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2024 Edition



Republic of the Philippines
PROVINCE OF SURIGAO DEL SUR
Tandag City

Office of the PIrovincial Governor

Message

The adoption of the 2024 Citizen’s Charter marks an important step in our collective
journey towards a more transparent, accountable, and responsive government. It gives me great
pleasure to announce the official institution of the Citizen’s Charter in our province, a vital
mechanism that underscores our commitment to combat red tape, improve efficiency, and
ensure the highest standards of public service.

The Citizen’s Charter serves as a beacon of hope for all who seek faster, more reliable,
and transparent transactions with government offices. It is a testament to our administration’s
firm adherence to Republic Act No. 11032 or the Law on Ease of Doing Business and Efficient
Government Service Delivery, a law designed to streamline processes, eliminate unnecessary
delays, and foster a culture of integrity within our institutions.

This Charter is not just a document—it is a contract between the government and the
people. It sets forth clear standards, timelines, and procedures for the delivery of essential
services, ensuring that every citizen knows what to expect when engaging with our public offices.
It is our promise that we will meet these standards with efficiency, integrity, and courtesy.

Red tape has long been a burden for our people and businesses. It
stifles growth, discourages investment, and erodes trust in

government. By instituting the Citizen’s Charter, we are taking

decisive action to break this cycle. Our province is open for
business, and we are making it easier for everyone to access
the services they need without unnecessary bureaucracy.

| am confident that with the implementation of the

Citizen’s Charter, we will see improved government processes,

faster response times, and a renewed trust between our public

servants and the people they serve. It is my hope that every citizen

and every business, big or small, will feel the positive impact of
this initiative.

As Governor, | pledge to lead this
transformation with integrity and dedication. |
encourage all government agencies, local offices,
and public servants to uphold the standards set forth



in the Citizen’s Charter and to be mindful of our shared goal: a government that truly serves the
people with efficiency, transparency, and compassion.

Together, let us continue to build a province that fosters growth, encourages investment,
and provides every citizen with the services they deserve.

Thank you, and may we all work together towards a brighter and more prosperous future
for our province.

HON. ALEXANDER T. PIMENTEL
Gowgrnor



Republic of the Philippines
PROVINCE OF SURIGAO DEL SUR
Tandag City

Certificate of Compliance

Year: 2024

Pursuant to Republic Act No. 11032. An Act Promoting Ease of Doing Business and
Efficient Delivery of Government Services, amending for the purpose Republic Act
No. 9485, otherwise known as the Anti-Red Tape Act of 2007, and for Other
Purposes

I, ALEXANDER T. PIMENTEL, Filipino, of legal age, duly elected Governor of
the Province of Surigao del Sur, the person responsible and accountable in
ensuring compliance with Section 6 of the R A. 11032 or the Ease of Doing
Business and Efficient Government Service Delivery Act of 2018, hereby declare
and certify the following facts:

1) The Provincial Government of Surlg_o del Sur (PGSDS) mcludmg its 28

established its most current and updated Citizen's Charter pursuant to
Section 6 or R A. 11032, its Implementing Rules and Regulations, and
relevant ARTA Issuances.

Citizen's Charter Handbook Edition: 2024 (15t Edition)

2) The following required forms of posting of the Citizen's Charter are present:

e Citizen's Charter Information
(In the form of interactive kiosks, electronic billboards, posters,
tarpaulins, standees, others)

e Citizen's Charter Handbook
(Aligned with Reference B or ARTA Memorandum Circular No.
2019-002)

o Official website/online Posting

3) The Citizen's Charter Information Billboard enumerates the following

information:
a. External Services
b. Checklist of requirements for each type of application or request;
c. Name of the person responsible for each step;
d. Maximum processing time;
e. Fee/sto be paid, if necessary; and
f. Procedure for filing complaints and feedback.



4) The Citizen's Charter Handbook enumerates the following information:

a. Mandate, vision, mission, and service pledge of the agency;
b. Government services offered (External and Internal Services);
i. Comprehensive and uniform checklist of requirements for

each type of application or request;
ii. Classification of service;
iii. Type of transaction;
iv. Who may avail;
v. Client steps and agency actions to obtain a particular service;
vi. Person responsible for each step;
vii. Processing time per step and total;
viii. Fee/sto be paid per step and total, if necessary

Procedure for filing complaints and feedback;

d. Contact Information of ARTA, Presidential Complaints Center (PCC),
and CSC Contact Center ng Bayan in the complaint's mechanisms;
and

e. List of Offices

o

5) The Citizen's Charter Information Billboard is posted at the main entrance of
the office or at the most conspicuous place of all the said service offices.

6) The printed Citizen's Charter Handbook is placed at the windows/counters
of each frontline offices to complement the information on the services
indicated in the Information Billboard.

7) The Citizen's Charter Handbook version is uploaded on the website or any
online platform available of the agency/LGU through a tab or link
specifically for the Citizen's Charter, located at the most visible space or
area of the official website of the online platform available.

8) The Citizen's Charter is written either in English, and published as an
information material.

9) There is an established Client Satisfaction Measurement per service.

This certification is being issued to attest to the compliance of the agency with
the foregoing statements that can be validated by the Authority.

ALEXAN li\r PIMENTEL
Provindgal Governor



Republika ng Pilipinas
LALAWIGAN NG SURIGAO DEL SUR
TANDAG CITY

Tanggapan ng Sangguniang Panlalawigan
(Office of the Provincial Council)

EXCERPT FROM THE MINUTES OF THE 108™ REGULAR SESSION OF THE 20™
SANGGUNIANG PANLALAWIGAN OF SURIGAO DEL SUR HELD AT THE
SANGGUNIANG PANLALAWIGAN SESSION HALL, LEGISLATIVE BUILDING,
CAPITOL HILLS, TELAJE, TANDAG CITY, PROVINCE OF SURIGAO DEL SUR ON
SEPTEMBER 10, 2024

PRESENT:
Hon. Manuel O. Alameda, Sr. - Vice Governor
(Presiding Officer)
Regular Sangguniang Panlalawigan Members:
District I District 11
Hon. Ruel D. Momo Hon. Conrad C. Cejoco
Hon. Antonio C. Azarcon Hon. Margarita G. Garay
Hon. Valerio T. Montesclaros, Jr. Hon. Gines Ricky J. Sayawan, Sr.
Hon. Jose Dumagan Jr. Hon. Raul K. Salazar
Ex — Officio Members:
Hon. John Paul C. Pimentel - President, Philippine Councilors’
League, Surigao del Sur Chapter
Hon. Melanie Joy M. Guno - President, Provincial Chapter of the
Liga ng mga Barangay sa Pilipinas
Hon. Yuri Art Eufy R. Sanchez - President, Panlalawigang Pederasyon
ng mga Sangguniang Kabataan
ABSENT:

On Vacation Leave:

Hon. Amado M. Layno, Jr. - Member, Sangguniang Panlalawigan
On Paternity Leave:
Hon. Anthony Joseph P. Caiiedo - Member, Sangguniang Panlalawigan
On Special Privilege Leave:

Hon. Jimmy [. Guinsod - Indigenous Peoples Mandatory
Representative, Surigao del Sur

RESOLUTION NO. 2349-24
(Series of 2024)

ADOPTING AND APPROVING THE IMPLEMENTATION THE 2024 EDITION OF THE
CITIZEN’S CHARTER OF THE PROVINCIAL GOVERNMENT OF SURIGAO DEL
SUR (PGSDS)



"RESOLUTION NO. 2349-24 - page two -
(Series of 2024)

SPONSORS:

HON. ANTONIO C. AZARCON, HON. GINES RICKY J. SAYAWAN,

SR.,, HON. MARGARITA G. GARAY, HON. JOHN PAUL C.

PIMENTEL, HON. AMADO M. LAYNO, JR., HON. RUEL D. MOMO,

HON. CONRAD C. CEJOCO, HON. JOSE DUMAGAN, JR.,

HON. RAUL K. SALAZAR, HON. ANTHONY JOSEPH P. CANEDO,

HON. MELANIE JOY M. GUNO AND HON. VALERIO T.
MONTESCLAROS, JR.

WHEREAS, Republic Act No. 9485, also known as the “Anti Red Tape Act of 20077,
mandated all government agencies and instrumentalities, including Local Government Units
(LGUs), to set up their respective Citizens” Charters to promote transparency, accountability, and
accessibility in public service delivery;

WHEREAS, the Provincial Government of Surigao del Sur (PGSDS), is committed to
provide transparent, efficient, and effective services to its citizens in accordance with the principles
of good governance;

WHEREAS, in view of the foregoing, and in order to achieve higher productivity, better
coordination, and improved job satisfaction among its employees and on motion of Hon. Antonio
C. Azarcon and duly seconded by Hon. Jose Dumagan, Jr.;

NOW THEREFORE

BE IT RESOLVED by the Sangguniang Panlalawigan of Surigao del Sur to adopt and
approve the implementation the 2024 Edition of the Citizen’s Charter of the Provincial
Government of Surigao del Sur (PGSDS).

RESOLVED FINALLY: To furnish copies of this Resolution to Hon. Alexander T.
Pimentel and to Mr. Ace R. Orcullo, Provincial Human Resource Management Officer, all of this
Province, for their information, guidance and appropriate action.

ADOPTED this 10" day of September, 2024 at the City of Tandag, Province of Surigao
del Sur by unanimous votes of all Sangguniang Panlalawigan Members present.

MARITES COMA ARREZA

Acting Secretary to the Sangguniang Panlalawigan
ATTESTED AND CERTIFIED ’
TO BE DULY ADOPTED:

MAN E ALAMEDA SR.
e Governor

1dmg Officer
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LI'ST OF SERVI CES

LI ST OF SERVICES PER OFFI ¢ PAGE NUMB
The Provincial Government oifMaShudrait gea | 1-5
Vi si on, Mi ssi on, Devel opment Goal s,
Provinci al Gover noMarsd Offidsii oen , ( MEQ)s i| 7
Service Pledge
External Services 8
Approval of Various Request from Local Government Units, National 9
Government Agencies, and other Government instrumentalities
I nternal Services 10
Approval of Administrative Document |11
Approval of Financi al Document s 12
Provincial Vice GoveMawondadse Of Vi gieoif|1415
Service Pledge
External Services 16
Legislative Matter and Operation | 17
Public Information, Social and Cultural Services 178
Provision of Support and Assistance to Different Sectors in the Province - 189
Medical
Provision of Support and Assistance to Different Sectors in the Province - 1920
Burial
Provision of Support and Assistance to Different Sectors in the Province - 212
Infrastructure
Provision of Support and Assistance to Different Sectors in the Province i 223
Other Requests
I nternal Services 214
Legislative Matter and Operation Il 25
Of fice of the Secretary to tFhaenlTalnagy?2 627
(OSSPt rategic Directions
External Services 28
Facilitates the Review of Resolutio290
Request for Accreditat iGonw eafnmzinti [0Or{3631
Requests for Program Services 3132
Library Services 3233
I nternal Services 34
| ssuance of Posting Certification 0|35
document
Request for Certified True Copy of 3536
Legislative document s
RequesCerftorfi cate of Appearance 3637




LI'ST OF SERVI CES

LI' ST OF SERVI CES PER OFFI C

PAGE NUMB

Provincial AdministratMama@asat@f fiViesi (0 389
Service Pledge

I nternal Services 40
Management (98RViVoes her / Payroll) 41
Management Services (Travel Orders/ |4142
Reports)

| ssuance of Provincial l dentificati|4243
Provision of Information Technology Related Technical Assistance 434 4
Provinci aRe Huurame Management -Nefd actee 4 64 7
Vi si on, Mi ssi on, & Service Pledge

I nternal Services 48
Securing Certificate of Employment, Service Record, and Other Personnel 4950
Records

Processi nlpaodd Wedbave Applications 5661
GSI'S Loan Application via Electroni|512
Printing and Releasing of Daily Timb523
Preparati on, Printing, and Releasin/53%4
Hiring/ Promotion of Plantilla Posit|5455
ProcessiSmgpmassdi on of Appoint ments 55 8
Processing of Request of Certificat|5809
I nvterventions

Request for Review/ Coaching on the [5%0
SFGBrocessing of Loyalty ARmpldoy@ae® 6662
Processi ng-Mafb uaalyamatogram Support f{62 4
Provincial Legal Office (PLO) - Mandate, Vision, Mission, & Service 6 66 7
Pledge

External Services 38
Represent the LGUs in all Civil Actions and Special Proceeding wherein the 6 970
LGU is a party

Internal Services 71
Investigate or Cause to be Investigated any Local Official or Employee for 7273
Administrative Neglect or Misconduct in Office

Render Legal Opinion in Writing when Requested by the Governor, Mayor, or | 7 37 4
Sanggunian

Draft and Review Contracts, Agreements, and Other Legal Documents 7475
Provide Legal Advise 75
Notarized Contracts wherein the Provincial Government or any of its Officeris | 7 57 6

a party

LL



LI STSBRVI CES

LI' ST OF SERVI CES PER OFFI C

PAGE NUMB

Provincial Planning and Development Office (PPDO) - Mandate, Vision,
Mission, & Service Pledge

7879

External Services 80
Providing Technical Services on Seminars/Workshops 81
Providing Provincial Data, Statistics & Maps 82
Providing Technical Services in the Formulations of Provincial Development 8 3

Plans

Securing Certificate of Appearance, Certificate of Review of Comprehensive 8 4

Land Use Plan (CLUP), PDC-Execom Resolutions

Providing Technical Services on Related Provincial Development Programs 8485
and Projects

Annual Investment Program (AlIPs) and Gender and Development Plans 8 58 7
(GAD)

Provincial Tr eas u+Mandats, Vieidénf Missien,& PT O) (8 8 9
Service Pledge

External Services 90
Cash/Check/ATM Payments (Disbursements) 91914
Collection of Annual Fixed Tax for Every Delivery Truck/Van 9495
Collection of Payments/Remittances 9 5 6
Collection of Professional Tax 9697
Collection of Real Property Tax 9 7 8
Collection on Sand, Gravel & Other Quarry Resources 98 9
Collection of Tax on Transfer of Real Property Ownership 99100
Issuance of Official Receipts for Certified True Copy/Photocopy/Certification 10001
of Payment, ID, Take Home Pay and Certification of Employment

Issuance of Official Receipts of Heavy Equipment Rental 101
Issuance of PTO Tax Clearance 10-203
Sale of Accountable Forms 10-205
Internal Services 106
Payroll Preparation for Provincial Paid Teachers (LSB) 107
Provinci al Ac count anMandateODfisfon, Mission,RA C| 1 0-8 0 9
Service Pledge

External Services 110
Fund Transfer (Release of Funds) 11-113
Fund Transfer (Liquidations) 11314
Miscellaneous Expenses (Financial, Burial, Medical, Fire Victims, Educational |1 1-4 1 9
Assistance, etc.)/Cultural and Athletic Activities/Human Resource

Development and Training Program/Financial Expenses/Road Right-of-

Way/Real Property

Internal Services 120
Salaries, Allowances, Honoraria, and Other Forms of Compensation 12127
Granting of Cash Advances 12-T29
Liquidation of Cash Advances 12230




LI'ST OF SERVI CES

LI' ST OF SERVI CES PER OFFI C

PAGE NUMB

Other Expenditures 12-932
Procurement 13-240
Provincial Budget Office (PBO) - Mandate, Vision, Mission, & Service 14-243
Pledge
External Services 144
Preliminary Review of Annual/Supplemental Budget of LGUs 14-246
Internal Services 147
Processing of Claims/Obligation Requests 148
Preparation and Release of Advice of Allotment of Different Offices 149
Preparation of Executive Annual Budget of the Province 150
Processing of Communication and Other Services 151
Provincial AssessorNadatefVisior, MissijoR,ASSO|15-354
Service Pledge
External Services 155
Request for Issuance of New Tax Declaration 156
- Subdivision, Consolidation and Simultaneous Consolidation & 15659
Subdivision of Land
- New Assessment/Discovery (Land) 15262
- New Assessment/Discovery (Buildings and Other Similar Structures) 16-2614
- New Assessment/Discovery (Machinery) 16465
- Reassessment 16-367
- Transfer of Ownership 16-IT70
- Reclassification (Land with an area of less than 1,000 square meters) |1 7-1 7 2
- Reclassification (Land with an area of more than 1,000 square meters) |1 7-2 7 4
- General Revision of the Schedule of Market Values 17476
- Cancellation of Assessment (total Demolition/Cessation or Retirement | 1 7-& 7 8
of Machinery Operation
General Revision of the Scheule of Market Values within the General 17880
Revision Year/Project
Assessment Transactions within the General Revision Year/Project 180
- Subdivision, Consolidation & Simultaneous Consolidation & 18082
Subdivision of Land within General Revision Project
- New Assessment/Discovery (Land) 183285
- New Assessment/Discovery (Buildings and Other Similar Structures) 184587
- New Assessment/Discovery (Machinery) 18-I89
- Cancellation of Assessment (Total Demolition/Cessation or 18291
Retirement of Machinery Operation)
Request for Certified True Copy of Real Property Assessment Documents, 191
Tax Mapping Information & Property Certification
- Certificate of Property Location & Vicinity 19192
- Issuance of Property Holding Certification (With Property/No Property) | 1 9-2 9 4
& Certification of Improvements (With Improvement/No Improvement)
- Issuance of Certified True Copy of Tax Declaration (Old and Latest) 19495
- Issuance of Certificate of History 19-597
- Annotation/Cancellation of Liens and Encumbrances 19-T98




LI' ST OF SERVI CES

LI ST OF SERVICES PER OFFI PAGE NUMB
Provincial Assessords Office (PASS(199
I nternal Services 199
Request for Just Compensation 20202
Provincial Social Welfare & Development Office (PSWDO) - Mandate, 20-206
Vision, Mission, & Service Pledge
External Services 207
Developmental and Promotive Services 208
Special Project Services 20809
Family and Community/Disaster Response Service 20210
Women/Children/Youth Welfare Services 21011
Senior Citizenb6s Wel fare Services 21212
Differently Abled/PWD Welfare Services 21-213
Restorative and Protective Services 213
Court-Related/Special Services 21315
Enhanced Local Comprehensive Integration Programs Services 21316
Crisis Intervention Services 21-219
Technical Assistance and Resource Augmentation Division 219
Technical Assistance and Resource Augmentation Services 21220
Provincial Engi ne-éManilate, Ddidn,iMiseion(&PEO) |22 3
Service Pledge
External Services 2214
Rental of Provincial Equipment 22-826
Engineering Support Services 22827
Technical Assistance Services 22-228
Internal Services 229
Repair, Improvement and Maintenance of Building Facilities 230
Repair and Maintenance of Motor Vehicles and Equipment 23232
Provincial Environment & Natural Resources Office (PENRO-LGU) - 23235
Mandate, Vision, Mission, & Service Pledge
External Services 236
Issuance of Commercial Sand and Gravel (Includes Ordinary Earth, 23-239
Boulders, Mountain Mix Permit Application)
Payment for Mineral Tax for Extraction Fee 23240
Quarry Permit Application (Includes Limestone, Lime, Pebbles, Marble, 24-042
Gypsum, White Clay)
Small-Scale Mining Permit/Contract Application (Includes Gold, Manganese, | 2 4-2 4 4
Chromite and Other Metallic Minerals
Mineral Transport Permit for San and Gravel and Other Resources 24-346
Ore Transport Permit for Small-Scale Mining Minerals 24-848
Ore Transport Permit for Large-Scale Mining Minerals 24-850
Annual Transport Permit for San and Gravel & Other Quarry Resources 25051

(coming from sources outside the province)




LI ST OF SERVICES PER OFFI PAGE NUMB
Provincial Environment & Natural Resources Office (PENRO-LGU) - 235
Mandate, Vision, Mission, & Service Pledge
External Services 236
Gratuitous Permit for Sand and Gravel and Other Resources (Government 25-253
and Private)
Mineral Extraction Payment Certification 255
Payment for Ore Transport Permit per Certification 25-856
Office of the Provincial Agriculturists (OPAG) - Mandate, Vision, 25859
Mission, & Service Pledge
External Services 260
Provision of Technologies on Crops 26-262
Provision of Sees, Planting Materials and Other Agricultural Inputs 26-263
Custom Plowing Services 26-364
Provision of Agricultural & Fishery Machinery, Equipment & Facilities 26-265
Support Services
Provision of Technologies on Animals 265
Heat Detection and Pregnancy Diagnosis Services 26-366
Avail of Ducks and Native Chicks 26-867
Artificial Insemination Services 26-268
Provision of Planting Materials & Breederstocks (Maglambing Plant Nursery |2 6-8 6 9
& Multiplier Farm, Maglambing Tagbina, Surigao del Sur)
Provision of Biological Control Agents (T.evanescens, T. japonicum, M. 26-270
anisopleae)
Laboratory Services for Soil Analysis 270
Consultation, Identification of Insect Pest and Diseases and Management 270271
Control Services
Information about Field Trials of Rice Varieties/Goat Production 27-272
Provision of Agricultural Brochures 27-273
Assistance to Agribusiness Linkages 273
Organizing, Strengthening and Registration of Farmers, Rural Based 27374
Organizations, and Cooperatives
Consultation Services about Project, Research, Training Proposals and 27275
Livelihood Projects
Provincial Fisheries and Aquatic Resources Office (PFARO) - Mandate, |2 7-8 7 7
Vision, Mission, & Service Pledge
External Services 278
Tilapia Fry/Fingerlings Dispersal 27280
Site Validation 28281
Aquaculture Training 281
Student Work Immersion 28-283
Fish Processing/Value Added Products 28-3814
Provision of Livelihood Project 28285
Provision of Fishing Gear, Paraphe28-386

VI




LI ST OF SERVICES PER OFFI PAGE NUMB
Provincial Vet er i nMangatesVision, Misstoa, & PV (2 8-8 89
Service Pledge
External Services 290
Consultation and Prescription 291
Rabies Vaccination to Walk-In Clients 29-292
Massive Rabies Vaccination to LGUs 29-293
Vaccination for ND, Hemo, Sept., Hog Cholera (Field/Massive) 29-2914
ND, Hemo, Sept., Hog Cholera Vaccination to Pets/Animals of Walk-in 294
Clients
Re-Issuance of Anti-Rabies Vaccination Certificate 295
Pets/Animals Treatment for Walk-In Pet/Animal Owners 29-396
Pets/Animals Treatment (Home Service) 29806
Blood Sampling & Analysis (Field/Massive) 306
Fecal Sampling & Analysis (Walk-In) 30807
Fecal Sampling & Analysis (Field/Massive) 30-308
Issuance of Veterinary Health Certificate (Pet, Livestock/Poultry) 308
Ante/Post-Mortem Inspection (Random/Per LGU Request) 30809
Unannounced Post Abattoir Inspection/Enforcement of Provincial Meat 30910
Inspection Ordinance
Installation/Rehabilitation of Biogas (TPID) 310611
Meat Processing Training & Cooking Demo (per Request from LGU and 311
Within the Office)

Slicing/Grinding of Meat (Walk-In) 31312
Provincial General Services Office (PGSO) - Mandate, Vision, Mission, |3 1-83 15
& Service Pledge

External Services 316
Customer Assistance 317
Inspection and Acceptance of Delivery 31-318
Internal Services 319
Procurement Transaction 32822
Request for Physical Inventory Taking for Department Head/Supply 323

Of ficer/ Retireeds

Request for Property Accountability Clearance 32-3214
LTO Registration Renewal of Government Vehicles 32326
Disposal of Unserviceable Properties i Equipment thru Public Bidding 32827
Provincial Tourism Office - Mandate, Vision, Mission, & Service Pledge |3 2-8 3 0
External Services 331
External Services 331
Request For PotseertciabnAOéas For Tou33-233
Request For Tourism Related Data/ln33334
Provincial P r o sMacdate, ¥isiédns Mis3iforfi, & Bezvice 33837
Pledge

External Services 338

VI



LI ST OF SERVICES PER OFFI PAGE NUMB
Receiving Criminal Complaints for 133941
Receiving Criminal Complaints for 134345
Provision of Prosecutords Clearanc¢34-8346
Provision of Prosecutords CertGCdpiceg34-847
of Document s
Receiving of Petition for Review 34-849
Provincial I nt er nal-Mandate, VisidheMisgsiong& (3 5-8651
Service Pledge
I nternal Services 352
Management Audit Services 35354
Operations Audit Services 35855
Provincial N u t -rMartdate Yiisidd j Misisisni, & Service 35857
Pledge
External Services 358
Provision of Dietary Supplement to Underweight Pregnant Mothers 359
Provision of Nutripak for Severly Underweight and Underweight Preschool 35960
Children
Provision of Barangay Nutrition Schi36-861
Provision of Certification of Baraif36-362
Provinci al Wa r dMandatg, ViBiorny Missiom, & Service 36-865
Pledge
External Services 366
Provision of Certificate of Detention, Detainees, Manifestation and Release 367
Order
Custodial Services 1 Jail Visitation 36-369
PGAQ Popul at i on-MBndatd, ¥isiom,rMission, & Service 376871
Pledge
External Services 372
Provision of Technical Assistance for the Conduct of Responsible 373
Parenthood and Family Orientation, Trainings and Other Program Related
Activities
Provision of Technical Assistance for the Conduct of Adolescent Healthand | 3 7 4
Development Orientation, Symposium, Training and Other Program Related
Activities
Provision of Technical Assistance for the Conduct of Program Orientation, 375
Symposium, Training and Other Program Related Activities for Special
Population Group
Availment of Books, Brochures, and other Program Related Materials 376
Provision of Technical Training for Municipal Population Officers and 37877
Barangay Population Volunteers
Radio and Online Guesting 37-378
Provision of Honoraria 37879
Provincial H &anldateh Visioh,fMissian, & Service Pledge 38881
External Services 382
Provision of Drugs and Medicines 383
Supplying of Health Program Commodities 38-3814

Vi




Issuance of Sanitary Clearance 38-885
Provincewide Health Statistical Data 385
Issuance of Medical Certificate 386
Issuance of Death Certificate 38887
Internal Services 388
Provision of Dental Care and Oral Health Services 389
Provision of Medical Check-Up/Services 38990
Madri d Di st r-iMandated\dssop,iMissidn, & Service Pledge 39-3293
External Services 3914
Cashiering Services 395
Delivery Room Services 39-396
Emergency Room Services (Admission) 39897
Emergency Room Services (Consultation/Referral) 39-398
Follow-Up Check Up 39-899
Issuance of Birth Certificate 39400
Issuance of Death Certificate 40001
Issuance of Dental Certificate 401
Issuance of Medical Certificate (Ordinary) 40-402
Issuance of Medical Certificate (Insurance) 40-203
Issuance of Medico-Legal Certificate 403
Laboratory Services (Inpatient) 40-304
Laboratory Services (Outpatient) 40-405
Outpatient Services 40806
Pharmacy Services 40807
Radiology Services (Inpatient) 40-208
Radiology Services (Outpatient) 40-8009
Tooth Extraction 4009
Internal Services 410
Provision of Certificate of Employment 411
Cortes Muni ci-Mandateii\dssom,iMisaidn, & Service Pledge |4 1-2 1 3
External Services 414
Admission and Discharge of Patients 41817
Outpatient Services 41-219
Emergency Services 41921
San Miguel C o mmu-Mantdate, Hom ,(Missi@n| & Service |4 2-2 2 3
Pledge

External Services 424
Outpatient Department/Emergency Department 42828
Billing Services 429
Records Services 42831
Pharmacy Services 43-432
Laboratory Services 43-234
MAIP Assistance Processing Services 43-435
Delivery Room Services 43-837
X-ray Services 43239
Hi nat uan Di s t-Manddte, \Hsios,Missi@n| & Service Pledge |4 4-8 4 1
External Services 442




Issuance of Birth/Death Certificate 443

Cashiering Services 44-3 44
Dental Services 44-445
General Consultation 44-846
Laboratory Services 44-847
Issuance of Medico-Legal Certificate 44-2 48
Pharmaceutical Services 44-849
Billing Services 44-850
X-ray Services 450851
Nursing Services - Admission 45453
Nursing Services i Delivery Room 45-358
Nursing Services i Operating Room 45-836 4
Bi sl i g Di st fMaodate, MNisienp Midsiar, & Service Pledge 46-877
External Services 468

Consultation 46-970
Anti-Rabies Injection 47472
Admission of Patient from Out-patient Department 47-273
Admission of Patient from Emergency Room Department 47-374
Request for Surgery 47-475
Receiving of Outpatient Requests/Samples 47877
Releasing od Blood Units for Transfusion 47-278
Blood Chemistry Tests (In-patient_ 47-880
Expanded Newborn Screening Blood Collection 480

Acid Fast Bacilli Stain (AFB), Sputum 48081
Inpatient Department General X-ray 48-483
Outpatient Department General X-ray 48-385
Dental Procedures 48-887
Provision of Drugs and Medicines/Supplies 48-288
Assessment and Classification 488

Enrolment to Point Service 48890
Referrals for Medical Assistance 49091
Payment Over the Counter (OTC) 49492
Availment of Philhealth Services 49-293
Preparation of Statement of Accounts (Billing Services) 49-3914
Release of Statement of Accounts (Billing Services) 49-495
Birth Registration of Newborns 49-897
Issuance of Death Certificate 49-298
Issuance of Medical Certificate 49-899
Request for Linen Supply 49-900
Li anga Di st r-MantateH\bssop,iMissidn, & Service Pledge 50303
External Services 504

Payment Processing Over the Counter (OTC) 505

Philhealth Eligibility Verification 50508
Billing Services 508009
Records Services 50910
Retrieval of Patientsd Ol d Chart 511

Grievance Committee 51-513




Social Service Section Services 518114
Emergency Room Services 515
Admission Services 51517
Internal Services 518
Administrative Services 51820
Mar i hat ag Di s {Mandate, Visions Missitom & Service 52-323
Pledge

External Services 524
Payment Processing Over the Counter (OTC) 525
Philhealth Eligibility Verification 52527
Billing Services (Processing of Statement of Accounts) 52-328
Issuance of Medical Certificate (Employment /Students) 52830
Issuance of Medico-Legal Certificate 53631
Birth Registration 53-533
Death Registration 53835
Purchase of Medicines and Medical Supplies 53835
Laboratory Tests and Releasing of Results 53536
Dental Services i Tooth Extraction 53638
X-ray Services (Outpatient) 53839
Consultation, Animal Bite Treatment and TB Treatment Services 53940
FEEDBACK AND COMPLAINTS MECHANISM 541
CONTACT NUMBERS OF THE CCB, PCC AND ARTA 542
LIST OF PROVINCIAL GOVERNMENT OFFICES 54-344




| Mandat e

As mandated by the Lod®I91Goueren Remotvi @a
Surigao del Sur wi || exercise i1ts po
governance that wi || promote the genct

preservation and enhancement ofatetyuy

peopl e t o a bal anced ecol ogy, devel
capabilities, i mprovement of public mi
full employment of residents, peace dr

convenience of its people.




ASurigao
Propell ed
Communities

Governance

del

| VI. Si1 on

Sur : A GHodaTdwyr iGommpertd

by Empeomteareaedd, GChkheaacef ul ,
i n a Bal anced Ecdraggp
by 2030. 0




11 . MI SSI ON

ATo transform Surigao del Sur into a
of anToBHIicro s m, Mi nendlubstandl Agaebsed ecc

attaini-ngl anwedl ecol ogy, social equi

every Surigaonon. o




| Wevel opment Goal

A Devel op, promoteecanadusiusmadeeastigmat i
partnership with | ocal and internat.i
A Establish mechani smsmmlnadmermtpiarcg twar iet

efficient and effective governance.

Alnstitutionalize spiritual devel opme
A Strictly enforce environment al | aws
A Ensure public safety.

A Facilitate and provide adequate and

and utilization.




VService Pledge

We, the officials and employees of th
hereby pledge to commit ourselves, ou
public service that are responsive to
factilve aand coordinative in serving e
them with outmost care, give our fine
o f commi t ment t o publ i c interest,
accountabtltahgpamaemdcy in the deliver
courtesy, promptness, and sufficienc
wisdom in the conduct and management







PROVI NCI AL GOVERNORO:
( PGO)

CIl TI ZENOS CHARTER




Provinci al Gov
( PGO)

Mandat e

rcise gener al supervision
ivities of the province,
province and the exerci
eve and efficient deliver
ilities to the people of

QO 5 0 X
O A o —* 0

Vi si on

management of resources th

An empower edor i setred ceffic
r
to i mprove the quality of |

IMi ssi on

ernor 0s

and contr
enforce all
se of appr
y of qual i/
the Provinec

providing

e
ough good go
i fe

of Surig

The Province shall serve as a dynamic A

eco tourism destinations and
international ci vil soci ety
i mpl ementing uni ts to ensur
spiritual

enhances biodiversity.

.Service Pl edge

We | the men and women of t he
decl are our commit ment to ab

i ndustri es
organi zat.i
e efficien

devel opment and moral recover

Provincial
ide by the

Citizenbs Charter and give our finest

commi t ment to public interest, professi
transparency in the delivery of publ i c
sufficiency, as well as demonstrate e
managent of public affairs. So, we plec




PROVI NCI AL GOVERNOROS O
( PGO)

EXTERNAL SERVI CES




1. APPROVAL OF VARIOUS REQUEST FROM LOCAL

GOVERNMENT UNITS, NATIONAL GOVERNMENT AGENCIES,
AND OTHER GOVERNMENT INSTRUMENTALITIES

The Provincial Governor os Of fi
Local Government units, National Government Agencies, and other
Government Instrumentalities in support to their Programs, Projects,
and Activities.

c e

Office/Division:

Provincial

Governor 6s

Of fi ce

Classification:

Simple

Type of
Transaction:

G2G, G2C

Who may avail:

All offices of the Provincial Government of Surigao del Sur.

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. Request Letter

Requisitioning Office

PERSON
CLIENTS STEPS AGENCY ACTION e RS FpSe Sy RESPON-
BE PAID ING TIME SIBLE
Submit the Receive requests from None 5 mins Assigned Staff/
Requests to the LGUs, NGAs and Other Personnel
Provincial Instrumentalities and
Gover nor 6 9submitto
for LCE/Provincial
assessment/verifica | Administrator for review
tion/approval
Review request(s) for None 15 mins Provincial
approval/proper Governor/
endorsement to Provincial
appropriate office(s) for Administrator
a timely address of
requests
Endorse to the None 20 mins Assigned Staff/
LCE/Concerned PLGU Personnel
offices for appropriate
action
TOTAL None 40 mins




PROVI NCI AL GOVERNOROS O
( PGO)

| NTERNAL SERVI CES




1. APPROVAL OF ADMI NI STRATI VE DOCUMENTS

The Provincial Governor 0s of fice 1
Admini strative Documents of PLGU Of
Program of Works, Appointment/ Contra
Assumpti on, Daily Time RecorduyumMemor
Agreement, Memorandum of Under st anc
Executive Order, Speci al Order , Oof f
and Devel opment Nomination For m, Of f
and Rating/ I ndividual Perfor Q&teome Co
Request, Leave, Project Desi gn, Me
Justification, Aut hority t o Tr avel
Accompl i shment, Memor andum Recei pt,
Proceed, Noti ce of EIlIi gibilittyeeano
Resolution by the Local Chief Execut

Office/Division: Provincial Governorbés Office

Classification: Simple

Type of G2G, G2C

Transaction:

Who may avail:

All offices of the Provincial Government of Surigao del Sur.

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Administrative Documents Barangay Council
Requisitioning Party
FEES TO | PROCESS- PERSON
ColEn s = AEENEY ACTIOI BE PAID | ING TIME | RESPONSIBLE
Submit the Review and verify None 8 minutes | Assigned Staff/
Documents to the completeness of the Personnel
Provincial documents.
Governor o6s
for assessment and | Receive and record the
verification document and forward to
the Provincial Governor/
Administrator for further
review and approval.
Approves/disapproves None 8 minutes Provincial
the Administrative Governor/
Documents Provincial
Administrator
Receives the Releases the .
Administrative Administrative None 12 mins Assigned Staft/
Personnel
Documents Documents
TOTAL None 28 mins




2. APPROVAL OF FINANCIAL DOCUMENTS

The Provincial Governoro6s Office fa
Documents of PLGU Offices such as Obligation Request,
Disbursement Vouchers, Purchase Requests, Purchase Order,
Financial Plan and Request for Allotment and Realignment.

Office/Division: |Pr ovi nci al Governoroés Office
Classification: | Simple
Type of G2G, G2C
Transaction:
Who may avail: | All offices of the Provincial Government of Surigao del Sur.
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Financial Documents Requisitioning Office
FEES
CLIENTS PROCESS- PERSON
STEPS AGENCY ACTION TPOA?DE ING TIME | RESPONSIBLE

Submit the Review and verify None 10 mins | Assigned Staff/
Documents to completeness of Personnel
the Provincial the documents.
Governor
Office for Receives and None 15 mins Provincial
assessment and | records the Governor/
verification financial document Provincial

and forward to the Administrator

Provincial Governor

/ Administrator for

further review and

approval.

Approve/disapprove

the Administrative

Documents
Receive the Releases the None 5 mins Assigned Staff/
Financial Financial Personnel
Documents Documents.

TOTAL None 30 mins







PROVI NCI AL VI CE GOVERNO

Cl

( VGO)

TI ZENOS CHARTER




Provinci al Vi ce

(VGO)

Mandat e

Preside over regul ar and special sess
exercibende¢thieons of the Provincial Gove
provided for in Section 46 of RA 7160 =
RA 7160, other existing | aws, ordinance
sector.

Vi sion

A proactive and progressive | eadership
Government t hat fully supports the ho

constituents througigutahe tegndetgmentatofonh

IMi ssi on

ASteer the Sangguniang Panlalawigan in
responsive to the needs of its constit

ANurture partnership with al | sectors
governance in the existence in the exe

AExercise gener al supervision over t h
Government of Surigao del Sur and pro
and capabilities.

AExtend the most effective and efficieil
t he Sangguniang Panl al awigan, the empl
del Sur.

.Service Pledge

We , the men and women of the Provincia

hands, declare our commitment to abide

Citizen Charter and give our finest s k

coomi t ment to public interest, professic

transparency in the delivery of public

sufficiency, as wel | as demonstrate e

managatmeof public affairs. So, we pledg




PROVI NCI AGOVEREOROGS OFFI

(VGO)

EXTERNAL

SERVI CES




1. LEGISLATIVE MATTER AND OPERATION |

Guided by Section 16 of RA 7160 and its Mission in steering the
Sangguniang Panlalawigan in passing Resolutions and Ordinances
which are responsive to the needs of the constituents and the
administration of the province and to nurture partnership with all
sectors of the society and promote participatory governance in the
exercise of legislative functions.

Office/Division: | LEGISLATIVE, TECHNICAL DIVISION

Classification: | simple
Type of G2G 1 Government to Government, G2B i Government to Business,
Transaction: G2C i Government to Citizens

Who may avail: | MLGU, CLGU, BLGU, Business Community, Duly Registered
Associations/Groups

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
From their respective: 1) Municipal
Letter Requests/Resolutions Council; 2) City Council; 3) Barangay
Council; 4) Board Resolution
FEES
CLIENTS TO | PROCESSING PERSON
STEPS AGENCY ACTION BE TIME RESPONSIBLE
PAID
1. Submit the
Letter 1. Receive, Record and
Request or Forward to the Office In- None 5 Minutes LLSE Il
Resolution for Charge
Legislation

2. Review the letter request,
make the necessary
indorsement letter and
forward the same to the
concerned agency/SP
committee

None 10 Minutes LLSO V

TOTAL: | None 15 Minutes

2PUBLI C | NFORMATI ON, SOCI AL AND CULTU

Gui ded by Section 16 of RA 7160

Sangguniang Panl al awigan in passing
whi ch ar e responsive to the needs
administration of t he province and



sector s
exerci

of t

se of

h e
| egi sl ati ve

soci

ety

and
funct i

promot e
ons.

Office/Division:

PUBLIC INFORMATION ASSISTANCE DIVISION

Classification:

Simple

Type of
Transaction:

G2G i Government to Government, G2B i Government to Business,

G2C i Government to Citizens

Who may avail:

MLGU, CLGU, BLGU, Business Community, Duly-Registered

Associations/Groups

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Letter Requests/Invitation Letters

From your respective: 1) Municipal Council; 2)
City Council; 3) Barangay Council; 4) Board

Resolution
CLIENTS FEES TO | PROCESS- PERSON
STEPS AGENT Ao BE PAID ING TIME RESPONSIBLE
1. Submit the
Letter
Request or
Invitation 1. Receive, Record
Letter which and Forward to the None 5 Minutes LLSE lI
require the Office In-Charge
attendance of
the Provincial
Vice Governor
2. Review the letter
request, set
customer's
expectation, 1 None 10 Minutes LLSO V
possible, and
forward the same to
the Vice Governor's
Secretary
TOTAL: None 15 Minutes

3. PROVISION OF SUPPORT AND ASSISTANCE TO DIFFERENT
SECTORS IN
THE PROVINCE - MEDICAL

Guided by Section 16 of RA 7160 and its Mission in steering the
Sangguniang Panlalawigan in passing Resolutions and Ordinances
which are responsive to the needs of the constituents and the
administration of the province and to nurture partnership with all



sectors of the society and promote participatory governance in the
exercise of legislative functions.

Office/Division:

MANAGEMENT AND OPERATION DIVISION

Classification:

Simple

Type of
Transaction:

G2C 1 Government to Citizens

Who may avail:

BHW, BNS, BPATS, DAYCARE TEACHERS, Indigent Residents of the
Province of Surigao del Sur

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. Medical Certificate/Hospital Bill 1. Hospital where the patient is confined.
2. Certificate of Indigency 2. Barangay Office where the patient is
3. Valid ID residing.
3. Any government issued ID.
CLIENTS AGENCY ACTION o> | PROCESS- PERSON
STEPS PAID ING TIME RESPONSIBLE
1. Submit the 1. Receive, Record and NONE 5 Minutes |1. Admin Aide |
Letter Forward to the Office In-
Request Charge
along with 10 1.1 Admin Aide
the 1.1 Review the letter Minutes A\
requirements request, set the
to the VGO customer's expectation, if
Front Desk. possible, and forward the
same to the Vice
Governor's Secretary
2. The Vice Governor to NONE | 2 Days
approve the request
3. Preparation of necessary | NONE 10 Minutes | LLSO V
documents/papers for the
claim
10 Minutes | LLSE Il
3.1 Processing of Admin Aide Il
Financial Claim Admin Asst. |
2. Client to go 4. Front Desk to call the NONE 5 Minutes Admin Aide |
back to the Vice client to claim the
Governor assistance
Office to get the
Medical
Assistance
. 2 days and
TOTAL: | NONE 40 Minutes




4. PROVISION OF SUPPORT AND ASSISTANCE TO DIFFERENT
SECTORS IN THE PROVINCE 7 BURIAL

Guided by Section 16 of RA 7160 and its Mission in steering the
Sangguniang Panlalawigan in passing Resolutions and Ordinances
which are responsive to the needs of the constituents and the
administration of the province and to nurture partnership with all sectors
of the society and promote participatory governance in the exercise of
legislative functions.

Office/Division: MANAGEMENT AND OPERATION DIVISION

Classification: Simple

Type of Transaction: | G2C i Government to Citizens

BHW, BNS, BPATS, DAYCARE TEACHERS, Indigent Residents of

Who may avail: the Province of Surigao del Sur

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

1. Original/Certified True Copy of Death 1. LCR Munisipyo of concerned citizen

Certificate A . , .
2. Certificate of Indigency g iarangay Offlcet\_/vheredtlhg patient is residing.
3 valid ID . Any government issue .
FEES
TO PROCESSING PERSON
CLIENTS STEPS AGENCY ACTION BE TIME RESPONSIBLE
PAID
1. Submit the Letter 1. Receive, Record and | None | 6 Minutes 1. Admin Aide |
Request along Forward to the Office
with the In-Charge
requirements to
the VGO Front 1.1 Review the letter
Desk. request, set the 10 Minutes 1.1 Admin Aide
customer's v

expectation, if

possible, and forward
the same to the Vice
Governor's Secretary

2. The Vice Governorto | None | 2 Days
approve the request

3. Preparation of None | 10 Minutes LLSO V
necessary
documents/papers for
the claim

10 Minutes LLSE I

3.1 Processing of Admin Aide I

Financial Claim Admin Asst. |

H




2. Client to go back 4. Front Desk to call the | None 5 Minutes Admin Aide |
to the Vice client to claim the
Governor 69 assistance
get the Burial
Assistance
TOTAL: | NONE | 2 D2ays and 40
Minutes

5. PROVISION OF SUPPORT AND ASSISTANCE TO DIFFERENT
SECTORS IN THE PROVINCE T INFRASTRUCTURE

Guided by Section 16 of RA 7160 and its Mission in steering the
Sangguniang Panlalawigan in passing Resolutions and Ordinances
which are responsive to the needs of the constituents and the
administration of the province and to nurture partnership with all
sectors of the society and promote participatory governance in the
exercise of legislative functions.

Office/Division:

MANAGEMENT AND OPERATION DIVISION

Classification:

Simple

Type of
Transaction:

G2G i Government to Government, G2B i Government to Business,
G2C 1 Government to Citizens

Who may avail:

MLGU, CLGU, BLGU, Business Community, Duly Registered

Associations/Groups

CHECKLIST OF

REQUIREMENTS

WHERE TO SECURE

1. Letter Request/Resolution

2. Program of Works

1. From your respective: 1) Municipal Council; 2) City
Council; 3) Barangay Council; 4) Board Resolution

3. Valid ID 2. Any government issued ID.
FEES
PROCESSING PERSON
CLIENTS STEPS AGENCY ACTION TP(?AFDE TIME RESPONSIBLE
1. Submit the Letter [1.1.Receive, Record and | None 7 Minutes Admin Aide |

Request along Forward to the Office
with the In-Charge
requirements to
the VGO Front 1.1.1. Review the letter 10 Minutes Admin Aide IV
Desk. request, set the

customer's

expectation, if

possible, and

forward the same

to the Vice

Governor's

Secretary

1.2.The Vice Governor | None 2 Days
to approve the
request




1.3.Preparation of None 10 Minutes LLSOV
necessary
documents/ papers
for the claim
1.3.1. Processing of 10 Minutes LLSE Il
Financial Claim Admin Aide Il
Admin Asst. |
2. Client to go back | 2.1.Front Desk to call None 5 Minutes Admin Aide |
to the Vice the client to claim
Governor 6s the assistance
get the
Infrastructure/
Project Assistance
TOTAL | None |2 Days and 40
Minutes

6. PROVISION OF SUPPORT AND ASSISTANCE TO DIFFERENT
SECTORS IN THE PROVINCE 7 OTHER REQUESTS

Guided by Section 16 of RA 7160 and its Mission in steering the
Sangguniang Panlalawigan in passing Resolutions and Ordinances
which are responsive to the needs of the constituents and the
administration of the province and to nurture partnership with all
sectors of the society and promote participatory governance in the
exercise of legislative functions.

Office/Division:

MANAGEMENT AND OPERATION DIVISION

Classification:

Simple

Type of Transaction:

G2G i1 Government to Government, G2B i Government to
Business, G2C i Government to Citizens

Who may avail:

Associations/Groups

MLGU, CLGU, BLGU, Business Community, Duly Registered

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. Letter Request/Resolution

2. Program of Works
3. Vvalid ID

1. From your respective: 1) Municipal
Council; 2) City Council; 3) Barangay
Council; 4) Board Resolution

2. Any government issued ID.
FEES TO | PROCESS- PERSON
CLIENTS STEPS AGENCY ACTION BE PAID | ING TIME | RESPONSIBLE




1. Submit the Letter
Request along with
the requirements to
the VGO Front
Desk.

1. Receive, Record

and Forward to
the Office In-
Charge

1.1 Review the
letter request, set
the customer's
expectation, if
possible, and
forward the same
to the Vice
Governor's
Secretary

None

3 Minutes

10 Minutes

1. Admin Aide |

1.1 Admin Aide
\Y}

2. The Vice
Governor to
approve the
request

None

2 Days

3. Preparation of
necessary
documents/paper
s for the claim

3.1 Processing of
Financial Claim

None

10 Minutes

10 Minutes

LLSO V

LLSE I
Admin Aide Il
Admin Asst. |

2. Client to go back to
the Vice Go
Office to get the
Infrastructure/ Project
Assistance

4. Front Desk to call
the client to claim
the assistance

None

5 Minutes

Admin Aide |

TOTAL:

None

2 Days and 40 Minutes




PROVI NCI AL VI CE GOVERNOR
( VGO)

| NTERNAL SERVI CES




1L EGI

Pursuant t o
Government
authority to
behal

SLATI

10®de
t he

f of t he

VE MATTER AND OPERATI

Republic

Provinci al

Act 7160,
o h e

Provinci al

ON

Sangguniang
Governo
Government

Office/Division:

LEGISLATIVE, TECHNICAL DIVISION

Classification:

Simple

Type of
Transaction:

G2G 1 Government to Government

Who may avail:

Different Provincial Departments under the Executive Branch of the

Provincial Government of SDS

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Letter Requests/Resolutions with the : , R
Indorsement of the Provincial Pr o vincila | Go vernoros
Admini stratords Of fi cé
Governor
FEES
CLIENTS TO PROCESS- PERSON
STEPS AEENGT AETIE BE ING TIME RESPONSIBLE
PAID
1. Submit the 1. Receive, Record | None |5 Minutes LLSE I
Letter Request and Forward to
for Legislation the Office In-
with the Charge
Provincial
Governor's
Indorsement
2. Review the letter | None | 10 Minutes LLSO V
request, make
the necessary
indorsement
letter and
forward the
same to the
concerned
agency/SP
committee
TOTAL: | None | 15 Minutes

f



Cl

the Secretary to t

Panl al awi gan
( OSSP)

TI ZENOS CHARTER




Of fice of the Secretary to t

( OSSP)
| . Mandate
Perform and exercise duties and functic
Act 7160 ot her wi se known as Local Gove
functions as may be prescribed by | aw @
I I Vi si on
The most admired and excellent workforec
Sur .

Il I IMi ssi on

Extend the most Efficient and Effective
Sangguni ang Panl al awigan, Clientele and

|l V.Service Pl edge

We , t he Me n and Women of t he Of fice
Panl al awi gan, hereunto set our hands,
provisions of the Citizenbés Charter and
the prohcicpimeni t ment to public interest
accountability and transparency in the
promptness, efficiency and wisdom in t|

and properweg .PISedge.




Of f i

c e

o f

the Secretary t
Panl al awi gan
( OSSP)

EXTERNAL SERVI CES

o)

t




1FACI LI TATES THE REVI EW OF RESOLUTI
ORDI NANCES
Legislative action by the Vice Gov
Sangguniang Panl al awigan on | egi sl
Sanggunians as mandated under RA71
Of fice or Legislative Technical Services D
Divisi Rmca&nding Section
Classifical Highly Techni cal
Type of Trg G2G/ G2C
Who may avi Al
CHECKLI ST OF REQUI RE WHERE TO SECURE
A Letter/request A Sangguniang Panl ung
Agenci es, Entities
A Approrveesdol uti ons/ ordinlA Sangguniang Panl ung
LGUs LGUs
A Attendance Sheets duri
hearings/ Certificati on
A Transmittal
A Minutes of Public Hear
A lndorsement
A Budget Message (Annual
FEESPROCESS PERSON S
TO T ME RESPONSI
CLI ENT ST AGENCY ACTI BE
PAI O
1.Client syl1l.1 Receives |None 5 minu LLSA |
ordinances|document and LLSE |
resolution{the SR/ Asec AA |
with the pi(referral to &
document s commi tteel s
thereto
2. (wait f¢2.1 Assign th Nong 5 minu|lSecretar
action) resolution/ or SP
appropriate ASec
Commi tteel/ s e
confirmation
Maj ority FI og¢
None 5 day ;s LLSO V
2.2 Include ¢ LLSO |
the Calendar LLSO |
for the next AA V
upl oad in t he
Sessions and
Tracking Syst
2.3 LTSD faci None 5 dayyLLSO V,
conduct of Cg ', LLSA
Meetings on t I, LLS




2.4 Calendar g None 7 day{ LLSO V
repor tiahdrmana LLSO |
final readi ng LLSA |
affirming/ret LLSA |
rectificati or LLSE |
2.5 Prepares None 3 dayq LLSO V
Resolutions ¢ LLSO |
Ordinance LLSO |
LLSA |
LLSE
3. Affix ¢3.1 Rel eases Noneg 10 mi n{y LLSA |
upon recei|Resolution LLSE |
l egislativiconcerned LGl AAI
TOTA Noneg20 days and 20

2 REQUEST FOR ACCREDI TATI ON OFNGN VI L S
GOVERNMENT ORGANI ZATI ONS

Under the Local Code, the Sangguni ar
to accredit CSOs and NGOs.
Of fice or |[Legislative Technical Services Di
Resolutions/ Ordinances and | ndex
Cl assificaHighly Technical
Type of Tr/G2C
Who may avyNGOs/ CSOs
CHECKLI ST OF REQUI REMENTS WHERE TO SEC
A Letter /Resolution
AList of Officers and Member
A Audited Financial Report du
A Statement of Financi al Cond
A Security and EXxc hCanogee rQa mnoir
Devel opment Authority Requi
A Articles & By Laws
A Treasurerods Certification o
A Police Clearance
A That the presence @rfgariiez af
duly authorized representat
shall be mandatory
A Certificate from the NCI P,
Seeking accreditation as | P
CLI ENT ST AGENCY ACTI|IFEES |PROCESS PERSONSE
BEPAI TI ME |RESPONSI




1. Submit |[1.1 Receivesg No 5 Minu LLSA |
t he Of ficreviews subn LLSE |
Secretary |[document s AAI
1.2 | f docun No 5 minu LLSA |
compl ete, re€ LLSE |
recorded in AAI
book for | eg
actions
1.3 Assigns N o 5 minu|Secretar
solution/ord SP
appropriate ASec. to
Committee
1.4 I ncludeg NoO day LLSO V
in the Cal en LLSO |
Business for LLSO |
session and AAV
same in the LLSA |
Sessions and LLSA |
Tracking Sys
1.5 LTSD fac No dayyLLSO V,
conduCommiftt 'V, LLS
Meetings on LLSA |1,
LLSE |
1.6 Sends in No dayyLLSO V,
commi ttee me IV, LLS
public hear.: LLSA 11,
LLSE |
2. Attend |2.1 The cong NoO day LLSO V
meeting/ pucommittee in LLSO
hearing party/ies td LLSO |
hearing if n LLSA 11,
2.2 Adoption No 1 to 3 LLSO V
the request LLSO |
Sangguni ang LLSO |
Panl al awi gan LLSA |
Sessions LLSE |
2.3 Preparesg No 5 minu| LLSO V,
Resol utions IV, LLS
LLSA |1,
3.Claim cog3.1 Releaseg No 5 minu LLSA |
approved rjresolution g AAI
accreditatiag
certificatidg
Tot N o 18 days and 20




3 REQUEST

FOR PROGRAM SERVI

CES

Facilitate thePpopgpamafionmi ohttbas t
Activities of the Provincial Governr
Of fice or D|/Management and Operations Division
Classificat | Highly Technical
Type of TralG2G/ G2C
Who may aval|All
CHECKLI ST OF REQUI RE WHERE 9BECURE
* Program Materials
* Documents and Detail
CLI ENT STE AGENCY ACTI FEES PROCESS PERSONS
BE PA TI ME |RESPONSI
Personally Facilitates Printijl to 3 (Secretar
Oof fice Preparation/|Materij(dependi SP
the Program the availASec to
of suppl AOV
AAV
ECET |
AAV
LLSE |
Provide Pro|Prepares dra|/None 3 days -de
material s/ p|/Program/fina (dependi
t he same t he avai
of Suppl
or | ess
Fol lupwand g|-Hand down t hNone 5 Minut ¢ -de
Printed Pro
Print.i .
TOTAMateri6 days and 5 Mir
4L1 BRARY SERVI CES
Provi de reading mat eri al s to Li bra
convenient and accessible to all/l Sur
Of fice or |[Tanggapan ng Sangguniang Panl al awi
ClassificgSimple
Type of TrG2C
Who may aVvAll
CHECKLI ST OF REQUIR WHERE TO SECURE
* ' dentification Card
CLI ENT ST AGENCY ACT|FEES |PROCESS PERSONS
BE PA TI ME RESPONSI

(o]



l1Personallfl.1 Facilitg NoO mi nut { Secretar
request thsigning of H ASec to
and presen
Student s/ Gen
i n the Logbdg LLSO
1.2 Providesg
materials tdq NoO 5mi nut LLSO
requesting g
1.3 Records
Name in the N o 3 minu LLSO
Borrower's (
2. Affix sijl2.1 Safe keg No mi nut LLSO
t he BorragBorrower ' s (
Car d
3. Return t3.1 return B No 10 mi n| LLSO
Borrowed Bthe book pog
from the Lreturn I D pr
the users
TOTAL: No 15 mi nd




Of f i

c e

the BFacgeadapany o
Panl al awi gan
( OSSP)

NTERNAL SERVI CES

5




11 SSUANCE OF POSTI NG CERTI FI CATI ON ON
EXPLORATI ON AND OTHER LEGI SLATI VE DC

Legi sl ati ve action by t he Vi ce C
Panl al awi gan on | egi sl ations passe
mandated under RA7160.
Resolutions/ Ordinances and I ndex D
Of fice or |Section
Classific|Simple
Type of
Transacti |G2G/ G2C
Who may al|lAll
CHECKLI ST OF REQUI R WHERE TO SECURE
* Copy of the documen
* Letter Request
CLI ENT ST AGENCY ACTI| FEES |PROCESS PERSONS
BE PA TI ME RESPONSI
1. Submi t 1.1 reviews None 5 minu|{Secretar
documentlsubmitted do SP
posting ASec to
2. Proceed |2.1. prepare None 5 minu LLSA |
ProvincilPosting to b AAI
Treasurethe Secretar
Of fice flSangguni ang
payment |[Panl al awi gan
Secretar
3.Claim cqg3. 1. releasey 1,500 5 minu LLSA |
certifidthe Certific AAI
upon present
of ficial rec
Provincial T
Oof fice
TOTAL: 1,500., 15 Mi nlU

2REQUEST FOR CERTI FI ED/ TRUE COPY OF
RESOLUTI ONS/ ORDI NANCELSE GQINDL AOTTIHER
DOCUMENTS

The Secretary to the SP/ Records Off
reqguested as True Copy based on off
Secretary to the Sangguniang Panl al ¢



Resolutions/ Ordinances and I nde
Of fice or Receiving Section
Cl assificatltSi mpl e
Type of Tr aG2G/ G2C
Who may aviAll
CHECKLI ST OF REQUI R WHERE TO SECURE
* Letter/ request
FEES|PROCESS PERSONS
CLI ENT ST AGENCY ACT TO TI ME |RESPONSI
BE PA
1. Request {11.1 verifiesg None 2 minu|(Secretar
Resolutionyrequested daqg SP
Ordinances ASec
public doc
1.2 I f the rf None 3 minu|lAO V (Re¢g
documawt@s | ak Of ficel
prepares t he
certificatiag
2. proceed|2. 1. Rel ease 300. 2 minu LLSA |
Provincial [the request e AAI
Of fice for|document/ s t
Fee clients wupon
presentation
recei pt fron
Treasurer 6s
TOTA|300.¢ 7 Minu
3. REQUEST FOR CERTI FI CATE OF APPEARAN
Certificate of Appear ance S | SS U«
document t hat states that hel/ she &
Secretary to the Sangguniang Panl al
Of fice or Receiving Section
Cl assificalSi mple
Type of Tr|G2G/ G2C
Who may av/All government personnel
CHECKLI ST OF REQUI RE WHERE TO SECURE
* Request Letter
* Il dentification Card
FEES|PROCESS PERSON S
CLI ENT ST AGENCY ACTI TO T ME RESPON
BE PA SI BLE

(o]



1.Sign in
|l og book
compl et e

after

None

mi

nu

—r
>rrr
>mnwm

T UL O
3O~ N
= (n O —

None

mi

nu

LLSA |
Secretar
SP
ASec to

2. cl aim

requested

document s

D NDOY NGV O
5 -
©T K [O

None

mi

nu

LLSA |
AAI

None

Mi

n u




PROVI NCI AL ADMI NI STRATOR:

Cl

( PADMO)

TI ZENOS CHARTER




PROVI NQIDAU NI STRATORG S OF
( PADMO)

.Mandat e

formul ate Pl an, Programs and Policie
the pursuit of attaining the Provinceos

Vi si on

A catalyst for cémnalnigehtpemedcldrd ddommit i
organi zational productivity that will e

To provide effective professional and
environment that ensures effective mana
Government of Surigao del Surés Vision,

.Service Pledge

We , the Men and Women of the Provincia
hands, declare our commitment to abide
contribute our best skills and talent i
i nterest, professional i sm, justness, [
delivery of public service and ensure «
the conduct and management of public af




PROVI

NCI AL ADMI NI STRATOR
( PADMO)

NTERNAL SERVI CES




1 MANAGEMENT SERVI CES (OBR/ VOUCHER/ PAY
Review/ Check/ Audit of Obligation Rec
and Payrolls, Governrmaear 3 oAp mrco\adl
Of fi cel/ D Provincial Administrator o6és Of
Cl assi fi G2CGGovernment to Client
Type of ,
Transact Simple
Who may Al'l employees of PGSDS (Regul
CHECKLI ST OF REQUI WHERE S9BECURE
A Obligation Requests
A Vouchers PGSDS Offices/ Depa
A Payrolls
A Ot her Necessary Attt
FEES PROCE
CLIENTS § AGENCY ACT| TO B S-I NG REPSEPROSNOSNI
PAI O TI1 ME
1.Present 1. Receive O None 2 minr Assign
Voucher/ Voucher/ P St aff
Payroll Person
.Bncode/ Re] None 5 mi Assign
OBR/ Vouch St aff
Payroll Per son
.Beview/iChl Noneg 10 mi Assign
OBR/ Vouch St aff
Payroll Person
. Borward O None¢g 1 mi Assign
Voucher/ P St aff
t he Provi Per son
Admini str
.Approve/ S None 5 minrm Provin
OBR/ Vouch Admini s
Payrol |l o]
of the Pr
Governor
2.Receiveg 2.Rel ease O Noneg 2 mir Assign
Voucher/ Voucher/ P St aff
Per son
TOTA| None 25mi n g
2 MANAGEMENT SERVI CES (TRAVEL ORDERS/

LEAVE APPLI

CATI

ONS/ ACCOMPL I

SHMENT RE

n



Review/ Check/ Audit of Travel Oder, L
Accompl i shment Report of Employees.
Of fice/ Div Provincial Administratords Offi
Classifica G2GGovernment to Client
Type of .
Transactio Simple
Who may avi All employees of PGSDS (Regul ar
CHECKLI ST OF REQUIR WHERE TO SECUR
A Accompl i shment Report
A Travel Order .
ALeave Application PGSDS Offices/ Depe
A Ot hMecessary attachmenr
FEES PROCE
CLIENTS S| AGENCY ACTI| TO B| SING| o apona)
PAI O TI ME
l1.Present T|1.TIravel Orderl None 2mi ns Assi gned
Order/ Lea Application/ Per sont
Applicati Accompl i shme
Accompl i s
Report
1. Encode/ Recorl] None 5 min Assi gned
Order/ Leave Per sont
Application/
Accompl i shme
1. BReview/iChawld None 10 mi Assi gned
Order/ Leave Per sont
Application/
Accompl i shmeg
1. #orward Travi None 1 mi g Assi gned
Order/ Leave Per sont
Accompl i shme
to the Provi
Admi ni stratag
1. Bpprove/ Sign None 5 min Provin
Order/ Leave Admini s
Accompl i shme
on behalf of
Provinci al d
2. Receive{2. Release Travi None 2 min Assi gned
OBR/ Vo Order/ Leave Per sont
Payroll Accompl i shme
TOTA None|l 25 mi
31 SSUANCE OF PROVI NCI AL I DENTI FI CATI C
The Provincial Admindiogstmadt amdéJeOhhobt
| ssues Provincial | D of all Provinci
Of fi ce/ DifProvincial Admi niilsrfrar matbiso rO fUfrdiq
ClassifiG2GQGovernmé@€hitemnod




Type of .
TransactiSImIOIe
Who may &gAIll employees of PGSDS (Regul ar
CHECKLI ST OF REQUI I WHERE TO SECUR
Online at
EPDS Account (https://surigaode
FEES
PROCEY PERSON -R
CLI ENTS ST AGENCY ACT TO B-ING T PONS| BL
PAI O
.Fi-ddt and . Reviews { Nong 40 mi PADMDTU
I D Card |1 approves Assigne
through EI filled o Per son
Personal [ I nf or mat i
SheetP DSH E-PDS
Online
.Prepare f¢2.TMlakes Ph¢ None 10 mi PADMDTU
Phot oshoot the Clie Assigne
Per son
.Provides {(3.Takes cli None 2 min PADMDTU
el ectron Assigne
signatur Per son
.Provide pi¢d4d. Recei ve 100. PTO Ass
for the r¢ payment St aff
i ssue of Per son
receipt
.Provide Of5.Receive Noneg 2 min PADMDTU
Recei pt o i nput OR Assigne
pay ment to the s Per son
.Receives {6.Rrintl ssmu( Nong 11 mi PADMDTU
Provincial I D Card | Assigne
Per son
TOTA[ 100.[|1 hour, 5 mins
4 PROVI SI ON OF | NFORMATI ON TECHNOLOGY
TECHNI CAL ASSI STANCE
The Provinci al A dimi mfi ssrt maattioa nd sT e@fhfni
i ssues Provincial | D performs techt
request by the Offices of the PLGU.

Oof ficel/ D

Provincial

Admi nii Isrt fr art ma téiso MOf T d cchern

Cl assi fi

G2GGovernment

t o

Government




Type of
Transact

Compl ex

Who may

Al |

empl oyees

of PGSDS

(Regul ar ,

CHECKLI ST OF REQU| WHERE TO SECURE
Service Reguest HPADMDTU Offi ce
FEES
CLI ENT § AGENCY PERSON
STEPS action| '9 B PROCESSING Igespons
1. -dutl | 1.Receive None 10 minut¢ PADMDTU
service revi ews Assi gn{
Form filled Staff/ Pe¢g
request
by requ
PLGU Of
1.Rerforn None Printer Rep| PADMDTU
request Computer/ L Assi gn{
t ask Repair (3]|Staff/ Peg
Net wor k Re
days)
System Fai
days)
Dat abase Re
day)
Software So
mont hs)
Receive |[Deliver t NONE 5 mins PADMDTU
service |[service Assi gng
Staff/ Pe
TOTA| None 3 days and




Cl

PROVI NCI AL HUMAN RESOURCE MA

( PHRMO)

TI ZENOS CHARTER




Provinci al Human Resour ce

( PHRMO)
| .Mandat e
The Provinci al Hu man Resource Managen
perf ormances of t he agencyo6s human r
management policies, plans, programs, a
agency.
l Vi si on
To establish the highest standard of p
productive human resource.
I 1 IMi ssi on
Build a highly competent and responsiyv
unit si,nsatnrdument al ities of the Provincia
avenues for career development through
and recognition, to further boost empl
achievembéert Pobvincial thrusts and goal s
|l V.Service Pl edge
We , the Men and Women of the Provincie
commit t o:
We commit to:
MdBuild a highly competent wor kforce t
(RSP).
HdENSuUT e alignment and achievement o f

commi t ments to the strategic directio

odAddr ess wor kforce competency gaps t

interventions (L&D).

ndRecognize individual andcooltlredbdbuitvy ®na

( R&R) .




PROVI

NCI AL

HUMAN RESOURCE MA|
( PHRMO)

NTERNAL SERVI CES




1 SECURI NG CERTI FI CATE OF EMPLOYMENT,

RECORD, AND OTHER RHEHQ®RGRINNE L
The Certificate of Employment, Seryv
Recor ds ar e I ssued t o empl oyees
requesting/ needing the documents
reference purposes. Certifiaddte moft h
validity of employment of the reque
on the other hand, I's 1 ssued to
services as an employee of PGSDS.

Of fice/ Divis|/Provincial Human Resource Manage

Admini strative Division

Classificati|Simple

Type of Tran| G2GCGQGovernment to Citizens

Who may aval| Permanent Employees, Contract of

PGSDS

CHECKLI ST OF REQUI REMENT/WHERE TO SECURE

By concerned parties inv

1. Accompli shed PHRMO Ser \PHRMO Receiving and

2.Securing of Filing Fee|Provincial Treasurer

By authorized representa

concerned, authorized Li

any pamnsgdhmori zed:
1. Accompli shed PHRMO Ser VPHRMO Receiving and
2.Scanned copy of any vallFrom Aut horized Repr
dorsal side) of the con
3. Aut horization |l etter frFrom Authorized Repr
concerned:;
4 . Scanned copy of any vallFrom Aut horized Repr
dorsal side) of the repg
5.Securing of Filing Fee |Provincial Treasurer
FEES |(]PROCES|PERSON
CLI ENTS ST|AGENCY ACTI(BE PAII NG TI1|/RESPONSI BL
1. Filing 1. Stwoalfar ge .
Submi ssion|fprovides th¢{(None 1 minu PHRMO "Assi
: Staff/ Pers
Request fo|Service Regqg
2Pay*** th
correspond|2. Process PhP 3 MinuCashier
(upon c¢l aijand issue 01200.0 Provédél Tre
requested Recei pt (O. Of fice
document s)
3 Submi s s 3. Stwoalfar ge Assigned S
Service Re|2VET the Se None 1 minu Per;onnel
Eorm to Of‘Reqyest For Adm!n. of f
Of f HHechrar ge Admi n. Oof f




Charge for
of Empl oym

t he
Certificate
Empl oyment

prepar af

4 .
prepares
of
Record/ ot he
Records
t he
Head
Head

O i fai hcaerrg e
t h
Empl oy me
and No
signatu

of Of fi

of Of fi

Admi n. Of
Admi n. Of
PHRM Of fi
APHRM Of f

ne 3 Minu

5.

t he
Empl oy me
Record/ O
Personnel

Applicant
Certifi
nt/ {No
t he
R ¢

PHRMO Ass

M'nuStaff/Per

ne 1

TOTA

Ph
20

Average of 8 Mi

o)
0.0

n

2 PROCESSI

NG BGRASWHDB LEAVE APPLI

CATI

ONS

The ProcessBagedoflLaNerbe Applications
the respective offices personnel as
i n theda¥web Leave Management System
The Welksed Maawagement System (LMS)
i mpl emented to centralize | eave tr:
and easy maintenance of a compl ete
|l t provided every employee with a c¢
system and negmptonweenrt t o apply for | eay

Of fice/ Divis|/Provincial Human Resource Manage

Admini strative Division

Classificati|Simple

Type of Tran| G2GQGovernment to Citizens

Who may aval|Permanent Employees of PGSDS

CHECKLI ST OF REQUI REMENT/WHERE TO SECURE

By concerned parties inv

1.0nline Application of LIEmployee to apply foc

respective offices respective office as

Wekased LMS.
2.Signing of Certificati (
PHRM Officer




3.Leave Application signgPHRMO Receiving, Cer
approval by PHMR Offic¢Signing online of tHh
3. Approval of Leave Appliapplications.
Governor
Respective Offices &
print and processed
for approval of the
FEES |(]PROCES|PERSON
SETIBNITS ST AEIS IS ACTI(BE PAII NG TI|RESPONSI BL
L F!Il_ng 1. Respecti
Ssubmi ssion . .
: . St atefhar ge a . Applicant
applicatio . None 3 minu :
d online the and Assign
ocumentar
: for |l eave
requiremen
2 . PHRM Of f |
received, r(None 1 day PHRM Of fic
certified/s Assigned GO
the |l eave a
3. Respecti
St atdtharge p .
the certifi(None 2 minuASSIgnecI S
. Personnel
Leave Appl i
PHRM Office
4. Respecti Assigned S
: Personnel
St atfhar ge ) . |
rocessed t Prov!nc!a
Feave a | i None 1 hour|Provincial
b P Admi ni str a
approval of (desi nat e
Provincial g n:
Provincial
TOTA None 1 day, 1 hour an
SAPPROVAL OF GSI' S LOAN APPLI CATI ON VI
ONLI NE
GSI'S Touch or GSI'S Kiosk for | oan a]
easy access. | t provides the conve
visits btran@dleS -odrfd cewsb as it provi de
al | the services that GSIS is provi
| oans tentative computation, apply
of GSI'S members.
Of ficel/ Di vi s|lProvincial Human Resource Manage
Agency Authorized Officer (AAO)
Classificati|Simpl e
Type of Tran| G2GQGovernment to Citizens
Who may avai|Permanent Employees of PGSDS




CHECKLI ST OF REQUI REMENT|WHERE TO SECURE

1.Must have applied f-or

Purpose, Policy, Emer|gs|s KiosKooachG®nhSi r
Services odat tthhee GHI 1SS

GSI'S Touch/ Online Sys

2.Submitted all the req/Respective Offices/ [
endor sement of agency

FEES (]PROCES|PERSON

CLI ENTS ST|AGENCY ACTI(BE PAII NG TII/RESPONSI BL

1. ApplicajlAccess the

submi ssionfAgency Aut h¢None 1 OMi nuté???EZrA?t

| oan appli|Officer Web:

2Submit rel2. Check thq(None |5 Minuagency Aut

document s required do Of ficer (A
S3Approve 1o . Agency Aut
qualified a(none |2 Minulqeeicer (A

TOTA None Average of 20 Mi

4PRI NTI NG AND RELEASI NG OF DAI LY TI ME

A Daily Time Record (DTR) of al | t

contract of services personnel of F

PHRMO. With the printed DTRs of the

be processed and at t he samewittihme

i mportant i nformation as to how t h

reflected i n the ti me, he/ she has wc
Of ficel/ Di vi s|lProvinci al Human Resource Manag

Admi ni strative Division

Classificati|Simpl e

TypeTmdnsact i G2GGovernment to Citizens

Who may avai|Permanent, Job Orders, and Cont
PGSDS

CHECKLI ST OF REQUI REMENT/WHERE TO SECURE

By concerned parties inv PHRMReceiving and R

Wi ndow

1. Accompli shed PHRMO Ser




FEES |PROCES PERSON
CLI ENTS ST|AGENCY ACTI(BE pal I NG TIl RESPONSI &
1. Filing 1. Stwahfdr ge
Submi ssion|fprovides th¢(None 1 minuPHRNIO As's
: Staff/ Per
Request fo|Service Regq
2.St atefhar ge
over the S
Request Fo . PHRMO Ass
DTR Per-stqnnNone 1 IV“nuStaff/Per
Charge for
of the doc
: . : PHRMO Ass
3.Printing o/None 3 M'nuStaff/Per
2Receiegue|d4d. Printed None 2 Minu PHRMO Ass
DTRs released to Staff/ Per
TOTA None Average of 7 Min
5sPREPARATI ON, PRI NTI NG, AND RELEASI
AND CONTRACT OF SERVI CES
The preparation and processing of t
Services (COS) S | odge wi t h t he
recommendati on of respective PGSDS
Provinci al Governor.
The Contract of Service (COS) of
specific work or job requiring speci:
the agency and are going to accompl i
specific period.
The Job Orders (JOs) of PGSDS are hi
of work or intermittent job of short
and paid daily.
Of ficel/ Di vi s|lProvinci al Human Resource Mana
Admini strative Division
Classificati |Simpl e
Type of Tran|G2CGovernment to Citizens
Who may avai|Permanent, Job Orders, and Con
PGSDS
CHECKLI ST OF REQUI REMENT|{WHERE TO SECURE
By concerned parties i nvis LRMO Receiving an
1. Accompli shed PHRMO Seer'ndOW

PG



2.Li st of Recommended Jok
of Service
3. Approval of the Proving
S ENTE ST aeENEY AeT)@lro B|PROCES| PERSGY
PAI D I NG TI|RESPONSI
1. Filing 1. Stwalhdr ge PHRMO
Submi ssion|{provides the| None 1 min{Assigned
Request fo|Service Requ Staff/ Pe
2. Stwahlfdr ge N
over the Ser PHRMO
Form to Pers| None 1 Min|{Assigned
Charge in th Staff/ Pe
of JOs and C
2 RebThnils. Encouing
10s and CO"SF of reco ‘ PHRMO
respectiVeofflces gnd_ Noneg 5 MinyAssigned
and approvthe Provinci Staff/ Pe
. : JOs and COs
Provincial
4 Printin . PHRMO
recommendeg Nong 2 M'nLAssigned
approved JOs Staff/ Pe
4 Receive t
printed J
Cos for_ 5.Rel easpmign to : PHRMO
processin .JOs and COs None 1 Min|{Assigned
signing o Staff/ Pe
authori ze
personnel
TOTA None |[Average of 10 |
6. HI RI NG/ PROMOTI ON OF PLANTILLA POSI
Vacant positions I n t he career
executivel/ manageri al positions in the
filled, toget her wi t h their corresp
plantilla i1tem number s, s hat hr ebee (p3u
conspicuous pl aces.
The printed copy shall be posted at
Bull etin Board, and PGSDS Lobby Post
shal l be posted at the CSC Portal,
Street Web Page.

Of fice/ Di vi s|Provincial

Hu man

Resource

Manage€




Recruitment, Selection and Pl ace
Classificati|Simple
Type of Tran|G2GCGGovernment to Citizens
Who may avai|All citizens/individuals who wil

document s

CHECKLI ST OF

REQUI REMENTS

WHERE TO SECURE

By applicants
a.Application Letter
b.Duly Filled Up Personnel
with the following attact
- Diploma and Transcript
second | evel positiong
- Form 138 or CertificatA P | il
positions requiring C(AFersona It? O
and high school cour sg rom respective
- El'igibblipgsitions r eq(
el igibility
- Training Céoti ppesatesr
training
- Work Experience Sheet
- Rated I PCR (requiaedl e
Satisfactory Rating
CLI ENT FEES |(]PROCES|PERSON
STEPS AGENCY ACTI ON BE PAII NG TI|RESPONSI BL
1 Submit i
requir 1. Swatfdrge st g : PHRMO Assi
: received the s|{None 1 minu
applic . . Staff/ Pers
d application do
0OCuUume
2. Stalfadr ge har PHRMO Assi
the received a : Staff/ Pers
None 1 Minu
documents to-t
charge for app Admin. Off
2 Mi nu
3. Condgct !nd None per Admin. Of f
of application .
applic
4 . Condu&Assefks|{None 1 day
by HRMPSB HRMPSB Men
5. Il nform t he .
status of his/ None 1 day Admin. Of f
6.l nform the qu 3 minu
applicants onNone per Admin. Of f
of nterview applic
7.Actual i nt ervy
. , None 1 day HRMPSB Men
qgualified app




8.Inform the in
applicants offNone 1 day Admin. Off
the interview
TOTAL None Average of Mi muatye
7.PROCESSI NG AND SUBMI SSI ON OF APPOI NT
The Provincial Government of Suri gac
Il mportance of taking appropriate act
personnel matters in the Civil Ser vi
Of fice/ Divis|/Provincial Human Resource Manage
Recruitment, Selection and Pl acete
Classificati|Simple

Type

of

Tr an

G2 Government t

o Citizens

Wh o

may

avai|All applican

Appointing

ts who

piass/seaerde tahpep din
Aut hority

CHECKLI ST OF

REQUI REMENT

WHERE TO SECURE

By

a .

b .

a
For
el

For

required.

ppointees:

Original Appointe
i gibility:

Personal Data Shee
Aut henticated Cert
Aut henticated Cert
(i f married)
C.A.V. of TOR (ori
Aut henticated Tr an
Aut henticated Cert
Aut henticated: PRC
Rating,; Certificat
Medi c al Certificat
Urinalysis, Bl-Rad,
Drug TesPsybbuabri
Exami nati on

NB I Clearance
GSI' S Membership Fo

Or i gi nailn dAglpiog inktiel

- Personal Dat a
extra sheet

- Aut henticated
Live Birth

- Aut hentic
Marri age

- Medi cal

d

at e
(if
erti
S

m {
f
, Bl

Urinalys

A Personal File of

A From School s/ agenc

A From respective

A

of




c . Appointees for promot
Personal Data Shee
C.A.V. of TOR (Ori
Aut henticated Tran
Aut henticated Cert
Aut henticated: PRC
Rating, Certificat
Neu-Pesychiatric Exa
| PCiRori gi nal (requi
Cl earance a&aRed oJer v

X-Ray, Drug Test
Psychiatric Ex

- NBI Cl earance
- GSI'S Member shi

d FEES |PROCESS|PERSON
CLIENTS SAGENCY ACTIONBE PAII NG TI MIRESPONSI E
1. Prepgratlo Non e 30 m!nulSAO
of appoint men appoi nt ¢
2Signing of A Provinci g
by the Appoin Nonefl day Governor
3. I nform the 5 Minut ¢
the required None . t(Admin. of
submission appoin
1 Submis4Review/Asses _
ti1e requicompleteness None|30 M!nutAdmin Of
documentccorreCtneSS o] appoi nt ¢ '
Tsubmitted doc
5. For incomp
document s ca
appointee for .
submi ssion of None S M'nu:(Admin. Oof
documents and appolnt
reglementary
Ssubmission
6.Photocopyi ng .
stamping of None 20 M!nUIAdmin. Of
; Appoi nt ¢
appoint ment
7.Endor sement
?gpghghmg?;i None|l Minut {(Admi n. Oof
signatur e
8.S|gn!ng of ¢ Non e 1 Mlput(PHRM Of f i
appoint ment appoi nt ¢
9.Sorting and
Checking of None|l hour Admi n. Oof
appoint ment
10FRor appoint g .
deficiencieg None S MI.nUt‘Admin. of
documents s appol nt




inform the &
the deficier
regl ementary
compl y
11Fi nal checki
a oint ment .
due for cSc| None|lB Minutg, g
by the RSP I appointg
Chi ef
12Fi nal checki
a oint ment .
dgg for CSC None15 M!n tASS.t' PHF
by the Asst. appoint¢Officer
Of ficer
13Fi nal checki
appoint ment None15 Mi nutPHRM Of f i
dutor CSC s appoi nt ¢
by the PHRM
TOTA NoneAyerage of 1 day
mi nut es

8PROCESSI NG OF REQUEST OF CERTI FI CATI
DEVELOPMENT I NTERVENTI ONS

Human resources are undoubtedly the k
the easiest and the most di fficult t
[
t

nstitution or office depends | argel
o deliver their | metrivtiwcteison al progr e
To devel op, manage and optimally wuse
aptitude and talent of human resourc
strengthening t he i nstitution/ agenc)
efficiently and effectinwdl gertvhiec erse ea
constituents/ clients of the agency.
Of fice/ Divis|/Provincial Human Resource Manage

Learning and Devel opment (L&D) L

Classificati|Simple

Type of Tran| G2GQGovernment to Citizens

Whomay availl :(]All PGSDS Personnel (Permanent,

CHECKLI ST OF REQUI REMENT/WHERE TO SECURE

A Permission to Travel Or
A Travel Order A Officel/ Office Head
A Call Order/Ilnvitation f




FEES |]PROCES|PERSON
CLIENTS ST/ AGENCY ACTI(BE PAIl NG TI|RESPONSI BL
1. Receives
1. Submiss attendance_ _ PHRMO ASS |
document s personnel I INone 1 Mi nu
. Staff/ Pers
requesting|Devel opment
i nterventio
2 St atefhar ge
over the Re None 1 MinuPHRMO As si
Training to Staff/ Pers
Personnel
3. L&D Pers
the CapbDev L&D Di vi si
l nterventio .
None 4 MinulPersonnel
be attended )
: Admi n. Of f
Capacity De
Pl an
4 . Recommen
PHRM Office . . .
that the L&|INone . L &D D'V'f'
coursel/trai 2 MlnuPer_sonne
) . Admin. Off
i ncluded 1in
Pl an of PGS
5. Signing PHRM Offic
Devel opment [None 1 Minu|Asst. PHRM
Certificati SAO
2'??33(’3'\/66. Rel eased
. OrderCapadtit PHRMO Assi
with Ca None 1 minu
Devel opment Staff/ Pers
Devel op C o
. C|Certi ficati
Certi fi
TOTA None Average of 10 mi
9REQUEST FOR REVI EW/ COACHI NG ON THE F
OPCRs AND | PCRs
The PGSDS takes cognizanceeohot manc
of Iits workforce as a major contri b
Strategic Direction of the agency.
empl oyee with the basic knowledge or
performances tbfotudhgle tobel ssef Strat
Management System (SPMS)
Of ficel/ Di vi s|lProvincial Human Resource Manage
Pl anning, Audit and Evalwuation [
Classificati|Simpl e




Type of Tran| G2GQGovernment to Citizens
Whomay avail Al I PGSDS Personnel (Permanent ,
CHECKLI ST OF REQUI REMENT|WHERE TO SECURE
A Letter Request from thegA Office/ Office Head
FEES (PROCES|PERSON
CLIENTS ST/ AGENCY ACTI(BE PAII NG TI|RESPONSI BL
1 Submiss 1. Receives
Létter Re OPCR & |1 PCR Non e 1 Minu PHRMO Assi
e uestinq Coaching/ Re Staff/ Pers
9 90rientation
2. Stwahfdr ge
over the Re
OPCR & | PCR Non e 1 Minu PHRMO Assi
Coaching/ Re Staff/ Pers
Orientation
Of ficer
3. PHRM Of fi PHRM Of fic
attention of . PAED Perso
Personnel t None 15|v|InUtSAO
the receive Admin. Ass
4 PAED Per g
prepares fo PAED Perso
technical alNone
1 day |SAO
support for Admin As s
conduct of { '
requested c
5 PAED Per g
provides t hi
Zérffg?eZ: technical S PAED Perso
gctual Eon conduct of None 2 days|SAO
fequest ed | PCR prepar Admin. Ass
9 coaching/-SP
Orientation
6. Prgparat None 2 days|Admin. Ass
Training Rej
7. Review a
recommends {y,ne (30 min|SAO
Of ficer app
Training Re|
8. Approval y,ne |5 Minu/PHRM Offic
Training Rej
TOTA None Average of 5 day
10 PROCESSI NG OF LOYALTY AWARD | NCEN

RETI

R

NG EMPLOYEES



| n gratef ul recogni tion of t he s e
empl oyees, PGSDS is providing a Loy
pay i s granted to all gualified per
rendered ten (10) vyears ofrvdaoret iimua
gover nment

Of fice/ Di vi sl Provinci al Human Resource Man

Pl anning, Audit and Evaluatio

Cl assificati|Simpl e

Type of Tran| G2GGovernment to Citizens

Who may avai|All PGSDS Retiring Permanent

Optional)

CHECKLI ST OF REQUI REMENT/WHERE TO SECURE

A Application for RetirenA Personal File

A Approval by the Provi ndA PHRMO

Retirement A PGSO
A Signed Clearance APTO
A Service Record A PACCO
] PERSON
FEES PROCES
CLI ENTS ST|AGENCY ACTI(BE PAII NG T RESPONS
L E
1. Submiss : : PHRMO
. . 1. R e caepi pvl ei sc .
Applicatio . , Assigne
. for retirem(None 1 Minu
Retirement . Staff/
. retirement)

Retirement Per sonn
2. Stwgahfdar ge P HR MO
over the ap PAED
retirement {None 1 Minu Assigne
itharge for Staff/
purposes Per sonn
3. Per scohae
for recordi PHRMO
application PAED
retiremewer {None 1 Minu|Assigne
document to Staff/
Of ficer for Personn
and action
4. PHRM Of f _
the personn None 1 Minu/PHRM Of
the applical




Provincial
approval
5. PAED Per g
inform the
Recopwhamge N o IMi nut PAED
the printin Personn
Record of R
Empl oyees
6. Printing
Record and Admin
to PHRM OffiNo 3 MinuOfficér
Asst . PHRM
approval / si
7. Signing PHRM Of
Certificat:.i .
Grant of Ca No 1 Minu APHRM
l ncentive A Of ficer
8 . TFouvr enr of
Service Rec
PAED Per soni PHRMO
. , Assi gne
preparation|No 1 Mi nu
. . . Staff/
Certificat:i bersonn
Grant of Ca
l ncentive A
9. Preparatio
Certificat
Soraley
y y N o 10 Min|Personn
Award and
SAO
document s
processing
Il ncenti ve
10Ph.rocessing
Financi al )
for Cash L/No 5 days ﬁgmln.
l ncenti ve
retiring e
. . 11. Provinci
émpﬁggggén Treasurerds PTO
receivel cl (PTO) reIea.No 5 Minu Assigne
Cash Loval Cash Loyalt Staff/
Y Award of r et Personn

l ncenti ve

lempl oyees




Average of 5

TOTA None )
mi nut es

11IPROCESSI NG OF -MABRWHIAYT PROGRAM SUPPORT
RETI RI NG EMPLOYEES

The niSé&laamarhatmo Program is a simple b
hel d I n honor of retirees, whet her
retirement. Dur i mgt itrhee sc ewielmonlye @i

appreciation/recognition signed by t
awards and/ or token as may be deemed
Of fices/ Departments of the Provincia
(PGSDS) iskevwilse,l ensure t hat t he re
retirement benefits during t he Cer e
retirement

The A S élaaarmatm or -M&kau aany d Program a
recognize the dedication and commitm

Provincial Government of Surigao del
7, series of 1998. Financiakt soppar
si mpl e-ofsfender emony at t he venue of
of fi cemat es, friends, famil vy, and re

and enjoy the program activities.

Of fice/ Di vi s|Provincial Human Resource Mana
Admini strative Division

Classificati|Simpl e

Type of Tran|G2GCGGovernment to Citizens

Who may avai|All PReDSring Permanent Empl oy
Optional)

CHECKLI ST OF REQUI REMENT/WHERE TO SECURE
A Signed Clearance A PHRMO
] A PGSO
A Service Record A PTO
A PACCO

FEES (]PROCES|PERSON

CLI ENTS ST/ AGENCY ACTI(BE PAII NG TI|/RESPONSI

) Submi ss

3e dest fr 1. Recei ves PHRMO
ofgice o f the from th(None 1 Minu|Assigned

the retirin Staff/ Pe
empl oyees




with requi ogether wi
document s ocument s
Stwalfadr ge

- 00D < -
o= o

r the re
sonalear gd
Madsah ayn
gram

PHRMO
Assigned
Staff/ Pe

-5 — =9 -
> ®d® >S5 O —

Per s-ohae
S aM aabnuahta
gram pr e
anci al d
process
anci al S

Admi n. O

®© =~ ®d® = O -
nw o® =" o0 =

Per soahnae
S aM aabnuahta
gram inf
sonnel f
parati on

I gn

Admi n. O

> 0D C T
D »w T O

PAED Per g
par e, pr
mit the
il gn to Py
rge

SAO

= n — =0 -
oOwmwsS o =

Per s-ohnae

S aM aabnuahta
gr asmvtur
anci al d
Il gned st
cessing

Admi n. O

o -
o=

Submi ssi
a-Mabuhay
anci al d

Admi n. A

2. Respect
TLiaison
Of ficers/ S
fol-lpwthe
processing
financi al

w0 DTN NT Y POV T UgTT TR T TUT+WTU—~DT O MO~
-

C 535 -
O D

Admi n. O

I nform r g
i ces per ¢
charge t
financi
mitted t

TOTA

age of 20







PROVI NCI AL LEGAL OFFI

Cl

( PLO)

TI ZENOS CHARTER




Th
s h
Go

p |

Vi

Th
as
re

.Se

Provinci al Legal Of f
( PLO)

ndat e
e Provincial Legal Office (PLO) as ma
all take charge of the | egal services
vernor in adrigailngnattemst he devel opme
ans, programs, projects, and services
sion
establish a fast and reliable | egal
gal support to the Provincial Governn
andard of professionalism, integrity,
sSsion
e PLO Management and Staff commi t s
sistance and services to its cliente
gul ati ons.
rvice Pledge
, the men and women of the Provincial
rrcommit ment to abide by the provisi
arter and give our finest skills andt
public interest, professionalism, ju
the delivery of public service and
[ as demonstrate efficiency and wibslc
fairs. So, we pledge




PROVI NCI AL
( PLO)

EXTERNAL

LEGAL OFFI

SERVI CES




1 REPRESENT THE LGU6S I N ALL ClVIL AC
PROCEEDI NGS WHEREI N THE LGU IS A PA
The Provincial Legal Office shall r
of Surigao del Sur in all Civil Act
PGSDS pasr tay .

Of fice/ Di viilProvinci al Legal Of fice
Classificat/Highly Techni cal
Type of TraG2GGovernment to Gove&ronwvme mtmeant
Citizen
Who may avalLGUbds and Citizen
CHECKLI ST OF REQUI R WHERE TO SECURE
Service Request Form PLO
FEES
PROCES PERSON
CLI ENTS S AGENCY ACTI TO B I NG TIRESPONSI
PAI D
1.Sign Log|l.Recei versevia Nonel 1 min Assign
at the o duly filled Staff/ Pe
entrance form by req
PLGU Office
2. Approach|2.l nterview t| None 10 min Admi ni s
Secretar and get a s Oof fice
i Sssue
3. Approach|3.Give advise None 30 minProvinci
Provinci to do rel at Of fice
Of ficer probl em bro
PLO
4 . Client i|4.Conduct res| None 2 to HProvinci
to go ba Oof fi ce

of fice a

days for

the case

5.Prepare ans| None 2 to |Provinci
compl aint , days Of fice
affidavits
prepare r el
documents a
evidence, e




5.Client w6.Ask the cli Nonel10mi nuj Admi ni st
the comp the answer Of fice
answer compl aint
6. The answ|7.Appear as ¢ None 5 hounProvinci
compl ain court or in 1 day Of fice
filed at forum/ atten
None|l Aver a(
TOTA 50 da




PROVI NCI AL

( PLO)

NTERNAL

LEGAL OFFI

SERVI CES




11 NVEST
OFFI CI
MI SCON

The Pr
i nvesbD
f or ad

approp

| GATE OR CAUSE TO BE | NVESTI
AL OR EMPLOYEE FOR ADMI NI STRA
DUCT I N OFFI CE

ovinci al L e gharl o Offdicel tLlhe gallgh
rgatese to be investigated
ministrative negl ect or mi
riate action to the governor

Of fice/ Di vi

Provinci &@ffLegal

Classificat

Hi ghl y

Techni cal

Type of Tra G2GGovernment to Goveronwvmemtmeart
Citizen
Who may avalLGUb6s and Citizen
CHECKLI ST OF REQUI R WHERE TO SECURE
Sworn -demgleaint. (3 co|Requesting Office
FEES
PROCES PERSON
CLI ENTS S AGENCY ACTI| TO B I NG TIRESPONSI
PAI D
1. Sign L|1.Give the 1o Nonel 1 min Assign
the offic client. Staff/ Pe
entrance.
2Approach2.Intervckiwenhn Nonel 5 mini( Admi ni s {
Secretar get a summa Of fice
3. Approach3. Accept theg None 1 min|{Provinci
Provinci Oof fice
Legal Of
4 .Go over the None 1 day ovinci
sufficient Oof fi ce
substance
5.Require the None 2 hou/Provinci
to submit a Oof fice
within 72 h
6 .After recei Nonel 5mi nut ovinci
answer, deci Of fi ce
respondent
formally <c¢h
ot her wi se ¢
be di smisse
7.Send the fo None 1 hou Admini s
to the resp Of fice
require him
submit an a




8.Conduct hea None 1 to |Provinci
require par i days Oof fice
appear.

9. Require par{ None 30 minProvinci
submit thei Oof fice
paper withi

l10Deci de the None 5 to |Provinci
basis of t hg¢ days Of fice
paper and alf
witnesses.

11For warde dihsei Nonel 30 min Admini s
t he Governo Oof fice
approval

TOTA None|lAverage: 20 da
2. RENDER LEGAL OPI NI ON I N WRI TI NG WHE
THE GOVERNOR, MAY OR, OR SANGGUNI AN
The Provincial L e gharl o Ofrfdicel tlhe gailgh
render hi s | egal opini on I n writini
required to do so by the governor.
Of fice/ Di vi|Provincial Legal Office

Classificat Highly Technical
Type of Tra G2GGovernméaovetoment
Who may avalLGUOGSs
CHECKLI ST OF REQUI R WHERE TO SECURE
Let?er request from thRequesting Of fice
copi es)
FEES
PROCES PERSON
CLI ENTS S AGENCY ACTI| TO B I NG TIRESPONSI
PAI D
1.Sign LoglGive the 1o Nonel 1 min Assign
at affei c client. Staff/ Peg
entrance
2Submissi|2.0Off#acrar ge Nonel 1 min| Admini s
the | ett receives th Oof fice
reqguest reqguest
| egal op
3 Refer and r Nonel 1 min| Admini s
the PLO Oof fice
Provinci
Of fice




4 Review and None 3 dayProvinci
research Of fice
5.Render and Nonel 2 houl Admi ni st
written opi Of fice
6.Rel ease and Nonel 5 min( Admi ni st
mai | wriheen Oof fice
to the requ Admi n.
TOTA None|/Average: 3days
3.DRAFT AND REVI EW CONTRACTS, AGREEME
LEGAL DOCUMENTS
The Provincial Legal Of fice through
provide | egal assistance in the dr
agreement s, and other rel ated | ega
Government of Surigao del Sur .
Of fice/ Divi|Provincial Legal Oof fice

Classificat Highly Technical
Type of TralG2GGovernment to Government
Who may avalLGUOGs
CHECKLI ST OF REQUI R WHERE TO SECURBE
|l ndor sement Requesting Office
The Legal Document to . .
(1 copy to be attachedRequeStlng Office
FEES
PROCES PERSON
CLI ENTS S AGENCY ACTI| TO B I NG TIRESPONSI
PAI D
1.Sign Logl.Give the 1o Nonel 1minu Assign
at the ¢ client. Staff/ Pe
entrance
2.Submi ssi|l2.0ff tiaehrar ge Nonel 1 min| Admini s
t he receives th Oof fice
i ndor sern reqguest
Sangguni
Resol uti
together
the | egas
document
revi eweg
3 Refer and r Nonel 1 min| Admini s
t hReL O Of fice




Provinci
Of fice
4 Review the Nonel 2 dayProvinci
and d rese Of fice
5.Rel ease and Nonel 5 min( Admi ni st
mail ) the w Oof fice
to the requ Admi n.
TOTA None|lAverage: 2 day
4 PROVI DE LEGAL ADVI SE
The Provincial Legal Of fice through
provi dedvetgo#l cl i ents when | egal C O
submitted to the office for | egal a
Of fice/ Di viiProvinci al Legal Oof fice
ClassificatHi ghly Technical
Type of TraG2GGovernment to GoveBEGOWemn memt
Citizen
Who may avgLGUOGs and Citizens
CHECKLI ST OF REQUI H WHERE TO SECURE
Legal problem Requesting Clients
FEES
PROCESS PERSON
CLI ENTS S AGENCY ACT| TO B I NG Tl IRESPONSI
PAI D
1.Sign Lo¢l.Give the | None 1 minu Assign
at the ¢ t hel i ent . Staff/ Pe
entrancé
2. Approact2.l nterview None 10 ming¢g Admi ni st
secretarl and refer Of fice
the Provin
Of ficer
3. Approacht3.Entertains| None 1030 Provinci
Provinci and give | mi nut e Of fice
Legal Of advi se.
TOTA NoneAverage: Minut esg
5NOTARI ZED CONTRACTS WHEREI N THE PROVI
GOVERNMENT OR ANY OF I'TS OFFI CER | S A



The Provincial LegédPlro@f hiccal t hegad h (
render notari al services to the Provi
when they are party to any contract

Of fice/ Di viilProvinci al Legal Of fice
ClassificatilHighly Technical
TypeTmdnsac G2GGovernment to Government
Who may avalLGUOos
CHECKLI ST OF REQUWHERE TO SECURE
Personal Appearar
Legal Document tqRequesting Citizen
Valid 1D Bl R, Post Office, DFA,biRS
FEES
PROCES PERSON
CLI ENTS STAGENCY ACTIO;EI SEING TIIRESPONSI
1.Sign Log|l.Give the | o Nonell minuAssigned
the of fi the client. Staff/ Pe
entrance
2Present |2.Receive theg Nonell minuAdmini st
document to be notar Of ficer
notari ze
the val.
3.Ref er, rece Nonel3 minuAdmini st
review t he Of ficer
compl et enes Provinci
document by Of ficer
4 Return the Nonel2 minuProvinci
to afhfed @edar Of ficer
for notari z
5. The offxhaeng None/l minuAdminist
wi | | return Of ficer
document to Provinci
for signatu Of ficer
3The clie|6.Release theg Nonell minuAdmini st
receives document an Of ficer
notari ze payment
document
TOTA NonelAverage: 8 min







PROVI

NCl AL PLANNI NG & DEVEL
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( PPDO)

TI ZENOS CHARTER




Provinci al Pl anni ng
( PPDO)

. Manaat e

The Provincial Pl anning and Devel opment

going/ compl eted)

Serves as Secretariat to the Provinci:
Performs coordinative functions on sp
province wide.

A Formul ation of plans and pdeygrdmp mast
the province.

A Carry out i nitiatives in sourcing ou-
partners.

A Prepares/ Up Extosmso mSeciPa of il e of the P
pl anning and project devel opment acti:

A Prepares annual report of the provinc:i

A Prepares proposals/feasibility study/|

A Conduct monitoring & evaluation of

A

A

Vi si on

A premiere planning arm of the Province

technical staff, equi pped with c¢crisp d
har moni ously working together in the pi
i ncyaemseconomic growth of the Province o0f

IMi ssi on

PPDO shall provi-#eonpohiat e®r &bchi e of t h:
Devel opment Physical Framewor k Plan (PD
continuing research studies pertaining
servellecarset ari at of the Provincial Devel

.Service Pledge

We commi t t o:

Alntensify poverty alleviation initiat.:i
A Source out funds from other internatic
A Take lead in the institutionalization
adaptive capability measures.

A Support apeaceaci es and wor k out for
communities in the province, in its pt

A Strengthen Comprehensive Development al

T




PROVI NCI AL PLANNI NG AND DEVI
( PPDO)

EXTERNAL SERVI CES




1 PROVI DI NG TECHNI

CAL

SEMI NARS/ WORKSHOPS

Provision of Techni

Facilitators for
Pl anning For a

SERVI CES ON
c al Services
rel ated Trai ni

as
ngs

Office/Division: Provincial Planning & Development Office

Classification: Simple

Type of Transaction: | G2C i Government to Citizen

G2G i1 Government to Government

Municipal Barangay Local Government Units (MBLGUS), National

Who may avail: Line Agencies, Local/Foreign Funding Agencies and Civil Society

Organizations

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

By concerned parties involved:

1. Letter Request
2. Training/Activity Design

Concerned Parties

FEES
PROCESS- PERSON
CLIENTS STEPS AGENCY ACTION TISA?DE ING TIME | RESPONSIBLE
1. Submit Official 1. Information Desk
Letter Request to Staff/PACD to record the
Information Desk request and refer the None 2 minutes Adm. Aide IlI
Staff/PACD Clientele to Concern
Division/Staff In-Charge
2. Bring the
Letter/Activity Request 2. PP.DC to .
S . Interview/Discuss with the
& Training Design to X None :
Clientele & set 5 minutes PPDC
PPDC orto her agreements/ approval of
Authorized Staff 9 bp
the request
. : Staff
Responsible Staff W|II_ Designated with
prepare the presentation None
. : 2 days the roles &
materials for the topics inilit
assigned responsibilities
by PPDC
R Staff
Actual Con_duct of Activity: Designated with
Staff to deliver/provide None
; : the roles &
technical expertise as il
requested by the Clientele responsibilities
by PPDC
TOTAL: | None |2days & 7 Minutes




2 PROVI DI NG PROVI NCI AL DATA, STATI
Provides the c¢clients of Provinci
& Maps as a tool i n the for mul

progr ams.

ST

al
at

Office/Division:

Provincial Planning & Development Office/ Research Evaluation and
Statistics Division

Classification:

Simple

Type of
Transaction:

G2C i Government to Citizen
G2G 1 Government to Government

Who may avail:

Residents of the Province & Development Partners (National Line
Agencies, Provincial Government Units, Local / Foreign Funding
Agencies)

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
By concerned parties involved:
1. Letter Request Concerned Parties
FEES | bRoCESS-| PERSON
CLIENTS STEPS AGENCY ACTION TISA?DE ING TIME | RESPONSIBLE
. . 1. Information Desk
iéﬁgfggqgg'sct% StafffPACD to record the
. request and refer the Clientele None 2 minutes Adm. Aide llI
Information Desk to Concern Division/Staff In-
StafffPACD
Charge
ZR'eBL'ggttthoe Letter | 5 Conduct None PEO-II
q o Interview/Discussion with the 5 minutes Asst.
concerned Division Clientele Statistician
/ Staff In-Charge
I PEO-III
3. Evaluate_ the availability of None 2> minutes Asst.
Information/Data Needed o
Statistician
. . PEO-III
4. Let the Clientele sign the None 1 minute Asst
Request Form o
Statistician
PEO-III
5. Approval of the Request None 1 minute Asst.
Form o
Statistician
6. Release of the Requested : PEO-II]
) None 1 minute AsSst.
Documents/Information/Data o
Statistician
TOTAL None 12 minutes




3PROVI DI NG TECHNI CAL SERVI CES I N THE
PROVI NCI AL DEVELOPMENTS PLANS

Provides Technical Services for t he
Devel opment Plans & Policies & neede
& other related Devel opment Pl ans

Office/Division: | Provincial Planning & Development Office/Plans and Programs Division
Classification: Simple
Type of G2C i Government to Citizen
Transaction: G2G 1 Government to Government
Who may avail: | Municipal Local Government Units (MLGUSs), & Other Partner

Organization/Government Agencies

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
By concerned parties involved:
1. Letter Request & Baseline Data/Information Concerned Parties
PROCES
CLIENTS FEES TO PERSON
STEPS AEENET ACTION BE PAID §|'III\I>III(—:3 RESPONSIBLE

1. Submit Official
Letter Request 1. Information Desk StafffPACD
to Information to record the request and : .
Desk refer the Clientele to Concern None 2 minutes Adm. Aide [
StafffPACD Division/Staff In-Charge

2. Conduct Interview/Discussion

with the Clientele
3. PPDC redirect the Clientele
to concern Division/Staff In-

2. Bring the Charge PPDC
Letter Request & | 4. Concern Division/Staff In-

. None . PO Il
Baseline Charge conduct further 5 minutes Planning Asst
Data/Information discussions with the Clientele Draftsgman ’
to the PPDC 5. Set Agreements with the

Clientele on the time-

frame/schedule of the

technical services to be

provided
3. Bring a
document on the | 6. Inform the PPDC on the None 2 minutes Division Chief /
Agreed schedule | Agreement set with the Clientele Asst. PPDC
of Activities

TOTAL: None 9 Minutes




4 SECURI NG CERTI FI CATE OF APPEARANCE,
REVI EW OF COMPREHENSI VE LAND USE PL/¥
EXECOM RESOLUTI ONS
Certificate of Appearance is i1ssued
document for reference purposes. C
MLGUs CLUPs. FEUDENA GV RReBs@ | uti on to T
concern PGSDS offices.

Office/Division:

Provincial Planning & Development Office/
Development Management Operations Division

Classification:

Simple

Type of
Transaction:

G2C i1 Government to Citizen
G2G 1 Government to Government

Who may avail:

Municipal Barangay Local Government Units (MBLGUS), &
Other Partner Organization/Government Agencies

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
By concerned parties involved:
Concerned Parties
1. Signed request Form
FEES
CLIENTS PROCESS- PERSON
STEPS AGENE ACTION TSAIIBDE ING TIME | RESPONSIBLE
1. Filling in .
visitors Logbook L. Staff-;]n-c_rlllaréje
stating the review the fille . : .
, request of the client None 3 minutes Adm. Aide 11l
name of office .
for appropriate
and document .
action
requested
Forward the
request to concern
division for None
approval and 5 minutes Adm. Aide Il
release of
document
requested
Client will receive
the related None
documents to 2 minutes Adm. Aide i1
acknowledge the
receipt of the same
TOTAL: | N/A | 10 Minutes
5. PROVI DI NG TECHNI CAL SERVI CES ON RE
PROVI NCI AL DEVELOPMENT PROGRAMS &



Provides Techni cal Services for
Proposal s, Feasibility Analysi s,
Preparati on Act mpi emesat d&toiront hcef
Programs/ Projects.

Office/Division:

Provincial Planning & Development Office/
Project Development Division

Classification:

Simple

Type of
Transaction:

G2C i1 Government to Citizen
G2G 1 Government to Government

Who may avail:

Municipal Local Government Units (MLGUSs), National Line Agencies, Civil
Society Organizations of the Province

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
By concerned parties involved:
Concerned Parties
1. Letter Request & Project Baseline Information
FEES PERSON
CLIENTS STEPS AGENCY ACTION TO BE F:Eg%'ﬁag RES-
PAID PONSIBLE
1. Submit Official 1. Information Desk Staff/PACD to
Letter Request to record the request and refer the . Adm. Aide
) ) None 2 minutes
Information Desk Clientele to Concern 1l
Staff/PACD Division/Staff In-Charge
. 2. PPDC conduct
ZR'eBﬂggttgepl;s.téirt Interview/Discussion with the
QuE JeCt Clientele None 5 minutes PO IV
Baseline Information . )
t0 PPDC 3. PPDC re-direct clientele to
concern Division Staff In-Charge
4. Concern Division/Staff In-
Charge conduct discussion with
the clientele PDO IV
5. Set agreements with the PDO Il
Clientele on the time- None 5 minutes PDO Il
frame/Schedule of Activities for PDO |
the Preparation of Documents
required for the provision of
Technical Services
3. Bring the
document on the 6. Inform the PPDC of the PDO IV
; . PDO Il
Agreements Agreements set with the None 2 minutes
. PDO Il
/Schedule of Clientele PDO |
Activities Set
TOTAL: | Average of 14 Minutes

N



7. ANNUAL | NVESTMENT PROGRAM (Al Ps) AN|I
DEVELOPMENT PLANS ( GAD)

Review & Endor sement of Munici pal
( MLGUs) Annual | nvest ment Program
Devel opment (GAD) Pl ans

Office/Division: | Provincial Planning & Development Office

Classification: Highly Technical

Type of G2C i Government to Citizen
Transaction: G2G 1 Government to Government

Who may avail: | Cities/Municipal Local Government Units (C/MLGUS)

WHERE TO

CHECKLIST OF REQUIREMENTS SECURE

By concerned parties involved:
1. Endorsement Letter from Tanggapan Ng Sangguniang Panlalawigan Concerned Parties
(with AIP/SAIP Document) or Cover Letter from C/MLGUs (with
AIP/SAIP Document)

FEES
CLIENTS STEPS AGENCY ACTION TO BE
PAID

PROCESS- PERSON
ING TIME RESPONSIBLE

1. Information Desk
Staff/PACD receives
Endorsement Letter or None 2 minutes
Cover Letter and
record the same

1. Client
Endorsement
Letter or Cover
Letter

Adm. Aide Il

2. Information Desk
Staff/PACD submit the
Endorsement Letter or None 2 minutes Adm. Aide Il
Cover Letter to the
PPDC

3. PPDC re-direct the
Endorsement Letter or
Cover Letter to the
Staff responsible for None 2 minutes
the review of the AIP /
GAD Plans of the
MLGUs

PPDC

AIP 30
4. Conduct Technical working PPDC, Asst.
Review on the None days PPDC, PDO IV,
C/MLGUs documents (SAIP 10 PO I
submitted working PEO lll, Stat. |

days)

5. Prepare 2™ PPDC, Asst.
Endorsement Letter to None 5 minutes PPDC, PDO IV,
the TSP for PPDC PO II, PEO I,
Signature Stat. |




. Responsible Staff

submit to the PPDC the PDO |
results of the Review None 5 minutes (GAD Plan)
and his/her PDO I
recommendations
. Information Desk

;tgg/gg?dDEi%%rgéﬂgm None 20 minutes Adm. Aide Il
Letter to TSP

TOTAL: | None 30 days and 36 minutes




PROVI NCI AL TREASUREROS

Cl

(PTO)

TI ZENOS CHARTER




Provinci al Tr easu
( PTO)

| . Mandate

The Provincial Treasurerb6s Office serves a
with the highestRevremhuasiGenem athen and Res
effective collection and enforcement of th
embodied in Republic Act (RA) 7160. |t e X ¢

(17) munsi campdal saéte ot her functions as prov
develop their potentials for accelerating

I Vi si on
We =envision making the PROVI NCE OF SURI G2
Government Uexéercitdhe uoft hprudent fund manag

funds.

| | Mi.ssi on

The Provincial Treasurer s Office coll ect
sustain the Programs initiated by the Prov
and effectively in the disbursemeatalbfpfaan
the Province of Surigao del Sur .

| VService Pledge

We commi t t o:

1.Advise the Governor, the Sanggunian and
concerned regarding disposition of | ocal
relative to public finance.

2. Take custody and exercise proper managem
concerned.

3. Take charge of the ddocwearmsmenmetntf widsaldnd
custody of which may be entrusted to him

4 . Il nspect private, commercial and industri:
government wunit concerned in relation to
to the provisions.

5.Maintain and update the tax information

6. Exercise technical supervision over al/l

7.Exercise such other powers and perform

escrib

pr ed by | aw or ordinance.




PROVI NCI AL TREASUREROS
(PTO)

EXTERNAL SERVI CES




1. CASH/CHECK/ATM PAYMENTS (DISBURSEMENTYS)

Based on Local Government Code of 7160, Article 2 - The Treasurer,
Section 470(3) takes charge of the disbursement of all Local Government
Funds and such other funds, the custody of which may be entrusted to
him by law or other competent authority.

Office or Division:

Provinci al

Treasurer 6s

Of fi cel Ca

Classification:

Simple

Type of Transaction:

G2C - Government to Citizen (Taxpayer)

G2B - Government to Business

G2G - Government to Government

Who may avail:

PGSDS Officials and Employees

PGSDS Job Order & Contract of Service Staff

Suppliers and Contractors

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Accomplished Obligation Request (OBR)

Provincial Budget Office

Disbursement Vouchers/Payrolls Provincial Accountant
CLIENTS AGENCY ACTION FEES TO | PROCESSING PERSON
STEPS BE PAID TIME RESPONSIBLE
1. Present the | 1. Receive & record in the None 5 minutes per LTOA
Disbursement logbook the incoming DV/Payroll
Vouchers/ Disbursement
Payrolls. Vouchers/Payrolls.
2. Control the DV/Payrolls in None 10 minutes LTOO 1l
the system. Admin. Asst. VI
3. Check & forward the None 5 minutes per LTOO IV
DV/Payrolls to the Provincial DV/payrolls
Treasurer
for approval as to cash
availability.
4. Encode DV/payrolls to be None 5 minutes per Admin. Officer
forwarded to cash DV/payrolls Il
Disbursement Division duly
approved by the Provincial
Governor/Provincial
Administrator.
5. Sort payrolls for cash,
check and ATM payments.
None 10 minutes
1.A - For any 1. Prepare and issue checks None 2 minutes/ LTOO I
*Check of disbursing officers for payee
Preparation cash advances, employees, Admin. Asst. Il

d




/Payment

suppliers, contractors, and
other payees.

2. Printing of checks issued None 2 minutes/ Admin. Asst. VI
of all funds and record the check
checks in the check register.
3. Review the checks issued None 2 minutes/ SAO
with the DVs. check
4. Encode issued checks in None 2 minutes/ Admin. Officer
the LBP Online System for check 11
Accountantds
5. Organize the checks with None 5 minutes Admin. Asst. II
its complete attachments
and forwarded to eSRE
focal person for encoding in
the system.
6. Encode the checks None 3 minutes/ LTOO IV
issued to eSRE system by check LTOO Il
classification under General Admin. Asst. VI
Fund, SEF & Trust Fund. Admin. Asst. II
LTOA
7. Signing of checks. None 5 minutes Provincial
Treasurer
8. Signing/approval of None 20 minutes Provincial
checks. Governor
or
Provincial
Administrator
9. Sort the signed checks None 5 minutes LTOO |
with Advice for releases to Admin. Asst. II
various payees.
2. Present valid | 10. Release the Checks to None 5 Window 4 & 5
ID, official receipt | various payees. minutes/payee LTOO |
for payment to
the suppliers & Admin. Asst. II
contractors or
LGUs & other For SPECIAL
Govdt Ag¢ LANE (Senior
Citizen/PWD/
Pregnant
Women)
TOTAL None 88 Minutes
1.B - For ATM | 1. Sort the payrolls of None 2 minutes/ Admin. Off. 1
Payment of | permanent/job payroll Admin. Off. 1l
various payrolls | orders/contract of service SAO
staff by funds.
2. Check and approve None 3 minutes/
general payrolls and job payroll

orders encoded in the
payroll system by the




Provincial Ac
Office.

3. Print text file in
preparation for the
uploading to the account
holders.

None

20 minutes/
batch

4. Check the printed text file
against the approved
payrolls

None

1 hour

5. Forward the text file for
Provinci al Tr
Provinci al Go
signatures.

None

10 minutes

6. Forward the text file with
the approved payrolls for
pre-audit and signature of
the Provincial Accountant.

None

20 minutes

7. Submit the approved text
file to the bank for the
uploading to the account
holders.

None

20 minutes

3. Claim the

salaries & wages

from their

respective debit

cards.

Client

1.C - For Cash
Disbursement

1. Prepare the Cash
Advance Disbursement
Voucher for payment to
various payrolls.

None

2 minutes

Admin. Asst. I

2. Forward Cash Advance
Disbursement Voucher to
the Accounting Office for
pre-audit.

None

30 minutes

3. Record the Cash
Advance Disbursement
Voucher.

None

2 minutes

LTOA

4. For approval and
signature of the Provincial
Treasurer.

None

2 minutes

Provincial
Treasurer

5. For approval and
signature of the Provincial
Governor

None

5 minutes

Provincial
Governor

6. *Same activity for check
preparation/payment stated
above.

None

7. Encashment of issued
checks for payment to
various payees.

None

2 hours

Admin. Officer
"
Admin. Officer V




4. Present valid | 8. Release cash to various None 10 Window 6 & 7
ID for cash | payees as payment for minutes/payee
payment and sign | wages, honorarium, Admin. Officer V
on the payroll. overtime and other services. Admin. Officer
1]
For SPECIAL
LANE (Senior
Citizen/PWD/
Pregnant
Women)
TOTAL None 5 hours & 1 Minute

2. COLLECTION OF ANNUAL FIXED TAX FOR EVERY DELIVERY
TRUCK/VAN

This is for the implementation of the Tax Ordinance No. 95-16, Chapter
II, Provincial Taxes, Article K, Section 2K.01 wherein all delivery
trucks/vans are required to pay Fixed Tax for they have entered the
area of responsibility of the province.

Office or Division:

Provi

nci al

Treasurer 6s

Of fi cel CAq

Classification:

Simple

Type of Transaction:

G2B - Government to Business Entity

Who may avail:

Individual/Partnership/Corporation with Delivery Truck/Van

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Updated OR/CR of Delivery Trucks/Van

Issued by Land Transportation Office (LTO)

(photo copy)
CLIENTS STEPS | AGENCY ACTION FEES TO BE PROCESS- PERSON
PAID ING TIME RESPONSIBLE
1. Fillup 1. Receive the duly None 5 minutes Window 3
Application for filled-out form. Ticket Checker
Governor @
Permit.
2. Ifinorderissue |9  500.00/per 5 minutes Window 3
official receipt. unit RCCII
1 500.00
Governor RCC I
permit
1  300.00 RCCII
Sticker Fee
1 300.00
Service Fee
TOTAL -
1,600.00
Note: The

Governor 6
shall be paid on or




before the 20" day
of January of each
year , if
renewal.
2. Claim the 3. Release the None 1 minute Window 3
official receipt. official receipt & the Ticket Checker
sticker to client. RCCII
RCC Il
RCCII
TOTAL 1,600.00 11 Minutes

3. COLLECTION OF PAYMENTS/REMITTANCES

This is for the implementation of Tax Ordinance No. 95-16. Chapter llI,
Article C that states Hospital Service Fee and the Remittances of
Provincial share of Real Property Taxes and Implementation of RA
9184 on the fees of the Bid Tender Document.

Office or Division:

Provi

nci al
Division/Cash Receipts Division

Treasurero6os Office

Classification:

Simple

Type of Transaction:

G2G - Government to Government

Who may avail:

from the Hos

LGUs and other Government Agencies and Collection Officers

itals operated by the province.

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. Liquidation Statement of RPT collections

Local Government Units (LGUS)

Report
2. Order of Payment Bid & Awards Committee (BAC) Tender
Documents
3. Report of Collections & Deposits Hospitals
CLIENTS STEPS AGENCY ACTION FEES TO BE PROCESSIN PERSON
PAID G TIME RESPONSIBL
E
A. FOR RPT 1. Receive the As indicated in 2 minutes Field &
1. Present the documents and review | the Liquidation Supervision
document. the proper computation | report or RCD. Div.
on the Liquidation
Report of RPT LTOO I
Provincial share.
2. Pay to the 2. Verify validity of the | As indicated in 5 minutes Window 1 or 2
Cashier the check. the Liquidation
corresponding report or RCD. LTOO I
amount indicated |[Not e: Accou
in the Liquidation | Check Advice is LTOA
Report. required, otherwise, it
will be returned to the
bearer.




3. Issue the official None 3 minutes Window 1 or 2
receipt indicating the
name of payor, amount LTOO I
paid and nature of
payment. LTOA
3. Claim the 4. Affix the signature of None 2 minutes
issued official the cashier in the
receipt. remittance voucher and
release the official
receipt.
B. TURN-OVER
OF
COLLECTIONS
FROM
HOSPITALS
1. Submit the 1. Receive the None 2 minutes Window 3
Report of cash/check collections
Collection and with the RCD attached. LRCO IV
Deposit.
2. Check as to LRCO 1l
correctness of the 3 minutes
amount and the
issuance of every
official receipts.
5 minutes
3. Check the RCD in
the system.
2. Turn-over the | 4. Receive the None 2 minutes LRCO IV
cash/check cash/check collections
collections to the | and affix the signature LRCO 1l
person of the Liquidating
responsible. Officer in the RCD. Alternate:
LRCOII
3. Claim the RCD | 5. Release the RCD None
copy and the stub | copy to the collector
of the triplicate and retain copies for
copy of the COA, Accounting &
official receipt. office file.
C. FOR BID
DOCUMENTS:
1. Present the 1. Receive and issue As indicated in 2 minutes Window 1 or 2
Order of official receipt. the bid
Payment. documents. LTOO lI
LTOA
2. Claim the 2. Release the official None
issued official receipt.
receipt.
TOTAL | 26 Minutes




4. COLLECTION OF PROFESSIONAL TAX

For the implementation of the Tax Ordinance No. 95-16, Chapter II,
Provincial Taxes, Article |, Professional Tax, Section 21.01.

Office or Division:

Provincial

Treasurer 6s

Of ficel Ca

Classification:

Simple

Type of Transaction:

G2C - Government to Citizen (Taxpayer)

Who may avail:

Professionals with RA 1080/PRC ID

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
PRC License/ID Client/Taxpayer
CLIENTS AGENCY ACTION FEES TO BE | PROCESSING PERSON
STEPS PAID TIME RESPONSIBLE
1. Present the 1. Accepts/check the 300.00 5 minutes Window 1 or 2
PRC License/ID | validity of the license.
to the cashier. LTOO lI
2. Issue official
receipt for PTR. LTOA
Alternate:
LTOO |
2. Claim the 3. Release the official None
official receipt. | receipt to client.
TOTAL | 5 MINUTES

5. COLLECTION OF REAL PROPERTY TAX

This is for the implementation of Tax Ordinance No. 95-16, Chapter I,
Provincial Taxes, Article A-Real Property Taxes-Section 2A.01(Basic
Tax) & Section 2A.02(Special Education Fund).

Office or Division:

Provincial

Treasurer o6s

Of ficel Fi

Classification:

Simple

Type of Transaction:

G2C - Government to Citizen (Taxpayer)

Who may Avail:

Real Property Owners (Individual, Partnership & Corporation) having
legal interest over the property

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Any of the

(Latest):

following Documents

1. Tax Declaration (1 Photocopy)

Provinci al Assessor 6s Of f

2. Certificate of Title (1 Photocopy) Owner 6s File Copy
3. Previous Tax Clearance/Tax bills (1 |Owner 6s Fil e Copy/ RPT Ta
Photocopy) and Municipal Treasurer 0s




4. Previous RPT Official Receipt (1|Owner 6s Fil e Copy
Photocopy)
CLIENTS AGENCY ACTION FEES TO BE | PROCESSING PERSON
STEPS PAID TIME RESPONSIBLE
1. Presentation | 1. Check and review | At the rate not 15 minutes For Municipalities
of Documents if the details in the exceeding one of:
to the Office of | documents are (1%) of the Carmen,
the Provincial correct. assessed value Carrascal &
Treasurer-Field both Basic & Cortes
Supervision 2. Verification of Tax SEF. Administrative
Division. Payments in the Assistant Il
system if updated. Current Year
maybe paid in For Municipalities
3. Computation of four (4) of:
Real Property Tax quarterly Hinatuan
Bill. installment Barobo, Bayabas
basis for prompt & Cagwait
4. Issue the bill to payment ten LTOO i
taxpayer for (10%) percent
payment. discount, For Municipalities
advance of:
payment fifteen Lianga, Madrid &
(15%) discount. Tagbina
Administrative
Assistant IlI
For Delinquent
Property/ shall For Municipalities
subject the of:
taxpayer of Marihatag, San
interest at a rate Agustin, San
of two (2%) Miguel & Tago
percent per Senior
month, Administrative
however, in no Assistant Il
case shall
exceed thirty-six For Municipalities
(36) months. of:
Lingig, Cantilan &
Lanuza
Administrative
Assistant Ill
5. Issue official Amount 5 minutes LTOO |
receipt. indicated in the
RPT BiIll.
2. Claim the 6. Release the None
issued official official receipt.
receipt.
TOTAL | 20 MINUTES




6. COLLECTION ON SAND, GRAVEL & OTHER QUARRY

RESOURCES

This is for the implementation of Tax Ordinance No. 95-16, Chapter I,
Provincial Taxes, Article H. Section 2H.01.

Office or Division: Provinci

al Treasurer 6s Of

ficel Ca

Classification: Simple

Type of Transaction:

G2C - Government to Citizen (Taxpayer)

Who may avail:

Sand, Gravel & other quarry resources permittee

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Present t he ap pr Client/Taxpayer
Permit
2. Order of Payment Provincial Environment & Natural Resources Office
(PENRO)
CLIENTS AGENCY ACTION FEES TO PROCESSING PERSON
STEPS BE PAID TIME RESPONSIBLE
1. Present the 1.Check/reviewl/verifies | 75.00/cubic 5 minutes Window 3
complete the documents meter
documents. presented. LRCO IV
2. Issue the official As indicated 3 minutes Window 1 or 2
receipt. in the
computation LTOO II
based on
rate above LTOA
and actual
cubic meter.
2. Claim the 3. Release the official | None
issued official receipt.
receipt.
TOTAL 8 MINUTES

8. COLLECTION OF TAX ON TRANSFER OF REAL PROPERTY

OWNERSHIP

This is for the implementation of Tax Ordinance No. 95-16, Chapter I,
Provincial Taxes, Article E, Section 2E.01.

Office or Division:

Provinci al

Office/@ashuReeerpt® Pivision

Classification: Simple

Type of Transaction:

G2C - Government to Citizen

G2G - Government to Government

Who may avail: LGUOG s, GOCC, NGA & Gener al Pub
Corporation who own Real Properties in the Province of Surigao del
Sur.

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. Deed of Sale/Deed of Donation/Extra
Judicial Settlement.

Client/Taxpayer

2. TCT/Latest Tax Declaration No.

Client /Taxpayer




3. Tax Clearance Client/Taxpayer

4. Order of Payment Provincial Assessoros Of
CLIENTS AGENCY ACTION FEES TO BE | PROCESSING PERSON
STEPS PAID TIME RESPONSIBLE
1. Present the 1. Verifies the Based on the 8 minutes Window 3
complete documents. computation of
documents. Y of 1% of LRCO IV

selling price or
current market
value whichever

IS higher.
Note: A penalty
of 2% per
Note: If documents month is
presented are not imposed to pay
complete, client is the tax within
advised to provide sixty (60) days
the necessary from the date of

lacking documents. execution of the
deed or from
date of property
owner 0s

2. Compute & issue As indicated 2 minutes Window 1 or 2
official receipt. bas
ed on the LTOO II
approved
computation LTOA
above.
2. Claim the 3. Release the official None
issued official Receipt to the client.
receipt.
TOTAL 10 MINUTES

8. ISSUANCE OF OFFICIAL RECEIPTS FOR CERTIFIED TRUE
COPY/PHOTOCOPY/CERTIFICATION OF PAYMENT, ID, TAKE
HOME PAY AND CERTIFICATION OF EMPLOYMENT.

This is for the implementation of Tax Ordinance no. 95-16, Chapter IV.
Service Fee & Provincial Charges, Article A. Section 4A.01 & 4B.01,
Article H, Section 4H.01.

Office or Division: Provinci al Office/@sshuReeerpts ®ivision

Classification: Simple

Type of Transaction: | G2C - Government to Citizen
G2G - Government to Government

Who may avail: General public, Individual, partnership, corporations who owns real
properties in the Province and Provincial Officials & Employees.
CHECKLIST OF REQUIREMENTS WHERE TO SECURE

1. Documents to be certified Client/Taxpayer




2. Fill-up Request Form

Originating office where service is requested

3. Order of Payment

Originating office where service is requested

4. 1D Information (for replacement)

Information Technology Unit (ITU)

CLIENTS AGENCY ACTION | FEES TO BE PROCESSING PERSON
STEPS PAID TIME RESPONSIBL
E
1. Present the 1. Receive the Certification 5 minutes Window 1 or 2
documents to documents and 300.0
be certified or check/review if LTOO I
the filled-out documents are in Certified
form/ID order. Machine copy- LTOA
information as 300.0
the case maybe. | 2. Issue official
receipt. Provincial

Assesso
Office (PassO)

imposition
varies from
200. 00
2,000.
2. Claim the 3. Release the None
issued official official receipt to
receipt. client and advise

to return to the
originating office to
receive the
document
requested.

TOTAL

5 MINUTES

9. ISSUANCE OF OFFICIAL RECEIPTS OF HEAVY EQUIPMENT

RENTAL

This is for the implementation of Tax Ordinance No. 95-16, Chapter
IV. Article G. Heavy Equipment Rental, Section 4G.01.

Office or Division:

Provinci al Treasurerods Office

Classification:

Simple

Type of Transaction:

G2C - Government to Citizen (Taxpayer)

G2B - Government to Business

Who may avail:

General Public/Contractor

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. Duly approved EquipmentRequest |Pr ovi nci al Engineer 6s Of
Rental Order (ERRO)
CLIENTS AGENCY ACTION FEES TO BE PROCESSING PERSON
STEPS PAID TIME RESPONSIB
LE




1. Present | 1. Verify the It depends on 2 minutes Window 3
the correctness of the the equipment to
document. | document. be rented. LRCO IV
2. Secure approval of None 1 minute Provincial
the Provincial Treasurer
Treasurer.
3. Issue official receipt. None 2 minutes Window
lor2
LTOO II
LTOA
2. Claim 4. Release the official None
the issued | receipt together with
official the approved ERRO
receipt. and retain office copy.
TOTAL 5 Minutes

10. ISSUANCE OF PTO TAX CLEARANCE

This is for the implementation of Tax Ordinance No. 95-16, Chapter IV.
Service Fees and Provincial Charges Article A. Section 4A.01.

A tax clearance is issue to Real Property units with full payment on
current accounts and no delinquency on prior-y ear 6 s account s.

Office or Division: Provincial Treasureros Officel

Classification: Simple

Type of Transaction: | G2C - Government to Citizen (Taxpayer)

Who may avail: All Real Property Tax Owners

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

1. Tax Declaration (1 Photocopy) Municipal Assessors Office/Provincial Assessors
Office

2. Purpose for securing Tax | Client/Taxpayer

clearance

3. Official Receipts (1 Original) - for | Client/Taxpayer
tax clearance

Request letter for other certification |Pr ovi nci al Tr easurer s Of
CLIENTS AGENCY ACTION FEES TO BE PROCESS PERSON

STEPS PAID -ING TIME RESPONSIBLE

A. FOR RPT: 1. Check and 300.00 5 minutes | For Municipalities of:

1. Presentation | review if the Carmen, Carrascal

of Documents | details in the & Cortes

to Provincial documents are Administrative

Treasurer-Field | correct. Assistant Il

Supervision

Division. For Municipalities of:

Hinatuan




2. Verification of
Tax Payments in
the system.

Barobo, Bayabas &
Cagwait
LTOO Il

For Municipalities of:
Lianga, Madrid &
Tagbina
Administrative
Assistant IlI

For Municipalities of:
Marihatag, San
Agustin, San Miguel
& Tago
Senior
Administrative
Assistant Il

For Municipalities of:

Lingig, Cantilan &

Lanuza
Administrative

Assistant Ill
3. Issue official As verified by the | 2 minutes LTOO |
receipt. system.
4. Prepare the Tax None 2 minutes LTOO IV
Clearance.
5. Approval of the None 1 minute | Provincial Treasurer
Tax Clearance.
2.Claim the 6. Release the Tax None
Tax clearance | clearance with the LTOO I
with the official | official receipt and
receipt. retain copy for
office file.
TOTAL 10 MINUTES

11. SALE OF ACCOUNTABLE FORMS




This is for the implementation of Ordinance No. 56-20, Section 1, Sale
of Accountable Forms. An accountable form is a document that
acknowledges the receipt of money or issued for value that uses a
sequential or is a pre-numbered form used by different agencies in

their monetary transactions.

Office or Division:

Provi

nci al
Receipts Division

Treasurer 6s

Of ficel

Classification:

Simple

Type of Transaction:

G2G - Government to Government

Who may avail:

All Municipal Treasurers and Accountable Officers, other LGUs,
Government League and Associations and other National
Government Agencies

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. Request Letter addressed to the
Provincial Treasurer (1 original)

Office of the Requesting Party

2. Requisition Issue Slip (RIS) (3

Original)

Office of the Requesting Party

3. Approved Fidelity Bond of the
Disbursing Officer and the Head of
Office (1 Certified Photocopy)

Bureau of Treasury

CLIENTS STEPS | AGENCY ACTION FEES TO BE PROCESS- PERSON
PAID ING TIME RESPONSIBLE
1. Present all the | 1. Receives all the None 5 minutes | Administrative
requirements to requirements Division:
the Accountable presented.
Forms In-charge. LTOO IV
2. Reviews the Admin. Aide VI
requirements as to Alternate:
authenticity and AO I
completeness and
issue order of
payment.
3. Secure approval None 1 minute Provincial
of the request from Treasurer
the Provincial
Treasurer.
2. Pay the amount | 4. Receives AF# 51- 4 minutes | Cash Receipts
of the purchased | payment and issue 170. 00/ Division:
Accountable official receipt.
Forms to the AF#52-
Cashier. 250. 00/
Window 1 or 2
AF#53-
170. 00/ LTOO II
AF#-54 LTOA

170. 00/




AF#55-c.d.e.f.-

at 5.00
170.00/stub
AF#55-c.d.e.f.-
at 2.00
150. 00/
AF#56-
270. 00/
AF#57-
150. 00/
AF#58-
150. 00/
BIR 0016
Individual-
CTC
140. 00/
BIR 0017
Corporation-
CTC
220.00/stub
Cashbook-
1,500.00
3. Present the 5. Receives and None 5 minutes | Administrative
official receipt to review the official Division:
the Accountable receipt.
Forms In-Charge, LTOO IV
as proof of
payment.
4, Check and 6. Release the None 5 minutes Client
receive the Accountable Forms
Accountable to client.
Forms purchased
and sign the
logbook of the AF
In-Charge.
TOTAL 20 MINUTES




PROVI NCI AL TREASUREROS
(PTO)

| NTERNAL SERVI CES




12. PAYROLL PREPARATION FOR PROVINCIAL-PAID TEACHERS

(LSB)

The provincial-paid teachers of Local School Board (LSB) under Job
Order are given monthly wages for the teaching services that they
provide all throughout the Province of Surigao del Sur.

Office or Division:

Provi

nci al

Treasurerb6s Office

Classification:

Simple

Type of Transaction:

G2G - Government to Government

Who may avail:

All locally-paid teachers

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. Approved Job Order Contract Client/Provincial Human Resource
Management Office (PHRMO)
2. BIR Registration Form (new), Pag-ibig | BIR, Philhealth, Pag-ibig
MID number, Philhealth Number
3. Approved Daily Time Record (DTR) Client
CLIENTS AGENCY ACTION FEES TO PROCESSING PERSON
STEPS BE PAID TIME RESPON-
SIBLE
1. Presentand | 1. Receive and review None 2 minutes AO I
submit the the submitted
documents. documents.
2. Prepare the payrolls. None 5 minutes
3. Process the approval None 5 minutes
of the payrolls to the
Provincial Governor,
Provincial Budget
Officer & Provincial
Accountant.
4. Record and control of None 2 minutes/ LTOA
incoming LSB Payrolls. payroll
5. Forward to Provincial None 2 minutes Provincial
Treasurer for Treasurer
signature/approval.
6. Forward to Provincial 2 minutes Provincial
Governor for Governor
signature/approval.
7. Same process as 2 hours
Service No. 1.B above.
2. Claim the 8. Answer any queries None Client
uploaded by any concerned
wages in the teachers.
ATM.
Total None 2 hours & 18 Minutes




PROVI

Cl

NCI AL ACCOUNTANT® S
(PACCO)

TI ZENOS CHARTER




Provinci al AQ@fcfoiucndg ant €

( PACCO)

|l .Mandat e
The Provincial Accountant's Office comn
as provided for under Republic Act No.
Code of 1991.

l Vi si on
An accounting onhfifgihcley ncaonmmpeedt ebnyt and dedi
with the most advanced information tect
ti mel vy, relevant and wuseful financi al [
Executive and t ha sTi S si mr ensapkoinnsgi vdee ct o t h

| | Mi.ssi on

To carry out effectively the duties and functions of our office as mandated by law
and to ensure adherence and strict compliance with Generally Accepted
Accounting and Auditing principles and standards in the processing and
recording of the financial transactions of the Provincial Government.

| VService Pledge

To ensure accurate preparation and subn
on Audit and other regul atory baddete:
mai ntained timely remittances of mandat




PROVI NCI AL ACCOUNTANT® S
(PACCO)

EXTERNAL SERVI CES




1. FUND TRANSFER (RELEASE OF

To carry out effectively
to fund transfer (release

compliance with the generally
I n th

principles and standards
transferred/released.

t he
of funds)
acce

FUNDS)
dut

e

Office/Division: Provincial Accountant Office

Classification Simple

Type of Transaction: G2C - Government to Citizen

Who may avail: Employees of PGSDS / Citizen

CHECKLIST OF REQUIREMENTS

WHERE TO
SECURE

By concerned parties involved:

1.1 FUND TRANSFER TO NON-GOVERNMENT ORGANIZATIONS /
PEOPLE'S ORGANIZATIONS (NGOs/Pos)

Requirements:

1. Approved Summary of Budgetary Requirements detailing the items of
expenditure / disbursement to be incurred in the program / project.

2. List of priority projects which may be implemented by the NGO / PO
published in the newspaper, agency website, bulletin board and the
like.

3. Accreditation of the NGO/PO by the Bids and Awards Committee
(BAC) of the grantee agency.

4. Results of evaluation of financial and technical capability of selected
NGO/PO.

5. Performance security for infrastructure project.

6. NGO/PO proposal or application for funding.

7. Document showing that NGO/PO has equity equivalent to 20% of the
total project cost, which shall be in the form of labor, land for the
project site, facilities, equipment and the like, to be used in the
project.

8. Certification from the Accountant that the previous cash advance
granted to the NGO/PO has been liquidated, liquidation documents
are post-audited and properly taken up in the books.

9. Memorandum of Agreement (MOA).

10. Other related requirements under GPPB Resolution No. 12-2007
dated June 29, 2007.

Requesting
Office

1.2 TRANSFER OF FUNDS TO IMPLEMENTING AGENCIES

Requirements:

1.2.1 Transfer

1. Copy of MOA/Trust Agreement

2. Copy of Approved Program of Work (for infrastructure project)

3. Approved Project Expenditures or Estimated Expenses indicating
the project objective and expected output (for other project)

4. Certification of the Accountant that funds previously transferred to
the Implementing Agency (IA) has been liquidated, post audited
and accounted for in the books

Requesting
Office




5. Copy of the OR issued by the IA to the Source Agency
acknowledging receipts of funds transferred (for post-audit

activities).

1.2.2 Implementation and Liquidation by Implementing Agency

1. Necessary supporting documents depending on the nature of Requesting
transactions. Office
2. Copy of Local Sanggunian Resolution
3. Copy of OR upon receipt of funds transferred.
4. Copy of OR issued by the Source Agency evidencing refund of
unexpended/unutilized balance of fund transfer.
1.3 TRANSFER OF FUND FROM TRUST FUND TO THE GENERAL
FUND FOR UNSPENT BALANCE / EXCESS AMOUNT
Requirements: Requesting
1. Report of Receipt, Disbursement and Fund Balance certified by Office
Accountant.
2. Contract, which may be a MOA, Trust Agreement or Memorandum of
Understanding governing the utilization of funds and disposition of
any balance thereof after completion of the purpose of the fund
transfer.
3. Letter of IA to Source Agency to transfer the. unexpended balance to
the General Fund duly approved by the Source Agency, if the
disposition thereof has not been provided in the MOA, Trust
Agreement or Memorandum of Understanding.
1.4 TRANSFER OF FUND FROM SAND AND GRAVEL COLLECTION
TO DIFFERENT LOCAL GOVERNMENT UNITS
Requirements: Provincial
1. Report of official receipt of collection Treasurers
Office
FEES
CLIENTS TO | PROCESSING | RESPONSIBLE
STEP AL BE TIME PERSON
PAID
1. Report of Receipt,
Dlsbursemer)t_ and Fund None | 2 minutes Admin. Aide IV
Balance certified by
Accountant.
2. Contract, which may be a
MOA, Trust Agreement or
Memorandum of Admin. Officer
Un_der_standmg governing the None | 5 - 15 minutes V Admin. Aide
utilization of funds and \Y
disposition of any balance
thereof after completion of the
purpose of the fund transfer.
3. Record claims to SPID-C
program and assign DV None | 5 minutes Admin. Aide |
number
4. Review of supporting
documents and accuracy of None | 3 minutes Accountant IV
computation




Assistant
5. Final review and checking None | 2 - 3 minutes Provincial
of supporting documents

. Provincial
6. Approval None | 3 minutes Accountant
7. Record claim for release None | 2 minutes Admin. Aide IIl

then forward to PTO

TOTAL | None | Average of 33 Minutes

2. FUND TRANSFER (LI QUI DATI ONS)

To carry out effectively the duties and f
of fund transferred and ensure adherence
accepted accounting and auditing princip
approval iquidations submitted.

Office/Division: Provincial Accountant Office

Classification: Simple

Type of Transaction: G2C - Government to Citizen

Who may avail: Employees of PGSDS / Citizen

WHERE TO
CHECKLIST OF REQUIREMENTS SECURE

By concerned parties involved:

2.1 FUND TRANSFER TO NON-GOVERNMENT ORGANIZATIONS /
PEOPLE'S ORGANIZATIONS (NGOs/POs)

2.1.1 IMPLEMENTATION AND LIQUIDATION OF FUNDS
RELEASED

1. Final fund utilization report, indicating the summary of expenses Requesting Office
and the status report of accomplishments, certified by the
accountant, approved by the President, Chairman of the NGO/PO
and verified by the internal auditor or equivalent official of the GO.

2. Pictures of implemented projects.

3. Inspection report and certificate of project completion issued by the
GO authorized representative.

4. List of beneficiaries with their signatures signifying their
acceptance/acknowledgement of the project/funds/goods/ services
received.

5. Proof of verification by the GO acknowledging return by the
NGO/PO of any unutilized/excess amount of cash advance,
including interest, if any.

6. List of equipment/vehicles procured by the NGO/PO out of the
project funds indicating its brief description, date acquired,
acquisition cost and final disposition.

7. Warranty for procurement of equipment and projects.

8. In case of dissolution of the recipient NGO/Po, in addition to the OR
acknowledging return of unutilized amount, copy of the vouchers
paid by the NGO/PO.

9. Liquidation Report

3.1.2 STAGGERED RELEASE OF FUNDS TO NGO / PO




=

Duly approved Schedule of Fund Release to NGO/PO.

2. Interim Fund Utilization Report on the previous release certified by
the NGO/POQO's Accountant, approved by its President/Chairman and
verified by the internal auditor or equivalent official of the GO
showing a summary of expenses and a status report of
accomplishment evidenced by pictures.

3. List of beneficiaries of previous releases with their signatories

signifying their acceptance / acknowledgement of the project

funds/goods/services.

Requesting Office

FEES
CLIENTS STEP AGENCY ACTION TO BE AROGESRING] | RISSI RN
TIME PERSON
PAID
1. Record liquidation to None 2 - 3minutes | Admin. Aide IV
Journal Ledger
1. Submit 2. Check receipts anq None 5 - 3 minutes Admin. Assistant
L record to liquidation list 1
Liquidation 3. Record liquidation
Report with ' d ra i b None 2 - 3minutes | Admin. Officer IV
Approved OBR and assign JEV number
and complete 4. Prepare and print None 2 - 3 minutes | Admin. Officer Il
supporting éEl\:/_s I checki :
documents. - Final checking o None 2 - 3minutes | Accountant Il
supporting documents
6. Approval None | 3 minutes z;%\gﬂﬁglm
TOTAL | None | Averageof 18
Minutes

3.MI SCELLANEOUS EXPENSES

VI CTI MS, EDUCATI ONAL ASSI STANCE,
ACTI VI TI ES/ HUMAN RESOURCE
PROGRAM/ FI NANCI AL

PROPERTY

(FI NANCI AL,

EXPENSES/ -OFRWROABEALRI G

To carry out effectively t he duti es
di sbur sement of fund and ensure
generally accepted accounting and
di sbur sement of the funds.
Office/Division: |Pr ovi nci al Accountantdés Office
Classification: | Simple
Type of . G2C - Government to Citizen
Transaction:
Who may avail: | Employees of PGSDS / Citizen
WHERE TO
CHECKLIST OF REQUIREMENTS SECURE
3.1 BURIAL ASSISTANCE
Requirements: _ Requesting
1. Letter of Request addres_s_ed to Governor / Vice Governor. Office
2. Photocopy of Death Certificate

BURI .
ETC. )/ CLU
DEVELOPMENT

adherenc
audi ti




Funeral Service Contract
Certificate of Indigency

Social Case Study / Intake Sheet
Certificate of Eligibility

ID of Representative (photocopy)

Noohkow

3.2 CULTURAL AND ATHLETIC ACTIVITIES

Requirements:

1. Budget estimates approved by the Head of Agency Requesting
2. Same requirements under procurement depending on the nature Office
of expense and the mode of procurement adopted.
3.3 EDUCATIONAL ASSISTANCE
Requirements:
1. Letter of Request addressed to Governor / Vice Governor.
2. Social Case Study / Intake Sheet
3. Certificate of Indigency Requesting
4. Photocopy of latest registration form Office
5. Certificate of Enrollment & Billing signed by the student
6. Photocopy of School ID
7. Certificate of Eligibility
3.4 EXTRAORDINARY AND MISCELLANEOUS EXPENSES
Requirements:
1. Invoices / receipts for GOCCs / GFIs and LGUs
2. Receipts and/or other documents evidencing disbursement, if
there are available, or in lieu thereof, certification executed by the
official concerned that the. expense sought to be reimbursed have Requesting
been incurred for any of the purposes contemplated under the Office
provisions of the GAA in relation to or by reasons of his position, in
case of NGAs.
3. Other supporting documents as are necessary depending on the
nature of expense charged.
3.5 FINANCIAL EXPENSES
Requirements:
1. Loan Agreement / Memoranda of Agreement together with
supporting documents Requesting
2. Statement of Account Office
3. Bank Debit memos
4. Other supporting documents deemed necessary depending on the
nature of the transaction
3.6 FIRE VICTIMS ASSISTANCE
Requirements:
1. Letter of Request addressed to Governor / Vice Governor. .
e . Requesting
2. Certificate of Indigency Office
3. ID of client (photocopy)
4. Fire Department Certificate
3.7 HUMAN RESOURCE DEVELOPMENT AND TRAINING PROGRAM
Requirements:
1. Budget estimates approved by the Head of Agency Requesting
2. Schedule of training approved by the Head of the Agency Office

3. Same requirements under procurement depending on the nature
of expense and the mode of procurement adopted.




3.8 IMPROVEMENT (trees, plants, growing fruits, etc.)

Requirements:

1. Permitissued by the Department of Environment and Natural
Resources (DENR) to cut plants, forest tress and fruit bearing
trees on areas affected by the project.

2. Affected Trees/Crops Inventory duly certified by the Agency's
Project Committee/Authorized Officer and showing among others
the following: lot number as indicated in the project plan, number
of items, specifies classification, diameter, height, lot owner, owner
of trees/plants/crops and price.

3. Quitclaim or Waiver issued by the lot owner if he is not the
claimant

4. Map/sketch plan showing the location of the improvement in the
project-affected area.

5. Resolution/approval of valuation of damaged/improvement.

6. Copy of the approved valuation of crops, plants and trees issued
by concerned government agency.

7. Notarized Affidavit of Ownership with Right/Quitclaim to affected
improvements.

8. Copy of the latest updated masterlist of PAPs approved by proper
authorities.

* |If reqgistered land:
a. Certified true copy of title (TCT/OCT or CLOA/EP)
* If unregistered land:

a. Certified photocopy of TD

b. Notarized joint affidavit of two adjoining  landowners or

barangay/local officials concerned attesting to the ownership of land.

* If payment through Court Decision
a. Certified photocopy of Court Decisions (Final) Order / Decision or
Certificate of Finality of Decision.

Requesting
Office

3.9 LAND

* For Common to both Negotiated Purchase and Payment by Court

Decision
1. Project parcellary survey plan showing that said lot and structures

are within the boundaries of the right- of-way.
2. Structural Mapping Plan of the lot affected.
3. Certification by the implementing agency that the claim is not
within the original ROW of a converted local road.

4. Certification from the Head of the Implementing Office that there is
no previous pending claim and previous payment on subject
property.

5. Environmental Clearance Certificate (ECC) as required under
Section 8 of RA No. 8974.

6. Copy of latest updated master list of Project-Affected-Persons
(PAP) approved by Agency's authorized representative.

7. In case of death of claimant or owner, judicial settlement duly
advertised in a newspaper of general circulation.

Requesting
Office

* For Negotiated Purchase
1. Independent Appraisal Report / Regional Committee Resolution
indicating the valuation of the land Valuation should be based on
the provisions of RA No. 8974.

Requesting
Office




Applicable BIR Zonal Valuation

Certified Photocopy of Authority/Agency Resolution to Purchase

Land or Land Rights indicating the approved / established

valuations or BIR Zonal Valuations.

4. Deed of Absolute Sale registered with the Register of Deeds
where the land is located.

5. Certified photocopy of Tax Clearance from Assessor's Office

where the land is located.

a. Certificate Authorizing Registration (CAR)

b. Capital Gains Tax (CGT)

c. Documentary Stamp Tax (DST)

d. Transfer Tax

wn

* |f registered land:

1. Transfer Certificate of Title (TCT)

2. Certificate of Land Ownership Award/Original Certificate
Title/Emancipation Patent CLOA/OCT/EP) certified as true copy by
the Register of Deeds.

3. Tax Declaration (TD) certified as true copy by the Assessor's
Office in the name of the procuring entity or previous owner
depending on the provisions of the sale.

4. Certified photocopy of TCT and TD in the name of the procuring
entity or previous owner with annotation of sale (If portion of lot is
acquired)

Requesting
Office

* If unregistered land:

1. Certified photocopy of TD in the name of the procuring entity or
previous owner with annotation of sale.

2. Notarized Affidavit of Ownership

3. Certification from the City/Municipal Treasurer that the claimant is
the sole entity paying the taxes for the property for the past five
years.

4. Notarized joint affidavit of two adjoining landowners or
Barangay/Local Officials concerned attesting to the ownership of
land.

5. Such other documents deemed necessary for the auditorial review
and in the technical evaluation thereof.

6. If claim for payment or amount of sale exceeds P50,000 (EO No.
1035), certified photocopy of Claimant's Surety/Indemnity Bond
issued by any Insurance Company duly accredited by the
Insurance Commission.

Requesting
Office

* For payment by Court Decision

1. Certified photocopy of Court Decision registered with the Register
of Deeds where the land is located including all annexes referred
to in the court decision.

2. Certified true copy of TCT for registered land, and TD in the name
of the previous owner for unregistered land with court decision
duly annotated.

3. Certificate of Finality of Decision

Requesting
Office

3.1 MEDICAL ASSISTANCE

Requirements:
1. Letter of Request addressed to Governor / Vice Governor.
2. Referral from the hospital / hospital bill

Requesting
Office




Medical Abstract

Social Case Study / Intake Sheet
Certificate of Indigency

Certificate of Eligibility

ID of patient or representative (photocopy)

Noohkow

3.1. 1 OTHER EMERGENCY NEEDS

Requirements:
1. Letter of Request addressed to Governor / Vice Governor.
2. Social Case Study / Intake Sheet
3. Certificate of Indigency
4. 1D of client (photocopy)

Requesting
Office

3.1.2 STRUCTURE/HOUUSE

Requirements:

1. Approved and Notarized Agreement to Demolish and Remove
Improvements (ADRI) / Notarized voluntary undertaking to vacate
the project area.

Sketch plan/drawing of house/structure

Notarized landowner's waiver of rights/quitclaim to affected

houses/structures or establishments if payment will be made to

claimants other than the owner.

Pictures of the structures before, during and after the demolition

Certified true copy of owner's identification (ID), Residence

Certificate and Barangay Clearance

6. Computation of Replacement Cost duly approved by implementing
Office Director supported with current abstract of canvass of
construction materials.

7. Certificate of Total Demolition

8. Map showing the location of the structure/house in the project-
affected area.

9. Notarized affidavit of ownership with Waiver of Right/Quitclaim to
affected house/structure.

10.Copy of master list of Project-Affected-Person (PAPS) indicating
the names of affected house/structure owners approved by
authorized personnel.

11. Certified photocopy of title (TCT/OCT or CLOA/EP) and TD of land
where the house/structure is erected.

w N

o s

Requesting
Office

3.1.3 TRANSPORTATION ASSISTANCE

Requirements:
1. Letter of Request addressed to Governor / Vice Governor.
2. Social Case Study / Intake Sheet
3. Certificate of Indigency
4. Certificate of Eligibility
5. ID of client (photocopy)

Requesting
Office

FEES
CLIENTS STEP AGENCY ACTION TO BE
PAID

PROCESSING
TIME

RESPONSIBLE
PERSON

1. Submit 1. Record voucher /
voucher / payroll | payroll and assign None 2 minutes
with approved incoming number.

Admin. Aide IV




OBR and 2. Record claims to SPID-
complete C program and assign DV None 5 minutes Admin. Aide |
requirements. number
3. Computer check as to Admin. Officer
correctness of None 8 - 10 minutes V Admin.
computation of deductions Officer V
4. Record and verify None 3 -5 minutes | Admin. Aide IV
claims as to double entry
5. Review as to
correctness of None 10-15 Accountant IV
computations by the head minutes
of Pre-Audit division,
. . Assistant
6. F'”?' Review and None 2 - 3 minutes Provincial
Checking
Accountant
. Provincial
7. Approval None 3 minutes Accountant
8. Record claim for
release then forward to None 2 - 3 minutes | Admin. Aide Il
PTO.
TOTAL | None Average of 46

Minutes




PROVI NCI AL ACCOUNTANT® S
( PACCO)

| NTERNAL SERVI CES




4 SALARI ES, ALLOWANCES, HONORARI A,

OFCOMPENSATI ON

To carry out effectively the dut

to financi al transactions of sal
forms of compensation and ensur e
with the generally accietpitnegd parcicnocui npt
standar ds i n the processing and
transactions.
Office/Division: Provincial Accountantdés Office
Classification: Simple
Type of Transaction: G2C - Government to Citizen
Who may avail: Employees of PGSDS
WHERE TO
CHECKLIST OF REQUIREMENTS SECURE
4.1 Clothing / Uniform Allowance
Requirements:
* For Individual Claims
1. Certified true copy of approved appointment of new employees
2. Certificate of Assumption of new employees
3. Certificate of non-payment from previous agency, for transferees R .
* For General Claims equesting
; . Office
1. Clothing / Uniform Allowance Payroll
2. Payroll Register (hard and soft copy).
3. Letter to the Bank to credit employees' account of their salaries or
other claims.
4. Validated deposit slips
4.2 Collective Negotiation Agreement (CNA) Incentive
Requirements:
1. Resolution signed by both parties incorporating the guidelines/ criteria Requesting
for granting CNA incentive. Office
2. Copy of C.N.A.
4.3 General Claims through the Automated Teller Machine (ATM)
Requirements:
1. Salary Payroll
2. Payroll Register (hard and soft copy). Requesting
3. Letter to the Bank to credit employees' account of their salaries or Office
other claims.
4. Authority to Debit Account (ADA).
4.4 Salaries - Individual Claims
4.4.1 First Salary
Requirements: Provincial
1. Certified True Copy of duly approved Appointment. Human
2. Assignment Order, if applicable. Resource
3. Certified true copy of Oath of Office Management
4. Certificate of Assumption Office
5. Statement of Assets, Liabilities and Net Worth
6. Approved DTR




7. Bureau of Internal Revenue (BIR) withholding certificates (Forms

1902, 2305, 23167.) Provincial
8. Payroll Information on New Employee (PINE) (for agencies with Accountant's
computerized payroll systems) Office
9. Authority from the claimant and identification documents, if claimed by
person other than payee.
4.4.2 Last Salary
Requirements: Requesting
1. Clearance from money, property and legal accountabilities Office
2. Approved DTR
3. Service Records
4.4.3 Maternity Leave
Requirements:
1. Approved application for leave L
2. Maternity leave clearance PLOJ/r'T?;r']aI
3. Medical certificate for maternity leave Resource
Additional requirements for Unused Maternity Leave (upon assumption
. : Management
before the expiration of the 120-day maternity leave) Office
4. Medical certificate that the employee is physically fit to work.
5. Certificate of assumption.
6. Approved DTR
4.4.4 Salary (if deleted from the payroll) Provincial
Requirements: Human
1. Approved DTR Resource
2. Notice of Assumption Management
3. Approved Application for Leave, Clearances, and Medical Certificate, Office
if on sick leave for five days or more.
4.45 Salary of Job Order / Contractual Personnel
Requirements:
1. Certified true copy of the pertinent contract/appointment/job order
2. Accomplishment Report. Requesting
3. Approved DTR. Office
4. BIR Form 1901 and Sworn Declaration
5. Member 6s Data Record (Phil health
6. Member Data Form (Pag-1big)
4.4.6 Salary Differentials due to Promotion and/or Step Increment
Requirements: Provincial
1. Certified True Copy of duly approved Appointment in case of Human
promotion or Notice of Salary Adjustment in case of step Resource
increment/salary increase. Management
2. Certificate of Assumption Office
3. Approved DTR or certification that the employee has not incurred
leave without pay.
4.4.7 Salary due to heirs of deceased employee
Requirements: Provincial
1. Same requirements as those for last salary Human
2. Additional requirements: Resource
a. Death Certificate authenticated by Philippine Statistics Office (PSA) M
: . anagement
b. Marriage Contract authenticated by PSA Office

c. Birth Certificates of surviving legal heirs authenticated by PSA

d. Designation of next-of-kin.




e. Waiver of right if children 18 years old and above.

4.5 Hazard Duty Pay
Requirements:

1. Certification by the Secretary of the Department of Science and
Technology (DOST) / Department of Health (DOH) / Department of
National Defense (DND) / Director of the Philippine Institute of
Volcanology and Seismology that the place of assignment / travel is a

strife-torn / embattled / disease-infested / distresses or isolated areas Requgstmg
) . Office
/ stations, areas declared under state of. calamity or emergency, or
with volcanic activity and/or eruption.
2. Duly accomplished time record of employees or travel report
3. Copy od special order from the agency/department head covering the
assignment to hazardous / difficult areas.
4. Approved DTR / Service Report.
4.6 Honoraria
4.6.1 Government Personnel Involved in Government Procurement
Requirements:
1. Office Order creating and designating the BAC composition and
authorizing the members to collect honoraria. Requesting
2. Minutes of BAC Meeting Office
3. Notice of award to the winning bidder of procurement activity being
claimed.
4. Certification that the procurement involves competitive bidding.
5. Attendees Sheet listing names of attendees to the BAC meeting.
4.6.2 Lecturer / Coordinator
Requirements:
1. Office Order Requesting
2. Coordinator's report on lecturer's schedule Office
3. Course Syllabus / Program of Lectures
4. Duly approved DTR in case of claims by the coordinator and
facilitators.
4.6.3 Special Projects
Requirements:
1. Performance evaluation plan formulated by project management used
as basis for rating the performance of members.
2. Office Order designating members of the special project. .
Requesting
3. Term of Reference Office
4. Certificate of completion of project deliverables.
5. Special Project Plan
6. Authority to collect honoraria
7. Certificate of acceptance by the agency head of the deliverables per
project component.
4.6.4 Science and Technological Activities
Requirements:
1. Office Order
2. Plan/ Program of Activities Requesting
3. Accomplishment Report / Certificate of completion of programmed Office

activities

4. Authority to collect honoraria

5. Certificate of acceptance by the Agency Head of the deliverables /
project output




4.7 Longevity Pay
Requirements:
1. Service record
2. Certification issued by the Personnel Officer that the claimant has not
incurred more than 15 days of vacation leave without pay.

Requesting
Office

4.8 Loyalty Cash Award / Incentive
* For Individual Claims
1. Certificate from HR that the claimant is qualified to receive LCA &
Approved by LCE.

Requesting
Office

4.9 Midyear, Year End Bonus (YEB) and Cash Gift (CG)
* For Individual Claims
1. Clearance from money, property and legal accountabilities.
2. Certification from head of Office that the employee is qualified to
receive the YEB and CG benefits pursuant to DBM Budget Circular
No. 2003-2 dated May 9, 2003.
* For General Claims
1. YEB and CG Payroll
2. Payroll Register (hard and soft copy).
3. Letter to the Bank to credit employees account of their YEB and CG
claims
4. Authority to Debit Account (ADA)

4.10 Monetization
Requirements:
1. Approved Leave application with leave credit balance certified by the
Human Resource Management Office
2. Request for leave covering more that 10 days duly approved by the
Head of Agency
3. For monetization of 50 percent or more: Clinical abstract / medical
procedures to be undertaken. in case of health, medical and hospital
needs. Barangay certification in case of need for financial assistance
brought about by calamities, typhoons, fire,
etc.
4. Authority to avail Monetization.

Requesting
Office

4.11 Overtime Pay
Requirements:
1. Overtime authority stating the necessity and urgency of the work to be
done, and the duration of overtime work
2. Overtime work program.
3. Quantified Overtime accomplishment duly signed by the employee
and supervisor.
4. Certificate of service or duly approved DTR.
5. Overtime Approval Request Form

Requesting
Office

4.12 Personnel Economic Relief Allowance (PERA)
Requirements:
* Same requirements as those for payment of salaries (4.4)

Requesting
Office

4.13 Personnel Economic Relief Allowance (PERA)
Requirements:
* For Individual Claims
1. Copy of Office Order / Appointment (1st Payment)
2. Certificate of Assumption (1st Payment)

Provincial
Human
Resource
Management
Office




3. Certification that the official / employee did not use government
vehicle and is not assigned any government vehicle.
Certificate or evidence of service rendered or approved DTR.
Certification by the LCE, in case of LGUSs, that the revised RATA rates
is still within the PS limitation prescribed under Section 325(a) of RA
No. 7160 (initial claim)
* For General Claims

1. RATA Payroll

2. Payroll Register (hard and soft copy).

3. Letter to the Bank to credit employees' account of their RATA claims,

or applicable.
4. Validated deposit slips, if applicable.

ok

Requesting
Office

4.14 Productivity Incentive Allowance (PIB)
Requirements:
* For Individual Claims
1. Certification that the performance ratings for the two semesters given
to the personnel of the concerned division/office is at least
satisfactory.
2. Certification from the Legal Office that the employee has no
administrative charge
* For General Claims
1. PIB payroll
2. List of personnel who were suspended either preventively or as a
penalty as a result of an administrative charge within the year for
which PIB is paid, regardless of the duration (except if the penalty
meted out is only a reprimand)
List of personnel dismissed within the year.
List of personnel on Absent Without Official Leave (AWOL)
Certification that the performance ratings for the two semesters given
to the personnel of the concerned division/office is at least
satisfactory.
6. Payroll Register (hard and soft copy)
7. Letter to the Bank to credit employees' account of their PIB claims.
8. Validated deposit slip.

ok w

Requesting
Office

4.15 Retirement Benefits
Requirements:

1. Updated Service record indicating the number of days leave without
pay and/or certification issued by the Human Resource Management
Office (HRMO) that the retiree did not incur any leave of absence
without pay.

Retiree application

Office clearance from money/property accountability & administrative /
criminal liability.

Statement of assets and liabilities.

Retirement Gratuity Computation

Affidavit of Undertaking for authority to deduct accountabilities.
Affidavit of applicant that there is pending criminal investigation or
prosecution against him / her (Anti- Graft RA No. 3019)

Additional requirement in case of resignation

8. Employee's letter of resignation duly accepted by the Agency Head
Additional requirement in case of death of claimant

wnN
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Requesting
Office




9. Death certificate authenticated by Philippine Statistics Office (PSA)

10. Marriage contract authenticated by PSA.

11. Birth certificates of all surviving legal heirs authenticated by PSA.

12. Designation of next-of-kin.

13. Waiver of rights of children 18 years old and above

14. Affidavit of two interested parties that the deceased is survived by
legitimate and illegitimate children (if any), natural, adopted or children
of prior marriage.

4.16 Special Counsel Allowance
Requirements:
1. Office Order / Designation / Letter of the OSG deputizing the claimant
to appear in court as special counsel.
2. Certificate of Appearance issued by the Office of the Clerk of Court

3. Certification that the cases to be attended by the lawyer personnel are Regl]ff sting
directly related to the nature / function of the particular office Ice
represented.

4. Certification issued by the concerned lawyer and the Agency
Accountant that the amount being claimed is still within the limitation
under the GAA of P4,000 per month.

4.17 Subsistence, Laundry, and Quarters Allowances
Requirements:

1. Payroll of personnel entitled to claim subsistence, laundry and Requesting
guarters allowance. Office

2. Approved DTR.

3. Authority to collect (for initial claim)

4.18 Terminal Leave Benefits
Requirements:

1. Clearance from money, property and legal accountability

2. Certificate of leave credits issued by the Admin/Human Resource
Management Office.

3. Approved Leave application.

4. Complete Service record

5. Statement of Assets, Liabilities and Net Worth (SALN)

6. Certified photocopy of appointment / notice of salary adjustment
(NOSA) showing the highest salary received if the last salary under
the last appointment is not the highest.

7. Computation of terminal leave benefits duly signed/certified by the
accountant. Requesting

8. Applicantés authorization (in af Office

obligations with the employer/agency/LGU

9. Affidavit of applicant that there is no pending criminal investigation or
prosecution against him/her.

10l n case of resignation, empl oy ee
by the head of agency.

11.GSIS Clearance

Additional requirements in case of death of claimant

12.Death certificate authenticated by PSA

13. Marriage contract authenticated by PSA

14.Birth certificates of all surviving legal heirs authenticated by PSA

15. Designation of next-of-kin

16.Waiver of rights of children 18 years old and above.




FEES
TO | PROCESSING | RESPONSIBLE
CLIENTS STEP AGENCY ACTION BE TIME PERSON
PAID
1. Submit payroll | 1. Record voucher / payroll and , : .
with approved assign incoming number. None 2 minutes Admin. Aide IV
OBR and 2. Check and compute BIR Admin. Officer ||
complete withholding tax, encode to None | 3 -5 minutes Admiri Aide IV
requirements. computer, stamp and sign '
3. Check Pag-ibig premium
contributions and loan . Admin.
kD deductions, encode to None | 3-5minutes Assistant Ill
computer, stamp and sign
4. Check Philhealth premium , .
contributions, encode to None | 3 -5 minutes AdmlnI.VOfflcer
computer, stamp and sign
5. Check GSIS premium
contributions and loan . Admin. Officer
) None | 3 -5 minutes
deductions, encode to \
computer, stamp and sign
3. Computer check as to Admin. Officer
correctness of computation of None | 8 - 10 minutes \%
deductions Admin. Officer Il
4. Review as to completeness : ,
of supporting papers and None | 5 - 15 minutes AdmlnvOfflcer
accuracy of computations
5. Record claims to SPID-C . .
program and assign DV None 5 minutes Admin. Aide |
Admin. Aide VI
number
6. Review as to accuracy of 10 - 15
computations by the head of None ) Accountant IV
o minutes
Pre-Audit division
Assistant
7. Final Review and Checking None | 2 -3 minutes Provincial
Accountant
. Provincial
8. Approval None 3 minutes Accountant
9. Record claim for release : . .
then forward to PTO. None | 2 -3 minutes | Admin. Aide Il
TOTAL | None A\_/erage of 1 Hour and 26
Minutes
5GRANTI NG OFRADGUANKES
To carry out effectively the duti
to Cash Advances and ensure adheren
t he generally accepted accounting
standards in the processing.and app




Office/Division:

Provincial Accountant Office

Classification:

Simple

Type of Transaction:

G2C - Government to Citizen

Who may avail:

Employees of PGSDS

CHECKLIST OF REQUIREMENTS

WHERE TO
SECURE

By concerned parties involved:

5.1

Field / Activity Current Operating Expenses

Requirements:
1. Approved Budget for COE of the agency filed office or agency

activity in the field.

Requesting
Office

5.2 Payroll Fund for Salaries, Wages, Allowances, Honoraria

and Other Similar Expenses

Requirements:

1.
2.

3.

4.
5

Approved Contracts of Service, Job Orders

Approved Payroll or List of payees indicating their net

payments.

Approval/authority or legal basis to pay any allowance/

salaries/wages/fringe benefits.

Daily Time Record (DTR) approved by the supervisor.

Accomplishment Report

Requesting
Office

5.3

Petty Cash Fund

Requirements:
1. Approved estimates of petty expenses / Purchase Request

2.
3.

Authority to draw cash advance.
Copy of bond

Requesting
Office

5.4

Traveling Allowances

Requirements:
* Local Travel

1. Travel Order
2. ltinerary of travel
3. Letter of invitation of host/ sponsor / organization
4. Certification of previous cash advance as liquidated.
FEES
TO | PROCESSING | RESPONSIBLE
CLIENTS STEP AGENCY ACTION BE TIME PERSON
PAID
1. Submit 1. Record voucher /
voucher / payroll | payroll and assign None 2 minutes Admin. Aide IV
of cash advance | incoming number.
with Approved 2. Check as to
OBR and completeness of Admin
complet_e supporting papers and Assistanf m
supporting compute necessary None | 5 - 15 minutes Admin. Officer
documents. deductions (BIR) & V
Unliquidated Cash
Advances.
3. Record claims to
SPID-C program & None 5 minutes Admin. Aide |
assign DV number.




4. Review as to accuracy
of computation & None 3 minutes Accountant IV
completeness of
supporting documents.
5. Final review and Assistant
checking of supporting None | 2 - 3 minutes Provincial
documents Accountant
: Provincial
6. Approval None 3 minutes Accountant
7. Record claim for
release then forward to None | 2 -3 minutes | Admin. Aide Il
PTO
TOTAL | None | Average of 34 Minutes
6.LI QUI DATI ON OF CASH ADVANCES
To carry out effectively the duties
to Liqgquidation of Cash Advances an
compliance with the generally acce
principles and standards Bpptbealrc
the |Iiqguidation of Cash Advances.
Office/Division: Provincial Accountant Office
Classification: Simple
Type of Transaction: G2C - Government to Citizen
Who may avail: Employees of PGSDS
WHERE TO
CHECKLIST OF REQUIREMENTS SECURE
By concerned parties involved:
6.1 Liguidation of Cash Advances
6.1.1 Field / Activity Current Operating Expenses
Requirements:
1. Same requirements as those for salaries, petty operating Requesting
expenses, other personal services, and maintenance and Office
other operating expenses depending on the nature of
expenses incurred.
6.1.2 Payroll Fund for Salaries, Wages, Allowances,
Honoraria and Other Similar Expenses
Requirements:
1. Report of Disbursements certified correct by the accountable
officer.
2. Approved payrolls/vouchers duly acknowledged/signed by Requesting
the payee/s. Office
3. Approved Daily Time Records (DTRS) or Certificate of
Service
4. Approved Application for Leave
5.1 n case of payment of personrn
duly verified/accepted accomplishment report.




7.

8.

Official Receipt (OR) in case of refund for unclaimed
salaries.

Authority from the claimant and identification documents, if
claimed by person other than the payee.

Such other pertinent supporting documents that may be
required depending on the nature of expenses

6.1.3 Petty Cash Fund
Requirements:

PwpnPE

©ooNOO

Summary of Petty Cash Vouchers

Report of Disbursements

Petty Cash Replenishment Report

Approved purchase request with certificate of Emergency
purchase, if necessary.

Bills, receipts, sales invoices

Certificate of inspection and acceptance

Report of Waste Materials in case of replacement/repair
Approved trip ticket, for gasoline expenses.

Canvass from at least three suppliers for purchases
involving Php 1,000 and above, except for purchases made
while on official travel.

10. Summary/Abstract of Canvass
11.Petty Cash Vouchers duly accomplished

Requesting
Office

6.1.4 Traveling Allowances
Requirements:
1.

2.
3.
4.

© o N

Paper/electronic plane, boat or bus. tickets, boarding pass,
terminal fee

Certificate of appearance/attendance

Copy of previously approved itinerary of travel

Revised or supplemental Office Order or any proof
supporting the change of schedule.

Revised or supplemental Office Order or any proof
supporting the change of schedule.

Certification by the Head of Agency as to the absolute
necessity of the expenses together with the corresponding
bills or receipts, if the expenses incurred for official travel
exceeded the prescribed rate per day.

Liguidation Report

Reimbursement Expense Receipt (RER)

OR in case of refund of excess cash advance

10. Certificate of Travel Completed
11.Hotel room / lodging bills with official receipt.

Requesting
Office

FEES
TO | PROCESSING | RESPONSIBLE
CLIENTS STEP AGENCY ACTION BE TIME PERSON
PAID
1. Submit 1. Record voucher /
Liquidation payroll and assign None 2 minutes Admin. Aide IV
Report with incoming number.
Approved OBR 2. Encode to None 2 minutes Staff/Personnel
and complete computer In-Charge




supporting L Admin. Officer V
documents. 3. Check liquidation None 5 minutes Admin. Assistant
reports i
4' Rewgw of None 2 minutes Accountant IV
liquidation reports
T OTAL | None | Average of 11 Minutes

7.OTHER EXPENDI TURES
To carry out effectively the dut
t o Financi al Transactions of
adherence and strict compliance
accounting and auditing princng,es
review, and approval of t he '
expenditures.
Office/Division: Provincial Accountant Office
Classification: Simple
Type of Transaction: G2C - Government to Citizen
Who may avail: Employees of PGSDS
WHERE TO
CHECKLIST OF REQUIREMENTS SECURE
7.1TELEPHONE / CABLE / CELLPHONE LOAD / INTERNET
Requirements:
1. Statement of Account / Bill (for pre-audit purposes)
2. Invoice / Official Receipt or machine validated statement of Requesting
account / bill (for post-audit purposes) Office
3. Certification by Agency Head or his authorized representatives
that all National Direct Dial (NDD), National Operator Assisted
Calls and International Operator Assisted Calls are official calls.
7.2UTILITY EXPENSE (LIGHT & WATER)
Requirements: Requestin
1. Statement of Account / Bill (for pre-audit purposes) gffice g
2. Invoice / Official Receipt or machine validated statement of
account / bill (for post-audit purposes)
ASIES PROCESSI | RESPONSIB
CLIENTS STEP AGENCY ACTION TPC,)AIIBDE NG TIME | LE PERSON
1. Submit 1. Record voucher / payroll None 2 minutes Admin. Aide
voucher / payroll | and assign incoming number. Y
with approved | 2. Record claims to SPID-C
OBR and program and assign DV None | 5 minutes | Admin. Aide |
complete number
requirements.
a 3. Computer check as to 8- 10 Admin.
accuracy of computation of None : :
) minutes Officer I
deductions

Ot he




4. Record and verify claims 3-5 Admin. Aide
None )
as to double entry minutes \Y%
5. Review as to correctness
of computations by the head None ri?nutless ACCOIL\J/mam
of Pre-Audit division,
5.3 Assistant
6. Final Review and Checking | None : Provincial
minutes
Accountant
: Provincial
7. Approval None 3 minutes Accountant
8. Record claim for release None 2-3 Admin. Aide
then forward to PTO. minutes 11
TOTAL | None | Average of 46 Minutes

8 . PROCUREMENT

To carry out effectively the duties

to Financial Transactions on Procur
strict compliance with the generall
principles and standardw, i andhappnra
the financi al transactions on procu
Office/Division: Provincial Accountant Office
Classification: Simple
Type of Transaction: G2C - Government to Citizen
Who may avail: Employees of PGSDS
WHERE TO
CHECKLIST OF REQUIREMENTS SECURE
8.1PROCUREMENT THROUGH PUBLIC BIDDING
Requirements:
1. Authenticated photocopy of the approved APP and any amendment
thereto.
2. Approved contract supported by the following documents which are
required under COACi r cNid .ar 2000019 dat ed F20b0,
and COA Memorandem NMat e2l0F®bruar
submitted to the Auditor's Officge
the contract. Requestin
3. Copy of Advertisement of Invitatdi gfficeg

i nterest.

4, Documentary requirements unde
infrastructure projects, 23.1 and
consulting services, of the Revi g

5. Mi nut esprondc Prement Conference for

Million for infrastructure, P2 Mi |

and above for consulting servicesg

Bid Evaluation Report

Ranking -loifstsehdorkkti dders for consul

~N o




ation
ng of Not
Phil GEP S

8 Post Qualification Evalu
9. Printout copies of posti
Contract of award in the
10.For LGUs, as clarified under COA Memorandum N o . 2001140 d a't
Apr il 22, 2010, authorization by
Executi ve enter into contract
11.Evi dence l nvitation of three
procurem process pursuant to
RA No. 9
12Request

Re

rn MO "

purchase or r

equi si
ed by proper a [

t
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of
ent
184.
for
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th ey —h

Requesting
Office

8. 1. 1Adlvance
Requirements:
1. Written requ o]
2.l rrevocabl e Standby t
3.Such other documents pec

e
0

Payment

actor
of
ar to
nec
her e

est from c

O c D~
- 0o — = =
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curement and consi d
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Requesting
Office

pr o
t he
8. 1. 1Fi2nal Payment
Requirement s:

1. AsBuilt plans

2. Warranty Se
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0
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t her eq

el
tu
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t er nment

Requesting
Office

8. 1. 1Pr3ogr ess
Requirement s:
1.Statement of Work Agreement ( SWA)

correspondi ngr agerqauestadgrogement .

Payment

Requesting
Office

8. 1. 1IRed ease of Retention Money
Requirement s:
1. Any securit

l etter of ¢

demand.
2.Certi ficatenedns efrr otnh atth et h e

i nspected.

f orm
om

of cash,

y in the
redit fr commer ci al

project

Requesting
Office

8. 1. 1vay i at i
equirements:
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approved

Order (CC(
orifdiecdledpIpa
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