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Republic of the Philippines
DEPARTMENT OF FINANCE

BUREAU OF LOCAL GOVERNMENT FINANCE
8th Floor EDPC Building, BSP Complex, Roxas Boulevard, 1004 Manila
www.blgf.gov.ph I central@blgigov.ph 1 +63 2 52'l 2780 I 527 2'l9O

CERTIFICATE OF COMPLIANCE
Purcuant lo Republic Act No. 11032: An Act Promoting Ease of Doing Business and Ellicienl Delivery of Government Solices,
Amending fot the Puryose Republic Act No. 9485, Otheryise Krcwn as tbe Anti-Red Tape Act ol 2007, and for Otlpt Putposes

t, Nl[o RAYMOND B. ALVINA Filipino, of legal age, ExEcuTlvE DIRECTOR,
BUREAU OF LOCAL GOVERNMENT FINANCE (BLGF), the person responsible and
accountable in ensuring compliance with Section 6 of the Ease of Doing Business and Efficient
Government Service Delivery Act of 2018, hereby declare and certify the following facts:

1. The BLGF, including its fifteen (15) Regional Offices, has established its service
standards known as the Citizen's Charter that enumerates the following:

a. BLGF Vision and Mission; and

b. BLGF Services Offered detailing the: (i) Comprehensive and uniform
checklist of requirements for each type of application/request; (ii) Step-by-
step procedure to obtain a particular service; (iii) Person responsible for
each step; (iv) Maximum time needed to conclude the process; (v)
Documenvs to be presented by the applicanUrequesting party, if necessary;
(vi) Amount of fees, if necessary; and (viii) Procedure for filing complaints.

2. The Citizen's Charter is posted as an information billboard through interactive
information kiosks, electronic billboards, posters, larpaulin standees, or any other
readable materials that could be easily understood by the public.

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

4. The Citizen's Charter is written in English and published as an information material.

5. The Citizen's Charter is uploaded at www.blgf.gov.ph/citizenscharter.

6. There is an established Client Satisfaction Measurement per service in the
respective offices.

This Certification is being issued to attest to the accuracy of all the foregoing based on
available records and information that can be verified.

wrffi
NINO RAYMOND B. ALVINA

Executive Director

I9 819

SUBSCRIBED AND SWORN to before me this 6s day of December 2019 in the City of Manita,
Philippines, with afflant exhibiting to me his Philippine Passport No. S0012122A issued on 06 November
2019 in Manila, Philippines.

Doc. No. _
Page No. _
Book No. _
Series of

lN WTNESS WHEREOF, I have hereunto set my hand this 6th day of December 2019
in the City of Manila, Philippines.
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BUREAU OF LOCAL GOVERNMENT FINANCE

CITIZEN'S CHARTER
2019 (1" Edition)
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l. Mandate:

Under EO No. 127, the Bureau of Local Government Finance is mandated to perform the
following functions:

Assist in the formulation and implementatlon of policies on local government
revenue administration and fund management;

Exercise administrative, technical supervision and coordination over the treasury
and assessment operation of local govemment;

Develop or implement plans and programs for the improvement of resource
management system, collection enforcement mechanisms and credit utilization
schemes at the local levels;

Provide consultative services and technical assistance to the local govemment and
general public on local taxation, real property assessment and other related
matters;

Exercise line supervision over its Regional Offices and the local treasury and
assessment and other related matters; and

Perform such other appropriate tasks or functions as may be assigned by the
Secretary of Finance or Undersecretary for Revenue Operations

ll. Vision:

Empower local government units to attain fiscal sustainability through a responsive
Bureau of Local Government Finance

Ill. Mission;

The Bureau of Local Government Finance of the Department of Finance is the focal
agency and an authority in local finance that aims to be at the forefront of local economic
growth leading the way towards national development



!V. Service Pledge:

We, the Officials and Employees of the Bureau of Local Government Finance, commit to:

Build and institutionalize a culture of Excellence, Competence, Professionalism, and
Dedication to public service. A continuing challenge for us to ensure that our institution
has the skills, the right values and perspective in the way of doing business;

Lead by example the observance of the ethical standards for public servants with
indubitable integrity and spirituality that we may increase confidence of the general public
in the government system;

Generate and promote good relationship with the transacting public through prompt
action, transparency and utmost courtesy as enshrined in our Citizen's Charter; and

Focus on our clients and practice greater sensibility to their priorities and services
required.
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FEEDBACK SUBMISSION

How to send feedback 1 . Accomplish the Customer Feedback Form and
submit to the ARTA Focal Person

2. For inquiries and follow-up, clienUcustomer may
contact (02) 8522-8767 or send email at
eodb.complaints@blgf . gov.ph

FEEDBACK PROCESSING

How feedbacks are
processed

1. The ARTA Focal Persons and Web
Administrator shall consolidate and process
every Monday all the feedbacks received from
the preceding week

3. The concerned Office shall be required to reply
within 3 days from receipt of the referral memo;
they shall notify the customer, copy fumished
the ARTA Secretariat on action taken through
postal/email as indicated in the accomplished
form

4. The ARTA Focal persons and Web
Administrator shall submit to the ARTA
Secretariat a monthly report on feedback
received every 5th day of the preceding month

5. For inquiries and follow-ups, clienUcustomer
may contact (02) 8522-8767 or send email at
eodb.complaints@blgf.gov.ph

2. Feedback results shall be forwarded to the
ARTA Secretariat for consolidation which will be
refened to the concerned ffice within lday
from receipt of feedback requiring appropriate
answers



COMPLAINTS FILING
How to file a complaint 1 Send your letter or complaint following these

simple and easy instructions:

lndicate clearly your name, complete address
and contact number (if any);
Explain clearly the details of your request or
complaint;
lnclude photocopies of relevant documents
that will help us understand your concern and
in determining the appropriate action on
clienUcustomer concem.

How complaints are
processed

1 Complaints management process involves the
receipt and review of complaints to see that all
required information has been included and that
it is valid. lt will be assessed.

2. The objective of this process is to address the
concerns in a timely and appropriate manner to
see if it can be referred for early resolution

3. An Action Document for guidance is prepared
on how and where clienUcustomer may follow-
up concem; or call contact (02)8522-8767 or
send email at eodb.complaints@blgf.gov.ph

4. Complaints may also be filed in any of the
following govemment agencies:

Contact Center ng Bayan (CCB)
G/F, Civil Service Commission Central ffice,
Batasan Hills, Diliman, Quezon City

. Hotline: 'l-6565 accessible via PLDT and
Smart landlines nationwide

. SMS/TextAccess: 0908-8816565

. email@contactcenterngbayan.gov.ph

. www.contactcentemgbayan.gov.ph

. www.facebook.com/mntactcenterngbayan
other feedback facilities:

. Text CSC: 0917-8398272
o Hotline: (02) 8932-01 11

o paio@csc.gov.ph
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COMPLAINTS FILING
Presidential Complaints Center (PCC)
Office of the President
Bahay Ugnayan, J.P. Laurel Street
Malacafrang, Manila
pcc@malacanang. gov.ph

o Telefax(02)-87368621
o (02) 8736-8645
o (02) 8736-8603
o (02) 8736-8629
o (02) 8736-8621

o info@arta.gov.ph
. complaints@arta.gov.ph
o (02) 8478-5091 1478-5099

COMPLATNT PROCESSING
How feedbacks are
processed

1. The ARTA Focal Persons and Web
Administrator shall submit daily to the Chief of
Human Resource Management Division
(HRMD) all complaints received

3. The customer shall be immediately informed of
the decision of the complaints

4. For inquiries and follow-ups, clienucustomer
may contact (02) 8522-8767 or send email at
eodb.complaints@blgf .gov. ph

Anti-Red Tape Authority (ARTA)
G/F, HPGV Building (Formerly Accelerando), 395
Senator Gil J. Puyat Avenue, 1200 Makati

2. The HRMD, within 1-day from receipt of the
complaints from ARTA Focal Persons and Web
Administrator, shall evaluate and prepare
referral memo addressed to the Legal Service,
copy furnished the customer. The disposition of
complaints shall follow the procedures indicated
in the 2017 Rules on Administrative Cases in
the Civil Service
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1. Receipt of lncoming Documents
rncom documents m

Office or Division: AFMS/Administrative Division (Records Section)
Classification: Simple
Type of Transaction: G2B,G2C,G2G

l/vto may avail: ALL (e.9. Govemment Agencies, LGUs, Taxpayers, Corporations, General Public)

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Documents/Letter for submission

CLIENT STEPS AGENCY ACTION FEES TO
BE PAID

PROCESSING TIME PERSON
RESPONSIBLE

Submil the documents and
receive the stamped receiving
copy of lhe documenls-

Admin Aide ll

Walkln/Personal Oellvery -Verify peninenl details
such as signature of the sender and name ofthe
addressee, slamped receaved the receiving copy and
returned lo lhe client

15 mins

Prccoad lo Recording/Barcodi ng

Send thru email E-mall -Monitor incoming e-mails, Acknowiedge
receipt of€-mail, paint lhe documents /letter and
submit to lhe Administretive Aide ll. All official emails
should be sent to records@blgf.gov.ph

20 mins
E. mails recaived 4:00
PM onwards and S.t.
and Sun. will be
acknowledged and
submitted to AA llon
ths tollowing working
day.

Admin Offrcer V

Procood lo Recording/Baacdi ng
Send thru Mail/
Cou.ie.

P6t Offlc6 Pick up and receive th6
parcels/envelopes trom the post oflic€ by affixing
signature lo the delivery rec€ipt. EndoBe documenls
to Admin Aide ll (Records Receiving Officer). Plck up
from Post Office at 9:00 AM daily.

15 minutes Admin Aide ll

Ptocgod to Recordiog,tsarcuding

Courlor - Receive lhe parcels/envelopes from the
Courier by afllxing signature to lhe delivery receipt 15 mins Admin Aide ll

Recordihg/Barcoding: Opens envelope, altach
Ccs,affix barcode and classify the documents
received
Encode details in lhe Dodment and A.chiving S)6tem
(DMAS)
Print list of lncoming Documents

30 mins Admin Aide ll

Deliver the physical documents to lhe Office of the
Executive 0ireclor or concerned recipienvs, except for
the following:
Appojnlmenls and designationi to (Administralive
Division)
LGU applic€tion for CNOSC/8C; to L0MED

t hour 10 minutes
7:00 .9:00 Ali, (9:30
A.M-delivery)
9:01:11:00 AM
( 11:30 A.M delivery)
11:01 Air.1:00 PM
1i30 PM delivery l:01.
3:00 PM (3:30
PM delavery)

3:01 PM onward3
(8:00 AM nextworking
dav )

Admin Aide ll

TOTAL: 2 hour3



Otfice or Division: AF[,1S/Administrative Division (Records Section)
Classification: Simple
Type oI Transaction G2B,G2C,G2G

Who may avail: ALL (e.9. Govemment Agencies, LGUS, Taxpayers. Corporations, General Public)

CHECKLIST OF REQUIRETIENTS WH€RE TO SECURE

ldentification Card. Person aulhonzed to receive

Authorization lett€r with photocopy of lD with signalure Recipienl

CLIENT STEPS AGENCY ACTION FEES TO
BE PAID

PROCESSING TIME PERSON
RESPONSI6LE

Upon rocejpt otdocumonts for release from lhe
concemed BLGF divisiorrunil. .eco.d documenls
Eceived in the logbook, check completen€ss of the
attachmontsi s€gEgale Odginal copiss from Duplicate.
Odginal - for rel€as€; Ouplicat€- for archiving .

None

20 mins Aclmin Officer V

Release docum€nrs thtu

Client infoms th€
Custom6r Assistanc6
Desk to pick- up
documenls,lhen
Proceed to Records
Section.

Plcl -uD - Verlfy ldentification, authorization lf the receiver is

not th€ requestlnt party .

None

20 mins
Admin Ofllcer l/

Racipi6nt
Acknowledge rec€ipl
of the documenl/s
requested by affixing
his/her srgnalure over
printed nam€ on th6
receiving copy and
indicale lhe date of
receipt.

Rec€ive documgnts
from Posl Oflice Post OflL.- Address the envelope and enclose the documentl-

torbulk mails, prepare list of outSoint mails, paste the stamp
issued by the post office to each mailwhich corresponds as its

re8lstry number. The post office personn€l shall acknowedge
receipt, affix initialand indicetethedate of reaeipt. tn case of
sinSle mail, the post offlce will isrue Retistry Receipt Numb€r.

None
4 hou6

7:00 -10:00 -
deliveyll: 00 A-M

11:01 -3:00 PM
delivery 4:00 PM
3:0'l PM onwards
nen day g:00 AM

Admin Officer l/Adman
Aide ll

Rec€ive documenls
from Courier courLn

lndicate the address of the reaipient in the sticker and attach to
the envelope wlth thesame addreJs. Courler acknowledte
reaeipt oI m.lls by issuing a rec€ipt lor each mail.

Note: Sending to the Retlonal Offices of hard copies of
documents: twicea week, Other recipient5- DaiVat 3:OO
pM, Oocuments received from 3:01 PM onwards ar€ r€leas€d

to coualer the next day,

None

2 days 7 hours 40 minutes
Admin Oficer UAdmin

Aide ll

Acknowiedge rec€ipt
of delivered/picked-up
documents
by affixing signature to
the recBiving copy

Dollwry . DOF-Acknowledge roceipt by aflixing
signatur€ to the BLGF receaving copy

Non6

:r*;r''Yl ABTE>

1. Release of Outgoing Documents
This procedure covers the recording. release and delivery of outgoing documents, to proper receipients.

4 hou6
7:00 -10:00 -

delivery 11: 00 A.M
11:01 -3:00 PM

delivery 4:00 PM
3.01 PM onwads - next day

9:00 AM Admin Officer l/Admin



Acknowledg€ rec€ipt
ot delivered/picked-up
doculnents
by aflixing signatur€ to
tha receiving copy

Oellvory . NCR Receiving Officer acknowledge receipl
by affixing signature to lh€ BLGF roceiving copy

1 day
7:00 A. M - 12i00 PM

delivery'l:00 PM
12:01 -5:00 PM

delivery- Next day 1:00 PM

Acknowledg6 r6ceipt
of emailed documents

E-mall documenuletter to the sender

None 2.5 hours
7:00 - 9:00 Alil (9:3O A.M-
email) e:01:11:00
A {11:30 A.M-
email)
ll:01A -l:00P 1:3O

PM -€maill:01- 3:0O P
(3:30 PM email)
3:01 PI{ onw.d. (8:00 AM

Admin Officer V

TOTAL:

None
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1. Receipt of Freedom of lnformation Request
This procedure implements Sec. 8 and 16 ol E.O 2 which covec the access and disclosure and timely release of data,

Office or Division: AFMS/Administrative Division (Records Section)
Classilication: Simple
Typo of Transaction: G2B,G2C,G2G

Who may avail: ALL (e.9. Govemment Agencies, LGus, Taxpayers, Corporations, General Public)

CHECKLIST OF REOUIREMENTS WHERE TO SECURE
Valid lD Client
FOI Request Form R6c.rds Section

CLIENT STEPS AGENCY ACTION FEES TO
BE PAID

PROCESSING
TIME

PERSON
RESPONSIBLE

Submn b fi6 R6.o.ds S€clbn lho
Rocoivo €cco.ndbhd FOI r€qu6t F6m. EEod€ ln lh. DI\,AS
ard atliactEd CCS .nd lo.w.d3 to lh. FOI R€coivirE Otfca.
(FRO)

20 mins

Acho.,l€dgo rac€i hy afttring sigratu.o to ltE lisl ol |rEomirE

Vorify p.oof of ii€rlifrcatix ard staluaie th6 .€auoat. ln crs6 ol
hvali, roqlEst inhm lh6 rcqEsto. a! to lh€ roasoo

FOI RecoivirE Otfic€.
(FRO)

Fo. vali, r€qLrost r6!t v€ lha infcrmatlon r€qu66tod and to.v6rd3
!o ttE Oocirion Mat€. . ln crsa irforhatb. rsqu€61€d is nol
availau€ inforn tp r€queslo.

FRO

Rsvi€*s ad app.ov6/d6des th€ rsaL€sl 30 m,rls

Prc9are tErlsmilial l6tt6r ol aclion taren lcr sbmtur€ oI tho

20 mans FOI R€csiving Ofiic€r

R€csived documanls d€p€rdir€
on th€ preff€r€d mode of redy

Rsl€as€ (bcum€r s llru prol6.r€d lhod€ ol rsply FOI R€csivnE Olficor

TOTAL: 2 days 5 h.s. 30

Lodg€ th€ rcqu6sl llw *FOl Accopls 6FOl rcqn63t. R€qusst lodg€d 4:00 PM orw.r& .nd Set
aid Sun wll b6 acc€plod on llE lExl $/ortirp day.

20 miG FOI RscaivirE Officsr

V€rify proof ol irontiftatio ard svalualo tho r€qu6st. ln cas€ of
iNalid reqr/661, intorm the r6qu6slo. as lo tho rc€son ol d€nk 20 mins FOI R€c€Ning Ofl'c€r

Fo. vrl6 reqltst , hwar& lo tho Dacblon M6ks lu r6vi6rv snd

20 ming FOI R€c8ivirc Offrc€.

Roviads and 6lr(,v6 ths intormriion r€quGst
Oocisim Mak€. may rcqusst th6 assislarEs ot ltE statr lor tor th€
r6tri6val of lh€ info.maiion r6qu6stsd
( ln cas€ ol volumirDus r€cords tho oM may rsquosl 6xl6mion of
lime lo comply (marimum ot s6v€n deys ) 2 days

Rocoivod docum€ris d6p€ndiq
on lh6 prcfe.rod mods of r€dy

Serd r€dy llyu 6FOl portal o. tlru pr6f€n6d mod6 of r€ply of th.
r€questor . ln caso ol olarificalbn and donial inform the raquestor
tlru oFOl po.lal FOI R€csivirE Offic€r

(Pick-up/Mail)

TOTAL: 2 days 5 hrs.

20 mir6
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1. Request for Certified Copy of Records for Legal Purposes
This covers the issuance ofCertifed True Copies of records ude. the controland custody of BLGF

Offic. or Divislon: AFMS/Administrative Division (Records Section)
Classification: Simple
Type of Transactio G2B,G2C,G2G

Who mayavail: ALL (e.g- Govemment Agencies, LGUS, Taxpayers, Corporations, General Public)

CHEGKLIST OF REOUIREMENTS WHERE TO SECURE

Docufieals/Letter indicating the purpose of the request Client
Valid lD Client
Authorizeiion Letter (if the r€ceiver is not the requesting party) Requestor

CLIEIIT STEPS AGENCY ACTION FEES TO BE
PAIO

PROCESSING TIME PERSON
RESPONSIBLE

Send lhru mailor submf

i.dicating th€ purpos6 lo

Attach CCS and atrx barcodo
Encodo dotails i. lh6 Ddum€nt and Ar.hiving SFt6m
(DMAS)

PoBonal d€livory slamp€d €coived ths r€.oiving copy

Re€lved lom post ofiic€/couner il s€nd thtu mails
Acknowledg6 reeipt if sond lhru emails

Ackn@ledge r€csipt by altu .9 signalu.o to lh6 lisl ol
Reerving OficoF OED

Assigns and foMards io ih6 Ofi.e/Drvlsion conc€m€d

Acknowledgo r€co pt by affix.9 s€nalure 1o th€ logbook Receiving Oif c6 -conceoed

Requesl Reheval ol Records

Pholocopy th€ Bquested docum€nls

Slamp "Cd!fr€d Ttuo Copy/Photocopy lron Fi €' and afiu

Pepa.e tEn.miltal Lollor and lotuads lo lhsconc€mei
O vision Chi6i lor inlial with the attached c€rlifi€d

Revi€w,App@v6 and atfrx inltial to th€ transminal btto.
and foMards lo lh€ Oftic€ of th€ Sotuic6 Oir€clor ior Div sion Chief/ Rece ving

O,fic6r of conc€med Oivis on

Acknowledg€ Ec6ipl by aflixing s g.aiur€ lo lhe logbook
concem€d offic€ ol lh6

R€vi6w,Appov6 and allix inirialrorh€ transmitral leter
and fomards lo lh6 Oflc6 ol th€ Exocutive Di.€clor is

Acknowl€dgo raceipt by alfixins slsnaroE lo rh5 loqbook
Recsivi.g Officer Offic€ ol

lh€ Ex6culiv6 Drgctor

Review and Appov€ and affix signature to th€ Iransnitla
elte. and foMards to th€ Dvision concemod

Er€culiv6 DteclorR6ceNing

Ack.owl€dg€ .eceipt by affxi.g signatlB ro rhe logbook

FoBards to th€ R€cords S€{to. Ior r€l€as€

Acknowredge r€c€ pt by aliixing sign.ture to th€ logbook R€cords S€ct on Pdnrin

by alfixing signatur€ to ths

Receiv6 d@uments lrom

doclmonl s€nl thru post

Roroase docum€nts (Ss procsduE Rel€as6 of Olrgoi.g

TOTALI

oEo
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Re ue ts rfo Au ht no to Pu hrc sea mCoq um n aT xty c rte cifi teaitv
Tc c oF mr from uB are ofu( ) Re nve eu B R( )

Service lnformation

upon by the LGUOS Service Director or the LTOD Division Chief

rity

hT e LB FG SS u S uthon to uP rchaSE oC mm U n Taxv rtCe ficatity
rmfo mfro eth uB urea fo Re nVE eu nd GL caU n cro reUp

uR fot Aur oth Io uP harceq SE TC must b ca mCO n ed b apa v
P rchu SCa rdo I PO d u S ned het oca trea reSU I n( ) ly rg a d haS ctaby d

Office or Division: LGU O rations Service/Local Treasu o rations Division
Classification: uz(.]

Sim le
avail: Local Government Units LGUS

CH ECKLIST OF REQUIREMENTS WHERE TO SECURE
rder duly accomplished by the local

treasurer
Purchase O

LGU

CLIENT STEPS AGENCY ACTIONS PERSON
RESPONSIBLE

Submits duly
accomplished request
for CTC and Purchase
Order

Receives, records and
delivers request and
purchase order

None 1 5 minutes Administrative
Aide ll

FoMards the request
and purchase order to
the LTOD

None 15 minutes

Records and validateJ
lhe purchase order.
Verifies the
authenticity of the
signature of the local
treasurer by
comparing it with the
specimen signature on
file.

None 15 minutes Administrative
Aide/LTOO I

Prcparcs Authority to
Purchase CIC from
BIR

None 10 minutes Administrative
Aide/LTOO I

Fonvards the draft
Authority to Purchase
CIC to Division Chief

None 5 minutes Administrative
Aide/LTOO I

Reviews Authority to
Purchase CTC from
BIR

None '15 minutes

Approves Authority to
Purchase CTC from
BIR

None 15 minutes Director ll (Service
Director)

Forwards the
approved Authority to
Purchase CTC to
LTOD records officer

None Director ll (Service
Director)

Receives the
approved Authority to
Purchase CfC and

None Administrative
Aide/LTOO I

_ Service Name
lnte rnal

nternal before

(LTOD)

Type of Transaction:
Who

FEES TO
BE PAID

PROCESSING
TIME

Administrative
Aide ll

Division Chief

5 minutes

5 minutes
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foMards to Central
Records officer for
release
Records the Authority
to Purchase CTC from
BIR

None 10 minutes Administrative
Aide ll

Releases the Authority
to Purchase CTC from
BIR to client

None 20 minutes Administrative
Aide ll

TOTAL 2 hours and 10 minutes
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Sale of Bid Documents
The Bureau of Local Government Finance (BLGF) is strictly implementing the
Government Procurement Reform Act (RA 9184). Sale of Bid Document is
open to all interested bidders. lnterested parties may purchase Bid Document
from the Procurement Unit.

Office or Division: Administrative, Financial and Management Service (AFMS)/Administrative
Division - Procurement Unit

Classification: (.,zt-
Type of Transaction: Simple
Who may avail: lnterested bidders

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Authorization in the form of Notarized
Authorization Letter or Special Power of Attorney
from the owner/proprietor of the business

Client

Company-issued lD card and any National
Government-issued lD Client

CLIENT STEPS AGENCY ACTIONS FEES TO
BE PAID

PROCESSING
TIME

PERSON
RESPONSIBLE

Submits written
request, authorization
to purchase Bid
Document and valid lDs

Receives request and
authorization to
purchase Bid
Document and valid
lDs

None 10 minutes Administrative
Officer
V/Administrative
Officer lll-
Procurement Unit

None 5 minutes Administrative
Officer
V/Administrative
Officer lll -
Procurement Unit

None Administrative
Officer
V/Administrative
Officer lll -
Procurement Unit

FoMards the Order of
Payment to the client

None 5 minutes Administrative
Officer
V/Administrative
Officer lll -
Procurement Unit

Receives Order of
Payment and proceeds
to the Cashier to
transact payment

Reviews Order of
Payment

None Cashier

Receives payment
and issue Official
Receipt to the client

5 minutes Cashier

Receives Official
Receipt and presents to
Procurement Unit

Receives and records
the Official Receipt
information

5 minutes Administrative
Officer
V/Administrative
Officer lll-
Procurement Unit

# Service Name

Service lnformation

Verifies the identity of
the bearer of the
documents

Prepares and issues
Order of Payment

5 minutes

5 minutes

None

None
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Releases Bid
Document to the
Client

None 5 minutes Administrative
Officer
V/Administrative
Officer lll -
Procurement Unit

Receives Bid Document
and affixes signature

Records OR
information and
client's signature in
the book

None 5 minutes Administrative
Aide

50 minutesTOTAL
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Office or Division: Financial Management Division
Classification: Complex
Type of Transaction: G2G,GzB,G2C
Who ma avail: Third SU liers/service roviders

CHECKLIST OF REQUIREMENTS

Documentary
Requirements

1.) Claim for Subscriptions
a.) Teleohone Landlines

- Statement of AccounUBilling

b.) lnternet packaoe Service

Firewall, Anti-virus, etc

Small ValueProcurement
- Statement of AccounUBilling
-Purchase / Job Order and/or

3 yrs Contract under MYOA
- Abstract of Quotation
- Signed Suppliers' Ouotation
- lnvitation/Notice of Quotation
- PhilGeps AdvertisemenVReply
- Purchase Request

Procurement above 1-M (BlD)

- Statement of AccounUBilling

- Approved Cont.act/ P.O.

(3 yrs Contract under MYOA)

- Bid Eval./Abstract of Bids

- Bidding Oocuments

- lnvitation/Noiice of Bids

- PhilGeps AdvertisemenUReply

- Copy ofAPP
- Purchase Request

c.) News Paper in Gen Circ
- Statement of Account

2.) Goods and Services
-Goods, Supplies & Mats.

a. Statement of Accounulnvoice

b.Delivery Receipts/lnvoice

c. lnspection & Acceptance Report

d. Purchase Order
e. lnventory Costudian Slip (adv.)

f. Abstract of Ouotation (sm val)

c. lnvitation/Notice of Quotation
d. Approved Purchase Request

e. Copy ofAPP
. Janitorial / S6curily Services

a. Statement of AccounUlnvoice

b. lnspection & Acceptance Repod

c. Certificzte of Satisfacory
Performance

d. Certificate of remittances of
mandatory contributions deduc
ted from payroll salaries,

e. Purchase/Job Order
f. Abstract of Ouotation (sm va')

Processing Disbursement Vouchers for the Payment of Goods and Services Rendered
Processing of the disbursement vouchers for payment of claims on goods delivered and

services rendered.

WHERE TO SECURE



-Hotelsrconvontlon Ctrs
a. Statement ot Accounulnvoice

b. Approved Activity Report
c.Attendance Sheels

d. Purchase Order

e. Abstracl of Ouotation (sm val)
f- lnvitation/Notice of Ouotation

g. Office Order to Condut activity

h. Training Design

i. Approved Purchase Request
j. Copy of APP

Client Step Agency Action Fees Time
Accountable

Persons
Receive Statement of Account, lnvoice
for payment and evaluation of supporting
documents per Document Checklist none 15 mins

Admin Asst lll/
Luzviminda

Herrera

Prepare Disbursement Voucher refl ecting
the computation for taxes to be withheld
and assigned with corresponding
accountrng entries for review and
validation by the accountant

none
Admin Asst lll/

Luzviminda
Herrera

Prepared Disbursement Voucher with
computation of taxes withheld will be
attached with a Certificate of Creditable
Taxes (2307 and 2306) for signature by
the Accountant.

10 mins
Accountant lll/

Crisnelle G. Tan

Validate Disbursement Voucher (DV),
nature of transactions, and the
accompanying documentary
requirements with all originals attached,
check assigned accounting entries and
extended amounts, forward to Budget
Unit for funding and issuance of
Obligation Request Status (ObRs)

none 30 mins Accountant lll

Budget Unit receives DV with attached
supporting documents and verify the
inclusion of activity from the Budget
Program and Approved Procurement
Plan for funding, for validation by Budget
Officer lll

none 30 mins
Budget Officerl/

Stephanie
Cabantugan

Validate the transaction in the DV if
included in Budget Program and APP for
Funding and Obligation, prepare and
issue Certificate of Obigation Request
and Status (ObRS), certify by BO lll
initialed by BO l, and forward to
Accounting Unit for processing.

none 60 mins

Budget Officer lll
& l/ Celerita tvl.

Tangonan /
Stephanie

Cabantugan

Accounting Unit receives DV from Budget
Unit, verify and validale information in the
ObRS, and APP; Accountant certify and
sign Box B of DV, for funds available/
documents complete/purpose it served.

30 mins Accountant lll

Submits the Statement
of Account with
complete supporting
documents

none

60 mins

none



60 mins
Division Chier/

Erwin C. Domingo

The Division Chief review and sign or
initial in the Disbursement Voucher for
routing to concerned approving officials

nla

Record in logbook and release to
concerned approving officials.

nla 5 mins
Admin Asst llU

Luzviminda
Herrera

one day
Secretary / Grace

F. Meonada

Office of Director of AFMS receives the
Disbursement Voucher with complete
attachments, review and initial for the
approving official, box C of DV, and
foMard to Office of the Deputyr Director
for initial in Box C.

none

Office of the Deputy Executive Director
receives the Disbursement Vouchers for
review and initial in Box C.

none one day
Secretary /

Josephine Perez

none one day
Executive
Secretary

Office of the Approving Official (Exec.
Director) receives the Disbursement
Voucher, review, sign and approve the
DV for payment

nla 5 mins
Admin Asst lll/

Luzviminda
Herrera

Financial and Management Division
receives duly signed and approved DV,
forward. to Cash Section for ADA or
Check Payment

3 days; 5 hours; 8 minsTOTAL:
Note: The Service Provider will receive ent from BLGF Cashier (Disbursement Process for Claimsa
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1. (Service Name) Request for LGU debt data (LGU Outstanding Balance)

P.ovidin LGU debt data usi re rts submitted Governemnt Financial lnstitution and other lendin

Letter or email request

instituion

Local Fiscal Policy Service/Local Debt Monitoring and Evaluation Division (LDMED)Office or Oivision:

Classificalion: Complex

Government to Citizen (G2C); Government to Government (G2G)Type of Transaction:

NGAs, Senate, Congress and other stakeholderswho may avail:
WHERE TO SECURECHECKLIST OF REOUIREMENTS

Submission to BLGF

PERSON
RESPONSIBLE

FEES TO BE
PAID

PROCESSING
TIMEAGENCY ACTIONCLIENT STEPS

5 minutes
Records Oflicer

(Records Section)
Send letter requestfor LGU

Debt data.
Receive, record and numberthe letter requestfor debt data

Administrative Aide ll
(office of the

Executive 0itector
5 minules

30 minutes Executive DirectorDesiSnate the requert to the concerned division Ior appropriate

action

10 minutes
Administrative Aide

Vl/ Loan Examiner lt
Record and receive the request fordata

l0 minutes FiscaltuaminerVDesignate an action officerto accommodate the data request

loan Examiner ll,lll,
and lv

5 daysAction officer processesand analyre the dala request

2 hours FiscalIxaminer VThe processdata willbe forwarded to the Division Chieffor review

30 minutes Loan Examiner ll, lll,Action Officeredlts action based on the commentsolthe Division

ChieI

5 minutesReceive and record the draft data to belorwarded to the Oflice of
the Service Director

5 minutes
Adminlstrative Aide

Receive and record the draft data

2 hours Diredor ll, LFPS
The draft data willbe reviewed and vetted bythe Service Director

t hour
Loan Eraminer ll,lll,

and lv
action Ofricer ed its action based on the comments of the Service

Direator

5 minutes

Administrative Aide

Vl/ Loan Examiner l1
Receive and record the draft data to be forwarded to the Offace of

the Deputy Executive Diredor

5 minutes
Administrative Aide

Receive and record the draft data

DeputY Ex€cutive

Director lll
The draft data will be reviewed amd vetted by Deputy txecutive

Director

Loan Examiner ll, lll,t hourAction officer edits action based on the commentsof the Depuiy

Executive Director

S minutes

Administrative
Asslstant (Offi.e of

the Executive

Receive and record the draft data to be forwarded to the Office of
the Executive Director

5 minutes
Administrative Aide

Receive and record the draft data

l day
Executive Director

Th€ draft data will be reviewed and vefted by Executive Director

5 minutes
Loan Examiner ll, lll,Action officer edits action based on the comments ofthe Executive

Dlreclor
1 day Executive oirectorApproval of the drait data

S minutes
Administrative

Assistant
Release, if signed/approved the requested data/ posltion paper, to
the Records Section

5 rninltes Administrative Off icer

lt
Receivesigned/approved requested data/posltion paper

10 minutes
Administrative OfficerReceived requested data Release of signed/a pp roved requested data/position papertothe

requestinS party
7 daysTOTAL;

Receive the request for data

Ad ministratave Aide

Vl/ loan Examiner ll
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1. REOUEST FOR CONFIRMATION OF OESIGNATION OF LOCAL TREASURERS AND ASSISTANT LOCAL TREASURERS

This covers lhe conlimation of Regional Special Personnel Ord

Treasurers/Assistanl Treasurers in local government units outs
ers issued by the BLGF Regional Oflice lor the designation ol Acting/Olc/lCO Local

ide of the National Capital Region (NCR)'

ntoiv isDntstratim-Adm naFi ncern entLoca Gove{eaBu ofuOftice or Division:
ComplexClassification:
G2GType ofJransaction: Office

rs/Ass
al10eGL outsidU RegniciroP pa ityvlreASU nce/City/MurSstant reTresrlTreacalLoWho may avail

WHERE TO SECURE

For Original Designations:
BLGF Regional Offce BLGF Central Officeandi odginal copy

lndorsement from the BLGF RegionalOffce

BLGF Regional omca2 Original Copies
Original Regional SPecial Personnel Order

Provinoal Treasure/s Office1 Oriqinal CoPY

and 1 Photocopy

Assistant MuniciPal Treasurer

reastlTof rovinciaettermend atioRecoOrigina
leaT sMunia cipalSECA desofn the atingig

Provincial Treasurer's Office1 Original CoPY

and 1 Photocopy
reasuTrovincialn tter theofendm tioaRe mcoOrigina

c€sethererureasTor City
Treasurer or Assistant C Treasurer

Local Chief Execltive1 Odginal CoPY

and 1 PhotocoPy
Local Chief ExeqJtiveLetter of Recomme ndation of the

Local Chief Executi ve/LGU1 Original CoPY

and 1 Photocopy
Notarized Certificatio
he/she is not related

n of the Local
with designae

Chief Executive that

e within 4th dsgree of

affinity or consanguinitY
Designee'1 Original CoPY

and 1 PhotocopyUpdated Personal Data (PDS) with uPdated service

tecord

Sheet

Designee1 Original CoPY
and 1 Photocopy

the Latest Approved Appointment ofCertified True CoPY of
the designee

Designee1 Original CoPY

and 1 Photocopy
ice Commission (CSC)Certified True CoPY of Civil Serv

Designee1 Original CoPY

and 1 Photocopy
Tnansctipt of Records

(authentic€ted bythe SchooUUniversity)
Certified True CoPY of Academic

from Mother LGU1 Original CoPY

and 1 Photoc.Py
(if designee comes lromCertified True CoPY oI Detail order

another Ofiice/LGU)
HRMO of Concemed LGU1 Odginal CoPY

and 1 Photocopy
aertif€d True copv
Offce with indicated
the incumbent

T ada Co SUrytheof ntillpla
ibitCSCand ityrade EligGSalary

HRMO of Concemed LGU1 Original CoPY

and 1 Photocopy('f
theo, natingntilla OngiofTruefled plaCerti copy

anolheres from@designeeOtrce/LGU

Designee1 Original CoPY

and 't Photocopy
case from the cSCCertificate of no Pending administrative

For Extension of D€signations:
BLGF Regional Office1 Original CoPYF Regional Officelndorsement from the BLG
BLGF Regional Office2 Original Copies

Odginal Regtonal Special Personnel Order

ProvincialT reasure/s Omce1 Oiginal CoPY

and 1 Photocopy

Assistant LluniciPal Treasurer

reasuTPette of theenm ad tionmRecoinalOriS
TreaMunicipalc3 of natingthe desi9

Provincial Treasure/s Offic€1 Original CoPY
and 1 Photocopy

Original Recommendation
or City Treasurer in the ca

letter of the Provincial Treasurer

se of Assistant Provincial

Treasurer or Assistant City Treasurer
Local Chief Executive'1 Original CoPY

and 1 PhotocoPy
Local Chief ExecutiveLetter of R€com mendation of tho

Designee1 Original CoPY

record

(PDS) with updated serviceUpdated Personal Data Sheet

Administrative Officer of Regional Omc€l Photocopy

Cetified True Copy ofthe Previously Confrrmed RSPO

of Regional OtficeAdministrative oficer1 Photocopy
Screenshot or printed copy ofADMS with the name ofthe

designee aPPearing therein

NCR,

CHECXLIST OF REQUIREMENTS

the

of Assistant Provincial

Offca/LGU)



CLIENT STEPS AGENCY ACTION
(COs)

FEES TO BE
PAIO

PROCESSING TIME PERSON RESPONSIBLE

Submit rcquesl with
complele documenlary
requirements to lhe
BLGF Regional Ollice

lssue Regional Special
Personnel Ordet (RSPO) fot lhe
de signatbn of Acti ng/O I C/l CO
Loca I T re a s u rc r/A s6 i sl a n I
Troasurer

Refet lo Regional Otfice ptucess on issuance of
RSPO

Regaonal Office send the
RSPO with supporting
documents for
conllrmation.

Receive mailed or personally
delivered documents , rocord
and affix barcode. route to
ADMIN Reclrds Oflicer

None 2 hours Records Offi cer (Central
Offic€)

Re@rd and route to
Administrative Ofiic€r/HRMO

None 30 minutes Adminastrative Assistanl

Review and evaluate
submitted documents:
Send Notific€tion of Defciency
to BLGF Regional Ofiice
(Administrative Ofiicer /HRMO)
if applicable (through emaal)

!f complete and clmpliant,
evaluate the RSPO and facilitate
the confimation.

None
1.5 days

Adminislrative Ofiicer V/HRMO

Comply with
requirements

Review and countersign
Conlirmation of Desionation

None 1-50 hours cAo

Route to AFMS Director None 30 minutes Administralive Assistant
Review and countersign
Conlirmation of Desionation

None AFt\4S Director

Route to Deputy Executive
Director

None 30 minutes Administrative Assistant

Review and countersign
Confirmation of Designation

None DED Director

Route to Offic€ of Executive
Director

None 30 minutes Administrative Assastant

Receive and record documents
and route to oED reviewer.

None 30 minutes OED Records Officer

Review doqrmgnts and route to
Executive Dir€ctor

None 30 minutes OED Staff

Conlirms th€ Designation None 2 days Executive Dir€ctor
Clear for release of Confirmed
Designation

None 20 minules OED Staff

Affix date on th6 document None 20 minules OED Staff
Affix OED contro, number, seal
and hologram, scan documents
and route to Adion Offic€r

None 30 minutes OED Rec.rds Officer

Collate the confrmed
desjgnation documonts tor
transmittal to the R€gional
Office.

None 2 hours Administrative Omc€r

Prepare Memo transrhitting the
confirmed designation/s to th€
concemed Regional Offce

2 hours Adrniniskative Oflic€r V/HRMO

Review and counteGign the
Transmittal Memo

None cAo

Route to AFMS Director None 30 minutes Administrative Assistant
Review and countersign the
TransmittalMefio

None t hour AFi\,4S Director

Route to Deputy Executive
Director

None 30 minutes Adminishative Assistant

Review and countersign the
Transmittal i,4emo

None t hour

Route back to Aciion Offrc€r None 30 minutes Administrative Assistant
Collate documents attached to
the Confirmed Designation/
Transmattal M6mo

None t hour Administrative Officer V/HR[rO

Route to Records Soction None 20 minutes Administrative Assistant
Receive the Confirmed

Desiqnation
Release llansmittal M€mo and
Confirmed Designation

None 1 day Records Ofllcer (Releasing)

End of Process

Total 7 days

2 hours

2 hours

t hour

DED Direclor
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1. ACCEPTANCE OF RESIGNATION/RETIREMENT OF LOCAL TREASURERS AND ASSISTANT LOCAL TREASURERS

This covers the acceptance ol Resignations and Retirement of Local Treasurers/Assistant Treasurers.

Office or Division: Bureau o, Locat Government Finance-Administrative Division

Classification: Complex
Tyoe of Transaction:
who may avail: Local Treasurers/Assistant Treasurers (Province/City/Municipality)

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

lndorsement from the BLGF Regional Office 1 Original Copy

lndorsement from the Provincial Treasurer, in the case of
Municipal Treasurers

1 Original Copy Provincial Treasurer's Offi ce

lndorsement of the Local Chief Executive 1 Original Copy Local Chief Executive concerned

Letter request of lhe treasurer slating the date ol
resignation

'I Original Copy ApplicanyTreasurer

Certification that applicant has no pending
administrative/criminal complainucase

1 Origjnai Copy BLGF Regional Office and BLGF Central Offce

Clearance of money, property and work-related
accountabilities (CSC Form No. 7, s. 2017)

1 Original Copy Applicant

AGENCY ACTION
(cos)

FEES TO BE
PAIO

PROCESSING TIME PERSON RESPONSIBLE

Subrnit rcquesl with
cofiplete documenlaty
rcquirements

Refet to Regional Ottice
prccess for lndorsement of
Requesl

Regional Office send the
required documents for
the acceptanc€ of
resignationof Local
Treasurers

Receive mailed or personally
delivered documents requesting
for acceptance of resignation
(ofliciaUpersonal)

None 2 hours Records Ofiicer (Central
Ofiice)

Record documents and route to
the Executive Direclor

None 10 minutes OED Reclrds Offcer

lndicate direclive to AFMS
Director

None 2 hours Executive Direclor

Route to ADI\4lN Records Officer None 20 minules OED Records Officer

Record and route to Chief
Administrative Officer

20 minules Administrative Assistanl

CAO endorses to the Action
Officer for appropriate action

None 45 minutes CAO

Review and evaluate submitted
documents:
Send Notification of Defciency to
BLGF Regional Offic€
(Administrative Offi cer iHRMO),
iI applicable (through email)

lf complete and compliant.
prepare and accomplish request
of Certification of No Pending
Case fiom the Legal Service.

Preparethe lndorsemenV
Acceptance of
Resignation/Retirement, with
attachments, for signature of
the Executive Director

None Administrative Officer ViHRMO

Request applicant to
comply,,vith requirements

Review and countersign
lndorsemenU Acceptance of
Resignation/Retirement

None 45 minutes CAO

Route to AFMS Director None 20 minutes Adminastrative Assistant

Review and countersign
lndorsemenu Acceptance of
Resignation/Retirement

None 45 minutes AFMS Direcior

Route to Deputy Executjve
Director

None 20 minutes Administrative Assistant

BLGF Regional Office and BLGF Central Office

CLIENT STEPS

1.5 days



Review and countersign
lndorsement /Acceptance of
Resignation/Retirement

None 45 minutes DED Direclor

Route to Office oI Executive
Director

None 20 minutes Administrative Assistanl

Receive and record documents
and route to OED reviewer.

None 30 minules OED Records Officer

Review documents and route to
Executive Director

None 30 minutes OED Stafl

Approves the lndorsemenU
Acceptance of
Resionation/Retiremenl

None 2 days Executive Direclor

Clear for release of
lndorsemenu Acceptance of
Resiqnation/Retirement

None 10 minutes OED Staff

Affix date on the document None 10 minutes OED Statl

Affix OED controlnumber. seal
and hologram, scan documents
and route to AdministraUve
Officer/H R [.4O.

None 30 minutes OED Records Ofiicer

Collate documents for
transmittal to the Local
Treasurer/Assistant Local
Treasurer, copy fumished lhe
Regional Offce and ihe Local
Chief Executive. Route to
Administrative Assistant.

None t hour Administralive Officer

Route lo Records Section None 20 minutes Administrative Assistant

Receive lndorsemenU
Acceptance of
Resignation/Retirement

Release transmittal
lndorsemenU Acceptance of
Resignation/Retirement to the
Local Treasurer, copy tumished
the Regional Office and Local
Chief Executive, by mail, email,
courier or pick-up.

Total

None 1 day

6dat6Thours&5minutes

Rec!rds Oflicer (Releasing)

End of Proce33
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Office or Division: Bureau of Local Government Finance- Administrative Division
Classification Complex
Type of Transaction:
Who may avail Local Government Units

WHERE TO SECURE

For Origl nal Designations :

Letter of Recommendation of the Local Chief Executive 1 Original Copy
and 1 Photocopy

Local Chief Executive

Notarized Certification of the Local Chiet Executive that he/she is not
related with designaee within 4th degree of affinity or consanguinity

1 Original Copy
and 1 Photompy

Local Chief Executive/Lctl

1 Original Copy
and 1 Photocopy

Designee

Certified True Copy of the Latest Approved Appointment of the
designee

1 Original Copy
and 1 Photocopy

Designee

Certified True Copy of Civil Service Commission (CSC) 1 Original Copy
and 'l Photocopy

Designee

Certified True Copy of Academic Trranscript of Records
(authenticated by the School/University)

1 Original Copy
and 1 Photocopy

Designee

Ce(ified True Copy of Detail order (if designee comes from another
Otfice/LGU)

1 Original Copy
and 'l Photocopy

trom Mother LGU

Certified True Copy of plantilla of the Concerned Treasury Office with
indicated Salary Grade and CSC Eligibility of the incumbent

1 Original Copy
and 1 Photocopy

HRMO of Concerned LGU

Certified True Copy of plantilla of the Originating Office/LcU (if
designee comes from another Office/LGU)

1 Original Copy
and '1 Photocopy

HRMO of Concerned LGU

Certificate of no pending administrative case from the CSC I Original Copy
and 1 Photompy

Designee

For Extension of Designation:

Letter of Recommendation of the Local Chief Executive '1 Original Copy
and 1 Photocopy

Local Chief Executive

Updated Personal Data Sheet (PDS) with updated service record 1 Original Copy Designee

Certified True Copy of the Previously Confirmed RSPO 1 Photocopy Administrative Officer of Regional Office

For Detal UReass i g n me nt:
Letter of Recommendation of the Local Chief Executive 1 Original Copy Local Chief Executive

Consent of the Local Treasurer to be detailed. for extended detail '1 Original Copy LocalTreasurer

CLIENT STEPS AGENCY ACTION
(ROs)

FEES TO BE
PAID

PROCESSING TIME PERSON RESPONSIBLE

Submit recommendation/
indorsement of the LCE with the
supporting documents.

Receive and record mailed or
personally delivered documents,
affix barcode and route to OED.

None 2 hours Records Officer (Central
Office)

Record and transmit documents to
ED for notation

20 minutes OED Records Officer

lnstructions from the Executive
Director

l day Executive Director

Route to Administrative Officer None OED Records Officer

I. RECOMMENDATION FOR THE ISSUANCE OF DESIGNATION/DETAIL/REASSIGNMENT ORDER FOR NCR
LOCAL TREASURERS

This covers the indorsement by BLGF to the Secretary of Finance for the issuance of a Department Personnel Order for the
designation of an Acting/OlC/lCO treasurer in NCR LGUs and the detail/reassignment of regularly appointed local treasurers and
assistant treasurers in NCR to another station, subject to the recommendation of the concerned local chief executive.

CHECKLIST OF REQUIREMENTS

Updated Personal Data Sheet (PDS) with updated service record

None

None

20 minutes



Route to Chief Adrninistrative
Officer

None 20 minutes ADMIN Records Officer

Route to Action Officer None 15 minutes Chief Administrative Officer
Review and evaluate submitted
documentsi
Send Notification of Deficiency to
the Designee/Treasurer, if
applicable (through email)
lf complete and compliant, prepare
Department Personnel Order and
Memorandum for the Secretary of
Finance, with Notification to LGU
on the status ol the request.

None
2 days

Administrative Officer /HRl\rO

Resubmit documentary
requirements

Review and countersign DPO and
Memorandum

None 45 minutes Chief AD[.41N Officer

Record documents and route to
AFMS Director

None 20 minutes ADMIN Records Officer

Review and countersign the
DPO/memo to SOF

None 45 minutes AFMS Director

Record documenls and route to
DEO

None 45 minutes ADMIN Records Officer

Review and countersign the
DPO/memo to SOF

None 45 minules OED Director

Route to OED for signature None 30 minutes ADMIN Records Officer

Countersign DPO and sign
Memorandum to SOF

None 2 days Executive Oirector

Affix dale of signing, OED control
number, seal and hologram, scan
documents and route to Records.

None 30 minutes OED Records Officer

Receive Notification on the stalus
of request

Record and release Notification to
LGU and DPO, Memo with
supporling documents to DOF
Records.

None 30 minutes Records Officer (Releasing)

End of Process

Total 6 days 20 minutes

Note: fhe awroved DPO by the Secretary ot Flnance shalt be transmtaled to lhe LGU through ahe BLGF Centnl Ofrlce. For
dbapproved DPOS,lhe LGU shall ba notlfted accordlngly.

Release transmittal letter to the
Local Treasu.er and Local Chiel
Executive, by mail, email, courier
or pick-up.

None 30 minutes Records Officer (Releasing)

Collate documents for transmittal,
prepare transmittal letter to the
Local Treasurer, copy furnished
the Regional Office and the Local
Chie{ Executive.

None Administrative Officer/HRMO

Review transmittal letter and
countersign.

45 minutes Chief Administrative Officer

Route to AFMS Director None 20 minutes Administrative Assistant
Review and countersign
transmittal letter.

None 45 minutes AFMS Director

Route to Deputy Executive
Director

None 20 minutes Administrative Assistant

None 30 minutes DED Director

Route to Records Section None 20 minutes Administrative Assistant
Receive Travel Authority Release transmittal letter and

Travel Authority to the Local
Treasurer, copy furnished the
Regional Office and Local Chief
Executive, by mail, email, courier
or pick-up.

None l day

6 days 3 houB 25 minutes

t hour

Review and sign transmittal letter.
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1. RECOMMENDATTON TO THE CrVrL SERVTCE COMMTSSTON (CSC) FOR THE EXTENSTON OF
SERVICE OF LOCAL TREASURERS
This covers the indorsement by BLGF to the CSC for the extension of service of local treasurers and assistant treasurers
beyond the compulsary retirement.

Office or Division: Bureau of Local Government Finance - Administrative Division
Classification: Complex
Type of Transaction: G2G
Who may avail: Local Government Units, Local Treasurers, BLGF Regional Office

CHECKLIST OF REQUIREMENTS

Letter request of the BLGF Regional Director 1 Original Copy BLGF Regional Office

Recommendation/Consent of the Local Chief Executive 1 Original Copy Local Government Unit concerned

Medical Certificate issued by a government physician (CS 1 Original Copy Licensed Government Physician

Certified thru copy of Certiflcate of Live Birth authenticated by
the Philippine Statistics Authority (PSA)

I Original Copy Philippine Statistic Authority

Certificate of no pending administrative/criminal case 1 Original Copy BLGF Regional and Central Office

Service Record 1 Original Copy HR of the LGU concerned

Clearance of no pending administrative case from CSC and
the Office of the Ombudsman

1 Original Copy CSC and Offlce of the Ombudsman

1 Certified Truel
copy

HRM Officer

Updated Personnal Data Sheet '1 Original Copy Local Treasurer concerned

Latest approved appointment 1 Certifled True
CoDv

Local Treasurer concerned

Copy of proof of payment of the filling fee (Offlcial
ReceipVPostal Check)
Performance ratings during two (2) consecutive semesters
before retirement

1 Certified True
copy

HR of the LGU concerned

CLIENT STEPS AGENCY ACTION
(Ros)

FEES TO BE
PAID

PROCESSING
TIME

PERSON RESPONSIBLE

Submit lndorsement of the
Regional Directors with the
supporting documents

Receive and record mailed or
personally delivered
documents, affix barcode and
route to ADMIN.

None 2 hours Records Officer (Central
Office)

Record and transmit
documents to ED for notation

None 20 minutes OED Records Officer

lnstructions from the
Executive Director

None 1 day Executive Director

Route to Administrative
Officer

None 20 minutes OED Records Officer

None 20 minutes ADMIN Records Officer

Route to Action Officer None 15 minutes Chief Administrative Officer
Evaluate submitted
documents:
Send Notification of
Deflciency to RO, if applicable
(thru email/ telephone)

None 2 days Administrative Officer

Re-submit required documents

WHERE TO SECURE

LGU's Plantilla of Personnel

csc

Route to Chief Administrative
Officer



lf complete and compliant,
prepare the lndorsement to
CSC recommending the
extension of service of the
concerned treasurer/assistant
treasurer.
Review and lnitial by CAO None 45 minutes Chief, Admin. Officer
Route to AFI\,4S Director None 20 minutes Administrative Assistant
Review and countersign
recommendation for the
extension of service

None AFMS Director

Route to Deputy Executive
Director

None 20 minutes Administrative Assistant

Review and countersign
recommendation for the
extension of service

None DED Director

None Administrative Assistant

Receive and record
documents and route to OED
reviewer.

None 30 minutes OED Records Officer

Review documents and route
to Executive Director

None 30 minutes OED Staff

Sign the recommendation for
the extension of service

None 2 days Executive Director

Clear for release of Extension
of Service

None 10 minutes OED Staff

Affix date on the document None 10 minutes OED Staff
Affix date of signing, OEO
control number, seal and
hologram, scan documenls
and route to Records Section

None 30 minutes OED Records Officer

Collate documents for
transmittal to Civil Service
Commission, copy furnished
the Regional Director, the
Local Chief Executive and
concerned Local Treasurer

None t hour Administrative Offlceri H RN4O

Route to Records Section None 20 minutes Administrative Assistant
Receive copy of lndorsement

to CSC.
None 1 day Records Officer (Releasing)

End ot Process
Total 6 days 45 minutes

/Vote.' Ihe CSC Resolution granling or not granting the fequest for the extenslon of seruice of lhe local treasurer shall be
transmltted to the LGU throuqh the BLGF Central and Reqional Offtce.

45 minutes

45 minutes

Route to Office of Execulive
Director

20 minutes

Release documents for
extension of service to the
Civil Service Commission, by
delivery; send copies of the
indorsement to the BLGF
Regional Office, Local Chief
Executive, and the Local
Treasurer.
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Preparation of Referral/lndorsement
The Local Treasury Operations Division (LTOD) is one of the divisions under the Local Government Units
Operation Service (LGUOS). The Division prepares referrals on queries relative to real property tax collection,
business tax and other local treasury operations of LGUs. All referrals shall be approved by the Executive
Director.

Office or Division: LGU OS/Local Treasury Operations Division (LTOD)
Glassification: Complex Transaction
Type of Transaction: Government to Government (G2G)

Who may avail: BLGF Regional Office, LGU (Province/City/Municipality) Treasurer's Office

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

1. Letter-request ofthe BLGF RD, or Local Treasurer
2. Relevant supporting documents as mentioned in the
letterrequest.

CLIENT STEPS AGENCY ACTION
FEES TO BE

PAID
PROCESSING

TIME
PERSON

RESPONSIBLE
Submit to BLGF Records
Section letter-request
together with all the
supporting documents

Records Section receives,
records and transmits the
request with supporting
documents. (Refer to Receipt of
lncoming Documents procedure)

None 10 minutes Receiving/
Releasing Clerk

None 10 minutes Administrative Aide
(AA)

Refers to instruction of the SD;
reviews the letter-request and
assigns to Action Officer

None

Records the name of AO and
instruction of the DC/AC

None 5 minutes

Receives the assigned letter-
request and instructions

None 5 minutes Action Officer (AO)

Studies/ evaluates, checks
completeness of requirements
submitted, research and
drafts appropriateaction

None 6 days AO

Records the drafl action None 5 minutes
Reviews/revises the action None l dav DC/OlC Chief
Records the instruction of the
DC/OlC Chief

None 5 minutes

Finalizes the draft action None 10 minutes AO
Reviews the finalized action None '1 5 minutes DC/OlC Chief
Records and transmits the
finalized preliminary action

None

Refer to Procedure on
Outgoing of Documents

None

Records Section releases/
sends the approved/signed
action to the concerned party
(by mail/pick-up)

None 10 minutes Records Receiving/
Releasing Clerk

TOTAL:
7 days, t hour and
35 minutes

From the requesting party/client

Recives and records the letter-
request together with all the
supporting documents.

15 minutes Division Chief
(DC)/OlC Chief

AA

5 minutes
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1. (Service Name) Request for Fiscal Data

Providing LGU Financial lnformation using statistical method/s to stakeholders based on the Statement of
Receipts and Expenditures (SRE) submitted by the local government units

d..4
HGoe;r)

Office or Division: LFDAD
Classification: Highly Technical
Type of Transaction: G2B, G2C, G2G
Who may avail: Senate, Congress,NGAs, LGUs, GFls, and etc

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Letter or Email Request Submission to BLGF

CLIENT STEPS AGENCY ACTION FEES TO BE
PAID

PROCESSING
TIME (ln dalrs)

PERSON
RESPONSIBLE

Submission of request
Record and number the
received request for data

10 minutes Records Officer
(Records Section)

Receive the request for data
None Administrative Aide ll

(Office of the Executive

Designate the request to the
concerned division for
appropriate action

None 30 minutes Executive Director

Record and receive the
request for data

None 10 minutes Adminiskative Assistant

Designate an action officer
to accommodate the data
request

None 30 minutes Financial Analyst V

Action officer processes the
data request

None 6 days Financial Analyst lV /
Financial Analyst lll /
Financial Analyst ll /
Statistician lll /
Statistician ll /
Statistician I

The processed data will be
forwarded to Division Chief

None l day Financial Analyst V

Action officer edits action
based on the comments of
the Division Chief

None 1 day Financial Analyst lV /
Financial Analyst lll /
Financial Analyst ll /
Statistician lll /
Statistician ll /
Statistician I

Receive and record the draft
data to Service Oirector

None 10 minutes Administrative Assistant
(Office of the Director,
LFPS)

The draft data will be
reviewed and vetted by
Service Director

None 1 day Director ll, LFPS

Action officer edits action
based on the comments of
the Service Director

l day Financial Analyst lV /
Financial Analyst lll /
Financial Analyst ll /
Statistician lll /
Statistician ll /
Statistician I

None

10 minutes

None



Receive and record the draft
data to Deputy Executive
Director

None 10 minutes Administrative Assistant
(Office of the Deputy
Executive Director)

The draft data Wll be
reviewed and vetted by
Deputy Executive Director

None 'l day Deputy Executive
Director lll

Action officer edits action
based on the commenls of
the Deputy Executive
Director

None l day Financial Analyst lV /
Financial Analyst lll /
Financial Analyst ll /
Statistician lll /
Statistician ll /
Statistician I

Receive and record the draft
data to Executive Director

None 10 minutes Administrative Assistant
(Office of the Executive
Director)

The draft data will be
reviewed and vetted by
Executive Director

None 2 days Executive Director

Action officer edits action
based on the comments of
the Deputy Executive
Director

None 2 days Financial Analyst lV /
Financial Analyst lll /
Financial Analyst ll /
Statistician lll /
Statistician ll /
Statistician I

Approval of the draft data None
Release requested data to
the Records Section

None 30 minutes Administrative Assistant

Received requested data Release of requested data
for the Records section to
the requestor.

None Administrative Officer ll
(Records Section)

TOTAL None '17 days, 3 hours

30 minutes Executive Director

3 days
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'l Request for Opinion or Ruling on Local Treasury and Assessment matters

Preparation of opinion / policies / guidance notes / directives / systems and procedures or confirmatory rulings as requested
by different stakeholders pertaining to the local treasury and assessment matters as based on Republic Act No. 7160,
otheMise known as the Local Government Code of 199'1, Local Finance Circulars (LFCs), Memorandum Circulars (MCs),
and other relevant laws and issuances.

Office or Division Policy Planning Programming and Standards Division (PPPSD)

Classification: Hiqhly Technical applications/transactions (20 days)

Type of Transaction:
Govemment to Business (G2B)
Govemment to Citizen (G2C)
Govemment to Govemment (G2G)

Who may avail:
Private lnstitutions, Taxpayers, National Govemment Agencies (NGAs), Local Govemment Units
(LGUs) and other key stakeholders

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Photocopy of documents which will support their representations in

their letter requesl such as SEC Registration, Official Receipts, among
others

From the concerned offices lrom which supporting documents
can be secured

CLIENT STEPS AGENCY ACTION
FEES TO BE

PAID
PROCESSING

TIME
PERSON

RESPONSIBLE

1. Client transmits the
request for opinion in the
BLGF Records Section for
desiqnation and

Receives and records request for opinion
with attachments ror designation and
appropriate action.

None 10 minutes Records Officer
(Records Section)

Receives the request for opinion to be
assigned by the Executive Director

None '10 minutes Administrative Aide ll
(Office of the
Executive Director)

Assigns the request to the Service/ Division
concerned tor appropriate action.

None 30 minutes Executive Director

Records and receives the request for
opinion,

None 10 minutes Administrative
Assistant (Oflice of the
Executive Director)

The request is foMarded to the Division
Chief for assignment and further
instructions.

None 30 minutes Chiet Tax Specialist
(PPPSD)

The request is forwarded to the action
officer for appopriate action (conduct of
research, review on preceding opinions,
discussion/ presentation of the proposed
action to the Division Chief).

None 3 days Supervising Tax
SpecialisU
Senior Tax Specialisu
Tax Specialist lU

Policy Development
Officer ll (PPPSD)

The draft opinion is Iorwarded for review of
the Division Chief for consideration.

None 1 day Chief Tax Specialist
(PPPSO)

(i) Action officer edits/revise action based
on lhe correction/remarks of the Division
Chief.

None 1 day Supervising Tax
SpecialisV
Senior Tax Specialist/
Tax Specialist ll/
Policy Development
Ofiicer ll (PPPSD)

Receives and records the draft opinion for
revielv and consideration of the Service
Director.

None 10 minutes Administrative
Assistant (Office of the
Director, LFPS)

The dratt opinion is forwarded for review of
the Service Director for consideration.

None 1 day Director ll, LFPS

inffi:i.:Y.'



(i)Action officer edits/revise action based
on the correction/remarks of the Service
Director.

None l day Supervising Tax
SpecialisV
Senior Tax SpecialisU
Tax Specialist lU
Policy Development
Officer ll

Receives and records the draft opinion tor
review and consideration of the Deputy
Executive Director.

None 10 minutes Administrative
Assistant

The draft opinion is forwarded for review
consideration of the Deputy Executive
Director.

None l day Deputy Executive
Director lll

(i)Action otficer edits/revise action based
on the conection/remarks of the Deputy
Executive Director.

None 1 day Supervising Tax
SpecialisV
Senior Tax Specialisu
Tax Specialist ll/
Policy Oevelopment
Officer ll

lf upon directive of superiors, the draft
opinion is forwarded and recorded for legal
review, comments and recommendations of
the Legal Service.

None 10 minutes Administrative Officer I

(Legal Service)

Draft opinion is assigned by the Service
Director for possible legal review.

None Director ll. LEGAL

Designated action officer drafts legal review
ofthe draft opinion (conduct of research,
review on preceding opinions, discussion/
presentation ofthe proposed action to the
Service Director).

None Special lnvestigator lll
Special lnvestigator ll
Legal Assistant
(LEGAL)

Legal Review is forwarded to the Service
Director for consideration.

None I day Director ll, LEGAL

Legal Review is transmitted to division
concemed to incorporate the comments
with the draft opinion.

None 10 minutes Administrative Offlcer I

(LEGAL)

Action Officer incorporates the comments oI
LEGAL in the draft opinion.

None 1 day Supervising Tax
SpecialisV
Senior Tax Specialist/
Tax Specialist lU

Policy Development
Officer ll (PPPSD)

Receives and records the draft opinion for
review / consideration ofthe Executive
Director.

10 minutes Administrative Aide ll
(Office of the
Executive Director)

The draft opinion is foMarded for review of
the Executive Director for consideration.

None I day Execulive Director

(i)Action officer edits/revise action based
on the correction/remarks of the Executive
Director.

None 1 day Supervising Tax
SpecialisV
Senior Tax SpecialisV
Tax Specialist ll/
Policy Development
Officer ll (PPPSD)

Approval/ Signature of the opinion None 30 minutes Executive Director

Release of signed opinion to the Records
Section.

None 30 minutes Admanistralive
Assistant (PPPSD)

Release of signed opinion from the Records
Section to the requesting party.

None 3 days Administrative Officer I

(Records Section)

TOTAL: None 19 days, 3 hours
and 30 mins

10 minutes

3 days

None



. Request for Position Paper relative to Local Troasury, Assessmsnt and Local
' Fiscal Administration

Otficia Position Papers as requesbd by DOF, both Houses or Congress, NGAS. Oversighl Agencles and other key
slakeholders on proposed measures c@cemng localtreasury, sssessmenl and loc8l tscal administation

Poli.y Planni.q Proorammino and Slandads Divison (PPPSD)
Hiqhlv Technical aDDlicalions/transactions (20 davs)
Govehmenl ro Govenmen( (G2G)

DOF, Congress, NGAS, OveBight Agencies and other key srakeholdeB

CHECKLISTOFREOUIR!MENTS vvliERETO SECURE

Bils. Proposals and Resolutions nGd in bolh Houses otCo.Oress
Proposels end Resolutois nled by NGAS and orher Ove6isht

House o, Representatives

CongGss ona websiles (congress.gov.prvsenate 90v.ph)

CLIENT STEPS AGENCYACTION
FEES TO BE PROCESSING

IIME
PERSON

RESPONSIBLE

request lo. posiiion paper
Rece ves and records reqlest lor posil on
paper wlh coples ol b lls lor designalion

Receives lhe @qlest lor posilion paper for
des gnarion of rhe Execut ve D recto..

Ass g.s lhe reqlest to rhe Seruice/ Oivison
concerned lor 6pproprlate a.lion.

Records and receives $e r6questfor

Reauest is toNarded to lhe Div6ior Ch,el
ior a$ignoenr / insrudio.s/
The .equest is loNarded to fie action
Oflice.lor .ppropr ate .crion (conducr ol
research, review on Feced ng posilio.
papers, discussiorv presenlation ol 1he
proDosed aciion to the DivisionChiel)

Drali posilion p.per is lotuarded lor review

(i)Acton ofiicer edits/revise act on based
on the conec|on/ remarks ol lhe O vision

Re@rves and.ecords the draft op n on for
review an d .ons ide r.rion ot rhe s.rvice

Orafi pos tion paper is loBarded for review
or trLe Seryice 0 re.lor lor conside.alion

(i)Aclion Oflicer ed rs/ rev se a.ton based
o. lhe corieclion/ remarks / ludher review

Receives and records lhe dran opmion for
review a.d cons deraton of lhe oepury

Orafi rosiuon paper is toflarded lor review
of the Depuly Ereculive Dnecbr fo.

(i) Aclion offcer ed ls/ revise acton based
on $e co(ectionr remaAs and/oro$er
inskuclions of lhe Oepuly Exeutive

Receives and r€@.ds lhe d.ai ooinio.lo.
rev ew and conside.alion ofthe Executve

Or.ft posllion paper is foBarded lor review
ol lhe ExecLlive Orc.tor for considerzlion

( )A.ton omcereditsrevise action based
on the corectionrema s of lhe El6cul ve

App.ova of lhe dralt posluon paper

Release ol sioned positon paper io lhe

ReLease ol signed pos tion paperlromihe
Recods Seclion lo lhe requesli.g pany

:\rrt
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Preparation of Complex Opinion (new)
The Local Treasury Operations Division (LTOD) is one of the divisions under the Local Government Units
Operation Service (LGUOS). The Division prepares opinion/ruling on queries relative to real property tax
collection, business tax and other matters on local treasury operations of LGUs. All opinions/rulings/referrals
shall be a roved the Executive Director
Office or Division: LGU OS/Local Treasu o ions Division LTOD
Classification: H hl Technical Transaction

Type of Transaction: Government to Government (G2G)

Who avail: BLGF Regional Office, LGU Province/Ci /Munici Treasurer's Office

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

2. Relevant supporting documents as mentioned in the
letter-request

From the requesting paMclient

Submits to BLGF Records Receives and records the None 10 minutes Administrative Aide
(AA)Section letter-request letter-request together with

together with all the allthe supporting
documents. (Refer to
Receipt of lncoming

supporting documents

Documenls ure
Refers to instruction of the
SD and reviews the letter-
request: Assigns to Action

None 15 minutes Division Chief
(DC/OlC Chief

Officer AO
Records the name of AO
and instruction of the DC/AC

None 5 minutes

Receives the assigned letter-
request and instructions

None 5 minutes Action fficer (AO)

Studies/evaluates, checks
completeness of
documentary requirements
submitted. Research on the
letler-request and drafts the
appropriate action

None 15 days AO

Records the draft action None
Reviews/ revises the draft
action

None 'l day (DC)/OlC Chief

Records the instruction of
the DC/AC

None 5 minutes

Finalizes the draft action None AO
Reviews the finalized draft
action

None 15 minutes (DCYOIC Chief

Records and transmits the
finalized draft action

None 5 minutes

Refer lo Procedure on
Outgoing of Documents

None

Receives, records and
photocopies the
approvedisigned action and
releases to Records Section

None 30 minutes

Records Section receives
and records the
approved/signed action and
releases to the concerned
party (by maiUpick-up)

None 10 minutes Receivingi
Releasing Clerk

TOTAL:
16 days, thour and

45 minut€s

1. Letter-request of the BLGF RD, or Local Treasurer

5 mrnute---.l

10 minutes
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Request for the issuance of Certificate of Net Debt Service Ceiling (NDSC) and Borrowing Capacity (BC)

The BLGF issues Certificate of Net Debt Service Ceiiing (NDSC) and Borrowing Capacity (BC) of the LGUs which is a requirement of BSP in

issuing the Monetary Board opinion, pursuant to BSP Circular 926, S. 2016 for LGUs that would engage in loans and borrowings. This is to
ensure the effective implementation of the debt service limit on local government borrowings as stipulated in Section 324(b) of the Local

Government Code of 1991.

Send letter request for the issuance

ofCNDSC/BC, to the BLGF Regional

Office or Central Office if NCR LGU,

together with the supponing
docum€ntary requirements.

Local Fiscal Policy Service/Local Debt Monitoring and Evaluation Division (LDN/ED)
Highly Technical Transactions

Office or Division:
Classification:
Tvpe of Transaction: Government lo Government (G2G)

Who may avail: Local Government Units

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

1. Letter-request from the Local Chief Executive (Governor/Mayor/Punong

Barangay) indicating (i) the selected lending institution; (ii) terms and conditions of
proposed loan (repayment period and interest rate); and {iii)specific purpose of
the loan; with offer sheet from the lending institution;

2. certification by the Local Treasurer of presence or absence of loan/s, duly
certified with the following details: (i) types of loan/s and other obligations

contracted; (ii) purpose of loan/s and other obligations contractedj (iii) name of
the lending institution/s; (iv) date of approval and maturity of loan/s; (v) terms
and conditions (interest rate and number of years to pay)j (vi) remaining balances

of loan/s and other obligation/s; and (vii)annual amortization schedules
(segregating the principalfrom the interest)issued by the lending institution/s;

Local Chief Executive of the Local Government Uniu
Financial/Lending lnstitution

Local Treasurer of lhe Local Government Unit

3. COA Annual Audit Certificate for the most recent year, which shall be supported

by the year-end financial reports for the past three (3) years: (i) Pre-closing Trial
Balance (General Fund); and (ii) Detailed Statement of Financial Performance. An
Agency Action Plan and Status of Implementation (AAPSI) report on COA

recommendations shall be required if the LGU has adverse findings pertaining to
the local treasury matters; and

Local Accountant of the Local Government Unit

4. Certification issued by the lending institution stating that it shall not require
LGU deposits as compensating balance for the loan, if such lending institution is

(1) not an authorized government depository bank or (2) an authorized
government bank required to obtain the prior approval of the DOF, as provided

under the DOF Circular No. 01.2017 dated 11 May 2017.

Financial/Lending lnstitution

PROCESSING
TIMEAGENCY ACTION

FEES TO
BE PAID

RO co
PERSON RESPONSIBLE

- Received and record letter request with supporting
documentary requirements by the Regional office.
After receipt, routed to Financial Analyst/Local

Treasury Operations Offi cer

15

minuteg
Record Officer (BLGF RO)

- Received and record indorsement letter from RO

and NCR letter request.

none

15

minutes

Administrative Aide Vl/ Loan

Examiner ll (BLGF CO)

t hour
Financial Analyst/Local

Treasury Operations Officer
(BLGF RO)

Check completeness, verucity, consistency dnd
otde iness of submitted letter request with
supporting documentary requirements and verify
records for previous applications, if any. (BLGF-CO

o LGU, lor 15 Regions)

none

5 hours
Administrative Aide VU Loan

Examiner ll

15

minutes

Financial Analyst/Local

Treasury Operations Officer
(BLGF RO)

Preparc Acknowledgfient Letter, l, docufientory
requirements ore lgund compleae, correct,
consistent cnd orderly. For incomplete supporting
documentary requirements, refer to Preparation of
Notice of Oeficiency sub-procedurel.

none
15

minutes
Administrative Aide Vl/ Loan

Examiner ll

Assign the request to an action officer
none

t hour
Fiscal Examiner V ( ChieI

LDMED)

i:l!(]?:ij

CLIENT STEPS
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Request for the issuance of Certificate of Net Debt Service Ceiling (NDSC) and Borrowing Capacity (BG)

The BLGF issues Certificate of Net Debt Service Ceiling {NDsC) and BorrowinB Capacity (BC) of the LGUs which is a requirement of BsP in

issuing the Monetary Board opinion, pursuant to BSP Circular 926, S. 2016 for LGUs that would engage in loans and borrowings. This is to
ensure the effe€tive implementation of the debt service limit on local government borrowings as stipulated in Section 324(b) of the Local

Government Code of 1991.

Office or Division: Local Fiscal Policy Service/Local Debt N4onitoring and Evaluation Division (LDMED)
Classification: Highly Technical Transactions
Type of Transaction: Government to Government (G2G)

Who may avail: Local Government Units

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Evaluate, analyze, review, validate rinancial

statements and process request from LGUs.

compare accounts with eSRE, if necessary, for
further analysis and preliminary compute of
NDSC/BC by using Encloturcs 4 Bond C .

none

7 days

Financial Analyst/Local

Treasury Operations Officer
(BtGF RO)

Review the prelimina.y computation of NDSC/BC

made by ROs. Evaluate, analyze, validate and
process request from NCR LGlJs, compare accounts

with eSRE, if necessary, for funher analysis and

compute NDSC/BC by using Enclosufes A, B ond C,

7 days
Loan Examiner ll, lll and lV,

and Statistician lll

a. Evaluation and validaton of ExistinE Loan

based on the amorti:ation schedule.

none

(for BLGF-RO) Financial

Analyst/Local Treasury

Operations ofricer -

(for BLGF-CO) Loan Examiner

ll, lll and lV, and Statistician lll

b. Evaluate and validate o.fio, tdken on the
recommendations of COA in the AAPSI, if not
satisfied/convince or recommendation is not
implemented require a dditio na I justification

from LGU

c. P tepate Cost-Benelit Arorysrii if refi nancinB,

buyout, or restructuring.

d. Preparc Debt Service Arqrysis iILGUabout
to reach Debt Service Ceiling.

Preparc Tronsmittollndo6errent aette, together
with Enclosure A, B and C, and (for BLGF-CO only)

lhe Certilicote and Me otundun to Locdl

Treosuter for the subfiission of Stotenent of
lndebtedness, Poyments ond Bolonces (SIPB),

none

2 hours
(for ELGF-RO) Fina ncial

Analyst/LocalTreasury
Operations Officer -

2 hours
(for BLGF-CO) Loan Examiner

ll, lll, and lV

Review the prgcessed requesl (Enclosurc A, B ond
C, with the tuaasmitlol/lndo6ement Lettet , and
(for ELGF-CO only)the Ceftilicdte and

Mefiorundum to Locol Tteosurct .

none

(for BLGF-RO) Financial

Analyst/LocalTreasury
Operations Ofricer -

2 hours
(for BLGF-CO) Loan Examiner

ll, lll, and lV

Cetlily Enclosure C and affix initials to the
fronsmittollndgrsement Le,tet , (for EtGF-CO

only) Ceftilicote , and Memorandufi to Locol

ftaosuter .

30

minutes

Chief of Local Treasury

Operations or Financial

Analyst/Local Treasury

Operations Officer

30

minutes
Fiscal Examiner V/ Action

Officer

Record details of loan application to database, and

to out-going logbook and forward Transmittal
Lettet Certificate, and Memorandum for initialg of
service Director and approvalof Certificate ofthe
Executive Director.

none t hour
Administrative Aide Vll Loan

Examiner ll

2 hours

none



(:Bor.) ARU>

Request for the issuance of Certificate of Net Debt Service Ceiling (NDSC) and Borrowing Capacity (BC)

The BLGF issues Certificate of Net Debt Service Ceiling (NDSC) and Borrowing Capacity (BC) of the LGUs which rs a requirement of BSP in

issuing the Monetary Board opinion, pursuant to BSP Circular 926, S. 2016 for LGUs that would engage in loans and borrowings. This is to
ensure the effective implementation of the debt service limit on local government borrowings as stipulated in Section 324(b) of the Local

Government Code of 1991.

Office or Division: Local Fiscal Policy Service/Local Debt Monitoring and Evaluation Division (LDMED)

Classification: Hiqhly Technical Transactions
Type of Transaction: Government to Government (G2G)
Who may avail: Local Government Units

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Review and approve computed borrowinS capacity
and sign E rcrosuae c.

none 2 hours
Service Director or Deputy

Executive 0irectorAffix initials to I/arsrrittol Letter,the Ceftilicote ,

and Memorondufi .

. (for BLGF-RO) Review and approve En.losure C

and sign lhe tndortefient Lefter
l day BLGF Regional Dire.tor

none
2 days

Executive Director (Nifio

Raymond B. Alvina)

. (for ELGF-RO) Record and transmit ,rdorsenert
aette, together with the documentary
requirements

t hrs
BI,GF RO Recordr Sedion -

Administrative Aide ll

Receive Certificate . Record and transmit apIoved Certificate and

signed fronsmittol Letler odd Memo.orrdum.

none

3 hrs
BIGF Central Records-

Administrative Aide ll

TOTAL: 20 days

rNotice of Deficiency sub-Procedure: Preparation of Notice of Deficiency

CLIENT STEPS AGENCY ACTION
FEES TO
BE PAID

PROCESSING
TIME

PERSON RESPONSIBLE

P.epare letter inlorminB LGU concern ofthe
deficiency of supponinS documents submitted, with
the checklist of the documentary requirements
detailing the lacking documents.

None 2 hours
Administrative Aide Vl/ Loan

Examiner ll

Sign letter notice of deficiency None 30 Minutes Service Director

CLIENT shall submit the lacking documents wilhin ten (30) doys . il failed the request shall be .etumed without odion

I

. (for BLGF-CO) Review and approve request and

sign the Irqnsrritts, aeneL lhe Cenilicoae , and

Memorondum



AB-T-tqlot

1. (Service Name) Processing of LGU Application for Loan under the Assessment Loan Revolving Fund

applicants

(ALRF}

ALRF is a revolving fund managed by the Bureau of Local Government Finance (BLGF) as a loan facility lor LGU',s Tax Mapping

piol""t , p"iiuOi" fi"vision of R-eal Pioperty Assessments, and other real property assessment programs in order to maximize

revenues Irom real property taxation

ntt Lcu apptications for loin under Assessment Loan Revolving Fund (ALRF) shall be reviewed and processed by Project Execution

and Management Division (PEMD) anJapproved by the BLGF Execulive Director. Application may be submitted to the Regional

Office or directly to the BLGF Central Office

This process cov€rs t" oo"rr"n,ury-"ndltigioitity requir.ments for applicant LGUs, to initial screening and to notification of eligible

ject Division PEMDnMaandExecutionOS/ProGL UOffice or Division:
highl technicalClassilication:

Government to Government (G2G)Type of Transaction:

All provincies, cities and municipalities or all local government units (LGUs)Who may avail;

WHERE TO SECURE
CHECKLIST OF REQUIREMENTS

Basic Requirements:
the Local Chief Executive LCE)Tobes ned

ication Letter indicatin the p of loan1
fo le signeO by maiority ol the Sanggunian

Members concemed
Governor/City/Municipal Mayor to enter into a loan agreement with lhe

Department of Finance indicating the amount of loan desired, and the specific

project to be undertaken, to be signed by the majority of the members of the

Sangguniang Panlalawigan/PanlungsodiBayan:

2. Resolution of the local legislative body, authorizing lhe Provincial

Duly Certified by the Local Treasurer or

downloaded from the BLGF Website
maybe

x Colleclion covering a Period
the project imPlementation.

aTRealofent therati statem Proertycompa
a ofteliarsa m ed yemfiveof preced ngvye

Provincial/City /Municipal Mayor

space, equipment, and technical and clerical personnel lor the duration of the
i to availability of office4 A certification ol the Provincia l/City /Municipal Mayor a

proiect;
PNP Director

5.Certification oI the PNP Director as nd order condition oflo prevailing peace a

the City/MuniciPalitY;
Duly Certtified by the HR( );IsessoASreasT andurerthol ersoPe neln OfficeslantilP ofla6
Treasurer

7. Tax Colleclion Enforcement Programs, prepa red by the Treasurer
LDMED-BLGF8. Certificate of Net Debt Service Capacity (CNDSC/BC)Ceiling and Borrowing

To be issued by the concerned Provincia

Assessor and Treasurer

such body;
2. A certification of the Provinciat Assessor that the City/Municipality has;

a. Not less than 4,000 real property units and not less than 3,000 land parcels;

b. Available base maps covering lhe enlire City/Municipality;

c. The applicant LGU has not been previously tax mapped

3. Tax Mapping lmplementation Plan, which includes:

a. Detailed activities of Tax Mapping by Barangay; and

b. Period to complete each activity under the Tax Mapping operation;

PTax aM tnre lo roiectmentsoditi na u pp g
1A Ad Req

a icationthe ppltomvesnmentatio invol ulti-yealf1 imple
ka ASTcreatihC ExecutiveiefLocal ngtheerOrd S edSUExecutiven bya

oIitiesbiaduties ndndefi tn the responsndatheforth membersh spsettirceFo ng

To be issued by the concerned Provincia

Assessor and Treasurer

b. Period to complete each activity in data Computerization Work;

'1. Certification of the ProvinciaUCity/Municipal Assessor as to the:

a. Number ot Real Property Units (RPUS) and parcels of land for the lasl three (3)

yearsl
l. Real Property Data Computerization lmplementalion Plan, which includes:

a. Detailed activities of data compulerization work by Barangay; and

A"2 Additional Requirements for Data ComPuterization

3.
the(5)

RPTA
loansupportProgram,



To be issued by the concerned Provincia
Assessor and Treasurer

1. Certification of the Provinciali City/Municipal Assessor as to the:

a. Number of Real Property Units (RPUS) and parcels ol land for the last three (3)

years;
2. Real Property Data Computerization lmplementation Plan, which includes:

a. Detailed activities of data computerization work by Barangay; and

b. Period to complete each activity in data Computerization Work;

3. Certilication of the Provincial Assessor that the City/Municipality has an

A3 Additional Requirsments for General Revision

Approved Schedule ol Market Values
PERSON

RESPONSIBLE
PROCESSING

TIME
FEES TO
BE PAID

AGENCY ACTIONCLIENT STEPS

Records Unit -
Admin. Aide ll

30 minutesnoneReceive, record and deliver to PEMD the

application request together with complete

documentary requirements (Reler to Rece,pt of
lncom Documenls ure

Submit application letter
together with complete
documentary requirements

Action Officer5 daysnoneCheck mmpleteness and orderliness of the

documents, including: a)Completeness of the data

required to process the applicationi and b)

Accuracy of the submitted data
Aclion Off icert hournoneFor complete requirements a

application, prepare Acknowledgment Letter

confirming eligibility and informing the LGU oI its

schedule for orientation-workshop on ALRF and

the preparation oI Project Study and Action Plan

(PSAP),
. Prepare Notice oI Deficiency/lneligibility in case

of incrmplete documentary requirements or

nd eligible

ineligibility under ALRF rules
Division Chief3 daysReview application and related documents a

endorse the Acknowledgment Letter for signature
nd

Service Director2 daysnoneReview application and related documents and

DED2 daysnoneReview application and related documents an

endorse the Acknowledgment Letter tor signature
d

Executive Director2 daysnoneReview application and sign Acknowledgmenl

Letter
Records Unit -
Admin. Aide ll

2 daysnone

Letter to applicant LGU.
. Endorse documentary requirements for ALRF

application with copy of signed Acknowledgment

Letter to PEMD.
(Refer to fransmitta, Letter procedure)

Record and release sig ned Acknowledgment

applicant LGU3 daysnone
2. 'Receive BLGF'S Aclion

20dTOTAL

none

endorse the Acknowledgment Letter for signature'
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1. (Service Name) Conduct of Orientation-Workshop on Assessment Loan Revolving Fund
(ALRF) Projects and the preparation of project Study and Action plan
(PSAP)

ALRF is a revolving fund managed by the Bureau of Local Government Finance (BLGF) as a loan facility for LGU'S Tax
Mapping pOects, periodic Revision of Real Property Assessments, and other real property assessment programs in order
to maximize revenues from real property taxation.
The conduct of orientation-workshop on the preparation of PSAP is part of the process and requirements in availing loans
funded under the ALRF.

Office or Division: LGUOS/Project Execution and l\4anagement Division (P EI\,,ID)
Classification complex

Type of Transactlon: Government to Government (G2G)

Who may avail: All provincies, cities and municipalities or all local government units (LGUs)

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Letter mnfirmation to attend orientation-wo*shop applicant LGU

AGENCY ACTION FEES TO
BE PAID

PROCESSING
TIME

PERSON
RESPONSIBLE

1. Submit Letter
Confirmation to attend the
orientation-workshop on
Assessment Loan Revolving
Fund (ALRF) Projects and
the preparation of PSAP

Receive, record and release to PEMD the Letter
Confirmation (Refer to Receipt of lncoming
Documents prOcedure)

none 30 minutes Records Unit -
Receiving Clerk

Prepare Notice of Meeting for the conduct of
Orientation-workshop

none 10 minutes Action Officer

Review, and initial/sign the Nottce of Meeting none 5 minutes Division Chief

Review and initial/sign the Notice of Meeling none 5 minules

Sign the Notice of Meeting none '10 minutes DED

Prepare logistical and equipment requirements
(Refer to Request for Petty Cash procedure)

none 3days&4hours LGUOS

Conduct Orientation-Workshop on ALRF
Poects and lhe preparalion of PSAP
. Target output of the orientation is a draft
Project Study and Action Plan (PSAP)

none 1 day TGUOS

Presentation and critiquing of Draft PSAP none 15 minutes after
the conduct of

orientation

LGUOS

2. Finalize PSAP for BLGF's
approval

none 2 days Appli.ant LGU

TOTAL 7 days

zutE\t
i9ffilr,)

CLIENT STEPS

Service Director
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'1. (Service Name) Request for Review and Approval of Proiect Study and Action Plan (PSAP) and
ittal of Draft Contract of Loan

ALRF is a revolving fund managed by the Bureau of Local Government Finance (BLGF) as a loan facility for LGU's Tax Mapping
projects, periodic Revision of Real Property Assessments, and other real property assessment programs in order to maximize
revenues from real property taxation. All LGU applications for loan under Assessment Loan Revolving Fund (ALRF) shall be reviewed
and processed by Project Execution and Management Division (PEMD) and approved by the BLGF Executive Oirector. All LGU
applications shall be submitted to PEMD for review and processing.

Office or Division: LGUOS/ ect Execution and Ma ment Division PEI\,4D

Classitication: h h nical

Type of Transaction: Govemmenl to Government (G2G)

Who may avail: All provincies, cities and municipalities or all local government units (LGUS)

CHECKLIST OF REQUIREMENTS
1. Pro ct Stud and Action Plan P Munici lAssessor and the Municipal Treasurer
2. Certificate of Attendance to Orientation-Workshop on ALRF Projects Conducted by the BLGF at least '15 days
and on the n of PSAP after the eli bit screenr

CLIENT STEPS AGENCY ACTION
FEES TO BE PROCESSING PERSON

RESPONSIBLEPAID TIME

Submit the PSAP for approval of Receive, record and release to PEMD the 30 minutes Records Unit -
Receiving Clerkthe BLGF Executive Director PSAP with attached complete documentary

with attached complete requirements (Referlo Racoipt of lncoming
Oocurranls procedure)documenta re uirements
Review the PSAP and check signatures of
LGU applicant: Local Chief Executive,

none 5 days Action Officer

I
Prepare cover memorandum none Action Officer

Reviewendorse approval oI the PSAP and 3 days Division Chief

Reviewendorse approval of the PSAP and
initial/sign cover Memorandum

none Service Director

Recommend lhe approval of the PSAP and none 2 days DED
n the cover Memorandum

S n the PSAP none 2da Executive Director
lf Approvsd: Prepare Transmittal Letter
with approved/signed PSAP and prepare
draft Contract of Loan; (Referro Pr€p5rario,
.nd T.enshl?tel .f D.ert CoDt.ect of Loen
procedure) lf not approvod: Prepare
transmittal informing the LGU to comply w/
recommendations and submit revised
PSAP

none Action Otfice.

Review and si n/initial the transmittal
Review and s n/initial the transmittal
Sign the transmittal letter none 15 minutes DED for Operations

Record and release Transmittal Letter with
attached approved PSAP: or transmittal
letter informing the LGU to comply with the
recommendations/ requests and submit
revised PSAP, in case of non-approval
(Refer to Transmittal Letter procedure)

none Records Unlt- Admln

Aide ll

2. Receive BLGF's Action none a icant LGUzlliA
Total

'aGFI

EilEEil

none

none

15 minutes

2 days

WHERE TO SECURE

none I t5 minutes lDivision Chief
W

I zaavs 
I
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1. (Service Name) Review, Approval and Transmittal of Draft Contract of Loan
ALRF is a revolving fund managed by the Bureau of Local Government Finance (BLGF) as a loan facility for LGU'S Tax
Mapping projects, periodic Revision of Real Property Assessments, and other real property assessment programs in
order to maximize revenues from real property taxation.
All LGU applications for loan under Assessment Loan Revolving Fund (ALRF) shall be reviewed and processed by
Project Execution and Management Division (PEMD) and approved by the BLGF Executive Director.
All LGU applications shall be submitted to PEMD for review and processing.

.tto?l
Y-'

Office or Division: LGUOS/Project Execution and Management Oivision (PEMD)
Classification highly-technical

Type of Transaction: Government to Government (G2G)

Who may avail: All provincies, cities and municipalities or all local government units (LGUs)

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

1. Project Study and Action Plan (PSAP) prepared by the Municipal Assessor
and lhe Municipal Treasurer

2. Certificate of Attendance to Orientalion-Workshop on ALRF Projects Conducted by the BLGF at least 15 days
and on the of PSAP

CLIENT STEPS AGENCY ACTION

after the e ibi screentn

FEES TO BE
PAID

PROCESSING
TIME

1. Submit the PSAP for approval
of the BLGF Executive Director
with attached complele
documentary requirements

Receive, record and release to PEMD the
PSAP with attached complele documentary
requirements ( Refer to Recerpt of
tncom i ng Documenls procedure)

none 30 minutes Records Unit -
Receaving Clerk

Prepare draft Conlract of Loan for the
signature oI LGU applicant otficials, based
on the approved PSAP (Refer to PSAP
Approval procedure)

none 1 day Action Officer

Prepare cover memorandum
recommending approval of the draft
Contract of Loan

none 15 minutes Action Officer

Review and endorse approval ofthe draft
Contract of Loan and initial/sign cover
Memorandum.

none 3 days Division Chief

Review and endorse approval ofthe draft
Contract of Loan and sign cover
Memorandum.

none 2 days Service Director

Review and recommend the approval of
draft Contracl of Loan

none 2 days DED

Approve the draft Contract of Loan none 2 days Executive Direclor

lf Approved: Prepare Transmittal Letter
with attached draft Contract of Loan for
signature of applicant LGU officials
lf not approvod: Refer back to PEMD for
aoproDriate aclion

none '15 minutes Action Officer

Review and sign/initial the lransmittal letter none 15 minutes Division Chief

Review and signiinitial the transmittal letter none 15 minutes Service Director

Sign lhe transmittal letter none '15 minutes DED for Operations

Record and release Transmittal Letter with
attached draft Contract of Loan for the
signature of applicant LGU officials; (Refer
to Transmittal Letter proc6dure)

none 2 days Records Unit - Admin
Aide ll

PERSON
RESPONSIBLE



2. Receive Draft Contract of
Loan

none 2 days applicant tGU

TOTAL 7 days

CLIENT STEPS AGENCY ACTION FEES TO BE
PAID

PROCESSING
TIME

PERSON
RESPONSIBLE



,.,i"r:
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'1. (Service Name) Request Review, Approval and Transmittal of Contract of Loan under
ALRF-Funded Project

ALRF is a revolving fund managed by the Bureau of Local Government Finance (BLGF) as a loan facility for LGU'S Tax
Mapping projects, periodic Revision of Real Property Assessments, and other real property assessment programs in order
to maximize revenues from real property taxation.
All LGU applications for loan under Assessment Loan Revolving Fund (ALRF) shall be reviewed and processed by Project
Execution and Management Division (PE[,4D) and approved by the BLGF Executive Director.
All LGU applications shall be submitted to PEMD for review and processing.

Office or Division: LGUOS / Project Execution and lvlanagement Division (PEN,4D)

Classification: highly{echnical
Type of Transaction: Government to Government (G2G)

Who may avail: All provincies, cities and municipalities or all Iocal government units (LGUs)

CHECKLIST OF REOUIREMENTS WHERE TO SECURE

1. Approved Project Study and Action Plan (PSAP) BLGF and Applicant LGU
2. Contract ot Loan signed by applicant LGU officials Applicant LGU

CLIENT STEPS
FEES TO BE

PAID
PROCESSING

TIME
PERSON

RESPONSIBLE
1. Submit request for the review
and approval of Contract of Loan
with attached complete
documenlary requirements

Receive, record and release to PEMD lhe
request for review and approval of Contract
of Loan with attached complete
documentary requirements (Refer to
Receipt ol lncomiog Documents
procedure)

30 minutes Records Unit -
Receiving Clerk

none 'l day Action Officer

Prepare cover Memorandum requesting
review of the Contract of Loan by the Legal
Service

none '15 minutes Action Officer

Review content of draft Contract of Loan
and initial/sign the cover Memorandum

none 4 hours Division Chief

Review content of draft Contract of Loan
and sign the cover Memorandum

none 4 hours Service Director

Receive and release to Legal Service the
cover Memorandum requesting review of
the Contract of Loan with the attached
PSAP Refer to Transmittal Letter

none 15 minutes Action Officer

Review content of Contract of Loan with
attached PSAP and recommend appmval
(Refer to Review of Contact
procedure ), ln case of conections, the
Contract of Loan will be endorsed back to
PEI\rD for appropriate action.

none 5 days Action
Officer/Directo r.

Legal Service

Review content ol Contract of Loan with
attached PSAP.

none l day DED for
Administration

Review content of Contract ol Loan with
attached PSAP.

none 1 day DED for Operations

Approve/sign the Contract of Loan none 2 days Executive Director
Prepare Transmittal Letter transmitting the
signed Contract ot Loan and informing thal
the LGU may now request for the initial
release of funds representing the 50% of
the approved loan. ln case ot non-
approval, refer back to PEMD for
appropiate action.

none 'l hour Action Officer

ARTA>

AGENCY ACTION

none

Review the Contract of Loan based on the
approved PSAP and check the signatories



2 days Records Unit -
Admin. Aide ll

Record and release rhe transmittal letter
together with the approved Contract of
Loan with attached copy of approved
PSAP to LGU applicant (Refer to
Transmitlal Letter prccedure \

none

Apllicant LGLJ2. Receive BLGF's Letter with
the aflached approved Contracl
of Loan

none 2 days

20 daysSub-Total

-
-
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1. (Service Name) Request for Release of Funds Representing 50% of the Approved Loan

under ALRF'Funded Project (1st Tranche)
ALRF is a revolving fund managed by the Bureau of Local Government Finance (BLGF) as a loan facility for LGU's Tax

Mapping projects, periodic Revision of Real Property Assessments, and other real property assessment programs in order

to maximize revenues from real property taxation.
All LGU applications for loan under Assessment Loan Revolving Fund (ALRF) shall be reviewed and processed by Project

Execution and Management Division (PEMD) and approved by the BLGF Executive Director'

All LGU appl ications shall be submitted to PEMD for review and processing

i,E l

LGUOS/Pro Execution and Ma ement Division PEMDOffice or Division:
com exClassification:
Government to Government (G2G)Type of Transaction:

All p rovincies, cities and munici lities or all local overnment units LGUsWho may avail:
WHERE TO SECURECHECKLIST OF REQUIREMENTS
icant LGUBLGF andand Action Plan (PSAP)1. Appmved Poect Study
icant LGUBLGF and2. Signed Contract of Loan

BLGF and Applicant LGU3. Letter Request
PROCESSING

TIME
PERSON

RESPONSIBLE
FEES TO BE

PAIDAGENCY ACTIONCLIENT STEPS

Remrds Unit -
Receiving Clerk

30 minulesReceive, record and release to PEMD the
letter requesl for the release of funds (Fisrt

Tranche) representing 50% of the approved
loan with attached complete doucmentary
requirments (Refer to Receiqt of

Documen,s procedure)lnc

1. Submit lener request for
release of funds (First Tranche)
representing 50% of the
approved loan with attached
mmplete documentary
requirements

Action Officer15 minutesnonePrepare mver Memorandum and a
directive Memorandum for the Financial
and Management Division (FM & D) for
release of runds

Division ChielnoneReview and endorse the Request for
Release of Funds and initial/sign lhe cover
Memo and directive Memo for FMD

Service Director2 hoursReview and recommend/sign cover l\,4emo

and initial/sign the directive Memo for FMD

2 hours DEDnoneRecommend lhe release o, funds and
initial/sign the directive Memo for FMD

Executive Director2 daysnoneSign the directive Memorandum for FM & D
for the release of funds (1st Tranche)

Records Unit -
Admin. Aide Il

noneRemrd and release the directive
Memorandum for the releaso of tunds to
FMD for payment and PEMD forfile.

2 daysnoneFacilitate release of funds. (Refer to
Preparation of Disbursement Voucher
procedure)

2 days Cashier lllProcessing and release of ChecuLoan to
LGU. (Refer to Disbursemenl procedure)

release copy to PEMD for file
Action Officer5 minutesnonePrepare Letter to LGU informing the

release of funds (1st Tranche)
Records Unit -
Admin. Aide ll

none 2 days

borrowing LGU2 days2. Receive LGFb action
7 daysTotal

none

2 hours

none

5 minutes

Financialand
Management
Division

none

Record and release Transmittal Letter
informing the release of funds and the
prosecution of the project shall be started
not later than 60 days Irom date of receipt
of the amount (Refet lo Tnnsmittal LelTet
Drocedure)
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1. (Service Name) Request for Release of Funds representing 30%of the approved loan
under ALRF-Funded Projects (2nd Tranche)

ALRF is a revolving fund managed by the Bureau of Local Government Finance (BLGF) as a loan facility for LGU's Tax
Mapping projects, periodic Revision of Real Property Assessments, and other real property assessment programs in order
to maximize revenues from real property taxation.
All LGU applications for loan under Assessment Loan Revolving Fund (ALRF) shall be reviewed and processed by ProJect

Execution and l\.4anagement Division (PEMD) and approved by the BLGF Executive Director.
All LGU applications shall be submitted to PEMD for review and processing. Second Release (30%)- Upon submission of
report of at least 50% Physical and Financial Accomplishment of project.
Third/Final Release (20%) - Upon submission of report of at least 75% Physical and Financial Accomplishment of project.

(6i;,
q.=,.{

Office or Division: LGUOS/Project Execution and Management Division (PEMD)
Classification: highly{echnical
Type of Transaction: Government to Government (G2G)

Who may avail: All provincies, cities and municipalities or all local government units (LGUs)

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

1. Request for Partial/Full Payment with Billing Statement, if any Borrowing LGU

2. Physical Accomplishment Report (Statement of Works Accomplished)
certifying that basic project requirements as itemized in the PSAP have
already been acquired and delivered

Borrowing LGU

3. Financial Accomplishment Report (Statement of Receipts and Disbursements or
SORD) certifiyng that the total amount initiatly released was fully disbursed

CLIENT STEPS AGENCY ACTION

Bonowing LGU

FEES TO BE
PAD

PROCESSING
TIME

PERSON
RESPONSIBLE

l.Submit letter request Ior 2nd
release of funds representing
30% of lhe approved loan with
attached complete
documentary reequirements

none 30 minutes Records Unit - Admin
Aide ll

Review reports and check compliance with
approved PSAP

none 1 day Action Officer

Conduct field validation.
(Refer Monitoring and Evaluation
procedure)

none 20 days Monitoring and
Evaluation Team

Review the evaluation report per result of
field validation

none 2 hours Action Officer

none 4 hours Action Officer

Review the evaluation report and initial/sign
the Memo requesting the Release of
Funds.

none 2 hours Division Chief

Review the evaluation report and sign the
Memo requesting the Release of Funds.

none 'l hour Service Direclor

Review the evaluation report and
recommend lhe Release of Funds

none t hour

Review and approve Request for Release
of Funds.

none 2 days Executive Director

Receive. record and deliver to PEMD the
letter request for 2nd release of funds with
attached complete documentary
requirments (Refer to Receipt of
lncoming Doc u ments procedure)

lf the above cited requirements are
complied, prepare Memo recommending
the Release of Fundsi otherwise, letter
directing compliance with the
recommendations of the Evaluation Team.

DED



Record and release approved Request for
Release of Funds to FMD for payment and
PEMD for file.

5 minutes

Receive and record Request Ior Release of
Funds.

none 5 minutes Records
officer/Receiving

Facilitate release of funds. (Refer to
Preparation of Disbursement Voucher
orocedure)

none 2 days Financialand
Management Division

Processing and release of Check/Loan to
LGU.
(Refer to Disbursement procedure)

release copy to PEMD for file

none 2 days Cashier lll

Prepare Letter inlorming the LGU on the
release ol funds

none 10 minutes Action Officer

Record and release Transmittal Letter
informing the release of funds and the
prosecution of the pOect shall be started
not later than 60 days from date of receipt
of the amount (ReIet lo Transmitlal Lettet
procedure)

none 2 days Records Unit - Admin
Aide ll

2. Receive BLGF's action none 2 days borrowing LGU

Total 20 days

none Records lJnit - Admin.
Aide ll
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1. (Service Name) Request for Release of Funds representing 20"/o of lhe approved loan
u nder ALRF-Funded Projects (Final/Third Tranche)

ALRF is a revolving fund managed by the Bureau of Local Government Finance (BLGF) as a loan facility for LGU'S Tax
Mapping projects, periodic Revision of Real Property Assessments, and other real property assessment programs in order
to maximize revenues from real property taxation.
All LGU applications for loan under Assessment Loan Revolving Fund (ALRF) shall be reviewed and processed by Project
Execution and Management Division (PEMD) and approved by the BLGF Executive Director.
All LGU applications shall be submitted to PEMD for review and processing.
Second Release (30%) - Upon submission of report of at least 50% Physical and Financial Accomplishment of poect.
Third/Final Release (20%) - Upon submission of report of at least 75% Physical and Financial Accomplishment of project.

Office or Division: LGUOS/Project Execution and Management Division (PEMD)
Classification highly{echnical
Type of Transaction: Government to Government (G2G)

Who may avail: All provincies, cities and municipalities or all local government units (LGUs)

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Request for Partial/Full Payment with Billing Statement. if any Borrowing LGU
Physical Accomplishment Report (Statement of Works Accomplished)
certifying the completion of at least 75% accomplishment of the project

Borrowing LGU

Financial Accomplishment Report (Statement of Receipts and Disbursements or
SORD) ce.tifying the completion of at least 75% accomplishment of the project

CLIENT STEPS AGENCY ACTION

Borrowing LGU

FEES TO BE
PAID

PROCESSING
TIME

PERSON
RESPONSIBLE

l.Submit requesl for flnaU3rd
release of funds representing
20% of the approved loan with
attached complete
documentary requirements

Receive, record and deliver to PEMD the
request lor finali3rd release of funds with
attached complete documentary
requirements (Rerer lo Receipt of
lncomlng Documenfs procedure)

none 30 minutes Records Unit - Admin.
Aide ll

Review reports and check compliance with
approved PSAP

none 1 day Action Officer

Conducl f ield validation.
(Refer Monitoring and Evaluation
procedure)

none 20 days Monitoring and
Evaluation Team

Review lhe evalualion report per result of
lield validation

none 2 hours Action Officer

ll75olo accomplishment is noted, prepare
Memo re@mmending the Release ot
Funds; olherwise, letter directing
compliance with the remmmendations of
the Evaluation Team.

none Aclion Officer

Review the evalualion report and initial/sign
the Memo requesting lhe Release of
Funds.

2 hours Division Chief

Review the evaluataon report and sign the
Memo requesting the Release of Funds.

t hour Service Director

Review the evaluation report and
r6commond the Release of Funds

none t hour DED

Review and approve Request for Release
of Funds.

none 2 days Executive Director

Record and release approved Request for
Release of Funds to FMD for paymenl and
PEMD for file.

5 minutes Records Unit - Admin
Aide ll

4 hours

none

none

none



Receive and record Request for Release of
Funds.

none 5 minutes Records
Officer/Receiving

Facilitate release oI Iunds. (Refer to
Prcparation of Disburseme nt Vouc her
procedure)

none 2 days Financial and
Management Division

Processing and release of Check/Loan to
LGU.
(Refer to Disbursement Drocedure)

none 2 days Cashier lll

Prepare Letter informing the LGU on the
release of funds

none Action Officer

Record and release Transmittal Letter
informing the release of runds and the
prosecution of the project shall be started
not later than 60 days from date of receipt
of the amount (Refet lo Transmitlal Lelter
procedure)

none 2 days Records unit - Admin.

Aide ll

2. Receive BLGF's action 2 days borrowing LGU

Total 20 days

10 minutes



1: lo, ABTA>

1. (Service Name) Conduct of Monitoring and Evaluation of On-going ALRF-Funded
Project

ALRF is a revolving fund managed by the Bureau of Local Government Finance (BLGF) as a loan facility for LGU'S
Tax Mapping projects, periodic Revision of Real Property Assessments, and other real property assessment
programs in order to maximize revenues from real property taxation, All LGU applications for loan under
Assessment Loan Revolving Fund (ALRF) shall be reviewed and processed by Project Execution and Management
Division (PEMD) and approved by the BLGF Executive Director.
All LGU applications shall be submitted to PEMD for review and processing.

Office or Division: LGUOS/Prolect Execution and Management Division (PEMD)
Classification: highly{echnical
Type of Transaction: Government to Government (G2G)

Who may avail: All provincies, cities and municipalities or all local government units (LGUs)

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

1. Physical Acmmplishment Reporl (Stalement of Wo*s Accomplished) Borrowing LGU

2. Financial Accomplishment Report (Statement of ReceipG and
Disbursements or SORD)

CLIENT STEPS AGENCY ACTION

Borrowing LGU

FEES TO
BE PAD

PROCESSING
TIME

PERSON
RESPONSIBLE

l.Submit request for parlialllinal
release of loan or project
completion with attached complete
documenlary requiremenls

Receive, record and deliver to PEMD
the request for partial/final release of
loan with attached complete
documentary requirements (Refer to
Recetpt of lncoming Documen's
procedure)

none 30 minutes Records Unit -
Admin. Aide ll

Review reports and check
mmpliance to Contracl ol Loan.

none 4 hours Action Officer

Prepare Travel Order to LGU
concemed to monilor and evaluate
physical and financial
accomplishment of the poject.

none t hour Divasion Chief

Prepare cover Memo requesting
authority lo travel

none

Review and endorse Memo
requesting authority lo lravel

none 'l hour Service Director

Review and endorse Memo
requesting authority to travel

none t hour DED

Review and approve request for
authority lo lravel for the stated
purpose.
(Refer to Request for Travel Order
procedure)

3 days Executive Director

Travel to LGU none 1 day travel
time

Monitoring and
Evalualion Team

Make representation with th6 local
assessor and treasurer.

none 15 minute l/onitoring and
Evaluation Team

Courtesy call with lhe Local Chief
Executive assisled by the local
assessor and treasurer and rest of
the project management team.
. Conduct monitoring and evaluation

none 30 minutes Monitoring and
Evaluation Team

none



Conduct monitoring and evalualion
. Validate/verify the actual physical
outputs as to the latest Physical
Accomplishment Report submitted.
. Validate/verify the aclual financial
reports as to the latest Financial
Report submitted.

none 2 days Monitoring and
Evaluation Team

Conduct exit conference and present
findings, comments and
recommendations with th€ LCE and
project managementteam.

none 2 hours Monitoring and
Evaluation Team

Return to Official Station none 1 day travel
time

Monitoring and
Evaluation Team

Prepare Evaluation Report with
recommendations.

10 days Monitoring and
Evaluation Team

Prepare Letter informing the LGU on
the release of funds

none Action Oflicer

Record and release Evaluation
Report (Refer to Transmiltal Letter
procedure)

none 2 days Records Unit -
Admin. Aide ll

2. Receive BLGF's action 2 days borrowinB L6U

Total

5 minutes

20 days



!ot
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ARIA>

Requesl for conduct of Pre-Closing Activities for ALRF-Funded Projects shall be within 30 days from date of completion of
the project.

Office or Division: LGUOS/Prolect Execution and Management Oivision (PEMD)
Classification: highly{echnical

Type of Transaction: Government to Government (G2G)

Who may avail: All provincies, cities and municipalities or all local government units (LGUs)

WHERE TO SECURE

1. Physical Accomplishment Report (Stalement of Works Accomplished)
100o/o accomplishment

Borrowing LGU

2. Financial Accomplishment Report (Statement of Receipts and Disbursements or
SORD) 100% accomplishment

Borrowing LGU

3. Certificate of Completion stating that the project is substantially completed and

that project funds is fully disbursed

CLIENT STEPS AGENCY ACTION

Borrowing LGU

FEES TO BE
PAID

PROCESSING
TIME

PERSON
RESPONSIBLE

1. Submit request for project
completion and amortization
schedule lor the loan
repayment with attached
complete documentary
req u irements

Receive, record and deliver to PEMD
request for poect completion and the
amortization schedule tor the loan
repayment with attached complete
documentary requirements
(Refer to Receipf of lncoming
Documen's procedure)

none 30 minutes Records tinit - Admin
Aide ll

Review reports and check compliance with
Contract of Loan

none 2 days Action Oflicer

Conduct field validation.
(Reler Monitoring and Evaluation
procedure)

none 20 days Action Oflicer,
Division Chief

Review lhe evaluation reporl per result of
field validation

none 2 hours Action Oflicer

lf 100% accomplishment is noted, per result
of field validation conducted Evaluation
Report, prepare memo remmmending
project completion; otheMise, letter
directing compliance with the
recommendations of the Evaluation Team.

none 4 hours Action Officer

Review the evaluation report and initial/sign
the Memo requesting the Release of
Funds.

none Division Chiel

Review the evaluation report and initiausign
the cover Memo

none Division Chief

Review the evaluation report and sign lhe
crver Memo

none Service Director

1 . (Service Name) Conduct of Pre-Closing Activities for ALRF-Funded Projects
ALRF is a revolving fund managed by the Bureau of Local Government Finance (BLGF) as a loan facility for LGU's Tax
Mapping pro.iects, periodic Revision of Real Property Assessments, and other real property assessment programs in order
to maximize revenues from real property taxation.
All LGU applications for loan under Assessment Loan Revolving Fund (ALRF) shall be reviewed and processed by Project
Execution and Management Division (PEMD) and approved by the BLGF Executive Director.
All LGU applications shall be submitted to PEMD for review and processing.

CHECKLIST OF REOUIREMENTS

2 hours

2 hours

t hour



Rev iew the evaluation report and
recommend the project completion

none t hour DED

Approve project completion none 2 days Executive Director

Record and release the approved request
to PEMD

none 5 minutes Remrds Unit - Admin
Aide ll

Prepare Letter informing the LGU of the
annual amoritization schedule in
accordance wilh Contract of Loan
Record and release Letter the LGU of the
annual amoritization schedule (Refer to
T ra ns m itlal Lefier proced ure )

none Records Unit - Admin.

Aide ll

2. Receive BLGF's action 2 days borrowing LGU

Total 20 days

2 days



ABIA>

1. PROCESSING OF APPOINTMENTS OF LOCAL TREASURERS AND ASSISTANT LOCAL TREASURERS

This involves the evaluation of the qualifications of the recommendees of the Local Chief Executive (Governor/Mayor) for the filling up of
vacancies in Provincial/City/lrlunicipal Treasurer/Assistant Treasurer positions and the subsequent issuance of the appointment by the
Secretary of Finance. pursuant to Sections 470 and 471 of Republic Act 7160 or the Local Govemment Code of '199'l .

Office o. Division Bureau of Local Government Finance
Classification Mulli-staqe system
Type oI Transaction
Who may avaal Local Government Units

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Firct Levd Baslc Documentary Reguiremqtts (Stage 1)

A. Requirements from the lndividual Reconnendes

l PorsonalOara Sheet (PDS). CSC Fom No,212,withths lollowing 3Onginals' Form doMloadable rrom csc.gov.ph

€ligibilily

Fom dwlloadable Lorn csc.gov-ph

1 2 Wotk E pdtence Sheel Form doMloadable lrom c.sc.90v.ph

1 3 Prevbus Oflica Otder ol D€s,grarbn as lreasurer^ss,stant Tteasurcr. it any BLGF R€groru Olfice/ LGU Human Resource (H R) Off ce

1.4 Swoh Cediljcate of Enployment (tbr ptivate !'o* e,eerCnce) Previous employ€rs oI ih€ recommendee

1 5 Latest Approvad Appoinlment (t applicabte)

1 6 Cettilicab of Resi,Jencyt')

2. Cariificat€ls o, Eligibility

2 1 CNil S*ice Cotnmi$bn lot CSP aacl/ot BCLIE CSC R€giontl Of,ice

2iBat lnteqraled &r ollhe Ph pDrnes

S.R.lovant Training Ca.lilic.to!l:l LGU HR Ofiice

4.P.rtomanc6 R.llng lor tiit lr.i two (2) rarlng poriodll!, LGU iiR Ollice

B. LAU Requircnenls

I . Recomm€ndatlon Lotter of Local Chiel Erocuiive, wlrh rh. following 1 Oiginal' O6ce ol th€ Loca Chiet Erecutive

1 .1 Swr, Statanen! of Non-Prohibited Rolatbnship kl Office ot the Local Chief Eaacuiive

1 .2 Centbatic'n ol Availabihty ol FuNs bl LGU Budgel Office/Accounlrng Offce
1 .3 Apprcved Ptantilla Schedie for the cwont yeat LGU HR Olfi.e
1 .4 Podoalon ot vacancy (r'ol betod 3 nonths orq ahcl ltoslrry, n
Qualitantbn Stadd.ts N LGU BR Ofiice

1 .5 Cerliticalo ol SPMS Conpliance

1 .6 t appltcable, provide justlication/cetlifbatbn lof:

rccannendation leltot

Office ot lhe Local Chref Er€culrve
c. ,'lon-inclusion ot Nen-k-Rank Efitployees

b Dea.th ol Applicanls/lnclusbn ol Apptoahts lrcn Oths LGus

c. Ilan-inclusbn ol Next-in-Rank Enployees

1 7 Aovehnent lssued lD wth Photo and Stgnatue ol LCE Oflice o, ih6 Local Chie, Erscurive

1 .8 Condianco srth Sec 325 ot Repudic Act No. 7160 Pr ( to" ,csstsraar
Trcasner posnons onty)

Offrce ol lhe LocalChief Eaecutive and LGU Accounting Office

' Onolnal h.ndsigEtur€ .6quired U$ ot 6l6t!rrc or lslmll6 3igndura E OohtblGd

I'r Crnll. ls 6srr€d by nr @ErBd Brrlg.y Ch.jme dd *arhq tE dxrdi.L s ged no.!l .rEder
fl anmqn of 12(,DE b.,E lsl 5 Fr! lo. PrcI; lrxt 4ob@ b.0E 1615 F4B lor MT
l'l Raalonad frDm tE dsio ot @mm6nd.ton o, nB LCE
l'r Cs/rnc5t€ m6l 3t l€ hsl h6 rcmiM l! mt wlrhrn h€ 4tl d€9@ ot aindty or dcrrEuidty or tE LCE
r"r certlkd. !s*d b, ,ra coktm€d !0..1 Acornt-t or Bldgd om@r rllnlB tE artst2ad a.lry .aie, aatlry g.!de .nd llm Mbd oI !E D6ttoo
I'l Iha Oudm.ariB Sr..d.d3 b be plblratrdt srd @bd 06l hlow Sr a7o ext 47i ot R€OUbltc Act t{o ,l@
In Slgn d !y hand by tl6 LCE snd t@r A@uni.rn !Hi! h.t dE f[in! @ o, rE !€trDn comptis wtth Se. 325a ot rE LGC

BLCF Csntral HRITPSB Dellbo.ation Documontary Roquir€mont! (Stage 2)

L lndoBGment ol the Rogional O lroclor 1 Orignar

2. BLGF RegionalHRMPSB R*oluiion I Onginal BLGF Regiona Ofice

3. Comparative Mat.ix ol Evaluation- LocatT.ea3ury Appoldtmont 1 Origrnar

4. Compli.nce Evrludlon of Roqulr.mn6 for Appointm.rn (Frst Level) 1 Onginal

Not : Wth.lt suwontng d.cu4ant. .ubnlttad by tha Lcu/R@ontuon.t6.s

Sacond Level Baslc Documenaary Requlrqnents (Stage 3)

l.rranrcrlpl dt R..ords (excopr lor r6comm6nd.6s sho.r..h.ady regut.rry
appoht€d L@al Tr.Bu10./A6!lBtanl Local T.ea!urc.) Unive6 ty or College rn6re rhe recommendee gradual€d

2. L.resr sworn stat6ment ofa!3ol3, Liabilifloi,.nd Netwonh (saLN) l Origlnal LGU HR Oflrce

3. lredlcil C€rtlficate - Latesl CSC Fom No. 2t 1

4, Valld Claa.anco..nd Co.lificrto/Bol No P.nding Case (tlwllh pon ti.g c!.o/3,
provid6 CaBe Sommary/i63):

!f,9,

NO, OF COPIES

2 2 ftotessboat Rogutaton ConnLssion (PRC)

I Onginal



4 1 Natbnat Weau ol tnvestbatbn (NBt) Nn'

4 2 Cirt Satrce canntssion (CSc) 1 Ong nal csc
1 Orig nar Olfice ol ihe Ombudsman

4 4 BLGF (ooly lor tecommendees who a.e aheady appanted Lf/ALf 1 Ongrnal BLGF Cenlral and Reg onal Off ces

4 5 LGU ot NGA lonly fot rcconnendees who arc appakt€d govennent
1 Ongnal Olirce ollhe Loca Chrel Execut ve

4. Marlrge Cerllllcate (for mariod l€male only) Phi[pp ne slal st cs Aulhor ty (PsA)

5. Acceptance of Lowe. Salary (if .pplicable) 1 Onginal

lssuance ofAppointfient (Slage 1)

1. Memorandum lorthe Secrelary ol Finance forth.lssuance ol Appointmed! I Orgina BLGF CenlralOffce

2. Appointmonl PapeE (CSC Form t{o,33-A, Revi56d 20r8) 3Oigrnal BLGFCenl6lOllice

3, aLGf Cenlral HRMPSa Resoturion

a.Validaled Compa.atiw Malrix ol Evaluallon - Lo..lT.easury Appointmeni

1 Orgrna BLGF Cenrra Olice

1 Onq,nal BLGF Cefltrsl Office

5. Complianc€ Evalualion of Rsq ulreDents for Appoinrment lsemrd revel Process) l Orgina BLCF Cenlra Ofce

NorE: wfth all supDoding docunents subhtt?ad by th. Lcu/Ptuposed Appohree

CSC Aftestatlon of Approvd appolnunent (Stage 5)

CLIENT STEPS AGENCY ACTION

1 Original Fom doMloadalle rrom csc.gov.ph

FEES TO BE
PAID

PROCESSING TIME PERSON RESPONSIBLE

'l: First

For LGUS outalde NCR
The BLGF Regional HRMPSB for Local Treasurers pre-evaluales the recommendees of the Local Chief Executive
for tha appointment of a local tr6asurer.

Submit l€tter of recommendataon of
lhe Local Chiel Executive wilh
complele supporting docum8nts to
lhe concemed BLGF Regional Oflice

Receive mailed or personally
delivered documents. For personal
delivery, check complet6ness of
documents and acknowledge
receipl. Classify, attach barcode and
CCS. record in the logbook and
i2MS Roule documenls to Regional
Director.

None 35 minutes Records Otlicer

lndicata directive/notation and roule
to Administrative Off icer/HRMO. None Rogional Director

lf complianl wiih requir€ments,
prepare and sign lhe Compliance
Evalualion of Requirments for
Appoinlmenl (First Level)i prepare

and countersign the BLGF
Comparative Matrix ol Evalualion -
Local Treasury Appointment;
Prepare Notice of lnterviewi and
endorse evaluation to the Central
HRMPSB Secretary. lf deficiencies
are noted in the submitted
documenls, prepare Notification of
Deficiency/ies to LGIJ.

1 day

Approve lhe Nolificalion ol
Deficiency in Documenlary Regional Diecbr

Receive Notilication of Deficiency and
re-submit required documents.

Sencl Nolilicalion ol Deficiencyles to
LGU. if deficbncios ere noled on
submitled documenls. Records Officer

lf with compli6nt requirem€nts,
conducl interview of recommendees
on a schoduled date and convone
the HRMPSB to dBliberale on the
qualifications and ranking of
recomm6ndBesi prepare and
approve the BLGF Comparal,Va
Matrix ol Evaluation - Local
Treesury Appoinlment and lhe
Regional HRMPSB R€solution, ancl

the indors€ment to BLGF cent€l
HRI\rPSB for Local T16asur€rs.

None 3 days
Regional Oir6ctor/Regional
HRMPSB

I Ongnal

1. Appojntmenl Transminal and Action Fom (CSC Fom 1, Revised 2017)

30 minules

None Adminiskative Olf Lcer/HRl\,lO



T€nsmil lo Cenlral HRI\,PSB the
Regional Directo/s indorsement with
lhe HRMPSB Resolution. and all
supporting documents (by

courier/personal delivery).

None Records Otficer (Regional Otfice)

Proceed to Stage 2

stage I (Retional Otface)r Toial 5 d.ys t hour 5 mlnutes

For llCR LGUS, sob,',,lt to BLGF
Cental Amce

The BLGF Cent.al HRMPSB for Local Treasurers Secretarial evalirates lhe recommendees of lhe Local Chiel
Executive for the appoinlment ofa localtreasurer in NCR.

Submit letter of rocommendation of
the Local Chief Executive with
complete supporting documents.

Receive mailed or personally
delivered documents. For personal
delivery. check compleleness of
documents and acknowledge
receipt.

None 15 minutes
Contral Records Off icer
(Receiving)

Central Records Officer
(Receiving)

ADI\,lN Records Off cer

Administralive Off icer/HRMO

Record documents, assign barcode,
and endorse lo ADMIN Rocords
Officer

None 2 hours

Record documents and endorse lo
Administrative Otficer/HRMO

None 30 minutes

Evaluat6 the qualificalions of each
recommendee lf compliant with
requirements, prepare and sign lhe
Compliance Evalualion ol
Requiements for Appointnent (First
Lavel)t grcgate lhe BLGF
Comparative Matrix ol Evaluation -

Local Trcesuy Appoinlment I send
Nolice of lnterview. lf deficiencies
are not€d in the submilted
documents, prepare Notification ot
Deficiency/ies lo LGU.

None 3 days

Apptore lhe Nolifr callon ol
Deflcio ncy in Doc umentary
Requircments

1 day
BLGF Central HRMPSB
secretary

Record the approved Nolification of
Deficbncy and enduse lo Recotds
Soctb,

2 hours ADMIN Recards Officer

Receives Notification of Deficiency
and te-submit documenls

Release Noification ol Deflciency
through mail, email ot courier-

1 day Ce n tr al Re cotd s Ofli c e t
(Releasing)

Conduct inteNiew of
recommendees, on a scheduled date
prior to HRMPSB deliberation. None 1 day Executive Dir.ctor

Update and countersign the 6LGF
Comparalive Malrix ol Evalualion -
Local fteasury Awoinlmentt and
endorse all evaluation documents lo
the Central HRMPSB Secretary.

None 1 day Adminislrative Off icer/HRMO

Review and sign the Compliance
Evaluation ol Requarem€nls for
Appoinlmenl (First Level) and the
BLGF Comparative Matrix of
Evaluation -Local Treasury
Appoinlment, and send Notice of
HRMPSB deliberalion and agenda.

1 day BLGF Central HRMPSB Secretary

Procoad to Stage 2 Gonduct ot centat HRLPSB Dotib.rauon)

Stat€ 1 (C€ntr.l Offi.e): Total 6 dayr 4 hours 45 mlnutet

Stago 2: Secohd Lovel (Flnal
Dollberatlon) Proc6ss

The BLGF Central HRMPSB for Local Treasure6 undenakes final deliberations on the proposed appointments ol
local treasurers.

Receive mailed or personally
delivered documenls from the
Regional Offic€i classify and altach
CCS, affix barcodei and deliverthe
physical documents lo the ADMIN
Records Officer. (R6fe. to R6c6rpl of
I n c o m i ng Com mu n i c at ions Process).

None 2 hours Central Records Otfrcer

2 days



Record receipt of documents in the
logbook; endorse documenls to
Action Officer.

None 30 mrnutes ADMIN Records Otficer

Check complete documenlary
requirements and validate evalualion
made by Regional HRMPSB:

lf compliant with the requirements,
sign lhe Compliance Evaluatbn of
Requirements for Appoinhenl (First
Level Process) and countersign the
BLG F Comp arcliveMatrix Evel uation
- Local Trcasury Appoinlnenl.
ll deficiencies are noted. prepare
lhe Noliftcation ol Defaiency to RO .

None 2 days Administrative Oflicer/HRMO

Review and sign the Compliance
Evaluatbn ol Requiremenls for
Appointmenl (Firsl Level Process)
and countersign the EtGF
CompaativeMatrix Evaluation -
Local Treasuy Appoinlment: or
approve the Nolifcalion of
Deficiency to RO.

2 days BLGF Cenval HRMPSa Secretary

Receive Notilication of Deliciency and
re-submit documents

Send Notificalion of Deficiency to
LGU, copy lumished lhe Regional
Ofiico.

1 day Conlrcl Recotds Otliaet
(Robesing)

Prepare Notice of HRMPSB
Deliberalion and enhst allLGUS with
compliant requiromenls in the
ag€nda,

1 day Cenlral HRMPSB Secretariat

Conduct CentrelHRMPSB
Oeliberalioni and prepare and sign
lhe HRMPSB Resolution.

None 7 days
C€ntral HRMPSB for Local
Treasurers

Prepara communicalion to the
Regional Office to inform of the
r€sults of the deliberation and
requk€ lhe concemed recommendee
to submit allSecond Level Basic
Documenlary Reeui16menls for
Appointm€nt ol Local T.easurers
and Assistant Local Treasurers.

None 1 day Adminisirative Off icer/HRMO

Review and countersign
communication. t hour Chief . Administrative Division

Record and release l6tlerto AFMS
Director- None 20 minutes ADMIN Records Otficer

Review and counlersign
communication. None 2 hours AFMS Director

Record and release letlerto DEO for
Adminisaalion 20 minutes AFI\,4S Administralive Assistanl

Review and approve communicalion.
2 hours DED for Administralion

Record and rel€aso lstlerto Conlral
Records. None 20 minutes OED Administralive Assislant

Release communicalion to Regional
Olfico thru mail. email or courier None 2 days Cenlral Records Otf icer

Rgceiv6 mailed or personally
deliv6r6d docum€nts, For personal
deliv€ry, check compleleness of
documents and acknowledge
receipl. Classify, attach barcode and
CCS, .6cord in the logbook and
i2MS Route c,ocuments to Regional
Dkector.

None 35 minutes R€cords Officer (Regional Office)

lndicats directive/notation and route
to Administrative Oflicor/HRMo None 30 minutes Regional Direclor

None



Prepare communication to the LGU
inlorming of lhe resulls of the
deliberation and require lhe
concemed recommendee to submil
all Second Level Basic Documentary
Requiemenls lot Appoinlment ol
Local Treasurcrc and Assistan!
Local Treasurcts-

t hour Adminislralive Off icer/HRMO

Review and approve the
communication, None 30 minutes RegionalDirector

R€ceive communication and comply
walh th6 submission of requirements

Transmil to Cenlral HRMPSB the
Regional Directo/s indorsement with
the HRMPSB Resolution, and all
supporting documents (by mail,
email, courier, pick up)

None 2 days

P/oceed to Stage 3

State 2: Total 17 deys:! hours 5 mlnules

Stage 3: Pao-ls6uance ol
Appointment Pap6rE

Th€ BLGF Cenlral Ofilce prepa€s lh6 appointment papers with the dockel of all supporling documonts, certilies the
publication and the evaluation und€naken by the HRMPSB for Local TreasureB.

Submit all Second Level Basic
Documentary Requiremenls tor
ApDointment ol Local Treasurers and
Assistanl Local Treasurers to BLGF
Central Office

Receive mailed or personally
delivered docuhents from the
Regional Ofl ice; classily and attach
CCS. afllx barcode: and deliverthe
physical documents to lhe ADMIN
Records Officer.

2 hours Cenlral Records Officer

Recoive and record documents in
lhe logbooki endorse documents to
Aclion Officer.

30 minules AOMIN Records Officer

Chack and validate submitted
documentary requiremenls:

lf complianl with requirom€nts,
accomplish th€ Compliance
Evaluation of Requternenls lot
Appointne nl (Second Level
Prccess) and prcpare Appointment
pepers and Memorandum for the
Secrclary ol Finance, wilh ell
suppoding docunenls submiftec! by
lha $oposed appointee.
lf nonaompliant with requhomenls
or deifcbncies are noted, prepate
lhe Notificalion of Delbiency lo
LGU, copy fumished the RO .

None 2 days Administrative Off icer/HRMO

Review and sign the Compliarce
Evaluation of Requtements lot
Appointment (Second L6vel
Paocess.) and prepare Appointment
Papers and Memorandum for the
S€cretary of Finance. with all
supporting documents submitted by
the proposed appointee; or approve
lhe Notification oI Deliciency to
LGU,

4 hours Chlef Administratrve OlJicer

Rocord and release lhe Notice of
Doficiency lo Cent.al Records

None 30 minutes ADMIN Records Offrcer

Receive Notification of Deficiency and
resubmil requhements

Send Notification ol Defici€ncy lo
LGIJ, copy furnished lhe R€gional
Otfico by mail. email, courier or pick

None 1 cley
Central Records Offic6r
(Releasing)

Record and rolease Appointment
papers wilh the memorandum to
AFMS Director

None 20 minules AD[,41N Records Off icor

Review and sigrvcountersign
Appointment papers and
M6morandum.

None AFMS Director

Record and release docum€nts to
DED for Adminislration None 20 minutes AFMS Administralive Assislanl

Reviow and sign/countersign
Appointm€nt papers and None 4 hours DED for Administralion

Records Offlcer (Reg onalOffice)

None



Record and release documenls to
Office of lhe Executive Director. None DED Adminislralive Assstanl

Rec€ive and record documenls and
transmil to designeled reviewer. None 30 mrnules OED Records Oficer

Review Appointmenl papers and
memorandum

2 hours OED Slatf

R6view and sign Appointmenl
papers and Memorandum-

None 2 days Execulive Dtector

Affrx date and clear for release to
Administrative Off rcer/HRMO

None 15 mlnutes OED Staff

Record signed documenl, assign
number and atfix hologram, and
transmil to Administrative
Officer/HRMO.

30 minutes OED Records Officer

Finalcheck on the completeness oI
lhe appointment and supporting
documents.

15 minules Administralive Otf icerHRMO

Record and release lhe appointment
and supporting documents lo Cenlral
Records.

None 10 minut€s ADMIN Records Officer

Record lhe appointmenl dockot due
for release to lhe Otfice of the
Undorsecretary, Revenue
Operations Group, Department of

None 30 minules Central Records Officer

Procee<l to Slage I

Sta8e 3: Total 6 daye 3 hours 35 mlnutes

Stage 4: Approval o, Appointmont
by tho Socrotary ofFinance

The propos€d appoinlmont process€d by BLGF is 6ndors6d to th6 Office ol the Secrstary of Finance through the
Und€rs€crelary, Revenue Operalons Group, for approval. The 6pproved appoinlmonl is sndorsed lo the BLGF
CentralOlfice fortran.mitlal lo the appointee through ths BLGF RegionalOffice, copylumlshed the LocalChlef
Executive. This is lh€ last stage {or th€ issuance of tho eppoinlment and th€ appoinlee can akeac,y assume the
position.

Receive Appointment Papers wilh
complete supporting documents. None 2 hours DOF Central Records

Receive and review Appointment
papers, and endorse to the
Secretary for approval.

None 5 days USEC- ROG

Receive and approve Appoinlment
papers None 5 dals OSEC

Record rec€ipt of approved
Appointment and route to
Admnistralive Officer/HRMO

None 15 mlnutes BLGF Central Records Staff

Prepare transmittal lo:

a. CSC: Appoinnenl TGnsmillal
ard Action Form (with dockel of
appointment)

b. lepoinlea: Mefiaandum lo lhe
Regional Dhectot and tansmiltal
lellet lo the eppointee wkh a copy
of lhe ap$owd awoinlment, copy
fumished the LCE.

None 1 day Administrative Offi cer/HRMO

Review and sign CSC transmiltal;
and countercign memorandum and
transmittal lo appoinlee. None 2 hours Chief Adminislrative Off icer

Record and release transmittal
documents to Central Records (for
CSC) and to AFMS Director (lor
appointee).

None 30 minutes ADMIN Records Officer

For CSC transminal I

Record and c,eliver documenls to
CSC Field Office/Rogional Oflice

30 minules (CSC-FO)
4 hours (CSC-RO)

Central Records Slaf{

For transmittal to the Appointee:
Review and countorcigfl transmittal
documents.

2 hours AFMS Director

Record and Glease documents lo
DED for Adrninistration. None 20 minutes AFMS Administral ve Assistant

Review and sign transmittial
documents, None 2 hours DED for Admrnistration

20 minules

None

None



Record and release documents to

Central Records.
oED Administralive Assistanl

Record and relgase the transmittal
with complete atlachments to
Regional Office by mail/courier/pick
up.

None 1 day Cenlral Records Olf icet

Receivs mailed or personelly

delivered documents. For personal

delivery, check completeness of
documents and acknowledge
receipt. Classity, attach barcode end

CCS, rocord in the logbook and
i2MS Route documents to Regional
Oiaector.

None 35 minutes Records Officer (Regional Otfice)

lndicale directivo/notation and route
to Administrativo Otf icelHRMO. None t hour RegionalDirector

Prepare communication to the LGU

transmitting lhe approved
appointment with the inslruction thal

the lreasurer can already assume
the posilion.

None 2 hours Administrative Off icer/HRMO

Review and apprcve lhe
communication.

None t hour Regional Director

Records Oflicer (Regional Office)

Receive approved aPpointment and

acknowledge r€ceipt, take oath of
office and assume the Position:
submil duly acknowledged
appoinlment. oath of office and

assunption to CSc BSP Field office,

copyturnashed the BLGF CO and RO

Trensmil to the Lcu/appointee the

copy of the approvsd appointment
(by mail. email. courier. pick up).

None 1 day

End of Prccess on lhe lssuance ol A,4,olntienl by the Secrelary of Flnance

state4: Total 14days 5 hours 30mlnutes

The appointment issuod
attestation. The atiested

the S6cretary Finance is by to the Civil Service Commission Ior

appointmenl ls endorsod by csc to the BLGF tran6ml(al lo tho appointe€ through lhe

BLGF the Regional Omce For disapproved appointmonts, lhe copy o{ the appointmenl ma*ed 'Di-

Prnaglibay' by the shall be lorwardod to the proposed appointee for the f lrng a Molion Reconsideralion as

pr€sctibod the Revised Rules Cases the Civil Service (RRACCS ).

Pick up attested documents from

CSC Field Office/NCR None Central Records Slalf

Record receipt of the altested
appointment from CSC and roule to

Administralive Offlcer/HRMO
None 10 minutes Administrative Officer V

Prepare Memorandum to the
Regional Director and transmittal
letter to the appoinlee wiih a copy of

the Csc-attested apPointment, cc
the LcE.

None 4 hours Administrative Off icer/HRMO

Stqge 5: Att$tatlon bY tho Civll
S€rvico Commlsslon

Revisw and sign CSC transmittal;
and countersign memorandum and

transmittal lo appointee.
None 2 hours Chief Adminislrative Off icer

Record and route transmitlal
documents to AFMS Director

None 20 minutes ADMIN Records Officer

AFMS Drrector

AFMS Adminislrative Assistant

Review and counlersign transmillal
documents

None 2 hours

Record and releaso documonts to
DED for Administration.

None 20 minules

Rwiew and countersign lransmittal
documonts,

2 hours DED lor Administralion

Record and release documents to
OED,

20 minutes OED Adminislrative Assislant

Recelv6 and record documents and

transmit to designaled reviewer. 30 minutes OED R6cords Oflicer

Review lransmlttal documenls. None 2 hours OED Stati

Review and sign transmittal
None Executive Director

Affix date and clear lor release to
Adminislrative Oflicer/HRMO

15 minutes OED Stafi

20 minules

Stat€s l to 4: Tot.l 4.a dry. 6 hour 15 olnutts

30 minutes (CSC-FO)
4 hours (CSC-RO)

None

2 days



Record srqned clocument asslgn

number and atllr hologram' and

transmit to Administrative

Otficer/HRMO.

30 minules OED Records Otficer
None

Adminlstrative Off icer/HRI\'iO
20 minutesNonempletenessFinalcheck on the co

the fansmittal documenls'

aDMIN Records Otficer
20 minutesNone

Records

ntthe appoandRecord
nlralCetodocumenlsand

Central Records Of{icer
1 day

up

tranthendRecord
attachcomPlete

mail/courier/PickbyOfiiceRegional

Records Oflicet (Regional Of ice)
35 minulesNone

Drrector

led personallyReceive
rsonaldocumentsdelive

olpletenesscheckdelivery
dgndnts

andbarcodeattachCla ssilyreceipl
andthe logbookccs,

ionalRegdocuRoutei2MS

Regional Oirector
30 minutes

None
andndicale

Oflicer/HRMOstrative

Adminisrative Off icer/HRMO
2 hoursNone

appoinlmeot
the treasurer
the Position

ULGmunication
the approvedtransmitting thatinslruction

akeady

Regional Direclor
;pprove theand

communicatlon.

Records olticer (Regional office)
'1 dayNone

theLGU/aPPoinleetheransmitT
appointmentthe approvedofcopy p).pickil,emaby

of
6 daYs 3 hou6 40 mlnules

Stata 5: Total
5t dtYs t hour 55mhut"

stat€s 1to 5: Total

supporting

t hour

mail,
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PRELIMINARY ACTION ON ADMINISTRATIVE COMPLAINTS/CASES

This process covers the issuance of a show-cause/lefter to commenuletter to explain upon the receipt of an
adminislrative com plaints/cases filed against local treasurers and their assistants in the NCR. Likewise, the same
process shall be applicable in administrative cases filed against BLGF personnel.

Sends complaint with all its
attachments, if any

Office or Division: Bureau of Local Government Finance-lnternal Affairs Division
Classification: Highly Technical Transaction
Type of Tran6action: G2B, G2C, G2G

Who may avail: ALL (General Public, Taxpayers, LGUs, NGAs, GFls, GOCCS, NGOs, etc.)

CHECKLIST OF REQUIREMENTS

complaint
certified true copies of attachments, if any

CLIENT STEPS
AGENCY ACTION

(cos)
FEES TO BE

PAID
PROCESSING

TIME
PERSON

RESPONSIBLE
Receives and records the
complaint and routes it to the
Office of the Executive Direclor
(oED)

None 2 hours
Records Officer
(Records Section)

Records the complaint
None 20 minutes OED Staff

Assigns to Legal Service Director
(LSD) None 2 hours Executive Director (ED)

Records and routes the complaint
from the OED to Legal Service None 20 minutes OED Staff

Receives and records the
complaint 20 minutes

Administrative Officer I

(Legal Division)

Assigns/endorses to the Special
lnvestigalor, for appropriate action None t hour LSD

Evaluates, prepares and finalizes
the showrause/letter to
commenuletter to explain

None 6 days Special lnvestigator

Reviews and initials the draft show
cause/letter to commenuletter to
explain

None 4 days Division Chief (DC)

Reviews, initials and recommends
the draft show-cause/letter to
commenuletter to explain None 3.5 days LSD

Records and routes the
recommended show-cause/letler
to commenvlefter to explain
(countersigned by the Sl, DC and
LSD) to the DED for approval and
signature

20 minutes
Administrative Officer I

(Legal Division)
None

WHERE TO SECURE

None



Receives and records the
recommended show-cause/letter
to commenuletter to explain, for
approval and initial of the DED

None '10 minutes
Administrative Assistant
lll (DED)

Reviews. initials and recommends
the show-cause/letter to
commenUletter to explain None 2.5 days

Deputy Executive
Director

Receives and routes the
recommended show-cause/letter
to commenvletter to explain, for
approval and initial of the ED

None '10 minutes
Adminiskative Assistant
Ir (DED)

Receives and records the
recommended action/s
(countersigned the Sl DC, LSD
and DED) for approval and
signature of the EO

None 20 minutes

Approves the recommended show
cause/letter to commenvletter to
explain

None 2 days ED

Various activities to be done by
the Administrative Steff of OED
before releasing the signed and
approved show-cause/leter to
commenvletter to explain back to
the Sl

None .5 days OED Staff

Receives the approved and signed
show-cause/lefter to
commenuletter to explain

None 10 minutes

Administrative Officer I

(Legal Division)

Photocopies and scans the
approved and signed show-
cause/letter to commenUletter to
explain

None 30 minutes

Records and releases the signed
show-cause/letler to
commenuletter to explain to the
Records Section for release

None 10 minutes

Records and releases the signed
show-cause/letter lo
commenuletter to explain to the
local treasurer, the person
complained of . A notification letter
as to the action taken is released
to the complainant

None 5 days
Records Officer
(Records Section)

Receives notification letter
of the status of the
complaint filed

20 days
End of Process

Note: The Local Treasurer and their Assislants, person complorred o/, is required to submit his/her comment/explanation within five (5) days

from receipt of the complaint (Section 19 Rule 4 of the 2017 Rules on Administrative Cases in the Civil Service (2017 RACCS). Subsequently,
proceed to Process on Preliminary lnvestigation.

OED Staff



PRELIMINARY INVESTIGATION FOR NCR (Multi-Stage)
This process involves the conduct of preliminary investigation and consequently the submission of Preliminary lnvestigation Report to the
disciplining authority for further action and the release of a letter to the requesting party/complainant informing the latter thal the subject
case/complaint is under evaluation.

Office or Division Bureau of Local Government Finance-lnternal Affairs Division
Classification: Highly Technical Transaction

of Transaction: G2G

Who avail: ALL (General Public, Taxpayers, LGUs, NGAs, GFls, GOCCS, NGOs, etc.)

WHERE TO SECURE

Com aint,
Counter Affidavit or Comment or E anation, with atlachments

CLIENT STEPS AGENCY ACTION (cos) FEES TO BE
PAID

PERSON
RESPONSIBLE

The Local Treasurer and their Assistantrs, persn carnplained ot sends his/her Counter-
aflldavit/CommenU Explanation, with attachments

Receives and re@rds with CCS the CounteF
aftidaviucommenuExplanation, with attachments and routes it None 2 hours

Records Ofllcer (Central
Records Section)

to the Office oI the Executive Director OED
Records the said Counter-afridavit/Comment/Explanation, with
attiachmenls

None 20 minules OED Slafi

Assigns the same to Legal Service Oirector (LSO) None 2 hours Execu(ve Dkector (ED)

Reclrds and routes the documents lrom the OED to Legal
Service

None 20 minutes OED Staff

Receives and records the Counter-
None 20 minutes

Adminastratave Officer I

affidaviUcornmen lanation. with attachments lDivision
Assigns/endorses to the Special lnvestigator for appropriate
action

None '1 hour LSD

Evaluates and prepares travel /olfice order to conduct
preliminary investigation None 6 days Special lnvestigator

Reviews and initials the draft travel /office order None 4 days Division Chiet (DC)
Reviews, inilials and recommends the dratt bavel / office
oder None 3.5 days LSD

Records and routes the recommended dralt travel / olfice
odet (counte6igned by the Sl, DC and LSD) to the OED for
approval and signature

None 20 minutes
Administrative Offi cer I

(Legal Division)

Receives and records the recommended draft travel/ otfice
order for approval and initial of the DED

None '10 minules
Adminislrative Assistant
Ir(DED)

Reviews and initials the draft travel /otfice order
None 2.5 days

Deputy Executive
Director

Receives and routes lhe recommended draft travel /olfice
order, for approval and initial of the ED

None 10 minutes
Administrative Assistant
Ir (DED)

Receives and records the draft travel / otfice order
(counteBigned by the Sl, DC, LSO and DED) for approval
and sionature of the ED

None 20 minutes OED Staff

Signs the draft travel /office order for the conduct of
preliminary investigation

None 2 days ED

Various activities to be done by the Administrative Staff oI
OED before releasing the signed and approved action/s back
to the Sl

None 5 days OED Stafi

Receives the approved travel /oflice order
None 10 minutes

Administrative Offlcer I

(Leqal Division)
Photocopies and scans the approved travel /office order

30 minutes Administrative Officer I

(Leqal Division)
Records and .eleases the approved office /travel order to the
Records Section for Legal SeNice None '10 minutes Records Officer , OED

Conducts preliminary invesligation None 20 dals* SDecial lnvestiqator
Submits lnvestigation Report (confidential), with
recommendation and the complele records of the case to the
Executive Director and simultaneously sends letter informing
the complainant that the complaint is under evaluation

None 5 days* Special lnvestigator

Receives notification letter
of the status of the
comDlaint filed

45 day6
End ol Process

,.i1Ei AEIA>

'U nder the 2017 Rules on adm inist.ative Cas€s in the Civil Service (2017 RACCS)S.ctlon 20. Dur.tlon of ih. Pr.llmlnrry lnv.6llg.tlon. Xxx sh all be terminated wlthln twenty

the prcliminary invesligalion, a shallsubmilth€ ln!€stigarion R6port B to lhe disciplining authoity.

CHECKLIST OF REQUIREMENTS

Show-Cause Order, BLGF Ofllce Order, BLGF Travel Order (Aulhority to Conduct Preliminary lnvestigation)

PROCESSING
TIME

None
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RESOLUTION/CONFIRMATION ON ADMINISTRATIVE COMPLAINT
This process covers the issuance of a resolution after the evaluataon of the report of investigation and all its attachments pe.taining to an
administrative complaint filed against Local Treasurers and their assistants-

Office or Division Bureau of Local Government Finance-lnternal Affairs Division
Classification: Highly Technical Transaction
Type of Transaction G2B, G2C, G2G
Who may avail: ALL (General Public, Taxpayers, LGlJs, NGAs, GFls, GOCCS, NGOs, etc.)

CHECKLIST OF REOUIREMENTS WHERE TO SECURE

Preliminary lnvestigation Reporl, Regional Office Resolution
Complaint, Comment or Counte. Aflldavit, certified kue copies of attachmenls

CLIENT STEPS AGENCY ACTION (cG) FEES TO BE
PAIO

PROCESSING TIME PERSON RESPONSIBLE

Receives and records wilh CCS the Report of
lnvestigalion with allachmenls and and roules il lo the
Ofllce of lhe Executive Dtector (OED)

Records Officer (Central
Records Section)

Receives and records lhe Report of lnvestigation wilh
atlachments 20 minutes OED Slaff

Assigns to Legat SeNice Director (LSD)
None 2 hours Execulive Director (ED)

Records and roules the Reporl of lnvestigation with
attachmenls from the OED to Legal Service OED Stafi

Receives and recods the report of investigation with
attachments None 20 minutes

Administrative Officer I (Legal
Division)

Assigns/endorses to the Special lnvestigator for
appropriate aclion

None '1 hour LSD

Evaluates and prepares draft resolution None 6 days Soeciallnvestiqator
Reviews and initials the drafl resolution None Division Chief (DC)

Reviews, initials and recommends the draft resolution None 3.5 days LSD
Records and routes the recommended resolution
(countersigned by the Sl, DC and LSD) to the DED for
approval and siqnature

None 20 minutes Adminislrative Offlcer I (Legal
Division)

Receives and records the drafl resolution for approval
and initial of the DED

None '10 minirtes Administrative Assistant lll
(DED)

Reviews, initials and recommends the draft resolution None 2.5 days Deputy Executive Director
Records and routes the draft resolution wilh attachments
from the DED to OED

None 10 minutes Administrative Assislant lll
(DED)

Receives and records the drafl resolution (courlerslgred
by lhe Sl, DC, LSD and DED) for approval and signature
of the ED

None 20 minules OED Staff

Approves lhe recommended draft resolulion None 2 days ED
Various activities to be done by the Administrative Staff of
OED before releasing the signed and approved resolution
back to the Sl

None 5 days OED Staff

Receives the approved resolution
None 10 minutes Administrative Officer I (Legal

Division)

Pholocopies and scans the approved resolulion
None 30 minutes Administratave Offlcer I (Legal

Division)

Records and releases the approved resolution to the
Records Section for delivery None 10 minutes Administralive Omcer I (Legal

Division)

After the terminalion of the
preliminary invesligalion,
the Special lnvestigator
shall submil the
lnvestigation Report with
recommendation and the
complete records of the
case to the disciplining
authority.

Records and releases the signed resolution to ALL
concerned parties None 5 days

Records Officer (Records
Seclion)

Receives copy of the
Resolution

20 days
End ol Process

None 2 hours

None

None 20 minutes

4 days
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DECTSTON ON ADMtNTSTRAT|VE CASE (MULTT-STAGE)

This process involves the issuance of memorandum and decision afler the conduct of formal investigation' and the submission of the report of formal
investigationl relevant to an administrative case filed against Local Treasur€rs and Local Treasurers.

Office or Oivision Bureau of Local Government Financr-lnternal Affairs Division
Classification: nic€l ransaction
Type of Taansaclioni G2G

Who may avail: ALL (General Public, Taxpayers, LGUs, NGAS, GFls, GOCCS, NGOS, etc.)

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Formal lnvesligalion Report
Complainl, Comment orCounler Affidavit. cerlif€d true copies of attachmenls
Formal Charge. Answer under oath, certified true copies of supporting documenls

CLIENT STEPS AGE CYACTION (COs) FEES TO BE
PAIO

PROCESSING TIME PERSON RESPONSIBLE

Receives and records with CCS the Report of Formal
lnvestigalion with attachmenls and routes lh6 same to the
Office of the Execulive Director (OED)

2 hours
Rocords Officer (Central
Records Section)

Records the Repon of Formal lnvestigation with
20 minules OED Statf

2 hoursAssigns io LeqalService Direclor (LSO) Erccutive Direclo.(EO)

Records and routes the Report of lnvestigation with
attachments from the OED to Legal Servic€ 20 minules OED Statl

Receives and records the report of invesligation with
atlachments 20 minules

Admini6t6tiv6 Offi cer I (L6gal
Division)

t hour
Assigns/endorsos to lh6 Special lnvasligalor lor
appropriate aclion LSD

Evaluales and prepares draft memorandum and decision
None 6 days Special lnvestigator

Reviews and initials the drafl memorandum and decision
None 4 days Division Chiel (DC)

Reviews. initials and recommonds lhe d€ft memorandum
and dBcision None 3.5 days LSD

Rocords and routes the recommended drafr memorandum
and decision (courtersigned by the Sl, DC end LSD) lo
the OED for approval and signature

None 20 minutes
Administ6tive Offic6r I (L€gal
Divi6ion)

Receives and records the recommended draft
memorandum and decision for approvaland initialof lhe
DED

None 10 rninutes
Adminisiretiva Assistant lll
(DED)

Reviews and initials the draft memorandum and decision
None 2.5 days Deputy Execulive Drr€ctor

Receives and routes the recommended d6ft
memorandum end decision, for approvaland initialofthe
ED

None 10 minutes
Adminiskative Assislanl lll
(DED)

Receives and records the draft memorandum and
decision (countersigned by the Sl, DC, LSD and DED) bt
approvaland signature ol th6 ED

None 20 minutes OED Stafi

Approves th6 dratt lnemorandum and decision None 2 days ED

Various activilies to be done by the Administrative Slaff of
OED beforo releasing the signed and approved aclion/s
back lo the Sl

5 days OEO StafI

Receives lhe approved memorandum and decision
None 10 minutes

Photocopies end scans the approved memorandum and
decision 30 minutes

Records and releases lhe approved memorandum and
decision to the Records Seclion for €leese to DOF. 10 minutes

Adminisrativo Off ic€r I (Legal
Division)

Within fifleen (15) days
after lhe conclusion of the
fomalinvestigation, a
formal investigation report
with all the supporting
documenis wilh lhe
recommendalions shall be
submitted by the hearing
officer lo the disciplining
aulhority.

Records and releases lhe signed aclion/s to allparties
.5 days

Records Off icer (Records
56clion)

Receives copy of lhe
Decision

20 day6'
End of Process

of th. Fomal rnv.rtiEatloh R.pan, lenphasis ou5)
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COMiIENT ON III|OTION FOR RECONSIDERATION'APPEAL OT{ BLGF RESOLUTION/DOF OECISION
(MULTI.STAGE)

This process involves issuance ol lhe commenl as required by other quasijudicial agencies orcou(s on Motion for
Reconsidoration/Appeal liled bythe LocalTreasurers and Assislanl Local Treasurers who is adversely affected of lhe BLGF
Resolution/DOF De.ision

Office or Division: BureaLr of Local Governmenl Fineoc€inl6mal Aflairs Division
Classilicalion: Highly Techn cal Iransaclion
Type ofTransaction: G2G

Ouasi-Judicial Bodies. Couns

CHECKLIST OF REQUIREIVIENTS WHERE TO SECURE

copy of h€ Motion to. Reconsideratio,VPetiiion lor Review
o Oinal or corlllied t ue copy olDecision, Order, or Resolution

CLIENT STEPS
AGENCY ACTION

(cos)
FEES TO BE

PAID
PROCESSING TIIIIE PERSON RESPONSISLE

Receives mailed or p€.sonally
delivered orde. to commenton BLGF
ResolutiorvDoF Deosron

Records Ofiicer (Records
Section)

Routes the order to commentlothe
Ofilce or the Executive Otecior(OEO)

Records Oflicer (Records
section)

Assigns lo Lsgal Se ic€ Direclor
(LSD)

Executive DiEclor(EO)

R€cords and rodes tle order lo
comment from fle OED lo Legal

OEO Stafl

Receiv6 and r€cods the ordar lo Records OfrcerI(L{O
DMsion)

Assionyerdorses to tlte Acton Olfcer
LSD

Evaluates, conducb research,

P.epares and fMhzes ihe commenl
(including a dralt leiter lor (re
rcquesring pao o!1rhe sraius ot [s

6 dat6

Revrews and initials the drait commenl
Division Chier(DC)

Reviews. inihals and.ecommends the
3 5 days LSO

Records and routes lhe recommended
dlaft connent. (counlercigned by lhe
S/ DC srd tSO) lo lhe Oeputy
Execulive Oirecior (DEO) lor approval

Records Oflicer (lAD)

Receives and rccods lt'e
recommended dlalt comn€nt for
app.oval and anitalor $le OED

Adminisiralive Assislanl lll
(DED)

Rovie' 6, iriuals and recomrn€nG the 2.5day6 Oepuly Erccdive Dn€dor

Receives ard rouies lh€
re.omri€nded dran com,ner{ for
aDDroval and jnilial ol lie ED

Admidstr:ative Ass6tant llt
(DED)

Receives and rccords tl'e
recomBEnd€d dlaft commenr
(court€rsi.t 6d6l ite st Dc, lsD
€rd DEO) for approval and sigmtre
of the Eo

oEo st3fi

Approves ule recommerdod dlstr
ED

Vanous activities to b€ do.'€ by tt'€
Adminisi.ative Staff ot OED b€lore
rcleasng itte signed aciions back lo
ihe Records ofricer (rAD)

.5 days OED Stafl

Receives the apprcved commenl
Pholocop'es and scans lhe approved

30 minules

Records and releases the apprcved
comment including the letier lor lhe
requestjng party lo lhe Records
secrion for release to BoPrR/soF ror

Adminisiralive Oincer I

(Lesaloivision)

Sends order lo commenl
on BLGF ResoluliorvDoF

Records and relsasss lt'€ sigrl€d
commenr ro BoPlFysoF and
sim' aneoGly rcleas€s lh€ apprcvod
le(er for tt'e rsq!€sriry parry i.rfoflning
the later ot the stalL6 ol its requesl

Records Ofiicer (Records

'U.d.r th. 2017 Ruls on dmini.lhtr!. c.re in th. civil s.sk. (2017 iAcas)st*iron a!. Wr.r 6or. ,, O..rd.d. Th. dirjDllnins :lihority sh.ll d.crd. rhe cae
wthin rni'tv {301 d.ys lroh r.c.ipi 6l th. rorhal rnv.ltis.rion B.poa
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TMPLEMENTATTON OF DECtStON, ORDER OR RESOLUTTON (DOR) OF OUAST-JUDtCtAL
BODIES AND COURTS

This process involves the issuance of a letter, memorandum or indorsement for the implementation of a Decision,
Order or Resolution of a Quasi-Judicial Bodies (e.9. CSC, OMIB, SB, etc.)and courts in relation to a case against Local
Treasurers and Assistant Local Treasurers.

so?

Office or Division: Bureau of Local Government Finance-lnternal Affairs Division
Classification: Highly Technical Transaction
Type of Transaction: G2G

Who may avail: QuasFJudicial Bodies, Courts

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

of DOR

CLIENT STEPS
AGENCY ACTION

COs
PROCESSING TIME

PERSON
RESPONSIBLE

Sends DOR for
implementation

Receives and records Decision /
Order /Resolution (DOR) and
routes it to the Office of the
Executive Director (OEO)

None 2 hours
Records Officer (Central
Records)

Receives and records Decision /
Order /Resolution (DOR) None 20 minutes OED Staff

Assigns to Legal Service Director
(LSD) None 2 hours Executive Director (ED)

Records and routes the DOR from
the OED to Legal Service

None 20 minutes OED Staff

Receives and records the DOR
None 20 minutes

Administrative Oflicer I

(Legal Division)
Assigns/endorses to the Special
lnvestigator, for appropriate action None t hour LSD

None 6 days Special lnvestigator

4 days Division Chief (DC)

Reviews, initials and recommends
the draft action/s 3.5 days LSD

Records and roules the
recommended draft letter,
memorandum or indorsement
(countersigned by the Sl, DC and
LSD) to the OED for approval and
signature

None 20 minutes
Administrative Offi cer I

(Legal Division)

Receives and records the draft
letter, memorandum or
indorsement, for approval and
initial of the Deputy Executive
Director (DED)

None 10 minutes
Administrative Assistant
lll of the DED

Reviews, initials and recommends
the draft letter, memorandum or
indorsement

None 2.5 days OED

'10 minutes Administrative Assistant
Ir (DED)

Certified true

FEES TO BE
PAID

Evaluates, prepares and finalizes
action/s
Reviews and initials the draft
action/s

None

None

Records and routes the draft
letter, memorandum or
indorsement for approval and
initial of the ED

None



Receives and records the
recommended draft letter,
memorandum or indorsement
(countersigned by ths Sl LSD and
DED) for approval and signature
of the ED

None 10 minutes OED Staff

Approves lhe recommended draft
letter, memorandum or
indorsement

None 2 days ED

Various activities to be done by the
Administrative Staff of OED before
releasing the signed and approved
letter, memorandum or
indorsement back to the AO

None 5 days OED Staff

Receives the approved and
signed letter, memorandum or
indorsement

None '10 minutes

Photocopies and scans the
approved and signed letter,
memorandum or indorsement and
other documents

None 30 minutes

Records and releases the signed
letter, memorandum or
indorsement to the Records
Section for release

None

Records and releases the signed
letter, memorandum or
indorsement to the mncemed
parties'

None
Records Of{icer
(Records Section)

Receives Compliance
Report of lmplementation of
the DORS

20 days
End of Process

*After the implementation of the decision, a compliance report with affidavit of service shall be submitted to the Central Office. The
same shall be forwarded to the concerned quasi-judicial bodies.

10 minutes

Administralive Officer I

(Legal Division)

.5 days
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ISSUANCE OF CERTIFIFED COPY OF RECORDS TO EXTERNAL CLIENTS (Request for Certified Copy of Records)

lncludes documents kept by the Regionaloffice such as PDS, SALN. appointment copies, memoradums, designations, documents on 201 files of
Provincial,City, Municipal Treasurers and Assistant Provincial,City, [.4unicipal Treasurers Roquested documents pedains only to documents
belonging to therequesting party. Processing time indicated is on a per documenl basis.

CLIENT STEPS

Oflice or Division: RegionalOfllce

Classification:
Govemment to Govemment
Genreral Public, LGUs. NGAS

Transactionssi
Type o, Transaction:
Who may avail

CHECKLIST OF REOUIREMENTS WHERE TO SECURE

Requesl Slip

Two (2) ldentification Oocuments (lD) on ofwhich is a National covemment assued lD
Bt GF.CAR

AGENCY ACTION
FEES TO
BE PAID

PROCESSING
TIME

PERSON
RESPONSIBLE

Receives the request slip, checks Two (2) identification
documents presented by the client and affix signature to the
request slip.
(Rafer to the process on rcceipt ol inaoming documents)

None 35 minutes
Admin Offcer 1

(Records Omcer!
Receiving Officer

Forward the request slip to the Regional Director for approval
ol the requested certifed @py ofdocuments

None 5 minutes
Admin Ofic€r I

(Records Office4

Affix his/her signature for approval None 5 minutes

None 40 minutes

Regional Director

Administrativo
Ofiic€r I (Records
Offcer)

Client fillout and submit the
reqlest slip for c€rtified copy of
records to the Receiving
Oflicer/Administrative Offi cer I

R€trieve the documenvs .equested from lhe records sedjon.
(Refet to tho pto@ss fot Gtrieval of Documenls)

- Photocopy original documents.
- Stamp duplicate copy with certifi€d copy of the original and

amx name and signalure ofthe Recoads Offcer
- Original documents shall be retumed to the records

section

Client receives the document
and affix signature and date
received to records logbook
and receiving document

Release the duplicate copy of documenus with stamp certifsd
@py of original lo client
(Roter to the procoss for rcloase ot Oulgoing Documonts) None 45 minutes

Administrative
Officer I (Records
Ofiicer)

END PROCESS

TOTAL: fwo (2) hoursI
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SALE OF BID DOCUMENTS

The Bureau of Local Government and Finance is strictly implementing the Governnrerrt Procurement Reform Act ( RA 9184). Sale of Bid
Document is open to all interested bidders. lnterested parties may purchase Bid Document from the Procurement Unit. The processing time
rndicated is on a per document basis.

Office or Division: Regional Office

Classification; Sjmple Transactions
Type of Transaction: Government to Business (G2B)
Who may avail: Service Providers

CHECKLIST OF REOUIREMENTS WHERE TO SECURE

Authorization from owner/proprietor of the business
Business or prorietor

Two (2) ldentitication Documents (lD), on of which is a National Government issued lD

CLIENT STEPS AGENCY ACTION
PROCESSING

TIME
PERSON

RESPONSIBLE

Client submits the witten
request, authorization to
purchase Bid Oocuments
together with thear valid lDs

Receive request and authorization to purchase Bid
Documents.
Check the presented t',/ro (2) identification documents (lD),
and verify the identity of the bearer of documents

None 5 minutes BAC Secretariat

Prepare Bid Documents None 10 minutes BAC Secretariat

Pay bid docs to the Cashier
Receives payment and issue an Acknowlegement
Receipuofficial Receipt None

Ad ministrative
Oficer lll (Cashier

)

Present Acknowledgement
Receipu Official Receipt to the
P.ocurement Olficeri receives
Bid Document and affix
signature on the logbook

Records Acknowledgement Receipt and other details on the
logbook.

None 5 minutes BAC Secretarial

END OF PROCESS

TOTAL:

FEES TO
BE PAID

10 minutes

30 minutes



ARTA.,!o? :r-Y

REQUEST FOR LGU FINANCIAL DATA

The service facilitates lhe release of LGU Financial Data validated by LFDAD BLGF, as requested by clients- The
tn time indicated is on data basis

Office or Division Reqional Office
Classification: Complex Transaction
Type of Transacti Government to Government (G2G)

Government to Citizen (G2C)

Who may avail: All (General Public, Taxpayers, LGUs, NGAs, GFls, GOCCs, NGOs, etc.)

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Financial Data.
(Refer to process on receipt of incoming
documents)

AGENCY ACTION

Receivd and recordncoming validated LGU

Validated LGU Financial Data

None 35 minutes

PERSON
RESPONSIBLE

Administrative
fficer I (Records
Officer)/ Receiving

Officer

FEES TO BE
PAID

PROCESSING
TIME

Receives the validated LGU Financial Data,
directive of Regional Director.

None 5 minutes FA,/LTOOi Action
Officer

None FA,/LTOO/ Action
Officer

Prinlthe validated LGU Financial Data and
prepares transmittal letter to the requesting
party. Attach and till-up cleared for release
slip.

RevievJ/approvJlsig[ transmittal letter.
Approve cleared for release slip

None 15 minutes Regional Director

Recordand release'the requested data to
the concerned party.
(Refer to the process on release of outgoing
documents)

t hour,5 minutes Admistrative Officer
I (Reco.ds Officer)/
Aministrative Aide

IV

End of Process Total 1 day, 2 hours

CLIENT STEPS

l day

None
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REQUEST FOR LGU FINANCIAL DATA

The service is to facilitate access/availment of information regarding LGU Financial Data incorporated in the eSRE
report of the LGUS. The processing time indicated is on a per documenu data requested.

Office or Division: Regional Oflice
Classification: Complex Transaction
Type of Transactio Government to Government (G2G)

Government to Citizen (G2C)

Who may avail: All (General Public, Taxpayers, LGUS, NGAS, GFls, GOCCS, NGOS, etc.)

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Letter-Re uest of LGU Financial Data

AGENCY ACTION
FEES TO BE

PAID
PROCESSING

TIME
PERSON

RESPONSIBLE

Client submits
request for LGU
financial data.

Receives and records request of LGU
Financial Data.
(Refer to process on receipt of incoming
documents)

None 35 minutes Administrative
Officer I (Records
Officer)/ Receiving

Officer

Receive request together with the directive
of Regional Director.

None 5 minutes FA,/LTOO/ Action
Officer

Prepare the requested LGU Financial Data
Prepare transmittal to LFDAD, Central
Office for further veritication/ validation.
Attach and fill-up cleared for release slip.

2 days FAJLTOO/ Action
Officer

Review/Approve/Si9n the transmittal to the
BLGF, Central Office. Approve cleared for
release slip.

None 15 minutes Regional Director

Email to LFDAD the advance copy of the
requested data, Central Office. Central
Office to email back the validated data to
the regional office.

None '15 minutes FAJLTOO/ Action
Otficer

Record and release to the Central Office.
(Refer to the process on release of
outgoing documents)

None t hour and 5
minutes

AO I (Records
Officer)/ Asmin Aide

IV

Receive and record incoming validated LGU
Financial Data.
(Refer to process on receipt of incoming
documents)

None 35 minutes AO I (Records
Otlicery Receiving

Officer

Receives the validated LGU Financial Data,
directive of Reqional Director.

5 minutes FtuLTOOi Action
Officer

Print the validated LGU Financial Data and
prepares transmittal letter to the requesting
party. Attach and filFup cleared for release
slip.

None 1 day FAJLTOO/ Action
Officer

Review/Approve/Sign transmittal letter
ApDrove cleared for release slio.

None 15 minutes Regional Director

Receive requested
data

None thour, 5
minutes AO I (Records

Officer)/ Admin Aide

End of Process
3 days, 4

hours and 15
minules

CLIENT STEPS

None

LFDAD, BLGF transmit to the regional oftice the validated LGU Financial Data through email/mail.

None

Record and release the requested data to
the concerned party.
(Refer to the process on release of outgoing
documents)

Total



REFERRAL FOR ISSUANCE OF OPINIONIPOSITION PAPER ON LOCAL FINANCE ON CASES WTH PREVIOUSLY ISSUED RULINGS'
OPINION

This service tacilitates the lssuance of Opinions/Rulings/Position Paper relative io Queries on Local Taxation. Local T.easury Operations' Real
property Appraisal and Assessment and other Local Finance lssues which do not have similarly decided cases or previously issued opinions/

rulings through referralto the BLGF Central Ofiice.

Regional OfficeOfrice or Division

SimpleClassificationl

Government to Citizen (G2C);
Govemment to Govemment (G2G)Type ofTransaction:

All(General Public, Taxpayers, LGus, NGAS, GFls, GOCCS, NGOs. etc )who may avail:
WHERE TO SECURECHECKLIST OF REQUIREMENTS

Letter/communication relalive to quory

PROCESSING TIME PERSON RESPONSIBLEFEES TO BE PAIDCLIENf STEPS

Administrative Officer I

(Records Officeo/
Receiving Offcer

35 minutesNone

Receive and record incoming
communication/query.
(Refer to process on receipt of incoming

documents)

FA/ LAOO/ LTOO/ Action
officer (Depending on the
type of query)

5 minutesNone
Receive th€ leltor/communication and direclivo
from the Regional Oirector. Affix
initiausignalure on the incoming logbook.

Ffy' LAOO/ LTOO/ Action
Otticer (Depending on the
type of query)

None t hourPrepare draft indors€meni lett€r to the
concemed division of the cent€l ofuce

t hour Regional DirectorNone

FFy' LAOO/ LTOO/Action
Ofric6r (Depending on the
lype ol query)

None 30 minutesFinalize indorsemenl l6tter. Attach and fill-up
cleared tor release slip.

Regional Director30 minutesNoneApprove/Sign leltor r€ply. Approve cleared for
release slip.

Client submils qu€ry or communication
to BLGF Records Unit

t hour. 5 minutes
Admistrative Officer I

(Records offrce0/
Aministrative Aide lV

None

Record and release indorsement letter with lhe
attached query, copyfumished lhe Clieni.
(Refer to proc€ss on rolease of outgoing
documents)

Roceive copy of lndorsement

END PROCESS
4 hours and 45

minutesTOTAL:

AGENCY ACTION

Review and approve draft indorsement letter.
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ISSUANCE OF REGIONAL SPECIAL PERSONNEL ORDER (RSPO) FOR THE DESIGNATION OF LOCAL TREASURERS/ASSISTANT
TREASURERS

The designation of Acling Treasurer or Assistiant TEasurer /Oflicor-ln4harge or ln-Charge of Office in the local treasury oflices of the region
requires th€ issuance ofa Regional Special Pe6onnelOrd€r (RSPO) by lhe concemed BLGF Regional DiEctor which shallbe confirmed by the
Execrrtive Diredor ol BLGF. This process enumerates the step by step process in the issuance oI RSPO for the original desighation of Local
Treasurers

Oflice or Oivision: Regional Oflice
Classification: Complex
Type otTransaction: Government to Govemment (G2G)

Who may availi LGUs

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Original Recommendation Letter of the Provincial Treasurers in the case of desigating
a Municipal Treasurer

Provincial Treasury Ofllce

Original Recommendation lettgr of the Provincial Treasurer or City Treasurer in c€se of
Assistant City Treasurer

Provincial/City Treasury Offi ce

Original Letter of Recommendation of the Local Chief Executive (submit at least three
(3) ranking eligible rocommendees in accordance to Sec. 470 and 471 of the LGC of
1991

Office ofthe Municipal [4ayor - in the case of municipality
Offrce ofthe City Mayor - in the case of City

Offce ofthe Provincial Govemor - in the cese of orovince
Updated Personal Data Sheet (POS) with updated Service Record Applicant

Cedified True Copy of the Latest Appointmen( of the designee LGU

Cortified True Copy of Civil Servic€ (CSC)Eligibility/ BCLTE Civil Service Commission

Cortified True Copy of Academic Transcript of Records (Authenticated by (he

School/UniveNity)
School

Certified True Copy of DetailOrder
(if dasignos comes frcn anothet Office/LGU)

LGU

Ceriified True Copy of Plantilla of the Concemed Treasury Office with indicated Salary
Grade and CSC eligibility of the incumbent

LGU

Certifiod True Copy of Plantilla ofthe Originating Oflic€/LGU
(if deslonee cofies frcm anolher Office/Lcut

LGU

Certilicate of no pending administrative case from the Civil Service Commission (CSC) Civil Servic€ Commission

lf the designee is not th€ next-in-rank, a justifcation from th6 LCE indicating the reason
for not recommonding the next-in-rank

LGU

lf applicable, copy of tGvel authodty issued by the BLGF Central Office and/or
approved leave of absence, or resignation letter/proof of retirement hom the service

Cedificate on non dual citizenship (not indudEd in the checllist of requirements per
BLGF OO 6-'13-2017 but requiered by CO)

Applicant

Original Recommendation Letter of the Provincial Treasurers in the case of desigatjng
a Municipal Treasurer

Provincial Treasury Offi ce

Original Recommendation letter of the Provincial Treasurer or City Treasurer in case of
Assistant City Treasurer

Provincial/City Treasury Offi ce

Updated Personal Data Shoet (PDS) Applicant

Original Copy ofthe SeNice Record LGU

Certjfication that the cash books of the Local Treasurer is updated. in case the
designee is Municipal Treasurer

Provincial Treasurer

,rlR:
lifiori)\i"V;i
\',9)/

For Original Deaignations:

BLGF Regional Oflico

For Ertension of DoEign.tiona:
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ISSUANCE OF REGIONAL SPECIAL PERSONNEL ORDER (RSPO) FOR THE DESIGNATION OF LOCAL TREASURERS/ASSISTANT
TREASURERS

The designation oI Acting Treasurer or Assistant Treasurer /Offic€r-ln-Charge or ln-Charge of Offic€ in the loc€l treasury offices ofthe region
requires the issuance of a Regional Special Personnel Order (RSPO) by the concerned BLGF Regional Director which sha be confirmed by the
Executive Director of BLGF. This process enumerates the step by step process in the issuance of RSPO for the original designation of Local
Treasurers

1

2

3

4

5

6

Offics or Division: Regional Office
Classification: Complex
Iype ot T.ansaction: Govemment to Govemment (c2G)

Who may avail LGUs

CLIENT STEPS AGENCY ACTION FEES TO BE
PAID

PROCESSING
TIME

PERSON
RESPONSIBLE

Submit lndorsement Letter of the
Provincial Treasurer (in case of l\4unicipal/
Assistant Municipal/ Assistant Provincial
Treasur6r)/ City Treasurer (in cise of
Assistrant City Treasurer)/ Local Chief
Executive (in c€s6 of Provincial/ City
Treasurer) with complete documentary
requirements

Receive and rocord letter-recommendation
with mmplete documentary requirements
(Refer to process on rec€ipt of incoming
documents)

None 35 minutes Administrative Ofilclr I

(Records OfiicerY
Receiving Officer

Re@ive letter - rc@mmendation and
attached documentary requkements,
directive from Regional Direclor. Afft(
signature/inilial on lhe incoming logbook.

None 3 minutes Administrative Offic€r I

(R€cords Officer)

Review documentary requirements as to
compl€t€ness. @rectness and validity of
the documents.

None 1 day Administrative Oflicer I

(Records Ofiice0

Propare/Finalize the RSPO and relevant
communications to concemed Local
Trcasurer, Provincial Troasurer, LCE, COA
and Servicing Banks. Attach and fill-up
clear6d for release sliD.

None 3 hours Administrative Offic€r I

(Recrrds Officer)

Review /Approve/Sign RSPO and other
relevant communications- Approve cleared
for relaase slip

None 2 hours Regional Director

Cliont affix signaturo and date rc@ived to
the outgoing logbook and receiving/ file
docum€nt

Record and r€lease slgned RSPO and other
relevant doclments.
(Rerer to procass on release of outgoing
documents)

None t hour. 5 minutes Admistrative Officer I

(Records Oflicery
Aministrative Aid6 lV

LJpdate the ADMS None 10 minutes Administrative Assistant

TOTAL: 1 day, 6 hours
and 53 minu'€s

.: ..

,rlot:

Noto: The approved to ths BLGF by tho RSPO
10 tho designee upon rec€ipt thereof.
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INDORSEMENT OF THE REQUEST FOR DETAIL OF LOCAL TREASURERS/ASSISTANT TREASURERS

This service enumerates the step by step process in the indorsement request for the detail of Treasurers and Assistant
Treasurers within the jurisdiction of the Regional Office.

Office or Division: Regional Office

Classification: Complex Transaction

Type ot Transaction:
Who may avail:

Government to Govemmeni (G2G)

LGUS

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Or glnal Request Lelter of the LCE to the BLGF LGU

Origlnal Letter of Request of the LCE to the recipient LGU LGU

O gelLetter ofacceptance from the LCE of the recipient LGU LGU

PERSON
RESPONSIBLE

Provincial Treasury

FEES TO BE
PAID

PROCESSING
TII/lE

Original lndorsemeni Lotter oflhe Provincial Treasurer ofthe request

CLIENT STEPS AGENCY ACTION

Receive and record letter-rquest Wth
supporting documenls (Refer to process on
receipl of incoming documents)

None 35 minutes Administrative
Ofilcer I (Records

OfficerY
Receiving Officer

Receive letter - request wilh attached
supporting documefi ls, directive f rom
Regional Director. Affix signalure/initial on

None 3 minutes Administrative
Offlcer I (Records

Office0
Review requesl and supporting documents None 2 hours Administrative

Officer I (Records

Prepare/flnalize indorsement letter to Central
Oftice for the issuance of Detail Oder

None 2 hours Administrative
Officer I (Records

Submit lelter- requesl from the
Local Ch ef Executive for the detail
of the treasirrer/assistant ireasurer
(Request must be supported by
valid reason)

Review/Approve/Sign lndolsement Letter
and supporting documenls

None '1 hour Reg onal Director

Receive copy of indorsement letter Record and release signed lndorsement
Lelter and supportrng documents, copy
furnished the Local Treasurer.
(Refer to process on release ofoulgoing

None t hour, 5 minules Ad m istrative
Officer I (Records

OfiicerY
Aministrative Aide

TOTAL: 6 hours and 13
mlnutes
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INDORSEMENT OF REQUEST FOR EXTENSION OF SERVICE OF LOCAL TREASURERS

The extension ofthe of service a localtreasurer due for mandatory retirement may be requested bythe Local Chief Executive
and accordingly indorsed by the BLGF Regional Director to the BLGF Executive Director for indoEement to the Chairperson of
the Civil SeNice Commission.

Office or Division: ce
Classification x Transaction

Type of Transaction: Govemment to Govemment (G2G)

Who may avail: LGUs, Local Treasurer/Assistant Treasurer

CHECKLIST OF REQUIREMENTS TO SECURE

Letter request for the extension of service from the Local Chief Executive Loc€l Chief Executive

Original Recommendation Letter of the Provincial Treasurer in the c€se of
designatang a Municipal Treasurer/ Assistant Municipal Treasurer

Provincial Treasury Office

Original Recommendation Letterof the Provincial Treasurer/CityTreasurer Provincial Treasury Office

Oriqinal Letter of recommendation ofthe Local Chief Executive Loc€l Chief Executive

Updated Personal Data Sheet (PDS)with updated SeNice Record Client
Certified True Copy of the Updated Plantilla of LGU Personnel for the LGU LGU

Certificate of No Administrative Case
Medical Certifrcate Licensed Government Physician

Ombudsman Clearance Office of the Ombudsman
Original Copy ofthe Service Record ofthe Local Treasurere LGU

Certificate of Live Birth

CLIENT STEPS AGENCY ACTION FEES TO BE
PAID

PROCESSING
TIME

PERSON
RESPONSIBLE

Subrnit letter - requesv Receive and record letter -
recommendatiOn with complete
documentary requirements
(Refer to process on receipt of incoming
documents)

None 35 minutes Administrative
Officer I (Records
Ofiice0i Receiving

Officer

recommendation for extension
of service from the Local Chief
Executive with complele
documentary requirements.

Receive letter - requesu recommendation
with atlached documentary requkements,
dkective ftom Regional Oirector. AIfix
signature/initial on the incoming logbook

None 3 minutes Administrative
Otrcer V (HRMO

ln)

Review documentary requirements as to
completeness, coneclness and validity of
the documents.

None I day Adminlstrative
Otrcer V (HRMO

lr)

Prepare/Finalize the indorsement letter lo
the Executive Director.

None 3 hours Admanistralive
Officer V (HRMO

Reviow /Approve/Sign lndorsement Letter
and supporting documonts

'1 hour Regional Direclor

Receive copy of lndorsement Record and release signed indorsement
letter with complete documentary
requirements, copy furnished the Local
Treasurer,
(Refer to process on release of outgoing

None Admistrative
Officer I (Records

Offcer)/
Aministrative Aide

Administrative
Officer I

1 day, t hourTOTAL:
and 43 min

Note: The R€gional Offce shall lransmit to the Local Treasurer the
Resolution approving/diaspproving the request ior extension of

copy of the lndorsement to CSC; CSC
servr@.

following upon

Philippine Statistics Authority
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Office or Division: Regional Offrce
Classlricalion: Compex Transactions
Type ofTransaction: Govemment to Government {G2G)

Local Treasurer, Assislanl Treasu.e.s

CHECKLIST OF REOUIREMENTS WHERE fO SECURE

Copy of inv(alion from foroign organizaton/ sponsor (,f awticabte/Any)

Original Cloa.anc€ from mor'€y prop€rlios, and olh€r accouniabititi€s LGU

C€.lifiod True Copy of SALN LGU

L€ttsr ollhe Local Chiof Erecunve r€com msnding lhe Foreign Trclelol th€ Lo.alTr€asurer

lndoBemenl Letler of lhe Proviicial Tr€asur€r Prcvir'clal Treasury Offi ce

Noladod Sworn Statsm€d on ssrimat€d travol €xp€rEss and sorce of fimncing

Approvsd Lsave Apdication, in caso ol p€rsonal lcreign travel LGU
Jusrficarbn L€ter (fd /,16 subnisst],| aN/ d rcondete de.,nentay rquie,?,eats)

C6 licato of No PendnB dminislrativG Caso BLGF R€gional O,flco

CLIENT SIEPS AGENCYACTION FEES TO BE
PAID

PROCESSING
TIME

PERSON RESPONSIBLE

R€c6ivo and r€.ord lelt€r - requGst wilh complote
docum€rtary r€quir€merns.
(Rofd lo procsss on r€ceipt of ir.oming docum€nts)

35 minules Adminlstrative Off icer I

(Records Officer)/
Re.eivin. OfIi.cr

Rscsivs lstrar - roquost with attach€d documentary
r€quirsm€nls, d.€ctive fro.n Rsgioml Dfoctor Affix
sigmturo/iniBl o. lh€ t'comarc logbook

Adminislrative Officer I

(Records Officer)

R6vl* docum€ntary r€qdrcmsnls as to complat6n6ss,
corr6clness ard valijrty of the docuhsrts

Administratve Officer I

(Records Officer)

Pr6per6/Finalts€ llE lrdors6m6nt l€tt6r lo BLGF Csttrat
Olflc6 fo. ths issuarEe of authority ol lrav€l Anach snd ill .

up d€arcd fo. r€l,sase slip

Administrative Officer I

(Records Oflice.)

Submit lettoF r€quesl lor auihority
lo travelabroad wilh complel€
doaumontary requnem€ s

Rsvilw /Apprcvo/Sign lndors€msnt lstt€. whh
documenlary r6quirchsnls. Approv€d cl6ar.d for relsass
slip.

Rscsiv€ copy of lndors6m6nl Rocod ed rolsas€ signed lndorsom€nl and olh€r
rolovari documsrts, copy tumished lho Local TrBasuror
(Reld to prccsss on rsloas€ of oulgoing doarmsnts)

t houa, 5
mlnutes

Admislrative Oflicer I

(Records OfficerY
Aministraiive Aide lV

TOTAL:

INDORSEMENT OF REQUEST FOR AUTHORITY TO TRAVEL ABROAD
This covers the process in the issuance of Aulhority lo Travel Abroad Ior Local for T reasurers/Assistanl TreasureB outside the National
CapitalRegion

1

2
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PAYMENT TO SERVICE PROVIDERS FOR SERVICES RENDERED

Offi.e o, Division: Reqional Office
Classification: Complex
Type oI Transactioni G2B

Who may avail All service provider

CHECKLIST OF REOUIREMENTS WHERE TO SECURE

Billing statemenl and olher attachrnenl ifany Ciienl

CLIENT STEPS AGEIICYACTIOI.I
FEES TO BE

PAD
PROCESSING

TIME
PERSON

RESPONSIBLE

Receive and record billing statemen s wilh complete
documentary requirements.
(Refer to process on rcceiptof incoming documents)

35 minutes Administralive Officer I

(Records Ofiicer)/
Receiving Officer

Check allotment, prepare Obligation Request and Status
(ObRS), sign and certify as to the availability ol allotment.
Fo.wards the ObRS lo the Bookeeper for the preparalion ol
the Disbursement Voucher (DV)

15 minules Budget Otficer/
Administrative Aide lV

Prepare Disbursement Voucher, sign and cerlify as to the
availabilily of cash for the purpose, compleleness of
supporting documents. Forwards the DV together with the
ObRS and necessary attachments to the Regional Oireclor
for Approval.

None 15 minutes Bookeeper/
Adminiskative

Assistant lll

Review, Approves and Sign Obligation Request and Status
and DV. Forwards the approved ObRS and DV to the
cashierfor preparalion of check/ LDDAP

None 15 minutes Regional Director

Prepare, sign and cerlify List of Oue and Demandable
Accounts Payable - Advice to Debit Accounts (LDDAP-ADA)
in accordance with exisling budgeling, accounting and
auditing rules and regulations.

None 15 minutes Administrative Officer
lll(Cashier ll)

Verily the completeness of signatures, prepare Check
Paymen, Advice on Check lssued and Cancelled(AcIC) (for
check paymenl)/ Summary ol LDDAP-ADAS lssued and
lnvalidated ADA Entries (SLllAE) (for Davees wilh Land

None 30 minutes Adminislrative Off icer
lll(Cashier ll)

RevieM Approves and sign Check/ LDDAP and ADA.
Forwards to the cashierfor deliv€rylo the depository bank.

None 15 minules Regional Direclor

Submits billing stalements
and olhernecessary

Delivers duplicate copy of check together with lhe advice
and CD/ LDDAP-ADA wilh the SLIIAE lo deposilory bank.

None 1 day Administrative Otf icer
lll(Cashier ll)

Receives check payment
and signs and acknowledge
receipt of payment in the
DV,

Deliver check for paymenl for services provided, and ensure
service provider or duly authorized reprGsenlative to sign
underlhe receipt of payment porlion of the DV.

None 1 day

TOTAL
2 days, 2 hours
and 20 minutes

-

Administrative Otf icer
lll(Cashier ll)
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ISSUANCE OF OPINION ON LOCAL FINANCE ON CASES WITH PREVIOUSLY ISSUED RULINGS/ OPINION

This service facilates Issuance of Opinions/Rulings on Queries related to Local Taxation, Local Treasury Operations, Real

Property Appraisal and Assessment and other Local Finance lssues that have similarly decided cases or previously issued

rulings/ opinions.

Office or Division: Reqional Office
Classification: Complex

Type of Transactlon: Government to Citizen (G2C)
Government to Government (G2G)
Governement to Business (G2B)

Who may avail: All (General Public, Taxpayers, LGUs, NGAS, GFls, GOCCs, NGOs, etc.)

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Letter/communication relative to query

CLIENT STEPS AGENCY ACTION FEES
TO BE
PAID

PROCESSING
TIME

PERSON RESPONSIBLE

Client submits query or
communication to BLGF
Records Unit

Receive and record incoming
communication/query.
(Refer lo process on receipt of incoming
documents)

35 minutes Administrative Officer I

(Records OfficerY
Receiving Officer

Receive the lefierrcommunication and the
direclive from the Regional Director. Affix
initial/signature on the incoming logbook.

None FA /LAOO/ LTOO/Action
Officer (Depending on the
type of query)

Research on the ofiice'liles on similar cases
decided or similar issuances/ opinions/
rulings.

None 3 days FA IV/ LAOO IV/ LTOO
lv/Action Officer
(Depending on the type of
query)

Draft letter reply on the opinion/ ruling/
issuances/ decisions previously issued on the
similar cases.

None l day FA IV/ LAOO IV/ LTOO
lv/Action Ofllcer
(Depending on the type of
query)

Review and approve the draft letter 't hour Regional Director

Finalize letter reply. Atlach and fillup cleared
for release slip.

30 minutes FA IV/ LAOO IV/ LTOO
lV/Action Officer
(Depending on the type of
query)

Approve/Sign letter reply. Approve cleared for
release slio.

None 30 minutes Regional Director

Receives letter reply Record and release indorsement letter with
the attached query. (Refer to process on
release of outooino documents)

None 'l hour,5 minutes Admistrative Officer I

(Records OfficerY
Aministrative Aide lV

END PROCESS

TOTAL:
1 days, 3 houts
and 45 minutes

None

5 minutes

None

None
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INOORSEMENT OF REOUEST FOR THE TSSUANCE OF CERTIFICATE OF NE] DEBT SERVICE CEILING AND BORROWING CAPACITY

LGUS inIeresred in applyrng lor loans lron lending insliruliors to fnance prcposed prqecls are rquired io secure Corlilicale of Nel DebtSe Ee Ceillngand
Bonowing Capacity (CN OSCBC), hercin afrer relened lo ss Csrlificaae, from lis ALGF, sxcepl lrom lhose lending insliluliods granted eremption by law such
as lhe Municipal Oevelopmeni Oflice (MDFO) Ths process coveE frcm receiplo, applicalion and validation ol lh€ accu€cy of dala and oompleleness ol ti€
doNmentary requir6msnls, to compulalion of NDSCBC, and io Bre eventual indors€nrenl oI the.equest Ior rssuanc. ofcenificale of nel debl serlrce ceiing
and bonowing capac ry to the Ceoaal Oflico All provinces, cites, municipal ies 3nd barangays may avail ol lhis serivice bul does nol guamnlee approval of
loan ,lor lacilrtalion of loan release. tGUs applicalons sh3ll be submitned lo lh.ir respeclive BLGF Regonal Oflice

Tv@ ol Transaclion: covemmenl lo Govemmenl (G2G)
Local Govemment Units (LGUs)

CHECKLIST OF REOUIREMENTS WHERE TO SECURE

l. Lott€r roqu€rlfrom the Local C hlet Er€cutlve, lnd icrting I

'The lending insiitutionl

'Tems and condilions ot tt'o proposed loan
a) rep3ymsnl penod and
b) inIeresr rale

"Ihe purpose ol the loan
llora: (Relb, ao Oner St€et prepa.€<l by the tencllng lndkdlon (naybe .iachod ao

hd l,7act ovzuz on/e.f'cration prccass)

2. Certilicallon of .rl lnghbEnco of loan s duly ccnrbd by the Local Trcalur.t wlth
th6 tollowlng d.rrll!

'Types of loans and oth6r obliga0ons cortraclod:
'Purpose ol ti€ loans and olh6r obligations corlrsctedi
'Name of rhe l€nding instilulions:
'Date ol approvel and matun!
-Iems and conlitons (inlercst raG A number ol yeaE to pay)

'RenlainirB balances of loans and olher ouigaliorEr and
' Annurl &ronl2.tlon 3chedul6 l*grogdlng lhc prlnclprl lrom the

lnlerBtl l.!u€d by tho lending inltltulion

3. comml3i3on on Audlt (COA) Annull audl CenlElte for tl€ mosl rccenl year,
wnich shall bs supportod by lhe year+nd financial reporE tor he past hree
(3) years

'Pre-closing Tdal Balance (Gonolal Fund)
'srarement ol Financial Parloft'.m6 (Dotall6d)

BLGF.CAR

An Agoncy Action Pl.n .ncl Stttus ol hnptoDent tlon (AAPSI) ol the Latest Annual Audd Repotl
Raconnen.lations repdt on COA rccom/zl,endalions shat be rcquiod, ehite lhoy may only 'bo 'qtalified ancl
nol'aclvarsa , il fn lkgs pe]1ain lo local frnancid nanagpmenl Encl neasrry l/taft9,s o( *eclkally cohce'lt l.*al
toasl,rer, srch as. Oul nol linte.l to: (l u om lod aN und.posnad cdlaclion: (i) Unhtidsted casn acNancos:
( l) Unenided nandatdy conl,Au&rs otcs/S, P 618,6, Phthaatth. e tlhotdkg lax d BIR aN (iv)

tt o.on ltad cash b@k u h the Bank Reconciliation St€ts,,,enl and Subsdkny Ls(het.

tn case COA cEnnot rcnder an opinion clue to non-submissioo ol financiat .epot1s. submil COA s Lattat to the
Manaeehent and the AAPSI ll a Disclsinet is tendeted. subnlt AAPSI.

Notd: AAPS|is hot reoulred tnles COA hes frndare.l Unouallied Ooinion

4. cGnfficarion lrluod by tho Londlng ln3tlturlon ltdlng th.r I !h.ll not roqulrs LGU
doposiE as comp€n3allng brlrncs for lho lo.n, il suci lEnding ir6thnion b ( 1 }iol 3n
aulhonz€d govsmm6 depository bank or (2) an aulhoriz€d gov€.rrnent bank roquired lo
obtlan U'e prior approval of ,16 Departnent of Financ€. as provded ur|dor tl'o OOF CircLrlar
No 0l-2017da|€d 1l Mey2017.

lf the lending irEtiluiion of h6 LGU is any of the following, as andicalsd in the lsltsr leqllsst or
Off€r Shoet, lt'€ Csdfoelion shall nol be rcquirBd:

1. Lafld Bank of th€ Phillppin6s (LBP);
2. Developmant Bank ol tho Philippines (DBP)i
3. Philippin€ P6talSevhgs Sank, lnc. (PPSB). renamed as'Ovo6eas Filipno Bank, hc.,

a Savings Eank ot LANDBANK":
4. Al Amanah lslamic lnv€slmenl
5. Uft€d Cocorut Planlo6 Bank (UCPB);
6. Phliprine Vsl€lEn's Bank (PVB): and
7. MmiciEl Oevoloorn€nl Furd Offie IMDFO)



CLIENT STEPS AGENCY ACTION
FEES IO AE

PAIO
PROCESSING

liiE
PERSON

RESPONSIBLE
Receive and record lhe apdica0on lor Cerlifcare ol NOSC/BC.
(R€ler lo process on .eceipr ot i Eoming docurnenrs)

Receive lhe commlnicalion, dnectve lrom the RegronalDreclor
Affrx inital/signallr€ on the logbook

ClEd( he mmplet€ness ad o,Serllness o, th€ docurnentary 35 minules

Reth io the LGU th€ application, toseit'€r win lhe Notice ot
Defc€ncy on Documentiary Requiremenls, if lound incomplete

Acknowledg€ receipiof apprication

P.epre pelimin:ry compdaton ol lhe NDSc/Bc in accodame
with SecliorE 5 1& 5 2 otDONo 05.1.2016. The COA audibd
,nBncial sisbm€nts shall be the basis lor lhe computation ol the
NDSC/BC. The audited pre-closing trial balanco and slatement of
linancial perlormanc€ tor tle past thrce (3) years will b€ used lor
fle validalion o, prelimfia.y clmputaiion.

Prepeare th€ indorsament l€iler lo the BLGF CO to!€rler wrnr
tl€ rollowing 1 . Cn€cKisl (Annsx A1 ) duly sign€d li€ ,clion
Officer afil ft6 RegioEl DiEclor end t'e accompanying
documenEry r€quirsmerts and 2. Preliminary compdatons
(Encbsures A, B. ,nd C). Atbcn and flh-q cleared lor rclease
slip.

RevievApprcve/Sign iMorsemenl lslter, checklsl (Annex A)
and prellmir'ary computations ApDrove cleared lor reloase slip

Send tuough smajl address at ldmod@blgr.gov.ph llle erc€lfle
ol p.elimimry computaliorE (Enclosures A,A E C) lor Gvalualion.

Treasure, s!&mils personally or lhrough
his/t'€l duly auho.izsd rcpreser'taUve the LGU
a@lication leiler-requesl with the compl€16
documenlary requtem€flls tor the issuancs ol
Cenificala ol NDSC/BC. Th€ aulhorized
represenlalive must presenl a Mitlen auuionly
beariog th€ onginal signelure o, itre concern€d
Lo.al Treasurer arld vatid los

Rocord and rel€ase indolsemeni lslter iogether witr lhe
atlachments. (Ralerto prccess on release o, ouigoing

t hour, 5
Oflicer l(Recods

Oflicery

END OF TRANSACTIONS

TOTAL
I clay, 3
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RESOLUTION OF COMPLAINTS
The service is a determination of whether a Prima Facie Evidence exists against the erring officials complained of and the eventual
issuance of Formal Charge as lhe case maybe, which seeks to institutionalize etficiency, and ensures quick or prompt action on complaints
received from the lic. The si time indicated is on a com laint basis

Office or Dlvision: Regional Office
Glassification: Highly Technical
T!4ce of Transaction: Government lo Government (G2G)

Government to Business (G2B)
Government to Citizen (G2C)

Who may avail: All (General Public, Taxpayers, LGUs, NGAs, GFls, GOCCS, NGOS, etc.)

CHECKLIST OF REOUIREMENTS WHERE TO SECURE

Letter Complaint and Documentary Evidence

CLIENT STEPS AGENCY ACTION
FEES TO
BE PAID

PROCESSING TIME
PERSON

RESPONSIBLE

Receive and record the complaint logether with the supporting
documents- (Refer to process on receipt of incoming documents)

None 35 minutes Administrative
Officer I (Records
OfficerY Receiving

Officer

NoneReceive complainl and other documenls and the directive from lhe
Regional Director. Affix signalure/inilial on the incoming logbook.

15 minutes Special lnvestigalor lll

Evaluate the complaint if sufficlent in fom and subslance, prepare
commrJnication and .equire the person complained ofto submit a
Counter-Affidavit or Comment und€r Oath within 72 hours from
receipt of the communicalion. Altach and flll-up cleared for release
slip-

None 3days Special lnvestigalor lll

ReviedApprove/Sagn rolovant communication. Apprcve cleared for
release slip

None 15 minutes Regional Director

Record and r6l6as6 lho communicalion r€quidng Counter afiidaviu
comment from pe6on complained of.
(Refer lo lhe plocess on r6lease of oulgoing documents)

None t hour 5 minutes Administrative Officer I

(Records Omcer)/
Adminislrative Aide lV

Conduct preliminary investigetion. An 6x-part6 examinatjon of
records and documenls submitled, as well as documents readily
available within lhe oftice and from olher govemmenl offices,
includiog counter affidavil /commonts underoath submitted by
person complained of.

None Five (5) days
A preliminary

invesligation shall
commence within a

non-6xlendible
poriod of five (5)

days upon aoceipl ot
lh€ complaint by the
disciplining aulhority

and shallbe

tw€nty (20) days
thereafter.

disciplining authodly
may exlend such

periods in

meritorious cases-

Special lnvestigator lll

Prepare lnvestigation Report wth supporting documents for
submission to lhe Regional Director.

None 3 days Special lnvestigalor lll

Reviewthe lnvestigation Report and direci the Sllo prepare
Resolution on the adminislrative complaint.

None t hour Regional Director

Prepare/Finalize Resolution on the administrative case/complaint.
Attach and fill-up cleared for release slip.
Note: ln the absence of a prlma-fecio case, a Resolution
recomfiending for lhe dismissal ol lhe coolplainl shall be prepared,
fot decision by the osciplining Aulhorily.
lf a prina+acie case is established, a Resolution shall & prepared
rccotunending fot the filing of a Fornal Charge by the Disciplining

4 days Special lnvestigator lll/
Regional Director

ReviedApprove/Sign the Resolution to be transmatled to the BLGF,
Central Office. Approve cleared fo. release slip.

None t hour Regional Director

Submit complainl against
Local Troasuaer or Assistant
Treasurer in wriling;
subscdbed and s\ /om bythe
complainant.

Record and release the Resolution lo the Contral Ofiice.
(Referto th€ process on release of outgoing documents)

None t hour 5 minutes Admistrative Officer I

(Records Otficer)/

End of Process
Total

15 days, 6 houts
and 7 5 mlnutes
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Ottice or Division ReqionalOffice
Classification: Highly Technical
Type of Transaction: Govemment to Govemment (G2G)

Govemment to Citizen (G2C)

who may avail All (General Public, Taxpayers, LGUs, NGAS, GFls, GOCCS, NGOS,6tc.)

WHERE TO SECURECHECKLIST OF REQUIREMENTS

FEES TO
BE PAIO

PROCESSING TIME
PERSON

RESPONSIBLECLIENT STEPS AGENCY ACTION

35 minutes Administrative Officer
I (Records OfticerY
Receiving Officer

Rec€ive and record the Notice of Formal Chage
and other supporting documents.
(Refer to procoss on rec€ipt of incoming

None

Receive Notice of Formal Charge. and other
supportjng docum€nts, directive from the
Regional Direc{or. Alfx signature/initial on
Logbook

None 15 minutes Special lnvestigator
t

None 1 day Special lnvestigator
lll / Regional Director

Prepares required communication to be sent to
the Respondent to answer the charge/s under
oath in not less than thr6e (3) days but not more
than ten ( 10) from receipt and a notice that
he/she may opt to be assisted by a counsel of
his/her choice and may elecl to have a formal
investigation. Attach and frll-up cleared for
release slip

ReviedApprove/Sign relevant communication to
the Respondent. Approve clear€d lor release
slip.

Regional Director

Record and releas€ the communication lo the
respondent. (Refer to the pro@ss on rclease oI
outooino documents)

None t hour. 5 minutes Administrailve Oflicer
I (Recods Omce0

The Respondent to answer in not less than three
(3) days but not more than ten (10) days.

None 10 days Respondent

Conduct of Formal lnvestigation ifthe merits of
the case cannot be decided judiciously without
conducting such investigation.
Note: Prcventive suspension may be issued to
temporcily rcmove the rcspondent frcfi lhe
sceno of tho alleged
m i sf e a sa n ce /m a I le a sa n ca/n o nl e a s a n ce w h i I e
the case ls ,irvestgated. (Refot to prccess ol
Preventive Su spe n sion )

None

At the commencament of the formal
iflvestigation, th€ h€aring offcer shallconduct a
pre headng conferen@.

None

Continuous heaing shall be conducled on lhe
dates agreed during the pre hearing conference

None

Shall be held not
6adier than five (5)
days nor later than
ten (10)days from
receipt of the
r6spondent's answer.
Shall be finish€d
within thidy (30) days
from issuance of the
formal charge or the
receipt of the answer
unless tho pedod is
extend€d by the
disciplining authority
in meritorious cas€s.

RespondenU
ComplainanU

Counselof both
parties/ Hearing

Officer

Prepare the Formal lnvestigation Roport
containing a naration ofthe material facts
established during the investigation. The fndings
and the evidoncs supporting said findings as well
as the recommendalions shall be submitted to
the disciplining authority. Attach and fll-up
cleared for releas€ slip.

None Within 15 days after
the mnclusion of the
formal investigation

Special lnvestigator
lll/ Regional Director

Review/Approve/Sign Formal lnvestigation
Report. Approve cleared for release slip.

None t hour Regional Director

A notice oI lormal charge will
be sent to the regional offce
from the Centraloffice.

Record and release the Formal lnvestigatjon
Roport to the Central Offce.
(Rof€r to the process on release of outgoing
documents)

None t hour, 5 minutes.
Admistrative Officer I

(Records Oflic€r)/
Aministrative Aide lV

Total

MAL
The service is issued to a treasurer or assistant treasurer complained of after finding a Prima Facie c2se during the preliminary
investlgalion The disciplining authority shallformally charge the person complainl of, who shall now be called as Respondent

End of Prccess

None 15 minutes
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PREVENTIVE SUSPENSION
The service is des gned as a measure of precaulion so thal the Respondent may be removed from lhe scene of the alleged
misfeasance/malfeasance/nonfeasance w,hile lhe case is investigated

Office or Division Regional Office
Classification Highly Technical
Type ofTransaction: Gov6rnmenl to Governmenl (G2G)

Governmenl to Citizen (G2C)

Who may avall: All (General Public, Taxpayers, LGU5, NGAS, GFls, GOCCS, NGOS, elc.)

CHECKLIST OF REOUIREMENTS WHERE TO SECURE

CLIENT STEPS AGENCY ACTION
FEES TO
BE PAIO

PROCESSING
TIME

PERSON
RESPOT.ISIBLE

Receive and record the r6quest and other supporting
documents, if any-
(Refer to process on rec€ipt of incoming documents)

None 35 minutes Administrative
Officer l(Records
Officer)/ Receiving

Receives request and other supporting documonts,
directive from the Regional Direclor. Afllx signature on
logbook.

None 5 minules Special lnvestigator
l

Evaluaie r6quest and prepare indorsemenl to the BLGF,
Central Ofllce. Atlach and fill-up cleared for release slip
Nole: Alternative lo Prcventve Susponsion maybe
fecormanded such as rcassignftent of Respondent to
another unit ot agency/Lcu subject lo lhe senlP. pedods
as provided fot by regulalions.

None 3 hours Special lnv6sligator
t

Revie Approves/Signs lhe indorscment. Approve
cleared for releas€ slip.

None 15 minutes Regional Director

A request for preventive
suspension shall be
submitled to lhe Office

R€cord and release the request and indoEement to the
Central Offic€.
(Refer lo the process on release of outgoing documents)

None t hour, 5 minules

Admislrative Oflicer I
(Records Offrc€r)/
Aministrative Aide lV

End of Proccss Total 5 hours
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INDORSEMENT OF REOUEST FOR RELIEF OF LOCAL TREASURERS / ASSISTANT TREASURERS

Procedure and the step by step process in Requesting Relief of Local Treasurers and Assistanl Treasurers within the jurisdiction of lhe
RegionalOffice.

Office or Oivision Adminislrative/Leoal
Classitlcation Complex
Typ€ of Tran3action Govemmenl to Govemment (G2G)

Local Governemnl Units (LGUS), COA

CHECKLIST OF REOUIREMENTS WHERE TO SECURE

Letter request with attachmenl it any Requestino Paruofliicial

CLIENT STEPS FEES TO BE
PAID

PROCESST G
TIiIE

PERSON
RESPONSIBLE

LGU/Client submils letter of request
for lhe 16lief of Provincial/Cily/
Municipal Treasurer or Assistanl,
including supporling documents

Receive and record incoming lettet tequest
(Refer to process on receipt of incoming
docum€nls)

None 35 minules Administralive Officer I

(Records Ofiic€r)/
Receiving Officer

Receive the lelter request with supporting
documents and direclive from the Rogional
Director. Affix initial/signature on the incoming
logbook .

None '15 minutes AdministGtiv€ Officer
V (HRliIO lll)/ Special
lnvesligalor lll

Evaluate me tsofthe requesl. Prepare
indorsemenl letter to th6 BLGF CentralOffice for
thoirlurther evaluation and issuance of
Nolrce/Order for lhe Reliel of the Treasurer or
Assistant Treasurer. Atlach and fill-up cleared
for release slip.
'lf the Treasurer is.eli6ved a designalion order
shallfollow to tomporarily replece lhe lr€asurer

None 2 days Administratve Officer
V (HRMO lll)/Special
lnvestigalor Ill

Review/Approve/Sign indorsement l6tter
Approve cleared for release slip.

None t hour RegionalDkeclor

Record and release signed indorsemenl letter
wilh the altached letter requesl and supporting
documenls.
(Refer to process on release of outgoing
document

None 10 minules Admistrative Otficer I

(Records Oflicer)/
Aministrative Aide lV

TOTAL 2 days, 1 lrour

AGENCY ACTION
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REVIEW AND ISSUANCE OF GERTIFICATION ON THE PROPOSED SMV
Review ofthe proposed Schedule of l\,4arket Values within the Regional Office'jurisdiction and lssuance of Certilication in compliance with
BLGF MC No.20-2012.

Office or Division: onal
Classification: Highly Technical

Typo o, Transaction: Govemment to Government (G2G)

who may avail: Local Govemment Units (LGUS)

CHECKLIST OF REOUIREMENTS WHERE TO SECURE
lndorsement Letter
GR Forms
Tax lmpact Study

MRPAAO

CLIENT STEPS AGENCY ACTION FEES TO BE
PAID

PROCESSING
TIME

PERSON
RESPONSIBLE

Submit proposed SMV with
comPlete documentary
requirements

Stamp receipt the proposed SMV. (Refer to Process
on Receiving lncoming Documents)

None 35 minutes Administrative Officer
I (Records Officer)/
Receiving Olficer

Receaves SMV proposal in the log book and through
DMAS with the direclive from the Regional Director.
Affix initial/ signature on the incoming logbook.

None '10 minutes LAOOs

Review the SMV proposal as to its compliance with
existing rules and regulations governing appraisal and
assessment (ex. MAG. PVS, MRPAAO). Check the
submitted requirements, compuiations, and
attachments.

None 13 days LAOOs

Prepares certification on the SMV proposal and
transmittalto concemed offce/ LGU. Attach and fill-up
cleared for release slip,

None 1 day LAOOs

Review and Approve/ Sign Certifrcation and
hansmittal letter. Approve cleared lor release slip.

None 2 hours Regional Director

Records outgoing document (S€e process on
Releasing o, Outgoind Document)

None t hour, 5 minutes

Admistrative Offcer I

(Records Officer)/
Aministrative Aide lV

Receives certillcation on the
reviewed Sl\.4V proposal and
affix signature in the
logbook.

Sends/ Delivers Certilication of SMV proposal None 4 hours
Admistrative Officer I

(Recrrds Officery
Aministrative Aide lV

END PROCESS
TOTAL: 15 days
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List of Central Officers
Office Name of Officials Contact lnformation

Office of the
Executive Director

NIfrO RAYMOND B. ALVINA
Executive Director

(02) 8527-2780
(02) 8527-2790
nb.alvina@blgf.gov.ph

Local Fiscal Policy
Service (LFPS) and
Legal Service

Atty. FLOSIE F. FANLO-TAYAG
Deputy Executive Director

(02) 8527-2780
ff.tayag@blgf.gov.ph

Administration and
LGU Operations

Engr. JOSE ARNOLO M. TAN
Deputy Executive Director

(02) 8522-8768
jm.tan@blgf.gov.ph

Administrative,
Financial and
Management
Service

ARMI M. ADVINCULA
Director ll

(02) 8527-2780
am.advincula@blgf.gov.ph

Legal Service
Atty. MENILBA M. NICOLAS
Director ll

(02) 8527-3134
mm.nicolas@blgf.gov.ph

Local Fiscal Policy
Service

MA. PAMELA P. QUIZON
Director ll

(02l-8522-8771
mp.quizon@blgf.gov.ph

LGU Operations
Service

RICARDO L. BOBIS, JR,
Acting Director ll

(02) 8310-3144
rl.bobis@blgf.gov.ph

Administrative, Financial and Management Service

Adm inistrative
Division

MELCY M. BALUYAN
Chief

(02) 8318-2527
mm.baluyan@blgf.gov.ph
admin@blgf.gov.ph

ROSALIA B. NARANJO
Administrative Officer V

(02) 8522-8767
records@blgf.gov.ph
rb.naranjo@blgf.gov.ph

Property Section ELENITA A. LORENZO
Administrative fficer V

(02) 8527-2780
ea.lorenzo@blgf. gov.ph

Financial and
Management
Division

ERWN DOMINGO
OIC Chief

(02) 527-2808
ec.domingo@blgf .gov.ph
fmd@blgf.gov.ph

lnformation
Systems
Management

RICARDO L. BOBIS, JR.
Chief

(02)8310-3135
rl.bobis@blgf.gov.ph
ismd bt OV h

Legal Service

lnternal Affairs
Division

Atty. ESPERANZA LM.
AGGALAO-TICANGAN
Acting Chief

(02) 8527-3134
ea.ticangan@blgf .gov.ph
iad@blgf.gov.ph

Central Records



List of Central Officers
Office Name of Officials Contact lnformation

Local Fiscal Policy Service
Local Debt
Monitoring and
Evaluation Division

ERWINA GRACE P. MORALES
Chief

eg.morales@blgf. gov.ph
or ldmed@blgf.gov.ph

CYNTHIA G. FAURILLO
OIC Chief

(02) 8522-8771
cg.faurillo@blgf.gov.ph
lfdad@blgf.gov.ph

Policy, Planning,
Programming and
Standards Division

BRENDA L. MIRANDA
Chief

(02) 8522-2771
bl. miranda@blgf.gov.ph
pppsd@blgf.gov.ph

Local Government Units Operations Service

Local Treasury
Operations Division

JOSEPHINE A. ASEO
OIC Chief

(02) 310-3139
ja.aseo@blgf.gov.ph or
Itod@blgf.gov.ph

Local Assessment
Operation Division

LUZ R. L.APID
OIC Chief

Project Execution
and Management
Division

ANABELLE C. GARRIDO
Chief

(02) 310-3139
ac.ganido@blgrf .gov.ph or
pemd@blgf.gov.ph

Capacity Building
Division

RICARDO L. BOBIS, JR.
Acting Director concurrent Chief

(02) 310-31 3s
rl.bobis@blgf.gov.ph

Local Financial
Data Analysis
Division

(02)310-3139
lr.lapid@blgf.gov.ph or
laod@blgf.gov.ph
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List of Regional Officers
Office Official and Address Contact lnformation

Cordillera
Administrative
Region

MA. FLORIZELDA A. ENRIQUEZ
Regional Director
3/F, TG Home Builders Building
No. 75 Fergusan Road, Guisad,
Baguio City

(074) 442-8043
car@blgf.gov.ph

Region 1

PETER PAUL D. BALUYAN
Regional Director
2lF, Kenny Plaza Building
South Quezon Avenue
San Fernando City, La Union

(072) 242-7080
Fax (072) 242-0503
regionl @blgf.gov.ph

Region ll

ALEXANDER L. MIGUEL
Special lnvestigator lll / Caretaker
No. 12 Dalan na Pavvuluran,
Regional Government Center, Carig
Sur, Tuguqgarao City, Cagayan

(078)844-3305/
(078) 846-1786
Fax (078)844-1683
12@blgf.gov.ph

DIVINA M. GORPUZ
Regional Director
Diosdado Macapagal Government
Center, Mahusay Street, San
Fernando City, Pampanga

(045) 961-1343/
961-3041
13@blgf.gov.ph

Region IVA

GERIEBETH G. DELA TORRE
Acting Regional Director
3/F, Marcelita Building, National
Highway Brgy. Real, Calamba City

(049) s45-0800
14a@blgf.gov.ph

MIMAROPA
Region

CONSOLACION Q. AGCAOILI
Acting Regional Director
3/F, MB Building, Barangay Gulod
Labac, Batangas City

(043) 723-2',t55t
980-0212
14b@blgrf.gov.ph

Region V

ANASTACIA R. LLANETA
Acting Regional Director
Regional Government Center,
Rawis, 4500 Legazpi City, Albay

(0 52) 48 1 -27 07148 1 -3846
r5@blgf.gov.ph

Region Vl

HERMINIGILDA G. GARSULA
Acting Regional Director
2nd Floor, Philippine Veterans Bank
Bldg. corner Valeria-Delgado
Streets, lloilo City

Region lll

(033) 336-0750/509-79s6
16@blgf.gov.ph



List of Regiona! Officers
Office Official and Address Contact lnformation

Region Vll

JUNE ANN C. ABELLA
Financial Analyst lV / Caretaker
4/F, The Maxwell Hotel Annex Bldg,
N. Escario Street, Kamputhaw,
Cebu City

(032) 412-6778t254-
41521256-2797
17@blgf.gov.ph

Region Vlll

CLARK TRISTAN F. DELVO
Regional Director
3/F, F. Mendoza Commercial
Complex, 141 Sto. Nifro Street
Tacloban City

(053) 321-2018
r8@blgf.gov.ph

Region lX

GILBERT B. GUMABAY
Regional Director
F. S. Pajares Avenue, Oval
Complex, Pagadian City

(062\ 215-4212
r9@blgf.gov.ph

Region X

ELVIRA S. DARADAR
Acting Regional Director
6th Division corner Tejero Street,
Patag, Cagayan de Oro City

(088) 858-389s
r10@blgf.gov.ph

Region Xl

PASCUALITO V. LAPIIA
Regional Director
JV'S Peak Realty, Roxas Avenue,
Davao City

(0821221-3054
rl 1@blgf.gov.ph

Region Xll

JEANY T. TEDERA
Regional Director
Arellano Street, Barangay Zone lll,
Koronadal City

(0 83) 228 -7 57 5 I 520 -1 927
r12@blgrf.gov.ph

CARAGA

MELVIN JOY L. YU
Local Treasury Operations Ofiicer lV
i Caretaker
2/F, P.S. Arcade, J. P. Rosales Ave.
Butuan City

(085) 8 1 5-9474 1342-9 465
caraga@blgf.gov.ph
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1. PROCESSING OF APPOINTMENTS OF LOCAL TREASURERS AND ASSISTANT LOCAL TREASURERS
This involves the evaluation ofthe qualifications of the recommendees of the Local Chief Executive (Governor/[4ayor) for the filling up of
vacancies in Provincial/City/Municipal Treasurer/Assistant Treasurer positions and the subsequent issuanc€ of the appointment by the
Secretary of Finance, pursuant to Sections 470 and 471 of Republic Act 7160 or the Local Government Code of 1991.

Office or Division: Bureau ot Local Government Finance
Classification Multi-staqe system
Tvoe of Transaction:
Who may avail: Local Government Units

CHECKLIST OF REOUIREMENTS NO. OF COPTES WHERE TO SECURE

Firsl Levd Baslc Documonta,y Roqul@nel,ta (Saage 1)

A. Requlrcdents lrcm tho lndlvlduel Recommead.s

1. PersonalOata Sh6tlPOS) -CSC Fom No.212, with ihorollowing: 3 Odginals' Fo.h d nl@dable ho.n csc gov.ph

...........-.,1.9-qr-"f ..........
3Wkets

eligibrlity

Form doMloadable lro.n cs..gov.ph

1 2 Wd* Erpsb.tc. Shool Fom downloadabb tom csc.gov.ph

t .j PrcvkNs OfEo O.dd of Dosb,afb, as Traa$f.r/,qssrstant Tr.aswq. t aoy BLGF RegionalOfficer LGU Hlman R6@86 (HR) Ofiics

1 .4 Swn CortifEat of Enptoym.at (lo. guate w* exp€'t.nce) Previous employeB of lhe remmend€e

t 5 Latest Aryoved Appiinant (if applicatre) LGU HR Offce

I 6 Certificato ol Rosi.laEyl') Ba€ngayCaptai.

2. C6.rilic.tok ot Eligibility

2.1 Civil Service Conn*tsbn ta. CSP an o. BCLTE CSC Res'oml Ofic€

2.2 tuolessbnal Resulatbn Comnissbn IPRC) PRC

23Bat lntegrated Bar of the Philippinos

3.Rolovart Tralning Centf hals.l4 LGU HR Offcs

4.Po.rorm.nc6 R.tins for lho l.rt Mo (2) r.ilne ,.rlodrtrl LGU HR Orfice

B. LeU RequiBnedt.

1. R6commond.tlon Lettsr of Local Chlof Ex.cullv., wlth th. followlng: Offrce of rhe L@l Chrei tueutive

1 .1 Swo.n Slalenont ol ito*P.ohbned Reta!,mth:p t't Offce of rhe Loc€l Chel Erecuiive

1 .2 Cdlifcali}, d Avalablily ol Funds P LGU Audget OficdAccountng Offce

1 .3 Aryoved Plahtila Sch.dulc fa. L cwcnl ysq LGU HR Ofica
1 .1 Publk5tin ot Vacarcy (ht b6yod 3 n,oaths old) aN Po-sthg. wik Ouatificat,n

LGU HR Of6co

t 5 Cetlif,Eate of SPMS Cohptboce CSC Field Ofico

ro.,lnnedatin bld
Offce ot u|e Local Chiet Ereculiv€

c lloftintu9on ol Nen-tuRa'* Enoloy'os

b Deadn ol Apptbants/lnctusbo ol Apdicanrs tron Othd LeUs

c. tk*inctusbn ol N.xt-dR.ak En!/olyees

1.7 Golutuont tssuad tD .,f, Pttto aa.t Si@hr. ot LCE Offc6 ol he Local Chief Exediv6

,.8Corp[rrE r.rt S.c 325 ol Rog/6il6 Aa tto. 7t@ n ( rbr Assirrr( r.o.srr Off.e oa ho Local Chief Exftrriv6 and LGU Accountang Offc€

' ofuh.r h4ds/9n.tu6 6qi6d. t.li o, detnb d t clrnlx. 3rl..tuE r. lEht r.d.

I',l c.ninai. rtsu6d by 0r. c.ic..nd 6.r.i9., cnliinm dld 3LtE ,r. c.nrrd.b'! go.d n@r .tlBb.
Pl Mdin@ of 12Ohu id th. lEt t ,s! lq Pl/C rj .nd aotlqs ir tn. |si 5 y..B h. Ml
Fl R&rdEd tt rE dd. d G@6dd.d- ol $. LCE

6 C.rtli@i! m6t st t th.t 0E nml.6 b mt ,tinh ,f, 4h d.eE ol dnnhy d cdr!.i{rrniy oa tl. LCE

E c.ninqr. i$uq, by dra cdlccnad Led Aacaunod or Bud$i olic!. !!r!ig th. authdEad 3.1!ry .!t.' s.Lry gEd. and hd nmbq oa th. pcrdo
nl Tlrc Oudtt6d6s St nd.d! ro b. r{blllh.d .nd po6t d n6r Llb, S*. {70 .nd a7l oa R.publc A.t No. 7160

n sigh.n by h.nd by tE LcE .nd Ldl Ae@ni.nr .t lha bn th. ltlrl|! qp ol th. p6iuo cdprta *tth Se. 32& o, rh. LGc

BLGF Canfal HRMPSB Dellberatlor Oocumentary RoqulrsmenB (SEgs 2l

L lndor3omont olthl Reglon.l Dlrsctor I Oiginal

2. BLGF Rogionar HRMPSS R..olutlon 1 Onginal

3. Compa.alivo M.lrix ot Ev.lurtlon - L@al Tr..tury Appohh.rn 1 Onginal BLGF Regional Offcs

lt. Compli.nce Evaluatlon ol Roqulrdn.nt for Appointm6nt (Fist Level) I Onginal BLGF Regional Offce

Not : Wth all st ppqlldg docufiealt .ub lLd by rh. LGU/RGom .n L.,

Second Levd Brslc Documentary RoqutromqDls (SLgc 3)

1 O.iginal'



l. Traruc.ipt of R6cord. (6xcspl fo. r€comm.nd66! who aro rlroady r.gulart
appoint€d Lo6al Tr6$u.€r/As.lstant Local Tr6..uror)

1 Au$ontcatad Copy

d69rua

2. Lat.it Sworn Stalomont of A!!e|!, Liabilliio3, and Nd lryodh (SALN) 1 Oiqin6l

1 Onginal Govemmenl Physici.n3. llodical Coniflc.io - Lato.lCSC Fom No.2ll
4. v.lld Cl€lrancs. .nd Cs.tifl@tol of o Pordrng Clte (r wilh p..dlng @.6Ii,
provid6 C6so Summary/16):

NBI4.1 Natbnal Bweau ol ttuostigatbn (NAt) 1 Onginal

4.2 Civit Soryico Connissbn (CSC) 1 OnEinal csc
1 Onginal Oincs oI th8 Ombudsman

1 Ongin.l BLGF C6nlral and R€ional Orfic€6

4.5 LCU or NGA (onty fo. ftconmndaas eho e appoint,d gotaonat't pa.sohhal) Ofic6 o,lho Local Chiel Exsculivs

Pnlippin. StiarBti6 Authorlly (PSA)4. lr.Fiag6 CBrtificato (for maried tomal6 only)

1 Odg,nal

l Origind BLGF C€ h.lofr.!

5. Acceplrnco of Lower Salary {if.pplic.bl€)

L Mor'ndum for ihe Socretary ol Fimnco for lha l.suarEo ol Appoinrmonl

3 O.iginrl BLGF C€nlr8lofic.2. Appoinimeni Papds {CSC Form No- 3}A, Rsvls.d 2016)

1 Onginal EIGF Calllrslofic€3. BLGFCentral HRiIPSB Re.olution

l Originrl BIGF c€nlralofic.il. Validated Comparative il.lrir ol EvelBtion - Loc.l Tr.r.dy Appoidt66nt

5. Gompllanco Evlhatlo. ol ReqoirmodB ,or Appointm.nr isacord Lsvd alrcass) I Odginsl ALGF C.ntal Ofrc€

I Original Fo.m d(flr oadabls hdn csc.gpv Ph

PROCESSING TIME PERSON RESPONSIBLECLIENT STEPS AGENCY ACTION FEES TO BE
PAIO

35 minutes Records Oflicer

Receive mailed or personally
deiivered documents. For peEonal
delivery, check completeness of
documents and acknowledge
receipt. Classify, anach barcode
and CCS, record in the logbook and
i2MS Roule documents lo Regional
Director.

None

Submit letter of recommendation of
the Local Chief Executive with
complele supporling documents to
the concemed BLGF Regional
Office

30 minules Regional Director
lndicate direclive/notalion and
route to Administralive
Officer/HRMO

None

Administrative Officer/HRMONone 1 day

lf compliant with requirements,
prepare and sign lhe Compliance
Evaluation of Requirmenls for
Appointment (First Level)i prepare
and countersign the BLGF
Comparative Matrix of Evaluation -
Local Treasury Appointment;
prepare Notice of Interuiew; and
endorse evaluation to the Cenlral
HRMPSB Secretary. lf dellcaencies
are noted in lhe submilted
documents, prepare Notification of
Deficiency/ies to LGU.

Regional Direclot

Apprcve lh6 Notification ol
Deficioncy in Documentary
Requiremenls

Recotds Officer

Receive Nolificalion of Oeficiency
and re-submit required documents.

Send Notificalion of Delicioncyles
to LGU, if delicbncies are notod on
submifted documonts.

Univ6rsity o. Coll69€ wturc lhe reommdd€€ gruduat€d

l. Appointnonr Tr.Bminal and Actlon Folm {CSC Folm 1, Rsal..d 2017)

4.4 BLGF (only h. toconnendoes who are abdedy eppktod LT/ALT

1 Onginal

lssoanca d Aryiafinerl (Stagc 1)

CSC Atteslatio, ol Apqoved AplE,lntme,,t (Stage 5)

Slags l: Flrgl Level (lnld.l Scrconlno) Proc6r

Fu LGUS oursl.te NCR
The BLGF Regional HRMPSB for Local Troasurers pr*valuates the rBcomm6nde€s of the Local Chiel
Erecutivo foa the appoinlment of a local troasuret



lf with compliant requirements,
conduct interview of
recommendees on a scheduled
dale and convene the HRMPSB to
deliberate on the qualificalions and
ranking of recom mendees; prepare
and approve the BLGF
Comparative Malix of Evalualion -
Local Trcasury Appointmenl and
the Regional HRMPSB Resolution,
and the indorsement to BLGF
Central HRMPSB for Local
Treasurers.

None 3 days
Regional Director/Regional
HRMPSB

Transmit to Central HRMPSB the
Regional Director's indorsement
with the HRMPSB Resolution, and
all supporting documents (by
courier/personal delivery).

None 2 days Records Officer (Regional Ofllce)

Procaed ao Stage 2

State 1 (BeSionel Oflicel: Total 6 days t hour 5 minutee

Fq tlCR LGUS, submlt b ELGF
contal otf,ce

Submit bner of recommendation of
the Local Chief Executive with
complete supponing documents.

Receive mailed or p€rsonally

delivered documents. For personal

delivery, check completeness of
documenls and acknowledge
receipl.

None 15 minutes
Central Records Officer
(Receiving)

Record documenls, assign
barcode, and endoEe to ADMIN
Records Officer

None 2 hours
Central Records Officer
(Receiving)

Record documents and endorse to
Administrative Officer/HRMO None 30 minutes ADMIN Records Officer

Evaluale the qualiUcations of each
recommendee. lf compliant wilh
requhemenls, prepare and sign the
Compl iance Evalu at ion ot
Regu iremenls lot Appoinl fi enl
(Fitst Level): prcparc lhe BLGF
Comparclive Matix of Evaluation -
Local Treasury Appoinlment I send
Notice of lnterview. lf dellciencies
ale noted in lhe submitted
documents, prepare Notification of
Deficiency/ies to LGu.

None 3 days Administrative Offi cer/HRlrO

Approve the Noli,tcalion of
Dgficbncy in D@unantaty
Requirymonts

BLGF Centrcl HRMPSB
Soerctaty

Recotd the approved Nolification ot
Doficioncy and endoBe lo Recotds
Soct/b,

2 hours ADMIN Records Oflicet

Receives Notification of Deficiency
and re-submil documents

Rolease Notificalion of Oeficiency
through mail, email or couier.

1 day Cenlral Records Officer
(Releasing)

Conducl inlerview oI
recommendees, on a scheduled
date prior to HRMPSB deliberation None 1 day Executive Dkeclor

Update and countersign the ELGF
Compatative Malix ol Evalualion -
Local Treasury App<intment: a d
endorse all evaluation documents
to the Central HRMPSB Secretary.

None 1 day Administrative Ofllcer/HRL4O

The BLGF Cenrral HRMPSB for Local Tlgasurers Sec,etgrial evalualos th€ recofimendeos of lhe Local Ch'ef
Eroculive fo. th6 appointnent of a local lr€aEurs in NCR-

1 day



Review and sign the Compliance
Evaluation ol Requirements for
Appointment (First Level) and the
BLGF Comparative Matrix o,
Evaluation -Local Treasury
Appointment, and send Notice of
HRMPSB deliberation and agenda

None 1 day BLGF Central HRMPSB
Secretary

Pt@ad ao Stago 2 (con.hrctotc@n t HRUPSB ,4r'it.,attod)

StaSe 1 (Central Officel: Total 6 days 4 hours 45 lninut.s

The BLGF Central HRMPSB tor Local Treasurers underlakes final deliberalions on lhe proposed appointments of
local trcasurers.

Receive mailed or personally
delivered documents from the
Regional Office; classify and attach
CCS, affix barcode; and deliver the
physical documents to the ADMIN
Records Officer. (Refet to Receipt
of I ncoming Communical ions
Process).

None Cenlral Records Officer

Record rer€ipt of documents in the
logbook; endorse documents to
Action Officer.

None 30 minutes ADMIN Records Officer

Stage 2: S.cond Lovol (Final
Dsllberrtlon) Pioca8s

Check complete documentary
requiremenls and validate
evaluation made by Regional
HRMPSB:

lf compliant with the requirements,
sign lhe Compliancg Evaluation of
Roq u ira m e nt s lor Ap poi nt menl
(F,,ist L6ve, Process) and
countersign the BLGF
Coh paralive M atrix Eval uat ion -
Local heasury Appointmenl.
lf deficiencies are noted, prepare

lhe Notitication of Deftciency to RO

None 2 days Administrative Ofucer/HRMO

Review and sign the Complhrce
Evalualion of Requitements for
Appoinlment (Fist Level Prccess)
and countersign the BLGF
CompaativeMatix Evaluation -
Local Trcasury Appoinlment; q
approve the Notmcation of
D€ficiency 1o RO.

None 2 days
BLGF Central HRMPSB
Secaetary

Receive Notification of D€ticiency
and re.submil d@uments

Sot]d 
^ldifrcatio.l 

ot Deficiency to
LGU, cqy tumishsd the Regional
OffiG

1 day
C.enlml Racods Ofricct
(Releasing)

Prepare Notice of HRMPSB
Creliberation and enlisl all LGUS

with compliant requirements in lhe
agenda.

None 'l day Cenlral HRMPSB Secretariat

Conduct Central HRMPSB
Deliberation; and prepare and sign
the HRMPSB Resolution.

None 7 days
Central HRMPSB for Local
Treasurers

Prepare communicalion to the
Regional Ofllce to inform ofthe
resulls of the deliberation and
require the concemed
recommendee to submit all second
Level Basic Documenlary
Requiremenls for Appointment of
Local TreasureG and Assistant
Local Treasurers.

None 1 day Administrative Officer/HRMO

Review and counte6ign
communie on. None t hour Chief , Administralive Division

Record and release letter to AFMS
Directoa. 20 minutes ADMIN Records Ot icer

2 hours

None



Review and countersign
communication. None 2 hours AFMS Director

Record and release letter lo DED
for Administ"ation None AFMS Administrative Assistant

Review and apprcve
communi€lion. None DED for Adminaslration

Record and release letter to Central
Records. None 20 minules DED Administrative Assislant

Release communication to R€ional
Office lhru mail, emailor couder. None

Receive mailed or personally
delivered documents. For personal
delivery, check compleleness of
documents and acknowledge
receipt. Classify. atlach barcode
and CCS, record in the loqbook and
i2MS Route documents lo Regional
Dkector.

None 35 minutes Records Officer (Regional Office)

lndicate directive/notalion and
route lo Adminislaelive
Officer/HRMO.

None Regional Direclor

Prepare communication to the LGU
informing ofthe results of lhe
deliberation and require the
concemed aecommendee to Submit
all Secord Level Easic
Documentary Req uiremenls tor
Apryinlmenl of Local Trcasurcrc
and Assislart Loca, Ireasurers.

None t hout Administrative Ofilcer/HRMO

Review and approve the
communication. None 30 minutes Regional Oirector

Receive communicalion and comply
with the submission of requirements

Transmit to Central HR[.4PSB lhe
Regional Directo/s indorsemenl
with the HRMPSB Resolution, and
all supporting documents (by mail,
email, courier, piCk up).

Nono 2 days Records Ofllcer (Regional Oftice)

StaS€ 2: Toial 17 day.3 hou65 minut t

Stage 3: Pr+.issuanco o,
Appointment P.pers

Tho ELGF Central Office prepares the appointnent pape6 with the docket of all suppotting documents, c€rtilies
the publlcation and the evalsatlon und€.laken by the HRMPSB fo. Local Treasurers.

Submit all Secord Level Basic
Documentary R€quirements foa
Appointment ot Local Treasurers
and Assistanl Local Treasure6 to
BLGF Central Office

Receive ftailed or personally
delivered documents lrom lhe
Regional Office; classi, and attach
CCS, affix barcode; and deliver lhe
physical documents to the ADMIN
Records Officer.

2 hours Central Records Ofllcer

Receive and record documenls an

the logbook; endorse documents to
Action Officer.

30 minutes ADMIN Records Ofllcer

Check and valadate submitted
documentary requirements:

lf compliant with requirements,
accomplish the Cornpliarce
Evaluation of Reguiremenls fot
Appointmgnt (Socond Lovel
Process) and prcpare Appointment
papors ancl Memo@ndun fot the
Socrotary ot Finance. with all
suppoding documents submidad by
lhe proposed appoinleo.
lf non+ompliant with rcquiements
d deilciencies are nded, prcgare
lhe Ndificalion ol Deficbncy lo
LGU, copy lumished tle RO .

None 2 days Administrative Offi cer/HRMO

20 minutes

2 hours

2 days Central Records Officer

30 minutes

Procood lo Slage 3

None

None



Chief Administrative OfllcerReview and sign the Coapliarco
Evalualion ol Requircmenls fq
Awoihlmenl (Socond Level
Process) and prepare Appointment
PaPelS and Memorandum for the
Secretary of Finance, with all
supporling documents subrnitted by
the proposed appointee; or
approv€ the Notification of
Oeficiency to LGU-

None 4 hours

Record and release the Notice of
Oeficiency to Central Records

None 30 minutes AoMIN Records Officer

Receave Notification of Dericiency
and resubmit requirements

Send Nolilication of Deficien.y to
LGU. copy fumished the Regional
Office by mail, email, courier or pick

None 1 day Central Records Oflicer
(Releasing)

Record and release Appointment
papers with the memorandum to
AFIVS Director

None 20 minutes ADlvllN Records Offlcer

AFMS Direclor
Review and sign/countersign
Appointment papers and
Memorandum.

4 hours

AFMS Administrative Assistant
Record and releas€ documents to
DED for Administration None 20 minutes

DED for Administration
Review and sagn/countersign
Appointment papers and
Memorandum.

None 4 hours

DED Administrative Assislant
Record and release documents to
Ofllce of the Executive Director. None

Receive and record documents and
kansmil to designated reviewer. 30 minutes OED Records Ofllcer

OED StaffNone

Executive Director
Review and sign Appointment
pape6 and Memo6ndum- None 2 days

OED Staff
Affix date and clear for release lo
Administrative Omcer/HRMO None 15 minutes

OED Records Officer

Record signed document, assign
number and afllx hologram, and
transmit lo Administralive
Ofiicer/HRMO.

None 30 minutes

15 minutes Administrative Oflicer/HRMO
Final check on lhe completeness of
the appointment and supporting
documents.

None

ADMIN Records Oftlcer
Recod and release the
appointm€nt and supporling
documents lo Centlal Recods.

None 10 minutes

Central Records Oflicer

Record the appointment docket due
for release to the Otlice of the
Undersecretary (USEC), Revenue
Operations Group (ROG),
Deparlment of Finance (DOF).

None 30 minutes

Prqaod ?o Saago 1

Stage 3: Total 5 days 3 houB35 hinul.s

Receive Appointment papers with
complete suPporting documents. None DOF Central Records

None 5 days USEC- ROG
Receive and review Appointment
papers, and endorse to the
Secretary for approval.

None

20 minutes

None

Review Appointment papers and
memorandum 2 hours

Stags ,l: App.oval od Appolnhont
by tho Socrotary o( Fin.ncs

Tho proposed apxiotrnenl BEossed by BLGF B ondorssd to the ofice of lho S€cralary of Finartce ttuough the
UndorsecEtary, Rev€nue Operathns Gtoup, for app.oval. The apptoved appoinullent ls 6ndors€d to fle BLGF
C€nlral Olfice fo.llansBital to tho appolntoo th,ough lhe BLGF R€glonsl Ofice, cog tumished tha tocal Chitt
Ersutive. This B the last stagB fcr th€ lssuanc€ of lh€ appolnhent and thg appcinteo can afg8dy assrrme the
posllhn.

2 hours



Receive and approve Appointment
papers. None 5 days osEc

BLGF Central Records Staff

Administrative Oftlcer/HRMO

Chief Administrative Officer

ADMIN Records Ofilcer

Record receipl of approved
Appointment and route to
Admnistralive Offi cer/HRMO

None 15 minutes

Prepare transmittal to:

a. CSC: Appcintnenl Trcnsmittal
aN Aclion Fon (with docket of
appointment)

b. Appoinlee: Memorundun lo the
Regional Dircctot and trcnsmiltal
letter to the appointee with a copy
ot the apyoved appoinlmenl, copy
tumished the LCE.

None 1 day

Review and sign CSC transmittal;
and countersign memoaandum and
transmittal to appointee.

2 hours

Record and release transmillal
documents to Ceniral Records (for
CSC) and to AFMS Direclor (for
appointee).

None 30 minutes

Fu CSC lran$rnillal :

Recod and deliver documenls to
CSC Field Office/Regional Oflice. None

30 minutes (CSC-FO)
4 hou6 (CSC-RO)

Central Records Staff

For transmittal to lhe Appointee:
Review and countersign transmittal
documenls.

None AFMS Director

Record and release documents lo
DED for Administration. None 20 minutes AFMS Administrative Assistant

Revieir and sign transmittal
documents. None 2 hours DED for Administraton

Record and release documenls to
Cenlaal Records None 20 minutes DED Administrative Assistant

Record and release the transmittal
with complete attachments to
Regional Office by mail/courier/pick
up.

None 1 day Cenlral Records Officer

Receive mailed or personally

delivered documents. For personal

delivery, check completeness of
documenls and acknowledge
receipt. Classify, attach barcode
and CCS, record in the logbook and
i2MS Route documents to Regional
Oirector.

35 minutes Records Officer (Regional Ofllce)

lndicate directive/nolation and
route to Administrativ€
Oflicer/HRMO.

None I hour Regional Darector

Prepare communication lo the LGU
transmitting the approved
appointment with the instruction
that the treasurcr can already
assume the position.

None 2 hours Administrative Ofllcer/HRMO

Revie{ and approve the
communication- None t hour Regional Director

Receive approved appointmenl and
acknowledge receipt, take oath of
office and assume the positaoni

submit duly acknowledged
appointment, oath of office and
assunption to CSC BSP Field ofiice,
copy fumished the ELGF co and
RO.

Transmit to the Lcu/appointee the
copy of the approved appointment
(by mail, email, couri6r, pick up).

None 1 day Records Officer (Regional Offi ce)

End of Prccess on the lssuanca of Appol unent by the Seqetary ol Flnance

StaSe 4: Totrl

None

2 hours

None

14 d.Ys 5 hou6 30 mlnut.s



Stage 5: Attestatlon by the Civil
Seryice Comml3sion

Pick up attested documents from
CSC Field OfRce/NCR None

30 minutes (CSC-FO)
4 hours (CSC"RO)

Record receipt of the attested
appointment from CSC and route to
Administrative Officer/HRMO

None

None

Prepare Memorandum to the
Regional Director and transmittal
letter to the appointee with a copy
of the Csc-attested appointrnent,
copy fumished the LCE.

2 hours Chief Administrative Officer

Review and sign CSC transmittal;
and countersign memorandum and
transmittal to appointee.

None

ADMIN Records Officer
Record and roule lransmittal
documents to AFMS Director 20 minules

AFMS Director
Review and countersagn

lransmittal documents. 2 hours

20 minules AFMS Administrative Assistant
Record and release documents to
DED lor Administration. None

DED for Administration
Review and counlersign transmitlal
documenls None 2 hours

DED Administrative AssistantNone
Record and releagg documenls to
OED,

OED Records Officer
Receive and record documents and
transmit to designated revielver. None 30 minules

OED StaffNoneReview transmitlal documents.

None 2 days Executive Director
Review and sign kansmittal
documents.

15 minutes OED Slafi
Atlix date and clear for release to
Administrative Ofllcer/HRMO

None 30 minutes OED Records Officer

Record signed document, assign
number and afllx hologram, and
lransmit to Administrative
Ofticer/HRMO

20 minutes Administrative Ofllcer/HRMO
Final check on the completeness of
the transmi(al documents. None

ADMIN Records Officer
Record and release the
appointment and supPorting
documents to Central Records

None 20 minutes

'l day Cenlral Records Officer

Record and release the transmittal
ttith complele attachments to
Regional Offic€ by mail/courier/pick
up.

Records Officer (Regional Office)None 35 minules

Receive mailed or personally

delivered documents. For personal

delivery, check completeness of
documenls and acknowledge
receipl. Classify, attach barcode
and CCS, record in the logbook and
i2MS Route documents to Regional
Oirector.

Regional DirectorNone
lndicate directive/notation and
route to Administrative
Oflicer/HRMO.

Administrative Offi cer/HRMO

Prepare communication to the LGU
transmitting the approved
appointment with the instruction
thal the treasurer can akeady
assume lhe position.

None

The appointmgnl issued by the of Finance is by BLGF to the Sewice Commissron for
attestation. Ths attBted appdntmer ls endorsed by CSC to lhe BLGF tor transmittral to the appointee through thg
BLGF the Regional Offce coflcemsd. For disapproved appointrnerts. ths copy ol the appoinlment rnarked "D!
Pinegtibay' by the CSC shall be tory€rded to lhe propos€d appoint€e tor th9 filing ot a Motjon for Re@nsideration
as prescribed undgr the Revised Rules oo Administ ativ€ Case$ in the Civil SeNice (RRACCS).

Central Records Staff

Administrative Ofllcer V

Adminislrative Omcer/HRMO

Strtes 1 to 4: Tot.l 4l d.yi 6 houB 15 mhdlr

10 minules

4 hours

None

None

20 minutes

2 hours

None

30 minules

2 hours



-F

E

t hour Regional Diaector
lheapprove

commLrnication. None

of the approved appoantment
(by mail, email, courier, pick up).

lo the lhe

None 1 day Records Officer (Regional Office)

5: Total 6 days 3 hours 40 minutet

l to 5: Toral 5l days I hour 55 mlnut s

End of Proces3 on Csc-Attestod Appointmont


