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I. Mandate 

 
 

As mandated by the Local Government Code of 1991, the Provincial Government of 

Surigao del Sur will exercise its powers necessary for efficient and effective 

governance that will promote the general welfare of Surigaonons.  Ensure the 

preservation and enhancement of culture, promotion of health and safety, right of 

people to a balanced ecology, development of scientific and technological 

capabilities, improvement of public morals, economic prosperity and social justice, 

full employment of residents, peace and order, and the preservation of comfort and 

convenience of its people. 
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II.Vision 

 
 

ñSurigao del Sur: A Globally Competitive Agri-Eco Tourism and Industrial Hub 

Propelled by Empowered, God-Centered, Peaceful, Just and Resilient 

Communities in a Balanced Ecology with Responsive and Transparent 

Governance by 2030.ò 
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III.MISSION 

 
 

ñTo transform Surigao del Sur into a progressive province within the framework 

of an Eco-Tourism, Mineral, and Agri-Industrial based economy towards 

attaining a well-balanced ecology, social equity, and improved quality of life for 

every Surigaonon.ò 
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IV.Development Goals 

 
 

Á Develop, promote, and sustain agri-ecotourism destinations and industries in 

partnership with local and international civil society organizations. 

Á Establish mechanisms and capacitate the implementing units to ensure 

efficient and effective governance. 

Á Institutionalize spiritual development and moral recovery program. 

Á Strictly enforce environmental laws and intensify environmental programs. 

Á Ensure public safety. 

Á Facilitate and provide adequate and resilient infrastructure support facilities 

and utilization. 
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V.Service Pledge 
 

We, the officials and employees of the Provincial Government of Surigao del Sur 

hereby pledge to commit ourselves, our skills, talents, time and abilities to render 

public service that are responsive to the needs of Surigaonons. We will be prompt, 

facilitative and coordinative in serving every constituent of the province and serve 

them with outmost care, give our finest skills and talents in upholding the principles 

of commitment to public interest, professionalism, justness, integrity, 

accountability, and transparency in the delivery of public service and ensure 

courtesy, promptness, and sufficiency, as well as demonstrate efficiency and 

wisdom in the conduct and management of public affairs. So, we pledge. 
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PROVINCIAL GOVERNORôS OFFICE 

(PGO) 

CITIZENôS CHARTER 



 
 
 

 у 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Provincial Governorôs Office 
(PGO) 

I. Mandate 

 

Exercise general supervision and control over all programs, projects, services and 

activities of the province, enforce all laws and ordinances relative to the governance of 

the province and the exercise of appropriate corporate powers, and ensure the 

effective and efficient delivery of quality basic services and the provision of adequate 

facilities to the people of the Province of Surigao del Sur. 

 

 

II. Vision 

An empowered, service-oriented office providing an efficient and effective 

management of resources through good governance focusing on the general mandate 

to improve the quality of life of Surigaonons. 

 

III. Mission 

 

The Province shall serve as a dynamic institution to develop, promote and sustain agri-

eco tourism destinations and industries in partnership with business sector, local and 

international civil society organizations; establish mechanisms and capacitate the 

implementing units to ensure efficient and effective governance; institutionalize 

spiritual development and moral recovery; and strictly enforces environmental laws and 

enhances biodiversity. 

 

IV. Service Pledge 

 

We, the men and women of the Provincial Governorôs Office, hereunto set our hands, 

declare our commitment to abide by the provisions of the Provincial Governorôs Office 

Citizenôs Charter and give our finest skills and talents in upholding the principles of 

commitment to public interest, professionalism, justness, integrity, accountability, and 

transparency in the delivery of public service and ensure courtesy, promptness, and 

sufficiency, as well as demonstrate efficiency and wisdom in the conduct and 

management of public affairs. So, we pledge. 
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PROVINCIAL GOVERNORôS OFFICE 

(PGO) 

EXTERNAL SERVICES 
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1. APPROVAL OF VARIOUS REQUEST FROM LOCAL 

GOVERNMENT UNITS, NATIONAL GOVERNMENT AGENCIES, 

AND OTHER GOVERNMENT INSTRUMENTALITIES 

The Provincial Governorôs Office approves various requests from 

Local Government units, National Government Agencies, and other 

Government Instrumentalities in support to their Programs, Projects, 

and Activities. 

Office/Division: Provincial Governorôs Office 

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  

CLIENTS STEPS AGENCY ACTION 
FEES TO 
BE PAID 

PROCESS-
ING TIME 

PERSON 
RESPON-

SIBLE 

Submit the 
Requests to the 
Provincial 
Governorôs Office 
for 
assessment/verifica
tion/approval 

Receive requests from 
LGUs, NGAs and Other 
Instrumentalities and 
submit to 
LCE/Provincial 
Administrator for review 

None 5 mins Assigned Staff/ 
Personnel 

 Review request(s) for 
approval/proper 
endorsement to 
appropriate office(s) for 
a timely address of 
requests 

None 15 mins Provincial 
Governor/ 
Provincial 

Administrator 

 Endorse to the 
LCE/Concerned PLGU 
offices for appropriate 
action 

None 20 mins Assigned Staff/ 
Personnel 

TOTAL None 40 mins  
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PROVINCIAL GOVERNORôS OFFICE 

(PGO) 

INTERNAL SERVICES 
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1. APPROVAL OF ADMINISTRATIVE DOCUMENTS 

The Provincial Governorôs office facilitates in the approval of 

Administrative Documents of PLGU Offices such as Travels Orders, 

Program of Works, Appointment/Contract, Oath of Office, Certificate of 

Assumption, Daily Time Record, Memorandum Order, Memorandum of 

Agreement, Memorandum of Understanding, Administrative Order, 

Executive Order, Special Order, Office Order, Travel Order, Learning 

and Development Nomination Form, Office Performance Commitment 

and Rating/Individual Performance Commitment and Rating, Over-time 

Request, Leave, Project Design, Memorandum Invitation letters, 

Justification, Authority to Travel Abroad, Statement of Works 

Accomplishment, Memorandum Receipt, Notice of Award, Notice to 

Proceed, Notice of Eligibility and Bids and Awards Committee 

Resolution by the Local Chief Executive as authorized by law. 

Office/Division: Provincial Governorôs Office 

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. Administrative Documents Barangay Council 

 Requisitioning Party 

CLIENTS STEPS AGENCY ACTION 
FEES TO 
BE PAID 

PROCESS-
ING TIME 

PERSON 
RESPONSIBLE 

Submit the 
Documents to the 
Provincial 
Governorôs Office 
for assessment and 
verification 

Review and verify 
completeness of the 
documents. 
 
Receive and record the 
document and forward to 
the Provincial Governor/ 
Administrator for further 
review and approval. 
 
Approves/disapproves 
the Administrative 
Documents 

None 
 
 
 
 
 
 
 
 
 

None 

8 minutes 
 
 
 
 
 
 
 
 
 

8 minutes 

Assigned Staff/ 
Personnel 

 
 
 
 
 
 
 
 

Provincial 
Governor/ 
Provincial 

Administrator 

Receives the 
Administrative 
Documents 

Releases the 
Administrative 
Documents 

None 12 mins 
Assigned Staff/ 

Personnel 

TOTAL None 28 mins  
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2. APPROVAL OF FINANCIAL DOCUMENTS  

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

Office/Division: Provincial Governorôs Office 

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. Financial Documents 

 

Requisitioning Office  

CLIENTS 

STEPS 
AGENCY ACTION 

FEES 

TO BE 

PAID 

PROCESS-

ING TIME 

PERSON 

RESPONSIBLE 

Submit the 

Documents to 

the Provincial 

Governorôs 

Office for 

assessment and 

verification 

Review and verify 

completeness of 

the documents. 

 

Receives and 

records the 

financial document 

and forward to the 

Provincial Governor 

/ Administrator for 

further review and 

approval. 

 

Approve/disapprove 

the Administrative 

Documents 

None 

 

 

 

None 

10 mins 

 

 

 

15 mins 

 

Assigned Staff/ 

Personnel 

 

 

Provincial 

Governor/ 

Provincial 

Administrator 

 

Receive the 

Financial 

Documents 

Releases the 

Financial 

Documents. 

None 5 mins Assigned Staff/ 

Personnel 

 

TOTAL None 30 mins  
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PROVINCIAL VICE GOVERNORôS OFFICE 

(VGO) 

CITIZENôS CHARTER 



 
 
 

 мс 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Provincial Vice Governorôs Office 
(VGO) 

I. Mandate 

 

Preside over regular and special sessions of the Sangguniang Panlalawigan and 

exercise the functions of the Provincial Governor in case of temporary vacancy as 

provided for in Section 46 of RA 7160 and perform other functions in accordance with 

RA 7160, other existing laws, ordinances, and other legitimate demand of the private 

sector. 

 

II. Vision 

A proactive and progressive leadership in the Legislative Branch of the Provincial 

Government that fully supports the holistic development of the province and its 

constituents through the enactment of high-quality legislation. 

III. Mission 

 

Á Steer the Sangguniang Panlalawigan in passing resolutions and ordinances that are 

responsive to the needs of its constituents and administration of the province. 

Á Nurture partnership with all sectors of the society and promote participatory 

governance in the existence in the exercise of legislative functions. 

Á Exercise general supervision over the Legislative Branch of the Provincial 

Government of Surigao del Sur and promote the development of employeesô skills 

and capabilities. 

Á Extend the most effective and efficient services within the reach of its resources to 

the Sangguniang Panlalawigan, the employees, clientele, and the people of Surigao 

del Sur. 

 

IV. Service Pledge 

 

We, the men and women of the Provincial Vice Governorôs Office, hereunto set our 

hands, declare our commitment to abide by the provisions of the Vice Governorôs Office 

Citizen Charter and give our finest skills and talents in upholding the principles of 

commitment to public interest, professionalism, justness, integrity, accountability, and 

transparency in the delivery of public service and ensure courtesy, promptness, and 

sufficiency, as well as demonstrate efficiency and wisdom in the conduct and 

management of public affairs. So, we pledge. 
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PROVINCIAL VICE GOVERNORôS OFFICE 

(VGO) 

EXTERNAL SERVICES 
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1. LEGISLATIVE MATTER AND OPERATION I 
 

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. 

 

2. PUBLIC INFORMATION, SOCIAL AND CULTURAL SERVICES 
 
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 

Office/Division: LEGISLATIVE, TECHNICAL DIVISION 

Classification: Simple 

Type of 
Transaction: 

G2G ï Government to Government, G2B ï Government to Business, 
G2C ï Government to Citizens 

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

 
CHECKLIST OF REQUIREMENTS 

 
WHERE TO SECURE 

 
Letter Requests/Resolutions 
 

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

CLIENTS 
STEPS 

AGENCY ACTION 

FEES 
TO 
BE 

PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit the 
Letter 
Request or 
Resolution for 
Legislation  

1. Receive, Record and 
Forward to the Office In-
Charge 

None 5 Minutes 
 

LLSE II 
 

 
 

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

 

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 

Office/Division: PUBLIC INFORMATION ASSISTANCE DIVISION 

Classification: Simple 

Type of 
Transaction: 

G2G ï Government to Government, G2B ï Government to Business, 
G2C ï 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 
STEPS 

AGENCY ACTION 
FEES TO 
BE PAID 

PROCESS-
ING TIME 

PERSON 
RESPONSIBLE 

1. Submit the 
Letter 
Request or 
Invitation 
Letter which 
require the 
attendance of 
the Provincial 
Vice Governor  

1. Receive, Record 
and Forward to the 
Office In-Charge 

None 5 Minutes 
 

LLSE II 
 

 
 

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

None 10 Minutes 
 

LLSO V 
 

TOTAL: None 15 Minutes  
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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 ï 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 
2. Certificate of Indigency 
3. Valid ID 

1. Hospital where the patient is confined. 
2. Barangay Office where the patient is 

residing. 
3. Any government issued ID. 

CLIENTS 
STEPS 

AGENCY ACTION 
FEES 
TO BE 
PAID 

PROCESS-
ING TIME 

PERSON 
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 5 Minutes 
 
 

10 
Minutes 

1. Admin Aide I 
 
 
1.1 Admin Aide 
IV 
 

 
 

2. The Vice Governor to 
approve the request 

NONE 2 Days  

 3. Preparation of necessary 
documents/papers for the 
claim 

 
3.1 Processing of 
Financial Claim 

NONE 10 Minutes 
 
 

10 Minutes 
 

LLSO V 
 
 
LLSE II 
Admin Aide III 
Admin Asst. I 

2. Client to go 
back to the Vice 
Governorôs 
Office to get the 
Medical 
Assistance 

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

NONE 5 Minutes Admin Aide I 

TOTAL: NONE 
2 days and 
40 Minutes 
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4. PROVISION OF SUPPORT AND ASSISTANCE TO DIFFERENT 
SECTORS IN THE PROVINCE ï 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 ï 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. Original/Certified True Copy of Death 
Certificate 

2. Certificate of Indigency 
3. Valid ID 

1. LCR ï Munisipyo of concerned citizen 
2. Barangay Office where the patient is residing. 
3. Any government issued ID. 

CLIENTS STEPS AGENCY ACTION 

FEES 
TO 
BE 

PAID 

PROCESSING 
TIME 

PERSON 
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 6 Minutes 
 
 
 
 

10 Minutes 

1. Admin Aide I 
 
 
 
 
1.1 Admin Aide 
IV 

 
 

2. The Vice Governor to 
approve the request 

None 2 Days  

 3. Preparation of 
necessary 
documents/papers for 
the claim 

 
3.1 Processing of 
Financial Claim 

None 10 Minutes 
 
 
 
10 Minutes 
 

LLSO V 
 
 
 
LLSE II 
Admin Aide III 
Admin Asst. I 
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5. PROVISION OF SUPPORT AND ASSISTANCE TO DIFFERENT 
SECTORS IN THE PROVINCE ï 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 ï Government to Government, G2B ï Government to Business, 
G2C ï 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 
3. Valid ID 

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

2. Any government issued ID. 

CLIENTS STEPS AGENCY ACTION 
FEES 
TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

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

1.1. Receive, Record and 
Forward to the Office 
In-Charge 
 

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

None 7 Minutes 
 
 
 

10 Minutes 

Admin Aide I 
 
 
 
Admin Aide IV 
 

 
 

1.2. The Vice Governor 
to approve the 
request 

None 2 Days  

2. Client to go back 
to the Vice 
Governorôs Office to 
get the Burial 
Assistance 

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

None 5 Minutes Admin Aide I 

TOTAL: NONE 
2 Days and 40 

Minutes 
 



 
 
 

 но 

 1.3. Preparation of 
necessary 
documents/ papers 
for the claim 

 
1.3.1. Processing of 

Financial Claim 

None 10 Minutes 
 
 
 
 

10 Minutes 
 
 

LLSO V 
 
 
 
 
LLSE II 
Admin Aide III 
Admin Asst. I 

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

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

None 5 Minutes Admin Aide I 

TOTAL None 
2 Days and 40 

Minutes 
 

 

6. PROVISION OF SUPPORT AND ASSISTANCE TO DIFFERENT 
SECTORS IN THE PROVINCE ï 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 ï Government to Government, G2B ï Government to 
Business, G2C ï 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 
3. Valid ID 
 

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

2. Any government issued ID. 

CLIENTS STEPS AGENCY ACTION 
FEES TO 
BE PAID 

PROCESS-
ING TIME 

PERSON 
RESPONSIBLE 



 
 
 

 нп 

 

 

 

 

 

 

 

 

 

 

 

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 I 
 
 
 
 
1.1 Admin Aide 
IV 
 

 
 

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 II 
Admin Aide III 
Admin Asst. I 

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

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

None 5 Minutes Admin Aide I 

TOTAL: None 2 Days and 40 Minutes 
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PROVINCIAL VICE GOVERNORôS OFFICE 

(VGO) 

INTERNAL SERVICES 
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1. LEGISLATIVE MATTER AND OPERATION II 
 
Pursuant to Republic Act 7160, otherwise known as the Local 
Government Code of 1991, the Sangguniang Panlalawigan gives 
authority to the Provincial Governor to transact business for and on 
behalf of the Provincial Government of Surigao del Sur. 

 

 

 

 

Office/Division: LEGISLATIVE, TECHNICAL DIVISION 

Classification: Simple 

Type of 
Transaction: 

G2G ï 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 
Indorsement of the Provincial 
Governor 

Provincial Governorôs Office/Provincial 
Administratorôs Office 

CLIENTS 
STEPS 

AGENCY ACTION 

FEES 
TO 
BE 

PAID 

PROCESS-
ING TIME 

PERSON 
RESPONSIBLE 

1. Submit the 
Letter Request 
for Legislation 
with the 
Provincial 
Governor's 
Indorsement 

1. Receive, Record 
and Forward to 
the Office In-
Charge 

None 5 Minutes LLSE II 
 

 
 

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  
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Office of the Secretary to the Tanggapan ng Sangguniang 

Panlalawigan 

(OSSP) 

CITIZENôS CHARTER 



 
 
 

 ну 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

I. Mandate 

Perform and exercise duties and functions as provided for in Section 469 of Republic 
Act 7160 otherwise known as Local Government Code and such other duties and 
functions as may be prescribed by law or ordinance. 
 

 

II. Vision 
 
The most admired and excellent workforce in the Provincial Government of Surigao del 
Sur. 
 
 

III. Mission 

 

Extend the most Efficient and Effective Services to the Vice Governor, Members of the 

Sangguniang Panlalawigan, Clientele and the people of Surigao del Sur. 

 

 

IV. Service Pledge 

 

We, the Men and Women of the Office of the Secretary to the Sangguniang  

Panlalawigan, hereunto set our hands, declare our commitment to abide by the 

provisions of the Citizenôs Charter and contribute our best skills and talent in upholding  

the principle of commitment to public interest, professionalism, justness, integrity, 

accountability and transparency in the delivery of public service and ensure courtesy, 

promptness, efficiency and wisdom in the conduct and management of public affairs 

and property. So, we Pledge. 

Office of the Secretary to the Sangguniang Panlalawigan 
(OSSP) 
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Office of the Secretary to the Tanggapan ng Sangguniang 

Panlalawigan 

(OSSP) 

EXTERNAL SERVICES 
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1. FACILITATES THE REVIEW OF RESOLUTIONS AND 
ORDINANCES 
 
Legislative action by the Vice Governor and Members of the 
Sangguniang Panlalawigan on legislations passed by lower 
Sanggunians as mandated under RA7160. 

Office or Division: Legislative Technical Services Division, Plenary Services 
Division and Receiving Section 

Classification: Highly Technical 

Type of Transaction: G2G/G2C 

Who may avail: All 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Á Letter/request Á Sangguniang Panlungsod/Bayan, Other 
Agencies, Entities and LGUs 

Á Approved resolutions/ordinances of concerned 
LGUs 

Á Sangguniang Panlungsod/Bayan and 
LGUs 

Á Attendance Sheets during public 
hearings/Certification of Posting 

 

Á Transmittal  

Á Minutes of Public Hearing   

Á Indorsement  

Á Budget Message (Annual Budget, AIPs)  

CLIENT STEPS 
 

AGENCY ACTION 
 

FEES 
TO              
BE 
PAID 

PROCESSING 
TIME 

PERSONS 
RESPONSIBLE 

1.Client submits their 
ordinances and 
resolutions together 
with the pertinent 
documents anent 
thereto 

1.1 Receives and records 
document and indorses to 
the SP Sec/Asec for 
referral to appropriate 
committee/s 
 

None 5 minutes LLSA II 
LLSE II 
AA I 

2. (wait for legislative 
action) 
 

2.1 Assign the 
resolution/ordinances to 
appropriate SP 
Committee/s after 
confirmation from the 
Majority Floor Leader 
 
2.2 Include the referral in 
the Calendar of Business 
for the next session and 
upload in the Paperless 
Sessions and Legislative 
Tracking System. 

None 
 
 
 
 
 

None 

5 minutes 
 
 
 
 
 

5 days 
 

Secretary to the 
SP 
ASec 

 
 
 

LLSO V 
LLSO IV 
LLSO II 
AA V 

 2.3 LTSD facilitates the 

conduct of Committee 

Meetings on the referral. 

None 5 days LLSO V, LLSO 
II, LLSA I, LLSA 
I, LLSE II 
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2. REQUEST FOR ACCREDITATION OF CIVIL SOCIETY AND NON-
GOVERNMENT ORGANIZATIONS 

 
Under the Local Code, the Sangguniang Panlalawigan is empowered 

to accredit CSOs and NGOs. 

Office or Division: Legislative Technical Services Division and 
Resolutions/Ordinances and Index Division 

Classification: Highly Technical  

Type of Transaction: G2C 

Who may avail: NGOs/CSOs 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Á Letter /Resolution  

Á List of Officers and Member of Organization  

Á Audited Financial Report duly signed by CPA  

Á Statement of Financial Condition  

Á Security and Exchange Commission-Cooperation 
Development Authority Requirement 

 

Á Articles & By Laws  

Á Treasurerôs Certification or Appointment  

Á Police Clearance  

Á That the presence of the Officers of the Organization or his 
duly authorized representative during committee meetings 
shall be mandatory 

 

Á Certificate from the NCIP, Provincial Officer (for org. 
Seeking accreditation as IPs Organization 

 

CLIENT STEPS 
 

AGENCY ACTION 
 

FEES TO              
BE PAID 

PROCESSING 
TIME 

PERSONS 
RESPONSIBLE 

 2.4 Calendars committee 

report for 2nd and 3rd and 

final reading of Resolution 

affirming/returning for 

rectification 

None 7 days LLSO V 
LLSO II 
LLSA I 
LLSA I 
LLSE II 

 2.5 Prepares Approved 
Resolutions and 
Ordinance. 

None 3 days LLSO V 
LLSO IV 
LLSO III 
LLSA II 
LLSE II 

3.  Affix date of time 
upon receipt of the 
legislative measure 

3.1 Releases approved 

Resolution to the 

concerned LGUs. 

None 10 minutes LLSA II 
LLSE II 
AAI 

 TOTAL None 20 days and 20 minutes 



 
 
 

 он 

1. Submit request to 
the  Office of the 
Secretary to the SP 

1.1 Receives  and 
reviews submitted 
documents 

None 5 Minutes LLSA II 
LLSE II 
AAI 

 1.2 If documents are 
complete, request is 
recorded in the record 
book for legislative 
actions 

None 
 

5 minutes 
 

LLSA II 
LLSE II 
AAI 

 1.3 Assigns the request 
solution/ordinances to 
appropriate SP 
Committee  

None 
 

5 minutes 
 

Secretary to the 
SP 

ASec. to the SP 

 1.4 Includes the referral 
in the Calendar of 
Business for the next 
session and upload the 
same in the Paperless 
Sessions and Legislative 
Tracking System. 

None 
 

5 days 
 

LLSO V 
LLSO IV 
LLSO II 
AAV 
LLSA II 
LLSA I 

 1.5 LTSD facilitates the 
conduct of Committee 
Meetings on the referral. 

None 5 days LLSO V, LLSO 
IV, LLSO II, 
LLSA II, LLSA I, 
LLSE II 

 1.6 Sends invitations for 

committee meetings/ 

public hearing 

None 5 days LLSO V, LLSO 
IV, LLSO II, 
LLSA II, LLSA I, 
LLSE II 

2. Attend committee 

meeting/public 

hearing  

2.1 The concerned 

committee invites 

party/ies to public 

hearing if necessary. 

None 1 day LLSO V 
LLSO IV 
LLSO III 

LLSA II, LLSE II 

 2.2 Adoption/approval of 

the request by the 

Sangguniang 

Panlalawigan during 

Sessions  

None 1 to 3 days LLSO V 
LLSO IV 
LLSO III 
LLSA II 
LLSE II 

 2.3 Prepares Approved 
Resolutions 

None 5 minutes LLSO V, LLSO 
IV, LLSO III, 
LLSA II, LLSE II 

3.Claim copy of 

approved resolution   

3.1 Releases approved 
resolution of 
accreditation and its 
certification 

None 5 minutes LLSA II 
AAI 

 

 Total None 18 days and 20 minutes 

 

 

 



 
 
 

 оо 

3. REQUEST FOR PROGRAM SERVICES 
 
Facilitate the preparation of the Programs/Invitations to Government 

Activities of the Provincial Government. 

Office or Division: Management and Operations Division 

Classification: Highly Technical  

Type of Transaction: G2G/G2C 

Who may avail: All 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

     * Program Materials  

     * Documents and Details of   Activity/Program  

  

CLIENT STEPS 
 

AGENCY ACTION 
 

FEES TO              
BE PAID 

PROCESSING 
TIME 

PERSONS 
RESPONSIBLE 

Personally Request the 
Office 

Facilitates the 
Preparation/Lay out of 
the Program 

Printing 
Materials  

1 to 3 days  
(depending on 
the availability 
of supplies) 

Secretary to the 
SP 

ASec to the SP 
AOV 
AAV 
ECET I 
AAV 
LLSE II 

     

Provide Program 
materials/printer ink 

Prepares draft of 
Program/finalize and print 
the same 

None  3 days or less 
(depending on 
the availability 
of Supplies  

-do- 

    or less  

Follow-up and get the  -Hand down the Program None 5 Minutes -do- 
Printed Program        

  TOTAL 
Printing 
Materials  

6 days and 5 Minutes 

 

4. LIBRARY SERVICES 
 
Provide reading materials to Library users and makes the same 

convenient and accessible to all Surigaonons. 

Office or Division: Tanggapan ng Sangguniang Panlalawigan 

Classification: Simple 

Type of Transaction: G2C 

Who may avail: All 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

   * Identification Card 
 

 

CLIENT STEPS 
 

AGENCY ACTION 
 

FEES TO              
BE PAID 

PROCESSING 
TIME 

PERSONS 
RESPONSIBLE 



 
 
 

 оп 

 

          

1. Personally 
request the librarian 
and present ID 

1.1 Facilitates the 
signing of Researchers/ 

None 3 minutes Secretary to SP 
ASec to the SP 

  
Students/General Public 
in the Logbook   LLSO V 

      

  
1.2 Provides library 
materials to the None 5 minutes LLSO V 

  requesting party    
       

  
1.3 Records  Borrower's 
Name in the None 3 minutes LLSO V 

  Borrower's Card     
     

2.Affix signature in 
the  Borrower's 
Card 

2.1 Safe keeps  the 
Borrower's Card 

None 2 minutes LLSO V 

 
3.Return the 
Borrowed books 
from the Library 

  
3.1 return book card/s at 
the book pocket and 
return ID presented  by 
the users 

 
None 

 
10 minutes  

 
LLSO V 

  TOTAL: None 15 minutes   
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 Office of the Secretary to the Tanggapan ng Sangguniang 

Panlalawigan 

(OSSP) 

INTERNAL SERVICES 



 
 
 

 ос 

1. ISSUANCE OF POSTING CERTIFICATION ON MINING 
EXPLORATION AND OTHER LEGISLATIVE DOCUMENTS 

 
Legislative action by the Vice Governor and Sangguniang 
Panlalawigan on legislations passed by lower Sanggunians as 
mandated under RA7160. 

Office or Division: 

Resolutions/Ordinances and Index Division, Records and Receiving 

Section 

Classification: Simple 

Type of 

Transaction: G2G/G2C 

Who may avail: All 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

   * Copy of the document for posting 

   * Letter Request  
 

CLIENT STEPS 

 

AGENCY ACTION 

 

FEES TO              

BE PAID 

PROCESSING 

TIME 

PERSONS 

RESPONSIBLE 

1. Submit 

documents for 

posting  

1.1 reviews and verifies 

submitted documents. 

None 5 minutes 

 

Secretary to the 

SP 

ASec to the SP 

2. Proceed to the 

Provincial 

Treasurerôs 

Office for 

payment of 

Secretaryôs Fee  

2.1. prepares certificate of 

Posting to be signed by 

the Secretary to the 

Sangguniang 

Panlalawigan 

None 5 minutes LLSA II 

AAI 

3. Claim copy of 

certification   

 

3.1. releases a copy of 

the Certificate of posting 

upon presentation of 

official receipt from 

Provincial Treasurerôs 

Office 

1,500.00 

 

5 minutes 

 

LLSA II 

AAI 

  TOTAL: 1,500.00 15 Minutes   

 

2. REQUEST FOR CERTIFIED/TRUE COPY OF 
RESOLUTIONS/ORDINANCES AND OTHER LEGISLATIVE 
DOCUMENTS 

 
The Secretary to the SP/Records Officer will certify the Document 
requested as True Copy based on official records of the Office of the 
Secretary to the Sangguniang Panlalawigan. 



 
 
 

 от 

 

3. REQUEST FOR CERTIFICATE OF APPEARANCE 
 
Certificate of Appearance is issued to individuals needing the 
document that states that he/she appeared in the Office of the 
Secretary to the Sangguniang Panlalawigan for Official Business. 

Office or Division: Receiving Section 

Classification: Simple 

Type of Transaction: G2G/G2C 

Who may avail: All government personnel  

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

   * Request Letter  
   * Identification Card 

 

CLIENT STEPS 
 

AGENCY ACTION 
 

FEES 
TO              

BE PAID 

PROCESSING 
TIME 

PERSONS 
RESPON-
SIBLE 

Office or Division: 

Resolutions/Ordinances and Index Division, Records and 

Receiving Section 

Classification: Simple 

Type of Transaction: G2G/G2C 

Who may avail: All 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

   * Letter/request  

CLIENT STEPS 

 

AGENCY ACTION 

 

FEES 

TO              

BE PAID 

PROCESSING 

TIME 

PERSONS 

RESPONSIBLE 

1.Request for 

Resolutions/ 

Ordinances and other 

public documents 

1.1 verifies availability of 

requested document. 

None 2 minutes Secretary to the 

SP 

ASec 

 

 

 

 1.2 If the requested 

documents available, 

prepares the 

certification. 

None 3 minutes AO V (Records 

Officer III) 

 

2. proceed to the 

Provincial Treasurerôs 

Office for Secretaryôs 

Fee 

2.1. Releases/certifies 

the requested 

document/s to the 

clients upon 

presentation of official  

receipt from Provincial 

Treasurerôs Office 

300.00 

 

2 minutes 

 

LLSA II 

AAI 

  TOTAL:  300.00 7 Minutes   
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1.Sign in the client 
log book with 
complete details  
 
 
 
 
 
 
 
 
 

1.1 after verification and 
assessment on the purpose 
of the client 

 
 
 

None 
 
 
 
 
 
 
 
 
 
 

3 minutes 
 
 
 
 
 
 
 
 
 
 

 
 
 

LLSA II 
LLSE II 
AAI 

 
 
 

 
 

 1.2 Prepares/encodes 
certification which indicates 
the date and purpose and 
same is forwarded to the  
SP Sec/Asec for their 
approval/signature 

None 
 

2 minutes 
 

LLSA II 
Secretary to the 

SP 
ASec to the SP 

 

2. claim the 
requested 
documents 
 

2.1 Releases certificate of 
appearance to the client 

None 
 

2 minutes 
 

LLSA II 
AAI 

 

  TOTAL:  None 7 Minutes   
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PROVINCIAL ADMINISTRATORôS OFFICE 
(PADMO) 

CITIZENôS CHARTER 
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I. Mandate 

 

To formulate Plan, Programs and Policies for an effective management of resources in 

the pursuit of attaining the Provinceôs Vision, Mission and Goals. 

 

II. Vision 
 
A catalyst for change propelled by enlightened and committed leaders in achieving 

organizational productivity that will ensure efficient & effective Local Governance. 

 
III. Mission 

 

To provide effective professional and appropriate services, delivering in a working 

environment that ensures effective management of resources, and attain the Provincial 

Government of Surigao del Surôs Vision, Mission and Goal. 

 

 

IV. Service Pledge 

 

We, the Men and Women of the Provincial Administratorôs Office, hereunto set our 

hands, declare our commitment to abide by the provisions of the Citizenôs Charter and 

contribute our best skills and talent in upholding  the principle of commitment to public 

interest, professionalism, justness, integrity, accountability and transparency in the 

delivery of public service and ensure courtesy, promptness, efficiency and wisdom in 

the conduct and management of public affairs and property. So, we Pledge. 

PROVINCIAL ADMINISTRATORôS OFFICE 
(PADMO) 
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PROVINCIAL ADMINISTRATORôS OFFICE 
(PADMO) 

INTERNAL SERVICES 
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1. MANAGEMENT SERVICES (OBR/VOUCHER/PAYROLL) 

Review/Check/Audit of Obligation Requests, Disbursement Vouchers 

and Payrolls, for the Provincial Governorôs Approval. 

Office/Division: Provincial Administratorôs Office 

Classification: G2C ï Government to Client 

Type of 

Transaction: 
Simple 

Who may avail: All employees of PGSDS (Regular, Job Order and COS) 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Á Obligation Requests 
Á Vouchers 
Á Payrolls 
Á Other Necessary Attachments 

PGSDS Offices/Departments 

CLIENTS STEPS AGENCY ACTION 

FEES 

TO BE 

PAID 

PROCES

S-ING 

TIME 

PERSON 

RESPONSIBLE 

1. Present OBR/ 
Voucher/ 
Payroll 

1.1. Receive OBR/ 
Voucher/Payroll 

None 2 mins Assigned 

Staff/ 

Personnel 

 1.2. Encode/Record/ 
OBR/Voucher/ 
Payroll 

None 5 mins Assigned 

Staff/ 

Personnel 

 1.3. Review/Checkï 
OBR/Voucher/ 
Payroll 

None 10 mins Assigned 

Staff/ 

Personnel 

 1.4. Forward OBR/ 
Voucher/Payroll to 
the Provincial 
Administrator 

None 1 min Assigned 

Staff/ 

Personnel 

 1.5. Approve/Sign 
OBR/Voucher/ 
Payroll on behalf 
of the Provincial 
Governor 

None 5 mins Provincial 

Administrator 

2. Receives OBR/ 
Voucher/Payroll 

2.1. Release OBR/ 
Voucher/Payroll 

None 2 mins Assigned 
Staff/ 

Personnel 

TOTAL: None 25 mins  

 

2. MANAGEMENT SERVICES (TRAVEL ORDERS/ 

LEAVE APPLICATIONS/ACCOMPLISHMENT REPORTS) 



 
 
 

 по 

Review/Check/Audit of Travel Oder, Leave Application and 

Accomplishment Report of Employees. 

Office/Division: Provincial Administratorôs Office 

Classification: G2C ï Government to Client 

Type of 
Transaction: 

Simple 

Who may avail: All employees of PGSDS (Regular, Job Order and COS) 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Á Accomplishment Report 
Á Travel Order 
Á Leave Application 
Á Other Necessary attachments 

PGSDS Offices/Departments 

CLIENTS STEPS AGENCY ACTION 
FEES 
TO BE 
PAID 

PROCES
S-ING 
TIME 

PERSON 
RESPONSIBLE 

1. Present Travel 
Order/Leave 
Application/ 
Accomplishment 
Report 

1.1. Travel Order/Leave 
Application/ 
Accomplishment Report 

None 2 mins Assigned Staff/ 
Personnel 

 1.2. Encode/Record/ Travel 
Order/ Leave 
Application/ 
Accomplishment Report 

None 5 mins Assigned Staff/ 
Personnel 

 1.3. Review/Checkï Travel 
Order/ Leave 
Application/ 
Accomplishment Report 

None 10 mins Assigned Staff/ 
Personnel 

 1.4. Forward Travel 
Order/Leave Application/ 
Accomplishment Report 
to the Provincial 
Administrator 

None 1 min Assigned Staff/ 
Personnel 

 1.5. Approve/Sign Travel 
Order/Leave Application/ 
Accomplishment Report 
on behalf of the 
Provincial Governor 

None 5 mins Provincial 
Administrator 

2. Receives 
OBR/ Voucher/ 
Payroll 

2.1. Release Travel 
Order/Leave Application/ 
Accomplishment Report 

None 2 mins Assigned Staff/ 
Personnel 

TOTAL: None 25 mins  

 

3. ISSUANCE OF PROVINCIAL IDENTIFICATION CARD 

The Provincial Administratorôs Office ï Information Technology Unit 

Issues Provincial ID of all Provincial Government Personnel. 

Office/Division: Provincial Administratorôs Office ï Information Technology Unit 

Classification: G2C ï Government to Client 
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Type of 
Transaction: 

Simple 

Who may avail: All employees of PGSDS (Regular, Job Order and COS) 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

E-PDS Account 
Online at 
(https://surigaodelsur.gov.ph/pds) 

CLIENTS STEPS AGENCY ACTION 
FEES 
TO BE 
PAID 

PROCESS
-ING TIME 

PERSON RES-
PONSIBLE 

1. Fill-out and Submit 
ID Card Information 
through Electronic 
Personal Data 
Sheet (E-PDS) 
Online 

1.1. Reviews and 
approves duly 
filled out ID Card 
Information from 
E-PDS 

None 40 mins PADMO-ITU 
Assigned Staff/ 
Personnel 

2. Prepare for 
Photoshoot 

2.1. Takes Photo of 
the Client 

None 10 mins PADMO-ITU 
Assigned Staff/ 
Personnel 

3. Provides Signature 3.1. Takes clientôs 
electronic 
signature 

None 2 mins PADMO-ITU 
Assigned Staff/ 
Personnel 

4. Provide payment 
for the request 

4.1. Receive 
payment and 
issue official 
receipt 

100.00  PTO Assigned 
Staff/ 

Personnel 

5. Provide Official 
Receipt of the 
payment 

5.1. Receive and 
input OR number 
to the system 

None 2 mins PADMO-ITU 
Assigned Staff/ 
Personnel 

6. Receives the 
Provincial ID 

6.1. Print and Issue 
ID Card to Client 

None 11 mins PADMO-ITU 
Assigned Staff/ 
Personnel 

TOTAL: 100.00 1 hour, 5 mins 

 
 

4. PROVISION OF INFORMATION TECHNOLOGY RELATED 
TECHNICAL ASSISTANCE 
 
The Provincial Administratorôs Office ï Information Technology Unit 
issues Provincial ID performs technical assistance services as per 
request by the Offices of the PLGU. 

 
 

Office/Division: Provincial Administratorôs Office ï Information Technology Unit 

Classification: G2G ï Government to Government 



 
 
 

 пр 

Type of 
Transaction: 

Complex 

Who may avail: All employees of PGSDS (Regular, Job Order and COS) 

 
CHECKLIST OF REQUIREMENTS 

 
WHERE TO SECURE 

Service Request Form PADMO-ITU Office 

CLIENTS 
STEPS 

AGENCY 
ACTION 

FEES 
TO BE 
PAID 

PROCESSING TIME 
PERSON 

RESPONSIBLE 

1. Fill-out 
service Request 
Form 
 

1.1 Receives and 
reviews duly 
filled out 
request form 
by requesting 
PLGU Offices 

None 10 minutes PADMO-ITU 
Assigned 

Staff/Personnel 

 1.2 Performs 
requested 
task 

None Printer Repair (3 days) 
Computer/Laptop 
Repair (3 days) 
Network Repair (3 

days) 
System Failures (3 

days) 
Database Retrieval (1 

day) 
Software Solutions (2 

months) 

PADMO-ITU 
Assigned 

Staff/Personnel 

Receive the 
service 

Deliver the 
service 

NONE 5 mins PADMO-ITU 
Assigned 

Staff/Personnel 

TOTAL: None 3 days and 5 minutes  
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PROVINCIAL HUMAN RESOURCE MANAGEMENT OFFICE 

(PHRMO) 

CITIZENôS CHARTER 
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I. Mandate 

 

The Provincial Human Resource Management Office (PHRMO) oversees the 

performances of the agencyôs human resources and align the human asset 

management policies, plans, programs, and practices with the strategic direction of the 

agency. 

 

II. Vision 
 
To establish the highest standard of professionalism through a dynamic and highly 
productive human resource. 
 

III. Mission 

 

Build a highly competent and responsive human resource pool for all departments, 

units, and instrumentalities of the Provincial Government of Surigao del Sur and create 

avenues for career development through continuous learning, reinforced by rewards 

and recognition, to further boost employee performance and contribute more to the 

achievement of the Provincial thrusts and goals. 

 

IV. Service Pledge 

 

We, the Men and Women of the Provincial Human Resource Management Office, 

commit to: 

We commit to: 

 

мΦ Build a highly competent workforce towards efficient and effective workforce 

(RSP). 

нΦ Ensure alignment and achievement of individual employee performance 

commitments to the strategic directions of the agency (PM). 

оΦ Address workforce competency gaps through learning and development 

interventions (L&D). 

пΦ Recognize individual and collective achievements and contribution of employees 

(R&R). 

 

Provincial Human Resource Management Office 

(PHRMO) 
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 PROVINCIAL HUMAN RESOURCE MANAGEMENT OFFICE 
(PHRMO) 

INTERNAL SERVICES 
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1. SECURING CERTIFICATE OF EMPLOYMENT, SERVICE 
RECORD, AND OTHER PERSONNEL RECORDS 
 
The Certificate of Employment, Service Record, and other Personnel 
Records are issued to employees of PGSDS who are 
requesting/needing the documents for their personal record and 
reference purposes. Certificate of Employment is issued to affirm the 
validity of employment of the requesting employee. Service Record, 
on the other hand, is issued to PGSDS employees to affirm their 
services as an employee of PGSDS. 
 

Office/Division: Provincial Human Resource Management Office/ 
Administrative Division 

Classification: Simple 

Type of Transaction: G2C ï Government to Citizens 

Who may avail: Permanent Employees, Contract of Service, and Job Orders of 
PGSDS 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

By concerned parties involved:  
1. Accomplished PHRMO Service Request Form  
2. Securing of Filing Fee  

 
PHRMO Receiving and Releasing Window 
Provincial Treasurerôs Office  

By authorized representative of the parties 
concerned, authorized Liaison Officer of offices or 
any person authorized: 
 
1. Accomplished PHRMO Service Request Form 
2. Scanned copy of any valid original ID (front and 
dorsal side) of the concerned party; 

3. Authorization letter from the requesting party 
concerned; 

4. Scanned copy of any valid original ID (front and 
dorsal side) of the representative 

5. Securing of Filing Fee 

 
 
 
 
PHRMO Receiving and Releasing Window 
From Authorized Representative 
 
From Authorized Representative 
 
From Authorized Representative 
 
Provincial Treasurerôs Office 

CLIENTS STEPS AGENCY ACTION 
FEES TO 
BE PAID 

PROCESS-
ING TIME 

PERSON 
RESPONSIBLE 

1. Filing and 
Submission of 
Request form 

1. Staff-in-charge 
provides the client with 
Service Request form  

None 1 minute 
PHRMO Assigned 
Staff/Personnel 

2. Pay*** the 
corresponding fee 
(upon claiming the 
requested 
documents)  

2. Process payment 
and issue Official 
Receipt (O.R.)  

PhP 
200.00  
 

3 Minutes  
 

Cashier  
Provôl Treasurerôs 
Office  

3. Submission of 
Service Request 
Form to Officer In-

3. Staff-in-charge hand 
over the Service 
Request Form to 
Officer-In-Charge for 

None 1 minute 

Assigned Staff/ 
Personnel 
Admin. Officer II 
Admin. Officer V 
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Charge for Certificate 
of Employment 

the preparation of 
Certificate of 
Employment 

 

4. Officer-in-charge 
prepares the Certificate 
of Employment/Service 
Record/other Personnel 
Records and secures 
the signature of the 
Head of Office/Asst. 
Head of Office 

None 3 Minutes 

Admin. Officer II 
Admin. Officer V 
PHRM Officer 
APHRM Officer 

4. Receive the 
approved/signed 
Certificate of 
Employment/Service 
Record/Other 
Personnel Records 

5. Applicant receives 
the Certificate of 
Employment/Service 
Record/Other 
Personnel Records 

None 1 Minute 
PHRMO Assigned 
Staff/Personnel 

TOTAL 
PhP 
200.00 

Average of 8 Minutes 

 

2. PROCESSING OF WEB-BASED LEAVE APPLICATIONS  
 
The Processing of Web-Based Leave Applications is undertaken by 
the respective offices personnel assigned by accessing and applying 
in the Web-based Leave Management System (LMS).   
 
The Web-based Leave Management System (LMS) was purposely 
implemented to centralize leave tracking, simplify leave approvals, 
and easy maintenance of a complete record of employee leave data.  
It provided every employee with a comprehensive leave management 
system and empowering them to apply for leave seamlessly. 

 

Office/Division: Provincial Human Resource Management Office/ 
Administrative Division 

Classification: Simple 

Type of Transaction: G2C ï Government to Citizens 

Who may avail: Permanent Employees of PGSDS 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

By concerned parties involved:  
   
1. Online Application of Leave Applications by 
respective offices 
 
 

2. Signing of Certification of Leave Credits by 
PHRM Officer 

 
 
Employee to apply for Leave with their 
respective office assigned personnel at the 
Web-based LMS. 
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3. Leave Application signed and recommended for 
approval by PHMR Officer 

3. Approval of Leave Application by the Provincial 
Governor  

PHRMO Receiving, Certifying, and 
Signing online of the received leave 
applications. 
 
Respective Offices assigned personnel 
print and processed the leave applications 
for approval of the Provincial Governor 

CLIENTS STEPS AGENCY ACTION 
FEES TO 
BE PAID 

PROCESS-
ING TIME 

PERSON 
RESPONSIBLE 

1. Filing and 
submission of Leave 
application with 
documentary 
requirements 

1. Respective Offices 
Staff-in-charge apply 
online the applications 
for leave  

None 3 minutes 
Applicant Employee 
and Assigned Staff 

 
 
 

2. PHRM Officer 
received, reviewed, 
certified/signed online 
the leave applications 

None 
 

1 day 
 

PHRM Officer/ 
Assigned Officer  

 

3. Respective Offices 
Staff-in-Charge printed 
the certified/signed 
Leave Applications by 
PHRM Officer 

None 2 minutes 
Assigned Staff/ 
Personnel per Office 

 

4. Respective Officer 
Staff-in-Charge 
processed the printed 
leave applications for 
approval of the 
Provincial Governor 

None 1 hour 

Assigned Staff/ 
Personnel per Office 
Provincial Governor/ 
Provincial 
Administrator 
(designated by the 
Provincial Governor) 

TOTAL None 1 day, 1 hour and 5 minutes 
 

3. APPROVAL OF GSIS LOAN APPLICATION VIA ELECTRONIC 

ONLINE 

GSIS Touch or GSIS Kiosk for loan application provides members for 

easy access.  It provides the convenience and ease by eliminating 

visits to GSIS branches and sub-offices as it provided members with 

all the services that GSIS is providing such as access to records, do 

loans tentative computation, apply for a loan and monitor loan status 

of GSIS members. 

Office/Division: Provincial Human Resource Management Office/ 
Agency Authorized Officer (AAO) 

Classification: Simple 

Type of Transaction: G2C ï Government to Citizens 

Who may avail: Permanent Employees of PGSDS 
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CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Must have applied for Consolidated, Multi-

Purpose, Policy, Emergency, and other Loan 

Services of the GSIS at the GSIS Kiosk or 

GSIS Touch/Online System 

2. Submitted all the required documents for 

endorsement of agency AAO 

GSIS Kiosk or GSIS Touch/Online System 

  

Respective Offices/Departments  

CLIENTS STEPS AGENCY ACTION 
FEES TO 

BE PAID 

PROCESS-

ING TIME 

PERSON 

RESPONSIBLE 

1. Application and 

submission of online 

loan application  

1. Access the GSIS 

Agency Authorized 

Officer Website 

None 10 Minutes 
Agency Authorized 

Officer (AAO) 

2. Submit required 

documents by AAO  

2. Check the submitted 

required documents  

None 

 

5 Minutes 

 

Agency Authorized 

Officer (AAO) 

 
3. Approve loan for 

qualified applicants 
None 5 Minutes 

Agency Authorized 

Officer (AAO) 

TOTAL None Average of 20 Minutes 

 

4. PRINTING AND RELEASING OF DAILY TIME RECORDS (DTRs) 

A Daily Time Record (DTR) of all the permanent, job orders, and 

contract of services personnel of PGSDS is printed centrally at the 

PHRMO.  With the printed DTRs of the PGSDS personnel, salaries will 

be processed and at the same time the document provided with 

important information as to how the employees are performing as 

reflected in the time, he/she has worked for PGSDS. 

Office/Division: Provincial Human Resource Management Office/ 

Administrative Division 

Classification: Simple 

Type of Transaction: G2C ï Government to Citizens 

Who may avail: Permanent, Job Orders, and Contract of Service Personnel of 

PGSDS 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

By concerned parties involved:  
   
1. Accomplished PHRMO Service Request Form  

PHRMO Receiving and Releasing 
Window 
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CLIENTS STEPS AGENCY ACTION 
FEES TO 
BE PAID 

PROCESS-
ING TIME 

PERSON 
RESPONSIBLE 

1. Filing and 
Submission of 
Request form 

1. Staff-in-charge 
provides the client with 
Service Request Form 

None 1 minute 
PHRMO Assigned 
Staff/Personnel 

 

2. Staff-in-charge hand 
over the Service 
Request Form to 
DTR Personnel-In-
Charge for printing 
of the document 

None 1 Minute 
PHRMO Assigned 
Staff/Personnel 

 3. Printing of DTRs None 3 Minutes 
PHRMO Assigned 
Staff/Personnel 

2. Receive requested 
DTRs 

4. Printed DTRs 
released to client  

None 
 

2 Minute 
 

PHRMO Assigned 
Staff/Personnel 

TOTAL None Average of 7 Minutes 
 

5. PREPARATION, PRINTING, AND RELEASING OF JOB ORDERS 

AND CONTRACT OF SERVICES 

The preparation and processing of the Job Orders (JOs) and Contract of 

Services (COS) is lodge with the PHRMO after considering the 

recommendation of respective PGSDS offices and upon approval of the 

Provincial Governor.   

The Contract of Service (COS) of PGSDS are engaged to undertake 

specific work or job requiring special and technical skills not available in 

the agency and are going to accomplish a certain responsibility within a 

specific period. 

The Job Orders (JOs) of PGSDS are hired by the agency to do a piece 

of work or intermittent job of short duration not exceeding six (6) months 

and paid daily. 

Office/Division: Provincial Human Resource Management Office/ 
Administrative Division 

Classification: Simple 

Type of Transaction: G2C ï Government to Citizens 

Who may avail: Permanent, Job Orders, and Contract of Service Personnel of 

PGSDS 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

By concerned parties involved:  
   
1. Accomplished PHRMO Service Request Form  

PHRMO Receiving and Releasing 
Window 
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2. List of Recommended Job Orders and Contract 
of Service 

3. Approval of the Provincial Governor 

CLIENTS STEPS AGENCY ACTION 
FEES 
TO BE 
PAID 

PROCESS-
ING TIME 

PERSON 
RESPONSIBLE 

1. Filing and 
Submission of 
Request form 

1. Staff-in-charge 
provides the client with 
Service Request Form 

None 1 minute 
PHRMO 
Assigned 
Staff/Personnel 

 

2. Staff-in-charge hand 
over the Service Request 
Form to Personnel-In-
Charge in the preparation 
of JOs and COS 

None 1 Minute 
PHRMO 
Assigned 
Staff/Personnel 

2. Submission of List 
of Recommended 
JOs and COS by 
respective offices 
and approval of the 
Provincial Governor 

3. Encoding of submitted 
list of recommended by 
offices and approved by 
the Provincial Governor 
JOs and COs 

None 5 Minutes 
PHRMO 
Assigned 
Staff/Personnel 

 
4. Printing of submitted 
recommended and 
approved JOs and COS  

None 
 

2 Minutes 
 

PHRMO 
Assigned 
Staff/Personnel 

4. Receive the 
printed JOs and 
Cos for 
processing and 
signing of 
authorized 
personnel 

5. Releasing of printed 
JOs and COs 

None 1 Minute 
PHRMO 
Assigned 
Staff/Personnel 

TOTAL None Average of 10 Minutes 
 
 

6.  HIRING/PROMOTION OF PLANTILLA POSITIONS 
 
Vacant positions in the career service, including vacant 
executive/managerial positions in the second level are authorized to be 
filled, together with their corresponding qualification standards and 
plantilla item numbers, shall be published and posted in three (3) 
conspicuous places.  
 
The printed copy shall be posted at the CSC FO Bulletin Board, PHRMO 
Bulletin Board, and PGSDS Lobby Posting Area.  The electronic copy 
shall be posted at the CSC Portal, PHRMO Facebook Page and Job 
Street Web Page. 
 

Office/Division: Provincial Human Resource Management Office/ 
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Recruitment, Selection and Placement (RSP) Division 

Classification: Simple 

Type of Transaction: G2C ï Government to Citizens 

Who may avail: All citizens/individuals who will pass the required qualifications and 

documents 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

By applicants:  
a. Application Letter 
b. Duly Filled Up Personnel Data Sheet (PDS) together 
with the following attachments: 

- Diploma and Transcript of Records (first and 
second level positions) 

- Form 138 or Certification from school for 
positions requiring completion of elementary 
and high school course 

- Eligibility ï for positions requiring license or 
eligibility 

- Training Certificates ï for positions requiring 
training 

- Work Experience Sheet 

- Rated IPCR (required rating period) ï at least 
Satisfactory Rating 

Á Personal File of Applicants 
Á From respective offices 
 

CLIENTS 

STEPS 
AGENCY ACTION 

FEES TO 

BE PAID 

PROCESS-

ING TIME 

PERSON 

RESPONSIBLE 

1. Submit 
required 
application 
documents 

1. Staff-in-charge stamped as 
received the submitted 
application documents 

None 1 minute 
PHRMO Assigned 
Staff/Personnel 

 

2. Staff-in-charge hand over 
the received application 
documents to the officer in-
charge for applicants profiling 

None 1 Minute 

PHRMO Assigned 
Staff/Personnel 
 
Admin. Officer II 

 
3. Conduct Individual Profiling 
of applications received 

None 
2 Minutes 
per 
applicant 

Admin. Officer II 

 
4. Conduct of Pre-Assessment 
by HRMPSB  

None 
 

1 day 
 

HRMPSB Members 

 
5. Inform the applicants of the 
status of his/her application 

None 1 day Admin. Officer II 

 
6. Inform the qualified 
applicants on the schedule 
of interview 

None 
3 minutes 
per 
applicant 

Admin. Officer II 

 
7. Actual interview of 
qualified applicants 

None 1 day HRMPSB Members 
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8. Inform the interviewed 
applicants of the result of 
the interview 

None 1 day Admin. Officer II 

TOTAL None Average of 4 days & 7 Minutes 
 

7.  PROCESSING AND SUBMISSION OF APPOINTMENTS 

The Provincial Government of Surigao del Sur take cognizance of the 

importance of taking appropriate action on all appointments and other 

personnel matters in the Civil Service. 

Office/Division: Provincial Human Resource Management Office/ 
Recruitment, Selection and Placement (RSP) Division 

Classification: Simple 

Type of Transaction: G2C ï Government to Citizens 

Who may avail: All applicants who passed the interview and is/are appointed by the 

Appointing Authority 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

By appointees: 
a. For Original Appointees with required 
eligibility: 

- Personal Data Sheet with extra sheet 

- Authenticated Certificate of Live Birth 

- Authenticated Certificate of Marriage 
(if married) 

- C.A.V. of TOR (original) 

- Authenticated Transcript of Records 

- Authenticated Certificate of Eligibility 

- Authenticated: PRC License; Board 
Rating; Certificate of Registration 

- Medical Certificate (Original): 
Urinalysis, Blood Test, Chest X-Ray, 
Drug Test, Neuro-Psychiatric 
Examination 

- NBI Clearance 

- GSIS Membership Form 
b. For Original Appointees ï non-eligibility 
required. 

- Personal Data Sheet with 
extra sheet 

- Authenticated Certificate of 
Live Birth 

- Authenticated Certificate of 
Marriage (if married) 

- Medical Certificate (Original): 
Urinalysis, Blood Test, Chest 

Á Personal File of Appointees 
Á From Schools/agencies  
Á From respective offices 
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X-Ray, Drug Test, Neuro-
Psychiatric Examination 

- NBI Clearance 
- GSIS Membership Form 

c. Appointees for promotion 

- Personal Data Sheet with extra sheet 

- C.A.V. of TOR (Original) 

- Authenticated Transcript of Records 

- Authenticated Certificate of Eligibility 

- Authenticated: PRC License, Board 
Rating, Certificate of Registration 

- Neuro-Psychiatric Exam 

- IPCR ï original (required rating period) 

- Clearance and Service Record 

CLIENTS STEPS AGENCY ACTION 
FEES TO 

BE PAID 

PROCESS-

ING TIME 

PERSON 

RESPONSIBLE 

 
1. Preparation and printing 
of appointment 

None 
30 minutes per 
appointee 

SAO 

 
2. Signing of Appointment 
by the Appointing Authority 

None 1 day 
Provincial 
Governor 

 
3. Inform the appointees of 
the required documents for 
submission 

None 
5 Minutes per 
appointee 

Admin. Officer IV 

1. Submission of 
the required 
documents 

4. Review/Assess the 
completeness and 
correctness of the 
submitted documents  

None 
 

30 Minutes per 
appointee 

Admin. Officer IV 

 

5. For incomplete submitted 
documents: call the 
appointee for the 
submission of the lacking 
documents and the 
reglementary period of 
submission 

None 
5 Minutes per 
appointee 

Admin. Officer IV 

 
6. Photocopying and 
stamping of 
appointment documents 

None 
20 Minutes per 
Appointee 

Admin. Officer IV 

 

7. Endorsement of 
appointment documents 
to PHRM Officer for 
signature 

None 1 Minute Admin. Officer IV 

 
8. Signing of endorsed 
appointment documents 

None 
1 Minute per 
appointee 

PHRM Officer 

 
9. Sorting and Final 
Checking of all the 
appointment documents 

None 1 hour Admin. Officer IV 

 
10. For appointee with 
deficiencies of the 
documents submitted: 

None 
5 Minutes per 
appointee 

Admin. Officer IV 



 
 
 

 ру 

inform the appointee of 
the deficiency and the 
reglementary period to 
comply 

 

11. Final checking of the 
appointment documents 
due for CSC submission 
by the RSP Division 
Chief 

None 
15 Minutes per 
appointee 

SAO 

 

12. Final checking of the 
appointment documents 
due for CSC submission 
by the Asst. PHRM 
Officer 

None 
15 Minutes per 
appointee 

Asst. PHRM 
Officer 

 

13. Final checking of the 
appointment documents 
due for CSC submission 
by the PHRM Officer 

None 
15 Minutes per 
appointee 

PHRM Officer 
 

TOTAL None 
Average of 1 day, 3 hours & 37 
minutes 

 

8. PROCESSING OF REQUEST OF CERTIFICATION FOR CAPACITY 
DEVELOPMENT INTERVENTIONS  
 
Human resources are undoubtedly the key resources in an organization, 
the easiest and the most difficult to manage. The performance of any 
institution or office depends largely on how its human resources perform 
to deliver their institutional programs and services.   
 
To develop, manage and optimally use the knowledge, skills, creativity, 
aptitude and talent of human resources is the important key towards 
strengthening the institution/agency and further provide/implement 
efficiently and effectively the needed programs and services of the 
constituents/clients of the agency. 
 

Office/Division: Provincial Human Resource Management Office/ 
Learning and Development (L&D) Division 

Classification: Simple 

Type of Transaction: G2C ï Government to Citizens 

Who may avail: All PGSDS Personnel (Permanent, JOs, and COS) 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Á Permission to Travel Order 
Á Travel Order 
Á Call Order/Invitation from Sponsoring Agency 

Á Office/Office Head 
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CLIENTS STEPS AGENCY ACTION 
FEES TO 

BE PAID 

PROCESS-

ING TIME 

PERSON 

RESPONSIBLE 

1. Submission of 
documents from 
requesting Office 

1. Receives request for 
attendance of office 
personnel in Capacity 
Development 
interventions 

None 1 Minute 
PHRMO Assigned 
Staff/Personnel 

 

2. Staff-in-charge hand 
over the Request for 
Training to L&D Division 
Personnel 

None 1 Minute 
PHRMO Assigned 
Staff/Personnel 

 

3. L&D Personnel verify 
the CapDev 
Intervention attended/to 
be attended in the 
Capacity Development 
Plan  

None 4 Minutes 
L&D Division 
Personnel 
Admin. Officer V 

 

4. Recommends to the 
PHRM Officer to certify 
that the L&D 
course/training is 
included in the CapDev 
Plan of PGSDS  

None 
 

2 Minutes 
L&D Division 
Personnel 
Admin. Officer V 

 
5. Signing of Capacity 
Development 
Certification 

None 1 Minute 
PHRM Officer 
Asst. PHRM Officer 
SAO 

2. Received the 
Travel Order 
with Capacity 
Development 
Certification 

6. Released the Travel 
Order with Capacity 
Development 
Certification 

None 1 minute 
PHRMO Assigned 
Staff/Personnel 

TOTAL None Average of 10 minutes 
 

9. REQUEST FOR REVIEW/COACHING ON THE PREPARATION OF 
OPCRs AND IPCRs 

 
The PGSDS takes cognizance on the importance of the performance 
of its workforce as a major contributory factor in the attainment of the 
Strategic Direction of the agency.  Thus, it is important to provide each 
employee with the basic knowledge on how to assess their respective 
performances through the use of the tools of Strategic Performance 
Management System (SPMS) 

 

Office/Division: Provincial Human Resource Management Office/ 
Planning, Audit and Evaluation Division (PAED) 

Classification: Simple 
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Type of Transaction: G2C ï Government to Citizens 

Who may avail: All PGSDS Personnel (Permanent, JOs, and COS) 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Á Letter Request from the Office/Department Head Á Office/Office Head 

CLIENTS STEPS AGENCY ACTION 
FEES TO 

BE PAID 

PROCESS-

ING TIME 

PERSON 

RESPONSIBLE 

1. Submission of 
Letter Request from 
requesting Office 

1. Receives request for 
OPCR & IPCR 
Coaching/Re-
Orientation 

None 1 Minute 
PHRMO Assigned 
Staff/Personnel 

 

2. Staff-in-charge hand 
over the Request for 
OPCR & IPCR 
Coaching/Re- 
Orientation to PHRM 
Officer 

None 1 Minute 
PHRMO Assigned 
Staff/Personnel 

 

3. PHRM Officer call the 
attention of the PAED 
Personnel to discuss on 
the received request    

None 15 Minutes 

PHRM Officer 
PAED Personnel 
SAO 
Admin. Asst. II 

 

4. PAED Personnel 
prepares for the 
technical and logistical 
support for actual 
conduct of the 
requested coaching  

None 
 

1 day 
PAED Personnel 
SAO 
Admin. Asst. II 

2. Requesting Office 
participated in the 
actual conduct of the 
requested coaching 

5. PAED Personnel 
provides the actual 
technical support in the 
conduct of OPCR & 
IPCR preparation 
coaching/SPMS Re-
Orientation 

None 2 days 
PAED Personnel 
SAO 
Admin. Asst. II 

 
6. Preparation of 
Training Report 

None 2 days Admin. Asst. II 

 

7. Review and 
recommends to PHRM 
Officer approval of the 
Training Report 

None 30 minutes SAO 

 
8. Approval of the 
Training Report 

None 5 Minutes PHRM Officer 

TOTAL None Average of 5 days & 52 minutes 
 

10.  PROCESSING OF LOYALTY AWARD INCENTIVES FOR 

RETIRING EMPLOYEES 
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In grateful recognition of the services rendered of the retiring 

employees, PGSDS is providing a Loyalty Award Incentives. A loyalty 

pay is granted to all qualified permanent employees of PGSDS, who 

rendered ten (10) years of continuous and satisfactory service in the 

government. 

Office/Division: Provincial Human Resource Management Office/ 
Planning, Audit and Evaluation Division (PAED) 

Classification: Simple 

Type of Transaction: G2C ï Government to Citizens 

Who may avail: All PGSDS Retiring Permanent Employees (Mandatory and 

Optional) 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Á Application for Retirement (Optional Retirement) 

Á Approval by the Provincial Governor (Optional 

Retirement 

Á Signed Clearance 

Á Service Record 

Á Personal File 

Á PHRMO 

Á PGSO 

Á PTO 

Á PACCO 

CLIENTS STEPS AGENCY ACTION 
FEES TO 

BE PAID 

PROCESS-

ING TIME 

PERSON 

RESPONSIB

LE 

1. Submission of 

Application for 

Retirement (Optional 

Retirement) 

1. Receives application 

for retirement (optional 

retirement) 

None 1 Minute 

PHRMO 

Assigned 

Staff/ 

Personnel 

 

2. Staff-in-charge hand 

over the application for 

retirement to personnel 

in-charge for recording 

purposes 

None 1 Minute 

PHRMO-
PAED 
Assigned 
Staff/ 
Personnel 

 

3. Personnel in-charge 

for recording of 

applications for 

retirement turn-over the 

document to PHRM 

Officer for information 

and action    

None 1 Minute 

PHRMO-

PAED 

Assigned 

Staff/ 

Personnel 

 
4. PHRM Officer advise 

the personnel to submit 

the application to the 

None 1 Minute PHRM Officer 
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Provincial Governor for 

approval  

 

5. PAED Personnel 

inform the Service 

Record in-charge for 

the printing of Service 

Record of Retiring 

Employees 

None 1 Minute 
PAED 

Personnel 

 

6. Printing of Service 

Record and submission 

to PHRM Officer or 

Asst. PHRM Officer for 

approval/signing 

None 3 Minutes 
Admin. 

Officer V 

 

7. Signing of 

Certification for the 

Grant of Cash Loyalty 

Incentive Award 

None 1 Minutes 

PHRM Officer 

APHRM 

Officer 

 

8. Turn-over of signed 

Service Record to 

PAED Personnel for the 

preparation of 

Certification for the 

Grant of Cash Loyalty 

Incentive Award 

None 1 Minute 

PHRMO 

Assigned 

Staff/ 

Personnel 

 

9. Preparation of 

Certification for the 

Grant of Cash 

Loyalty Incentive 

Award and Financial 

documents for the 

processing of the 

Incentive 

None 10 Minutes 

PAED 

Personnel 

SAO 

 

10. Processing of 

Financial documents 

for Cash Loyalty 

Incentive Award of 

retiring employees 

None 5 days 
Admin. Aide 

IV 

2. Retiring 

Employees 

receive/claim the 

Cash Loyalty 

Incentive Award 

11. Provincial 

Treasurerôs Office 

(PTO) released the 

Cash Loyalty Incentive 

Award of retiring 

employees 

None 5 Minutes 

PTO 

Assigned 

Staff/ 

Personnel 
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TOTAL None 
Average of 5 days & 25 
minutes 

 

11. PROCESSING OF SALAMAT-MABUHAY PROGRAM SUPPORT FOR 

RETIRING EMPLOYEES 

 

The ñSalamat-Paalamò Program is a simple but meaningful ceremony 

held in honor of retirees, whether under optional or compulsory 

retirement.  During the ceremony, all retirees will be given a plaque of 

appreciation/recognition signed by the Provincial Governor, and other 

awards and/or token as may be deemed proper by offices concerned.  

Offices/Departments of the Provincial Government of Surigao del Sur 

(PGSDS) shall, likewise, ensure that the retirees are issued their 

retirement benefits during the Ceremony or on the date of their 

retirement. 

 

The ñSalamat-Paalam or Salamat-Mabuhayò Program aimed to 

recognize the dedication and commitment of retiring employees of the 

Provincial Government of Surigao del Sur as mandated by CSC MC No. 

7, series of 1998.  Financial support is provided for the conduct of a 

simple send-off ceremony at the venue of retireeôs choice where 

officemates, friends, family, and relatives are invited and shall witness 

and enjoy the program activities.  
 

Office/Division: Provincial Human Resource Management Office/ 
Administrative Division 

Classification: Simple 

Type of Transaction: G2C ï Government to Citizens 

Who may avail: All PGSDS Retiring Permanent Employees (Mandatory and 

Optional) 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Á Signed Clearance 

Á Service Record 

Á PHRMO 
Á PGSO 
Á PTO 
Á PACCO 

CLIENTS STEPS AGENCY ACTION 
FEES TO 

BE PAID 

PROCESS-

ING TIME 

PERSON 

RESPONSIBLE 

1. Submission of 
request from the 
office of the retiring 
employees together 

1. Receives request for 
the from the office of 
the retiring employees 

None 1 Minute 
PHRMO 
Assigned 
Staff/Personnel 



 
 
 

 сп 

with required 
documents 

together with required 
documents 

 

2. Staff-in-charge hand 
over the request to 
personnel in-charge for 
the Mabuhay-Salamat 
Program 

None 1 Minute 
PHRMO 
Assigned 
Staff/Personnel 

 

3. Personnel in-charge 
for Salamat-Mabuhay 
Program prepares 
financial documents for 
the processing of the 
Financial Support     

None 5 Minutes Admin. Officer II 

 

4. Personnel In-charge 
for Salamat-Mabuhay 
Program inform PAED 
personnel for the 
preparation of Activity 
Design  

None 1 Minute Admin. Officer II 

 

5. PAED Personnel 
prepare, print, and 
submit the activity 
design to Personnel In-
Charge 

None 5 Minutes SAO 

 

6. Personnel in-charge 
for Salamat-Mabuhay 
Program turn-over the 
financial documents to 
assigned staff for 
processing 

None 1 Minute Admin. Officer II 

 

7. Submission of 
Salamat-Mabuhay 
financial documents to 
PBO 

None 5 Minutes Admin. Aide IV 

2. Respective Offices 
ï Liaison 
Officers/Staff to 
follow-up the 
processing of the 
financial documents 

8. Inform respective 
offices personnel/ staff 
in charge to follow up 
the financial documents 
submitted to PBO 

None 1 Minute Admin. Officer II 

TOTAL None Average of 20 minutes 
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PROVINCIAL LEGAL OFFICE 

(PLO) 

CITIZENôS CHARTER 
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I. Mandate 

 

The Provincial Legal Office (PLO) as mandated by the Local Government Code of 1991 

shall take charge of the legal services, provide legal assistance, support the Provincial 

Governor in legal matters arising from the development and implementation of the 

plans, programs, projects, and services of the Provincial Government. 

 

II. Vision 
 
To establish a fast and reliable legal service consistent with the commitment to provide 
legal support to the Provincial Government of Surigao del Sur by ensuring the highest 
standard of professionalism, integrity, and excellence. 
 

III. Mission 

 

The PLO Management and Staff commits to provide outstanding quality of legal 

assistance and services to its clientele in accordance with the existing laws and 

regulations. 

 

IV. Service Pledge 

 

We, the men and women of the Provincial Legal Office, hereunto set our hands, declare 

our commitment to abide by the provisions of the Provincial Legal Office Citizenôs 

Charter and give our finest skills and talents in upholding the principles of commitment 

to public interest, professionalism, justness, integrity, accountability, and transparency 

in the delivery of public service and ensure courtesy, promptness, and sufficiency, as 

well as demonstrate efficiency and wisdom in the conduct and management of public 

affairs. So, we pledge. 

 

Provincial Legal Office 

(PLO) 
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PROVINCIAL LEGAL OFFICE 
(PLO) 

EXTERNAL SERVICES 
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1. REPRESENT THE LGUôS IN ALL CIVIL ACTIONS AND SPECIAL 
PROCEEDINGS WHEREIN THE LGU IS A PARTY 
 
The Provincial Legal Office shall represent the Provincial Government 
of Surigao del Sur in all Civil Actions and Special Proceedings wherein 
PGSDS is a party. 
 

Office/Division: Provincial Legal Office 

Classification: Highly Technical 

Type of Transaction: G2G ï Government to Government and G2C -Government to 

Citizen 

Who may avail: LGUôs and Citizen 

 

CHECKLIST OF REQUIREMENTS 

 

WHERE TO SECURE 

Service Request Form PLO 

CLIENTS STEPS AGENCY ACTION 

FEES 

TO BE 

PAID 

PROCESS-

ING TIME 

PERSON 

RESPONSIBLE 

1. Sign Log Book 

at the office 

entrance. 

 

1. Receives  and reviews 

duly filled out request 

form by requesting 

PLGU Offices 

None 1 minute Assigned 

Staff/Personnel 

2. Approach the 

Secretary 

2. Interview the client 

and get a summary of 

issue 

None 10 minutes Administrative 

Officer V 

3. Approach the 

Provincial Legal 

Officer 

3. Give advise on things 

to do relative to the 

problem brought to 

PLO 

None  30 minutes Provincial Legal 

Officer 

4. Client is advised 

to go back at the 

office after 15 

days for filing 

the case. 

4. Conduct research None 2 to 5 days Provincial Legal 

Officer 

 5. Prepare answer or 

complaint, get 

affidavits of witnesses, 

prepare relevant 

documents as 

evidence, etc. 

None 2 to 15 

days 

Provincial Legal 

Officer 
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5. Client will sign 

the complaint or 

answer 

6. Ask the client to sign 

the answer or 

complaint 

None 10 minutes Administrative 

Officer V 

6. The answer or 

complaint will be 

filed at the court 

7. Appear as counsel in 

court or in any 

forum/attend hearings 

None 5 hours to 

1 day 

Provincial Legal 

Officer 

TOTAL 
None Average: 

20 days 
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PROVINCIAL LEGAL OFFICE 
(PLO) 

INTERNAL SERVICES 
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1. INVESTIGATE OR CAUSE TO BE INVESTIGATED ANY LOCAL 
OFFICIAL OR EMPLOYEE FOR ADMINISTRATIVE NEGLECT OR 
MISCONDUCT IN OFFICE 
 
The Provincial Legal Office through the Provincial Legal Officer shall 
investigate or cause to be investigated any local official or employee 
for administrative neglect or misconduct in office and recommend 
appropriate action to the governor or sanggunian. 
 

Office/Division: Provincial Legal Office 

Classification: Highly Technical 

Type of Transaction: G2G ï Government to Government and G2C -Government to 

Citizen 

Who may avail: LGUôs and Citizen 

 

CHECKLIST OF REQUIREMENTS 

 

WHERE TO SECURE 

Sworn letter-complaint. (3 copies) Requesting Office 

CLIENTS STEPS AGENCY ACTION 

FEES 

TO BE 

PAID 

PROCESS-

ING TIME 

PERSON 

RESPONSIBLE 

1. Sign Logbook at 
the office 
entrance. 
 

1. Give the logbook to the 
client. 

None 1 minute Assigned 
Staff/Personnel 

2. Approach the 
Secretary 

2. Interview the client and 
get a summary of issue 

None 5 minutes Administrative 
Officer V 

3. Approach the 
Provincial 
Legal Officer 

3. Accept the complaint None 1 minute Provincial Legal 
Officer 

 4. Go over the complaint if 
sufficient in form and 
substance 

None  1 day Provincial Legal 
Officer 

 5. Require the respondent 
to submit an answer 
within 72 hours 

None 2 hours Provincial Legal 
Officer 

 6. After receipt of the 
answer, decide if 
respondent will be 
formally charge, 
otherwise complaint will 
be dismissed 

None 5 minutes Provincial Legal 
Officer 

 7. Send the formal charge 
to the respondent and 
require him/her to 
submit an answer. 

None 1 hour Administrative 
Officer V 
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 8. Conduct hearing, 
require parties to 
appear. 

None 1 to 10 
days 

Provincial Legal 
Officer 

 9. Require parties to 
submit their position 
paper within 5 days. 

None 30 minutes Provincial Legal 
Officer 

 10. Decide the case on the 
basis of the position 
paper and affidavits of 
witnesses. 

None 5 to 10 
days 

Provincial Legal 
Officer 

 11. Forward the decision to 
the Governor for his 
approval. 

None 30 minutes Administrative 
Officer V 

TOTAL None Average: 20 days 
 

2. RENDER LEGAL OPINION IN WRITING WHEN REQUESTED BY 
THE GOVERNOR, MAYOR, OR SANGGUNIAN 
 
The Provincial Legal Office through the Provincial Legal Officer shall 
render his legal opinion in writing on any question of law when 
required to do so by the governor. 
 

Office/Division: Provincial Legal Office 

Classification: Highly Technical 

Type of Transaction: G2G ï Government to Government 

Who may avail: LGUôs 

 

CHECKLIST OF REQUIREMENTS 

 

WHERE TO SECURE 

Letter request from the office concerned. (2 

copies) 
Requesting Office 

CLIENTS STEPS AGENCY ACTION 

FEES 

TO BE 

PAID 

PROCESS-

ING TIME 

PERSON 

RESPONSIBLE 

1. Sign Log Book 
at the office 
entrance. 

 

1. Give the log book to the 
client. 

None 1 minute Assigned 
Staff/Personnel 

2. Submission of 
the letter 
request for 
legal opinion. 

2. Officer-in-charge 
receives the letter 
request 

None 1 minute Administrative 
Officer V 

 3. Refer and received by 
the PLO 

None 1 minute Administrative 
Officer V 

Provincial Legal 
Officer 
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 4. Review and Do 
research 

None  3 days Provincial Legal 
Officer 

 5. Render and encode the 
written opinion 

None 2 hours Administrative 
Officer V 

 6. Release and send (thru 
mail) the written opinion 
to the requesting Office 

None 5 minutes Administrative 
Officer V 

Admin. Aide II 

TOTAL None Average: 3days 
 

3. DRAFT AND REVIEW CONTRACTS, AGREEMENTS, AND OTHER 
LEGAL DOCUMENTS 
 
The Provincial Legal Office through the Provincial Legal Officer shall 
provide legal assistance in the drafting and reviewing of contracts, 
agreements, and other related legal documents of the Provincial 
Government of Surigao del Sur. 
 

Office/Division: Provincial Legal Office 

Classification: Highly Technical 

Type of Transaction: G2G ï Government to Government 

Who may avail: LGUôs 

 

CHECKLIST OF REQUIREMENTS 

 

WHERE TO SECURE 

Indorsement Requesting Office 

The Legal Document to be reviewed.  

(1 copy to be attached in letter request) 
Requesting Office 

CLIENTS STEPS AGENCY ACTION 

FEES 

TO BE 

PAID 

PROCESS-

ING TIME 

PERSON 

RESPONSIBLE 

1. Sign Logbook 
at the office 
entrance. 

 

1. Give the logbook to the 
client. 

None 1 minute Assigned 
Staff/Personnel 

2. Submission of 
the 
indorsement or 
Sangguniang 
Resolution 
together with 
the legal 
document to be 
reviewed. 

2. Officer-in-charge 
receives the letter 
request 

None 1 minute Administrative 
Officer V 

 3. Refer and received by 
the PLO 

None 1 minute Administrative 
Officer V 
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Provincial Legal 
Officer 

 4. Review the document 
and do research 

None  2 days Provincial Legal 
Officer 

 5. Release and send (thru 
mail) the written opinion 
to the requesting Office 

None 5 minutes Administrative 
Officer V 

Admin. Aide II 

TOTAL None Average: 2 days 
 

4. PROVIDE LEGAL ADVISE 
 
The Provincial Legal Office through the Provincial Legal Officer shall 
provide legal advise to clients when legal concerns/problems are 
submitted to the office for legal assistance. 
 

Office/Division: Provincial Legal Office 

Classification: Highly Technical 

Type of Transaction: G2G ï Government to Government and G2C ï Government to 

Citizen 

Who may avail: LGUôs and Citizens 

 

CHECKLIST OF REQUIREMENTS 

 

WHERE TO SECURE 

Legal problem Requesting Clients 

CLIENTS STEPS AGENCY ACTION 

FEES 

TO BE 

PAID 

PROCESS-

ING TIME 

PERSON 

RESPONSIBLE 

1. Sign Logbook 
at the office 
entrance. 

 

1. Give the logbook to 
the client. 

None 1 minute Assigned 
Staff/Personnel 

2. Approach the 
secretary. 

2. Interview the client 
and refer him/her to 
the Provincial Legal 
Officer 

None 10 minutes Administrative 
Officer V 

3. Approach the 
Provincial 
Legal Officer 

3. Entertains the client 
and give legal 
advise. 

None 10 ï 30 
minutes 

Provincial Legal 
Officer 

TOTAL None Average: Minutes 
 
 

5. NOTARIZED CONTRACTS WHEREIN THE PROVINCIAL 
GOVERNMENT OR ANY OF ITS OFFICER IS A PARTY 
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The Provincial Legal Office through the Provincial Legal Officer shall 
render notarial services to the Provincial Government or any of its officers 
when they are party to any contract. 
 
 
 
 

Office/Division: Provincial Legal Office 

Classification: Highly Technical 

Type of Transaction: G2G ï Government to Government  

Who may avail: LGUôs 

 
CHECKLIST OF REQUIREMENTS 
 

WHERE TO SECURE 

Personal Appearance  

Legal Document to be notarized Requesting Citizen 

Valid ID BIR, Post Office, DFA, PSA, SSS, GSIS, Pag-ibig 

CLIENTS STEPS AGENCY ACTION 
FEES 
TO BE 
PAID 

PROCESS-
ING TIME 

PERSON 
RESPONSIBLE 

1. Sign Logbook at 
the office 
entrance. 

 

1. Give the logbook to 
the client. 

None 1 minute Assigned 
Staff/Personnel 

2. Present the 
document to be 
notarized and 
the valid ID 

2. Receive the document 
to be notarized. 

None 1 minute Administrative 
Officer V 

 3. Refer, receive and 
review the 
completeness of the 
document by the PLO 

None 3 minutes Administrative 
Officer V 
Provincial Legal 
Officer 

 4. Return the document 
to the officer-in-charge 
for notarization. 

None 2 minutes Provincial Legal 
Officer 

 5. The officer-in-charge 
will return the 
document to the PLO 
for signature. 

None 1 minute Administrative 
Officer V 
Provincial Legal 
Officer 

3. The client 
receives the 
notarized 
document 

6. Release the notarized 
document and receive 
payment 

None 1 minute Administrative 
Officer V 

TOTAL None Average: 8 minutes 
 

 



 
 
 

 тт 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 
 

 ту 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

PROVINCIAL PLANNING & DEVELOPMENT OFFICE 

(PPDO) 

CITIZENôS CHARTER 
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I. Mandate 
 

The Provincial Planning and Development Office (PPDO) is responsible for: 
 
Á Formulation of plans and programs as guiding tools in the development efforts of 
the province. 

Á Carry out initiatives in sourcing out funding from national/international program 
partners. 

Á Prepares/Updates Socio-Economic Profile of the Province in support to various 
planning and project development activities. 

Á Prepares annual report of the province. 
Á Prepares proposals/feasibility study/PCIP/project brief for project development. 
Á Conduct monitoring & evaluation of project under consideration; (on-
going/completed) 

Á Serves as Secretariat to the Provincial Development Council. 
Á Performs coordinative functions on special projects and developmental program 
province wide. 

 
II. Vision 

 
A premiere planning arm of the Province of Surigao del Sur, manned with competent 
technical staff, equipped with crisp data and latest trends of technology, who are 
harmoniously working together in the preparation of various plans, designed for the 
inclusive economic growth of the Province of Surigao del Sur. 
 

III. Mission 
 
PPDO shall provide updated Socio-Economic Profile of the Province and Provincial 
Development Physical Framework Plan (PDPFP), review other related plans, conduct 
continuing research studies pertaining to the economic condition of the province and 
served as Secretariat of the Provincial Development Council (PDC). 
 

IV. Service Pledge 
 
We commit to: 

Á Intensify poverty alleviation initiatives. 

Á Source out funds from other international institutional partners. 

Á Take lead in the institutionalization of disaster risk reduction and climate change 

adaptive capability measures. 

Á Support peace advocacies and work out for zero criminality and drug free 

communities in the province, in its pursuit to attain peaceable communities. 

Á Strengthen Comprehensive Developmental Program Initiative Province wide. 

Provincial Planning and Development Office 

(PPDO) 
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 PROVINCIAL PLANNING AND DEVELOPMENT OFFICE 
(PPDO) 

EXTERNAL SERVICES 
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1. PROVIDING TECHNICAL SERVICES ON 
SEMINARS/WORKSHOPS 
 
Provision of Technical Services as Resource Persons/Speakers & 
Facilitators for related Trainings/Seminars/Workshops and Various 
Planning Fora  
 

Office/Division: Provincial Planning & Development Office 

Classification: Simple 

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

 
Who may avail: 
 

Municipal Barangay Local Government Units (MBLGUs), National 
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  
 

CLIENTS STEPS AGENCY ACTION 
FEES 
TO BE 
PAID 

PROCESS-
ING TIME 

PERSON 
RESPONSIBLE 

1. Submit Official 
Letter Request to 
Information Desk 
Staff/PACD 
 

1. Information Desk 
Staff/PACD to record the 
request and refer the 
Clientele to Concern 
Division/Staff In-Charge 

None 2 minutes Adm. Aide III 

2. Bring the 
Letter/Activity Request 
& Training Design to 
PPDC or to her 
Authorized Staff 
 

2. PPDC to 
Interview/Discuss with the 
Clientele & set 
agreements/ approval of 
the request 

None  
 

5 minutes PPDC 

 
 

Responsible Staff will 
prepare the presentation 
materials for the topics 
assigned 

None  
 

2 days 

Staff 
Designated with 

the roles & 
responsibilities 

by PPDC 

 

Actual Conduct of Activity: 
Staff to deliver/provide 
technical expertise as 
requested by the Clientele 

None  
 

 

Staff 
Designated with 

the roles & 
responsibilities 

by PPDC 

TOTAL: None 2 days & 7 Minutes 
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2. PROVIDING PROVINCIAL DATA, STATISTICS & MAPS  
 
Provides the clients of Provincial Data and other related Statistics 
& Maps as a tool in the formulations of provincial plans and 
programs.  

 
Office/Division: 
 

Provincial Planning & Development Office/ Research Evaluation and 
Statistics Division 

Classification: Simple 

Type of 
Transaction: 

G2C ï Government to Citizen 
G2G ï 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  

CLIENTS STEPS AGENCY ACTION 
FEES 
TO BE 
PAID 

PROCESS-
ING TIME 

PERSON 
RESPONSIBLE 

1. Submit Official 
Letter Request to 
Information Desk 
Staff/PACD 

1. Information Desk 
Staff/PACD to record the 
request and refer the Clientele 
to Concern Division/Staff In-
Charge 

None 2 minutes Adm. Aide III 

2. Bring the Letter 
Request to 
concerned Division 
/ Staff In-Charge  

2. Conduct 
Interview/Discussion with the 
Clientele 

None  
 

5 minutes 
PEO-III 
Asst. 

Statistician 

 
3. Evaluate the availability of 

Information/Data Needed 
None 2 minutes 

PEO-III 
Asst. 

Statistician 

 
4. Let the Clientele sign the 

Request Form 
None 1 minute 

PEO-III 
Asst. 

Statistician 

 
5. Approval of the Request 

Form 
None 1 minute 

PEO-III 
Asst. 

Statistician 

 
6. Release of the Requested 

Documents/Information/Data 
None 1 minute 

PEO-III 
Asst. 

Statistician 

TOTAL None 12 minutes  
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3. PROVIDING TECHNICAL SERVICES IN THE FORMULATIONS OF 

PROVINCIAL DEVELOPMENTS PLANS 

Provides Technical Services for the formulation of Comprehensive 

Development Plans & Policies & needed Maps & Schematic Diagrams 

& other related Development Plans  

Office/Division: Provincial Planning & Development Office/Plans and Programs Division 

Classification: Simple 

Type of 
Transaction: 

G2C ï Government to Citizen 
G2G ï Government to Government 

Who may avail: 
 

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

 
CHECKLIST OF REQUIREMENTS 

 
WHERE TO SECURE 

By concerned parties involved:  
   
1. Letter Request & Baseline Data/Information  

 
Concerned Parties  

CLIENTS 
STEPS 

AGENCY ACTION 
FEES TO 
BE PAID 

PROCES
S-ING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit Official 
Letter Request 
to Information 
Desk 
Staff/PACD 
 

1. Information Desk Staff/PACD 
to record the request and 
refer the Clientele to Concern 
Division/Staff In-Charge 

None 2 minutes Adm. Aide III 

2. Bring the 
Letter Request & 
Baseline 
Data/Information 
to the PPDC  

2. Conduct Interview/Discussion 
with the Clientele 

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

4. Concern Division/Staff In-
Charge conduct further 
discussions with the Clientele 

5. Set Agreements with the 
Clientele on the time-
frame/schedule of the 
technical services to be 
provided 

None  
 

5 minutes 

PPDC 
PO III 

Planning Asst.  
Draftsman 

3. Bring a 
document on the 
Agreed schedule 
of Activities 

6. Inform the PPDC on the 
Agreement set with the Clientele 

None  2 minutes 
Division Chief / 

Asst. PPDC 

TOTAL: None 9 Minutes 

 

 



 
 
 

 уп 

4. SECURING CERTIFICATE OF APPEARANCE, CERTIFICATE OF 

REVIEW OF COMPREHENSIVE LAND USE PLAN (CLUP), PDC-

EXECOM RESOLUTIONS 

Certificate of Appearance is issued to those who request and need the 

document for reference purposes.  Certificate of review is issued to 

MLGUs CLUPs. Furnish PDC-EXECOM Resolution to TSP and other 

concern PGSDS offices.  

Office/Division: Provincial Planning & Development Office/ 
Development Management Operations Division 

Classification: Simple 

Type of 
Transaction: 

G2C ï Government to Citizen 
G2G ï 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:  
   
 1. Signed request Form 
 

Concerned Parties  
 

CLIENTS 
STEPS 

AGENCY ACTION 
FEES 
TO BE 
PAID 

PROCESS-
ING TIME 

PERSON 
RESPONSIBLE 

1. Filling in 
visitors Logbook 
stating the 
name of office 
and document 
requested   

1. Staff-in-charge 
review the filled 
request of the client 
for appropriate 
action 

None 3 minutes Adm. Aide III 

 

Forward the 
request to concern 
division for 
approval and 
release of 
document 
requested 

None  
 

5 minutes Adm. Aide III 

 
 

Client will receive 
the related 
documents to 
acknowledge the 
receipt of the same 

None  
 

2 minutes 
 

Adm. Aide III 

TOTAL: N/A 10 Minutes  
 

5. PROVIDING TECHNICAL SERVICES ON RELATED 
PROVINCIAL DEVELOPMENT PROGRAMS & PROJECT 



 
 
 

 ур 

Provides Technical Services for the Development of Project 
Proposals, Feasibility Analysis, Activity Design Plans and Social 
Preparation Activities for the Implementation of Development 
Programs/Projects. 
 

Office/Division: Provincial Planning & Development Office/ 
Project Development Division 

Classification: Simple 

Type of 
Transaction: 

G2C ï Government to Citizen 
G2G ï Government to Government 

Who may avail: Municipal Local Government Units (MLGUs), National Line Agencies, Civil 
Society Organizations of the Province  

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

By concerned parties involved:  
   
 1. Letter Request & Project Baseline Information 
 

 
Concerned Parties  
  
  

CLIENTS STEPS AGENCY ACTION 
FEES 
TO BE 
PAID 

PROCESS-
ING TIME 

PERSON 
RES-

PONSIBLE 

1. Submit Official 
Letter Request to 
Information Desk 
Staff/PACD 

1. Information Desk Staff/PACD to 
record the request and refer the 
Clientele to Concern 
Division/Staff In-Charge 

None 2 minutes 
Adm. Aide 

III 

2. Bring the Letter 
Request & Project 
Baseline Information 
to PPDC 

2. PPDC conduct 
Interview/Discussion with the 
Clientele  

3. PPDC re-direct clientele to 
concern Division Staff In-Charge 

None  5 minutes  PO IV  

 

4. Concern Division/Staff In-
Charge conduct discussion with 
the clientele 

5. Set agreements with the 
Clientele on the time-
frame/Schedule of Activities for 
the Preparation of Documents 
required for the provision of 
Technical Services  

None 5 minutes 

PDO IV 
PDO III 
PDO II 
PDO I 

 

3. Bring the 
document on the 
Agreements 
/Schedule of 
Activities Set 

6. Inform the PPDC of the 
Agreements set with the 
Clientele 

None 2 minutes 

PDO IV 
PDO III 
PDO II 
PDO I 

TOTAL: Average of 14 Minutes 
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7. ANNUAL INVESTMENT PROGRAM (AIPs) AND GENDER & 

DEVELOPMENT PLANS (GAD)  

Review & Endorsement of Municipal Local Government Units 

(MLGUs) Annual Investment Program (AIPs) and Gender and 

Development (GAD) Plans  

Office/Division: Provincial Planning & Development Office 

Classification: Highly Technical 

Type of 
Transaction: 

G2C ï Government to Citizen 
G2G ï Government to Government 

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

 
CHECKLIST OF REQUIREMENTS 

 

WHERE TO 
SECURE 

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

Concerned Parties  
 

CLIENTS STEPS AGENCY ACTION 
FEES 
TO BE 
PAID 

PROCESS-
ING TIME 

PERSON 
RESPONSIBLE 

1. Client 
Endorsement 
Letter or Cover 
Letter 

1. Information Desk 
Staff/PACD receives 
Endorsement Letter or 
Cover Letter and 
record the same 

None 2 minutes 
Adm. Aide III 

 

 
 

2. Information Desk 
Staff/PACD submit the 
Endorsement Letter or 
Cover Letter to the 
PPDC 

None 2 minutes Adm. Aide III 

 
 

3. PPDC re-direct the 
Endorsement Letter or 
Cover Letter to the 
Staff responsible for 
the review of the AIP / 
GAD Plans of the 
MLGUs 

None 2 minutes 
PPDC 

 

 

4. Conduct Technical 
Review on the 
C/MLGUs documents 
submitted 

None 

AIP 30 
working 

days 
(SAIP 10 
working 
days)  

PPDC, Asst. 
PPDC, PDO IV, 

PO II 
PEO III, Stat. I 

 

5. Prepare 2nd 
Endorsement Letter to 
the TSP for PPDC 
Signature 

None 5 minutes 

PPDC, Asst. 
PPDC, PDO IV, 
PO II, PEO III, 

Stat. I 
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6. Responsible Staff 
submit to the PPDC the 
results of the Review 
and his/her 
recommendations 

None 5 minutes 
PDO I 

(GAD Plan) 
PDO II 

 

7. Information Desk 
staff/PACD submit the 
PPDO 2nd Endorsement 
Letter to TSP 

None 20 minutes Adm. Aide III 

TOTAL: None 30 days and 36 minutes 
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PROVINCIAL TREASURERôS OFFICE 

(PTO) 

CITIZENôS CHARTER 
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I. Mandate 
 

The Provincial Treasurerôs Office serves as the collecting arm of the Provincial Government 

with the highest emphasis on the Revenue Generation and Resource Mobilization through 

effective collection and enforcement of the Provincial Tax Ordinance and applicable provisions 

embodied in Republic Act (RA) 7160. It exercises technical supervision over the seventeen 

(17) municipalities and such other functions as provided by law or by higher authority and 

develop their potentials for accelerating national development.  

 

II. Vision 
 
We envision making the PROVINCE OF SURIGAO DEL SUR a financially stable Local 
Government Unit, thru the exercise of prudent fund management and proper disbursement of 
funds. 

 
III. Mission 

 
The Provincial Treasurerôs Office collects and accumulate financial resources in order to 

sustain the Programs initiated by the Provincial Officials and to manage the same efficiently 

and effectively in the disbursement of funds and to promote prudent financial practices within 

the Province of Surigao del Sur. 

 

IV. Service Pledge 
 
We commit to: 

 

1. Advise the Governor, the Sanggunian and other local government and national officials 

concerned regarding disposition of local government funds and on such other matters 

relative to public finance. 

2. Take custody and exercise proper management of the funds of the local government unit 

concerned. 

3. Take 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. 

4. Inspect private, commercial and industrial establishments within the jurisdiction of the local 

government unit concerned in relation to the implementation of tax ordinances, pursuant 

to the provisions. 

5. Maintain and update the tax information system of the local government unit. 

6. Exercise technical supervision over all municipal treasury offices. 

7. Exercise such other powers and perform such other duties and functions as may be 

prescribed by law or ordinance. 

 

Provincial Treasurerôs Office 

(PTO) 
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PROVINCIAL TREASURERôS OFFICE 

(PTO) 

EXTERNAL SERVICES 
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1.  CASH/CHECK/ATM PAYMENTS (DISBURSEMENTS) 

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: Provincial Treasurerôs Office/Cash Disbursement Division 

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 Accountantôs Office 

  

  

CLIENTS 
STEPS 

AGENCY ACTION FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

     

1. Present the 
Disbursement 
Vouchers/ 
Payrolls. 

1. Receive & record in the 
logbook the incoming 
Disbursement 
Vouchers/Payrolls. 

None 5 minutes per 
DV/Payroll 

LTOA 
 

 2. Control the DV/Payrolls in 
the system. 

None 10 minutes LTOO III 
Admin. Asst. VI 

 3. Check & forward the 
DV/Payrolls to the Provincial 
Treasurer 
for approval as to cash 
availability. 

None 5 minutes per 
DV/payrolls 

LTOO IV 
 

 4. Encode DV/payrolls to be 
forwarded to cash 
Disbursement Division duly 
approved by the Provincial 
Governor/Provincial 
Administrator. 
 
5. Sort payrolls for cash, 
check and ATM payments. 

None 
 
 
 
 
 
 
 
 

None 

5 minutes per 
DV/payrolls 

 
 
 
 
 
 
 

10 minutes 

Admin. Officer 
III 
 

1.A - For any 
*Check 
Preparation 

1. Prepare and issue checks 
of disbursing officers for 
cash advances, employees, 

None 2 minutes/ 
payee 

LTOO I 
 

Admin. Asst. II 
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/Payment suppliers, contractors, and 
other payees. 

 

 2. Printing of checks issued 
of all funds and record the 
checks in the check register. 
 

None 2 minutes/ 
check 

Admin. Asst. VI 
 

 3. Review the checks issued 
with the DVs. 

None 2 minutes/ 
check 

SAO 
 

 4. Encode issued checks in 
the LBP Online System for 
Accountantôs Advice. 

None 2 minutes/ 
check 

Admin. Officer 
III 
 

 5. Organize the checks with 
its complete attachments 
and forwarded to eSRE 
focal person for encoding in 
the system. 

None 5 minutes Admin. Asst. II 
 

 6. Encode the checks 
issued to eSRE system by 
classification under General 
Fund, SEF & Trust Fund. 

None 3 minutes/ 
check 

LTOO IV 
LTOO III 

Admin. Asst. VI 
Admin. Asst. II 

LTOA 

 7. Signing of checks. None 5 minutes Provincial 
Treasurer 

 8. Signing/approval of 
checks. 

None 20 minutes 
 

Provincial 
Governor  

or 
Provincial 

Administrator 

 9. Sort the signed checks 
with Advice for releases to 
various payees. 

None 5 minutes LTOO I 
Admin. Asst. II 

2. Present valid 
ID, official receipt 
for payment to 
the suppliers & 
contractors or 
LGUs & other 
Govôt Agencies. 

10. Release the Checks to 
various payees. 

None 5 
minutes/payee 

Window 4 & 5 
LTOO I 

 
Admin. Asst. II 

 
For SPECIAL 
LANE (Senior 
Citizen/PWD/ 

Pregnant 
Women) 

 TOTAL None 88 Minutes  

1.B - For ATM 
Payment of 
various payrolls 

1. Sort the payrolls of 
permanent/job 
orders/contract of service 
staff by funds. 

None 2 minutes/ 
payroll 

Admin. Off. III 
Admin. Off. III 

SAO 

 2. Check and approve 
general payrolls and job 
orders encoded in the 
payroll system by the 

None 3 minutes/ 
payroll 
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Provincial Accountantôs 
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 
Provincial Treasurerôs & 
Provincial Governorôs 
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. II 
 

 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 
III 

Admin. Officer V 
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4. Present valid 
ID for cash 
payment and sign 
on the payroll. 

8. Release cash to various 
payees as payment for 
wages, honorarium, 
overtime and other services. 

None 10 
minutes/payee 

Window 6 & 7 
 

Admin. Officer V 
Admin. Officer 

III 
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: Provincial Treasurerôs Office/Cash Receipts Division 

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 
(photo copy) 

Issued by Land Transportation Office (LTO) 

CLIENTS STEPS AGENCY ACTION FEES TO BE 
PAID 

PROCESS-
ING TIME 

PERSON 
RESPONSIBLE 

1. Fill up 
Application for 
Governorôs 
Permit. 

1. Receive the duly 
filled-out form. 

None 5 minutes Window 3 
Ticket Checker 

 

 2. If in order issue 
official receipt. 

¶ 500.00/per 
unit 

¶ 500.00 
Governorôs 
permit 

¶ 300.00 
Sticker Fee 

¶ 300.00 
Service Fee 
TOTAL - 

1,600.00 
 

Note: The 
Governorôs Permit 
shall be paid on or 

5 minutes Window 3 
RCC II 

 
RCC II 

 
RCC II 
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before the 20th day 
of January of each 
year, if itôs due for 
renewal. 

2. Claim the 
official receipt. 

3. Release the 
official receipt & the 
sticker to client. 

None 1 minute Window 3 
Ticket Checker 

RCC II 
RCC II 
RCC II 

 TOTAL 1,600.00 11 Minutes 
 

3. COLLECTION OF PAYMENTS/REMITTANCES 

This is for the implementation of Tax Ordinance No. 95-16. Chapter III, 
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: Provincial Treasurerôs Office/Field Supervision 
Division/Cash Receipts Division 

Classification: Simple 

Type of Transaction: G2G - Government to Government 

Who may avail: LGUs and other Government Agencies and Collection Officers 
from the Hospitals operated by the province. 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Liquidation Statement of RPT collections 
Report  

Local Government Units (LGUs) 

2. Order of Payment Bid & Awards Committee (BAC) Tender 
Documents 

3. Report of Collections & Deposits  Hospitals 

  

CLIENTS STEPS AGENCY ACTION FEES TO BE 
PAID 

PROCESSIN
G TIME 

PERSON 
RESPONSIBL

E 

A. FOR RPT 
1. Present the 
document. 
   

1. Receive the 
documents and review 
the proper computation 
on the Liquidation 
Report of RPT 
Provincial share. 

As indicated in 
the Liquidation 
report or RCD. 

2 minutes Field & 
Supervision 

Div. 
 

LTOO I 
 

2. Pay to the 
Cashier the 
corresponding 
amount indicated 
in the Liquidation 
Report. 

 2. Verify validity of the 
check. 

 
Note: Accountantôs 
Check Advice is 
required, otherwise, it 
will be returned to the 
bearer. 

As indicated in 
the Liquidation 
report or RCD. 

5 minutes Window 1 or 2 
 

LTOO II 
 

LTOA 
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  3.  Issue the official 
receipt indicating the 
name of payor, amount 
paid and nature of 
payment. 

None 3 minutes Window 1 or 2 
 

LTOO II 
 

LTOA 

3. Claim the 
issued official 
receipt. 

4. Affix the signature of 
the cashier in the 
remittance voucher and 
release the official 
receipt. 

None 2 minutes  

B. TURN-OVER 
OF 
COLLECTIONS 
FROM 
HOSPITALS 

    

1. Submit the 
Report of 
Collection and 
Deposit. 

1. Receive the 
cash/check collections 
with the RCD attached. 
 
2. Check as to 
correctness of the 
amount and the 
issuance of every 
official receipts. 
 
3. Check the RCD in 
the system. 

None 2 minutes 
 
 
 
 

3 minutes 
 
 
 

    5 minutes 
   

Window 3 
 

LRCO IV 
 

LRCO III 
 

2. Turn-over the 
cash/check 
collections to the 
person 
responsible. 

4. Receive the 
cash/check collections 
and affix the signature 
of the Liquidating 
Officer in the RCD. 

None 2 minutes LRCO IV 
 

LRCO III 
 

Alternate:  
LRCO II 

3. Claim the RCD 
copy and the stub 
of the triplicate 
copy of the 
official receipt. 

5. Release the RCD 
copy to the collector 
and retain copies for 
COA, Accounting & 
office file. 

None   

C. FOR BID 
DOCUMENTS: 

    

1. Present the 
Order of 
Payment. 

1. Receive and issue 
official receipt. 

As indicated in 
the bid 
documents. 

2 minutes Window 1 or 2 
 

LTOO II 
 

LTOA 

2. Claim the 
issued official 
receipt. 

2. Release the official 
receipt. 

None   

TOTAL 26 Minutes 
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4. COLLECTION OF PROFESSIONAL TAX 

For the implementation of the Tax Ordinance No. 95-16, Chapter II, 
Provincial Taxes, Article I, Professional Tax, Section 2I.01. 

Office or Division: Provincial Treasurerôs Office/Cash Receipts Division 

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 
STEPS 

AGENCY ACTION FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Present the 
PRC License/ID 
to the cashier. 

1. Accepts/check the 
validity of the license. 
 
2. Issue official 
receipt for PTR. 

300.00 5 minutes Window 1 or 2 
 

LTOO II 
 

LTOA 
 

Alternate:  
LTOO I 

2. Claim the 
official receipt. 

3. Release the official 
receipt to client. 

None   

TOTAL 5 MINUTES  

 
 

5. COLLECTION OF REAL PROPERTY TAX 
 

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

Office or Division: Provincial Treasurerôs Office/Field Supervision Division 

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 following Documents 
(Latest): 

 

1. Tax Declaration (1 Photocopy) Provincial Assessorôs Office (PAssO) 

2. Certificate of Title (1 Photocopy) Ownerôs File Copy 

3. Previous Tax Clearance/Tax bills (1 
Photocopy) 

Ownerôs File Copy/RPT Tax bill issued by Provincial 
and Municipal Treasurerôs Office 



 
 
 

 фу 

 

4. Previous RPT Official Receipt (1 
Photocopy) 

Ownerôs File Copy 

CLIENTS 
STEPS 

AGENCY ACTION FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Presentation 
of Documents 
to the Office of 
the Provincial 
Treasurer-Field 
Supervision 
Division. 

1. Check and review 
if the details in the 
documents are 
correct. 
 
2. Verification of Tax 
Payments in the 
system if updated. 
 
3. Computation of 
Real Property Tax 
Bill. 
 
4. Issue the bill to 
taxpayer for 
payment. 
 
 
 
 
 
 
 
 
 
 
 
 
 

At the rate not 
exceeding one 

(1%) of the 
assessed value 

both Basic & 
SEF. 

 
Current Year 
maybe paid in 

four (4) 
quarterly 

installment 
basis for prompt 

payment ten 
(10%) percent 

discount, 
advance 

payment fifteen 
(15%) discount. 

 
 

For Delinquent 
Property/ shall 

subject the 
taxpayer of 

interest at a rate 
of two (2%) 
percent per 

month, 
however, in no 

case shall 
exceed thirty-six 

(36) months. 
 
 

15 minutes 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

For Municipalities 
of: 
Carmen, 
Carrascal & 
Cortes 

Administrative 
Assistant II       

 
For Municipalities 
of: 
Hinatuan 
Barobo, Bayabas 
& Cagwait  

LTOO III    
 
For Municipalities 
of: 
Lianga, Madrid & 
Tagbina 

Administrative 
Assistant III   

 
For Municipalities 
of: 
Marihatag, San 
Agustin, San 
Miguel & Tago 

Senior 
Administrative 

Assistant II 
 
For Municipalities 
of: 
Lingig, Cantilan & 
Lanuza 

Administrative 
Assistant III 

 5. Issue official 
receipt. 

Amount 
indicated in the 
RPT Bill. 

5 minutes LTOO I 
 

2. Claim the 
issued official 
receipt. 

6. Release the 
official receipt. 

None   

TOTAL   20 MINUTES 
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6. COLLECTION ON SAND, GRAVEL & OTHER QUARRY 
RESOURCES  

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

Office or Division: Provincial Treasurerôs Office/Cash Receipts Division 

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 the approved Governorôs 
Permit 

Client/Taxpayer 

2.  Order of Payment Provincial Environment & Natural Resources Office 
(PENRO) 

CLIENTS 
STEPS 

AGENCY ACTION FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Present the 
complete 
documents. 

1.Check/review/verifies 
the documents 
presented. 

75.00/cubic 
meter 

5 minutes Window 3 
 

LRCO IV 

 2. Issue the official 
receipt. 

As indicated 
in the 
computation 
based on 
rate above 
and actual 
cubic meter. 

3 minutes Window 1 or 2 
 

LTOO II 
 

LTOA 

2. Claim the 
issued official 
receipt. 

3. Release the official 
receipt. 

None   

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 II, 
Provincial Taxes, Article E, Section 2E.01. 

Office or Division: Provincial Treasurerôs Office/Cash Receipts Division 

Classification: Simple 

Type of Transaction: G2C - Government to Citizen 

 G2G - Government to Government 

Who may avail: LGUôs, GOCC, NGA & General Public, Individual, Partnership & 
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 
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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: Provincial Treasurerôs Office/Cash Receipts Division 

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 

3. Tax Clearance Client/Taxpayer 

4. Order of Payment Provincial Assessorôs Office (PAssO) 

CLIENTS 
STEPS 

AGENCY ACTION FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Present the 
complete 
documents. 

1. Verifies the 
documents. 
 
 
 
 
 
 
 
Note: If documents 
presented are not 
complete, client is 
advised to provide 
the necessary 
lacking documents. 

Based on the 
computation of 

½ of 1% of 
selling price or 
current market 

value whichever 
is higher. 

Note: A penalty 
of 2% per 
month is 
imposed to pay 
the tax within 
sixty (60) days 
from the date of 
execution of the 
deed or from 
date of property 
ownerôs death. 

8 minutes Window 3 
 

LRCO IV 
 
 

 2. Compute & issue 
official receipt. 
 

As indicated 
bas 

ed on the 
approved 

computation 
above. 

2 minutes Window 1 or 2 
 

LTOO II 
 

LTOA 

2. Claim the 
issued official 
receipt. 

3. Release the official 
Receipt to the client. 

None   

             TOTAL 10 MINUTES  
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2. Fill-up Request Form Originating office where service is requested 

3. Order of Payment Originating office where service is requested 

4. ID Information (for replacement)  Information Technology Unit (ITU) 

CLIENTS 
STEPS 

AGENCY ACTION FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBL

E 

1. Present the 
documents to 
be certified or 
the filled-out 
form/ID 
information as 
the case maybe. 

1. Receive the 
documents and 
check/review if 
documents are in 
order. 
 
2. Issue official 
receipt. 

Certification 
300.00 

 
Certified 

Machine copy-
300.00 

 
Provincial 
Assessorôs 

Office (PassO) 
imposition 
varies from 
200.00 to 
2,000.00. 

5 minutes Window 1 or 2 
 

LTOO II 
 

LTOA 
 

2. Claim the 
issued official 
receipt. 

3. Release the 
official receipt to 
client and advise 
to return to the 
originating office to 
receive the 
document 
requested. 

None   

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: Provincial Treasurerôs Office/Cash Receipts Division 

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 Equipment Request 
Rental Order (ERRO) 

Provincial Engineerôs Office (PEO) 

CLIENTS 
STEPS 

AGENCY ACTION FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIB

LE 
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1. Present 
the 
document. 

1. Verify the 
correctness of the 
document. 
 

It depends on 
the equipment to 
be rented. 

2 minutes 
 

Window 3 
 

LRCO IV 

 2. Secure approval of 
the Provincial 
Treasurer. 

None 1 minute Provincial 
Treasurer 

 3. Issue official receipt. None 2 minutes Window 
1 or 2 

LTOO II 
LTOA 

2. Claim 
the issued 
official 
receipt. 

4. Release the official 
receipt together with 
the approved ERRO 
and retain office copy. 

None   

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-yearôs accounts. 

Office or Division: Provincial Treasurerôs Office/Field Supervision Division 

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 
clearance 

Client/Taxpayer 

3. Official Receipts (1 Original) - for 
tax clearance 

Client/Taxpayer 

Request letter for other certification Provincial Treasurerôs Office 

CLIENTS 
STEPS 

AGENCY ACTION FEES TO BE 
PAID 

PROCESS
-ING TIME 

PERSON 
RESPONSIBLE 

A. FOR RPT: 
1. Presentation 
of Documents 
to Provincial 
Treasurer-Field 
Supervision 
Division. 

1. Check and 
review if the 
details in the 
documents are 
correct. 
 

300.00 
 
 
 
 
 
 

5 minutes For Municipalities of: 
Carmen, Carrascal 
& Cortes 

Administrative 
Assistant III 

 
For Municipalities of: 
Hinatuan 
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2. Verification of 
Tax Payments in 
the system. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Barobo, Bayabas & 
Cagwait  
 LTOO III 
     
For Municipalities of: 
Lianga, Madrid & 
Tagbina 

Administrative 
Assistant III 

    
For Municipalities of: 
Marihatag, San 
Agustin, San Miguel 
& Tago 

Senior 
Administrative 

Assistant II 
 
For Municipalities of: 
Lingig, Cantilan & 
Lanuza 

Administrative 
Assistant III 

 3. Issue official 
receipt. 
 

As verified by the 
system. 

2 minutes LTOO I 
 

 4. Prepare the Tax 
Clearance. 
 

None 2 minutes LTOO IV 

 5. Approval of the 
Tax Clearance. 
 

None 1 minute Provincial Treasurer 
 

2.Claim the 
Tax clearance 
with the official 
receipt. 

6. Release the Tax 
clearance with the 
official receipt and 
retain copy for 
office file. 

None   
LTOO I 

 

TOTAL  10 MINUTES 

 

11. SALE OF ACCOUNTABLE FORMS 
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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: Provincial Treasurerôs Office/Administrative Division/Cash 
Receipts Division 

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 
PAID 

PROCESS-
ING TIME 

PERSON 
RESPONSIBLE 

1. Present all the 
requirements to 
the Accountable 
Forms In-charge. 

1. Receives all the 
requirements 
presented. 
 
2. Reviews the 
requirements as to 
authenticity and 
completeness and 
issue order of 
payment. 

None 5 minutes Administrative 
Division: 

 
LTOO IV 

Admin. Aide VI 
Alternate: 

AO III 
 

 3. Secure approval 
of the request from 
the Provincial 
Treasurer. 

None 1 minute Provincial 
Treasurer 

2. Pay the amount 
of the purchased 
Accountable 
Forms to the 
Cashier. 

4. Receives 
payment and issue 
official receipt. 

AF# 51- 
170.00/stub 

 
AF#52- 
250.00/stub 

 
AF#53- 
170.00/stub 

 
AF#-54 
170.00/stub 

 

4 minutes Cash Receipts 
Division: 
 
 
 

Window 1 or 2 
 

LTOO II 
 

LTOA 
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AF#55-c.d.e.f.-
at 5.00 

170.00/stub 
 
AF#55-c.d.e.f.-
at 2.00 -
150.00/stub 

 
AF#56- 
270.00/stub 

 
AF#57- 
150.00/stub 

 
AF#58- 
150.00/stub 

 
BIR 0016  
Individual-  
CTC 
140.00/stub  

 
BIR 0017 
Corporation-
CTC 

220.00/stub 
 
Cashbook- 

1,500.00 

3. Present the 
official receipt to 
the Accountable 
Forms In-Charge, 
as proof of 
payment. 

5. Receives and 
review the official 
receipt. 

None 5 minutes Administrative 
Division: 

 
LTOO IV 

 

4. Check and 
receive the 
Accountable 
Forms purchased 
and sign the 
logbook of the AF 
In-Charge. 

6. Release the 
Accountable Forms 
to client. 

None 5 minutes Client 

TOTAL  20 MINUTES 
 

 

 

\ 
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PROVINCIAL TREASURERôS OFFICE 
(PTO) 

INTERNAL SERVICES 
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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: Provincial Treasurerôs Office/Administrative Division 

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 
MID number, Philhealth Number 

BIR, Philhealth, Pag-ibig 

3. Approved Daily Time Record (DTR) Client 

CLIENTS 
STEPS 

AGENCY ACTION FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPON-

SIBLE 

1. Present and 
submit the 
documents. 

1. Receive and review 
the submitted 
documents. 

None 2 minutes AO III 
 

 2. Prepare the payrolls. None 5 minutes  

 3. Process the approval 
of the payrolls to the 
Provincial Governor, 
Provincial Budget 
Officer & Provincial 
Accountant. 

None 5 minutes  

 4. Record and control of 
incoming LSB Payrolls. 

None 2 minutes/ 
payroll 

LTOA 
 

 5. Forward to Provincial 
Treasurer for 
signature/approval. 

None 2 minutes Provincial 
Treasurer 

 

 6. Forward to Provincial 
Governor for 
signature/approval. 

 2 minutes Provincial 
Governor 

.  

 7. Same process as 
Service No. 1.B above. 

 2 hours  

2. Claim the 
uploaded 
wages in the 
ATM. 

8. Answer any queries 
by any concerned 
teachers. 

None  Client 

 Total None 2 hours & 18 Minutes 
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PROVINCIAL ACCOUNTANTôS OFFICE 

(PACCO) 

CITIZENôS CHARTER 
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I. Mandate 
 

The Provincial Accountant's Office commits itself towards the fulfillment of its mandate 

as provided for under Republic Act No. 7160, also known as the Local Government 

Code of 1991. 

 
 

II. Vision 
 
An accounting office manned by highly competent and dedicated employees equipped 
with the most advanced information technology in order to provide management with 
timely, relevant and useful financial information and reports which will guide the Chief 
Executive and the TSP in making decisions responsive to the needs of the constituents. 
 
 

III. Mission 
 
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. 
 
 

IV. Service Pledge 
 
To ensure accurate preparation and submission of financial report to the Commission 

on Audit and other regulatory bodies, all claims are accurately pre-audited and 

maintained timely remittances of mandatory and other obligation to financial institution. 

Provincial Accountantôs Office 

(PACCO) 
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PROVINCIAL ACCOUNTANTôS OFFICE 
(PACCO) 

EXTERNAL SERVICES 
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1.    FUND TRANSFER (RELEASE OF FUNDS) 

To carry out effectively the duties and functions of the office relating 
to fund transfer (release of funds) and ensure adherence and strict 
compliance with the generally accepted accounting and auditing 
principles and standards in the processing and recording of the fund 
transferred/released. 

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 
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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 
transactions. 

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. 

Requesting   
Office 

1.3 TRANSFER OF FUND FROM TRUST FUND TO THE GENERAL 
FUND FOR UNSPENT BALANCE / EXCESS AMOUNT 

 

Requirements: 
1. Report of Receipt, Disbursement and Fund Balance certified by 

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. 

Requesting   
Office 

1.4 TRANSFER OF FUND FROM SAND AND GRAVEL COLLECTION 
TO DIFFERENT LOCAL GOVERNMENT UNITS 

 

Requirements: 
1. Report of official receipt of collection 

Provincial 
Treasurers 

Office 

CLIENTS 
STEP 

AGENCY ACTION 

FEES 
TO 
BE 

PAID 

PROCESSING 
TIME 

RESPONSIBLE 
PERSON 

 
  

1. Report of Receipt, 
Disbursement and Fund 
Balance certified by 
Accountant. 

None 2 minutes Admin. Aide IV  

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. 

None 5 - 15 minutes 

Admin. Officer 
V Admin. Aide 
IV  
 

3. Record claims to SPID-C 
program and assign DV 
number 

None 5 minutes Admin. Aide I 

 
4. Review of supporting 
documents and accuracy of 
computation 

None 3 minutes Accountant IV  
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 5. Final review and checking 
of supporting documents 

None 2 - 3 minutes 
Assistant 
Provincial  
 

 6. Approval None 3 minutes 
Provincial 
Accountant 

 
7. Record claim for release 
then forward to PTO 

None 
 

2 minutes 
 

Admin. Aide III 

 TOTAL None Average of 33 Minutes 

 

2. FUND TRANSFER (LIQUIDATIONS) 

To carry out effectively the duties and functions of the office relating to liquidations 

of fund transferred and ensure adherence and strict compliance with the generally 

accepted accounting and auditing principles and standards in the review and 

approval of liquidations submitted.  

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:   

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 
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 

Requesting Office 

3.1.2 STAGGERED RELEASE OF FUNDS TO NGO / PO  
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1. Duly approved Schedule of Fund Release to NGO/PO. 
2. Interim Fund Utilization Report on the previous release certified by 

the NGO/PO'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 

CLIENTS STEP AGENCY ACTION 
FEES 
TO BE 
PAID 

PROCESSING 
TIME 

RESPONSIBLE 
PERSON 

1. Submit 
Liquidation 
Report with 
Approved OBR 
and complete 
supporting 
documents. 

1. Record liquidation to 
Journal Ledger 

None 2 - 3 minutes Admin. Aide IV  

2. Check receipts and 
record to liquidation list 

None 2 - 3 minutes 
Admin. Assistant 
II 

3. Record liquidation 
and assign JEV number 

None 2 - 3 minutes Admin. Officer IV 

4. Prepare and print 
JEVs 

None 2 - 3 minutes Admin. Officer II 

5. Final checking of 
supporting documents 

None 2 - 3 minutes Accountant II 

6. Approval None 3 minutes 
Provincial 
Accountant 

TOTAL None 
Average of 18 
Minutes 

 

 

3. MISCELLANEOUS EXPENSES (FINANCIAL, BURIAL, MEDICAL, FIRE 

VICTIMS, EDUCATIONAL ASSISTANCE, ETC.)/CULTURAL AND ATHLETIC 

ACTIVITIES/ HUMAN RESOURCE DEVELOPMENT AND TRAINING 

PROGRAM/FINANCIAL EXPENSES/ ROAD RIGHT-OF-WAY/REAL 

PROPERTY 

To carry out effectively the duties and functions of the office relating to 

disbursement of fund and ensure adherence and strict compliance with the 

generally accepted accounting and auditing principles and standards in the 

disbursement of the funds.  

Office/Division: Provincial Accountantôs Office 

Classification: Simple 

Type of 
Transaction: 

G2C - Government to Citizen 

Who may avail: Employees of PGSDS / Citizen 

CHECKLIST OF REQUIREMENTS 
WHERE TO 

SECURE 

3.1 BURIAL ASSISTANCE   

Requirements: 
1. Letter of Request addressed to Governor / Vice Governor. 
2. Photocopy of Death Certificate 

Requesting 
Office 
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3. Funeral Service Contract 
4. Certificate of Indigency 
5. Social Case Study / Intake Sheet 
6. Certificate of Eligibility 
7. ID of Representative (photocopy) 

3.2 CULTURAL AND ATHLETIC ACTIVITIES  

Requirements: 
1. Budget estimates approved by the Head of Agency 
2. Same requirements under procurement depending on the nature 

of expense and the mode of procurement adopted. 

Requesting 
Office 

3.3 EDUCATIONAL ASSISTANCE  

Requirements: 
1. Letter of Request addressed to Governor / Vice Governor. 
2. Social Case Study / Intake Sheet 
3. Certificate of Indigency 
4. Photocopy of latest registration form 
5. Certificate of Enrollment & Billing signed by the student 
6. Photocopy of School ID 
7. Certificate of Eligibility 

Requesting 
Office 

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 
been incurred for any of the purposes contemplated under the 
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. 

Requesting            
Office 

3.5 FINANCIAL EXPENSES  

Requirements: 
1. Loan Agreement / Memoranda of Agreement together with 

supporting documents 
2. Statement of Account 
3. Bank Debit memos 
4. Other supporting documents deemed necessary depending on the 

nature of the transaction 

Requesting 
Office 

3.6 FIRE VICTIMS ASSISTANCE  

Requirements: 
1. Letter of Request addressed to Governor / Vice Governor. 
2. Certificate of Indigency 
3. ID of client (photocopy) 
4. Fire Department Certificate 

Requesting 
Office 

3.7 HUMAN RESOURCE DEVELOPMENT AND TRAINING PROGRAM  

Requirements: 
1. Budget estimates approved by the Head of Agency 
2. Schedule of training approved by the Head of the Agency  
3. Same requirements under procurement depending on the nature 

of expense and the mode of procurement adopted. 

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

Requirements: 
1. Permit issued 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 registered 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 
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2. Applicable BIR Zonal Valuation 
3. 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 

* If 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 
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3. Medical Abstract 
4. Social Case Study / Intake Sheet 
5. Certificate of Indigency 
6. Certificate of Eligibility 
7. ID of patient or representative (photocopy) 

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. ID 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. 

2. Sketch plan/drawing of house/structure 
3. Notarized landowner's waiver of rights/quitclaim to affected 

houses/structures or establishments if payment will be made to 
claimants other than the owner. 

4. Pictures of the structures before, during and after the demolition 
5. 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. 

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 

CLIENTS STEP AGENCY ACTION 
FEES 
TO BE 
PAID 

PROCESSING 
TIME 

RESPONSIBLE 
PERSON 

1. Submit 
voucher / payroll 
with approved 

1. Record voucher / 
payroll and assign 
incoming number.  

None 2 minutes Admin. Aide IV  
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OBR and 
complete 
requirements. 

2. Record claims to SPID-
C program and assign DV 
number 

None 5 minutes Admin. Aide I 

 
3. Computer check as to 
correctness of 
computation of deductions 

None 8 - 10 minutes 
Admin. Officer 

V Admin. 
Officer V 

 
4. Record and verify 
claims as to double entry 

None 3 - 5 minutes Admin. Aide IV 

 

5. Review as to 
correctness of 
computations by the head 
of Pre-Audit division, 

None 
10 - 15 
minutes 

Accountant IV 

 
6. Final Review and 
Checking 

None 2 - 3 minutes 
Assistant 
Provincial 

Accountant 

 7. Approval None 3 minutes 
Provincial 

Accountant 

 
8. Record claim for 
release then forward to 
PTO. 

None 2 - 3 minutes Admin. Aide III 

TOTAL None 
Average of 46 

Minutes 
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PROVINCIAL ACCOUNTANTôS OFFICE 
(PACCO) 

INTERNAL SERVICES 
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4. SALARIES, ALLOWANCES, HONORARIA, AND OTHER FORMS 

OF COMPENSATION 

To carry out effectively the duties and functions of the office relating 
to financial transactions of salaries, allowances, honoraria, and other 
forms of compensation and ensure adherence and strict compliance 
with the generally accepted accounting and auditing principles and 
standards in the processing and approval of the said financial 
transactions. 

Office/Division: Provincial Accountantôs Office 

Classification:  Simple 

Type of Transaction: G2C - Government to Citizen 

Who may avail: Employees of PGSDS 

CHECKLIST OF REQUIREMENTS 
WHERE TO 

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 

* For General Claims 
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 

Requesting 
Office 

4.2 Collective Negotiation Agreement (CNA) Incentive  

Requirements: 
1. Resolution signed by both parties incorporating the guidelines/ criteria 

for granting CNA incentive. 
2. Copy of C.N.A. 

Requesting 
Office 

4.3 General Claims through the Automated Teller Machine (ATM)  

Requirements: 
1. Salary Payroll 
2. Payroll Register (hard and soft copy). 
3. Letter to the Bank to credit employees' account of their salaries or 

other claims. 
4. Authority to Debit Account (ADA). 

Requesting 
Office 

4.4 Salaries - Individual Claims  

4.4.1 First Salary 
Requirements: 

1. Certified True Copy of duly approved Appointment. 
2. Assignment Order, if applicable. 
3. Certified true copy of Oath of Office 
4. Certificate of Assumption 
5. Statement of Assets, Liabilities and Net Worth 
6. Approved DTR 

 
 

Provincial 
Human 

Resource 
Management 

Office  
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7. Bureau of Internal Revenue (BIR) withholding certificates (Forms 
1902, 2305, 23167.) 

8. Payroll Information on New Employee (PINE) (for agencies with 
computerized payroll systems) 

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

 
Provincial 

Accountant's 
Office 

4.4.2 Last Salary 
Requirements: 

1. Clearance from money, property and legal accountabilities 
2. Approved DTR 
3. Service Records 

Requesting 
Office 

4.4.3 Maternity Leave 
Requirements: 

1. Approved application for leave 
2. Maternity leave clearance 
3. Medical certificate for maternity leave 

Additional requirements for Unused Maternity Leave (upon assumption 
before the expiration of the 120-day maternity leave) 

4. Medical certificate that the employee is physically fit to work. 
5. Certificate of assumption. 
6. Approved DTR 

Provincial 
Human 

Resource 
Management 

Office 

4.4.4 Salary (if deleted from the payroll) 
Requirements: 

1. Approved DTR 
2. Notice of Assumption 
3. Approved Application for Leave, Clearances, and Medical Certificate, 

if on sick leave for five days or more. 

Provincial 
Human 

Resource 
Management 

Office 

4.4.5 Salary of Job Order / Contractual Personnel 
Requirements: 

1. Certified true copy of the pertinent contract/appointment/job order 
2. Accomplishment Report. 
3. Approved DTR. 
4. BIR Form 1901 and Sworn Declaration 
5. Memberôs Data Record (Philhealth) 
6. Member Data Form (Pag-Ibig) 

Requesting 
Office 

4.4.6 Salary Differentials due to Promotion and/or Step Increment 
Requirements: 

1. Certified True Copy of duly approved Appointment in case of 
promotion or Notice of Salary Adjustment in case of step 
increment/salary increase. 

2. Certificate of Assumption 
3. Approved DTR or certification that the employee has not incurred 

leave without pay. 

Provincial 
Human 

Resource 
Management 

Office 

4.4.7 Salary due to heirs of deceased employee 
Requirements: 

1. Same requirements as those for last salary 
2. Additional requirements: 

a. Death Certificate authenticated by Philippine Statistics Office (PSA) 
b. Marriage Contract authenticated by PSA 
c. Birth Certificates of surviving legal heirs authenticated by PSA 
d. Designation of next-of-kin. 

Provincial 
Human 

Resource 
Management 

Office 
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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 
/ 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. 

Requesting 
Office 

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. 

2. Minutes of BAC Meeting 
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. 

Requesting 
Office 

4.6.2 Lecturer / Coordinator 
Requirements: 

1. Office Order 
2. Coordinator's report on lecturer's schedule 
3. Course Syllabus / Program of Lectures 
4. Duly approved DTR in case of claims by the coordinator and 

facilitators. 

Requesting 
Office 

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. 
3. Term of Reference 
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. 

Requesting 
Office 

4.6.4 Science and Technological Activities 
Requirements: 

1. Office Order 
2. Plan / Program of Activities 
3. Accomplishment Report / Certificate of completion of programmed 

activities 
4. Authority to collect honoraria 
5. Certificate of acceptance by the Agency Head of the deliverables / 

project output 

Requesting 
Office 
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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  
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3. Certification that the official / employee did not use government 
vehicle and is not assigned any government vehicle. 

4. Certificate or evidence of service rendered or approved DTR. 
5. Certification by the LCE, in case of LGUs, 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. 

 
 
 
 
 

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) 

3. List of personnel dismissed within the year. 
4. List of personnel on Absent Without Official Leave (AWOL) 
5. 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. 

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. 

2. Retiree application 
3. Office clearance from money/property accountability & administrative / 

criminal liability. 
4. Statement of assets and liabilities. 
5. Retirement Gratuity Computation 
6. Affidavit of Undertaking for authority to deduct accountabilities. 
7. 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 

Requesting 
Office 
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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 

directly related to the nature / function of the particular office 
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. 

Requesting 
Office 

4.17  Subsistence, Laundry, and Quarters Allowances 
Requirements: 

1. Payroll of personnel entitled to claim subsistence, laundry and 
quarters allowance. 

2. Approved DTR.  
3. Authority to collect (for initial claim) 

Requesting 
Office 

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. 

8. Applicantôs authorization (in affidavit form) to deduct all financial 
obligations with the employer/agency/LGU 

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

10. In case of resignation, employeeôs letter of resignation duly accepted 
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. 

Requesting 
Office 
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CLIENTS STEP AGENCY ACTION 

FEES 
TO 
BE 

PAID 

PROCESSING 
TIME 

RESPONSIBLE 
PERSON 

1. Submit payroll 
with approved 
OBR and 
complete 
requirements. 

1. Record voucher / payroll and 
assign incoming number.  

None 2 minutes Admin. Aide IV  

2. Check and compute BIR 
withholding tax, encode to 
computer, stamp and sign 

None 3 - 5 minutes 
Admin. Officer II 
Admin. Aide IV  

FD 

3. Check Pag-ibig premium 
contributions and loan 
deductions, encode to 
computer, stamp and sign 

None 3 - 5 minutes 
Admin. 

Assistant III  

 
4. Check Philhealth premium 
contributions, encode to 
computer, stamp and sign 

None 3 - 5 minutes 
Admin. Officer 

IV 

 

5. Check GSIS premium 
contributions and loan 
deductions, encode to 
computer, stamp and sign 

None 3 - 5 minutes 
Admin. Officer 

V 

 
3. Computer check as to 
correctness of computation of 
deductions 

None 8 - 10 minutes 
Admin. Officer 

V  
Admin. Officer II 

 
4. Review as to completeness 
of supporting papers and 
accuracy of computations 

None 5 - 15 minutes 
Admin. Officer 

V 

 
5. Record claims to SPID-C 
program and assign DV 
number 

None 5 minutes 
Admin. Aide I 

Admin. Aide VI 

 
6. Review as to accuracy of 
computations by the head of 
Pre-Audit division 

None 
10 - 15 
minutes 

Accountant IV 

 7. Final Review and Checking None 2 - 3 minutes 
Assistant 
Provincial 

Accountant 

 8. Approval None 3 minutes 
Provincial 

Accountant 

 
9. Record claim for release 
then forward to PTO. 

None 2 - 3 minutes Admin. Aide III 

TOTAL None 
Average of 1 Hour and 26 
Minutes 

 

5. GRANTING OF CASH ADVANCES 

To carry out effectively the duties and functions of the office relating 

to Cash Advances and ensure adherence and strict compliance with 

the generally accepted accounting and auditing principles and 

standards in the processing and approval of Cash Advances. 



 
 
 

 мну 

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. Approved Contracts of Service, Job Orders 
2. Approved Payroll or List of payees indicating their net 

payments.  
3. Approval/authority or legal basis to pay any allowance/ 

salaries/wages/fringe benefits. 
4. Daily Time Record (DTR) approved by the supervisor. 
5. Accomplishment Report 

Requesting 
Office 

5.3 Petty Cash Fund 
Requirements: 

1. Approved estimates of petty expenses / Purchase Request 
2. Authority to draw cash advance. 
3. Copy of bond 

Requesting 
Office 

5.4 Traveling Allowances 
Requirements: 
* Local Travel 

1. Travel Order 
2. Itinerary of travel  
3. Letter of invitation of host/ sponsor / organization 
4. Certification of previous cash advance as liquidated. 

 

CLIENTS STEP AGENCY ACTION 

FEES 
TO 
BE 

PAID 

PROCESSING 
TIME 

RESPONSIBLE 
PERSON 

1. Submit 
voucher / payroll 
of cash advance 
with Approved 
OBR and 
complete 
supporting 
documents. 

1. Record voucher / 
payroll and assign 
incoming number.  

None 2 minutes Admin. Aide IV 

2. Check as to 
completeness of 
supporting papers and 
compute necessary 
deductions (BIR) & 
Unliquidated Cash 
Advances. 

None 5 - 15 minutes 

Admin. 
Assistant III 

Admin. Officer 
V 

3. Record claims to 
SPID-C program & 
assign DV number. 

None 5 minutes Admin. Aide I  



 
 
 

 мнф 

 

4. Review as to accuracy 
of computation & 
completeness of 
supporting documents. 

None 3 minutes Accountant IV 

 
5. Final review and 
checking of supporting 
documents 

None 2 - 3 minutes 
Assistant 
Provincial 

Accountant 

 6. Approval None 3 minutes 
Provincial 

Accountant 

 
7. Record claim for 
release then forward to 
PTO 

None 2 - 3 minutes Admin. Aide III 

TOTAL None Average of 34 Minutes 

 

6. LIQUIDATION OF CASH ADVANCES 

To carry out effectively the duties and functions of the office relating 

to Liquidation of Cash Advances and ensure adherence and strict 

compliance with the generally accepted accounting and auditing 

principles and standards in the processing, review, and approval of 

the liquidation of Cash Advances. 

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:   

6.1 Liquidation of Cash Advances  

6.1.1 Field / Activity Current Operating Expenses 
Requirements: 

1. Same requirements as those for salaries, petty operating 
expenses, other personal services, and maintenance and 
other operating expenses depending on the nature of 
expenses incurred. 

Requesting 
Office 

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 

the payee/s. 
3. Approved Daily Time Records (DTRs) or Certificate of 

Service 
4. Approved Application for Leave 
5. In case of payment of personnel under the ñjob orderò status, 

duly verified/accepted accomplishment report. 

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

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

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

6.1.3 Petty Cash Fund 
Requirements: 

1. Summary of Petty Cash Vouchers 
2. Report of Disbursements 
3. Petty Cash Replenishment Report 
4. Approved purchase request with certificate of Emergency 

purchase, if necessary. 
5. Bills, receipts, sales invoices 
6. Certificate of inspection and acceptance 
7. Report of Waste Materials in case of replacement/repair 
8. Approved trip ticket, for gasoline expenses. 
9. 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. Paper/electronic plane, boat or bus. tickets, boarding pass, 
terminal fee 

2. Certificate of appearance/attendance 
3. Copy of previously approved itinerary of travel 
4. Revised or supplemental Office Order or any proof 

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

supporting the change of schedule. 
6. 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. 

7. Liquidation Report 
8. Reimbursement Expense Receipt (RER) 
9. OR in case of refund of excess cash advance 
10. Certificate of Travel Completed 
11. Hotel room / lodging bills with official receipt. 

Requesting 
Office 

CLIENTS STEP AGENCY ACTION 

FEES 
TO 
BE 

PAID 

PROCESSING 
TIME 

RESPONSIBLE 
PERSON 

1. Submit 
Liquidation 
Report with 
Approved OBR 
and complete 

1. Record voucher / 
payroll and assign 
incoming number.  

None 2 minutes Admin. Aide IV 

2. Encode to 
computer 

None 2 minutes 
Staff/Personnel 

In-Charge 
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supporting 
documents. 

3. Check liquidation 
reports 

None 5 minutes 
Admin. Officer V 
Admin. Assistant 

III 

4. Review of 
liquidation reports 

None 2 minutes Accountant IV 

T OTAL None Average of 11 Minutes 

 

 

7. OTHER EXPENDITURES 

To carry out effectively the duties and functions of the office relating 

to Financial Transactions of Other Expenditures and ensure 

adherence and strict compliance with the generally accepted 

accounting and auditing principles and standards in the processing, 

review, and approval of the financial transactions of other 

expenditures. 

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 

7.1 TELEPHONE / CABLE / CELLPHONE LOAD / INTERNET 
Requirements: 

1. Statement of Account / Bill (for pre-audit purposes) 
2. Invoice / Official Receipt or machine validated statement of 

account / bill (for post-audit purposes) 
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. 

Requesting 
Office 

7.2 UTILITY EXPENSE (LIGHT & WATER) 
Requirements: 

1. Statement of Account / Bill (for pre-audit purposes) 
2. Invoice / Official Receipt or machine validated statement of 

account / bill (for post-audit purposes) 

Requesting 
Office 

CLIENTS STEP AGENCY ACTION 
FEES 
TO BE 
PAID 

PROCESSI
NG TIME 

RESPONSIB
LE PERSON 

1. Submit 
voucher / payroll 
with approved 
OBR and 
complete 
requirements. 

1. Record voucher / payroll 
and assign incoming number.  

None 2 minutes 
Admin. Aide 

IV 

2. Record claims to SPID-C 
program and assign DV 
number 

None 5 minutes Admin. Aide I 

3. Computer check as to 
accuracy of computation of 
deductions 

None 
8 - 10 

minutes 
Admin. 

Officer II 
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     4. Record and verify claims 
as to double entry 

None 
3 - 5 

minutes 
Admin. Aide 

IV 

     5. Review as to correctness 
of computations by the head 
of Pre-Audit division, 

None 
10 - 15 
minutes 

Accountant 
IV 

     

6. Final Review and Checking None 
2 - 3 

minutes 

Assistant 
Provincial 

Accountant 

     
7. Approval None 3 minutes 

Provincial 
Accountant 

      8. Record claim for release 
then forward to PTO. 

None 
2 - 3 

minutes 
Admin. Aide 

III 

 
TOTAL None Average of 46 Minutes 

 

8. PROCUREMENT 

To carry out effectively the duties and functions of the office relating 

to Financial Transactions on Procurement and ensure adherence and 

strict compliance with the generally accepted accounting and auditing 

principles and standards in the processing, review, and approval of 

the financial transactions on procurement. 

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 

8.1 PROCUREMENT 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 COA Circular No. 2009-001 dated February 12, 2009, 
and COA Memorandum No. 2005-027 dated February 28, 2005 to be 
submitted to the Auditor's Office within five days from the execution of 
the contract. 

3. Copy of Advertisement of Invitation to Bid/Request for expression of 
interest. 

4. Documentary requirements under Section 23.1 and 25.2b for 
infrastructure projects, 23.1 and 25.2a for goods and 24.1 and 25.2c for 
consulting services, of the Revised IRR of RA No. 9184. 

5. Minutes of Pre-procurement Conference for projects costing above P5 
Million for infrastructure, P2Million and above for goods, and P1Million 
and above for consulting services. 

6. Bid Evaluation Report 
7. Ranking of short-listed bidders for consulting services. 

Requesting 
Office 
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8. Post Qualification Evaluation Report 
9. Printout copies of posting of Notice of Award, Notice to Proceed and 
Contract of award in the PhilGEPS. 

10. For LGUs, as clarified under COA Memorandum No. 2010-014 dated 
April 22, 2010, authorization by local Sanggunian for the Local Chief 
Executive to enter into contract. 

11. Evidence of Invitation of three observers in all stages of the 
procurement process pursuant to Section 13.1 of the Revised IRR of 
RA No. 9184. 

12. Request for purchase or requisition of supplies materials and equipment 
duly approved by proper authorities. 

8.1.1 Infrastructure 
Requirements: 
1. Letter request from contractors for advance/ progress / final payment or 
for substitution in case of release of retention money. 

2. Common to progress/final payments - SPECIFY 

Requesting 
Office 

8.1.1.1 Advance Payment 
Requirements: 
1. Written request from contractor to make advance payment. 
2. Irrevocable Standby Letter of Credit / Security Bond / Bank Guarantee 
3. Such other documents peculiar to the contract and/or to the mode of 
procurement and considered necessary in the auditorial review and in 
the technical evaluation thereof. 

Requesting 
Office 

8.1.1.2 Final Payment 
Requirements: 
1. As-Built plans 
2. Warranty Security 
3. Clearance from the Provincial Treasurer that the corresponding sand 
and gravel fees have been paid. 

4. Copy of turn over documents / transfer of project and facilities such as 
motor vehicle, laptops, other equipment and furniture included in the 
contract to concerned government agency. 

Requesting 
Office 

8.1.1.3 Progress Payment 
Requirements: 
1. Statement of Work Agreement (SWA) / Progress billing and 
corresponding request for progress agreement. 

Requesting 
Office 

8.1.1.4 Release of Retention Money 
Requirements: 
1. Any security in the form of cash, bank guarantee irrevocable standby 
letter of credit from commercial bank, GSIS or surety bond callable on 
demand. 

2. Certification from the end-user that the project is completed and 
inspected. 

Requesting 
Office 

8.1.1.5 Variation Order / Change Order / Extra Work Order 
Requirements: 
1. Copy of Approved Change Order (CO) / Extra Work Order (EWO) 
2. Copy of the approved original plans indicating the affected portion(s) of 
the project and duly revised plans and specifications, if applicable, 
indicating the changes made which shall be color coded. 

3. Copy of the agencyôs report establishing the necessity / justification(s) 
for the need of such CO and/or EWO which shall include: (a) the 

Requesting 
Office 




