Record (1 Original 
Copy) 

Concerned Office  

5. Accomplishment Report (1 
Original Copy) 

Concerned Office  

6. Payroll (3 Original Copies) Concerned Office  

XVI. Day Care Worker  

1. Obligation Request (4 Original 
Copies) 

Concerned Office  

2. Certification of Availability of 
Funds (1 Original Copy) 

CAC 

3. SP Resolution (1 Photocopy) Concerned Office  

4. Master List (1 Original Copy) Concerned Office  

5. Contract of Service (1 Original 
Copy) 

Concerned Office  

6. Daily Time Record (1 Original 
Copy) 

Concerned Office  

7. Monthly Accomplishment Report 
(1 Original Copy) 

Concerned Office  

8. Payroll (3 Original Copies) Concerned Office  

XVII. Incentives (PNP, BJMP, 
BFP, Clerk of Court, 
COMELEC, LSB 

 

1. Obligation Request (4 Original 
Copies) 

CAC 

2. CMOôs Authorization (1 Original 
Copies) 

CMO 

3. Accomplishment Report (1 
Original Copies) 

Concerned Office 

4. Certification: refund in case of 
COA disallowance (1 Original 
Copies) 

Concerned Office 

XVIII. Busog Lusog/Choral 
Group 
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1. Obligation Request (4 Original 
Copies) 

Concerned Office  

2. Certification of Availability of 
Funds (1 Original Copy) 

CAC 

3. Authorization (1 Original Copy), if 
applicable 

CMO 

4. SP Resolution (1 Photocopy) SP 

5. Certification with list of the 
Personnel (1 Original Copy) 

Concerned Office 

6. Monthly Accomplishment Report 
(Duly Signed by Employee 
Concerned, and Approved by 
Head of Office (1 Original Copy) 

Concerned Office 

7. Promissory Note, willing to refund 
if disallowed by COA (1 Original 
Copy) 

Concerned Citizen 

8. Payroll (3 Original Copies)  

XIX. Deputized Poundkeeper 
(CVO) 

 

1. Obligation Request (4 Original 
Copies) 

Concerned Office  

2. Certification of Availability of 
Funds (1 Original Copy) 

CAC 

3. SP Resolution (1 Photocopy) SP 

4. Administrative Order (1 
Photocopy) 

Concerned Office 

5. Certification (1 Original Copy) Concerned Office 

6. Monthly Accomplishment Report 
(1 Original Copy) 

Concerned Office 

7. Payroll (3 Original Copies) Concerned Office 

XXI.   Centenarian  

1. Obligation Request (4 Original 
Copies) 

Concerned Office 

2. Senior Citizen ID (1 Photocopy) OSCA 

3. Birth Certificate (PSA Issued) (1 
Photocopy) 

PSA 

4. Certificate of Indigency (1 Original 
copy) 

CSWD /DSWD 

5. Certificate of Residency (1 
Original copy) 

Barangay 

6. SP Resolution (1 Photocopy) SP 

7. Payroll (3 Original Copies) Concerned Office 

XXII.  Subsistence /Laundry 
Allowance 

 

1. Obligation Request (4 Original 
Copies) 

Concerned Office 

2. Certification of Availability of 
Funds (1 Original Copy) 

CAC 
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3. Daily Time Record (DTR) (1 
Original Copy) 

CHRMO 

4. Approved Leave (if applicable) (1 
Photocopy) 

CHRMO 

5. Travel Order (if applicable) (1 
Photocopy) 

CHRMO 

6. Certificate of Appearance (if 
applicable) (1 Photocopy) 

CHRMO 

7. Payroll (3 Original Copies) Concerned Office 

XXIII. Assistance to Individuals in 
Crisis Situation (AICS) 

 

1. Obligation Request (4 Original 
Copies) 

Concerned Office  

2. Certification of Availability of 
Funds (1 Original Copy) 

CAC 

3. Social Case Study Report (1 
Original Copy) 

CSWD 

4. Certificate of Indigency issued by 
CSWD (1 Original Copy) 

CSWD/ DSWD 

5. Disbursement Vouchers (if 
reimbursement) (1 Original Copy) 

Concerned Office  

6. Payroll (3 Original Copies) Concerned Office  

Additional Requirements, if:  

a. Medical Assistance  

1. Clinical Abstract/ Medical 
Certificate with signature and 
license number of the 
Attending Physician (issued 
within 3 months) (1 Original 
Copy) 

Concerned Citizen 

2. Hospital Bill (for payment of 
hospital bill) (1 Original copy) 

Concerned Citizen 

3. Prescription ïfor medicines (1 
Certified Photocopy) 

Concerned Citizen 

4. Laboratory Request ï for 
procedure (1 Original Copy) 

Concerned Citizen 

b. Burial Assistance (name of 
nearest of Kin) 

 

1. Registered Death Certificate (1 
Photocopy) 

Concerned Citizen 

2. Affidavit of next of Kin (1 
Original Copy) 

Concerned Citizen 

c. Transportation Assistance  
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1. Itinerary of travel or 
breakdown of expenses (1 
Original Copy) 

Concerned Citizen 

d. Educational Assistance  

1. Enrollment/Assessment form 
or Certificate of enrollment (1 
Photocopy) 

Concerned Citizen 

2. School ID of the 
Student/beneficiary (1 Certified 
Photocopy) 

Concerned Citizen 

e. Fire Victim Assistance  

1. Obligation Request (4 Original 
Copies) 

Concerned Office 

a. CSWD Social Case Study 
Report (1 Original Copy) 

City Social Worker and Development 

b. Barangay Certificate of 
Indigency (1 Original Copy) 

Concerned Barangay 

c. Barangay Certificate Affected 
by Fire (Totally, Partially, 
Sharer, Renter) (1 Original 
Copy) 

Concerned Barangay 

d. Fire Incident Certificate (1 
Original Copy) 

Concerned Fire Station 

e. Photos with Label (name and 
address) (1 Original Copy) 

Concerned Citizen 

f. Other Assistance (Hit by 
Flood/Trees) 

 

1. Barangay Certificate Affected 
by flood/hit by trees/etc. (1 
Original Copy) 

Concerned Barangay 

2. Photos with label (name and 
address) (1 Original Copy) 

Concerned Citizen 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES 
TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit all 
required 
documents 

1. Receive and 
pre-assess 
the required 
documents. 

None 3 Days Administrative 
Assistant II 

City Accountantôs 
Office 
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 A. Payroll 
(Regular, 
Contract of 
Service, 
Incentives, 
Honoraria, 
and Special 
Payrolls) 
 

B. Payroll (Job 
Orders and 
Incentives) 

  Management 
Audit Analyst II 
City Accountantôs 

Office 
 
 
 

 
 

Management 
Audit Analyst I 
City Accountantôs 

Office 

1.1 Check all 
mandatory 
remittances 
and 
deductions 
as to payroll 
concerns 

None 3 Days Senior 
Bookkeeper 

City Accountantôs 
Office 

 

 

1.2 Release Pre-
Assessment 
Action Slip: 

 
A. Payroll 

(Regular, 
Contract of 
Service, 
Incentives, 
Honoraria, 
and Special 
Payrolls) 

 
B. Payroll 

(Job Orders 
and 
Incentives) 

 
 
 
 

None 

 
 
 
 

1 Day 

 
 
 
 

Administrative 
Assistant II 

City Accountantôs 
Office 

 
Management 

Audit Analyst II 
City Accountantôs 

Office 
 
 

Management 
Audit Analyst I 
City Accountantôs 

Office 

TOTAL: None 7 Days  
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7. Request for Pre-assessment of Claims for the Payment of Goods, 

Services, Personnel, and other Claims (Payroll - Personnel) 
 

This service is to provide pre-assessment of all financial claims relative to payment 

of goods, services, personnel, and other claims. 
 

Office or Division: City Accountantôs Office - Pre-Audit Division  

Classification: Complex 

Type of Transaction: G2G ï Government to Government 

Who May Avail: All City Government Officials and Employees 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

A. PAYROLL (Personnel)  
I. First Salary of Newly 

Appointed Employees 
 

1. Duly Approved Obligation Request 
(OBR) (4 Original Copies) 

Concerned Office 

2. Accounts Payable List (1 
Photocopy), if applicable 

Concerned Office 

3. Actual Month Duly Signed 
Certificate for Utilization PERA (1 
Original Copy) 

Concerned Office 

4. Duly Approved Daily Time Record 
(1 Original Copy) 

Concerned Office 

5. Certificate of Availability of Funds, 
City Accountant  
(1 Original Copy)  

City Accountantôs Office (CAC) 

6. Appointments (1 Certified True 
Copy) 

CHRMO 

7. Oath of Office (1 Certified True 
Copy) 

CHRMO 

8. Certificate of Assumption (1 
Original Copy) 

CHRMO 

9. Certificate of Assumption (1 
Original Copy) 

Assigned Office 

10. Certificate that appointment is in 
accordance with limitations under 
Sec. 325 RA 7160 (1 Certified 
True Copy) 

CHRMO 

11. Statement of Assets, Liabilities 
and Networth (SALN) (1 Certified 
True Copy) 

CHRMO 

12. Bureau of Internal Revenue 
withholding certificates (Forms 
1902 or TIN    I.D.) (1 Certified 
True Copy) 

Concerned Employee 

13. Payroll Information on New 
Employee, (1 Original Copy) 

CAC 
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14. Payroll passed thru CHRMO, 
CBO, ICGEMPC and ICGEU (3 
Original Copies)  

Concerned Office 

II. Succeeding Salary of 
Regular Employees 

 

1. Duly Approved Obligation Request 
(4 Original Copies) 

Concerned Office 

2. Accounts Payable List (1 
Photocopy), if applicable 

CAC 

3. Previous Month Duly Signed 
Certificate for Utilization PERA (1 
Original Copy) 

Concerned Office 

4. Previous Month Duly Signed 
ñCHRMO Passedò Daily Time 
Record (1 Original Copy)  

CHRMO 

5. Application for Leave, Clearances, 
Medical Certificate (1 Original 
Copy), if    
applicable 

CHRMO 

6. Travel Order, Certificate of 
Appearance (1 Certified True 
Copy), if applicable 

CHRMO 

7. Duly Approved Clearance from 
Money, Property, And Legal 
Accountabilities (1 Original Copy), 
if applicable 

CHRMO 

8. Payroll Passed Thru CHRMO, 
CBO, ICGEMPC and (3 Original 
Copies) 

Concerned Office 

Additional Requirements: (due to 
heirs and deceased employee) 

 

1. Death Certificate (1 Authenticated, 
1 Original Copy) 

Philippine Statistics Office (PSA) 

2. Marriage Contract (1 
Authenticated, 1 Original Copy), if 
applicable 

PSA 

3. Birth certificates of surviving legal 
heirs (1 Authenticated, 1 Original 
Copy), if applicable 

PSA 

4. Designation of Next of Kin (1 
Original Copy) 

Concerned Employee  

5. Waiver of Rights of Children 18 
yrs. old and Above (1 Original 
Copy, if applicable 

Concerned Employee 

III. Clothing/ Uniform Allowance  

1. Duly Approved Obligation Request 
(4 Original Copies) 

Concerned Office 

2. Accounts Payable List (1 CAC 
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Photocopy), if Applicable 

3. Certificate of Assumption (for New 
Employee) (1 Certified True Copy) 

CHRMO 

4. Certificate that claimant is in 
government service and is to 
render at least 6 months, including 
leave of absence (1 Original 
Copy) 

CHRMO 

5. Certificate that claimant has 
regularly complied to wearing the 
prescribed uniform by the City 
Government (1 Original Copy) 

CHRMO 

6. Certified true copy of appointment 
(for New Employee) (1 Certified 
True Copy) 

CHRMO 

7. Certificate of Non-Payment from 
Previous Agency (for Transferee) 
(1 Original Copy) 

Concerned Employee 

8. City Executive Order (1 Certified 
True Copy) 

CMO 

9. SP Appropriation Ordinance (1 
Certified True Copy) 

SP 

10. Guidelines for Mandatory 
Cultural/Uniform Allowance (1 
Certified True Copy) 

Concerned Office 

11. Duly Signed Payroll (3 Original 
Copies) 

Concerned Office 

12. Order Slip (1 Original Copy) Concerned Office 

IV. Representation Allowance & 
Transportation Allowance 
(RATA) 

 

1. Duly Approved Obligation Request 
(4 Original Copies) 

Concerned Office 

2. Accounts Payable list (1 
Photocopy) - if applicable 

CAC 

3. Certificate on RATA spending, 
compliant with COA RR10-2008 (1 
Original Copy) 

Concerned Office 

4. Certificate of No Government 
Issued Vehicle (1 Original Copy) 

Concerned Office 

5. Authority from the City Mayor 
(Applicable in Acting Capacity) (1 
Original Copy), if applicable 

CMO 

6. Official Receipts, Cash/Sales 
Invoices Attachment Receipts 
(Applicable in Acting Capacity) (1 
Original Copy) 

Concerned Employee 
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7. Daily Time Record, Record of 
Leave, Approved Travel Order, 
Certificate of 
Appearance/Attendance, etc. (if 
any) (1 Original Copy) 

CHRMO 

8. Certificate of Attendance to 
Regular Session of Actual Month 
of   SP (applicable for Vice Mayor 
and City Councilors including 
sectoral representatives) (1 copy, 
original) 

Sangguniang Panlungsod (SP) 

9. Payroll (3 Original Copies) Concerned Office 

V. First Salary of Newly Elected 
City Officials 

 

1. Duly Approved Obligation Request 
(4 Original Copies) 

Concerned Office 

2. Personal Economic Relief 
Assistance Certification (PERA) (1 
Original Copy) 

Concerned Office 

3. Daily Time Record, Regular 
Session of Actual Month (1 
Certified True Copy) 

Concerned Office 

4. DILG Certificate of Assumption of 
Duty (1 Certified True Copy) 

CHRMO 

5. Sangguniang Panlungsod (SP) 
Assumption (1 Certified True 
Copy) 

SP 

6. Certificate of Assumption (1 Copy 
Original) 

CHRMO 

7. Appointments (1 Certified True 
Copy) 

CHRMO 

8. Panunumpa/Oath of Office (1 
Certified True Copy) 

CHRMO 

9. Certificate that appointment is in 
accordance with limitations under 
Sec. 325 RA 7160 (1 Certified 
True Copy) 

CHRMO 

10. SALN (1 Certified True Copy) CHRMO 

11. BIR withholding Certificates 
(Forms 1902 and 2305 (1 Certified 
True Copy) 

Concerned Employee 

12. Certificate of Canvass of Voter & 
Proclamation (1 Certified True 
Copy) 

DILG 

13. Duly Accomplished and Passed 
thru CHRMO, CBO, ICGEMPC, 
CAC - Remittance Payroll (3 
Original Copies) 

Concerned Office 
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VI. Succeeding Salary of 
Elected City Officials 

 

1. Previous Month Duly Signed 
Certificate for Utilization PERA (1 
Original Copy) 

Concerned Office 

2. Certificate of Attendance to 
Regular Session of Active Month 
(1 Original Copy) 

Concerned Employee 

3. Application for Leave, Official 
Business, Certificate of 
Appearance (if applicable) (1 
Certified True Copy) 

CHRMO 

4. Duly Approved Original Clearance 
from Money, Property, And Legal 
Accountabilities (1 Original Copy) 

Concerned Employee 

5. Duly Signed Payroll (3 Original 
Copies), if applicable 

Concerned Office 

VII. Mid-Year Bonus  

1. Duly Approved Obligation Request 
(4 Original Copies) 

Concerned Office 

2. Accounts Payable List (1 
Photocopy), if Applicable 

CAC 

3. Guidelines (1 Original Copy) Concerned Office 

4. Certificate of Service rendered (a 
total/aggregate of 4 months from 
July 1 of the immediately 
preceding year, had obtained 
satisfactory performance rating 
and still in government service as 
of May 15 of the current year) (1 
Original Copy) 

Concerned Office, 
CHRMO 

5. Certificate of No Pending Case (1 
Original Copy) 

City Legal Office 

6. Duly Accomplished and Passed 
thru CHRMO, CBO, ICGEMPC, 
CAC - Remittance Payroll (3 
Original Copies) 

Concerned Office 

VIII. Year-End Bonus and Cash 
Gift 

 

1. Obligation Request (duly 
approved 4 Original Copies) 

Concerned Office 

2. Accounts Payable List (1 
Photocopy), if Applicable 

CAC 

3. Guidelines (1 Original Copy) Concerned Office 

4. Certificate that the employee is 
qualified to receive year-end 
bonus and cash gift and has 
rendered at least a total of 

Concerned Office, 
CHRMO 
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aggregate of 4 mos. of service for 
the current year and still in service 
as of October 31 of the same year 
(1 Original Copy) 

5. Certificate of No Pending Case (1 
Original Copy) 

City Legal Office 

6. Duly Accomplished and Passed 
thru CHRMO, CBO, ICGEMPC, 
CAC - Remittance Payroll (3 
Original Copies) 

Concerned Office 

IX. PhilHealth Sharing 
Incentives 

 

1. Department Circular (1 Certified 
True Copy) 

Concerned Office 

2. SP Resolution (1 Certified True 
Copy) 

SP 

3. Guidelines for PhilHealth Sharing 
(1 Certified True Copy) 

Concerned Office  

4. Statement of Collection (1 
Certified True Copy) 

Concerned Office  

5. Official Receipt (1 Certified True 
Copy) 

Concerned Office  

6. Philhealth sharing computation (1 
Certified True Copy) 

Concerned Office  

7. Certification on Qualified 
Employees (1 Original Copy) 

Concerned Office  

8. Duly Accomplished and Passed 
thru CHRMO, CBO, ICGEMPC, 
CAC - Remittance Payroll (3 
Original Copies) 

Concerned Office  

X. Overtime Pay  

1. Duly Approved Obligation Request 
(4 Original Copies) 

Concerned Office  

2. Accounts Payable List (1 
Photocopy), if Applicable 

CAC 

3. Overtime Request Authorized by 
City Mayor/Vice Mayor (1 Original 
Copy) 

CMO/SP 

4. Overtime Accomplishment Report 
(Quantified) (1 Original Copy) 

Concerned Office  

5. Daily Time Record (DTR) (1 
Original Copy) 

CHRMO 

6. Payroll Duly Signed by the 
Department Head Passed thru 
CBO and CAC-Remittance, 
CHRMO and ICGEMPC, as the 
case may be (3 Original Copies) 

Concerned Office  

XI. Longevity Pay (Loyalty) for  
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Appointed Employees 

1. Duly Approved Obligation Request 
(4 Original Copies) 

Concerned Office  

2. Accounts Payable List (1 
Photocopy), if applicable 

CAC 

3. Service Record (1 Original Copy) CHRMO 

4. Payroll Duly Signed by the 
Department Head Passed thru 
CBO and CAC-Remittance, 
CHRMO and ICGEMPC, as the 
case may be (3 Original Copies) 

Concerned Office  

XII. Productivity Enhancement 
Incentives 

 

1. Duly Approved Obligation Request 
(4 Original Copies) 

Concerned Office  

2. Accounts Payable List (1 
Photocopy) if applicable 

CAC 

3. Certificate of Satisfactory Ratings 
during the last two semesters (1 
Certified True Copy) 

CHRMO 

4. Certificate of No Pending Case (1 
Original Copy) 

City Legal Office 

5. Guidelines (1 Photocopy)  Concerned Office  

6. Duly Accomplished and Passed 
thru CHRMO, CBO, ICGEMPC, 
CAC - Remittance Payroll (3 
Original Copies) 

Concerned Office  

XIII. Salary Differentials due to 
Promotion 

 

1. Duly Approved Obligation 
Request (4 Original Copies) 

Concerned Office  

2. Accounts Payable List (1 
Photocopy), if applicable 

CAC 

3. Daily Time Record (DTR) (1 
Original Copy) 

CHRMO 

4. New Appointment (1 Certified 
True Copy) 

CHRMO 

5. Oath of Office (1 Certified True 
Copy) 

CHRMO 

6. Certificate of Assumption (1 
Original Copy) 

CHRMO 

7. Certificate of Assumption (1 
Original Copy) 

Assigned Office 

8. Certificate of Appointment in 
accordance with limitations 
under Sec. 325 RA 7160 (1 
Certified True Copy) 

CHRMO 

9. Certificate of employee has CHRMO 
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not incurred leave without pay 
(1 Original Copy) 

10. Duly Accomplished and 
Passed thru CHRMO, CBO, 
ICGEMPC, CAC - Remittance 
Payroll (3 Original Copies) 

Concerned Office  

XIV. Salary Differentials due to 
Step Increment /Adjustment 

 

1. Duly Approved Obligation Request 
(4 Original Copies) 

Concerned Office  

2. Accounts Payable List (1 
Photocopy), if applicable 

CAC 

3. Notice of Salary Adjustment 
(NOSA) (1 Certified True Copy) 

CHRMO 

4. Daily Time Record (1 Original 
Copy) 

 

5. Certificate that the employee has 
not incurred Leave Without Pay (1 
Original Copy), if applicable 

CHRMO 

6. Duly Accomplished and Passed 
thru CHRMO, CBO, ICGEMPC, 
CAC - Remittance Payroll (3 
Original Copies) 

Concerned Office  

XV. Monetization  

1. Obligation Request (4 Original 
Copies), if applicable 

Concerned Office  

2. Approved Leave (1 Original 
Copy) 

Employee concerned  

3. Waiver, (1 Original Copy), if 
applicable 

Employee Concerned  

4. Approved Letter Request by 
City Mayor for Sick Leave (1 
Original Copy), if applicable 

Employee Concerned 

5. Duly Signed Payroll (3 Original 
Copies) 

Concerned Office 

XVI. Terminal Leave  

1. Obligation Request (4 Original 
Copies) 

Concerned Office  

2. Accounts Payable List (1 
Photocopy), if applicable 

CAC 

3. Letter of Intent (1 Photocopy) Employee concerned 

4. Approval or Acceptance of 
Application Letter (1 Photocopy) 

CMO 

5. Latest Daily Time Record (1 
Original Copy) 

CHRMO 

6. Approved City Clearance (1 
Original Copy) 

CHRMO 

7. Terminal Leave Application and its CHRMO 
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approval (1 Original Copy) 

8. Service Record (1 Original Copy) CHRMO 

9. Record of Leave and Record of 
Leave Transactions (1 Original 
Copy) 

CHRMO 

10. Appointment (1 Certified True 
Copy) 

CHRMO 

11. Notice of Salary Adjustment 
(Latest Rate) (1 Certified True 
Copy) 

CHRMO 

12. Computation of Terminal Leave 
Monetary Value (1 Original Copy) 

CAC 

13. SALN (1 Photocopy) Employee concerned 

14. Clearance/Certificate of No 
Pending Case (1 Original Copy) 

City Legal Office 

15. Affidavit of Undertaking (1 Original 
Copy) 

City Legal Office 

16. Bank Clearance (1 Original Copy) Employee concerned 

17. Certificate of Canvass of Votes 
and Proclamation (if elected) (1 
Original Copy) 

DILG 

18. Panunumpa Sa Katungkulan (if 
elected) (1 Certified True Copy) 

Employee concerned 

19. UCPB Certification (if elected) (1 
Certified True Copy) 

Employee concerned 

20. DBP Certification (if elected) (1 
Certified True Copy) 

Employee concerned 

21. City Prosecutor Clearance 
Certificate (if elected) (1 Original 
Copy) 

Employee concerned 

22. City Clearance (if elected) (1 
Original Copy) 

Employee concerned 

23. CAC Certification (if elected) (1 
Original Copy) 

Employee concerned 

24. Affidavit of no pending criminal 
investigation or prosecution 
against him/her (R.A 3019) (1 
Original Copy) 

PAO 

25. Disbursement Voucher (2 Original 
Copies) 

Concerned Office  

Note: Additional Requirements IN 
CASE OF DEATH of CLAIMANT 

 

1. Death Certificate (1 Original Copy) PSA 

2. Marriage Contract (1 Original 
Copy) 

PSA 

3. Birth certificate of surviving legal 
heirs (1 Original Copy) 

PSA 

4. Affidavit of Kinship (1 Original Employee concerned 
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Copy) 

5. Waiver Of Children 18 years old 
and Above (1 Original Copy) 

Employee concerned 

6. Affidavit of 2 disinterested parties 
that the deceased is survived by 
legitimate and illegitimate children 
(if any), natural, adopted, or 
children of prior marriage 

Employee concerned 

XVII. B-1-6 (Salaries, Wages, 
Withdrawals, Salary 
Difference) 

 

1. Official Receipt (1 Original Copy)  City Treasurerôs Office 

2. Certification (1 Original Copy) City Treasurerôs Office 

3. Subsidiary Ledger (Bookkeeping 
Services) (1 Original Copy) 

CAC 

4. Duly Signed Payroll (3 Original 
Copies) 

Concerned Office  

5. Summary of Payroll (2 Original 
Copies) 

CAC 

XVIII. 20% Traffic Incentives  

1. Accomplishment Report (1 
Original Copy) 

Traffic Office 

2. SP Resolution (1 Certified True 
Copy) 

SP 

3. Summary of Claim (1 Original 
Copy) 

Traffic Office 

4. Certification of Claim (1 Original 
Copy) 

Traffic Office 

5. Official Receipts (1 Certified True 
Copy) 

Traffic Office 

6. Duly Signed Payroll Passed thru 
CAC-Remittance, CAC-Trust Fund 
(3 Original Copies) 

Traffic Office 

XIX. Last Salary   

1. Duly Approved Obligation Request 
(4 Original Copies) 

Concerned Office 

2. PERA Certifications (1 Original 
Copy) 

Concerned Office 

3. Daily Time Record (Actual & Prior 
Months) (1 Original Copy) 

CHRMO 

4. City Clearance (1 Certified True 
Copy) 

Concerned Office 

5. Payroll (3 Original Copies) Concerned Office 

XX. Subsistence/Laundry 
Allowance 

 

1. Duly Approved Obligation Request 
(4 Original Copies) 

Concerned Office 

2. Daily Time Record (1 Certified CHRMO 
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True Copy) 

3. Leave (1 Certified True Copy), if 
applicable 

CHRMO 

XXI. Hazard Pay  

1. Duly Approved Obligation Request 
(4 Original Copies) 

Concerned Office 

2. Daily Time Record (1 Certified 
True Copy) 

CHRMO 

3. Leave (1 Certified True Copy), if 
applicable 

CHRMO 

4. Certification from City Mayor (1 
Original Copy) 

City Mayorôs Office 

5. Certification from Department of 
Health (1 Photocopy) 

Department of Health 

6. Guidelines for Hazard Allowance 
(1 Photocopy) 

Concerned Office 

XXII. Economic Welfare 
Assistance 

 

1. Duly Approved Obligation Request 
(4 Original Copies) 

Concerned Office 

2. Sangguniang Panlungsod 
Resolution (1 Photocopy) 

Sangguniang Panlungsod 

3. Praise Committee Guidelines (1 
Photocopy) 

 

4. Certification from City Human 
Resource Management Office (1 
Original Copy) 

CHRMO 

5. Certification from City Legal Office 
(No Pending Case) (1 Original 
Copy) 

CLO 

6. Payroll/Voucher (3 Original 
Copies) 

Concerned Office 

XXIII. Collective Negotiation 
Agreement 

 

1. Duly Approved Obligation Request 
(4 Original Copies) 

Concerned Office 

2. DBM Circular (1 Photocopy) Department of Budget and Management 

3. C.N.A Agreement (Union and 
Mgt.) (1 Photocopy) 

ICGEU 

4. Report of Payment of C.N.A FY 
2024 (as of Sept. 30, 2024) (1 
Photocopy) 

City Accountantôs Office 

5. Sangguniang Panlungsod 
Resolution ï Authority to 
grant/release of C.N.A (1 
Photocopy) 

Sangguniang Panlungsod 

6. Accomplishment Report as of 
9/30/2024 (1 Original Copy) 

Concerned Office 
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7. ICGEU Guidelines (1 Photocopy) ICGEU 

8. ICGEU List of Qualified Members 
(1 Photocopy) 

ICGEU 

9. CHRMO List of Employees (Rank 
and File) (1 Photocopy) 

CHRMO 

B. PAYROLL (Job Order, Contract 
of Service, Consultancy Services) 

 

XXIV. Salaries of Job Order 
Workers Services 

 

1. Approved Job Order Request with 
received mark of Commission on 
Audit (COA) (1 Certified True 
Copy) 

CHRMO 

2. Biometric DTR Duly Signed by 
The Worker and Department Head 
(1 Original Copy) 

CHRMO 

3. Payroll Duly Signed by the 
Department Head and Passed 
thru CBO and CAC-Remittance (3 
Original Copies) 

Concerned Office 

4. Summary of Payroll Duly signed 
by the Department Head and 
Payroll Clerk (2 Original Copies) 

Concerned Office 

XXV. Salaries of Contract of 
Services 

 

1. Duly Approved Obligation Request 
(4 Original Copies) 

Concerned Office 

2. Accounts Payable List (1 
Photocopy), if applicable 

CAC 

3. SP Resolution (1 Certified True 
Copy) 

SP 

4. Contract of Service (1 Certified 
True Copy) 

CHRMO 

5. Daily Time Record ñCHRMO 
Passedò (1 Certified True Copy), if 
applicable 

CHRMO 

6. Accomplishment/Output Report 
ñCHRMO Passedò (1 Certified 
True Copy) 

Concerned Employee 

7. Certificate That No Duplication of 
Service with Regular Employee (1 
Certified True Copy) 

CHRMO 

8. Certified by City Mayor that hiring 
is still within the personnel    
serviceôs limitation under Sec 325 
RA 7160 (1 Certified True Copy) 

CHRMO 
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9. Duly Accomplished and Passed 
thru CHRMO, CBO, ICGEMPC, 
CAC - Remittance Payroll (3 
Original Copies) 

Concerned Office  

XXVI. Salaries of Consultancy 
Services 

 

1. Duly Approved Obligation Request 
(4 Original Copies) 

Concerned Office  

2. Accounts Payable List (1 
Photocopy), if applicable 

CAC 

3. Project Plan/Proposal (1 Certified 
True Copy) 

Concerned Office  

4. Contract /MOA (1 Certified True 
Copy) 

CHRMO 

5. SP Resolution (1 Certified True 
Copy) 

SP 

6. BAC Resolution on Legal, 
Technical, and Financial Capacity 
of Contracting Party (1 Certified 
True Copy) 

CHRMO 

7. Abstract (for SSAWETMS) (1 
Certified True Copy) 

BAC 

8. Accomplishment/Output Report 
ñCHRMO Passedò (1 Certified 
True Copy) 

Employee concerned 

9. Daily Time Record ñCHRMO 
Passedò (if applicable) (1 Certified 
True Copy),  

CHRMO 

10. Duly Accomplished and Passed 
thru CHRMO, CBO, ICGEMPC, 
CAC - Remittance Payroll (3 
Original Copies) 

Concerned Office  

XXVII. Accountantôs Advice  

1. Approved Disbursement Vouchers 
(1 Original Copy) 

CTO 

2. Approved Checks (1 Original 
Copy) 

CTO 

3. Control List (1 Original Copy) CTO 

XXVIII. Replenishment of Petty 
Cash Fund/ Miscellaneous 
Cash Advances 

 

1. Approved OBR (1 Original Copy) Concerned Office 

2. Petty Cash Vouchers (1 Original 
Copy) 

Concerned Office 

3. Summary of Disbursements (1 
Original Copy) 

Concerned Office 

4. Bills, Receipts, Sales Invoice, 
RER (1 Original Copy) 

Concerned Employee 
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5. Inventory Custodian Slip, 
Acceptance & Inspection Report 
(1 Original Copy), if applicable 

CGSO 

6. Attendance Sheets for snacks and 
meals (1 Original Copy), if 
applicable 

Concerned Office 

7. Approved Disbursement Vouchers 
(1 Original Copy) 

Concerned Office 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES 
TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit all 
required 
documents 

1. Receive and 
pre-assess 
the required 
documents: 

 
A. Payroll 

(Regular, 
Contract 
of 
Service, 
Incentives
, 
Honoraria
, and 
Special 
Payrolls) 

 
 
 

B. Payroll 
(Job 
Orders 
and 
Incentives
) 

 
 

 
 
None 

 
 

 
 

3 Days 

 
 

 
 
 

Administrative 
Assistant II 

City Accountantôs 
Office 

 
Management 

Audit Analyst II 
City Accountantôs 

Office 
 

Management 
Audit Analyst I 
City Accountantôs 

Office 

1.1 Check all 
mandatory 
remittances 
and 
deductions 
as to payroll 
concerns 

 

None 3 Days Senior 
Bookkeeper 

City Accountantôs 
Office 

 

1.2 Release Pre-
Assessment 
Action Slip: 
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A. Payroll 
(Regular, 
Contract of 
Service, 
Incentives, 
Honoraria, 
and 
Special 
Payrolls) 
 

B. Payroll 
(Job 
Orders and 
Incentives) 

 

None 1 Day Administrative 
Assistant II 

City Accountantôs 
Office 

 
Management 

Audit Analyst II 
City Accountantôs 

Office 
 

Management 
Audit Analyst I 

City Accountantôs 
Office 

TOTAL: None 7 Days  
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8. Request for Pre-audit of Claims for the Payment of Goods, 

Services, Personnel, and other Claims (Alternative Modality) 
 

This service is to provide pre-assessment of all financial claims relative to payment 

of goods, services, personnel, and other claims. 

 

Office or Division: City Accountantôs Office - Internal Control Division 

Classification: Highly Technical 

Type of Transaction: G2B ï Government to Business, G2C ï Government to 

Citizen, G2G ï Government to Government 

Who May Avail: All Suppliers, Service Providers, All City Government 

Elected, Officials and Employees, All Citizens 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Pre-Assessment Slip City Accountantôs Office 

2. Disbursement Voucher with Priority 
Number 

City Accountantôs Office 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES 
TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit all 
required 
documents 

1. Receive the 
disbursement 
voucher with 
pre-
assessment 
slip with 
ñCompleteò 
remark 

None 30 Minutes Accountant II 
City Accountantôs 

Office 

 1.1 Pre-Audit of 
the 
disbursement 
voucher 

None 15 Days Accountant II 
City Accountantôs 

Office 

 1.2 Prepare BIR 
Form 2307 (1 
original copy) 

None 1 Day Accountant II 
City Accountantôs 

Office 

 1.3 Review of the 
disbursement 
voucher  

None 2 Days Management and 
Audit Analyst IV 
City Accountantôs 

Office 

 1.4 Tagging / 
Carding of the 
Disbursement 
Voucher 

None 1 Days Accountant II 
City Accountantôs 

Office 
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 1.5 Check and 
control 
availability of 
funds 

None 4 hours Management and 
Audit Analyst I 

City Accountantôs 
Office 

 
 
 
 

 

1.6 Forward 
approved 
disbursement 
voucher to the 
City 
Administrator 
for appropriate 
action 

None 3 Hours and 30 
Minutes 

City Government 
Assistant 

Department Head 
II 

(Acting City 
Accountant) 

City Accountantôs 
Office 

TOTAL: None 20 Days  
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9. Request for the Preparation of Statutory and Other Prescribe 

Remittances (Personnel) 

 

This service is provided to facilitate issuance of certification monthly personnel-

related remittance of such compulsory coverage of state insurance (SSS/GSIS), 

statutory contributions (e.g., PHIC, HDMF, etc.), and certification of oneness for 

existing records of the office. 

 
Office or Division: City Accountantôs Office - Remittance Section 

Classification: Simple  

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

Business (G2B) 

Who May Avail: Government agencies, Financial Institution/Intermediaries 
(party to an existing agreement)  

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Official Receipt (1 Original) City Treasurerôs Office 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES 
TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit all 
required 
document. 

1. Prepare the 
requested 
certification 

 

None 
 

1 Day 
 

Administrative 
Assistant IV 

City Accountantôs 
Office 

 2. Forward the 
certification to 
the City 
Accountant for 
signature 

None 
 

1 Day and 4 
Hours 

 

Administrative 
Assistant IV 

City Accountantôs 
Office 

 1.1 Review and 
sign the 
certification 

None 
 
 

3 Hours and 
30 Minutes 

Acting City 
Accountant 

City Accountantôs 
Office 

 1.2 Record the 
certification in 
the logbook 

 15 Minutes Administrative 
Assistant IV 

City Accountantôs 
Office 

2. Receive the 
CAF or its 
equivalent 
document 
 

 

2. Release the 
certification 

 15 Minutes Administrative 
Assistant IV 

City Accountantôs 
Office 

 TOTAL: None 3 Days  
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10. Request for Preparation of Accountantôs Advice of Local 

Checks Disbursement 

 

This service is to prepare Accountantôs Advice in compliance with Land Bank of the 

Philippines and Development Bank of the Philippines to honor checks 

 

Office or Division: City Accountantôs Office - Pre-Audit Division  

Classification: Simple 

Type of Transaction: G2B ï Government to Business, G2C ï Government to 

Citizen, G2G ï Government to Government 

Who May Avail: All  

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Issued Check (1 Original Copy, 1 
Duplicate Copy) 

City Treasurerôs Office 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES 
TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit all 
required 
documents. 

1. Receive and 
encode 
checks from 
City 
Treasurerôs 
Office 

None 30 Minutes Management and 
Audit Analyst I 
City Accountantôs 

Office 

 

 1.1 Pre-Audit and 
review 
Accountantôs 
Advice 

None 15 Minutes Management and 
Audit Analyst I 
City Accountantôs 

Office 

 1.2 Approved and 
signed by the 
Acting City 
Accountant 

None 1 Hour Acting City 
Accountant  

City Accounting 
Office  

TOTAL: None 1 Hour, 45 
Minutes 
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11. Request for Pre-Audit of Financial Claims for the Payment of  
  Goods, Services, Personnel, and other Claims 

 
11.1 PAYROLL (Other Claims)  
 
This service is to provide pre-audit of all financial claims relative to payment of 
goods, services, personnel, and other claims. 

 

Office or Division: City Accountantôs Office - Pre-Audit Division  

Classification: Highly Technical 

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

Government 

Who may avail: All City Government Elected Officials and Employees, All 

Citizens 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Pre-Assessment Action Slip (1 
Original Copy) 

City Accountantôs Office 

2. Payroll with Priority Number (1 
Original Copy) 

City Accountantôs Office 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES 
TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit all 
require 
documents 

2. Pre-audit of the   
 submitted 
Payroll with 
 Remittance 
Stamp: 
 
A. Regular and 

Contract of 
Service 
Workers 
 
 

 
 
 
 

B. Job Order 
Worker 

 
 
 
 
 
 

None 

 
 
 
 
 
 

3 Days 

 
 
 
 
 
 
 

Administrative 
Assistant II 

City Accountantôs 
Office 

 
Management and 
Audit Analyst II 
City Accountantôs 

Office 
 
Management and 

Audit Analyst I 
City Accountantôs 

Office 

 2. Review of the 
Payroll: 

 
A. Regular and 

Contract of 

 
 
 

None 

 
 
 

1 Day 

 
 
 

Management and 
Audit Analyst IV 
City Accountantôs 
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Service 
Workers 
 
 

B. Job Order 
Worker 

 

Office 

 3. Check and 
control 
availability of 
funds 

None 1 Day Management and 
Audit Analyst IV 
City Accountantôs 

Office 
 

 4. Forward 
approved 
payroll to the 
Acting City 
Accountant for 
appropriate 
action 

None 2 Days Acting City 
Accountant 

City Accountantôs 
Office 

TOTAL: None 7 Days 
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11.2 PAYROLL (Personnel)  
 
This service is to provide pre-audit of all financial claims relative to payment of 
goods, services, personnel, and other claims. 

 
Office or Division: City Accountantôs Office - Pre-Audit Division  

Classification: Complex 

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

Government 

Who May Avail: All City Government Elected Officials and Employees, All 

Citizens 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Pre-Assessment Action Slip (1 
Original Copy) 

City Accountantôs Office 

2. Payroll with Priority Number (1 
Original Copy) 

City Accountantôs Office 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES 
TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit all 
required 
documents 

1. Pre-audit of 
the submitted 
Payroll with 
Remittance 
Stamp: 
 
A. Regular 

and 
Contract of 
Service 
Workers 
 
 
 
 
 

B. Job Order 
Worker 

 
 
 
 
 
 

None 

 
 
 
 
 
 

3 Days 

 
 
 
 
 

Administrative 
Assistant II 

City Accountantôs 
Office 

 
 

Management and 
Audit Analyst II 
City Accountantôs 

Office 
 

Management and 
Audit Analyst I 
City Accountantôs 

Office 
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2. Review of the 
Payroll: 

 
A. Regular 

and 
Contract of 
Service 
Workers 
 
 
 
 
 
 

B. Job Order 
Worker 

 

 
 
 

None 

 
 
 

3 Days 

 
 
 

Administrative 
Assistant II 

City Accountantôs 
Office 

 
 

Management and 
Audit Analyst II 
City Accountantôs 

Office 
 

Management and 
Audit Analyst I 
City Accountantôs 

Office 

3. Check and 
control 
availability of 
funds 

None 1 Day Management and 
Audit Analyst I 
City Accountantôs 

Office 

 

4. Forward 
approved 
payroll to the 
Acting City 
Accountant for 
appropriate 
action 

  Acting City 
Accountant 

City Accountantôs 
Office 

TOTAL: None 7 Days 
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City Administratorôs Office 

External Services 
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1. Action Undertaken to a Received Correspondence 

 

This service is an action to all correspondence received. 

 

Office or Division: City Administratorôs Office ï Administrative Division 

Classification: Simple 

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

Who May Avail: All government and non-government agencies, citizens 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Letter Correspondence (2 printed 
copies) 

Concerned Government/Non-Government 
Agencies 
Concerned Department 
All Citizens 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES 
TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit Letter 
Request 

1. Receive letter 
request 

None 30 Minutes Senior 
Administrative 

Assistant I 
City 

Administratorôs 
Office 

1.2 Review and 
evaluate letter 
request 

None 2 Days City Administrator 
Head 

or Representative 

City 

Administratorôs 

Office 

 

2. Acknowledge 
the action 
taken 

2. Issue blue slip 
of appropriate 
action 

None 30 Minutes Senior 
Administrative 

Assistant I 
City 

Administratorôs 
Office 

 

TOTAL: None 2 Days, 1 Hour  
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2. Processing the Payment of Goods and Services 
 
This service is provided to substantiate a government financial transaction or a 
series of transactions, under a negotiated procurement, before they are paid for and 
recorded. 
 

Office or Division: City Administratorôs Office ï Local School Board 

Classification: Complex 

Type of Transaction: G2G - Government to Government 

Who May Avail: DepEd Iligan City 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Create Project Proposal (1 
Original copy) 

Department of Education, Iligan City 

2. Letter Adress to the Mayor thru 
Local School Board for the 
Appropriation of the Budget 
with the approval of the School 
Division Superintendent (1 
Printed copy) 

Department of Education, Iligan City 

3. Memorandum of the Activity 
duly signed by the Schools 
Division Superintendent (1 
Original copy) 

Department of Education, Iligan City 

4. Authorization from the City 
Mayor (1 Original copy) 

City Mayorôs Office 

5. Request for Certificate of 
Availability of funds (1 Original 
copy) 

City Treasurerôs Office 

6. Approval of OBR (1 Original 
copy) 

Department of Education, City Mayorôs Office 

7. Purchase Request (1 Original 
copy) 

Respective Office 

8. Preparation of RFQ, canvass (1 
Original copy) 

Bids and Awards Committee (BAC) 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES 
TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit an 

Obligation 

Request (ObR) 

with a complete 

attachment 

1. Receive, 

check 

attachments, 

and forward 

to the 

appropriate 

controller 

None 4 Days Supervising 
Administrative 

Officer 
City Administratorôs 

Office 
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2. Receive 

Approved 

Payrolls and 

Disbursement 

Vouchers with 

attached Check 

for payment  

2. Release 
Approved 
Payrolls 
and 
Disburseme
nt Vouchers 
with 
attached 
Check for 
payment  

 

None 1 Hour Administrative 
Assistant 

City Treasurerôs 
Office 

TOTAL:    None 4 Days,  

 1 Hour     
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3. Request for Assessment for Traffic Violation Fees  
 
This service assesses traffic violation fees prior to payment at the City Treasurer's 
Office. 
 

Office or Division: City Administratorôs Office - Iligan City Traffic and Parking 

Management Office 

Classification: Simple 

Type of transaction: G2G ï Government to Citizen 

Who May Avail: Any motorist issued with Traffic Citation Ticket and 

pending traffic violation/s who are willing to pay the 

penalty 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Copy of Traffic Citation Ticket 

(Duplicate copy) 

Apprehending Officer (Traffic Enforcer) 

CLIENT STEPS AGENCY 
ACTIONS 

FEES 
TO BE 
PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBL
E 

1. Submit Traffic 
Citation Ticket 

 1. Record and 
assess 

None 5 Minutes Desk Officer 
City 

Administratorôs 

Office 

 

2. Receive 
assessment 

 2. Return 
Traffic 
Citation 
Ticket with 
checklist of 
amount to 
be paid and 
advise 
client to 
proceed at 
the cashier 
and pay 

See 

Table 

below 

25 Minutes 

3. Submit Traffic 
Citation Ticket 
and Official 
Receipt  

 3. Ask for the 

proof of 

payment 

and the TCT 

copy and 

generate 

copy and 

file 

None 5 Minutes TCT In-charge 
City 

Administratorôs 

Office 
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Request for Assessment for Traffic Violation Fees is covered under City Ordinance No. 21-

7092 also known as an Ordinance Amending Certain Provisions of City Ordinance No. 18-

6710, Entitled; ñAn Ordinance Amending Certain Provisions of City Ordinance No. 02-4256, 

Otherwise Known as the New Traffic Code of Iligan City, Specifically on the Penalties 

Imposed Against Traffic Violators and for Other Purposes.ò  
 

Table of Traffic Violation Fees under City Ordinance No. 21-7092 

No. Traffic Violation Cost of Payment 

1 Failure to Obey Traffic Control Device Traffic 
Lights/Traffic Enforcers 

PHP1,000.00 

2 No Parking Areas Considered as Tow Away Zones PHP500.00 

3 No Helmet or Non-Wearing of Crash Motorcycle Helmet PHP1,000.00 

4 Stopping/Standing or Parking Prohibited in Specified 
Places 

PHP500.00 

5 Parking on Side Walk PHP500.00 

6 Selling Goods on Public Streets or Highways Prohibited PHP200.00 

7 Smoking Ban Inside Public Utility Vehicles PHP1,500.00 

8 No Loading/Unloading 
1st Offense 
2nd Offense 
3rd Offense 

PHP100.00 
PHP200.00 
PHP300.00 

4. If TCT copy is 
lost ask for 
assistance and 
seek triplicate 
copy 

4. Verify 

information: 

Name, 

address, 

time and 

date of 

apprehensio

n and 

     Search on 

file 

None 1 Hour 
Support Staff Data 

Encoder 
City 

Administratorôs 

Office 

 

5. Receive 
photocopy of 
recovery file 

5. Provide a 
photocopy of 
correspondin
g TCT with 
checklist of 
amount to be 
paid to the 
cashier 

None 5 Minutes 

6. Submit Official 
Receipt  

6. Record 
payment and 
clear clientôs 
information  

None 5 Minutes Data Encoder 
City 

Administratorôs 

Office 

TOTAL: 

See 
Table 
Below 

1 Hour, 45 
Minutes 
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9 Wearing of Slippers and Sando Not Allowed 
1st Offense 
2nd Offense 
3rd Offense 

PHP150.00 
PHP300.00 
PHP500.00 

10 Illegal Terminal (Setting up a terminal, unless the 
Sangguniang Panlungsod through an ordinance allows 
such establishment) 

PHP5,000.00 

11 Installation of Car Stereo, Video Players in PUJs and 
Motorcycles 

PHP1,000.00 

12 Failure or Refusal to Convey Passengers PHP500.00 

13 Jaywalking 
1st Offense 
2nd Offense 

PHP300.00 
PHP500.00 

14 Smoke Belching Mufflers, Noise Controlling Device PHP2,500.00 

15 Driving Under the Influence of Liquor/Narcotic Drugs PHP4,000.00 

16 Driving without Driver's License PHP1,500.00 

17 Driving with Invalid/Delinquent Driver's License PHP3,000.00 

18 Failure to Carry O.R./C.R. (All motor vehicle drivers shall 
when in-charge of the same, have in his possession the 
proper vehicle register) 

PHP500.00 

19 Unregistered/Delinquent/Invalid/Suspended Motor 
Vehicle 

PHP2,000.00 

20 Over Speeding PHP1,000.00 

21 Invalid/No Franchise (Colorum) PHP5,000.00 

22 Operating Out of Line (Routes of Provincial Passenger 
Vehicles) 

PHP5,000.00 

23 Trip Cutting (All public utility vehicles whether provincial 
or city operation when operating in Iligan City shall 
display a permanent panel sign board atop the front side 
of the vehicle's roof indicating the terminal destination 
points or routes allowed by its franchise or certificates) 

PHP500.00 

24 Obstruction to Sidewalk PHP500.00 

25 Top Load Passengers/Cargoes (No person shall be 
allowed as passengers or riders of on top of cargoes or 
on vehicle roofs with or without cargo. The driver or 
operator of the motor vehicles concerned as well as the 
rider shall both be subjected to the fine provided for in 
this ordinance) 

PHP3,000.00 

26 Reckless Driving PHP2,000.00 

27 Contracting PHP2,000.00 

28 No Plate PHP2,000.00 
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4. Request for Schedule for a Guided Tour in Iligan City 

 

This service is available for all local and foreign tourists who need assistance in touring 

Iligan City. 

 

Office or Division: City Administratorôs Office - City Tourism Office  

Classification: Simple 

Type of Transaction: G2C ï Government to Citizen  

Who May Avail: Local or Foreign Tourists 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Request Letter addressed to the 
Tourism Officer 
a. Indicating the date of tour, 

number of tourists and 

specific sites to be visited 

b. Assistance required (vehicle 

or tour guide) 

Client 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES 
TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit Letter 
Request 
 
 
 
 

1. Receive letter 
request and 
evaluate 
relation to the 
availability of 
vehicle and 
tour guide  

None 10 Minutes Supervising 
Administrative 

Officer 
City 

Administratorôs 
Office 

2. Receive 
schedule of 
guided tour 

2. Advice client 
on schedule of 
guided tour 

None 10 Minutes Tourism Officer-
in-Charge/ 

Support Section 
Head/ 

Admin Officer 
City 

Administratorôs 
Office 

TOTAL: None 20 Minutes  
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5. Request for Schedule of Mandatory Defensive Driving 

Orientation Seminar 
 

This service acts on the request for the schedule of mandatory defensive driving 

orientation seminars. 

 

Office or Division: 
City Administratorôs Office - Iligan City Traffic and Parking 
Management Office 

Classification: Simple 

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

Who May Avail: 
All traffic violators, educational institutions, barangays 
 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Defensive Driving Seminar to Traffic Violators 

1. Official Receipt of Citation Ticket 
(1 Original copy) 

City Treasurer's Office, Collection Division 
(IBJT) 

2. Any Valid ID (1 Photocopy) Authorized Issuing Agency 

Defensive Driving Seminar to Educational Institutions and Barangays 

1. Letter Request (2 printed copies) Clients 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES 
TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit 
complete 
requirements 

1. Receive 
complete 
requirement
s 

 

None 
 

 
 

30 Minutes 
 

 
 

Traffic Aide I 
City 

Administratorôs 
Office 

 

1.1 Check the 
availability of 
the seminar 
schedule 

None 1 Hour Security Guard II 
City 

Administratorôs 
Office 

2. Receive 
Notice of 
Seminar 
Schedule  

2. Issue 
confirmation 
slip for 
seminar 
schedule  

None 15 Minutes Traffic Aide I 
City 

Administratorôs 
Office 

TOTAL: None 
1 Hour, 45 

Minutes 
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6. Request for Traffic Clearance 

 

The service renders to clients with lost Driverôs License and individual as required in 

the application for renewal and or replacement of registration and licenses. 

 

Office or Division: City Administratorôs Office ï Iligan City Traffic and 

Parking Management Office 

Classification: Simple 

Type of Transaction: G2GïGovernment to Citizen 

Who May Avail: Those individuals who would apply for replacement of 
lost Driver's License/OR/CR and with application for 
renewal of registration and license at Land 
Transportation Office ï Iligan Sub-Office 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

For Lost Driverôs License 

1. Affidavit of Loss (1 Original 

copy, 2 photocopies) 

Lawyer 

2. Police Report (1 Original 

copy) 

Police Stations 

3. Official Receipt for payment 

of Traffic Clearance (1 

Original copy) 

City Treasurer's Office ï Collection Division 
 
 
 

For Lost Official Receipt/Certificate of Registration 

1. Affidavit of Loss (1 original 

copy, 2 photocopies) 

Lawyer 

2. Police Report (1 original 
copy) 

Police Stations  

3. Photocopy of OR/CR 

(Optional) 

 

4. Official Receipt for payment 

of Traffic Clearance (1 

Original copy) 

City Treasurer's Office ï Collection Division 

CLIENT STEPS 
AGENCY 

ACTIONS 

FEES 
TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1.Submit complete 

documentary 

requirements 

1. Receive, 

validate, 

record, and 

forward 

requiremen

ts to data 

None 15 Minutes 
 

Desk Officer 

Data Encoder 

City 
Administratorôs 

Office 
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encoder 

2. Receive advise 

to pay Traffic 

Violation Fees 

for unpaid TCT 

2. Client 

advise to 

proceed at 

the cashier, 

Collection 

Division, 

City 

Treasurerôs 

Office, 

IBJT-East, 

Tambo, 

Hinaplanon

, Iligan City 

and pay 

correspondi

ng 

See 
Table 
below 

25 Minutes Collection Officer 

City Treasurerôs 
Office 

3. Submit proof 

Official Receipt 

3. Receive 
OR 

 

None 3 Minutes Data Encoder 

City 
Administratorôs 

Office 

4. Receive 

clearance 

4. Advise 

client to 

proceed to 

PNP-Traffic 

Enforceme

nt Unit 

None 3 Minutes Desk Officer 

City 
Administratorôs 

Office 

 TOTAL: 
See 

Table 
below 

46 Minutes 
 

Request for Assessment for Traffic Violation Fees is covered under City Ordinance No. 21-

7092 also known as an Ordinance Amending Certain Provisions of City Ordinance No. 18-

6710, Entitled; ñAn Ordinance Amending Certain Provisions of City Ordinance No. 02-4256, 

Otherwise Known as the New Traffic Code of Iligan City, Specifically on the Penalties 

Imposed Against Traffic Violators and for Other Purposes.ò 

 

Table of Traffic Violation Fees under City Ordinance No. 21-7092 

No. Traffic Violation Cost of Payment 

1 Failure to Obey Traffic Control Device Traffic 
Lights/Traffic Enforcers 

PHP1,000.00 

2 No Parking Areas Considered as Tow Away Zones PHP500.00 
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3 No Helmet or Non-Wearing of Crash Motorcycle 
Helmet 

PHP1,000.00 

4 Stopping/Standing or Parking Prohibited in Specified 
Places 

PHP500.00 

5 Parking on Side Walk PHP500.00 

6 Selling Goods on Public Streets or Highways 
Prohibited 

PHP200.00 

7 Smoking Ban Inside Public Utility Vehicles PHP1,500.00 

8 No Loading/Unloading 
1st Offense 
2nd Offense 
3rd Offense 

PHP100.00 
PHP200.00 
PHP300.00 

9 Wearing of Slippers and Sando Not Allowed 
1st Offense 
2nd Offense 
3rd Offense 

PHP150.00 
PHP300.00 
PHP500.00 

10 Illegal Terminal (Setting up a terminal, unless the 
Sangguniang Panlungsod through an ordinance allows 
such establishment) 

PHP5,000.00 

11 Installation of Car Stereo, Video Players in PUJs and 
Motorcycles 

PHP1,000.00 

12 Failure or Refusal to Convey Passengers PHP500.00 

13 Jaywalking 
1st Offense 
2nd Offense 

PHP300.00 
PHP500.00 

14 Smoke Belching Mufflers, Noise Controlling Device PHP2,500.00 

15 Driving Under the Influence of Liquor/Narcotic Drugs PHP4,000.00 

16 Driving without Driver's License PHP1,500.00 

17 Driving with Invalid/Delinquent Driver's License PHP3,000.00 

18 Failure to Carry O.R./C.R. (All motor vehicle drivers 
shall when in-charge of the same, have in his 
possession the proper vehicle register) 

PHP500.00 

19 Unregistered/Delinquent/Invalid/Suspended Motor 
Vehicle 

PHP2,000.00 

20 Over Speeding PHP1,000.00 

21 Invalid/No Franchise (Colorum) PHP5,000.00 

22 Operating Out of Line (Routes of Provincial Passenger 
Vehicles) 

PHP5,000.00 

23 Trip Cutting (All public utility vehicles whether provincial 
or city operation when operating in Iligan City shall 
display a permanent panel sign board atop the front 
side of the vehicle's roof indicating the terminal 
destination points or routes allowed by its franchise or 
certificates) 

PHP500.00 

24 Obstruction to Sidewalk PHP500.00 
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25 Top Load Passengers/Cargoes (No person shall be 
allowed as passengers or riders of on top of cargoes or 
on vehicle roofs with or without cargo. The driver or 
operator of the motor vehicles concerned as well as the 
rider shall both be subjected to the fine provided for in 
this ordinance) 

PHP3,000.00 

26 Reckless Driving PHP2,000.00 

27 Contracting PHP2,000.00 

28 No Plate PHP2,000.00 
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City Administratorôs Office 

Internal Services  
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1. Request for Schedule of Repair and Maintenance of Information 
and Communication Technology (ICT) Equipment 

 
This internal service is provided to all city government offices and employees when 
their ICT equipment and accessories used for work require servicing. 
 

Office or 
Division: 

City Administratorôs Office ï Information and Communications 
Technology Center 

Classification: Simple 

Type of 
Transaction: 

G2G ï Government to Government 

Who May Avail: All City Government Employees 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. ICTC Service Request Form 
bearing the following information: (2 
original copies) 

 . Nature of Request 
 . Details 
 . Requested by 
 . Office & Contact No. 
 . Date & Time 

 

ICTC Repair and Maintenance 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES 
TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit ICTC 
Service 
Request 
Form with 
ICT 
equipment  

1. Receive 
Service 
Request Form 
and check 
information 
entered 

None 5 Minutes Computer 
Technician 

City Administratorôs 
Office 

1.1 Evaluate the 
nature of 
request and 
approve 
request 

None 5 Minutes ICTC Head or 
Representative 
City Administratorôs 

Office 

1.2 Indorse 
approved 
ICTC Service 
Request Form  

None 5 Minutes Telecommunication
s and Network 

Section 
City Administratorôs 

Office 

2. Receive 
schedule of 
release of 
ICT 
equipment 

2. Advice client 
of release date 

None 5 Minutes ICTC 
Representative 
City Administratorôs 

Office 

TOTAL: None 20 Minutes  
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2. Request for Security Services to the City Government Vital 

Facilities 

 

These security services are provided to city government vital facilities to ensure the 

safety and security of the city government officials, employees, clients, and visitors to 

include the city government properties and assets against any form of criminalities. 

 

Office or 
Division: 

City Administratorôs Office ï Civil Security Unit Division 

Classification: Simple 

Type of 
Transaction: 

G2G ï Government to Government 

Who May Avail: All City Government Department Heads 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Request Letter addressed to the 
Local Chief Executive thru the City 
Administrator bearing the following 
information to wit: (2 original 
copies) 

 
a. Requesting Officeôs details such 

as the scope of security 

services and duration. 

b. Number of security personnel 

needed. 

Client 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES 
TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit Letter 
Requesting for 
Security 
Services 

1. Receive letter 
request with 
checklist of 
requirements 

None 15 Minutes Records In-charge 
City 

Administratorôs 
Office 

1.1 Evaluate the 
request in 
relation to 
the security 
needs and 
availability of 
security 
personnel to 
be deployed 

None 
 
 
 
 
 

3 Hours 
 
 
 
 
 

Admin In-Charge 
City 

Administratorôs 
Office 
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1.2 Prepare the 
Administrativ
e/Office 
Order for 
Deployment 
of Security 
Personnel 

None 20 Minutes Admin In-Charge 
Civil Security Unit 

1.3 Verify the 
correctness of 
the prepared 
document 
then inscribe 
initial 

None 15 Minutes Admin In-Charge 
City 

Administratorôs 
Office 

2. Receive the 
Civil Security 
Unit personnel 

2. Inform the 
requesting 
Office the 
action taken  

None 10 Minutes Admin In-Charge 
or Chief CSU 

City 
Administratorôs 

Office 

TOTAL: None 4 Hours 
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City Administratorôs Office 

Both Internal Services and External Services 
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1. Request/Queries on Funeral, Recorida, Motorcade, Fun Run, and 
Procession with Requests on Escort/Motorcycle Guide 

 
This service caters to walk-in inquiries and other concerns to enable individual 
person, organization or group and institutions to avail services for safe conduct of 
any activity using roads.        

Office or Division: 
City Administratorôs Office - Iligan City Traffic and Parking 
Management Office 

Classification: Simple 

Type of transaction: 
G2B ï Government to Business, G2C ï Government to 

Citizen, G2G ï Government to Government 

Who May Avail: 
Any individual, organization and institution with traffic 

concerns 

Request for Funeral Escort 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Letter Request (1 Original copy, I 
photocopy) 

Client 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES 
TO BE 
PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1. Submit letter 

request 

1. Receive 
letter 
request and 
record in 
the logbook 

None 5 Minutes Frontline Officer 
City 

Administratorôs 
Office 

  2. Give 
additional 
detail  

2. Book 
schedule 
and provide 
contact 
number of 
the for 
proper 
arrangemen
t of 
schedule 

None 5 Minutes Frontline Officer 
City 

Administratorôs 
Office 

3. Notify client 
on fix time 
schedule 

3. Advice 
client of 
schedule 

None 5 Minutes Escort Officer 
City 

Administratorôs 
Office 

TOTAL: None 15 Minutes  

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Request for Recorida and Motorcade 

1. Letter Request (1 Original copy Client 
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1 photocopy) 

2. Route plan (1 Original copy, 1 

photocopy) 

Client 

CLIENT STEPS 
AGENCY 

ACTIONS 

FEES 
TO BE 
PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1. Submit all 
documentary 
requirements 

1. Receive 
letter request 
and record in 
the logbook  

None 5 Minutes Desk Officer 
City 

Administratorôs 
Office 

2. Inform on fix 
time schedule 
and process 
permit 

2. Fix schedule, 
book and 
inform client 
to process 
permit at the 
Permits and 
Licensing 
Office 

None 5 Minutes Assessment 
Officer 

ICTPMO 

3. Submit 
approved 
copy of 
permit 

3.Receive copy 
of permit 

 

None 5 Minutes Desk Officer 
City Administratorôs 

Office 

TOTAL: None 15 Minutes  

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Request for Fun Run and Procession 

1. Letter Request (1 Original copy, 1 

photocopy) 

Client 
 
 

2. Route plan (1 Original copy, I 

photocopy) 

Client 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES 
TO BE 
PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1. Submit letter 

request with 

route plan and 

indicating 

number of 

personnel to 

deployed 

1. Receive 
letter request 
and validate 
and record in 
the logbook  

None 5 Minutes Desk Officer 
Assessment Officer 
City Administratorôs 

Office 

2. Inform on fix 
time schedule 
and process 
permit 

2. Fix schedule, 
book and 
inform client 
to process 
permit at the 
Permits and 

None 5 Minutes Assessment Officer 
City Administratorôs 

Office 



 

120 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Licensing 
Office 

3. Submit 
approved 
copy of permit 

3. Receive 
copy of 
permit 

None 5 Minutes Desk Officer 
City Administratorôs 

Office 

4. Ready for the 

schedule   

4. Draft detail of 

personnel to 

provide road 

safety 

None 1 Hour Chief Operation 
Officer and 
Supervisor 

City Administratorôs 
Office 

TOTAL: None 
1 Hour, 15 

Minutes 
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City Agriculturistôs Office 

External Services 
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1. Assistance to Fisherfolk Enterprise Development Information 

System (FFDIS) Enrollment  
 
This service caters to assist farmers and fisherfolk to register their agri-fishery 
enterprise to the Farmers and Fisherfolk Enterprise Development Information 
System.  
 

Office or Division: City Agriculturistôs Office-Farm Management and Field 
Operation Division 

Classification: Simple 

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

Who May Avail: All interested farmersô and fisherfolk with registered agri-
fishery enterprise 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Accomplished FFEDIS Form 1 
original copy 

City Agriculturistôs Office 

2. Mayorôs Permit 1 original copy 
Permits and Licensing Division of City Mayorôs 
Office 

3. DTI Registration 1 original copy DTI Office 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES 
TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Register in the 
Client 
Registry Form 

 

1. Require 
client to 
register in 
the Registry 
Client Form 

 

None 1 Minute Officer of the Day 
City Agriculturistôs 

Office 

2. Submission of 
Requirements 
and Client 
Interview 

 
 
 
 
 

2. Thoroughly 
review the 
submitted 
document 
and 
discussed 
the details 
of enrolling 
to FFEDIS 

 

None 10 Minutes Agribusiness, Credit 
and Marketing 
Coordinator 

City Agriculturistôs 
Office 

3. Enrollment to 
FFEDIS 
Website 

 
 

3.Facilitate the 
online 
enrollment 
to the 
FFEDIS 
Website 

 

None 3 Minutes Agribusiness, Credit 
and Marketing 
Coordinator 

City Agriculturistôs 
Office 
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4. Wait for the 
approval and 
issuance of 
FFEDIS 
certification 

 
 
 
 
 

4. Follow-up 
the DA RFO   
10 with 
regards to 
the 
application 
and the 
issuance of 
FFEDIS 
Certification 

None 1 Month Agribusiness, Credit 
and Marketing 

Coordinator and DA 
RFO 10 

City Agriculturistôs 
Office 

TOTAL: None 
1 Month, 15 

Minutes 
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2. Enrollment of Individual Farmer and Fisherfolk to the Registry 
System for Basic Sectors in Agriculture (RSBSA) 

 
This service caters the enrollment of Iligan Farmers and Fisherfolk to RSBSA to 
avail all agricultural assistance (national and local funding), and to identify population 
of the local agriculture sector. 
 

Office or Division: City Agriculturistôs Office ï Farm Operation Division 

Classification: Simple 

Type of Transaction: G2C ï Government to Client 

Who May Avail: Farmers and Fisherfolk 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. RSBSA Form- Duly signed by the 
Applicant and Barangay Chairman 
where the applicant resides- 1 
original copy 

City Agriculturistôs Office ï Farm Operation 
Division 
 

2. 2x2 Picture- 1 copy Client  

3. Government Issued Valid ID- 1 
original and 1 photocopy 

Client 

4. Any Land Ownership Document, 
either land title or deed of sale- 1 
photo copy or Barangay 
Certification of Farmer  or 
Fisherfolk- 1 Original Copy 

Client / Barangay Hall where the applicant 
resides 
                                            

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES 
TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1.Submit all  
   requirements 

1.Receive 
  Complete 
  requirements 

 

None 5 minutes Agricultural 
Technologist 

(RSBSA Focal) 
City Agriculturistôs 

Office 

1.1 Entry to 
      RSBSA 
      System 

None 5 minutes Agricultural 
Technologist 

(RSBSA Focal) 
City Agriculturistôs 

Office 

2. Claim RSBSA 
    Reference  
    Number  
 

2. Issuance of  
    RSBSA 
    Reference  
    Number 

None 15 minutes Senior 
Agriculturist 

Farm Operation 
Division Head 
City Agriculturistôs 

Office 

TOTAL:   None 25 Minutes  
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3. Farmers application to Philippine Crops Insurance Corporation 
 
This service caters to assist farmers in the application for crops Insurance under 
PCIC. 
 

Office or Division: City Agriculturistôs Office ï Farm Operation Division 

Classification: Simple 

Type of Transaction: G2C ï Government to Client 

Who May Avail: Farmers and Fisherfolk 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. PCIC Form- Duly signed by the 
Applicant and Barangay Chairman 
where the applicant resides- 1 
original copy 

City Agriculturistôs Office ï Farm Operation 
Division 

2. 2x2 Picture- 1 copy Client 

3. Government Issued Valid ID- 1 
original 

and 1 photocopy 

Client 

4. Any Land Ownership Document, 
either land title or deed of sale- 1 
photo copy or Barangay 
Certification of Coconut Farmers- 1 
Original Copy 

Barangay where the applicantôs farm is 
located 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES 
TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit all  
Requirements 
 
 

 
1. Receive 
    Complete 
    Requirements 
 

None 5 Minutes Agricultural 
Technologist 
(PCIC Focal) 

City Agriculturistôs 
Office 

2. Entry to ACI an 
CI program 
under PCIC 

2. Issuance of 
    approved ACI 

to farmer 
applicant 

None 15 Minutes Agricultural 
Technologist 
(PCIC Focal) 

City Agriculturistôs 
Office 

TOTAL None 20 Minutes  
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4.. Provision of IEC Materials for Farmers and Fisherfolk  

This service caters to provide Information, Education and Communication materials 
for farmers and fisherfolk to gain first hand Agri-Fishery Information. 

Office or Division: City Agriculturistôs Office ï Farmers Information and 
Technology Services 

Classification: Simple  

Type of Transaction: G2C ï Government to Citizen 

Who May Avail: Public and Private Schools 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1.Logbook registration City Agriculturistôs Office                             

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES 
TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Register at the 
Officer of the 
day 
Table 

 
 

 

1. Receive 
Client and 
record in the 
Logbook 

 

None 5 Minutes Officer of the day 
City Agriculturistôs 

Office 

2. Proceed to the 
FITS In-
charge for 
Interview 

 
 
 

2. Interview 
Client 

 
 
 
 

None 20 Minutes Agriculturist II 
(FITS In-charge) 
City Agriculturistôs 

Office 

3. Wait for the 
release of IEC 
materials 

3. Release IEC 
Materials 

 

None 5 Minutes City Agriculturist 
City Agriculturistôs 

Office 

TOTAL:  None 30 Minutes  
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5. Registration of Fisherman and Fishing Vessel 
 
This service caters to Register Fishermen in order to engage in lawful fishing activity 

in the water of Iligan City particularly from Brgy. Buru-un to Brgy. Dalipuga. 

Office or Division: City Agriculturistôs Office 

Classification: Simple 

Type of Transaction: G2C ï Government to Citizen, 
G2G ï Government to Government (MARINA, Maritime, 
BLGU,CTO) 

Who May Avail: Iligan Fisherfolk 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Barangay Certification- 1 Original 
Copy 

Barangay Hall where the applicant resides 

2. Maritime Certificate- 1 Original 
Copy 

PNP Maritime Office, Poblacion Barangay 
Hall, Iligan City 

3. Maritime Industry Authority 
(MARINA)  Certification- 1 Original 
Copy 

MARINA, Region 10 Iligan Deputized 
Office, PNP Maritime Office, Poblacion 
Barangay Hall, Iligan City 

4. 2 x 2 ID Picture- 1 Copy Client 

5. Application Form- 1 Original Copy City Agriculturistôs Office 

6. Official Receipt -1 Original Copy City Treasurerôs Office 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES 
TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Register in the  
    Client 
    Registry Form 

1. Assist client. 
 
 

None 5 Minutes Officer of the Day 
City 

Agriculturistôs 
Office 

2. Submit  
    Requirements 
 
 

2. Verify and 
    Receive 
    Documents 
 

None 10 Minutes 
 
 

Agricultural 
Technologist 

City 
Agriculturistôs 

Office 

3. Wait for the 
    approved  
    registration 
 

3. Issuance of 
    registration 
  
 

None 20 Minutes 
 

Agricultural 
Technologist 

City 
Agriculturistôs 

Office 

 TOTAL  None 35 Minutes  
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6. Request Assistance for Agricultural Credit and Grants 
 
This service caters to assist farmers and fisherfolk with identified and registered Agri-

Fishery Enterprise to avail Loans and Grants to enhance and expand their identified 

Agri-fishery enterprise.  

Office or Division: City Agriculturistôs Office-Farm Management and Field 
Operation Division 

Classification: Simple 

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

Who May Avail: All interested farmersô and fisherfolk with identified and 
registered agri-fishery enterprise 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. RSBSA STAB 

City Agriculturistôs Office 2. Accomplished ANYO Form 

3. Business Proposal 

4. Farm Plan and Budget 

Client 

5. Farm/Enterprise Map 

6. Photocopy of 1 Business Permit 

7. Photocopy of 1 Proof of Ownership 
(Production-Enterprise) 

8. Photocopy of 1 Valid Government 
ID 

9. 2x2 and 1x1 ID Picture 

10. Photocopy of Marriage Contract 

11. Photocopy of Birth Certificate 

12. Original Barangay Clearance 
Barangay of Residence 

13. Photocopy of CEDULA 

14. Photocopy of TIN Bureau of Internal Revenue 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES 
TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Register in 
the Client 
Registry Form 

 
 

1. Require client 
to register in 
the Registry 
Client Form 

1. None 1 Minute Officer of the Day 
City 

Agriculturistôs 
Office 

2. Client 
Interview 

 
 

2. Discuss the 
details of the 
loans and 
grants to be 

1. None 10 Minutes Agribusiness, 
Credit and 
Marketing 

Coordinator 
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 availed 
 

City 
Agriculturistôs 

Office 

3. Schedule for 
initial 
enterprise 
validation 

 
 

3. Conduct an 
ocular 
validation 

     for the applied 
     enterprise 

None 8 Hours Agribusiness, 
Credit and 
Marketing 

Coordinator and 
District 

Coordinator 
City 

Agriculturistôs 
Office 

3.1 If viable, issued 
clients the list 
of  
requirements 
to be submitted 

3.2 If non-viable, 
advised 
applicants 
with 
necessary 
improvements 
to be viable 

4. Submission of 
Requirements 

 
 
 

4. Review the 
necessary 
documents 
submitted 

 

None 10 Minutes Agribusiness, 
Credit and 
Marketing 

Coordinator 
City 

Agriculturistôs 
Office 

5. Endorsement 
of Application 
to the Conduit 
bank or 
funding 
agencies 

 
 

5. The head of 
office will 
endorse the 
viable applicant 
to the Conduit 
Bank or funding 
agency. 

None 1 Minute City Agriculturist 
City 

Agriculturistôs 
Office 

TOTAL None 8 Hours,  22 
Minutes 
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7. Request for Community Organizing 
 
This service caters to organize and orient cluster of farmers and fisherfolk with 

identified Agri-fishery products. 

Office or Division: City Agriculturistôs Office-Farm Operation Division 

Classification: Simple 

Type of Transaction: G2Cï Government to Citizen  

Who May Avail: Interested Group of Farmers and or Fisherfolk 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Request Letter signed by 
Application ï 2 original copies 

City Agriculturistôs Office 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES 
TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit letter 
request 

 
 
 
 

1. Receive 
letter 
Request 

None 5 Minutes Officer of the day 
City 

Agriculturistôs 
Office 

1.1 Refer client 
to District 
Coordinator 

 

None 5 Minutes Officer of the day 
City 

Agriculturistôs 
Office 

2. Client Interview 
with District 
Coordinator and 
receive notice of 
schedule for 
community 
organizing 

 
 
 

2. Conduct 
interview 
and 
schedule for 
community 
organizing 

 
 
 

None 20 Minutes Agricultural 
Technologist 

(District 
Coordinator) 

City 
Agriculturistôs 

Office 
 

 TOTAL  None 30 Minutes  
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8. Request for Endorsement to Agricultural Training Institute (ATI) 
Application for Learning Sites for Agriculture (LSA) 

 
This service caters to establish hands on and practical learning sites for agri-fishery 

promotion. 

Office or Division: City Agriculturistôs Office- Engineering Research and 
Extension Services  Division 

Classification: Highly Technical 

Type of Transaction: G2C-Government to Citizen 

Who May Avail: All Farm owners 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Letter Request- 2 Original 
Copies 

Client (Farmer) 

2. Proof of Land Ownership either 
Deed of Sale or Land Title- 1 
Photocopy 

Client(Farmer) 

3. RSBSA Reference Number City Agriculturistôs Office 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES 
TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit letter 
Request 

 
 
 
 

1. Receive and 
verify 
documents 
submitted 

None 10 Minutes  
Agriculturist II 
City Agriculturistôs 

Office 

2. Wait for 
schedule for 
validation and 
site inspection 

 

2. Conduct 
ocular 
inspection and 
site validation 

None 7 Days Agriculturist II 
City Agriculturistôs 

Office 

2.1Prepare 
validation 
report with 
documentation 

 

None 2 Days Agriculturist II 
City Agriculturistôs 

Office) 

2.2 Indorse 
application to 
ATI-X 

None 1 Day Agriculturist II 
City Agriculturistôs 

Office 

 TOTAL  None 10 Days,10 
Minutes 
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9. Request for Soil Analysis 
 
This service caters to accurately determine the acidity, fertility and texture of the soil 

and ensure increase farm production of local farmers. 

Office or Division: City Agriculturistôs Office- Engineering Research and 
Extension Services  Division 

Classification: Highly Technical 

Type of Transaction: G2C - Government to Client 

Who May Avail: All farm owners  

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Letter request from the farmer - 2 
Original  copies 

Client (Farmer) 

2. Barangay Clearance as proof of 
residency ï  

    1 Original Copy 

Barangay Hall where the Farmer client 
resides 

3. Soil Sample - 1 kilogram Client (Farmer) 

4. RSBSA Reference Number Agricultural Technologist, Farm 
Management Division 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES 
TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit complete 
requirements 
with soil sample 

 
 
 
 
 

1. Receive] 
Complete 
documents 
and check soil 
sample 

None 10 Minutes Agricultural 
Technologist 

City 
Agriculturistôs 

Office 

1.1 Conduct Soil 
Analysis 

None 7 days Agricultural 
Technologist 

City 
Agriculturistôs 

Office 

2. Claim the Soil 
Analysis Result 
w/Recommen 
dation 

 
 

2.  Discuss and 
release the 
soil analysis 
result and  
recommendati
ons 

None 
 

1 hour Agricultural 
Technologist 

City 
Agriculturistôs 

Office 

  
TOTAL 
  

None 
7 Days, 1 Hour, 

10 Minutes 
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10. Request for Provision of  Farm Machineries and Equipment 
Services 

 
This service caters to offer free tractor services for land preparation (plowing and 

harrowing), postharvest machineries and free hauling of farm produced. This is 

intended for farmerôs association communal projects and individual projects thus, 

encouraging farmers to expand production areas 

Office or Division: City Agriculturistôs Office- Engineering Research and 
Extension Services  Division 

Classification: Simple  

Type of Transaction: G2C - Government to Citizen  

Who May Avail: DOLE Registered RBOôs, Gulayan sa Paaralan 
Beneficiaries, Walk-in clients 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Letter Request, 2 Original copies Client (Farmer) 

2. RSBSA Reference Number 
Agricultural Technologist, Farm Operation 
Division 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES 
TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit 
Requirements 

1. Receive 
requirements 

None 5 Minutes Officer of the Day 
City Agriculturistôs 

Office 

2. Client Interview 2. Interview and 
Scheduling of 
farm 
validation 

None 10 Minutes Agriculturist II 
City Agriculturistôs 

Office 

3. Coordinate with 
the site 
inspector 

3. Conduct site 
inspection 

None 2 Days Agriculturist II 
City Agriculturistôs 

Office 

4. Fill up Job Order 
Request Form 
for approval of 
the schedule of 
the delivery 

4. Receive Job 
Order 
Request 
Form 

 

None 30 Minutes Agriculturist II 
City Agriculturistôs 

Office 

5. Receive Notice 
of Schedule for 
Delivery 
operation of the 
farm Machinery 

5. Schedule for 
delivery 
operation of 
the farm       
machinery 

None 30 Minutes Agriculturist II 
City Agriculturistôs 

Office 

                                
 TOTAL  None 

2 Days, 1 
Hour, 15 
Minutes 
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City Assessorôs Office 

 

External Services 
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1. Cancellation of Tax Declaration of Building 

 
The cancellation of a tax declaration shall be initiated upon the written request of the 

declared owner. This process aims to eliminate records from the assessment roll of 

taxable/exempt properties that have been destroyed or have suffered a permanent 

loss of value due to reasons such as a storm, flood, fire, or other calamities. 

Office or Division: 
City Assessorôs Office ï Appraisal and Assessment 
Division 

Classification: Highly Technical 

Type of Transaction: 
G2C ï Government to Citizen; G2B ï Government to 
Business and G2G ï Government to Government 

Who May Avail: All 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE   

1. Duly accomplished Request Form, 
One (1) Original Copy 

Appraisal Division of City Assessorôs Office  

2. Realty Tax Receipt, One (1) Clear 
Photocopy 

Land Tax Division, City Treasurerôs Office 

3. Barangay Certification of 
Demolished Building, in the case 
of cancellation of tax declaration of 
building, One (1) Original Copy 

Concerned Barangay Hall where the property 
is located 

4. Department of Public Works and 
Highways (DPWH) Certification, in 
case of affected real properties 
due to project implementation, 
One (1) original copy (for 
presentation / verification) and 
One (1) clear photocopy 

Department of Public Works and Highways 
(DPWH)  

5. Bureau of Fire Protection 
Certification and/ or Fire Incident 
Report, in case of affected 
improvements due to fire incident, 
One (1) original copy (for 
presentation / verification) and 
One (1) clear photocopy 

Bureau of Fire Protection (BFP) 

6. Certificate of Retirement of 
Business, if engaged in business, 
One (1) original copy (for 
presentation / verification) and 
One (1) clear photocopy 

Permits and Licensing Division, City Mayorôs 
Office 

7. Special Power of Attorney (if the 
owner wishes to transact through 
his/her representative), One (1) 
original copy (for presentation / 
verification) and One (1) clear 
photocopy 

     - Ownerôs ID,  

Notary Public 



 

136 
 

     - Representativeôs ID 

8. Secretaryôs Certificate (if the 
owner is a corporation authorizing 
the processing of the real 
property), One (1) original copy 
(for presentation / verification) and 
One (1) clear photocopy 

Notary Public 

9. Affidavit of Undertaking/ 
Explanation in case of 
discrepancies, One (1) Original 
Copy 

Notary Public 

10. Sketch Plan/ Vicinity Map of the 
property location, signed by the 
owner 

Declarant 

CLIENT STEPS 
AGENCY 
ACTION 

FEES 
TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Express 

request for 

Cancellation of 

Building Tax 

Declaration and 

submit the 

requirements. If 

with lacking 

documents, 

receive 

returned 

documents and 

listen to the 

instruction on 

what to comply. 

 

1. Receives and 
examines the 
completeness 
and validity of 
required 
documents, 
and verify 
records in the 
system. 

None 2 hours Local 
Assessment 
Operations 

Officer/ 
Assessment 

Clerk/ Appraisal 
and Assessment 

Division, 
 City Assessorôs 

Office 

2. Fill out the 
Request Form 
and agree on 
the date and 
time of 
inspection. 
Instruct the 
client that the 
owner/ 
authorized 
representative 
should be 
present on site 
during the 

2. If the 
submitted 
documents are 
complete, 
instruct the 
client to fill out 
the Request 
Form and 
inform the client 
on the schedule 
of inspection. 
The ocular 
inspection shall 
be rescheduled 

None 30 minutes Local 
Assessment 
Operations 

Officer/ 
Assessment 

Clerk/ Appraisal 
and Assessment 

Division, 
 City Assessorôs 

Office 
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ocular 
inspection. 

on the next 
preceding 
schedule 
should the 
owner/ 
representative 
fails to be 
present on the 
day of 
inspection. 

2.1 Records the 
documents 
received on the 
corresponding 
log book. 

None 30 minutes Local 
Assessment 
Operations 

Officer/ 
Assessment 

Clerk/ Appraisal 
and Assessment 

Division, 
 City Assessorôs 

Office 

2.2 Scans (scan, 
convert, and 
rename) the 
documents and 
forward the 
physical 
documents to 
the Appraisal 
and 
Assessment 
Division. 

None 2 hours Local 
Assessment 
Operations 

Officer/ 
Assessment 

Clerk/ Appraisal 
and Assessment 

Division, 
 City Assessorôs 

Office 

2.3 Print existing 
FAAS to attach 
to the physical 
documents and 
forward the 
same to the Tax 
Mapping 
Operations 
Division 

None 30 minutes Local 
Assessment 

Operation Officer 
(Appraiser) / 

Assessment Clerk 
Assessment and 

Appraisal 
Division,  

City Assessorôs 
Office 

2.4 Print location 
site sketch from 
the database 
and coordinate 
with Appraisal 
and 
Assessment 
Division 

None 30 Minutes Tax Mapper or  
Tax Mapping 
Operations 

Division 
City Assessorôs 

Office 

3. Be at the area 
during 

3. Conducts 
physical 

None 14 days Composite Team:  

Local 
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inspection 
(upon receipt of 
the call or 
message on 
the schedule of 
inspection) 

evaluation of 
the real 
property 
requested for 
cancellation 
and validate 
demolished 
improvements 
no longer 
existing on site 

Assessment 

Operations 

Officer 

(Appraiser) / 

Assessment Clerk 

and Tax Mapper / 

Tax Mapping Aide 

Appraisal and 

Assessment 

Division & Tax 

Mapping 

Operations 

Division 

City Assessorôs 
Office 

4. Conform data 
in the 
Cancellation 
form of 
demolished 
improvements 
by signing on 
the filled-out 
form 

4. Fill-out 
Cancellation 
form of the 
demolished 
improvements, 
have it sign by 
the client or 
his/her 
representative. 

None 1 hour Local 

Assessment 

Operations 

Officer 

(Appraiser) / 

Assessment Clerk 

Appraisal & 

Assessment 

Division 

City Assessorôs 
Office 

5. Notes 
instructions and 
follow-up 
through phone 
call based on 
the agreed 
estimated time 
to follow up. 

5. Instructs client 
to follow-up 3 
days after 
inspection. 

None 10 minutes 
 

Local 

Assessment 

Operations 

Officer 

(Appraiser) / 

Assessment Clerk 

Appraisal & 

Assessment 

Division 

City Assessorôs 
Office 

6. None 6. Conduct 
records 
research and 
evaluation and 
prepares 
inspection 
report and 
notice of 
cancellation on 
the demolished 
building 
structures upon 
returning to the 

None 3 days Local 

Assessment 

Operations 

Officer 

(Appraiser) / 

Assessment Clerk 

Appraisal & 

Assessment 

Division 

City Assessorôs 
Office 
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office.  

6.1 Scan 
documents 
submitted by 
the client, 
encode and 
upload all 
scanned 
attachments 
into the E-
TRACS 

None 2 hours 

 

Local 

Assessment 

Operations 

Officer 

(Appraiser) / 

Assessment Clerk 

Appraisal & 

Assessment 

Division 

City Assessorôs 
Office 

6.2 Confirm the 
retirement of 
Property 
Identification 
Number of the 
cancelled real 
property unit 
and forward the 
same to 
Appraisal 
Division 

None 1 hour Draftsman / Tax 

Mapper 

Tax Mapping 
Operations 

Division,  
City Assessorôs 

Office 

6.3 Review the 
cancellation of 
assessment 
together with 
the inspection 
report and its 
attached 
supporting 
documents and 
forward the 
same for City 
Assessorôs 
Approval 

None 30 minutes Local 

Assessment 

Operations 

Officer 

(Appraiser) / 

Assessment Clerk 

Appraisal & 

Assessment 

Division 

City Assessorôs 

Office 

6.4 Approve the 
cancellation of 
assessment, 
and forward the 
same to the 
Assessment 
Records 
Management 
Division for 
recording and 
releasing. 

None 30 minutes City Government 

Department Head 

II 

 

City Assessorôs 
Office 

6.5 Prepare, print 
and record the 

None 2 hours Local 

Assessment 
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Notice of 
Cancellation 

Operations 

Officer (Records 

Officer) 

Assessment Clerk 

/ Administrative 

Aide 

Assessment 
Records 

Management 
Division, City 
Assessorôs Office 

7. Present 
requirement/s for 
releasing 

7. Check valid ID 

if client is the 

declared 

owner: 

-If yes, Release 

Tax declaration  

-If no, require 
Special Power 
of Attorney from 
owner, and 
Photocopy of 
Valid ID of 
owner and 
Representative 
if such 
document was 
not submitted. 

None 30 minutes Assessment Clerk 

/ Administrative 

Aide 

Assessment 
Records 

Management 
Division, City 
Assessorôs Office  

8. Receives 
approved Notice 
of Cancellation 

8. Releases 
approved Notice 
of Cancellation 

None 30 minutes Assessment Clerk 

/ Administrative 

Aide 

Assessment 
Records 

Management 
Division, City 
Assessorôs Office 

TOTAL None 18 days, 6 
hours, 10 
minutes 
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2. Encumbrances Annotation 

 
This service is for any citizen who has the legal document to annotate 

encumbrances in the tax declaration duly registered in the registry of deeds, such as 

mortgages, lis pendens, adverse claims, levies, agreements of rights, or any other 

annotation already cancelled in the registry of deeds, upon compliance with the 

stipulated requirements. 

Office or Division: 
City Assessorôs Office ï Assessment Records 
Management Division 

Classification: Complex 

Type of Transaction: 
G2C ï Government to Citizen; G2B ï Government to 
Business and G2G ï Government to Government 

Who May Avail: All 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE   

1. Original Title for presentation and 
One (1) clear photocopy of the Title 
to be submitted for cross-checking, 
with annotation of Registry of 
Deeds entry number regarding the 
encumbrance, applicable for 
registered land 

Registry of Deeds, Iligan City 

2. Copy of Encumbrance Agreement 
or Related Document Duly 
Registered in the Registry of 
Deeds 

Registry of Deeds 

3. Official Receipt of Annotation Fee, 
One (1) Original Copy 

Land Tax Division, City Treasurerôs Office 

4. Special Power of Attorney (if the 
owner wishes to transact through 
his/her representative), One (1) 
original copy (for presentation / 
verification) and One (1) clear 
photocopy 
     - Ownerôs ID,  
     - Representativeôs ID 

Notary Public 

5. Secretaryôs Certificate (if the 
owner is a corporation authorizing 
the processing of the real property), 
One (1) original copy (for 
presentation / verification) and One 
(1) clear photocopy 
    - Secretaryôs ID 
    - Representativeôs ID 

Notary Public 

6. Tax Declaration/s (Ownerôs copy / 
Certified True Copy) 

Records Management Division, City 
Assessorôs Office  
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CLIENT STEPS 
AGENCY 
ACTION 

FEES 
TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Express 

request for 

Annotation of 

Encumbrance 

and submit the 

requirements. 

If with lacking 

documents, 

receive 

returned 

documents and 

listen to the 

instruction on 

what to 

comply. 

1. Receives 
and 
examines the 
completenes
s and validity 
of required 
documents, 
and verifies 
records in the 
system. 

None 2 hours Local Assessment 

Operations 

Officer/ 

Administrative 

Assistant II 

Assessment 
Records 

Management 

Division, City 

Assessorôs Office 

2. Pay the 
corresponding 
fees at CTO 

2. If the 
submitted 
documents 
are complete, 
issue order of 
payment and 
instruct the 
client to 
proceed to 
CTO to pay 
the necessary 
fees while 
reviewing the 
transactions 

PHP 
50.00/ 
Real 

Property 
Unit 
(City 

Ordinan
ce No. 

10-
5664) 

1 hour Local Assessment 
Operations 

Officer/ 
Administrative 

Assistant II 

Assessment 
Records 

Management 
Division, City 
Assessorôs Office 

3. Go back to 
the service 
provider, 
present Official 
Receipt (O.R.) 
and wait for the 
request to be 
processed 

3. Receives 
Official 
Receipt and 
advise client 
to come back 
in two days to 
receive the 
annotated tax 
declaration 

None 10 minutes Local Assessment 

Operations 

Officer/ 

Administrative 

Assistant II 

Assessment 
Records 

Management 

Division, City 

Assessorôs Office 

4. None 4. Conduct 
records 
research and 
evaluation 
and 

None 5 days, 7 hours Local Assessment 
Operations 

Officer/ 
Administrative 

Assistant II 

Assessment 
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annotates 
encumbrance
s in the tax 
declaration 
using 
ETRACS, 
and forward 
the same for 
Records 
Chiefôs 
Approval 

Records 
Management 
Division, City 
Assessorôs Office 

4.1 Review the 
annotation 
and its 
attached 
supporting 
documents 
and forward 
the same for 
City 
Assessorôs 
Approval 

None 2 hours Local Assessment 

Operations Officer 

IV Assessment 
Records 

Management 

Division, City 

Assessorôs Office 

4.2 Approve 
the 
annotation, 
and forward 
the same to 
the 
Assessment 
Records 
Management 
Division for 
recording and 
releasing. 

None 30 minutes City Government 

Department Head 

II 

 

City Assessorôs 
Office 

4.3 Prepare, 
print and 
record the 
Annotated 
Encumbrance
s 

None 2 hours Local Assessment 

Operations Officer 

(Records Officer) 

Assessment Clerk 

/ Administrative 

Aide 

Assessment 
Records 

Management 
Division, City 
Assessorôs Office 

5. Present 
requirement/s 
for releasing 

5. Check valid 

ID if client is 

the declared 

owner: 

None 30 minutes Assessment Clerk 

/ Administrative 

Aide 

Assessment 
Records 
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-If yes, Release 

Tax 

declaration  

-If no, require 
Special Power 
of Attorney 
from owner, 
and 
Photocopy of 
Valid ID of 
owner and 
Representativ
e if such 
document was 
not submitted. 

Management 
Division, City 
Assessorôs Office  

6. Receives 
approved 
Annotated Tax 
Declaration 

6. Releases 
approved 
Annotated Tax 
Declaration 

None 30 minutes Assessment Clerk 

/ Administrative 

Aide 

Assessment 
Records 

Management 
Division, City 
Assessorôs Office 

TOTAL Php 
50.00 

6 days,  7 
hours, 40 
minutes 

 

  Encumbrances Annotation is under Real Property Unit (City Ordinance No. 10-5664) 
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3. Encumbrances Cancellation 

 
This service is for any citizen who has the legal document to cancel encumbrances 

annotated in the tax declaration, such as mortgages, lis pendens, adverse claims, 

levies, agreements of rights, or any other annotation already cancelled in the registry 

of deeds, upon compliance with the stipulated requirements. 

 

Office or Division: 
City Assessorôs Office ï Assessment Records Management 
Division 

Classification: Complex 

Type of Transaction: 
G2C ï Government to Citizen; G2B ï Government to 
Business and G2G ï Government to Government 

Who May Avail: All 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE   

1. Original Title for presentation and 
One (1) clear photocopy of the Title 
to be submitted for cross-checking, 
with annotation of Registry of Deeds 
entry number reflecting the 
encumbrance cancellation, 
applicable for registered land 

Registry of Deeds, Iligan City 

2. Cancellation/ Release of 
Encumbrance duly registered and 
annotated by the Registry of Deeds, 
One (1) original copy (for 
presentation / verification) and One 
(1) clear photocopy 

Registry of Deeds, Iligan City 

3. Court Decision, Orders w/ Finality 
for annotations involving Court 
Decision, duly registered and 
annotated by the Registry of Deeds, 
One (1) original copy (for 
presentation / verification) and One 
(1) clear photocopy 

Registry of Deeds, Iligan City 

4. Official Receipt of Annotation Fee, 
One (1) Original Copy 

Land Tax Division, City Treasurerôs Office 

5. Special Power of Attorney (if the 
owner wishes to transact through 
his/her representative), One (1) 
original copy (for presentation / 
verification) and One (1) clear 
photocopy 

     - Ownerôs ID,  
     - Representativeôs ID 

Notary Public 
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6. Secretaryôs Certificate (if the owner 
is a corporation authorizing the 
processing of the real property), 
One (1) Original Copy (for 
presentation/verification and One 
(1) Clear Photocopy 

    - Secretaryôs ID 
    - Representativeôs ID 

Notary Public 

 

CLIENT STEPS 
AGENCY 
ACTION 

FEES 
TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Express 

request for 

Cancellation of 

encumbrance 

and submit the 

requirements. If 

with lacking 

documents, 

receive returned 

documents and 

listen to the 

instruction on 

what to comply. 

1. Receives and 
examines the 
completeness 
and validity of 
required 
documents, and 
verifies records 
in the system. 

None 2 hours Local Assessment 

Operations Officer/ 

Administrative 

Assistant II 

Assessment 
Records 

Management 

Division, City 

Assessorôs Office 

2. Pay the 
corresponding 
fees at CTO 

2. If the submitted 
documents are 
complete, issue 
order of 
payment and 
instruct the 
client to 
proceed to CTO 
to pay the 
necessary fees 
while reviewing 
the transactions 

PHP 
50.00 

1 hour Local Assessment 
Operations Officer/ 

Administrative 
Assistant II 

Assessment 
Records 

Management 
Division, City 
Assessorôs Office 

3. Go back to the 
service 
provider, 
present Official 
Receipt (O.R.) 
and wait for the 
request to be 
processed 

3. Receives 
Official Receipt 
and advise 
client to come 
back in two 
days to receive 
the tax 
declaration with 
cancelled 
annotation 

None 10 minutes Local Assessment 

Operations Officer/ 

Administrative 

Assistant II 

Assessment 
Records 

Management 

Division, City 

Assessorôs Office 

4. None 4. Conduct 
records 

None 5 days, 7 
hours 

Local Assessment 
Operations Officer/ 
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research and 
evaluation and 
cancel the 
annotated 
encumbrances 
in the tax 
declaration 
using ETRACS, 
and forward the 
same for 
Records Chiefôs 
Approval 

Administrative 
Assistant II 

Assessment 
Records 

Management 
Division, City 
Assessorôs Office 

4.1 Review the 
cancellation of 
annotated 
encumbrance 
and its attached 
supporting 
documents and 
forward the 
same for City 
Assessorôs 
Approval 

None 2 hours Local Assessment 

Operations Officer 

IV Assessment 
Records 

Management 

Division, City 

Assessorôs Office 

4.2 Approve the 
cancellation of 
annotated 
encumbrance, 
and forward the 
same to the 
Assessment 
Records 
Management 
Division for 
recording and 
releasing. 

None 30 minutes City Government 

Department Head 

II 

 

City Assessorôs 
Office 

4.3 Prepare, print 
and record the 
cancellation of 
annotated 
encumbrance 

None 2 hours Local Assessment 

Operations Officer 

(Records Officer) 

Assessment Clerk 

/ Administrative 

Aide 

Assessment 
Records 

Management 
Division, City 
Assessorôs Office 

5. Present 
requirement/s for 
releasing 

5. Check valid ID 

if client is the 

declared owner: 

None 30 minutes Assessment Clerk 

/ Administrative 

Aide 
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-If yes, Release 

Tax declaration  

-If no, require 
Special Power of 
Attorney from 
owner, and 
Photocopy of 
Valid ID of 
owner and 
Representative if 
such document 
was not 
submitted. 

Assessment 
Records 

Management 
Division, City 
Assessorôs Office  

6. Receives 
approved 
cancellation of 
annotated 
encumbrance 

6. Releases 
approved 
cancellation of 
annotated 
encumbrance 

None 30 minutes Assessment Clerk 

/ Administrative 

Aide 

Assessment 
Records 

Management 
Division, City 
Assessorôs Office 

TOTAL Php 
50.00 

6 days, 7 
hours, 40 
minutes 

 

Encumbrances Cancellation is under Real Property Unit (City Ordinance No. 10-5664) 
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4. Historical Research of Real Properties 

 
This service is for any citizen who has the legal authority to verify the status of the 

real property unit, whether land or improvements, provided that he/she has 

submitted the required documents to avail the service. 

Office or Division: 
City Assessorôs Office ï Assessment Records Management 
Division 

Classification: Highly Technical 

Type of Transaction: 
G2C ï Government to Citizen; G2B ï Government to 
Business and G2G ï Government to Government 

Who May Avail: All 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE   

1. Original Official Receipt City Treasurerôs Office 

2. Duly Accomplished Request Form Assessment Records Management Division, 
City Assessorôs Office 

3. Deed of Conveyance (if 

applicable), One (1) original copy 

(for presentation / verification) and 

One (1) clear photocopy 

- Deed of Absolute Sale 
- Extra Judicial Settlement 
- Deed of Donation 
- Deed of Exchange 
- Affidavit of Adjudication 
- Affidavit of Consolidation of 

ownership (in case of 
foreclosed property) 

 - Affidavit of Same Person 
 -Cancellation of Encumbrance (if 

encumbered) 
- SEC (documentary requirement 

stock corporation) 
    - Confirmation of Sale      

Notary Public 

4. Special Power of Attorney (if the 
owner wishes to transact through 
his/her representative), One (1) 
original copy (for presentation / 
verification) and One (1) clear 
photocopy 

     - Ownerôs ID 
     - Representativeôs ID 

Notary Public 

5. Secretaryôs Certificate (if the owner 
is a corporation authorizing the 
processing of the real property), 
One (1) original copy (for 
presentation / verification) and 
One (1) clear photocopy 

Notary Public 
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    - Secretaryôs ID 
    - Representativeôs ID  

CLIENT STEPS 
AGENCY 
ACTION 

FEES 
TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Express 

request for 

Historical 

Research of 

real Property 

and submit 

requirements. 

If with lacking 

documents, 

receive 

returned 

documents and 

listen to the 

instruction on 

what to 

comply. 

1.1 Receives and 
examines the 
completeness 
and validity of 
required 
documents, and 
verifies records 
in the system. 

None 2 hours Local Assessment 

Operations Officer/ 

Administrative 

Assistant II 

Assessment 
Records 

Management 

Division, City 

Assessorôs Office 

2. Pay the 
corresponding 
fees at CTO 

2. If the submitted 
documents are 
complete, issue 
order of 
payment and 
instruct the 
client to 
proceed to CTO 
to pay the 
necessary fees 
while reviewing 
the transactions 

Php 
50.00  

1 hour Local Assessment 
Operations Officer/ 

Administrative 
Assistant II 

Assessment 
Records 

Management 
Division, City 
Assessorôs Office 

2.1 Forward the 
request together 
with its 
attachment to 
RMD head for 
review and 
approval. 

None 1 hour Local Assessment 

Operation Officer 

Assessment 
Records 

Management 

Division, City 

Assessorôs Office 

3. Go back to the 
service 
provider, 
present Official 
Receipt (O.R.) 
and wait for the 
request to be 
processed 

3. Receives 
Official Receipt 
and advises 
client to come 
back on the 
agreed date/ 
schedule. 

None 10 minutes Local Assessment 

Operations Officer/ 

Administrative 

Assistant II 

Assessment 
Records 

Management 

Division, City 
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Assessorôs Office 

4. None 4. Conduct 

records 

research and 

evaluation and 

Prepares 

Historical 

Research 

None 18 days, 7 
hours, 20 days 

Local Assessment 
Operations Officer/ 

Administrative 
Assistant II 

Assessment 
Records 

Management 
Division, City 
Assessorôs Office 

4.1 Forward to 

Records Officer 

for review and 

signature, 

forward the 

same for 

approval of the 

City Assessor  

None 1 hour Assessment Clerk/ 

Administrative 

Assistant II  

Assessment 
Records 

Management 
Division, City 

Treasurerôs Office 

4.2 Approve the 
Historical 
Research of 
Real Property, 
and forward the 
same to the 
Assessment 
Records 
Management 
Division for 
recording and 
releasing. 

None 30 minutes City Government 

Department Head II 

 

City Assessorôs 
Office 

4.3 Prepare, print 
and record the 
Historical 
Research of 
Real Property. 

None 2 hours Local Assessment 

Operations Officer 

(Records Officer) 

Assessment Clerk / 

Administrative Aide 

Assessment 
Records 

Management 
Division, City 
Assessorôs Office 

5. Present 
requirement/s for 
releasing 

5. Check valid ID 

if client is the 

declared owner: 

-If yes, Release 
Historical 
Research of 
Real Property 

-If no, require 

None 30 minutes Assessment Clerk / 

Administrative Aide 

Assessment 
Records 

Management 
Division, City 
Assessorôs Office  
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Special Power of 
Attorney from 
owner, and 
Photocopy of 
Valid ID of 
owner and 
Representative if 
such document 
was not 
submitted. 

6. Receives 
approved 
Historical 
Research of 
Real Property. 

6. Releases 
approved 
Historical 
Research of 
Real Property. 

None 30 minutes Assessment Clerk / 

Administrative Aide 

Assessment 
Records 

Management 
Division, City 
Assessorôs Office 

TOTAL PHP 
50.00  

20 days  

Historical Research of Real Properties is under  Real Property Unit (City Ordinance No. 
10-5664) 
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5. Issuance of Certification (Ad Hoc) 

 
This service is for any individual who wishes to secure a certification based on the 

records available in the office, reflecting the actual status of the subject property. 

This includes the tax declaration number, title number, cadastral lot number, survey 

number, area, location, and classification, along with their corresponding market 

value and assessed value, congruent with its specialized purpose. The certification is 

issued to clients who need the document as a requirement for processing the 

transfer of property/ies to the BIR, Registry of Deeds, loan purposes, visa 

application, bail bond, DAR for agri-land, building permit, fire, land survey, electrical 

application, water connection, and other similar purposes. 

Office or Division: 
City Assessorôs Office ï Assessment Records 
Management Division 

Classification: Complex 

Type of Transaction: 
G2C ï Government to Citizen; G2B ï Government to 
Business and G2G ï Government to Government 

Who May Avail: All 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE   

1. Duly filled-out request form/ Letter 
request 

Assessment Records Management Division, 
City Assessorôs Office/ Declarant 

2. Official Receipt of certification fee, 
One (1) Original Copy 

Land Tax Division, City Treasurerôs Office 

3. Deed of Conveyance (if 

applicable), One (1) original copy (for 

presentation / verification) and One 

(1) clear photocopy 

- Deed of Absolute Sale 
- Extra Judicial Settlement 
- Deed of Donation 
- Deed of Exchange 
- Affidavit of Adjudication 
- Affidavit of Consolidation of 
ownership (in case of foreclosed 
property) 
 - Affidavit of Same Person 
 -Cancellation of Encumbrance (if 
encumbered) 
- SEC (documentary requirement 
stock corporation) 

    - Confirmation of Sale 

Notary Public 

4. Special Power of Attorney (if the 
owner wishes to transact through 
his/her representative), One (1) 
original copy (for presentation / 
verification) and One (1) clear 
photocopy 
     - Ownerôs ID,  

Notary Public 



 

154 
 

     - Representativeôs ID 

5. Secretaryôs Certificate (if the 
owner is a corporation authorizing 
the processing of the real property), 
One (1) original copy (for 
presentation / verification) and One 
(1) clear photocopy 
    - Secretaryôs ID 
    - Representativeôs ID 

Notary Public 

 

CLIENT STEPS 
AGENCY 
ACTION 

FEES 
TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Express 

request for 

Certification 

and submit the 

requirements. 

If with lacking 

documents, 

receive 

returned 

documents and 

listen to the 

instruction on 

what to 

comply. 

1. Receives and 
examines the 
completeness 
and validity of 
required 
documents, 
asks for details 
of request and 
specific 
purpose and 
verifies records 
in the system. 

None 2 hours Local Assessment 

Operations Officer/ 

Administrative 

Assistant II 

Assessment 
Records 

Management 

Division, City 

Assessorôs Office 

2. Pay the 
corresponding 
fees at CTO 

2. If the submitted 
documents are 
complete, issue 
order of 
payment and 
instruct the 
client to 
proceed to CTO 
to pay the 
necessary fees 
while reviewing 
the transactions 

PHP 
50.00 

1 hour Local Assessment 
Operations Officer/ 

Administrative 
Assistant II 

Assessment 
Records 

Management 
Division, City 
Assessorôs Office 

2.1 Forward the 
request together 
with its 
attachment to 
RMD head for 
review and 
approval. 

None 1 hour Local Assessment 

Operation Officer 

Assessment 
Records 

Management 
Division, City 
Assessorôs Office 

3. Go back to the 
service 

3. Receives 
Official Receipt 

None 10 minutes Local Assessment 

Operations Officer/ 
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provider, 
present Official 
Receipt (O.R.) 
and wait for the 
request to be 
processed 

and advises 
client to come 
back in six days 
to receive the 
certification. 

Administrative 

Assistant II 

Assessment 
Records 

Management 

Division, City 

Assessorôs Office 

4. None 4. Conducts 
records 
research and 
evaluation and 
prepares the 
certification 
using ETRACS, 
and forwards 
the same to the 
Records Chief 
for verification. 

None 5 days, 7 hours Local Assessment 
Operations Officer/ 

Administrative 
Assistant II 

Assessment 
Records 

Management 
Division, City 
Assessorôs Office 

4.1 Review the 
prepared 
certification, 
and forward the 
same for 
approval of the 
City Assessor 

None 1 hour Local Assessment 

Operation Officer 

Assessment 
Records 

Management 

Division, City 

Assessorôs Office 

4.2 Approve the 
Certification, and 
forward the 
same to the 
Assessment 
Records 
Management 
Division for 
recording and 
releasing. 

None 30 minutes City Government 

Department Head II 

City Assessorôs 
Office 

4.3 Prepare, print 
and record the 
Certification 

None 2 hours Local Assessment 

Operations Officer 

(Records Officer) 

Assessment Clerk / 

Administrative Aide 

Assessment 
Records 

Management 
Division, City 
Assessorôs Office 

5. Present 
requirement/s for 
releasing 

5. Check valid ID 

if client is the 

declared owner: 

-If yes, Release 

None 30 minutes Assessment Clerk / 

Administrative Aide 

Assessment 
Records 
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the Certification 
-If no, require 
Special Power of 
Attorney from 
owner, and 
Photocopy of 
Valid ID of 
owner and 
Representative if 
such document 
was not 
submitted. 

Management 
Division, City 
Assessorôs Office  

6. Receives 
approved 
Certification 

6. Releases 
approved 
Certification 

None 30 minutes Assessment Clerk / 

Administrative Aide 

Assessment 
Records 

Management 
Division, City 
Assessorôs Office 

TOTAL PHP 
50.00 

6 days, 7 
hours, 40 
minutes 

 

Issuance of Certification (Ad Hoc ) is under Certification (City Ordinance No. 10-5664) 

 

 

 

 

 

 

 

 

 

 

 

 

  



 

157 
 

6. Issuance of Certification (Latest and Existing/No Revision/No 

Encumbrances) 

 
This service is for any individual who wishes to secure a certification based on the 

records available in the office, particularly on whether the tax declaration is the latest 

and existing, with no revision and/or encumbrances, congruent with its specialized 

purpose. The certification is issued to clients who need the document as a 

requirement for processing the transfer of property/ies to the BIR, Registry of Deeds, 

loan purposes, visa application, bail bond, DAR for agri-land, land survey, and other 

similar purposes. 

 

Office or Division:: 
City Assessorôs Office ï Assessment Records 
Management Division 

Classification Simple 

Type of Transaction: 
G2C ï Government to Citizen; G2B ï Government to 
Business and G2G ï Government to Government 

Who May Avail: All 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE   

1. Duly filled-out request form/ Letter 
request 

Assessment Records Management Division, 
City Assessorôs Office/ Declarant 

2. Official Receipt of certification fee, 
One (1) Original Copy 

Land Tax Division, City Treasurerôs Office 

3. Deed of Conveyance (if 

applicable), One (1) original copy 

(for presentation / verification) and 

One (1) clear photocopy 

- Deed of Absolute Sale 
- Extra Judicial Settlement 
- Deed of Donation 
- Deed of Exchange 
- Affidavit of Adjudication 
- Affidavit of Consolidation of 
ownership (in case of foreclosed 
property) 
 - Affidavit of Same Person 
 -Cancellation of Encumbrance (if 
encumbered) 
- SEC (documentary requirement 
stock corporation) 
    - Confirmation of Sale 

Notary Public 

4. Electronic Bureau of Internal 

Revenue- Certificate Authorizing 

Registration (ECAR) 

Bureau of Internal Revenue 

5. Special Power of Attorney (if the 
owner wishes to transact through 
his/her representative), One (1) 

Notary Public 




