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Mandate:

The local government of Silay City shall continue to focus on people’s
participation and the empowerment for socio-economic growth, with strategic
goals on food sufficiency, active health and education programs, social
protection, disaster management, peace and order, environmental
conservation and protection, promotion and strengthening of the tourism
sector, and all these with an established and identified infrastructure support
program, all for the effective and efficient delivery of basic services to our
Silaynon community.

Vision:

A prosperous and resilient city, proud of its culture and heritage, where
Silaynon families enjoy excellent social services and live in peaceful
community and sustainable environment.

Mission:

To build a prosperous and resilient city, proud of its culture and heritage that
promotes business opportunities, invest in a strong infrastructure, support on
food security and productivity, and delivers excellent social services for
Silaynon families to live in a peaceful community and sustainable environment.

Service Pledge:
We commit to:

1. Provide for opportunities for all Silaynons to grow as a family
equipped with the capacity to live their lives peacefully and independent
of economic and financial bondage;

2. Establish a progressive and dynamic outlook for economic
reforms which shall continue to enhance and pursue a positive
investment climate;

3. Continually intensify the advocacy for reforms in the environment
and the social sector agenda which is sustainable environment and a
well-managed Tourism Development Plan and a capacitated
community, cooperative of raising children as responsible citizens of our
society;

4. Promote all the developmental goals of the City of Silay as a thrust
of all developments in response to a call for “2 on “22 which is our
slogan towards reaching 2" class city status in 2022.

5. Ensure that the programs and projects intended for
underprivileged Silaynons are surely responsive to their needs to
effect quality and a more decent way of living.

6. To effect evidence-based policies as an integral function of the
Executive-Legislative Agenda in line with the city’s Comprehensive



Development Plan for instituting reforms in  Developmental
Administration and pro-active local governance.




LIST OF SERVICES

CITY ADMINISTRATOR’S OFFICE

Internal Services

Payrolls, Purchase Requests and Programs of Work
Cheques, Vouchers and Financial Assistance
Permits, Licenses and Clearances

External Services

Requests for Governmental Services and Vehicles
Various Communications

HUMAN RESOURCE MANAGEMENT OFFICE
Internal Services

Issuance of Certificate of Employment

Learning and Development

Performance Evaluation

Preparation and Carding of Leave

Processing of Terminal Leave Benefits
Rewards and Recognition

External Services

Recruitment, Selection and Promotion

PUBLIC EMPLOYMENT SERVICES OFFICE
External Services

Conduct of Job Fair

Referral and Placement Services

PERMITS AND LICENSES DIVISION

External Services

Business Permit

Special Permit (Benefit Dance, Temporary Use of Government
Buildings and Facilities)

Special Permit (Charter Day Celebration and Religious Fiesta)
Special Permit (Holy Week, All Soul’s Day and Christmas Village)
Special Permit (Large Cattle Ownership and Transfer of
Ownership

Special Permit (Parade, Fun Run, Recorida, Procession)
Special Permit (Transfer of Cadaver)

Transportation Business Permit

NUTRITION SERVICES DIVISION
External Services
Assessment of Nutrition Situation Among 0-5 Years Preschoolers

LIBRARY SERVICES
External Services
Application for Library Card
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Borrowing of Library Materials
Internet Research

SILAY HOUSING AUTHORITY

External Services

Application for Lot in Resettlement Project
Community Homeowners Association Registration

TOURISM

External Services

Checking and Verification of Request for Regional Accreditation of

Accommodation Establishments by DOT Region 6

Checking and Verification of Request for Regional Accreditation of

Tourism Related Establishments Restaurants and Specialty Shops)
by DOT Region

Request for Tour Guiding, Lectures on Tourism

and Local History

CULTURAL AFFAIRS DIVISION

External Services

Cultural Outreach, Performance, Training and Other
Related Cultural Activities

CITY TREASURY OFFICE

External Services

Issuance of Certificate of No Business

Issuance of Certificate of Ownership of Large Cattle
Issuance of Certificate of Transfer of Large Cattle
Issuance of Community Tax Certificate (Individual)
Issuance of Community Tax Certificate (Corporate)
Issuance of Real Property Tax Clearance

Payment for Retirement of Business

Payment of Business Taxes

Payment of Miscellaneous Fees and Other Charges
Payment of Real Property Tax

Payment of Transfer Tax of Real Property Ownership

CITY PLANNING AND DEVELOPMENT OFFICE

External Services

Issuance of Locational Clearance for Building Permit

Issuance of Locational Clearance for Business Permit

Issuance of Zoning Certificate

Large Scale Maps

Research and Statistical Information Services

Subdivision Development Plan Approval
Application for Preliminary Approval and Locational Clearance
Final Approval and Development Permit
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CITY ASSESSOR’S OFFICE

External Services

Assessment or Re-Assessment of Real Properties

Certifications

Certified True Copy of Tax Declaration

Declaration of Subdivision, Consolidation or Consolidation-Subdivision
Simple Transfer of Ownership of Real Properties

CITY LEGAL OFFICE

External Services

Legal Opinion and Advice

Preparation of Simple Legal Documents

Review of Contracts, Ordinances and Other Legal Instruments
Signing of Clearance

ACCOUNTING OFFICE
Internal Services
Accounting Services

CITY HEALTH OFFICE

External Services

Adolescent-Friendly Health Facility
Aedes-Borne Viral Diseases Prevention & Control Program
Cardio-Vascular Diseases Program
Community-Based Drug Rehabilitation Program
Covid-19 Vaccinations

Dental Services

Diabetes and Rehabilitation Services
Environmental Sanitation Services

Family Planning Services

HIV-AIDS Screening and Awareness Program - GAD
Immunization Services

Issuance of Death Certificate

Issuance of Medical Certificates and Permits
Laboratory Services

Maternity Clinic

Medico-Legal Services

Mental Health Program

One Hospital Command

Oplan Batman Activity

Out-Patient Consultation

Pre-Natal Services

Prevention of Blindness Program

Rabies Prevention Services

Silay City Swabbing Facility

Silay City Quarantine Facility

Social Hygiene Services

77
79
80
82
86

89
92
95
96

97

100
101
102
103
103
105
106
107
108
108
109
110
111
112
113
114
114
115
116
117
118
119
119
120
121
122



TB-Dots Services
Treatment Room Services

GENERAL SERVICES OFFICE

External Services

Garbage Collection

Issuance of Acknowledgement Receipt

Motor Pool / Vehicle Management

Procurement and Supply

Provision of Inspection Services on Government Properties

CITY VETERINARY OFFICE

External Services

Animal Health Services

Barangay Mass Anti-Rabies Vaccination
Issuance of Veterinary Health Certificate
Redemption of Impounded Animals

Slaughter of Animals for Human Consumption
Stray Animal Control

Walk-in Animal Rabies Vaccination

CITY SOCIAL WELFARE AND DEVELOPMENT OFFICE
External Service
Aid to Individuals in Crisis Situation

Burial Assistance

Hospitalization Assistance

Medical Assistance
Application for Minors Travelling Abroad
Counselling
Issuance of Identification Card for Persons with Disability
Issuance of Senior Citizen ID
Issuance of Solo Parents ID
Protective Services for Children and Youth Under Difficult Situations
Protective Services for Children at Risk / Conflict with Law
Referral to Other GOs and NGOs
Social Pension for Indigent Senior Citizens

OFFICE OF THE BUILDING OFFICIAL
External Services

Building Permit

Occupancy Permit

OFFICE OF THE CITY ENGINEER
Internal Services

Administrative Division

Construction and Maintenance Division
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Electrical Division
Mechanical Repair Shop (Motorpool) Division
Survey, Plans and Designs Division

LOCAL CIVIL REGISTRATION
External Services
Application for Marriage License
Application for Petition Under RA 9048/10172
Correction of Clerical Error
Petition for Change of Name
Petition for Correction of Gender / Date of Birth
Delayed Registration of Birth (legitimate and lllegitimate)
Delayed Registration of Death
Delayed Registration of Marriage
Issuance of Certification
Issuance of Certified Machine Copies of Civil
Registry Documents
Issuance of Transcriptions from the Registry Book
On-time Registration of Birth
On-time Registration of Death
On-time Registration of Marriage
Registration of Court Decrees
Registration of Legal Documents (Legitimation / Acknowledgement/
Affidavit to Use the Surname of the Father - AUSF)
Request for Civil Registry Documents in SECPA Through BREQS
Request for Endorsement of Civil Registry Documents to
Philippine Statistics Authority (PSA-NSO)
Request for Supplemental Report

SANGGUNIANG PANLUNGSOD

External Services

Issuance of Motorized Tricycle Operators Permit (MTOP)
Issuance of Resolutions and Ordinances

PUBLIC MARKET

External Services

Delivery Fee

Issuance of Cash Tickets / Arkabala
Parking / Delivery Fee

Renewal of Occupancy

Rentals of Tables

COOPERATIVES AND LIVELIHOOD DEVELOPMENT OFFICE
External Services
Organizing, Training and Fund Assistance Services
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CITY AGRICULTURE OFFICE
External Services

Bio Control Laboratory Services

Crop Insurance Services

FishR and BoatR

Marine Mammals Conservation and Protection Services
Nursery Care Services

Organic Trading Post

Provision of Bantay Dagat Services

Provision of Production Support Services

Provision of Technical Assistance on Production Services
Registry System for Basic Sectors in Agriculture

FEEDBACK AND COMPLAINTS MECHANISM
DIRECTORY OF OFFICES
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Office of the City Administrator

Internal

Payroll, Purchase Request and Program of Work

City Administrator’s Office (CAO)

Simple

G2G - Government to Government

Any individual residing in the City of Silay

Office(s), Official(s) or Employee(s) of the City Government of Silay,

Payroll, Purchase Request and Program of Clerk / Supv. AO
Work
CLIENT STEPS AGENCY ACTIONS FEESTO | PROCESSIN PERSON
BE PAID G TIME RESPONSIBLE
1.) Submission of Receiving of purchase None Five (5) Receiving Clerk
purchase request and program of minutes
request and work
program of
work
2.) Client(s) wait Evaluation/ None Twenty-four City
for the result Assessment and Approval (24) hours or Administrator
of payroll, of payroll, purchase One (1) day
purchase request and program of
request and work
program of
work
Endorsement to respective None Forty-eight Receiving Clerk /
offices / divisions (48) hours or Supv. AO
Two (2) days
TOTAL: None Seventy-Two
(72) hours
or
Three (3)
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days- simple
transactions

Cheques, Vouchers and Financial Assistance

City Administrator’s Office (CAO)

Simple

G2C - Government to Citizen
G2G - Government to Government

Cheques, Vouchers and Financial Assistance

Office(s), Official(s) or Employee(s) of the City Government of Silay,
Any individual residing in the City of Silay

Clerk / Supv. AO

for the result Assessment and Approval

CLIENT STEPS AGENCY ACTIONS FEES TO | PROCESSIN PERSON
BE PAID G TIME RESPONSIBLE
1.) Submission of Receiving of cheques, None Five (5) Receiving Clerk
cheques, vouchers and financial minutes
vouchers and assistance
financial
assistance
2.) Client(s) wait Evaluation/ None Twenty-four City

(24) hours or

Administrator

of cheque(s), of cheque(s), voucher(s) One (1) day
voucher(s) and financial assistance
and financial
assistance
Endorsement to respective None Forty-eight Receiving Clerk /
offices / divisions (48) hours or Supv. AO

Two (2) days

TOTAL: None

Seventy-Two
(72) hours
or
Three (3)
days- simple
transactions

Permits, Licenses and Clearances
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City Administrator’s Office (CAO)

Simple

G2C - Government to Citizen
G2G - Government to Government

Office(s), Official(s) or Employee(s) of the City Government of Silay,
Any individual residing in the City of Silay

Permits, Licenses and Clearances Clerk / Supv. AO
CLIENT STEPS AGENCY ACTIONS FEESTO | PROCESSIN PERSON
BE PAID G TIME RESPONSIBLE
1.) Submission of Receiving of permits, None Five (5) Receiving Clerk
permits, licenses and clearances minutes
licenses and
clearances
2.) Client(s) wait Evaluation/ None Twenty-four City
for the result Assessment and Approval (24) hours or Administrator
of permit(s), of permit(s), license(s) and One (1) day
license(s) and clearance(s)
clearances
Endorsement to respective None Forty-eight Receiving Clerk /
offices / divisions (48) hours or Supv. AO

Two (2) days

TOTAL: None Seventy-Two
(72) hours
or
Three (3)
days- simple
transactions
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Office of the City Administrator

External

Request for Governmental Services & Vehicles

City Administrator’s Office (CAO)

Simple

G2C - Government to Citizen
G2G - Government to Government

Office(s), Official(s) or Employee(s) of the City Government of Silay,
Any individual residing in the City of Silay

Letter request for governmental services and Clerk / Supv. AO
vehicles
CLIENT STEPS AGENCY ACTIONS FEESTO | PROCESSIN PERSON
BE PAID G TIME RESPONSIBLE
1.) Submission of Receiving of letter None Five (5) Receiving Clerk
letter request(s) for minutes
request(s) for | governmental services and
govern-mental vehicles
services and
vehicles
2.) Client(s) wait Evaluation/ None Twenty-four City
for the result Assessment and Approval (24) hours or Administrator
of Letter of Letter Request(s) One (1) day
Request(s)
Endorsement to respective None Forty-eight Receiving Clerk /
offices / divisions (48) hours or Supv. AO

Two (2) days

TOTAL: None Seventy-Two
(72) hours
or
Three (3)
days- simple
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transactions

Various Communications

City Administrator’s Office (CAO)

Complex

G2C - Government to Citizen
G2G - Government to Government

Any individual residing in the City of Silay

Office(s), Official(s) or Employee(s) of the City Government of Silay,

Various Communication Clerk / Supv. AO
CLIENT STEPS AGENCY ACTIONS FEESTO | PROCESSIN PERSON
BE PAID G TIME RESPONSIBLE
1.) Submission of Receiving of None Five (5) Receiving Clerk
communi- communication letter(s) minutes
cation letter(s)
2.) Client(s) wait Evaluation/ None Ninety-six (96) City
for the result Assessment and Approval hours or Administrator
of communi- of communication letter(s) Four (4) days
cation letter(s)
Endorsement to respective None Seventy-Two Receiving Clerk /
offices / divisions (72) hours Supv. AO
or
Three (3)
days
TOTAL: None One hundred
sixty-eight
(168) hours
or
Seven (7)
days- complex
transactions
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Human Resource Management Office

Internal

Issuance of Certificate of Employment

The Human Resource Management Office issues certificates of employment to employees
seeking other employments or applying for loans, upon request. As a safety measure,
requesting parties shall transact at the counter only.

Human Resource Management Office
Simple
G2G
City Employees
None
AGENCY FEES TO | PROCESSING PERSON
CLIENTSHESS ACTIONS BE PAID TIME RESPONSIBLE
1. Requesting 1. Receives the None 1 minute Receiving counter
employee fills out the filled-up form staff
form for the type of and forwards the
HR services needed. same to the
This is being done concerned HR
outside the counter staff
provided for
2. None 2. Prepares the None 5 minutes HR staff
Employment
Certificate and
have it signhed by
the HRMO Head
3. Employee claims the | 3. Releases the None 1 minute Releasing
Certificate of employment Counter Staff
Employment certificate
TOTAL None 7 minutes

Learning and Development

In order to raise the bar for public service in Silay City, the Human Resource Management
Office facilitates the conduct of orientations, seminars, trainings and workshops to its city
employees. This aims to equip them with the necessary and requisite knowledge, and to
motivate and empower them so that they will do their jobs efficiently and effectively and
aligned with the strategic goals and objectives of the city.
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As a safety measure, the Human Resource Management Office schedules the participants
by batches to ensure social and physical distancing. The speaker and the participants shall
at all times during such activities, wear their face masks.

Human Resource Management Office

None

Complex

G2G

City Employees

CLIENT STEPS

AGENCY
ACTIONS

FEES TO
BE PAID

PROCESSING
TIME

PERSON
RESPONSIBLE

None

1. The HRMO
prepares
programs of
work for the
conduct of
learning and
development
activities

None

30 minutes

HR staff

None

2. The HRMO
identifies the
target
participants and
submits to the
Office of the City
Mayor

None

30 minutes

HR staff

None

3. The Office of the
City Mayor
prepares the
Office Order for
identified
employees to
attend the
learning and
development
activities

None

Depends on
the City
Mayor’s Office

HR staff

None

4. The HRMO
makes
preparations for
the venue, food,
speakers, visual
aids and other
incidentals, and
schedules the
participants by
batches to
ensure physical
distancing

None

4 hours

HR staff

None

5. If the speaker is
from another
government

None

20 minutes

HR staff
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agencies, HRMO
sends a letter to
the said agency

Attends the learning 6. Conducts the None 1-2 days HR staff
and development learning and
activity development
activity
TOTAL None 2 ¥>days and
80 minutes

Performance Evaluation

To determine the strengths and weaknesses in the organizational structure, there is a need
to periodically conduct an evaluation of the individual employees in particular and the office
in general. This ensures that coaching and mentoring are continuously done in order to
motivate non-performers and encourage better office functions.

During the target setting, coaching and performance evaluation, the rater and the ratee must
at all times wear their respective face masks.

Human Resource Management Office
Complex
G2G
City Employees
None
AGENCY FEESTO | PROCESSING PERSON
CLIENY STEES ACTIONS BE PAID TIME RESPONSIBLE
1. Heads of offices 1. The HRMO None 30 minutes HR staff
prepares their target facilitates the
office performance conduct of target
setting for all
heads of offices
. Heads of offices 2. The HRMO None 2 minutes HR staff
submits the Office receives the
Performance Office
Commitment Review Performance
(OPCR) and the Commitment
Individual Review (OPCR)
Performance and the
Commitment Review Individual
(IPCR) of their Performance
respective personnel Commitment
Review (IPCR)
3. None 3. The HRMO 4 hours HRMO staff
convenes the
Performance
Management
Team to assess
the OPCR. If the
OPCR s in
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order, the HRMO

signs it and

forwards to the

City

Administrator /

City Mayor for

signature

3. None 3. The HRMO None 5 minutes per HRMO staff

evaluates the IPCR

IPCR as to

correctness. Ifit

is in order, the

HRMO forwards

it to the City

Administrator /

City Mayor for

approval.

4. The head of office 4. If the OPCR or None 1 minute HRMO staff
gets their OPCR or IPCR is not in
IPCR from the order, the HRMO
HRMO for revisions returns it to the

office concerned

for revision

5. The head of office re- | 5. The HRMO None 1 minute HRMO staff

submits the revised receives the
OPCR or IPCR revised OPCR or

IPCR and

submits to the

City

Administrator /

City Mayor for

approval
TOTAL None 4 hours and 39

minutes

Preparation / Carding of Applications for Leave

Applications for leave of absence are centralized in the Human Resource Management
Office. The HRMO maintains leave cards or ledgers of the leaves applied by each
employee. The office also prepares the leaves of absence of the employees under the City
Mayor’s Office.

To ensure less human contact, all transactions must be done at the counter only.

Human Resource Management Office
Simple

G2G

City Employees

Application For Leave Office Administrative Officer
CLIENT STEPS | AGENCY FEESTO | PROCESSING | PERSON
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ACTIONS BE PAID TIME RESPONSIBLE
1. For all departments:

- Counter
Liaisons of Receiving Staff
offices fills out Receiving staff 1 minute
the form for the | receives the
type of HR applications for None
services needed | leave and forwards
and submits the | them to the
applications for | concerned HR staff
leave of their
personnel

For employees under
the Office of the City
Mayor:
Employee HRMO staff 2 minutes
informs the prepares the leave
HRMO of his application and
intended dates gives to the counter
of leave through | staff for release to
telephone call or | the employee, who
through the shall have the form
counter signed by his/her
immediate
supervisor None HR staff
2. None 2. HRMO records None 20 seconds/ HR staff
the leave application
applications on
the employees’
individual leave
cards
3. None 3. HRMO logs and None 5 minute HR staff
submits the
applications for
leave to the City
Mayor’s Office
for approval
3. Office liaison 3. If approved, the None 1 minute HR staff
receives one copy for HRMO retains
office file one copy of the
application for
leave for file and
returns to the
departments
concerned the
approved leave
TOTAL None 10 minutes
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Processing of Terminal Leave Benefits

Employees who resign or retire from government service are entitled to receive their
Terminal Leave Benefits, or the monetary value of their total accumulated leave credits.

As a precautionary measure and to avoid human-to-human contact, all transactions shall be
done at the counter.

Human Resource Management Office
Complex

G2G

City Employees

Letter of resignation/retirement To be provided by the resigning/retiring
employee
AGENCY FEES TO | PROCESSING PERSON
CLIENT STEP3 ACTIONS BE PAID TIME RESPONSIBLE
1. Submits Retirement/ | 1. Receive the Gounter Mceiving
Resignation Letter to Retirement/ None 1 minute
the counter staff Resignation Letter staff
2. Receives the
letter and
2. None gr;gg:;stgetoégj None 2 minutes HR staff
Mayor for
Acceptance
3. Furnishes
employee with
Clearance Form
and SALN Forms
3. Gets Clegrance Forry through the None 1 minute HR staff
and SALN Form
counter staff and
advises him/her
to secure court
clearances
4. Submitto HRMO 5. Receive the
complete requirements
requirements:
e City Clearance
with
gggfgakmg to None 1 minute HR staff
accountabilities,
if any.
e Court
Clearances
¢ Notarized SALN
6. Preparation of
Terminal Leave
6. None Application, None 1-2 days HR Staff
Service Record
and Statement of
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Leave Credits /
Leave Cards

7. Endorses to the
City Mayor’s
Office the
Terminal Leave

7. None Application with None 1 minute HR Staff
complete
requirements
attached for the
Mayor’s approval

8. Prepares voucher

8. None of the approved None 15 minutes HR Staff
terminal leave

City Budget
Office
City Accounting
Office
9. Processing of None 2-3 days Internal Qontrol
voucher Unit
City Treasurer’s
Office
City Mayor’s
Office

9. None

10. Receive Check for
Terminal Leave
Benefit

City Treasurer’s

10. Releasing of .
None 2 minutes Office

Check

5 days and 21

TOTAL None mifutet

Rewards and Recognition

Well motivated employees perform better. Reinforcing the right behavior encourages
efficiency. This service gives recognition and awards employees who exhibits honesty and
exemplary performance, as well as those who bring pride to the City of Silay.

As a safety measure, all nominations shall be submitted at the counter or through email and
the Rewards and Recognition Committee shall convene with social and physical distancing
and whenever practicable, make their deliberations online via video conference. Site
interview shall, whenever possible, be done through online. If this is not possible, interview
shall be done with social distancing and both parties shall wear their respective face masks.

Human Resource Management Office
Highly Technical

G2G

City Employees

None

AGENCY FEESTO | PROCESSING PERSON

CLIENT STEPS ACTIONS BE PAID TIME RESPONSIBLE
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. None

. Accepts

nominations from
clients and/or
heads of offices
through the
counter or
through email

None

1 minute

Counter staff/
HR staff

. None

. Forwards the

nomination to the
Rewards and
Recognition
Committee

2 minutes

HR staff

. None

. The Rewards and

Recognition
Committee
conducts
evaluation and
site interview if
needed

None

Dependent on
the Committee

R&R committee
members

. None

. The Rewards and

recognition
Committee
submits its
recommendation
to the City Mayor

None

1 minute

R&R secretariat

. None

. The City Mayor

determines the
monetary
reward, if any.

None

Dependent on
the City Mayor

City Mayor

. None

. The HRMO

prepares the
certificate of
recognition

None

10 minutes

HR staff

. Attends the awarding

. The City Mayor

awards the
certificate and
the monetary
reward in his
office. Safety
measures such
as use and face
mask and social
distancing shall
be strictly
implemented.

None

N/A

City Mayor

TOTAL

None

14 minutes

23




Human Resource Management Office

External

Recruitment, Selection and Promotion

Opportunity for employment in the City Government of Silay is open to qualified citizens and
positive efforts shall be exerted to attract the best qualified to enter the service. Employees
shall be selected according to the principle of merit and fithess. There shall be equal
employment opportunity for men and women at all levels of position in the agency, provided
they meet the minimum requirements of the position. There shall be no discrimination in the
selection of employees on account of gender, civil status, disability, religion, ethnicity or
political affiliation.

As a safety measure, applicants may apply online. Walk in applicants shall submit their
applications through the counter only. Written tests/questionnaires for applicants shall be
answered at the lobby with tables and chairs provided.

Human Resource Management Office
Complex

G2C; G2G

City employees, jobseekers

Application Letter (1 copy, original)
Comprehensive Resume or Bio-data (1 copy,
original)

Authenticated Proof of Eligibility, if applicable
(1 copy, original)

Proof of Education (1 copy, photocopy)
Proof of Work Experience, if applicable

(1 copy, photocopy)

Work Experience Sheet for employees
seeking promotion (3 copies, original)

To be provided by the applicant
To be provided by the applicant

Agency issuing the eligibility

School or University attended by the applicant
Companies or agencies where the applicant has
worked

Human Resource Management Office /

Civil Service Commission website

AGENCY FEES TO | PROCESSING PERSON
CLIENT STEPS ACTIONS BE PAID TIME RESPONSIBLE
1. Refer to the HRMD | & T1® RO posts
Bulletin for vacant ositiohsah tha
positions — agency gulletin boards
bulletin boards, Civil Civil Service ’ None 15 days HR staff
Service Commission, Commission and
Silay City Website
the agency
website
. Submit application 2. The counter staff
letter and accepts the
requirements to the application and Counter receiving
counter staff, forwards if to the None 5 minutes staff / HR staff
specifying the HR staff
positions applied for concerned for
and the office where encoding
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the vacancy is
available

3. Submit to preliminary
Interview, testing and
evaluation of present
documents for
verification

3. The HRMO
conducts
preliminary
interview of
applicants
whenever
necessary
through video
conferencing
and/or with
social distancing
and use of face
mask

None

15 minutes

HR staff

4. Applicants wait for
the agency call

4. The HRMO
prepares the
selection line-up
for posting;
schedules the
date of the
Personnel
Selection Board
meeting upon
request of the
city mayor, and
notifies the
applicant
selected by the
appointing
authority
through text

message or
email

None

1 hour

HR staff

5. Selected applicant
gets the list of pre-
employment
requirements from
the counter staff

5. Counter staff
provides the
applicant with
the list of pre-
employment
requirements

None

2 minutes

Counter staff

6. Submit the complete
requirements to
the counter staff

3. Counter staff
forwards the
requirements to
concerned
HRMO staff who
shall prepare the
appointment
papers to be
signed by the
applicant and the
appointing
authority

None

30 minutes

HR staff

TOTAL

None

15 days 1 hour
and 52 minutes
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Public Employment Services Office

External

Conduct of Job Fair

An employment strategy which brings together in one venue, the employers and jobseekers
for immediate matching and hiring.

As a safety measure, the office of the Public Employment Services Office (PESO) follows a
schedule scheme for applicants to ensure social distancing. Face masks shall at all times be
worn by the employer representatives, PESO staff and the applicants.

Employment Facilitation Division
Simple
G2C
Jobseekers

1.Bio-data/resume (1 copy, original) Jobseeker

2.Proof of Education (1 copy, photocopy) | Jobseeker

3.Proof of Experience and Training (1 Jobseeker
copy, photocopy)
AGENCY FEES TO | PROCESSING PERSON
CLIENG STEES ACTIONS BE PAID TIME RESPONSIBLE
. : ; 1. PESO staff
1. Online registration of |
) encodes personal 10 minutes/
jobseeker ) None k PESO staff
data of applicants applicant

in the computer
2. Jobseeker will apply | 2. Assist the

personally to any jobseekers by
hiring or recruitment locating the
agency or business space provided
establishment for the hiring I mi Recruitment
. ' minute /
present in the venue agencies. Social None applicant agency or
distancing and Hiring agency
use of face
masks shall be
strictly enforced
TOTAL 11 minutes

None

Referral and Placement Services

Referral is a process of directing pre-screened jobseekers to employers with vacancies
matching their qualifications, while placement is the result of a successful referral. All
transactions shall be done through the counter to minimize human-to-human interaction.
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. Bio-data/resume (1 copy, original)

Employment Facilitation Division

Simple

G2C

Jobseekers

Jobseeker

2. Proof of Education (1 copy,

photocopy)

Jobseeker

3. Proof of Experience and Training (1

copy, photocopy)

Jobseeker

CLIENT STEPS

AGENCY
ACTIONS

FEES TO
BE PAID

PROCESSING
TIME

PERSON
RESPONSIBLE

1. Jobseeker will submit

the duly filled up
registration form
together with the
requirements

1. Staff will assess
requirements,
interview the
client and assist
in the online
registration and
job matching.
Social distancing
and use of face
mask shall be
strictly enforced
during the
interview.

None

10 mins

PESO Staff

2. Jobseeker will apply

personally or online
to any hiring or
recruitment agency/
establishment

2. If Special
Recruitment
Activity is being
conducted in the
PESO, job
seeker will be
referred
automatically for
possible job
placement.

If there is no
Special
Recruitment
Activity
scheduled at the
PESO, jobseeker
is being referred
to hiring
agencies
registered

in the PESO.

None

1 minute

PESO Staff

TOTAL

None

11 minutes
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Permits and Licenses Division

External

The Permits and License Division under the Office of the City Mayor takes charge in the
issuance of Business Permit, Mayor’s Clearance and Special Permit. The office is open
from 08:00 a.m. to 05:00 p.m., Mondays to Fridays with no noon break policy.

The following are issued by the Office:

A. Business Permits / Mayor’s Permit

1.
2.

Q> @

6.

Business Permit

Business Permit for Public Utility Vehicles, Delivery Vans/Trucks and
Trucking Services

Motorized Tricycle Permit

Pedicab Permit

Pedicab Driver’s License

Motorized Boat Permit

B. Mayor’s Clearance
C. Special Permit

1.
2.
3.

N Qe

Benefit Dance

Parade, Fun Run, Recordia, Procession

Temporary Use of Government Buildings and Facilities (Natalio G. Velez
Sports and Cultural Center (NGVSCC) / Kansilayan Gym, Dr. Jose C.
Locsin Cultural and Civic Center (DJCLCC), Public Plaza, Hofilefia
Covered Court)

Charter Day Celebration (June 12)

Religious Fiesta (November 13)

Holy Week, All Saint’s Day and Christmas Village

Large Cattle Ownership and Transfer of Ownership

Transfer of Cadaver

These are the following COVID-19 Safety Measures that are implemented in the Office:

1.

Requiring all Applicants and Personnel to wear face masks and undergo
foot bath. Entry is denied to those who are not wearing any face masks.
Checking of temperatures at the entrance of the Office. Those with
temperatures above 37.6°C are not allowed to enter the office and are
advised to seek medical help.

All Applicants entering the Office shall provide their Name, Address and
Contact Number in the Log Book for Contact Tracing.

Alcohol Spray/Hand Sanitizers are available for use at the entrance and
desks. Applicants and Personnel are required to constantly wash and/or
apply Alcohol/Hand Sanitizer on their hands especially after every
transaction.
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5. To maintain Social/Physical Distancing, the following protocols will be
observed to wit:

a. Applicants inside the Office will be kept to a minimum number

b. Applicants are constraint to comply the One-seat-apart Policy.

c. Office tables and chairs are re-arranged to serve as barriers to
maintain at least one (1) meter distance when transacting with
Personnel.

6. Disinfecting of comfort rooms and common areas.

BUSINESS PERMIT

Office or Division:

Permits and License Division

Classification:

Simple

Type of Transaction:

o G2C - for services whose client is transacting public
o G2B - for services whose client is a business entity

Who may avalil:

Transacting Public

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Barangay Certification (1 Original)

Barangay Hall (Location of Business)

Registration / Others

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

From the Corresponding Offices

Occupants)

Lease Contract (For Public Market

Public Market

Contract of Lease

Owner of Property (For Business Renting the

Property)

Return (Previous Year)

Audited Financial Report / Income Tax

From the Applicant

Joint Inspection Team (JIT) Clearance

Business Permits and Licensing Office (BPLO)

the Nature of Business

Other Documents as needed based on

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

1. Submit all 1. Receive the None 5 Minutes Staff
documents required | complete Business Permits
to Step 1 to acquire | required and Licensing
the filled-up documents, Office (BPLO)
application form encode

needed

information /

details and

print

application

form
2. Proceed to Step 2 | 2. Accept e New 10 Minutes Revenue Officer
/ assessment to documents, Business: City Treasurer’s
secure the Tax Order | assess and one-tenth Office
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of Payment

2.1 Pay the required
fees at the Cashier
Window

*Make sure to secure
the official receipts
upon payment

issue the Tax
Order of
Payment

2.1 Accept
payment and
print official
receipts

of 1% of
Capitalizat
ion +
Miscellane
ous Fees
e Renewal
of
Business:
Gross
Sales x
the
following:
¢ Retailer:
3% +
Miscellane
ous Fees
e Services
/Manufact
urer/Deale
r/Wholesal
er:
Graduated
Tax
Schedule
+
Miscellane
ous Fees

And
Cashier
City Treasurer’s
Office

3. Proceed to the 3
and last step for the
release of Business
Permit

3. Issue the
laminated
Business
Permit

None

5 Minutes

License Officer | /
Staff
Business Permits
and Licensing
Office (BPLO)

TOTAL:

20 Minutes

SPECIAL PERMIT

A. Benefit Dance and Temporary Use of Government Buildings and Facilities

Office or Division:

Permits and License Division

Classification:

Simple

Type of Transaction:

e G2C - for services whose client is transacting public
e G2B - for services whose client is a business entity

Who may avail:

Transacting Public

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Letter of Request addressed to the City

Mayor w/ Endorsement

From the Applicant w/ Mayor’s Approval

AGENCY FEES TO | PROCESSING PERSON
CLIENT STEPS ACTIONS | BE PAID TIME RESPONSIBLE
1. Submit a Letter of | 1. Receive None 2 Minutes Staff
Request to the City Letter of City Mayor’s
Mayor for approval Request and Office
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have it

approved

2. Bring the approved | 2. Acceptthe | Benefit 3 Minutes Staff
request to the approved Dance Business Permits
Business Permits and | request and e Fiesta - and Licensing
Licensing Office print the PHP Office (BPLO)
(BPLO) to secure the | permit 300.00 CaAsnhC: er
printed permit e Non- City Treasurer’s

fiesta - Office

PHP 50.00
2.1 Paytherequired | 2.1 Accept
fees at the Cashier payment and Governme
Window print official nt
*Make sure to secure | receipts Buildings /
the official receipts Facilities
upon payment e Varies on

the use of

Venue

Facilities

(e.g.:

Aircon,

Sound

System,

etc.)
3. Proceed to the 3. Sign printed None 5 Minutes Head of Office
Philippine National permit Philippine
Police (PNP) to have National Police
the permit signed (PNP)

And
3.1 Proceed to the 3.1 Issue Head of Office
Business Permits and | permit Bl;?geL?seizirrgts
Licensing Office .
(BPLO) for the QgF FPLO)
release of permit
TOTAL: 10 Minutes

B. Charter Day Celebration (June 12) and Religious Fiesta (November 13)

Office or Division:

Permits and License Division

Classification:

Simple

Type of Transaction:

e G2C - for services whose client is transacting public
o G2B - for services whose client is a business entity

Who may avail:

Transacting Public

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Endorsement from the Organizer

From the Organizer

AGENCY FEESTO | PROCESSING PERSON
CLIENT STEPS ACTIONS BE PAID TIME RESPONSIBLE
1. Submit 1. Receive None 2 Minutes Head of Office
Endorsement by the Endorsement Business Permits
Organizer to the and have it and Licensing
Business Permits and | approved Office (BPLO)

31




Licensing Office
(BPLO)

2. Bring the approved | 2. Acceptthe | PHP 10.00 3 Minutes Staff
Endorsement to the | approved per Business Permits
Business Permits and | Endorsement | sqm./day and Licensing
Licensing Office and print the Office (BPLO)
(BPLO) to secure the | permit And
i ; Cashier
printed permit City Treasurer’s
2.1 Paytherequired | 2.1 Accept Office
fees at the Cashier payment and
Window print official
*Make sure to secure | receipts
the official receipts
upon payment
3. Proceed to PNP to | 3. Sign printed None 5 Minutes Head of Office
have the Permit Permit Philippine
signed National Police
(PNP)
3.1 Proceed to the 3.1 Issue Y
Business Permits and | permit BHgad of Off'ce."
. ; ! usiness Permits
Licensing Office and Licensing
(BPLO) for the Office
release of Permit (BPLO)
TOTAL: 10 Minutes

C. Holy Week, All Saint’s Day and Christmas Village

Office or Division:

Permits and License Division

Classification:

Simple

Type of Transaction:

e G2C - for services whose client is transacting public
e G2B - for services whose client is a business entity

Who may avalil:

Transacting Public

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Endorsement from Organizer Church
AGENCY FEES TO | PROCESSING PERSON
CLIENT STERG ACTIONS | BE PAID TIME RESPONSIBLE
1. Submit Name to 1. List the None 2 Minutes Head of Office
the Business Permits | Name of the Business Permits
and Licensing Office | Applicant and Licensing
(BPLO) to be raffled Office (BPLO)
for a spot
2. Secure the printed | 2. Printthe PHP 10.00 3 Minutes Staff
permit permit per Business Permits
sqm./day anq Licensing
2.1 Paytherequired | 2.1 Accept Office (BPLO)
fees at the Cashier payment and Cﬁ‘s”h‘?er
Window print official City T :
* i y Treasurer’'s
Make sure to secure | receipts Office

the official receipts
upon payment
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3. Proceed to the 3. Sign printed None 5 Minutes Head of Office
Philippine National Permit Philippine
Police (PNP) to have National Police
the Permit signed (PNP)
And
3.1 Proceed to the 3.1 Issue BHgad of Office
. . . usiness Permits
Business Permits and | permit and Licensing
Licensing Office Office (BPLO)
(BPLO) for the
release of Permit
TOTAL: 10 Minutes

D. Large Cattle Ownership and Transfer of Ownership

Office or Division:

Permits and License Division

Classification:

Simple

Type of Transaction:

e G2C - for services whose client is transacting public
o G2B - for services whose client is a business entity

Who may avail:

Transacting Public

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
gfe gl\f\;ﬁaet—lgr:]ig)om Fyangay Barangay Hall (Location of Business)
Old Credential signed by the Philippine
National Police (PNP) Philippine National Police (PNP)
(If Transfer)
AGENCY FEES TO | PROCESSING PERSON
CLIENT STEES ACTIONS | BE PAID TIME RESPONSIBLE
1. Submit 1. Receive None 2 Minutes Cashier
requirements to requirements City Treasurer’s
acquire credential and issue Office
credential
2. Pay the required 2. Accept e Ownershi 3 Minutes Cashier
fees at the Cashier | paymentand | p - PHP City Treasurer’s
Window print official 32.50/cattl Office
*Make sure to secure | receipts e (penalty
the official receipts of PHP
upon payment 8.00 if
cattle is
more than
2 years
old)
¢ Transfer
- PHP
50.00/cattl
e
3. Proceed to the 3 | 3. Affix None 5 Minutes Head of Office
and last step for signature to BUSiSEI!_SS Permits
i an Icensin
approval the credential Office (BPLO%
TOTAL: 10 Minutes

33




E. Parade, Fun Run, Recorida, Procession

Office or Division:

Permits and License Division

Classification:

Simple

Type of Transaction:

e G2C - for services whose client is transacting public
o G2B - for services whose client is a business entity

Who may avail:

Transacting Public

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Letter of Request addressed to the City

Mayor w/ Endorsement

From the Applicant w/ Mayor’s Approval

Traffic (Route)

Traffic Office

AGENCY FEES TO | PROCESSING PERSON
CLIENT STEPS ACTIONS | BEPAID TIME RESPONSIBLE
1. Submit a Letter of | 1. Receive None 2 Minutes City Mayor
Request to the City Letter of City Mayor’s
Mayor and Traffic Request and Office
Office for approval have it HeadA(\)rf]dOffice
Gproed Traffic Office
2. Bring the approved | 2. Accept the PHP 50.00 3 Minutes Staff
request to the approved Business Permits
Business Permits and | request and and Licensing
Licensing Office print the Office (BPLO)
(BPLO) to secure the | permit Cg\snhoiler
printed permit Ci ;
ity Treasurer’s
i Office
2.1 Paytherequired | 2.1 Accept
fees at the Cashier payment and
Window print official
*Make sure to secure | receipts
the official receipts
upon payment
3. Proceed to the 3. Sign printed None 5 Minutes Head of Office
Philippine National Permit Philippine
Police (PNP) to have National Police
the Permit signed (PNP)
And
3.1 Proceed to the 3.1 Issue Head of Office
Business Permits and | permit B:?Qi?feiiirrrgts
Licensing Office .
(BPLO) for the Office (BPLO)
release of Permit
TOTAL: | PHP 50.00 10 Minutes

F. Transfer of Cadaver

Office or Division:

Permits and License Division

Classification:

Simple

Type of Transaction:

e G2C - for services whose client is transacting public
o G2B - for services whose client is a business entity

Who may avail:

Transacting Public
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CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Form of Transfer of Cadaver City Health Office

Death Certificate

From Hospital where the death occurred

CLIENT STEPS

AGENCY FEES TO | PROCESSING PERSON

ACTIONS BE PAID TIME RESPONSIBLE
1. Bring requirements | 1. Receive None 2 Minutes Staff
to acquire filled-up requirements Business Permits
form for transfer and issue and Licensing
permit for Office (BPLO)
transfer
2. Pay the required 2. Accept PHP 50.00 3 Minutes Collector
fees at the Cashier payment and City Health Office
Window print official
*Make sure to secure | receipts
the official receipts
upon payment
3. Proceed to have 3. Affix None 5 Minutes Head of Office
the permit signed by | signature to City Health
the assigned the permit Office,
Head of Office

signatures

Business Permits
and Licensing

Office (BPLO)
And
Embalmer
4. Proceed to the 4. Accept None 5 Minutes Staff
Local Civil Registrar | documents Local Civil
(LCR) for submission | and give Registrar (LCR)
of approved permit copies of
client

TOTAL: | PHP 50.00 15 Minutes

TRANSPORTATION BUSINESS PERMIT

Office or Division:

Permits and License Division

Classification:

Simple

Type of Transaction:

e G2C - for services whose client is transacting public
o G2B - for services whose client is a business entity

Who may avail:

Transacting Public

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Barangay Clearance

Barangay Hall (Owner’s Residency)

Latest Franchise

¢ Jeep - Land Transportation Franchising and
Regulatory Board (LTFRB)
e Tricycle - Sangguniang Panlungsod (SP)

Certificate of Registration (C.R.) and

Official Receipt (O.R.)

Land Transportation Office (LTO)

Insurance Policy with Passenger
Accident Management and Insurance
Agency, Inc. (PAMI) (Driver’s License
and Third Party Liability)

Insurance Agency
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Joint Inspection Team (JIT) Clearance

Business Permits and Licensing Office (BPLO)

AGENCY FEESTO | PROCESSING PERSON
CLIENT STEPS ACTIONS BE PAID TIME RESPONSIBLE
1. Submit all 1. Receive the None 5 Minutes Transportation
documents required complete Staff
to Step 1 to acquire required Business Permits
the filled-up documents, and Licensing
application form encode Office (BPLO)
needed
information /
details and
print the
application
form
2. Proceed to Step 2 | 2. Accept Delivery 10 Minutes Revenue Officer
/ assessment to documents, Truck/Van/ City Treasurer’s
secure the Tax Order | assess and Tricycle Office
of Payment issue the Tax | e w/in Silay And
Order of — . Cashier ’
Payment Business e Té?f?:; rers
- PHP
2.1 Pay the required 2.1 Accept 1,655.00
fees at the Cashier paymentand | e w/in Silay
Window *Make sure print official w/
to secure the official | receipts Business
receipts upon — PHP
payment 1,650.00
e outside
Silay -
PHP
1,610.00
e Public
Utility
Vehicle
(PUV) -
PHP
880.00/
PHP
980.00
e Coupon
Transpor
t (Airport)
- PHP
1,280.00
(For all:
Annual/Fix
ed Tax +
Miscellane
ous Fees
3. Proceed to the 3¢ | 3. Issue the None 5 Minutes License Officer I /
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and last step for the laminated Staff
release of Business Business Business Permits
Permit Permit and Licensing
Office (BPLO)
TOTAL: 20 Minutes
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Nutrition Services Division

External

Assessment of Nutrition Situation among 0-5 years preschoolers

This office is tasked to deliver basic services to the community specifically the prevention & control of
malnutrition among 0-59 months or below 5 years old preschoolers. Nutrition office implements
programs formulated & mandated by the Department of Health as well as National Nutrition Council
to monitor nutritional situation in all barangays. All clients/ patients are required to strictly comply all
health protocols for the prevention of transmission due to COVID-19 such as foot bath, wearing of
face mask, social distancing and use of disinfectant.

Office: Nutrition Office
Classification: Simple
Type of G2C-Government to Citizen

Transaction:
Who may avail: = Families with Children below 5 years old
CHECKLIST OF REQUIREMENTS | WHERE TO SECURE

Referral Slip (1 original copy) Barangay Nutrition Scholars/Midwives
CLIENT STEPS AGENCY FEESTO | PROCESSIN PERSON
ACTIONS BE PAID G TIME RESPONSIBLE
1. Present referral to 1. Conduct actual None 3 mins. BNS on duty
BNS on duty weighing &

measuring of
preschoolers
2. Assess nutritional 2. Use Child None 3 mins. Nutrition staff
status of the child Growth Standard
table to assess

nutritional status

3. Counseling & Health | 3. Explain None 5 mins. Nutrition Staff
Education Activities nutritional status

of the child,

provide

information on
proper nutrition &
hygiene

1.2 Provision of
micronutrients
and essential
medicines if
needed

4. Schedule of follow up | 4. Provide None 2 mins. Nutrition Staff
visit reminder’s chart
for her/his follow
up visit

TOTAL None 13 mins.
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Silay City Library

External

Application for Library Card

The City Library offers a variety of research materials that the clients may borrow. The clients may
apply for a library card in order to bring these research materials out of the library for research or
pleasurable reading. As a safety precaution, all walk-in clients of the City Library are obliged to wear
mask and sanitize their hands with alcohol before entry.

Library Services Division
Simple
G2C

Any Silaynons may avail of the service. Non-Silaynons may also
avail of the service through reference of library membership or
cardholders.

Library card application form (1 copy, original) | Library
AGENCY FEES TO | PROCESSING PERSON
CLIENE, STEPS ACTIONS BE PAID TIME RESPONSIBLE

1.Submit photocopy 1. Validate the None 1 Minute Library staff
and original copy of presented 1.D.;
valid ID return the original

ID
2. Fill up application 2.1 Check and None 5 Minutes Library staff
form validate the form

2.2 |ssuance of the

library card

Total time 6 MINUTES

Borrowing of Library Materials

The clients may opt to borrow reading materials from the library for outside reading.

Library Services Division
Simple
G2C

Any Silaynons may avail of the service. Non-Silaynons may also
avail of the service through reference of library membership or
cardholders.

Library Card, original Library
AGENCY FEESTO | PROCESSING PERSON
CLIENT STEPS ACTIONS BE PAID TIME RESPONSIBLE
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1.Submit valid I.D. and Validate the None 1 Minute Library staff
library card presented |.D.
2. Present the materials | 2.1. List the None 10 Minutes Library staff
to be borrowed materials borrowed

2.2. Inform the

client of due dates

2.3. Release of

materials borrowed

Total time 11 Minutes

Internet Research

Clients may make use of the city library’s internet connection for research purpose.

Library Services Division

Simple

G2C

Any Silaynons may avail of the service. Non-Silaynons may also
avail of the service through reference of library membership or

cardholders.

Library Card, original Library
AGENCY FEESTO | PROCESSING PERSON
CLIENT STEPS ACTIONS BE PAID TIME RESPONSIBLE
1. Inform library Staff 1. Provide Wifi None 1 Minute Library staff
password
Total time 1 Minute
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Silay Housing Authority Office

External

Application for Lot in the Resettlement Site

Informal Settler Families of Silay City who are in need to be relocated just like those who are
living in danger areas, ejected by Court Orders, Barangay Settlements, DPWH or CPDO
Certification and Barangay Certification (Clearing of roads of lllegal Obstruction or Road
Clearing) are priorities for relocation of the Housing Office. As a safety measure, all walk-in
clients are required to wear masks and sanitize with alcohol before entering the office.

Likewise, all staff are also required to wear their masks at all times.

Silay Housing Authority Office

Complex

Citizen to Government

1. Barangay Certificate
-as to the number of years of residency
and if house is located in danger area (1
original)

Informal Settler Families of Silay ejected by Court Orders, with threat
for ejectment, Brgy. Settlement, living in danger areas and in lots with
infrastructure projects of the government.

Barangay Hall

2. Picture of Actual House (Front, Back, Side)

Photo Shops/ Computer Shops

3. Marriage Contract (Married/Widow) or Birth
Certificate (Single) (1 photocopy)

Philippine Statistics Agency or Local Civil
Registrar

4. ID Picture of applicant and co-applicant (1
piece 1x1 or 1 piece 2x2)

Photo Shops

5. Certificate of No Real Properties (1
original)

City Assessor’s Office

6. Affidavit of No Obligation and Qualification
for the Purchase of lot (3 original)

SHAO
City Legal Office/ Hall Of Justice/ Notary Public

7. Court Order/ Barangay Settlement/ DPWH/
CPDO Certification/ Brgy. Certification
(Clearing of roads of lllegal Obstruction or
Road Clearing)

Barangay Hall, CPDO, DPWH, Landowner,
Hall of Justice

8. Valid Government ID (1 photocopy)

Any Government ID

9. Waiver of Rights (1 photocopy) As Needed

City Legal Office or Private Attorneys

10. Special Power of Attorney (1 photocopy)

City Legal Office or Private Attorneys

CLIENT STEPS

AGENCY
ACTIONS

PERSON
RESPONSIBLE

PROCESSING
TIME

FEESTO
BE PAID

1. Fill-up Basic Client
Interview Form and
submit.

-Check if the
interview form is
filled out right.
-Check if the
applicant is an
awardee of any
resettlement sites or
CLOA holder (also
Spouse’s name)

- Give requirements

Enumerator &
Housing
Personnel

None 10 minutes
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-Encode all
information in the
computer/ system
2. Answer the survey Questioning the
asked by the applicant with N 20 minutes Coordinator
one
enumerator. regards the & Enumerator
questionnaire
3. Submit Copy of Receive the
Qualification (Court required documents
Order/ Brgy. and get their
Settlement, Brgy contact number for None 5 minutes Officer-in-
Certification for Danger | background Charge-
Area, Government investigation Housing Office
Infrastructure) and & Enumerator
Photos
4. Wait for Ocular Schedule for Ocular
Inspection and Inspection and
Validation Val?dation of NERE RGN prynerator
applicants
5. Wait for the schedule | Text the qualified
of orientation if qualified | beneficiaries the
information about None 30 minutes Coordinator
the scheduled & Enumerator
orientation.
6. Attend the scheduled | Orientation Coordinator
orientation conducted by the None Y2 day & Enumerator
office
7. If applicant have Give out application
decided for forms and receive.
rese.ttler.nent, Fill up None 10 minutes Coordinator
application forms and
submit other
requirements.
8. Wait for the Evaluation of
evaluation and approval | application, make
of application form. recommendation to OIC-Housin
PP the Chairman and RETE A Office )
approval of
application forms.
9. Wait for the drawing Schedule Drawing OIC-Housing
of lots of Lots None 4 days Office &
Coordinator
10. Go to the office for | Drawing of Lots OIC-Housing
the drawing of lots or lot None v, da Office/
allocation and ready to y Coordinator/
transfer City Mayor
TOTAL None 15 days and
75 minutes

Community Homeowners Association Registration

Homeowners Association who wish to register their association with the Department of
Human Settlements and Urban Development (DHSUD) can seek the assistance of the Silay
Housing Authority Office.
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Silay Housing Authority Office

Complex

G2C

Homeowners Association who are registered with the Department of

Complete Reportorial at Department of Human

Human Settlements and Urban Development (DHSUD).

Department of Human Settlements and Urban

Settlements and Urban Development Development (DHSUD)
(DHSUD)
AGENCY FEES TO | PROCESSING PERSON
CLIENT STEPS ACTIONS BE PAID TIME RESPONSIBLE
1. Assist HOAs for Assist with the
registration with paper works and None 1-2 weeks Coordinator

DHSUD and reportorial
requirements/
compliance.

check.

2. HOA'’s should wait
for the approval of their

requirements or papers.

Plan and propose
for other socialized
housing projects of
LGU

None

Dependent on
the availability
of funds and
assistance
from other
national shelter
agencies and
NGOs
(optional)

Mayor/ City
Administrator/
OIC- Housing

Office

TOTAL

None

Minimum of 1-
2 weeks
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Tourism Division

External

It is a component of the Office of the City Mayor, supervised by the City Administrator, which
handles programs and projects on tourism promotions and development. It maintains a
lineage with the provincial tourism office and other tourism offices in town and cities of
Negros Occidental. It also has a tie up with the Alliance of Tourism Officers of Negros
Occidental (ATONO), Department of Tourism (DOT), Department of Trade and Industry
(DTI) or Securities and Exchange Commission (SEC) Registration and other sectors
working for the promotion and marketing of the tourism industry of the country.

Checking and Verification of Requirements for Regional Accreditation of
Accommodation Establishments by the Department of Tourism Region 6

SILAY CITY TOURISM DIVISION
SIMPLE

G2B - GOVERNMENT TO BUSINESSES
ACCOMMODATON ESTABLISHMENTS

1. One (1) piece Photo Copy of Mayor’s 1. Business, Permits and Licensing Office
Permit
2. One (1) piece Photo Copy of 2. Department of Trade and Industry or
Department of Trade and Industry (DTI) or Securities and Exchange Commission

Security and Exchange Commission

(SEC) Registration

3. One (1) piece Photocopy of 3. Insurance Companies
Comprehensive General Liability
Insurance (CGL)

AGENCY FEES TO | PROCESSING PERSON

CLIENT STRFSQ ACTIONS BE PAID TIME RESPONSIBLE
1. Verification of None 2 (two)

1 Present Requirements as minutes Tourism Staff
requirements to the requestaLLl the r'nembe'r
Silay City Tourism Depz?rtment (_)f Tourism Officer
Office Tourism Region 6
fé(fulilreentj gg:fn(:zri! Follqw-qp client’s None 3 (_three) '
to DOT Region 6 appllcgtlo_n for minutes Tourism Staff
Website for accreditation mem'ber _
approval Tourism Officer
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5 (five)
Minutes

TOTAL None

Checking and Verification of Requirement for Regional Accreditation of Secondary
Tourism-Related Establishments (Restaurants and Specialty Shops) by the
Department of Tourism Region 6

SILAY CITY TOURISM DIVISION

COMPLEX

G2B - GOVERNMENT TO BUSINESSES

SECONDARY TOURISM-RELATED ESTABLISHMENTS

1. One (1) piece Photo Copy of Mayor’s 1. Business, Permits and Licensing Office
Permit
2. One (1) piece Photo Copy of 2. Department of Trade and Industry or
Department of Trade and Industry (DTI) or Securities and Exchange Commission
Securities and Exchange Commission (SEC)
Registration
AGENCY FEESTO | PROCESSING PERSON
CLIENT PTRES ACTIONS BE PAID TIME RESPONSIBLE
1 Present 1. Verification of To;r;}sgbzaﬁ
requirements to the Rl ents as 2 (two) Tourism Officer
Silay City Tourism IRy o by the minutes
Office Department of None
Tourism Region 6
2. Client uploads all Follow-up clients
documents/require applicatign 1 None 3 (three) Tourism Staff
ments to DOT . minutes member
Region 6 