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Mandate:

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

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

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

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 government 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

Vision:

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

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



IV. 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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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/Municipal 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 Government Code of 1991,

Office or Division: :'k

{Bureau of Local Government Finance

Classification: 1Multi-stage system

Type of Transaction: * 1G2G

Local Government Units

Who may avail:

CHECKLIST OF R_EQUIREME?JTS:

NO. OF COPIES

' WHERE TO SECURE

First Level Basic Documentary Requirements (Stage 1)

A. Requirements from the Individual Recommendes

1. Personal Data Sheet (PDS) - CSC Form No. 212, with the following:

3 Originals®

Form downloadable from csc.gov.ph

1.1 Service Record

3 Originals

Form downloadable from csc.gov.ph

1.2 Work Experience Sheel

3 Originals

Form downloadable from csc.gov.ph

1.3 Previous Office Order of Designation as Treasurer/Assistant Treasurer, if any

1 Certified Copy each

BLGF Regional Office! LGU Human Resource (HR) Office

1.4 Sworn Certificate of Employment (for private work experience) 1 Photocopy Previous employers of the recommendee
1.5 Latest Approved Appointment (if applicable} 1 Certified Copy LGU HR Office
1.6 Certificate of Residency " 1 Original Barangay Captain

2, Certificate/s of Eligibility

2.1 Civif Service Commission for CSP andfor BCLTE

2.2 Professional Regulation Commission (PRC)

1 Authenticated Capy
for each applicable
eligibility

CSC Regional Office

PRC

2.3 Bar Integrated Bar of the Philippines
3.Relevant Training Certificates® 1 Certified Copy each |LGU HR Office
4_Performance Rating for the last two (2) rating periods® 1 Certified Copy each |LGU HR Office

B. LGU Requirements

1. Recommendation Letter of Local Chief Executive, with the following: 1 Original* Office of the Local Chief Executive
1.1 Sworn Statement of Non-Prohibited Relationship 1 Original* Office of the Local Chief Executive
1.2 Certification of Availability of Funds ¥ 1 Original LGU Budget Office/Accounting Office
1.3 Approved Plantilla Schedule for the current year 1 Certified Copy LGU HR Office
1.4 Publication of Viacancy (not beyond 3 months ofd) and Posting, with Qualification

b ¥ (ot ey J v 1 Original LGU HR Office

Standards
1.5 Certificate of SPMS Compliance 1 Certified Copy CSC Field Office

1.6 If applicable, provide justification/certification for:

¢. Non-inclusion of Next-in-Rank Employees

b. Dearth of Applicants/inclusion of Applicants from Other LGUs

¢. Non-inclusion of Next-in-Rank Employses

1 Original for each
applicable case or
include in the
recommendation lelter

Office of the Local Chief Executive

1.7 Government Issued ID with Pholo and Signature of LCE

1 Certified Copy

Office of the Local Chief Executive

1.8 Compliance with Sec. 325 of Republic Act No. 7160 ™ ( for Assistant Treasurer

pasitions only)

1 Original

Office of the Local Chief Executive and LGU Accounting Office

* Original hand-signature required. Use of electronic or facsimile signature is prohibited.

1"l Certificate issued by the concerned Barangay Chairman and stating the candidate’s good moral character

! Maximum of 120nours for the last 5 years for PT/CT; and 40hours for the last 5 years for MT
Pl Reckoned from the date of recommendation of the LCE

¥l Certificate must state that the nominee is not within the 4th degree of affinity or consanguinity of the LCE

¥l Certificate issued by the concemed Local Accountant or Budget Officer stating the authorized salary rate, salary grade and item number of the position

"l The Qualifications Standards to be published and posted must follow Sec. 470 and 471 of Republic Act No. 7160

" Signed by hand by the LCE and Local Accountant stating that the filling up of the position complies with Sec. 325a of the LGC

BLGF Central HRMPSB Deliberation Documentary Requirements (Stage 2)

1. indorsement of the Regional Director 1 Original BLGF Regional Office
2. BLGF Regional HRMPSB Resolution 1 Original BLGF Regional Office
3. Comparative Matrix of Evaluation - Local Treasury Appointment 1 Original BLGF Regional Cffice
4, Compliance Evaluation of Requirements for Appointment (First Level) 1 Original BLGF Regional Office

Note: With all supporting documents submitted by the LGU/Recommendees

Second Level Basic Documentary Requirements (Stage 3)




1. Transcript of Records (except for recommendees who are already regularly
appointed Local Treasurer/Assistant Local Treasurer)

1 Authenticated Copy
for each academic

University or College where the recommendee graduated

degree
2. Latest Sworn Statement of Assets, Liabilities, and Net Worth (SALN) 1 Original LGU HR Office
3. Medical Certificate - Latest CSC Form No. 211 1 Original Government Physician
4. Valid Clearances and Certificate/s of No Pending Case (if with pending casels,
provide Case Summarylies):
4.1 National Bureau of Investigation (NB/) 1 Original NBI
4.2 Civil Service Commission (CSC) 1 Original CSC
4.3 Ombudsman 1 Original Office of the Ombudsman
4.4 BLGF (only for recommendees who are already appointed LT/ALT 1 Original BLGF Central and Regional Offices
4.5 LGU or NGA [only for recommendees who are appointed government personnel) 1 Original Office of the Local Chief Executive

4. Marriage Certificate (for married female only)

1 Certified Copy

Philippine Statistics Authority (PSA}

5. Acceptance of Lower Salary (if applicable) 1 Original by the Recommendee

Issuance of Appointment (Stage 4)

1. Memorandum for the Secretary of Finance for the Issuance of Appointment 1 Original BLGF Central Office

2. Appointment Papers (CSC Form No. 33-A, Revised 2018) 3 Original BLGF Central Office

3. BLGF Central HRMPSB Resolution 1 Original BLGF Central Office

4. Validated Comparative Matrix of Evaluation - Local Treasury Appointment 1 Criginal BLGF Central Office

5. Compliance Evaluation of Requirements for Appointment (Second Level Process) 1 Original BLGF Central Office

Note: With all supporting documents submitted by the LGU/Proposed Appointee

CSC Attestation of Approved Appointment (Stage 5)

1. Appointment Transmittal and Action Form (CSC Form 1, Revised 2017) 1 Original Form downloadable from csc.gov.ph
CLIENT STEPS AGENCY ACTION FEESTOBE | PROCESSING TIME | PERSON RESPONSIBLE

PAID

Stage 1: First Level (Initial Screening) Process

For LGUs outside NCR

The BLGF Regional HRMPSB for Local Treasurers pre-evaluates the recommendees of the Local Chief
Executive for the appointment of a local freasurer.

Submit letter of recommendation of
the Local Chief Executive with
complete supporting documents to
the concerned BLGF Regional
Office

Receive mailed or personally
delivered documents. For personal
delivery, check completeness of
documents and acknowledge
receipt. Classify, attach barcode
and CCS, record in the logbook and
i2ZMS Route documents to Regional
Director.

None

35 minutes

Records Officer

Indicate directive/notation and
route to Administrative
OfficerfHRMO.

None

30 minutes

Regional Director

If compliant with requirements,
prepare and sign the Compliance
Evaluation of Requirments for
Appointment (First Level); prepare
and countersign the BLGF
Comparative Matrix of Evaluation -
Local Treasury Appointment;
prepare Notice of Interview; and
endorse evaluation to the Central
HRMPSB Secretary. If deficiencies
are noted in the submitted
documents, prepare Notification of
Deficiency/ies to LGU.

None

1 day

Administrative Officer/HRMO

Approve the Notification of
Deficiency in Documentary
Requirements

None

1 hour

Regional Director

Receive Notification of Deficiency
and re-submit required decuments.

Send Notification of Deficiency/ies
to LGU, if deficiencies are noted on
submitted documents.

None

1 hour Records Officer




If with compliant requirements,
conduct interview of
recommendees on a scheduled
date and convene the HRMPSB to
deliberate on the qualifications and
ranking of recommendees; prepare
and approve the BLGF
Comparative Malrix of Evaluation -
Local Treasury Appointment 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 Office)

Proceed to Stage z

Stage 1 (Regional Office): Total J

6 days 1 hour 5 minutes

For NCR LGUs, submit to BLGF
Central Office

The BLGF Central HRMPSB for Local Treasurers Secretariat evaluates the recommendees of the Local Chief

Executive for the appointment of a local treasurer in NCR.

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

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

None

15 minutes

Central Records Officer
(Receiving)

Record documents, assign
barcode, and endorse 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

Evaluate the qualifications of each
recommendee. If compliant with
requirements, prepare and sign the
Compliance Evaluation of
Requirements for Appointment
(First Level) ; prepare the BLGF
Comparative Matrix of Evaluation -
Local Treasury Appointment ; send
Notice of Interview. If deficiencies
are noted in the submitted
documents, prepare Notification of
Deficiencylies to LGU.

None

3 days

Administrative Officer/HRMO

Approve the Notification of
Deficiency in Documentary
Requirements

None

1 day

BLGF Central HRMPSB
Secretary

Record the approved Notification of
Deficiency and endorse fo Records
Section

None

2 hours

ADMIN Records Officer

Receives Notification of Deficiency
and re-submit documents

Release Notification of Deficiency
through mail, email or courier.

None

1 day

Central Records Officer
(Releasing)

Conduct interview of
recommendees, on a scheduled
date prior to HRMPSB deliberation.

None

1 day

Executive Director

Update and countersign the BLGF
Comparative Matrix of Evaluation -
Local Treasury Appointment; and
endorse all evaluation documents
to the Central HRMPSB Secretary.

None

1 day

Administrative Officer/HRMO




Review and sign the Compliance
Evaluation of Requirements for
Appointment (First Level) and the
BLGF Comparative Matrix of Néhe 1 day BLGF Central HRMPSB
Evaluation -Local Treasury Secretary

Appointment, and send Notice of

HRMPSB deliberation and agenda.

Proceed to Stage 2 (Conduct of Central HRMPSB Deliberation)

Stage 1 (Central Office): Total 6 days 4 hours 45 minutes

Stage 2: Second Level (Final
Deliberation) Process

The BLGF Central HRMPSB for Local Treasurers undertakes final deliberations on the proposed appointments of
local treasurers.

Receive mailed or personally
delivered documents from the
Regional Office; classify and attach
CCS, affix barcode; and deliver the
physical documents to the ADMIN None 2 hours Central Records Officer
Records Officer. (Refer fo Receipt
of Incoming Communications
Process).

Record receipt of documents in the

logbook; endorse documents to None 30 minutes ADMIN Records Officer
Action Officer.

Check complete documentary
requirements and validate
evaluation made by Regional
HRMPSB:

If compliant with the requirements,
sign the Compliance Evaluation of
Requirements for Appointment
(First Level Process} and None 2 days Administrative Officer/HRMO
countersign the BLGF
ComparativeMatrix Evaluation -
Local Treasury Appointment.

If deficiencies are noted, prepare
the Notification of Deficiency to RO.

Review and sign the Compliance
Evaluation of Requirements for
Appointment (First Level Process)
and countersign the BLGF BLGF Central HRMPSB
ComparativeMatrix Evaluation - None 2 days Secretary

Local Treasury Appointment; or
approve the Notification of
Deficiency to RO.

Receive Notification of Deficiency
and re-submit documents

Send Notification of Deficiency fo

LGU, copy furnished the Regional None 1 day Ocnffsl Recards Cineer

Office (Releasing)

Prepare Notice of HRMPSB

Deliberation and enlist all LGUs )
with compliant requirements in the None 1 day Central HRMPSB Secretariat
agenda.

Conduct Central HRMPSB

Deliberation; and prepare and sign None 7 days Central HRMPSB for Local
the HRMPSB Resolution. Treasurers

Prepare communication to the
Regional Office to inform of the
results of the deliberation and
require the concerned
tecapimerdestc submil &l Srcond None 1 day Administrative Officer/HRMO
Level Basic Documentary
Requirements far Appointment of
Local Treasurers and Assistant
Local Treasurers.

Review and countersign

communication. None 1 hour Chief, Administrative Division

Record and release letter to AFMS )
Director. None 20 minutes ADMIN Records Officer




Review and countersign
communication.

None

2 hours

AFMS Director

Record and release letter to DED
for Administration

None

20 minutes

AFMS Administrative Assistant

Review and approve
communication.

None

2 hours

DED for Administration

Record and release letter to Central
Records.

None

20 minutes

DED Administrative Assistant

Release communication to Regional
Office thru mail, email or courier.

None

2 days

Central Records Officer

Receive mailed or personally
delivered documents. For personal
delivery, check completeness of
documents and acknowledge
receipt. Classify, attach barcode
and CCS, record in the logbook and
i2ZMS Route documents to Regional
Director.

None

35 minutes

Records Officer (Regional Office)

Indicate directive/notation and
route to Administrative
Officer/HRMO.

None

30 minutes

Regional Director

Prepare communication to the LGU
informing of the resulis of the
deliberation and require the
concerned recommendee to submit
all Second Level Basic
Documentary Requirements for
Appointment of Local Treasurers
and Assistant Local Treasurers.

None

1 hour

Administrative OfficerfHRMO

Review and approve the
communication.

None

30 minutes

Regional Director

Receive communication and comply
with the submission of requirements

Transmit to Central HRMPSB the
Regional Director's indorsement
with the HRMPSB Resolution, and
all supporting documents (by mail,
email, courier, pick up).

None

2 days

Records Officer (Regional Office)

Proceed to Stage 3

Stage 2: Total

17 days 3 hours 5 minutes

Stage 3: Pre-issuance of
Appointment Papers

The BLGF Central Office prepares the appointment papers with the docket of all supporting documents, certifies
the publication and the evaluation undertaken by the HRMPSB for Local Treasurers.

Submit all Second Level Basic
Documentary Requirements for
Appointment of Local Treasurers
and Assistant Local Treasurers to
BLGF Central Office

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.

None

2 hours

Central Records Officer

Receive and record documents in
the logbook; endorse documents to
Action Officer.

None

30 minutes

ADMIN Records Officer

Check and validate submitted
documentary requirements:

If compliant with requirements,
accomplish the Compliance
Evaluation of Requirements for
Appointment (Second Level
Process) and prepare Appointment
papers and Memorandum for the
Secretary of Finance, with all
Supporting documents submitted by
the proposed appointee.

If non-compliant with requirements
or deifciencies are noted, prepare
the Notification of Deficiency to
LGU, copy furnished the RO .

None

2 days

Administrative Officer/HRMO




Review and sign the Compliance
Evaluation of Requirements for
Appointment (Second Level
Process) and prepare Appointment
papers and Memorandum for the
Secretary of Finance, with all
supporting documents submitted by
the proposed appointee; or
approve the Notification of
Deficiency to LGU.

None 4 hours

Chief Administrative Officer

Record and release the Notice of
Deficiency to Central Records

None 30 minutes

ADMIN Records Officer

Receive Notification of Deficiency
and resubmit requirements

Send Notification of Deficiency to
LGU, copy furnished the Regional
Office by mail, email, courier or pick

None 1 day

Central Records Officer
(Releasing)

Record and release Appointment
papers with the memorandum to
AFMS Director

None 20 minutes

ADMIN Records Officer

Review and sign/countersign
Appointment papers and
Memorandum.

None 4 hours

AFMS Director

Record and release documents to
DED for Administration

None 20 minutes

AFMS Administrative Assistant

Review and sign/countersign
Appointment papers and
Memorandum.

None 4 hours

DED for Administration

Record and release documents to
Office of the Executive Director.

None 20 minutes

DED Administrative Assistant

Receive and record documents and
transmit to designated reviewer.

None 30 minutes

OED Records Officer

Review Appointment papers and
memorandum

None 2 hours

OED Staff

Review and sign Appointment
papers and Memorandum.

None 2 days

Executive Director

Affix date and clear for release to
Administrative Office/HRMO

None 15 minutes

OED Staff

Record signed document, assign
number and affix hologram, and
fransmit to Administrative
Officer/HRMO.

None 30 minutes

OED Records Officer

Final check on the completeness of
the appointment and supporting
documents.

None 15 minutes

Administrative Officer/HRMO

Record and release the
appointment and supporting
documents to Central Records.

None 10 minutes

ADMIN Records Officer

Record the appointment docket due
for release to the Office of the
Undersecretary (USEC), Revenue
Operations Group (ROG),
Department of Finance (DOF).

None 30 minutes

Central Records Officer

Proceed to Stage 4 '

Stage 3: Total

6 days 3 hours 35 minutes

Stage 4: Approval of Appointment
by the Secretary of Finance

The propased appointment processed by BLGF is endorsed to the Office of the Secretary of Finance through the
Undersecretary, Revenue Operations Group, for approval. The approved appointment is endorsed to the BLGF
Central Office for transmittal fo the appeintee through the BLGF Regional Office, copy furnished the Local Chief
Executive. This is the last stage for the issuance of the appointment and the appointee can aiready assume the

position.

Receive Appecintment papers with
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 Appointment
papers.

None

5 days

OSEC

Record receipt of approved
Appointment and route to
Admnistrative Officer/fHRMO.

None

15 minutes

BLGF Central Records Staff

Prepare transmittal to:

a. CSC: Appointment Transmittal
and Action Form (with docket of
appointment)

b. Appointee: Memorandum to the
Regional Director and transmittal
letter to the appointee with a copy
of the approved appointment, copy
furnished the LCE.

None

1 day

Administrative Officer/HRMO

Review and sign CSC transmittal;
and countersign memorandum and
transmittal to appointee.

None

2 hours

Chief Administrative Officer

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

None

30 minutes

ADMIN Records Officer

For CSC fransmittal:
Record and deliver documents to
CSC Field Office/Regional Office.

None

30 minutes (CSC-FO)

4 hours (CSC-R0O)

Central Records Staff

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

None

2 hours

AFMS Director

Record and release documents to
DED for Administration.

None

20 minutes

AFMS Administrative Assistant

Review and sign transmittal
documents.

MNone

2 hours

DED for Administration

Record and release documents fo
Central 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

Central Records Officer

Receive mailed or personally
delivered documents. For personal
delivery, check completeness of
documents and acknowledge
receipt. Classify, attach barcode
and CCS, record in the logbook and
i2ZMS Route documents to Regional
Director.

None

35 minutes

Records Officer (Regional Office)

Indicate directive/notation and
route to Administrative
Officer/HRMO.

None

1 hour

Regional Director

Prepare communication to the LGU
transmitting the approved
appointment with the instruction
that the freasurer can already
assume the position.

None

2 hours

Administrative Officer/HRMO

Review and approve the
communication.

None

1 hour

Regional Director

Receive approved appointment and
acknowledge receipt, take oath of
office and assume the position;
submit duly acknowledged
appointment, oath of office and
assunption to CSC BSP Field office,
copy furnished the BLGF CO and
RO.

Transmit to the LGU/appointee the
copy of the approved appointment
(by mail, email, courier, pick up).

None

1 day

Records Officer (Regional Office)

End of Process on

the Issuance of Appointment by the Secretary of Finance

Stage 4: Total

14 days 6 hours 30 minutes




Stages 1to 4; Total

- 44 days & hours 15 minutes

Stage 5: Attestation by the Civil
Service Commission

The appointment issued by the Secretary of Finance is forwarded by BLGF to the Civil Service Commissian for
attestation. The atiested appointment is endorsed by CSC to the BLGF for transmitial to the appointee through the
BLGF the Regional Office concerned. For disapproved appointments, the copy of the appointment marked "Di-
Pinagtibay” by the CSC shall be forwarded to the proposed appointee for the filing of a Motion for Reconsideration
as prescribed under the Revised Rules an Administrative Cases in the Civil Service (RRACCS).

Pick up attested documents from
CSC Field Office/NCR

None

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

Central Records Staff

Record receipt of the attested
appointment from CSC and route to
Administrative Officer/HRMO

None

10 minutes

Administrative Officer V

Prepare Memorandum to the
Regional Director and transmittal
letter to the appointee with a copy
of the CSC-attested appointment,
copy furnished the LCE.

None

4 hours

Administrative Officer/HRMO

Review and sign CSC transmittal;
and countersign memorandum and
transmittal to appointee.

None

2 hours

Chief Administrative Officer

Record and route transmittal
documents to AFMS Director.

None

20 minutes

ADMIN Records Officer

Review and countersign
transmittal documents.

None

2 hours

AFMS Director

Record and release documents to
DED for Administration.

None

20 minutes

AFMS Administrative Assistant

Review and countersign transmittal
documents.

None

2 hours

DED for Administration

Record and release documents to
OED.

None

20 minutes

DED Administrative Assistant

Receive and record documents and
transmit to designated reviewer.

None

30 minutes

OED Records Officer

Review transmittal documents.

None

2 hours

OED Staff

Review and sign transmittal
documents.

None

2 days

Executive Director

Affix date and clear for release to
Administrative Officer/HRMO

15 minutes

OED Staff

Record signed document, assign
number and affix hologram, and
transmit to Administrative
Officer/HRMO.

None

30 minutes

OED Records Officer

Final check on the completeness of
the transmittal documents.

None

20 minutes

Administrative Officer/HRMO

Record and release the
appointment and supporting
documents to Central Records

None

20 minutes

ADMIN Records Officer

Record and release the transmittal
with complete attachments to
Regional Office by mail/courier/pick

up.

None

1 day

Central Records Officer

Receive mailed or personally
delivered documents. For personal
delivery, check completeness of
documents and acknowledge
receipt. Classify, attach barcode
and CCS, record in the logbook and
i2MS Route documents to Regional
Director.

None

35 minutes

Records Officer {(Regional Office)

Indicate directive/notation and
route to Administrative
Officer/HRMO.

None

30 minutes

Regicnal Director

Prepare communication to the LGU
transmitting the approved
appointment with the instruction
that the treasurer can already
assume the position.

None

2 hours

Administrative Officer/HRMO




Review and approve the

communication. None 1 hour Regional Director
Transmit to the LGU/appointee the
copy of the approved appointment
(by mail, email, courier, pick up).
None 1 day Records Officer (Regional Office)

End of Process on CS(._‘.TA_t_tes:tgd Appointment

Stage 5: Total

6 days 3 hours 40 minutes

Stages 1 to 5: Total

51 days 1 hour 55 minutes




1. Receipt of Incoming Documents

This covers the receipt of incoming documents from external clients.
Office or Division: - | AFMS/Administrative Division (Records Section)
Classification: =~ |Simple

Type of Transaction: . |G2B,G2C,G2G

‘|ALL (e.g. Government Agencies, LGUs, Taxpayers, Corporations, General Public)

Who may avail: |

T CHECKLISTOF REQUIREMENTS |  WHERETOSECURE

Documenis/Letter for submission
‘CLIENT STEPS .~ AGENCY ACTION ~ | FEESTO | PROCESSINGTIME | PERSON
.. | RESPONSIBLE |

BEPAD |

Submit the documents _and | Walk-in/Personal Delivery -Verify pertinent details
receive the stamped receiving |such as signature of the sender and name of the

15 min min Aide Il

copy of the documents. addressee, stamped received the receiving copy and none i A Alde

returned to the client

Proceed to Recording/Barcoding
Send thru email E-mail -Monitor incoming e-mails, Acknowledge 20 mins

receipt of e-mail, print the documents /letter and E- mails received 4:00

submit to the Administrative Aide 11. All official emails PM onwards and Sat.

should be sent to records@blgf.gov.ph : and Sun. will be

none acknowledged and Admin Officer V

submitted to AA |l on
the following working
day.

Proceed to Recording/Barcoding

Send thru Mail/ Post Office- Pick up and receive the

Courier parcels/envelopes from the post office by affixing
signature to the delivery receipt. Endorse documents none 15 minutes Admin Aide Il
to Admin Aide Il (Records Receiving Officer). Pick up
from Post Office at 9:00 AM daily.

Proceed to Recerding/Barcoding

Courier - Receive the parcels/envelopes from the
Courier by affixing signature to the delivery receipt none 15 mins Admin Aide Il

Recording/Barcoding: Opens envelope, attach

CCS affix barcode and classify the documents
received

Encode details in the Document and Archiving System
(DMAS)

Print list of Incoming Documents

none 30 mins Admin Aide Il

Deliver the physical documents to the Office of the
Executive Director or concerned recipient/s, except for
the following:

Appointments and designation: to (Administrative
Division)

LGU application for CNDSC/BC: to LDMED

1 hour 10 minutes
7:00 -9:00 AM (9:30
A M-delivery)
9:01:11:00 AM
( 11:30 A.M delivery)
11:01 AM-1:00 PM
1:30 PM delivery 1:01-
3:00 PM (3:30
PM delivery)

3:01 PM onwards
(8:00 AM next working
day )

TOTAL: 2 hours

none Admin Aide Il




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

Office 'or Division:

AFMS/Administrative Division (Records Section)

Classification: -

Simple

Type of Transaction

G2B,G2C,G2G

Who may avail:

“{ ALL (e.g. Government Agencies, LGUs, Taxpayers, Corporations, General Public)

~ CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Identification Card,

Person authorized to receive

Authorization letter with photocopy of 1D with signature Recipient
“'CLIENT STEPS AGENCY ACTION .FEESTO | ': PROCESSINGTIME | = | N
: : BEPAID | .. . e RESPONSIBLE
Upon receipt of documents for release from the Necne
concerned BLGF division/unit, record documents
received in the logbook, check completeness of the
attachments; segregate Original copies from Duplicate. 20 mins Admin Officer V
QOriginal - for release; Duplicate- for archiving .
Release documents thru:
Client informs the Nene
Customer Assistance
Desk to pick-up
documents, then
proceed to Records
Section.
Acknowledge receipt Pick -up - Verify Identification, aL.Jthorization if the receiver is 20 mins. Admin Qfﬂcer I/
of the document/s not the requesting party . Recipient
requested by affixing
his/her signature over
printed name on the
receiving copy and
indicate the date of
receipt.
Receive documents None
from Post Office Post Office- Address the envelope and enclose the documents. 4 hours
y i : ; 7:00-10:00 -
For bulk mails, prepare list of outgoing mails, paste the stamp X
) ) . . delivery 11: 00 A.M 5 ;
issued by the post office to each mail which corresponds as its 11:01 -3:00 PM Admin Officer I/Admin
i i o Aide 1l
regl;try nur‘nb‘eT.l The pCfSt F)fﬁce personnel sha”_acknowedge delivery 4:00 PM 1ae
receipt, affix initial and indicate the date of receipt. In case of 3:01 PM onwards
single mail, the post office will issue Registry Receipt Number. next day 9:00 AM
Receive documents None
from Courier Couriar:
Indicate the address of the recipient in the sticker and attach to
the envelope with the same address. Courier acknowledge
receipt of mails by issuing a receipt for each mail.
. dmin O i
2 days 7 hours 40 minutes Admin fﬁcer v
Aide Il
Note: Sending to the Regional Offices of hard copies of
documents: twice a week. Other recipients- Daily at 3:00
PM; Documents received from 3:01 PM onwards are released
to courier the next day.
Acknowledge receipt None 4 holurs
of delivered/picked-up 7:00 -10:00 -
documents ; :
. . . delivery 11: 00 A.M
by affixing signature to | Delivery - DOF- Acknowledge receipt by affixing 11:0r1y -3:00 PM

the receiving copy

signature to the BLGF receiving copy

delivery 4:.00 PM
3.01 PM onwards - next day
9:00 AM

Admin Officer /Admin

Aida 1l




Acknowledge receipt
of delivered/picked-up
documents

by affixing signature to
the receiving copy

Delivery - NCR Receiving Officer acknowledge receipt
by affixing signature to the BLGF receiving copy

None

1 day
7:.00 A. M -12:00 PM
delivery 1:00 PM
12:01 -5:00 PM
delivery- Next day 1:00 PM

[all¥i-Ni]

Acknowledge receipt
of emailed documents.

E-mail document/letter to the sender

None

2.5 hours
7:00 -9:00 AM (9:30 A.M-
email) 9:01:11:00
AM (11:30 AM-
email)
11:01 AM-1:00 PM 1:30
PM -email1:01- 3:00 PM
(3:30 PM email)
3:01 PM onwards (8:00 AM
next working day )

Admin Officer V

TOTAL:

Maximum of 3 days




ARTASS

1. Receipt of Freedom of Information Request
This procedure implements Sec. 8 and 16 of E.O 2 which covers the access and disclosure and timely release of data,
information and records under the control and custody of the BLGF

Office or Division:

_ |AFMS/Administrative Division (Records Section)

Classification: -

|Simple

Type of Transaction:

[G2B.G2C.G2G

Who may avail:

ALL (e.g. Government Agencies, LGUs, Taxpayers, Corporations, General Public)

CHECKLIST OF REQUIREMENTS..

WHERE TG SECURE

Valid ID

Client
FOI Request Form Records Section
" CLIENTSTEPS AGENCY ACTION FEES TO [ PROCESSING PERSON
e S BE PAID | TIME . RESPONSIBLE
Siibmiitaihe Recoos Sacfionthe| e ceonplished Ol request Form, Encede I the DMAS . Admin Aide Ilf FOI
and attached CCS  and forwards to the FOI Receiving Officer none 20 mins o
FOI Request Form (FRO) Receiving Officer
Acknowledge receipt by affixing signature to the list of Incoming
Documents. - FOI Receiving Officer
Verify proof of identification and evaluate the request. In case of none 0 mins (FRO)
invalid request inform the requestor as to the reason
For valid request retrieve the information requested and forwards
to the Decision Maker . In case information requested is not none 2 days FRO
available inform the requestar
Reviews and approvefdenies the request. none 30 mins Decision Maker
Prepare transmittal letter of action taken for signature of the
Decision Maker none 20 mins FOI Receiving Officer
Received documents depending 8
on the preffered mode of reply Release document/s thru preferred mode of reply none 4 hrs. FOI Receiving Officer
TOTAL: 2days 5 hrs. 30
mins
Ledge the request thru e-FOI Accepts eFOIl request. Request lodged 4:00 PM onwards and Sat . o
portal and Sun will be accepted on the next working day. Do Dinin FOlHeseiving Officer
Verify proof of identification and evaluate the request. In case of
invalid request, inform the requestor as to the reason of denial nohie 20 mins FOI Receiving Officer
For valid request , forwards to the Decision Maker for review and
approval none 20 mins FOI Receiving Officer
Reviews and retrieve the information requested .
Decision Maker may request the assistance of the staff for for the
retrieval of the information requested
( In case of voluminous records the DM may request extension of
time to comply (maximum of seven days ) none 2 days Decision Maker
Decision Maker
Received documents depending Sand reply thru eFOI por’tc'_il - f(hru preferrgd T”°de of reply of the ( eFOI Portale-mail )
requestor . In case of clarification and denial inform the requestor none 4 hrs. s
on the preferred mode of reply FOI Receiving Officer
thru eFOI portal ; :
(Pick-up/Mail)
TOTAL: 2 days 5 hrs.




1. Request for Certified Copy of Records for Legal Purposes
This covers the issuance of Certified True Copies of records uder the control and custody of BLGF.

Office or Division::

AFMS/Administrative Division (Records Section)

Classification:

Simple

Type of Transactio

G2B,G2C,G2G

Who mé'y avail:

ALL (e.g. Government Agencies, LGUs, Taxpayers, Corporations, General Public)

" CHECKLIST OF REQUIREMENTS |

‘WHERE TO SECURE

Client

Documents/Letter indicating the purpose of the request.
Valid 1D Client
Authorization Letter (if the receiver is not the requesting party) Requestor
" CLIENT STEPS " AGENCY ACTION | "FEESTOBE | PROCESSINGTIME | ~ PERSON
PEREE = s fhes At Bl el PAID i o [ RESPONSIBLE
Send thru mail or submit  |Attach CCS and affix barcode
personally the request Encode details in the Document and Archiving System
indicating the purpose to  |({DMAS)
the Records Section . Forwards to OED
Personal delivery stamped received the receiving copy none 15 mins Admin Aide 11
and retumn to the client
Received from post office/courier if send thru mails
Acknowledge receipt if send thru emails
Acknowledge receipt by affixing signature to the list of . -
incoming documents none 5 mins. Receiving Officer- OED
Assigns and forwards to the Office/Division concerned none 20 mins QED
Acknowledge receipt by affixing signature to the logbook . Receiving Office -concemned
none 5 mins. b
Office/Division
Request Retrieval of Records none 5 mins. Action Officer
Retrieve Records none 2 days Admin Aide 1l
Photocopy the requested documents 30 mins Action Officer
Ty o
S}amp Certified True Copy/Photocopy from File” and affix — — Admin Officer V
signature
Prepare transmittal letter and forwards to the concemned
Division Chief for initial with the attached certified none 20 mins Action Officer
documents
Review, Approve and affix initial to the transmittal letter
and foerwards to the Office of the Service Director for none 30 mins Division Chief/ Receiving
review and approval Officer of concerned Division
Acknowledge receipt by affixing signature to the logbook Receiving Officer of
none 5 mins. concemned Office of the
Service Director
Review,Approve and affix initial to the transmittal letter
and forwards to the Office of the Executive Director for none 30 mins Service Director
review and approval
Acknowledge receipt by affixing signature to the logbook
none 5 mins. Receiving Officer -Office of
the Executive Director
Review and Approve and affix signature to the transmittal : Executive Director/Receiving
e none 30 mins :
letter and forwards to the Division concemed Officer
Acknowledge receipt by affixing signature to the logbook .
1 Receiving Officer of
none 5 mins. A
concemed Division
Forwards to the Records Section for release . -~ Receiving Officer of
none 5 concerned Division
Acknowledge receipt by affixing signature to the loghook - Records Section Admin
none 5 mins.
Officer 1
Acknowledge receipt of
delivered/picked-up
documents
by affixing signature to the
receiving copy or Release documents (See procedure Release of Outgoing i 4 hig

Receive documents from
post office in case
document sent thru post
office

Documents)

TOTAL:

2 days 7 hrs 55 mins.




Request for Authority to Purchase Community Tax Certificate

— Service'Name (CTC) Form from Bureau of Internal Revenue (BIR)

The BLGF issues Authority to Purchase Community Tax Certificate
form from the Bureau of Internal Revenue before an LGU can procure.
Service Information | Request for Authority to Purchase CTC must be accompanied by a
Purchase Order (PO) duly signed by the local treasurer, and shall acted
upon by the LGUOS Service Director or the LTOD Division Chief.

Office or Division: LGU Operations Service/Local Treasury Operations Division (LTOD)
Classification: G2G
Type of Transaction: Simple
Who may avail: | Local Government Units (LGUs)
‘CHECKLIST OF REQUIREMENTS v v ~___ WHERE TO SECURE
Purchase Order duly accomplished by the local LGU
treasurer
FEES TO | PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS BE PAID TIME RESPONSIBLE
Submits duly Receives, records and | None 15 minutes Administrative
accomplished request delivers request and Aide Il
for CTC and Purchase | purchase order
Order
Forwards the request | None 15 minutes Administrative
and purchase order to Aide Il
the LTOD
Records and validates | None 15 minutes Administrative
the purchase order. Aide/LTOO |
Verifies the

authenticity of the
signature of the local
treasurer by
comparing it with the
specimen signature on

file.

Prepares Authority fo | None 10 minutes Administrative
Purchase CTC from Aide/LTOO |

BIR

Forwards the draft None 5 minutes Administrative
Authority to Purchase Aide/LTOO |

CTC to Division Chief

Reviews Authority to None 15 minutes Division Chief
Purchase CTC from

BIR

Approves Authority to | None 15 minutes Director Il (Service
Purchase CTC from Director)

BIR

Forwards the None 5 minutes Director Il (Service
approved Authority to Director)

Purchase CTC to
LTOD records officer

Receives the None 5 minutes Administrative
approved Authority to Aide/LTOO |
Purchase CTC and




forwards to Central
Records officer for
release

Records the Authority | None 10 minutes Administrative
to Purchase CTC from Aide

BIR

Releases the Authority | None 20 minutes Administrative

to Purchase CTC from
BIR to client

Aide Il

TOTAL

2 hours and 10 minutes




# Service Name

Sale of Bid Documents

Service Information

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. Interested parties may purchase Bid Document
from the Procurement Unit.

Office or Division:

Administrative, Financial and Management Service (AFMS)/Administrative
Division — Procurement Unit

Classification:

G2C

Type of Transaction:

Simple

Who may avail:

Interested bidders

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Authorization in the form of Notarized

Authorization Letter or Special Power of Attorney | Client
from the owner/proprietor of the business
Company-issued ID card and any National Cli
: ient
Government-issued ID
FEES TO | PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS BE PAID TIME RESPONSIBLE
Submits written Receives request and | None 10 minutes Administrative
request, authorization authorization to Officer
to purchase Bid purchase Bid V/Administrative
Document and valid IDs | Document and valid Officer 11l —
IDs Procurement Unit
Verifies the identity of | None 5 minutes Administrative
the bearer of the Officer
documents V/Administrative
Officer 11l —
Procurement Unit
Prepares and issues None 5 minutes Administrative
Order of Payment Officer
V/Administrative
Officer Il —
Procurement Unit
Forwards the Order of | None 5 minutes Administrative
Payment to the client Officer
V/Administrative
Officer Il -
Procurement Unit
Receives Order of Reviews Order of None 5 minutes Cashier
Payment and proceeds | Payment '
{o the Cashier to
transact payment
Receives payment None 5 minutes Cashier
and issue Official
Receipt to the client
Receives Official Receives and records | None 5 minutes Administrative

Receipt and presents to

Procurement Unit

the Official Receipt
information

Officer
V/Administrative
Officer Il -
Procurement Unit




Administrative

Releases Bid None 5 minutes
Document to the Officer
Client V/Administrative
Officer 11l —
Procurement Unit
Receives Bid Document | Records OR None 5 minutes Administrative
and affixes signature information and Aide
client’s signature in
the logbook
TOTAL 50 minutes




ARTA>

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.

Office or Division:

Financial Management Division

Classification:

Complex

Type of Transaction:

G2G, G2B, G2C

Who may avail:

| Third-party suppliers/service providers

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Documentary
Requirements

1.) Claim for Subscriptions
a.) Telephone Landlines
- Statement of Account/Billing
b.) Internet package Service
Firewall, Anti-virus, etc
Small ValueProcurement
- Statement of Account/Billing
-Purchase / Job Order and/or
3 yrs Contract under MYOA
- Abstract of Quotation
- Signed Suppliers’ Quotation
- Invitation/Notice of Quotation
- PhilGeps Advertisement/Reply
- Purchase Reguest
Procurement above 1-M (BID)
- Statement of Account/Billing
- Approved Contract/ P.O.
(3 yrs Contract under MYOA)
- Bid Eval./Abstract of Bids
- Bidding Documents
- Invitation/Notice of Bids
- PhilGeps Advertisement/Reply
- Copy of APP
- Purchase Request
c.) News Paper in Gen Circ
- Statement of Account

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

a. Statement of Account/Invoice

h.Delivery Receipts/Invoice

c. Inspection & Acceptance Report

d. Purchase Order

e. Inventory Costudian Slip (adv.)

f. Abstract of Quotation (sm val)

c. Invitation/Notice of Quotation

d. Approved Purchase Request

e. Copy of APP

- Janitorial / Security Services

a. Statement of Account/Invoice

b. Inspection & Acceptance Report

c. Certificate of Satisfacory

Performance

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

e. Purchase/Job Order

f. Abstract of Quotation (sm val)




-Hotels/Convention Ctrs
a. Statement of Account/invoice
b. Approved Activity Report
c.Attendance Sheets
d. Purchase Order
e. Abstract of Quotation (sm val)
f. Invitation/Notice of Quotation
g. Office Order to Condut activity
h. Training Design
i. Approved Purchase Request
j. Copy of APP

‘Accountable

Client Step Agency Action Fees Time
_ _ ] . Persons

Submits the Statement |Receive Statement of Account, Invoice ;

of Account with for payment and evaluation of supporting _ Admln.A.sst i/

complete supporting  |documents per Document Checklist none LBmins Luzviminda

documents PISSE
Prepare Disbursement Voucher reflecting
the com_putattoq for taxes to bg withheld —
and assigned with corresponding ; .

: . . none 60 mins Luzviminda
accounting entries for review and Herrera
validation by the accountant
Prepared Disbursement Voucher with
computation of taxes withheld will be
tiached with a Carificate of Oreditable | nione | 10 g | Acoounantlll
Taxes (2307 and 2306) for signature by Crsnelle S Tan
the Accountant.

Validate Disbursement Voucher (DV),

nature of transactions, and the

accompanying documentary

requirements with all originals attached,

check assigned accounting entries and none 30 mins Accountant Il
extended amounts, forward to Budget

Unit for funding and issuance of

Obligation Request Status (ObRs)

Budget Unit receives DV with attached

supporting documents and verify the ,
inclusion of activity from the Budget , Budget Offperl/
Program and Approved Procurement L S Stephanie
Plan for funding, for validation by Budget Cabantugan
Officer I

Validate the transaction in the DV if

included in Budget Program and APP for Budget Officer Il
Funding and Obligation, prepare and & I/ Celerita M.
issue Certificate of Obigation Request none 60 mins Tangonan /
and Status (ObRS), certify by BO Il Stephanie
initialed by BO 1, and forward to Cabantugan
Accounting Unit for processing.

Accounting Unit receives DV from Budget

Unit, verify and validate information in the

ObRS, and APP; Accountant certify and none 30 mins Accountant [l

sign Box B of DV, for funds available/
documents complete/purpose it served.




The Division Chief review and sign or

Division Chier/

initial in the Disbursement Voucher for n/a 60 mins . .
. ) . Erwin C. Domingo
routing to concerned approving officials
Record in logbook and release to . Adm;n_ﬁ\?st Wi
) C n/a 5 mins Luzviminda
concerned approving officials.
Herrera
Office of Director of AFMS receives the
Disbursement Voucher with complete
attachments, review and initial for the T —— Secretary / Grace
approving official, box C of DV, and y F. Meonada
forward to Office of the Deputyr Director
for initial in Box C.
Office of the Deputy Executive Director
. . Secretary /
receives the Disbursement Vouchers for none one day .
. i Josephine Perez
review and initial in Box C.
Office of the Approving Official (Exec.
Director) receives the Disbursement Executive
. . none one day
Voucher, review, sign and approve the Secretary
DV for payment
Fmanmai and Management Division Admin Asst I/
receives duly signed and approved DV, 5 5 iiifi P
forward. to Cash Section for ADA or Herrera

Check Payment

TOTAL:

3 days; 5 hours; 8 mins

Note: The Service Provider will receive payment from BLGF Cashier (Disbursement Process for Claims)




1. (Service Name)

Request for LGU debt data (LGU Outstanding Balance)
Providing LGU debt data using reports submitted by Govermnemnt Financial Institution and other lending instituion.

Office or Division:

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

Classification:

Complex

Type of Transaction:

Government to Citizen (G2C); Government to Government (G2G).

Who may avail:

NGAs, Senate, Congress and other stakeholders

CHECKLIST OF REQUIREMENTS “WHERE TO SECURE
Letter or email request Submission to BLGF
AR ' s L FEES TO BE | PROCESSING PERSON
_CLIENT STEPS ~-AGENCY ACTION : SR .
. ST F ) A .. PAID STIME ‘RESPONSIBLE
Send letter request for LGU ; Records Officer
nd letter reques Receive, record and number the letter request for debt data. none 5 minutes 2 L_
Debt data. {Records Section)
Administrative Aide Il
Receive the request for data none 5 minutes (Office of the
Executive Director
Designate the est to the concerned division for ropriat
3 & request tot ree vision for appropriate none 30 minutes Executive Director
action
: Administrative Aide
Record and receive the request for data none 10 minutes § We_ :
VIf Loan Examiner 1l
Designate an action officer to accommodate the data request none 10 minutes Fiscal Examiner V
. Loan Examiner I1, 111,
Action Officer processes and analyze the data request none 5 days d!IV
an
The process data will be forwarded to the Division Chief for review. none 2 hours Fiscal Examiner V
Action Officer edits action based on the comments of the Division 30 minutes Loan Examiner 11, I,
Chief REng and IV
) ) Administrative Aide
Receive and record the draft data to be forwarded to the Office of ; .
< . none 5 minutes VI/ Loan Examiner Il
the Service Director
Admini ive Aid
Receive and record the draft data none 5 minutes lmst,alwe oe
2 hours Director II, LFPS
The draft data will be reviewed and vetted by the Service Director none
Action Officer edits action based on the comments of the Service Loan Examiner 11, 1lI,
: none 1 hour
Director and IV
) . Administrative Alde
Receive and record the draft data to be forwarded to the Office of ; :
. . none 5 minutes VI/ Loan Examiner II
the Deputy Executive Director
Administrative Aid
Receive and record the draft data none 5 minutes A tvait =
The draft data will be reviewed amd vetted by Deputy Executive s 4 hours Deputy Executive
Director Director Il
Action Officer edits action based on the comments of the Deputy none i hout Loan Examiner II, Il
Executive Director and IV
Administrative
Receive and record the draft data to be forwarded to the Office of - Assistant (Office of
; ; none 5 minutes
the Executive Director the Executive
Director)
Administrative Aid
Receive and record the draft data none 5 minutes ! ") vefiie
. " . . Executive Director
The draft data will be reviewed and vetted by Executive Director none 1 day
Action Officer edits action based on the comments of the Executive ’ Loan Examiner II, I,
f none 5 minutes
Director and IV
Approval of the draft data none 1 day Executive Director
if si T it t = N
Release, i &gnecﬁ/approved the requested data/ position paper, to e o T~ Admm.lstratwe
the Records Section Assistant
. Administrative Offi
Receive signed/approved requested data/position paper none 5 minutes o ralf e iles
Received requested data Release of signed/approved requested data/position paper to the e 10 FRifLItES Administrative Officer

requesting party

TOTAL:

7 days




1. REQUEST FOR CONFIRMATION OF DESIGNATION OF LOCAL TREASURERS AND ASSISTANT LOCAL TREASURERS

This covers the confimation of Regional Special Personnel Orders issued

by the BLGF Regional Office for the designation of Acting/OIC/ICO Local
Treasurers/Assistant Treasurers in local government units outside of the National Capital Region (NCR).

Office or Division: Bureau of Local Government Finance-Administrative Division

—

Classification: Complex

Type of Transaction: G2G

Who may avail: Local Treasurers/Assistant Treasurers (F’rov'mce/City.’MunicipaIity), LGU outside NCR, Regional Office

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

gbf:'bl-ﬁ_ilg:i_ﬁa._l 09519 f;\'_at':i:g_ns:"i._ :

Indofsement frbm the BLGF Regional Office 1 Original Copy

BLGF Regional Office and BLGF Central Office

Original Regional Special Personnel Order 2 Original Copies

BLGF Regional Office

Original Recommendation letter of the Provincial Treasurer|1 Original Copy
in the case of designating a Municipal Treasurer or and 1 Photocopy
Assistant Municipal Treasurer

Provincial Treasurer's Office

Original Recommendation letter of the Provincial Treasurer|1 Original Copy
or City Treasurer in the case of Assistant Provincial and 1 Photocopy
Treasurer or Assistant City Treasurer

Provincial Treasurer's Office

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

Local Chief Executive

Notarized Certification of the Local Chief Executive thal 1 Original Copy
hefshe is not related with designaee within 4th degree of [and 1 Photocopy
affinity or consanguinity

Local Chief Executive/LGU

(authenticated by the School/University) and 1 Photocopy

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

record and 1 Photocopy

Certified True Copy of the Latest Approved Appointment of[1 Original Copy Designee

the designee and 1 Photocopy

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

Certified True Copy of Academic Trranscript of Records 1 Original Copy Designee

Certified True Copy of Detail order (if designee comes from 1 Original Copy
another Office/LGU) and 1 Photocopy

from Mother LGU

Certified True Copy of plantilla of the Concemned Treasury |1 Original Copy
Office with indicated Salary Grade and CSC Eligibility of ~ |and 1 Photocopy
the incumbent

HRMO of Concerned LGU

Certified True Copy of plantilla of the Originating 1 Original Copy
Office/LGU (if designee comes from another Office/LGU) {and 1 Photocopy

HRMO of Concerned LGU

Certificate of no pending administrative case from the CSC|1 Original Copy
and 1 Photocopy

Designee

For Extension of Designations: .

[Indorsement from the BLGF Regional Office 1 Original Copy

BLGF Regional Office

Original Regional Special Personnel Order 2 Origtnal Copies

BLGF Regional Office

Original Recommendation letter of the Provincial Treasurer|1 Original Copy
in the case of designating a Municipal Treasurer or and 1 Photocopy
Assistant Municipal Treasurer

Provincial Treasurer's Office

Original Recommendation letter of the Provincial Treasurer |1 Original Copy
or City Treasurer in the case of Assistant Provincial and 1 Photocopy
Treasurer or Assistant City Treasurer

Provincial Treasurer's Office

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 |1 Original Copy
record

Designee

1 Photocopy
Certified True Copy of the Previously Confirmed RSPO

Administrative Officer of Regional Office

Screenshot or printed copy of ADMS with the name of the 1 Photocopy

Administrative Officer of Regional Office

designee appearing therein
L




CLIENT STEPS

-AGENCY ACTION
{COs)

FEES TO BE
PAID

PROCESSING TIME

PERSON RESPONSIBLE

Submit request with
complete documentary
requirements fo the
BLGF Regional Office

issue Regional Special
Personnel Order (RSPO) for the
designation of Acling/OIC/ICO
Local Treasurer/Assistant
Treasurer

Refer to Regional Office process on issuance of

RSPO

Regional Office send the
RSPO with supporting
documents for
confirmation.

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

None

2 hours

Records Officer (Central
Office)

Record and route to
Administrative Officer/HRMO

None

30 minutes

Administrative Assistant

Comply with
requirements

Review and evaluate
submitted documents:

Send Notification of Deficiency
to BLGF Regional Office
(Administrative Officer /HRMO),
if applicable (through email)

If complete and compliant,
evaluate the RSPO and facilitate
the confirmation.

None

1.5 days

Administrative Officer VIHRMO

Review and countersign
Confirmation of Designation

None

1.50 hours

CAQ

Route to AFMS Director

None

30 minutes

Administrative Assistant

Review and countersign
Confirmation of Designation

None

2 hours

AFMS Director

Route to Deputy Executive
Director

None

30 minutes

Administrative Assistant

Review and countersign
Confirmation of Designation

None

2 hours

DED Director

Route to Office of Executive
Director

None

30 minutes

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

QED Staff

Confirms the Designation

None

2 days

Executive Director

Clear for release of Confirmed
Designation

None

20 minutes

OED Staff

Affix date on the document

None

20 minutes

OED Staff

Affix OED control number, seal
and hologram, scan documents
and route to Action Officer

None

30 minutes

OED Records Officer

Collate the confirmed
designation documents for
transmittal to the Regional
Office.

None

2 hours

Administrative Officer

Prepare Memo transmitting the
confirmed designation/s to the
concemed Regional Office

2 hours

Administrative Officer V/HRMO

Review and countersign the
Transmittal Memo

None

1 hour

CAO

Route to AFMS Director

None

30 minutes

Administrative Assistant

Review and countersign the
Transmittal Memo

None

1 hour

AFMS Director

Route to Deputy Executive
Director

None

30 minutes

Administrative Assistant

Review and countersign the
Transmittal Memo

None

1 hour

DED Director

Route back to Action Officer

None

30 minutes

Administrative Assistant

Collate documents attached to
the Confirmed Designation/
Transmittal Memo

None

1 hour

Administrative Officer VIHRMO

Route to Records Section

None

20 minutes

Administrative Assistant

Receive the Confirmed
Designation

Release transmittal Memo and

Confirmed Designation

None

1 day

Records Officer (Releasing)

End of Process

Total

7 days




1. ACCEPTANCE OF RESIGNATION/RETIREMENT OF LOCAL TREASURERS AND ASSISTANT LOCAL TREASURERS
This covers the acceptance of Resignations and Retirement of Local Treasurers/Assistant Treasurers.

Office or Division:

Bureau of Local Government Finance-Administrative Division

Classification:

Complex

Type of Transaction:

G2G

Who may avail:

Local Treasurers/Assistant Treasurers (Province/City/Municipality)

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Indorsement from the BLGF Regional Office

1 Original Copy

BLGF Regional Office and BLGF Central Office

Indorsement from the Provincial Treasurer, in the case of

Municipal Treasurers

1 Original Copy

Provincial Treasurer's Office

Indorsement of the Local Chief Executive

1 Original Copy

Local Chief Executive concerned

Letter request of the treasurer stating the date of

resignation

1 Original Copy

Applicant/Treasurer

Certification that applicant has no pending
administrative/criminal complaint/case

1 Original Copy

BLGF Regional Office and BLGF Central Office

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

1 Original Copy

Applicant

" CLIENT STEPS |

"AGENCY ACTION
60s). i

FEES TO BE

. :PAID

. /PROCESSING TIME

"PERSON RESPONSIBLE .

Submit request with
complete documentary
requirements

Refer to Regional Office
process for Indorsement of
Request

Regional Office send the
required documents for
the acceptance of
resignationof Local
Treasurers

Receive mailed or personally
delivered documents requesting
for acceptance of resignation
(official/personal)

None

2 hours

Records Officer (Central
Office)

Record documents and route to
the Executive Director

None

10 minutes

OED Records Officer

Indicate directive to AFMS
Director

None

2 hours

Executive Director

Route to ADMIN Records Officer

None

20 minutes

OED Records Officer

Record and route to Chief
Administrative Officer

20 minutes

Administrative Assistant

CAO endorses to the Action
Officer for appropriate action

None

45 minutes

CAO

Reguest applicant to
comply with requirements

Review and evaluate submitted
documents:

Send Notification of Deficiency to
BLGF Regicnal Office
(Administrative Officer /HRMO),
if applicable (through email)

If complete and compliant,
prepare and accomplish request
of Certification of No Pending
Case from the Legal Service.

Prepare the Indorsement/
Acceptance of
Resignation/Retirement, with
attachments, for signature of
the Executive Director

None

1.5 days

Administrative Officer VIHRMO

Review and countersign
Indorsement/ Acceptance of
Resignation/Retirement

None

45 minutes

CAQ

Route to AFMS Director

None

20 minutes

Administrative Assistant

Review and countersign
Indorsement/ Acceptance of
Resignation/Retirement

None

45 minutes

AFMS Director

Route to Deputy Executive
Director

None

20 minutes

Administrative Assistant




Review and countersign
Indorsement /Acceptance of
Resignation/Retirement

None

45 minutes

DED Director

Route to Office of Executive
Director

None

20 minutes

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

Approves the indorsement/
Acceptance of
Resignation/Retirement

None

2 days

Executive Director

Clear for release of
Indorsement/ Acceptance of
Resignation/Retirement

None

10 minutes

OED Staff

Affix date on the document

None

10 minutes

OED Staff

Affix OED control number, seal
and hologram, scan documents
and route to Administrative
Officer/HRMO.

None

30 minutes

QED Records Officer

Collate documents for
transmittal to the Local
Treasurer/Assistant Local
Treasurer, copy furnished the
Regional Office and the Local
Chief Executive. Route to
Administrative Assistant.

None

1 hour

Administrative Officer

Route to Records Section

None

20 minutes

Administrative Assistant

Receive Indorsement/
Acceptance of
Resignation/Retirement

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

None

1 day

Records Officer (Releasing)

End of Process

Total

6 days 7 hours & 5 minutes

1




ARTA >

1. 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/OIC/ICO 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.

Office or Division:

|Bureau of Local Government Finance- Administrative Division

Classification: Complex

Type of Transaction: G2G

Who may avail: =~ |Local Government Units

CHECKLIST OF REQUIREMENTS

_ WHERE TO SECURE

For Oi’igiha! Designations:

Letter of Recommendaﬁon of thé Local Chief Executive

1 Original Copy
and 1 Photocopy

Local Chief Executive

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

1 Original Copy
and 1 Photocopy

Local Chief Executive/LGU

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

Certified True Copy of the Latest Approved Appointment of the 1 Original Copy  |Designee

designee and 1 Photocopy

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

Certified True Copy of Academic Trranscript of Records 1 Original Copy  |Designee

(authenticated by the School/University)

and 1 Photocopy

Certified True Copy of Detail order (if designee comes from another
Office/LGU)

1 Original Copy
and 1 Photocopy

from 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 Qriginating Office/LGU {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

1 Original Copy
and 1 Photocopy

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 Detail/Reassignment:

Letter of Recom_mendation 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

Local Treasurer

" CLIENT STEPS - AGENCY ACTION  FEESTOBE | PROCESSING TIME | PERSON RESPONSIBLE
S (ROs) -~ .~ o PAID B ey
Submit recommendation/ Receive and record mailed or None 2 hours Records Officer (Central
indorsement of the LCE with the |personally delivered documents, Office)
supporting documents. affix barcode and route to OED.
Record and transmit documents to None 20 minutes OED Records Officer
ED for notation
Instructions from the Executive None 1 day Executive Director
Director
Route to Administrative Officer None 20 minutes OED Records Officer




Route to Chief Adrministrative
Officer

None

20 minutes ADMIN Records Officer

Route to Action Officer

Naone

15 minutes Chief Administrative Officer

Review and evaluate submitted
documents:

Resubmit documentary
requirements

Send Notification of Deficiency to
the Designee/Treasurer, if
applicable (through email)

If complete and compliant, prepare
Department Personnel Order and
Memorandum for the Secretary of
Finance, with Notification to LGU
on the status of the request.

None

Administrative Officer /[HRMO
2 days

Review and countersign DPO and
Memorandum

None

45 minutes Chief ADMIN Officer

Record documents and route to
AFMS Direcior

None

20 minutes ADMIN Records Officer

Review and countersign the
DPO/memo to SOF

None

45 minutes AFMS Director

Record documents and route to
DED

None

45 minutes ADMIN Records Officer

Review and countersign the
DPO/memo to SOF

None

45 minutes DED Director

Route to OED for signature

None

30 minutes ADMIN Records Officer

Countersign DPO and sign
Memorandum to SOF

None

2 days Executive Director

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

None

30 minutes OED Records Officer

Receive Notification on the status
of request

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

None

30 minutes Records Officer (Releasing)

End

of Process

Total

| 6 days 20 minutes |

I
Note: The approved DPO by the Secretary of Finance shall be tra

disapproved DPOs, the LGU shall be notified accordingly.

nsmitted to the LGU through the BLGF Central Office. For

Release transmittal letter to the
Local Treasurer and Local Chief
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
Chief Executive.

None

1 hour 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

Review and sign transmittal letter.

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

1 day

6 days 3 hours 25 minutes




ARTA'S

1. RECOMMENDATION TO THE CIVIL SERVICE COMMISSION (CSC) FOR THE EXTENSION 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, Loca! Treasurers, BLGF Regional Office

CHECKLIST OF REQUIREMENTS

WH ERE TO SECURE

Letter request of the BLGF Reglonal Dlrector

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
Earm 2111

1 Original Copy

Licensed Government Physician

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

1 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 Office of the Ombudsman

LGU's Plantilla of Personnel

1 Certified Truel
Copy

HRM Officer

Updated Personnal Data Sheet

1 Original Copy

Local Treasurer concerned

Latest approved appointment

1 Certified True
Copy

Local Treasurer concerned

Copy of proof of payment of the filing fee (Official
Receipt/Postal Check)

CsC

Performance ratings during two (2) consecutive semesters
before retirement

1 Certified True
Copy

HR of the LGU concerned

- CLIENT STEPS AGENCY ACTION  FEESTO BE - | PROCESSING ~ PERSON RESPONSIBLE
el : {RO8) =2 SPAIDE ] TIME

Submit Indorsement of the Receive and record mailed or None 2 hours Records Oﬁlcer (Central

Regional Directors with the personally delivered Office)

supporting documents documents, affix barcode and
route to ADMIN.
Record and transmit None 20 minutes OED Records Officer
documents to ED for notation
Instructions from the None 1 day Executive Director
Executive Director
Route to Administrative None 20 minutes OED Records Officer
Officer
Route to Chief Administrative None 20 minutes ADMIN Records Officer
Officer
Route to Action Officer None 15 minutes Chief Administrative Officer
Evaluate submitted None 2 days Administrative Officer

documents:

Send Notification of
Deficiency to RO, if applicable
(thru email/ telephone)

Re-submit required documents




If complete and compliant,
prepare the Indorsement to
CSC recommending the
extension of service of the
concerned treasurer/assistant
treasurer.

Review and Initial by CAO

None

45 minutes

Chief, Admin. Officer

Route to AFMS Director

None

20 minutes

Administrative Assistant

Review and countersign
recommendation for the
extension of service

None

45 minutes

AFMS Director

Route to Deputy Executive
Director

None

20 minutes

Administrative Assistant

Review and countersign
recommendation for the
extension of service

None

45 minutes

DED Director

Route to Office of Executive
Director

None

20 minutes

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, OED
control number, seal and
hologram, scan documents
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

1 hour

Administrative Officer/HRMO

Route to Records Section

None

20 minutes

Administrative Assistant

Receive copy of Indorsement
to CSC.

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.

Naone

1 day

Records Officer (Releasing)

~End of Process

Total

6 days 45 minutes

Note: The CSC Resolution granting or not granting the request for the extension of service of the local treasurer shall be
transmitted to the LGU throurfh the BLGF Central and Reqi{)nal Office.




Director.

Preparation of Referral/Indorsement
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

Office or Division:

LGU OS/Local Treasury Operations Division (LTOD)

Classification;

‘1Complex Transaction

Government to Government (G2G)

Type of Transaction:

“|BLGF Regional Office, LGU (Province/City/Municipality) Treasurer's Office

Who may avail:

. CHECKLIST OF REQUIREMENTS

. WHERE TO SECURE

1. .L'etter.-request of the BLGF RD, or Local Treasurer
2. Relevant supporting documents as mentioned in the

letter-request.

From the requesting party/client

S e P .1 FEESTOBE :| 'PROCESSING "PERSON =
; CLIENTSTEPS _ L AG.ENCY- ACTION . i -~ PAID | TIME | RESPONSIBLE.
Submit to BLGF Records |Records Section receives, None 10 minutes Receiving/
Section letter-request records and transmits the Releasing Clerk
together with all the request with supporting
supporting documents documents. (Refer tc Receipt of
Incoming Documents procedure)
Recives and records the letter- None 10 minutes Administrative Aide
request together with all the (AA)
supporting documents.
Refers to instruction of the SD; None 15 minutes Division Chief
reviews the letter-request and (DC)/OIC Chief
assigns to Action Officer
Records the name of AO and None 5 minutes AA
instruction of the DC/AC
Receives the assigned letter- None 5 minutes Action Officer (AO)
request and instructions
Studies/ evaluates, checks None 6 days AQO
completeness of requirements
submitted, research and
drafts appropriate action
Records the draft action None 5 minutes AA
Reviews/revises the action None 1 day DC/OIC Chief
Records the instruction of the None 5 minutes AA
DC/OIC Chief
Finalizes the draft action None 10 minutes AQ
Reviews the finalized action None 15 minutes DC/OIC Chief
Records and transmits the None 5 minutes AA
finalized preliminary action
Refer to Procedure on None
Outgoing of Documents
Records Section releases/ None 10 minutes Records Receiving/
sends the approved/signed Releasing Clerk
action to the concerned party
(by mail/pick-up)
TOTAL: 7 da)fs, 1 hour and
35 minutes
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1. (Service Name)

Request for Fiscal Data

Providing LGU Financial Information using statistical method/s to stakeholders based on the Statement of

Receipts and Expenditures (SRE) submitted by the local government units

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

b 'E-CL'_IENT: STEPS | AGENCY ACTION FEESTOBE PROCESSING | L 'PERSON . 7wie
L R R b Lo i e i P_A!D : | 'TIME (In days) _ ;-_'RESPONSI__BLE .
Submission of request Record and number the None 10 minutes Records Officer
received request for data (Records Section)

. None 10 minutes Administrative Aide Il
Receive the request for data (Office of the Executive
Designate the request to the None 30 minutes Executive Director
concerned division for
appropriate action
Record and receive the None 10 minutes Administrative Assistant
request for data
Designate an action officer None 30 minutes Financial Analyst V
to accommodate the data
request

None 6 days Financial Analyst IV /
Financial Analyst 1l /
Action officer processes the Financial Analyst Il /
data request Statistician 11l /
Statistician 11 /
Statistician |
Ths precessed data il bs None 1 day Financial Analyst V
forwarded to Division Chief
None 1 day Financial Analyst IV /
Action officer edits action F!nanc!a: inalyst i
based on the comments of glna_nc.la. el
the Division Chief datisncen llly
Statistician 11 /
Statistician |
Hecsive:afid Faaaid the def None 10 minutes Administrative Assistant
data to Service Director {Qfig o the Ditactar,
LFPS)
The draft data will be None 1 day Director I, LFPS
reviewed and vetted by
Service Director
None 1 day Financial Analyst IV /
Action officer edits action l;!nanc!al Analysti1/
based on the comments of mqnqgl Araliskl
] ) Statistician Il /
the Service Director Statistician 1l /
Statistician |




. ‘ . : Nore 10 minutes Administrative Assistant |
Receive and record the dralt ¥ it Doty
data to Deputy Executive iice Br =k

: Executive Director)
Director
The draft data will be None 1 day Deputy Executive
reviewed and velted by Director I
Deputy Executive Director
Action officer edits action None 1 day Financial Analyst IV /
based on the comments of Financial Analyst 1l /
the Deputy Executive Financial Analyst Il /
Director Statistician Il /
Statistician Il /
Statistician |
None 10 minutes Administrative Assistant
Receive and record the draft (Office of the Executive
data to Executive Director Director)
The draft data will be None 2 days Executive Director
reviewed and vetted by
Executive Director
Action officer edits action None 2 days Financial Analyst [V /
based on the comments of Financial Analyst IIl /
the Deputy Executive Financial Analyst Il /
Director Statistician 11l /
Statistician 11/
Statistician |
Approval of the draft data None 30 minutes Executive Director
Release requested data to None 30 minutes Administrative Assistant
the Records Section
Received requested data  |Release of requested data None 3 days Administrative Officer Il

for the Records section to
the requestor.

(Records Section)

TOTAL:

None

17 days, 3 hours




1,
ARTATS

1 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,
otherwise known as the Local Government Code of 1991, Local Finance Circulars (LFCs), Memorandum Circulars (MCs),
and other relevant laws and issuances.

Office or Division: . |Policy Pianning Programming and Standards Division (PPPSD)

Ciassification: ‘|Highly Technical applications/transactions (20 days)
e - |Government to Business (G2B)
Type of Transaction: |Government to Citizen (G2C)

e : -~ 1Government to Government (G2G)

v ,' Private Institutions, Taxpayers, National Government Agencies (NGAs), Local Government Units

Whomayavail: 1 GUs) and other key stakeholders

CHECKLiST OF REQUIREMENTS v } e

e WHﬁRETOSECURE
Photocopy of documents Wl’!lCh will su pport thelr representatlons in From the concerned ofﬁces from wh\ch supportlng documents
their letter request such as SEC Registration, Official Receipts, among [can be secured
others
e Rl FEES TO BE PROCESSING - PERSON.
R AR PAID TIME 'RESPONSIBLE
1. Client transmits the Receives and records request for opinion None 10 minutes Records Officer
request for opinion in the [with attachments for designation and (Records Section)
BLGF Records Section for|appropriate action.
designation and
Receives the request for opinion to be None 10 minutes Administrative Aide Il
assigned by the Executive Director (Office of the
Executive Director)
Assigns the request to the Service/ Division None 30 minutes Executive Director
concerned for appropriate action.
Records and receives the request for None 10 minutes Administrative
opinion. Assistant (Office of the
Executive Director)
The request is forwarded to the Division None 30 minutes Chief Tax Specialist
Chief for assignment and further (PPPSD)
instructions.
The request is forwarded to the action None 3 days Supervising Tax
officer for appropriate action (conduct of Specialist/
research, review on preceding opinions, Senior Tax Specialist/
discussion/ presentation of the proposed Tax Specialist Il/
action to the Division Chief). Policy Development
Officer Il (PPPSD)
The draft opinion is forwarded for review of None 1 day Chief Tax Specialist
the Division Chief for consideration. (PPPSD)
(i) Action officer edits/revise action based None 1 day Supervising Tax
on the correction/remarks of the Division Specialist/
Chief. Senior Tax Specialist/
Tax Specialist I/
Palicy Development
Officer Il (PPPSD)
Receives and records the draft apinion for None 10 minutes Administrative
review and consideration of the Service Assistant (Office of the
Director. Director, LFPS)
The draft opinion is forwarded for review of None 1 day Director I, LFPS
the Service Director for consideration.




{1} Action officer edits/revise action based None 1 day Supervising Tax

on the correction/remarks of the Service Specialist/

Director. Senior Tax Specialist/
Tax Specialist Ilf
Policy Development
Officer I

Receives and records the draft opinion for None 10 minutes Administrative

review and consideration of the Deputy Assistant

Executive Director.

The draft opinion is forwarded for review/ None 1 day Deputy Executive

consideration of the Deputy Executive Director Il

Director.

(i) Action officer edits/revise action based None 1 day Supervising Tax

on the correction/remarks of the Deputy Specialist/

Executive Director. Senior Tax Specialist/
Tax Specialist [If
Policy Development
Officer 1l

If upon directive of superiors, the draft None 10 minutes Administrative Officer |

opinion is forwarded and recorded for legal (Legal Service)

review, comments and recommendations of

the Legal Service.

Draft opinion is assigned by the Service None 10 minutes Director Il, LEGAL

Director for possible legal review.

Designated action officer drafts legal review None 3days Special Investigator 11l

of the draft opinion (conduct of research, Special Investigator 1

review on preceding opinions, discussion/ Legal Assistant

presentation of the proposed action to the (LEGAL)

Service Director).

Legal Review is forwarded to the Service None 1 day Director I, LEGAL

Director for consideration.

Legal Review is transmitied to division None 10 minutes Administrative Officer |

concerned to incorporate the comments (LEGAL)

with the draft opinion.

Action Officer incorporates the comments of| None 1 day Supervising Tax

LEGAL in the draft opinion. Specialist/
Senior Tax Specialist/
Tax Specialist 1l/
Policy Development
Officer Il (PPPSD)

Receives and records the draft opinion for None 10 minutes Administrative Aide Il

review / consideration of the Executive (Office of the

Director. Executive Director)

The draft opinion is forwarded for review of None 1 day Executive Director

the Executive Director for consideration.

(i) Action officer edits/revise action based None 1 day Supervising Tax

on the correction/remarks of the Executive Specialist/

Director. Senior Tax Specialist/
Tax Specialist IIf
Policy Development
Officer Il (PPPSD)

Approval / Signature of the opinion. None 30 minutes Executive Director

Release of signed opinion to the Records None 30 minutes Administrative

Section. Assistant (PPPSD)

Release of signed opinion from the Records None 3 days Administrative Officer |

Section to the requesting party. (Records Section)

TOTAL: None 19 days, 3 hours

and 30 mins




ARTAS,

Request for Position Paper relative to Local Treasury, Assessment and Local
Fiscal Administration

Official Position Fapers as requesied by DOF, both Houses of Congress, NGAs. Oversight

stakeholders on proposed m: sres concering local tregsury, aseessment and local fiscal adm

2

Agencies and olher key
At

Office or Division: Palicy Planning Programming and Slandards Division (PPPSD)
Classification: Highty Technical applicationsfiransactions (20 days}
Type of Transaction: |Governmenl 1o Governmen! (G26G)
Who may avail: DOF, Congress. NGAs, Oversight Agencies and other key stakeholders
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Eills, Proposals and Resolulions filed in both Houses of Congress. House of Representatives
Proposals and Resolutions filed by NGAs and other Oversight Senale
Agencies Congressicnal websites {congress.gov.ph/senate.gov.ph)
' FEESTOBE | PROCESSING PERSON
N
CLIENT STEPS AGENCY ACTIO PAID TIME RESPONSIBLE
Cilient transmits the Receives and records request for position Nonge 10 minutes Records Officer
request for position paper |paper with copies of bills for designation (Records Section}
in the BLGF Records and appropriate action.
Section for designation
and appropriate action.
Receives the reguest for position paper for None 10 minutes Administrative Aide Il
designation of the Executive Director. (Office of the
Executive Director)
Assigns the request to the Service/ Division None 30 minutes Executive Director
concerned for appropriate action.
Records and receives the request for None 10 minutes Administrative
position paper. Assistant
Request is forwarded to the Division Chief None 30 minutes Chief Tax Specialist
for assignment / instructions/
The request is forwarded to the Action None 3days Supervising Tax
Officer for appropriate action (conduct of Specialist/
research, review on preceding position Senior Tax Specialist/
papers, discussion/ presentation of the Tax Specialist IIf
proposed action to the Division Chief) Policy Development
Officer i
Draft position paper is forwarded for review MNone 1 day Chief Tax Specialist
of the Division Chief
(i) Action officer edits/revise action based None 1 day Supervising Tax
on the correction/ remarks of the Division Specialist/
Chief Senior Tax Specialist/
Tax Specialist II/
Policy Development
Officer Il
Receives and records the draft opinion for None 10 minutes Administrative
review and consideration of the Service Assistant (Office of the
Director Director, LFPS)
Draft position paper is forwarded for review None 1 day Director Il, LFPS
of the Service Director for consideration
(i) Action Officer edits/ revise action based None 1 day Supervising Tax
an the correction/ remarks / further review Specialist/
of the Service Director Senior Tax Specialist/

Tax Specialist IIf
Policy Development

Officer Il
Receives and records the draft opinion for None 10 minutes Administrative
review and consideration of the Deputy Assistant
Executive Director
Draft position paper is forwarded for review None 1 day Deputy Executive
of the Deputy Executive Director for Director Il
consideration
(i) Action officer edils/ revise action based None 1 day Supervising Tax
on the correction/ remarks and/lor other Specialist/
instructions of the Deputy Executive Senior Tax Specialist/
Director Tax Specialist I/
Policy Development
Officer I
Receives and records the draft opinion for None 10 minutes Administrative
review and consideration of the Executive Assistant
Director
Draft position paper is forwarded for review None 1 day Executive Director
of the Executive Director for consideration
(i) Action officer editsirevise action based None 2 days Supervising Tax
on the correction/remarks of the Executive Specialist/
Director Senior Tax Specialist/

Tax Specialist Il
Policy Development

Officer Il
Approval of the draft position paper None 30 minutes Executive Director
Release of signed position paper to the None 30 minutes Administrative
Records Section Assistant
Release of signed position paper from the Nore 3 days Administrative Officer
Records Seclion fo the requesting party Il {(Records Section)

TOTAL: None 14 days, 2 hours
and 50 minutes




o ARTAS

Preparation of Complex Opinion (new)

The Local Treasury Operations Division (LTOD) is one of the divisions under the Local Government Units
Operation Service (LGUQOS). 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 approved by the Executive Director.

Office or Division:

LGU OS/Local Treasury Operations Division (LTOD)

Classification:

Highly Technical 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 of the BLGF RD, or Local Treasurer

2. Relevant supporting documents as mentioned in the

letter-request

From the requesting party/client

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

Receives and records the None 10 minutes Administrative Aide
letter-request together with (AA)

all the supporting
documents. (Refer to
Receipt of Incoming
Documents procedure)

Refers to instruction of the None 15 minutes Division Chief
SD and reviews the letter- (DCYOIC Chief
request; Assigns to Action

Officer (AO)

Records the name of AO None 5 minutes AA

and instruction of the DC/AC

Receives the assigned letter- None 5 minutes Action Officer (AO)
request and instructions

Studies/evaluates, checks None 15 days AQ
completeness of
documentary requirements
submitted. Research on the
letter-request and drafts the
appropriate action

Records the draft action None 5 minutes AA

Reviews/ revises the draft None 1 day (DC)/OIC Chief
action

Records the instruction of None 5 minutes AA

the DC/AC

Finalizes the draft action None 10 minutes AO

Reviews the finalized draft None 15 minutes (DCYOIC Chief
action

Records and transmits the None 5 minutes AA

finalized draft action

Refer to Procedure on None

QOutgoing of Documents

Receives, records and None 30 minutes AA

photocopies the
approved/signed action and
releases to Records Section

Records Section receives None 10 minutes Receiving/

and records the Releasing Clerk
approved/signed action and
releases to the concerned
party (by mail/pick-up}

16 days, 1hour and

TOTAL: 45 minutes




1. (Service Name)

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 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,

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

C assification: Highly Technical Transactions
f;-f[ype of Transaction: Government to Government (G2)
'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) the specific
purpose of the loan; together with offer sheet from the lending institution;

Local Chief Executive of the Local Government
Unit/ Financial/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; (i) purpose of loan/s and other obligations contracted; (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); {vi) remaining balances
of loan/s and other obligation/s; and (vii) annual amortization schedules
(segregating the principal from the interest) issued by the lending institution/s;

Local Treasurer of the Local Government Unit

3. Commission on Audit (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 Department Circular No. 01.2017 dated 11 May 2017.

Financial/Lending Institution




CLIENT STEPS AGENCY ACTION FEES TO| PROCESSING PERSON
BE PAID TIME RESPONSIBLE
Send letter request for the issuance |Receive and record letter request with supporting none
of CNDSC/BC, to the BLGF Regional |documentary requirements by the Regional Office Administrative Aide
Office or Central Office if NCR LGU, |]or Central Office (from an NCR LGU). . VI/ Loan Examiner Il (
together with the supporting 15 minutes Nia, dvelive D Del
documentary requirements. Rosario)
Check. completenes.s, veracity, consistenc-y and none NAFATCER R AT
orderhngss of submitted Ietterﬁ request with ‘ A VI/ Loan Examiner |1 (
supporting docu.meritary-req.ulrerr?ents and verify 5 hours i ki 5.5l
records for previous applications, if any. RG]
Prepare Acknowledgment Letter, if documentary none
requirements are found complete, correct, Administrative Aide
consistent and orderly . For incomplete supporting . VI/ Loan Examiner |1 (
documentary requirements, refer to Preparation of 30 minutes Ma. Buallig U Dal
Notice of Deficiency sub-procedure. Rosario)
none Fiscal Examiner V
Assign the request to an action officer. 1 hour (Erwina Grace P.
Morales)
Evaluate, analyze, review, validate and process none 15 days* Loan Examiner Il, IIl,
request: and IV (Wilfredo V.
a. Forrequest from NCR, evaluate and KIS
analyze financial statement and compute
NDSC/BC by using Enclosures A, Band C.
b. For request endorse by the Regional none
Office, review, validate and analyze Financial
Statements against Enclosures A, Band C
submitted. Review existing loans based on
amortization schedule, and compute NDSC/BC
¢. Evaluation and validaton of Existing Loan none
based on the amortization schedule.
d. Evaluate and validate action taken on the none
recommendations of COA in the AAPSI, if not
satisfied/convince or recommendation is not
implemented require additional
explanation/justification from LGU
e. Prepare Cost-Benefit Analysis if refinancing, | Nnone
buyout, or restructuring.
f. Prepare Debt Service Analysis if LGU about none
to reach Debt Service Ceiling.
none Loan Examiner Il, IlI,
o Draft Transmittal Letter , the Certificate and 1 Fisii? and IV (Wilfredo V.

cover Memorandum to LGU.

Vedan, Ill; Rosemarie
F. Ferriol and Daniel




Review processed request and endorse
Transmittal Letter , the Certificate and cover
Memorandum to LGU .

none

3 hour

Fiscal Examiner V/
Action Officer (Erwina
Grace P. Morales)




Certify Enclosure C and affix initials to the

none

Fiscal Examiner V

Transmittal Letter, Certificate, and 30 minutes (Erwina Grace P.
Memorandum to LGU . Morales)
none Administrative Aide
Record details of loan application to database, and )
to out-going loghook and forward the same for 45 minutes VI/ Loan. Baminerl
going og (Ma. Avelina D. Del
endorsement. .
Rosario)
none
¢ Review and approve computed borrowin . .
, . FR P € Service Director or
capacity and sign Enclosure C. ;
Deputy Executive
4 hours i

— - Director (Ma. Pamela
- Affix initials to Transmittal Letter, the Certificate,| none P, Oiizon)
and cover Memorandum .

) ] none ] )
Review and approve request and sign the Executive Director
Certificate , cover Memorandum, and Within 2 days (Nifio Raymond B.
Transmittal Letter . Alvina)

d d d none
Record and transmit approved Certificate and
. PP f i o Central Records-
signed cover Memorandum and Transmittal Within 1 day g . :
Administrative Aide Il
Letter.
TOTAL: 20 days

*Evaluation may take more than 15 days, defending on the number of existing loans of requesting LGU and the manner of implementing the
recommendations of the COA on the findings and observations stated in the Part Il of Annual Audit Report.

Sub-Procedure: Preparation of Notice of Deficiency

CLIENT STEPS AGENCY ACTION FEES TO| PROCESSING PERSON
BE PAID TIME RESPONSIBLE
Prepare letter informing LGU concern of the None Administrative Aide
deficiency of supporting documents submitted, pe— VI/ Loan Examiner ||
together with the checklist of the documentary (Ma. Avelina D. Del
requirements detailing the lacking documents. Rosario)
Sign letter notice of deficiency None 30 Minutes seylceDireetor (M,

Pamela P. Quizon)

CLIENT shall submit the lacking
documents within thirty (30) days,
if fail the request shall be returned
without action




1. (Service Name)

Request for LGU debt data (LGU Outstanding Balance)

Providing LGU debt data using reports submitted by Governemnt Financial Institution and other lending instituion.

Office or Division:

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

Classification:

Complex

Type of Transaction:

Government to Citizen (G2C); Government to Government (G2G).

EWho may avail:

NGAs, Senate, Congress and other stakeholders

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Letter or email request.

Submission to BLGF

CLIENT STEPS AGENCY ACTION FEES TOBE | PROCESSING PERSON
PAID TIME RESPONSIBLE
Send letter request for LGU Debt Receive, record and number the letter request for none 10 minutes Records Officer
data. debt data. (Records Section)
Receive the request for data none Administrative Aide Il
10 minutes (Ofﬁce of the
Executive Director
Designate the request to the concerned division for none Executive Director
appropriate action 30 minutes (Nifio Raymond B.
Alvina)
Record and receive the request for data none PO T atve i
. VI/ Loan Examiner Il
10 minutes )
(Ma. Avelina D. Del
D HN
Designate an action officer to accommodate the data none . )
10 minutes Fiscal Examiner V
request
none Loan Examiner I,
; : y I, and IV (Wilfredo
Action Officer processes and analysis the data request 3 days :
! P ¥ q Y V. Vedan, lll;
Rosemarie F.
The process data will be forwarded to the Division nENte ) )
; ; 2 hours Fiscal Examiner V
Chief for review.




Action Officer edits action based on the none 30 minutes Loan Examiner II,
comments of the Division Chief I, and IV (Wilfredo
none Administrative Aide
Receive and record the draft data to Service Director 10 minutes  |V!/ Loan Examiner Il
(Ma. Avelina D. Del
9. The draft data will be reviewed and vetted by the none 4 hours Director I, LFPS
Service Director
9.1 Action Officer edits action based on the none T Loan Exarr-uner I,
comments of the Service Director i 19 (Wilfrerior V.
Vedan. lll: Rosemarie
10. Receive and record the draft data for review and none Deputy Executive
initial of Deputy Executive Director 1 hour Director Ill
11. The draft data will be reviewed amd vetted by s Shagrs Deputy Executive
Deputy Executive Director Director lll
11.1 Action OFfi . none Lecan Examiner I, 1ll,
.1 Action Officer edits acticn .ase .on e — and IV (Wilfredo V.
comments of the Deputy Executive Director 3
Vedan, lll; Rosemarie
12. Receive and record the draft data to Executive none . Administrative
' 10 minutes  |Assistant (Office of
Director
the Executive
13. The draft data will be reviewed amd vetted by el Liday EXEfUtIVE Birectar
. : (Nifio Raymond B.
Executive Director .
Alvina)
none Loan Examiner 1, 11,
13.1 Action Officer edits action based on the . and IV (Wilfredo V.
. ) 10 minutes . )
comments of the Executive Director Vedan, Ill; Rosemarie
F. Ferriol and Daniel
14, Approval of the draft data Executive Director
1day (Nifio Raymond B.
Al A
15. Release if signed position paper to the S Administrative
Records Section miNUtes 1 assistant
Received requested data 16. Release of signed position paper for the Administrative
Records section to the requesting party 10 minutes | Officer Il (Records
Section)
TOTAL.: 7 days

*Evaluation may take more than 15 days, defending on the number of existing loans of requesting LGU and the manner of implementing the
recommendations of the COA on the findings and observations stated in the Part Il of Annual Audit Report.

Sub-Procedure: Preparation of Notice of Deficiency
CLIENT STEPS AGENCY ACTION FEES TO BE | PROCESSING PERSON

PAID TIME RESPONSIBLE

Prepare letter informing LGU concern of the None Administrative Aide

deficiency of supporting documents submitted, 2 hours VI/ Loan Examiner Il

together with the checklist of the documentary (Ma. Avelina D. Del

requirements detailing the lacking documents. Rosario)

Sign letter notice of deficiency None 30 Minutes cE ERTEBEGT (ks

Pamela P. Quizon)

CLIENT shall submit the lacking
documents within thirty (30) days , if
fail the request shall be returned
without action
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1. (Service Name) Processing of LGU Application for Loan under the Assessment Loan Revolving Fund
{ALRF)

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. Application may be submitted to the Regional

Office or directly to the BLGF Central Office.

This process covers the documentary and eligibility requirements for applicant LGUs, to initial screening and to notification of eligible

applicants.

Office or Division: LGUOS/Project Execution and Management Division (PEMD)
Classification: | highly-technical
Type of Transaction: Government to Government (G2G)
Who ma_y.avai.!:' ' _ |All provincies, cities and municipalities or all local government units {(LGUs)
CHECKLIST OF REQUIREMENTS : .~ WHERE TO SECURE
Basic Requirements:
1. Application Letier indicating the purpose of loan To be signed by the Local Chief Executive (LCE)
2 Resolution of the local legislative body, authorizing the Provincial To be signed by majority of the Sanggunian
Governor/City/Municipal Mayor to enter into a loan agreement with the Members concerned

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/Panlungsod/Bayan;

3. A comparative statement of the Real Proerty Tax Collection covering a period |Duly Certified by the Local Treasurer or maybe
of five (5) years immediately preceding the year of the project implementation. downloaded from the BLGF Website

4_ A certification of the Provincial/City /Municipal Mayor as to availability of office |Provincial/City /Municipal Mayor
space, equipment, and technical and clerical personnel for the duration of the
project;

5 _Certification of the PNP Director as to prevailing peace and order condition of |PNP Director
the City/Municipality;
6.Plantilla of Personnel (Offices of the Treasurer and Assessor); Duly Certtified by the HR

7 Tax Collection Enforcement Programs, prepared by the Treasurer Treasurer
8 Certificate of Net Debt Service Ceiling and Borrowing Capacity (CNDSC/BC). |LDMED-BLGF

A1 Additional Requirements for Tax Mapping Project To be issued by the concerned Provincial
1. If implementation involves multi-year Program, to support the loan application | Assessor and Treasurer

an Executive Order issued by the Local Chief Executive creating a RPTA Task
Force, setting forth the membership and defining the duties and responsibilities of
such body,

2 A certification of the Provincial 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 the entire City/Municipality;

¢. The applicant LGU has not been previously tax mapped

3. Tax Mapping Implementation Plan, which includes:

a. Detailed activities of Tax Mapping by Barangay. and

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

A.2 Additional Requirements for Data Computerization To be issued by the concerned Provincial
1. Certification of the Provincial/City/Municipal Assessor as to the: Assessor and Treasurer

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

years;

2. Real Property Data Computerization Implementation Plan, which includes:
a. Detailed activities of data computerization work by Barangay; and
b. Period to complete each activity in data Computerization Work;




A3 Additional Requirements for General Revision
1 Certification of the Provincial/City/Municipal Assessor as o the
a Number of Rea! Property Units (RPUs}) and parcels of land for the last three (3)

years;

2 Real Propery Data Computerization implementation Plan, which includes:
4 Detailed activities of data compulerization work by Barangay: and

b. Period to complele each activity in data Computerization Work:

43 Cerlification of the Provincial Assessor that the City/Municipality has an
Approved Schedule of Market Values,

Taliel

To hessued by
Assessor and Treasurer

the congermned Provmoat

CLIENT STEPS

AGENCY ACTION

FEES TO
BE PAID

PROCESSING
TIME

PERSON
RESPONSIBLE

Submit application letter
together with complete
documentary requirements.

Receive, record and deliver to PEMD the
application request together with complete
documentary requirements  (Refer to Receipt of
incoming Documents _procedure)

none

30 minutes

Records Unit —
Admin. Aide Il

Check completeness and orderiiness of the
documents, including: a)Completeness of the data
required to process the application; and b)
Accuracy of the submitted data.

nene

5 days

Action Officer

For complete requirements and eligible
application, prepare Acknowledgment Letter
confirming eligibility and informing the LGU of its
schedule for orientation-workshop on ALRF and
the preparation of Project Study and Action Plan
(PSAP).

« Prepare Notice of Deficiency/Ineligibility in case
of incomplete documentary requirements or
ineligibility under ALRF rules.

none

1 hour

Action Officer

Review application and related documents and
endorse the Acknowledgment Letter for signature.

none

3 days

Division Chief

Review application and related documents and
endorse the Acknowledgment Letter for signature.

none

2 days

Service Director

Review application and related documents and
endorse the Acknowledgment Letter for signature.

none

2 days

DED

Review application and sign Acknowledgment
Letter.

none

2 days

Executive Director

Record and release signed Acknowledgment
Letter to applicant LGU.

« Endorse documentary requirements for ALRF
application with copy of signed Acknowledgment
Letter to PEMD.

(Refer to Transmittal Letter procedure)

none

2 days

Records Unit —
Admin. Aide Il

2. 'Receive BLGF's Action

none

3 days

applicant LGU

i TOTAL

20 days




Ao ARTATS

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 ioan 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.

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 Management Division (PEMD)
Classification: complex
_Type of Transac':tion:ﬂ - |{Government to Government (G2G)
Whp-tﬁéy avail: |All provincies, cities and municipalities or all local government units (LGUs)
CHECKLIST OF REQUIREMENTS = . . "~ . " - WHERE TO SECURE

Letter conﬂrmatlon to attend onentanon -workshop applicant LGU

Sl i | FEESTO | PROCESSING |  PERSON

CLIENT STEPS& i AGENCY ACT'ON | BEPAD |  TIME . | RESPONSIBLE

1, Subm|t Letter Recewe record and release to PEMD the Letter none 30 minutes Records Unit —
Confirmation to attend the  |Confirmation (Refer to Receipt of Incoming Receiving Clerk
orientation-workshop on Documents procedure)

Assessment Loan Revolving
Fund (ALRF) Projects and
the preparation of PSAP

Prepare Notice of Meeting for the conduct of none 10 minutes Action Officer
Orientation-workshop

Review, and initial/sign the Notice of Meeting none 5 minutes Division Chief
Review and initial/sign the Notice of Meeting none 5 minutes Service Director
Sign the Notice of Meeting none 10 minutes DED

Prepare logistical and equipment requirements. none 3 days & 4 hours |LGUOS

(Refer to Request for Petty Cash procedure)

Conduct Orientation-Workshop on ALRF none 1 day LGUOS
Projects and the preparation of PSAP
* Target output of the orientation is a draft
Project Study and Action Plan (PSAP)

Presentation and critiquing of Draft PSAP none 15 minutes after |LGUOS
the conduct of
orientation
2. Finalize PSAP for BLGF's none 2 days Applicant LGU

approval

TOTAL 7 days




ot ARTASS,

1. {Service Name)

Request for Review and Approval of Project Study and Action Plan (PSAP) and

Transmittal of Draft Contract of Loan

ALRF is a revolving fund managed by the Bureau of Local Government Finance {BLGF) as a ioan facility for LGU's Tax Mapping
projects, periodic Revision of Real Property Assessments, and other real properly 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. Al LGU
applications shall be submitied to PEMD for review and processing.

Office or Division:

LGUOS/Project Execution and Management Division (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)

Municipal Assessor and the Municipal Treasurer

2. Certfficate of Attendance to Orientation-Workshop on ALRF Projects

and on the Preparation of PSAP

Conducted by the BLGF at least 15 days
after the eligibility screening.

; o = : |FEES TOBE| PROCESSING| = = PERSON
i CUENTSIEES L ife AGENGYACIION . PAD | TIME | RESPONSIBLE
Submit the PSAP for approval of |Receive, record and release to PEMD the none 30 minutes  |Records Unit —
the BLGF Executive Director PSAP with attached complete documentary Receiving Clerk
with attached complete requirements (Refer to Receipt of Incoming
documentary requirements Documents procedure)
Review the PSAP and check signatures of none 5 days Action Officer
LGU applicant: Local Chief Executive,
Local Treasurer and Local Assessor
Prepare cover memorandum none 2 hours Action Officer
recommending aporoval of the PSAP
Review/endorse approval of the PSAP and none 3 days Division Chief
initial/sign cover Memorandum.
Review/endorse approval of the PSAP and none 2 days Service Director
initial/sign cover Memorandum
Recommend the approval of the PSAP and none 2 days DED
sign the cover Memorandum.
Sign the PSAP none 2 days Executive Director
If Approved: Prepare Transmittal Letter none 15 minutes  |Action Officer
with approved/signed PSAP and prepare
draft Contract of Loan; (Refer to Preparation
and Transmittal of Draft Contract of Loan
procedure) If not approved: Prepare
transmittal informing the LGU to comply w/
recommendations and submit revised
PSAP
Review and sign/initial the transmittal none 15 minutes  [Division Chief
Review and sign/initial the transmittal none 15 minutes | Service Director
Sign the transmittal letter none 15 minutes  |DED for Operations
Record and release Transmittal Letter with none 2 days Records Unit — Admin.
attached approved PSAP; or transmittal Aide Il
letter informing the LGU to comply with the
recommendations/ requests and submit
revised PSAP, in case of non-approval
(Refer to Transmittal Letter procedure)
2. Receive BLGF's Action none 2 days applicant LGU
Total 20 days
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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 reai 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/Project Execution and Management Division (PEMD)

Classification:

highly-technical

Type of Transaction:

Government to Government (G2G)

All provincies, cities and muni C|pal|t|es or all local 90vernment units (LGUs)

Who may avail:

CHECKLIST OF REQU[REMENTS

 WHERE TO SECURE -

1. PrOJECt Siudy and Actron Plan (PSAP)

prepared by the Municipal Assessor

and the Municipal Treasurer

2. Certificate of Attendance to Orientation-Workshop on ALRF Projects

Conducted by the BLGF at least 15 days

after the eligibility screening.

and on the Preparation of PSAP

e | FEESTOBE | PROCESSING | ~ PERSON "
e R : AGENCY ACTION it | Pap | TIME | RESPONSIBLE
1. Submit the PSAP for approval Receive, record and release to PEMD the none 30 minutes Records Unit —
of the BLGF Executive Director |PSAP with attached complete documentary Receiving Clerk
with attached complete requirements (Refer to Receipt of
documentary requirements Incoming Documents procedure)

Prepare draft Contract of Loan for the none 1 day Action Officer
signature of LGU applicant officials, based

on the approved PSAP (Refer to PSAP

Approval procedure)

Prepare cover memorandum none 15 minutes | Action Officer
recommending approval of the draft

Contract of Loan

Review and endorse approval of the draft none 3 days Division Chief
Contract of Loan and initial/sign cover

Memaorandum.

Review and endorse approval of the draft none 2 days Service Director
Contract of Loan and sign cover

Memorandum.

Review and recommend the approval of none 2 days DED

draft Contract of Loan

Approve the draft Contract of Loan none 2 days Executive Director
If Approved: Prepare Transmittal Letter none 15 minutes | Action Officer
with attached draft Contract of Loan for

signature of applicant LGU officials

If not approved: Refer back to PEMD for

appropriate action

Review and sign/initial the transmittal letter none 15 minutes | Division Chief
Review and sign/initial the transmittal letter none 15 minutes | Service Director
Sign the transmittal letter none 15 minutes |DED for Operations
Record and release Transmittal Letter with none 2 days Records Unit — Admin.

attached draft Contract of Loan for the
signature of applicant LGU officials; (Refer
to Transmittal Letter procedure)

Aide Il




FEES TO BE | PROCESSING PERSON
LIENT STEPS EN
2 . AGENSY BETION PAID TIME RESPONSIBLE
2. Receive Draft Contract of none 2 days applicant LGU

Loan

TOTAL

7 days




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 (PEMD) and approved by the BLGF Executive Director.
All LGU apphcat]ons shall be submitted to PEMD for review and processing.

Office or Dmsuon

LGUQOS / Project Execution and Management Division (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.Approved Project Study and Action Plan (PSAP)

BLGF and Appllcant LGU

2. Contract of Loan ssgned by applicant LGU officials

Applicant LGU

. | FEESTOBE | PROCESSING | -~ “PERSON .
CLIENT STEPS AGENCY ACT!ON i PAD |  TIME | RESPONSIBLE

1. Submlt request for‘{he review Recewe record and release to PEMD the none 30 minutes  |Records Unit —
and approval of Contract of Loan|request for review and approval of Contract Receiving Clerk
with attached complete of Loan with attached complete
documentary requirements documentary requirements (Refer to

Receipt of Incoming Documents

procedure)

Review the Contract of Loan based on the none 1 day Action Officer

approved PSAP and check the signatories

Prepare cover Memorandum requesting none 15 minutes | Action Officer

review of the Contract of Loan by the Legal

Service

Review content of draft Contract of Loan none 4 hours Division Chief

and initial/sign the cover Memorandum

Review content of draft Contract of Loan none 4 hours Service Director

and sign the cover Memorandum

Receive and release to Legal Service the none 15 minutes  [Action Officer

cover Memorandum requesting review of

the Contract of Loan with the attached

PSAP Refer to Transmittal Letter

Review content of Contract of Loan with none 5 days Action

attached PSAP and recommend approval. Officer/Director,

(Refer to Review of Contract Legal Service

procedure ), In case of corrections, the

Contract of Loan will be endorsed back to

PEMD for appropriate action. .

Review content of Contract of Loan with none 1 day DED for

attached PSAP. Administration

Review content of Contract of Loan with none 1 day DED for Operations

attached PSAP.

Approve/sign the Contract of Loan. none 2 days Executive Director

Prepare Transmittal Letter transmitting the none 1 hour Action Officer

signed Contract of Loan and informing that
the LGU may now request for the initial
release of funds representing the 50% of
the approved loan. In case of non-
approval, refer back to PEMD for
appropriate action.




Record and release the transmittal letter none 2 days Records Unit -
together with the approved Contract of Admin. Aide Il
Loan with attached copy of approved
PSAP to LGU applicant (Refer to
Transmittal Letter procedure)

2. Receive BLGF's Letter with none 2 days Apllicant LGU

the attached approved Contract
of Loan

Sub-Total

20 days

l
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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, periadic 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.

|LGUOS/Praject Execution and Management Division (PEMD)

complex

|Government to Government (G2G)

—|All' provincies, cities and municipalities or all local government units (LGUs)

1. {Service Name)

[Office or Division:
Classification:
Type of Transaction:

Who may avail: :

; S " . CHECKLIST OF REQUIREMENTS 4 “WHERE TO SECURE
1. Approved Project Study and Action Plan (PSAP) BLGF and Applicant LGU
2. Signed Contract of Loan BLGF and Applicant LGU
3. Letter Request BLGF and Applicant LGU
G s o bt . FEES TO BE | PROCESSING | PERSON
.. ‘_k.:';:CLIENT STEPS . = AGENCY ACTIO.b:J s '}PA'D | TME | RESPONSIBLE
1. Submit letter request for Receive, record and release to PEMD the none 30 minutes  |Records Unit —
release of funds (First Tranche) |letter request for the release of funds (Fisrt Receiving Clerk
representing 50% of the Tranche) representing 50% of the approved
approved loan with attached loan with attached complete doucmentary
complete documentary requirments (Refer to Receipt of
requirements Incoming Documents procedure)
Prepare cover Memorandum and a none 15 minutes  |Action Officer
directive Memorandum for the Financial
and Management Division (FM & D) for
release of funds
Review and endorse the Request for none 2 hours Division Chief
Release of Funds and initial/sign the cover
Memo and directive Memo for FMD
Review and recommend/sign cover Memo none 2 hours Service Director
and initialisign the directive Memo for FMD
Recommend the release of funds and none 2 hours DED
initial/sign the directive Memo for FMD.
Sign the directive Memorandum for FM &D none 2 days Executive Director
for the release of funds (1st Tranche)
Record and release the directive. none 5 minutes Records Unit —
Memorandum for the release of funds to Admin. Aide Il
FMD for payment and PEMD for file.
Facilitate release of funds. (Refer to none 2 days Financial and
Preparation of Disbursement Voucher ' Management
procedure) Division
Processing and release of Check/Loan to none 2 days Cashier Ill
LGU. (Refer to Disbursement procedure)
release copy to PEMD for file
Prepare Letter to LGU informing the none 5 minutes Action Officer
release of funds (1st Tranche)
Record and release Transmittal Letter none 2 days Records Unit —
informing the release of funds and the Admin. Aide Il
prosecution of the project shall be started
not later than 60 days from date of receipt
of the amount (Refer to Transmittal Letter
procedure)
2. Receive BLGF's action 2 days borrowing LGU
Total| 7 days




NoE - ARTATS>

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 i 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 project.

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-technical

Type of Transaction: |Government to Government (G2G)

Wh_o may '_avéil: ' |All provincies, cities and municipalities or all iocal government units (LGUs)
o CHECKL!ST OF REQUIREMENTS st e o WHERE 70 SECURE

1. Request for Partial/Full Payment W|th Billing Statement, |f any Borrowing LGU

2. Physical Accomplishment Report (Statement of Works Accomplished)

certifying that basic project requirements as itemized in the PSAP have Borrowing LGU

already been acquired and delivered

3. Financial Accomplishment Report (Statement of Receipts and Disbursements or

Borrowing LGU
SORD) certifiyng that the total amount initially released was fully disbursed 9

CLIENT STEPS ~AGENCY ACTION FEES TO BE |'PROCESSING | PERSON
PAID ' TIME ' RESPONSIBLE
1.Submit letter réquest for 2nd |Receive, record and deliver to PEMD the ' none 30 minutes |Records Urﬁt — Admin.
release of funds representing |letter request for 2nd release of funds with Aide Il
30% of the approved loan with |attached complete documentary
attached complete requirments (Refer to Receipt of
documentary reequirements  |Incoming Documents procedure)
Review reports and check compliance with none 1 day Action Officer
approved PSAP
Conduct field validation. ncne 20 days Monitoring and
{Refer Monitoring and Evaluation Evaluation Team
procedure)
Review the evaluation report per result of none 2 hours Action Officer

field validation

If the above cited requirements are none 4 hours Action Officer
complied, prepare Memo recommending
the Release of Funds; otherwise, letter
directing compliance with the
recommendations of the Evaluation Team.

Review the evaluation report and initial/sign none 2 hours Division Chief
the Memo reguesting the Release of

Funds.

Review the evaluation report and sign the none 1 hour Service Director

Memo requesting the Release of Funds.

Review the evaluation report and none 1 hour DED
recommend the Release of Funds.
Review and approve Request for Release none 2 days Executive Director

of Funds.




6

Fecord and release anproved Request for none 5 minutes  |Records Unit - Admin.]
Retease of Funds o FMD for payment an¢ Asde Il
PEMD for file
Receive and record Reguest for Release of none 5 minutes Records
Funads. Officer/Receiving
Facilitate release of funds. (Refer to none 2 days Financial and
Preparation of Disbursement Voucher Management Division
procedure)
Processing and release of Check/Loan o none 2 days Cashier il
LGU.
(Refer to Disbursement procedure)
release copy to PEMD for file
Prepare Letter informing the LGU on the nene 10 minutes | Action Officer
release of funds
Record and release Transmittal Letter none 2 days Records Unit — Admin.
informing the release of funds and the Aide It
prosecution of the project shall be started
not later than 60 days from date of receipt
of the amount (Refer to Transmittal Letter
procedure)
2. Receive BLGF's action none 2 days borrowing LGU

Total

20 days
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1. {Service Name) Request for Release of Funds representing 20% of the approved loan
under 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 project.
Third/Final Release (20%) ~ Upon submission of report of at least 75% Physical and Financial Accomplishment of project.

Office or Division: - 1LGUOS/Project Execution and Management Division (PEMD)
Classification: .~ |highly-technical
Type of Transaction: = |Government to Government (G2G)
th:'_may éva‘ii: - i - |All provingies, cities and municipalities or all local government units (LGUs)

.  CHECKLIST OF REQUIREMENTS Ci o e s DWHERE TO SECURE .
Request for Partial/Full Payment with Billing Statement, if any Borrowmg LGU
Physical Accomplishment Report (Statement of Works Accomplished) Borrowing LGU

certifying the completion of at least 75% accomplishment of the project

) Borrowing LGU
Financial Accomplishment Report (Statement of Receipts and Disbursements or

SORD) certifying the completion of at least 75% accomplishment of the project

3 ' FEES TO BE | PROCESSING f;*-‘* PERSON =
CLlENT STEPS i AGENCY ACTION . PAID - 4 TIME RESPONSIBLE
1 .Submit request forfinal/3rd |Receive, record and deliver to PEMD the none 30 minutes  |Records Unit —Adrnln.
release of funds representing |request for final/3rd release of funds with Aide Il
20% of the approved loan with |attached complete documentary
attached complete requirements (Refer to Receipt of
documentary requirements Incoming Documents procedure)
Review reports and check compliance with none 1 day Action Officer
approved PSAP
Conduct field validation. none 20 days Monitoring and
{Refer Monitoring and Evaluation Evaluation Team
procedure)
Review the evaluation report per result of none 2 hours Action Officer

field validation

If 75% accomplishment is noted, prepare none 4 hours Action Officer
Memo recommending the Release of
Funds; otherwise, letter directing
compliance with the recommendations of
the Evaluation Team.

Review the evaluation report and initial/sign none 2 hours Division Chief
the Memo requesting the Release of

Funds.

Review the evaluation report and sign the none 1 hour Service Director

Memo requesting the Release of Funds.

Review the evaluation report and none 1 hour DED

recommend the Release of Funds.

Review and approve Request for Release none 2 days Executive Director

of Funds.

Record and release approved Request for none 5 minutes  |Records Unit — Admin.
Release of Funds to FMD for payment and : : Aide I

PEMD for file.




Receve and record F(q;:'(ms’ for Fmr:&(:‘r none 5 minuies Records
Funds. Officer/Receiving
Facilitate reiease of funds. (Refer to none 2 days Financial and
Preparation of Disbursement Voucher Managemenl Division
procedure)
Processing and release of Check/Loan to none 2 days Cashier lll
LGU
{Refer to Disbursement procedure]
Prepare Letter informing the LGU on the none 10 minutes  [Action Officer
release of funds
Record and release Transmittal Letter none 2 days Records Unit — Admin.
infarming the retease of funds and the Aide i
prosecution of the project shall be started
not later than 60 days from date of receipt
of the amount (Refer to Transmittal Letter
procedure)

2. Receive BLGF's action 2 days borrowing LGU

Total

20 days
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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 facitity for LGU's
Tax Mapping projects, periodic Revision of Real Property Assessmenls, 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 Direclor.
All LGU applications shall be submitted to PEMD for review and processing.

Office or Division:

LGUOS/Project Execution and Management Division (PEMD)

Classification:

highly-technical

Type of Transaction:

Government to Government (G2G)

Who may avall

All provincies, cities and municipalities or all local government units (LGUs)

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1 Physrcai Accomplzshment Report (Statement of Works Accompl |shed)

Borrowzng LGU

2. Financial Accomplishment Report (Statement of Receipts and

Borrowing LGU

Disbursements or SORD}
-CLIENT STEPS - AGENCY ACTION \ FEES TO ERQC.ESSI'NG_ PERSON
T o BE PAID = TIME o . RESPONSIBLE
1.Submit request for partial/final Rébei\;'e, record and deliver to PEMD none 30 minutes  |Records Unit—
release of loan or project the request for partial/final release of Admin. Aide 1l
completion with attached complete |loan with attached complete
documentary requirements documentary requirements (Refer to
Receipt of Incoming Documents
procedure)
Review reports and check none 4 hours Action Officer
compliance to Contract of Loan.
Prepare Travel Order to LGU none 1 hour Division Chief
concerned to monitor and evaluate
physical and financial
accomplishment of the project.
Prepare cover Memo requesting none
authority to travel
Review and endorse Memo none 1 hour Service Director
requesting authority to travel
Review and endorse Memo none 1 hour DED
requesting authority to travel
Review and approve request for none 3 days Executive Director
authority to travel for the stated
purpose.
(Refer to Request for Travel Order
procedure)
Travel to LGU none 1 day travel [Monitoring and
time Evaluation Team
Make representation with the local none 15 minute  |Monitoring and
assessor and treasurer. Evaluation Team
Courtesy call with the Local Chief none 30 minutes | Monitoring and
Executive assisted by the local Evaluation Team
assessor and treasurer and rest of
the project management team.
+ Conduct monitoring and evaluation.




Fonnonno and

"~ TGonduct MOMonngG anc eyaluabon [Eiats Z 0Bys
- Validate/verily the actual physicat Evaluaton Team
oulpuls as 1o the lates! Physical
Accomphshment Rep mitted
« Validatel/verify the actual hinanoial
repors as to the lales! Financia!
Repornt submitted.
Canduct exit conference and present none 2 hours Momitonng and
findings, comments and Evaluation Team
recommendations with the LCE and
project management team
Return to Official Station. none 1 day travel  |Monitoring and
~ time Evaluation Team

Prepare Evaluation Report with 10 days Monitoring and
recommendations. Evaluation Team
Prepare Letter informing the LGU on none 5minutes  |Action Officer
the release of funds
Record and release Evaluation none 2 days Records Unit -
Report (Refer to Transmittal Letter Admin. Aide Il
procedure)

2. Receive BLGF's action 2 days borrowing LGU

Total

20 days




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 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.

Request 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/Project Execution and Management Division (PEMD)

Classification:

highly-technical

Type of Transaction: :

| Government to Government (G2G)

‘:Wh(:_’a:_ may avail:

All provincies, cities and municipalities or all local government units (LGUs)

CHECKLIST OF REQUIREMENTS

 WHERETO SECURE

1 ..Physical Accomplishment Report (Statement of Works Accomplished)

Borrowing

LGU

100% accomplishment
2. Financial Accomph:?,hment Report (Statement of Receipts and Disbursements or Borrowing LGU
SORD) 100% accomplishment
3. Cemﬁ.cate of Co'rnpletlor? stating that the project is substantially completed and Borrowing LGU
that project funds is fully disbursed
. FEES TO BE | PROCESSING i PERSON
CLIENT STEPS AGENCY ACTION PAID TIME -:‘ RESPONSIBLE
1. Submit request for project  |Receive, record and deliver to PEMD none 30 minutes  |Records Unit — Admin.
completion and amortization  |request for project completion and the Aide Il
schedule for the loan amortization schedule for the loan
repayment with attached repayment with attached complete
complete documentary documentary requirements
requirements (Refer to Receipt of Incoming
Documents procedure)
Review reports and check compliance with none 2 days Action Officer
Contract of Loan
Conduct field validation. none 20 days Action Officer,
(Refer Monitoring and Evaluation Division Chief
procedure)
Review the evaluation report per result of none 2 hours Action Officer
field validation
If 100% accomplishment is noted, per result none 4 hours Action Officer
of field validation conducted Evaluation
Report, prepare memo recommending
project completion; otherwise, letter
directing compliance with the
recommendations of the Evaluation Team.
Review the evaluation report and initial/sign none 2 hours Division Chief
the Memo requesting the Release of
Funds.
Review the evaluation report and initial/sign none 2 hours Division Chief
the cover Memo
Review the evaluation report and sign the none 1 hour Service Director
cover Memo




Review the evaluation report and none 1 hour DED
recommend the project completion
Approve project completion none 2 days Executive Director
Record and release the approved request none 5minutes  |Records Unit — Admin.
to PEMD Aide Il
Prepare Letter informing the LGU of the
annual amoritization schedule in
accordance with Contract of Loan
Record and release Letter the LGU of the none 2 days Records Unit — Admin.
annual amoritization schedule (Refer to Aide 1|
Transmittal Letter procedure)
2. Receive BLGF's action 2 days borrowing LGU

Total

20 days




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 Execuiive (Governor/Mayor) for the filling up of
vacancies in Provincial/City/Municipal 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 Government Code of 1981.

Office or Division: . |Bureau of Local Government Finance
Classification: Multi-stage system
Type of Transaction: = . "|G2G
Who may avail: - . :|Local Government Units
. CHECKLIST OF REQUIREMENTS .~ = NO. OF GOPIES © WHERE TO SECURE

First Level Basic Documentary Requirements (Stage 1)

A. Requirements from the Individual Recommendes

1, Personal Data Sheet (PDS}) - CSC Form No. 212, with the following: 3 Originals® Form downloadable fram csc.gov.ph
1.1 Service Record 3 Originals Form downloadable from csc.gov.ph
1.2 Work Experience Sheet 3 Originals Form downloadable from csc.gov.ph

1.3 Previous Office Order of Designation as Treasurer/Assistant Treasurer, if any 1 Certified Copy each |BLGF Regional Office/ LGU Human Resource (HR) Office

1.4 Sworn Certificate of Employment (for private work experience) 1 Photocopy Previous employers of the recommendee
1.5 Latest Approved Appointment (if applicable) 1 Certified Copy LGU HR Office
1.6 Certificate of Residency ™ 1 Original Barangay Captain

2. Certificate/s of Eligibility

1 Authenticated Copy

2.1 Civil Service Commission for CSP and/or BCLTE 5
for each applicable

CSC Regional Office

2.2 Professional Regulation Commission (PRC) eligibility PRC

2.3 Bar Integrated Bar of the Philippines
3.Relevant Training Certificates'” 1 Certified Copy each |LGU HR Office
4. Performance Rating for the last two (2) rating periods™ 1 Certified Copy each |LGU HR Office

B. LGU Requirements

1. Recommendation Letter of Local Chief Executive, with the following: 1 Original” Office of the Local Chief Executive
1.1 Sworn Statement of Non-Prohibited Relationship 1 Original* Office of the Local Chief Executive
1.2 Certification of Availability of Funds 1 Original LGU Budget Office/Accounting Office
1.3 Approved Plantilla Schedule for the current year 1 Certified Copy LGU HR Office
1.4 Publication of Vacancy (nof beyond 3 months old) and Posting, with e
1l 1 Original LGU HR Office

Qualification Standards

1.5 Certificate of SPMS Compliance 1 Certified Copy CSC Field Office

1.6 if applicable, provide justification/certification for:

7 3 z 1 Original for each
¢. Neni-inclusion of Next-in-Rank Employees applicable case or

b. Dearth of Applicants/inclusion of Applicants from Other LGUs include ir the
recommendation letier

Office of the Local Chief Executive

¢. Non-inclusion of Next-in-Rank Employees

1.7 Government Issued 1D with Photo and Signature of LCE 1 Certified Copy Office of the Local Chief Executive

, , ) = :
1.8 Compliance with Sec. 325 of Republtc Act No. 7160 ™ ( for Assistant 1 Originai Office of the Local Chief Executive and LGU Accounting Office
Treasurer positions only)

. Gnglnai hand-signature required. Use 0?;leclmmnorfao.;mﬂe swgn:alurem ;rah\bi;edi )
1"l Certificate issued by the concerned Barangay Chairman and stating the candidate's good moral character

121 Maximum of 120hours for the last 5 years for PTICT; and 40hours for the last & years for MT

"l Reckoned from the date of recommendation of the LCE

¥l Certificate must state that the nominee is not within the 4th degree of affinity or consanguinity of the LCE

) Certificate issued by the concermed Local Accountant or Budget Officer stating the authorized salary rate, salary grade and item number of the position
15 The Qualifications Standards to be published and posted must follow Sec. 470 and 471 of Republic Act No. 7160

17 Signed by hand by the LCE and Local Accountant stating that the filling up of the position complies with Sec. 325z of the LGC

BLGF Central HRMPSB Deliberation Documentary Requirements (Stage 2)

1. Indorsement of the Regional Director 1 Original BLGF Regional Office
2. BLGF Regional HRMPSB Resolution 1 Original BLGF Regional Office
3. Comparative Matrix of Evaluation - Local Treasury Appointment 1 Original BLGF Regional Office
4, Compliance Evaluation of Requirements for Appointment (First Level) 1 Original BLGF Regional Office

Note: With all supporting documents submitted by the LGU/Recommendees

Second Level Basic Documentary Requirements (Stage 3)

1 Authenticated Copy

1 Torisiintior Recards [axpept fot pscommencieas whoar alesady copearly for each academic | University or College where the recommendee graduated

appointed Local Treasurer/Assistant Local Treasurer)

degree
2. Latest Sworn Statement of Assets, Liabilities, and Net Worth (SALN) 1 Original LGU HR Office
3. Medical Certificate - Latest CSC Form No, 211 1 Original Government Physician

4. Valid Clearances and Certificate/s of No Pending Case (if with pending case/s,
provide Case Summarylies):




4.1 National Bureau of Investigation (NB!) 1 Original NBI

4.2 Civil Service Commission (CSC}) 1 Original CsC

4.3 Ombudsman 1 Original Office of the Ombudsman

4.4 BLGF (only for recommendees who are already appointed LT/ALT 1 Original BLGF Central and Regicnal Offices
NGA (onl h {

4.5 LGU or NGA (only for recommendees who are appointed government 1 Originsl Office of the Local Chief Executive

personnel)

4. Marriage Certificate (for married female only)

1 Certified Copy

Philippine Statistics Authority (PSA)

5. Acceptance of Lower Salary (if applicable) 1 Original by the Recommendee

Issuance of Appointment {Stage 4)

1. Memorandum for the Secretary of Finance for the Issuance of Appointment 1 Original BLGF Central Office

2. Appointment Papers (CSC Form No. 33-A, Revised 2018) 3 Original BLGF Cenlral Ofiice

3. BLGF Central HRMPSB Resolution 1 Original BLGF Cenlral Office

4. Validated Comparative Matrix of Evaluation - Local Treasury Appointment 1 Original BLGF Central Office

5. Compliance Evaluation of Requirements for Appointment (Second Leve! Process) 1 Original BLGF Central Office

Note: With all supporting documents submitted by the LGU/Proposed Appointee

CSC Attestation of Approved Appointment {Stage 5)

1. Appointment Transmittal and Action Form (CSC Form 1, Revised 2017) 1 Original Form downloadable from csc.gov.ph
CLIENT STEPS AGENCY ACTION 7 FEESTOBE | 'PROCESSING TIME PERSON RESPONSIBLE

; PAID :
Stage 1: First Level (Initial Screening) Process

For L GUs outside NCR

The BLGF Regional HRMPSB for Local Treasurers pre-evaluates the recommendees of the Local Chief Executive
for the appointment of a local treasurer.

Submit letter of recommendation of
the Local Chief Executive with
complete supporting documents to
the concerned BLGF Regional Office

Receive mailed or personally
delivered documents. For personal
delivery, check completeness of
documents and acknowledge
receipt. Classify, attach barcode and
CCS, record in the logbook and
iZMS Route documents to Regional
Director.

None

35 minutes

Records Officer

Indicate directive/notation and route
to Administrative Officer/HRMO.

None

30 minutes

Regional Director

If compliant with requirements,
prepare and sign the Compliance
Evaluation of Requirments for
Appointment (First Level); prepare
and countersign the BLGF
Comparative Matrix of Evaluation -
Local Treasury Appointment;
prepare Notice of Interview; and
endorse evaluation to the Central
HRMPSB Secretary. If deficiencies
are noted in the submitted
documents, prepare Notification of
Deficiency/ies to LGU.

None

1 day

Administrative Officer/HRMO

Approve the Notification of
Deficiency in Documentary
Requirements

None

1 hour

Regional Director

Receive Notification of Deficiency and
re-submit required documents.

Send Notification of Deficiency/ies to
LGU, if deficiencies are noted on
submitted documents.

None

1 hour

Records Officer

If with compliant requirements,
conduct interview of recommendees
on a scheduled date and convene
the HRMPSB fo deliberate on the
qualifications and ranking of
recommendees; prepare and
approve the BLGF Comparative
Matrix of Evaluation - Local
Treasury Appointment 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 Direclor's indorsement with

the HRMPSB Resolution, and all None 2 days Records Officer (Regional Office)
supporling documents (by
courier/personal delivery).

s  Proceed to Stage 2

Stage 1 (Regional Office): Total

6 days 1 hour 5 minutes

For NCR LGUs, submit to BLGF
Central Office

The BLGF Central HRMPSB for Local Treasurers Secretariat evaiuates the recommendees of the Local Chief
Executive for the appointment of a local treasurer in NCR.

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

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

None

15 minutes

Central Records Officer
(Receiving)

Record documents, assign barcode,
and endorse to ADMIN Records
Officer

None

2 hours

Central Records Officer
(Receiving)

Record documents and endorse to
Administrative OfficerfHRMO

None

30 minutes

ADMIN Records Officer

Evaluate the gualifications of each
recommendee. If compliant with
requirements, prepare and sign the
Compliance Evaluation of
Requirements for Appointment (First
Level); prepare the BLGF
Comparative Matrix of Evaluation -
Local Treasury Appointment ; send
Notice of interview. If deficiencies
are noted in the submitted
documents, prepare Notification of
Deficiencyfies to LGU.

None

3 days

Administrative Officer/HRMO

Approve the Notification of
Deficiency in Documentary
Regquirements

None

1 day

BLGF Central HRMPSB
Secretary

Record the approved Notification of
Deficiency and endorse to Records
Section

None

2 hours

ADMIN Records Officer

Receives Notification of Deficiency
and re-submit documents

Release Notification of Deficiency
through mail, email or courier.

None

1 day

Central Records Officer
(Releasing)

Conduct interview of
recommendees, on a scheduled date
prior to HRMPSB deliberation.

None

1 day

Executive Director

Update and countersign the BLGF
Comparative Malrix of Evaluation -
Local Treasury Appointment; and
endorse all evaluation documents to
the Central HRMPSB Secretary.

None

1 day

Administrative Officer/HRMO

Review and sign the Compliance
Evaluation of Requirements for
Appointment (First Level) and the
BLGF Comparative Matrix of
Evaluation -Local Treasury
Appointment, and send Notice of
HRMPSB deliberation and agenda.

None

1 day

BLGF Central HRMPSB Secretary

Proceed to Stage 2 (Conduct of Central HRMPSB Deliberation)

Stage 1 (Central Office): Total

6 days 4 hours 45 minutes

Stage 2: Second Level (Final
Deliberation) Process

The BLGF Central HRMPSB for Local Treasurers undertakes final deliberations on the proposed appointments of

local treasurers.

Receive mailed or personally
delivered documents from the
Regional Office; classify and attach
CCSs, affix barcede; and deliver the
physical documents to the ADMIN
Records Officer. (Refer fo Receipt of
Incoming Communications Process).

None

2 hours

Central Records Officer




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

None

30 minutes

ADMIN Records Officer

Check complete documentary
requirements and validate evaluation
made by Regional HRMPSB:

If compliant with the requirements,
sign the Compliance Evaluation of
Requirernents for Appointment (First
Level Process) and countersign the
BLGF ComparativeMatrix Evaluation
- Local Treasury Appointment.

If deficiencies are noted, prepare
the Notification of Deficiency to RO.

None

2 days

Administrative Officer/HRMO

Review and sign the Compliance
Evaluation of Requirements for
Appointrment (First Level Process)
and countersign the BLGF
ComparativeMatrix Evaluation -
Local Treasury Appointment; or
approve the Notification of
Deficiency to RO.

None

2 days

BLGF Central HRMPSB Secretary

Receive Notification of Deficiency and
re-submit documents

Send Notification of Deficiency to
LGU, copy furnished the Regional
Office.

None

1 day

Cenlral Records Officer
(Releasing)

Prepare Notice of HRMPSB
Deliberation and enlist all LGUs with
compliant requirements in the
agenda.

None

1 day

Central HRMPSB Secretariat

Conduct Central HRMPSB
Deliberation; and prepare and sign
the HRMPSB Resolution.

None

7 days

Central HRMPSB for Local
Treasurers

Prepare communication to the
Regional Office to inform of the
results of the deliberation and
require the concerned recommendee
to submit all Second Level Basic
Documentary Requirements for
Appointment of Local Treasurers
and Assistant Local Treasurers.

None

1 day

Administrative Officer/HRMO

Review and countersign
communication.

None

1 hour

Chief, Administrative Division

Record and release letter ito AFMS
Director.

None

20 minutes

ADMIN Records Officer

Review and countersign
communication.

None

2 hours

AFMS Director

Record and release letter to DED for
Administration

None

20 minutes

AFMS Administrative Assistant

Review and approve communication.

None

2 hours

DED for Administration

Record and release letter to Central
Records.

None

20 minutes

DED Administrative Assistant

Release communication to Regional
Office thru mail, email or courier.

None

2 days

Central Records Officer

Receive mailed or personally
delivered documents. For personal
delivery, check completeness of
documents and acknowledge
receipt. Classify, attach barcode and
CCS, record in the logbook and
i2ZMS Route documents to Regional
Director.

None

35 minutes

Records Officer (Regional Office)

Indicate directive/notation and route
to Administrative Officer/HRMO.

None

30 minutes

Regional Director




Prepare communication fo the LGU
informing of the results of the
deliberation and require the
concerned recommendee to submit
all Second Level Basic Documentary
Requirements for Appointment of
Local Treasurers and Assistant
Local Treasurers.

None

1 hour

Administrative Officer/HRMO

Review and approve the
communication.

None

30 minutes

Regional Director

Receive communication and comply
with the submission of requirements

Transmit to Central HRMPSB the
Regional Director's indorsement with
the HRMPSB Resolution, and all
supporting documents (by mail,
email, courier, pick up).

None

2 days

Records Officer (Regional Office)

Praceed to Stage 3

Stage 2: Total

17 days 3 hours 5 minutes

Stage 3: Pre-issuance of
Appointment Papers

The BLGF Central Office prepares the appointment papers with the docket of all supporting documents; certifies the

publication and the evaluation undertaken by the HRMPSB for Local Treasurers.

Submit all Second Level Basic
Documentary Requirements for
Appointment of Local Treasurers and
Assistant Local Treasurers to BLGF
Central Office

Receive mailed or personally
delivered documents from the
Regicnal Office; classify and atlach
CCS, affix barcede; and deliver the
physical documents to the ADMIN
Records Officer.

None

2 hours

Central Records Officer

Receive and record documents in
the logbook; endorse documents to
Action Officer.

None

30 minutes

ADMIN Records Officer

Check and validate submitted
documentary requirements:

If compliant with requirements,
accomplish the Compliance
Evaluation of Requirements for
Appointment (Second Level
Process) and prepare Appointment
papers and Memorandum for the
Secretary of Finance, with all
supporting documents submitted by
the proposed appointee.

If non-compliant with requirernents
or deifciencies are noted, prepare
the Notification of Deficiency to
LGU, copy furnished the RO.

None

2 days

Administrative OfficerfHRMO

Review and sign the Compliance
Evaluation of Requirements for
Appointrnent (Second Level
Process) and prepare Appointment
papers and Memorandum for the
Secretary of Finance, with all
supporting documents submitted by
the proposed appointee; or approve
the Notification of Deficiency to
LGU.

None

4 hours

Chief Administrative Officer

Record and release the Notice of
Deficiency to Central Records

None

30 minutes

ADMIN Records Officer

Receive Notification of Deficiency and
resubmit requirements

Send Notification of Deficiency to
LGU, copy furnished the Regional
Office by mail, email, courier or pick

None

1 day

Central Records Officer
(Releasing)

Record and release Appoeintment
papers with the memorandum to
AFMS Director

None

20 minutes

ADMIN Records Officer

Review and sign/countersign
Appointment papers and
Memorandum.

None

4 hours

AFMS Director

Record and release documents to
DED for Administration

None

20 minutes

AFMS Administrative Assistant

Review and sign/countersign
Appointment papers and
Memorandum.

None

4 hours

DED for Administration




Record and release documents to
Office of the Executive Director.

None

20 minutes DED Administrative Assistant

Receive and record documents and
transmit to designated reviewer.

None

30 minutes OED Records Officer

Review Appointment papers and
memorandum

None

2 hours OED Staff

Review and sign Appointment
papers and Memorandum.

None

2 days Executive Director

Affix date and clear for release to
Administrative OfficerfHRMO

None

15 minutes OED Staff

Record signed document, assign
number and affix hologram, and
transmit fo Administrative
Office/HRMO.

None

30 minutes OED Records Officer

Final check on the completeness of
the appointment and supporting
documents.

None

15 minutes Administrative Officer/HRMO

Record and release the appointment
and supporting documents to Central
Records.

None

10 minutes ADMIN Records Officer

Record the appointment docket due
for release to the Office of the
Undersecretary, Revenue
Operations Group, Department of
Finance.

None

30 minutes Central Records Officer

Proceed to Stége 4

Stage 3: Total

6 days 3 hours 35 minutes

Stage 4: Approval of Appointment
by the Secretary of Finance

The proposed appointment processed by BLGF is endarsed to the Office of the Secrelary of Finance through the
Undersecretary, Revenue Operations Group, for approval. The approved appointment is endorsed to the BLGF
Central Office for transmittal to the appointee through the BLGF Regional Office, copy fumished the Local Chief
Executive. This is the last stage for the issuance of the appointment and the appointee can already assume the

position.

Receive Appointment papers with
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 Appointment
papers.

None

5 days OSEC

Record receipt of approved
Appointment and route to
Admnistrative Officer/HRMO.

None

15 minutes BLGF Central Records Staff

Prepare transmittal to:

a. CSC: Appointment Transmittal
and Action Form (with docket of
appointment)

b. Appointee: Memorandum to the
Regional Director and transmitfal
letter to the appointee with a copy
of the approved appointment, copy
furnished the LCE.

None

1 day Administrative Officer/HRMO

Review and sign CSC transmittal;
and countersign memorandum and
transmittal to appointee.

None

2 hours Chief Administrative Officer

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

None

30 minutes ADMIN Records Officer

For CSC transmittal:
Record and deliver documents to
CSC Field Office/Regional Office.

None

30 minutes (CSC-FO)

4 hours (CSC-RO) Central Records Staff

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

None

2 hours AFMS Director

Record and release documents to
DED for Administration.

None

20 minutes AFMS Administrative Assistant

Review and sign transmittal
documents.

None

2 hours DED for Administration




Record and release documents to

Ceniral Records. None 20 minutes DED Adminisirative Assistant
Record and release the transmittal
with complete attachments to

" None 1 day Central Records Officer

Regicnal Office by mail/courier/pick
up.

Receive mailed or personally
delivered documents. For personal
delivery, check completeness of
documents and acknowledge
receipt. Classify, attach barcode and None 35 minutes Records Officer {Regional Office)
CCS, record in the logbook and
i2MS Route documents to Regional
Director.

Indicate directive/notation and route
to Administrative Officer/HRMO. None 1 hour Regicnal Director

Prepare communication to the LGU
transmitting the approved
appointment with the instruction that None 2 hours Administrative Officer/HRMO
the treasurer can already assume
the position.

Review and approve the

communication. None 1 hour Regional Director
Receive approved appointment and Transmit to the LGU/appointee the
acknowledge receipt, take oath of copy of the approved appointment
office and assume the position; (by mail, email, courier, pick up).
submit duly acknowledged
None 1 day Records Officer (Regional Office)

appointment, oath of office and
assunption to CSC BSP Field office,
copy furnished the BLGF CO and RO.

- End of Pj'_océss'-oh_'thé_ Jssuénc;e of A'pp'b_intm'eni by the :Sg'crété_dr of Finance

Stage 4: Total 14 days 6 hours 30 minutes

. |stagesitod:Total  dadaysGhoursiSminutes

-{The appointment issued by the Secretary of Finance is forwarded by BLGF to the Civil Service Commission for
attestation. The atlested appointment is endorsed by CSC to the BLGF for transmittal to the appointee through the
|BLGF the Regional Office concerned. For disapproved appointments, the copy of the appointment marked "Di-
| Pinagtibay” by the CSC shall be forwarded 1o the proposed appointee for the filing of a Motion for Reconsideration as
prescribed under the Revised Rules on Administrative Cases in the Civil Service (RRACCS).

Stage 5: Attestation by the Civil
Service Commission

Pick up attested documents from 30 minutes (CSC-FO

CSC Field Office/NCR None 4 hours (CSC-RO) ) |Central Records Staff
Record receipt of the attested

appoiniment from CSC and route 1o None 10 minutes Administrative Officer V
Administrative Officer/HRMO

Prepare Memorandum to the

Regional Director and transmittal

letter lo the appointee with a copy of None 4 hours Administrative Officer/HRMO
the CSC-attested appointment, cc

the LCE.

Review and sign CSC transmittal;

and countersign memorandum and . s . .
transmittal to appointee. None 2 hours Chief Administrative Officer
Record and route transmittal X ;
doouments to AFMS Direclor. None 20 minutes ADMIN Records Officer
Review and countersign transmittal None 2 hours AFMS Director

documents.

Record and release documents to . o ) .
DED for Administration. None 20 minutes AFMS Administrative Assistant
Review and countersign transmitial

docurnents. 9 None 2 hours DED for Administration
Record and release documents to i - ; .
OED. None 20 minutes DED Administrative Assistant
Receive and record documents and

transmit to designated reviewer. None 30 minutes OED Records Officer
Review transmittal documents. None 2 hours OED Staff

Review and sign transmittal ; .

documents. None 2 days Executive Director

Affix date and clear for release to ,

Administrative Officer/HRMO Teemraigs CED Stafl




Record signed document, assign
number and affix hologram, and
transmit to Administrative None

Officer/HRMO.
None ADMIN Records Officer

None 1 day Central Records Officer

30 minutes OED Records Officer

Final check on the completeness of
the transmittal documents.

Record and release the appointment
and supporting documents to Central
Records

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

Receive mailed or personally
delivered documents. For personal
delivery, check completeness of
documents and acknowledge
receipt. Classify, attach barcode and
CCS, record in the logbook and
i2MS Route documents to Regional
Director.

None 35 minutes Records Officer (Regional Office)

None Regional Director

None 2 hours Administrative Officer/HRMO

Indicate directive/notation and route
to Administrative Officer/HRMO.

Prepare communication to the LGU
transmitting the approved
appointment with the instruction that
the treasurer can already assume
the position.

Review and approve the
communication.

Transmit to the LGU/appointee the
copy of the approved appointment
(by mail, email, courier, pick up).

End of Process on CSQéAttesteﬂ'A"pbdihtméri't'.

stage 5: Total 6 days 3 hours 40 minutes

Stages 1to 5: Total 51 days 1 hour 55 minutes




PRELIMINARY ACTION ON ADMINISTRATIVE COMPLAINTS/CASES

This process covers the issuance of a show-cause/letter to comment/letter to explain upon the receipt of an
administrative complaints/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.

Office or Division:

Bureau of Local Government Finance-Internal Affairs Division

Classification:

Highly Technical Transaction

Type of Transaction:

|G2B, G2C, G2G

Who may avail:

CHECKLIST OF REQUIREMENTS

ALL (General Public, Taxpayers, LGUs, NGAs, GFls, GOCCs, NGOs, etc.)

'WHERE TO SECURE

complaint

certified true copies of attachments, if any

AR L - AGENCY ACTION "FEES TO BE 'PROCESSING , . PERSON .
'CL'EN_-TiS.T_E?S g e L HC08) T . PAID "~ TIME = | - RESPONSIBLE
Receives and records the
Sends complaint with all its |complaint and routes it to the N 2 hour Records Officer
attachments, if any Office of the Executive Director R ours (Records Section)
(OED)
laint
Records hecamplain 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 None 20 minutes |Administrative Officer |
complaint (Legal Division)
Assigns/endorses to the Special
Investigator, for appropriate action None 1 hour LSD
Evaluates, prepares and finalizes
the show-cause/letter to None 6 days Special Investigator
comment/letter to explain
Reviews and initials the draft show
cause/letter to comment/letter to None 4 days Division Chief (DC)
explain
Reviews, initials and recommends
the draft show-cause/letter to
comment/letter to explain None 3.5 days LSD
Records and routes the
recommended show-cause/letter
to comment/letter to explain N Shimminles Administrative Officer |

(countersigned by the SI, DC and
LSD) to the DED for approval and
signature

{Legal Division)




Receives and records the
recommended show-cause/ietter " Administrative Assistant
to comment/letter to explain, for None minutes 1 (DED)
approval and initial of the DED
Reviews, initials and recommends
the show-cause/letter to Deputy Executive
comment/letter to explain None Loeays Director
Receives and routes the
recommended show-cause/letter N 10 minut Administrative Assistant
to comment/letter to explain, for BRE TS Il (DED)
approval and initial of the ED
Receives and records the
recommended action/s
(countersigned the S, DC, LSD None 20 minutes OED Staff
and DED) for approval and
signature of the ED
Approves the recommended show
cause/letter to comment/letter to None 2 days ED
explain
Various activities to be done by
the Administrative Staff of OED
before releasing the signed and
approved show-cause/letter to None .5 days OED Staff
comment/letter to explain back to
the SI
Receives the approved and signed
show-cause/letter to None 10 minutes
comment/letter to explain
Photocopies and scans the
approved and signed show- N 30 mi Administrative Officer |
cause/letter to comment/letter to ane minutes (Legal Division)
explain
Records and releases the signed
show-cause/letier to .
comment/letter to explain to the None 10 minutes
Records Section for release
Records and releases the signed
show-cause/letter to
comment/letter to explain to the )
local treasurer, the person KNone 5 days Records Ofﬂcgr
complained of . A notification letter (Records Section)
as to the action taken is released
to the complainant
Receives notification letter
of the status of the
complaint filed
20 days
“EndofProcess . L sEa

Note: The Local Treasurer and their Assistants, person complained of , 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 Investigation.




ARTAT>

PRELIMINARY INVESTIGATION FOR NCR (Multi-Stage)

This process involves the conduct of preliminary investigation and consequently the submission of Preliminary Investigation Report to the
disciplining authority for further action and the release of a letter to the requesting party/complainant informing the latter that the subject
case/complaint is under evaluation.

Office or Division: Bureau of Local Government Finance-Internal Affairs Division
Classification: Highly Technical Transaction
Type of Transaction: G2G
Who may avail: ALL (General Public, Taxpayers, LGUs, NGAs, GFls, GOCCs, NGOs, etc.)
CHECKLIST OF REQUIREMENTS ] WHERE TO SECURE
Complaint,

Counter Affidavit or Comment or Explanation, with attachments
Show-Cause Order, BLGF Office Order, BLGF Travel Order (Authority to Conduct Preliminary Investigation)

o iRy oy v . e : . ; | FEES TO BE jPROCESSING :f’ERSON
8 :CLIENT STERS Sy AGE.NCY A.C.”QN_ e By (.CC.)s). i PAD | TIME | . RESPONSIBLE
The Local Treasurer and their Assistants, person complained of sends his/her Counter-
affidavit‘Comment/ Explanation, with attachments
Receives and records with CCS the Counter- R Dffisr (Caftral
affidavit/Comment/Explanation, with attachments and routes it None 2 hours Records Section)
to the Office of the Executive Director (OED)
Records the said Counter-affidavittComment/Explanation, with None 20 minutes  |OED Staff
attachments
Assigns the same to Legal Service Director (LSD) None 2 hours Executive Director (ED)
g:f\,?;is and routes the documents from the OED to Legal NG 20 minutes | OED Staff
Receives and records the Counter- Naifie S5 it Administrative Officer |
affidavi/Comment/Explanation, with attachments © (Legal Division)
Assgnsfendorses to the Special Investigator for appropriate Flisie 1 hour LSD
action
Evaluates and prepares travel foffice order to conduct . .
preliminary investigation None 6 days Special Investigator
Reviews and initials the draft travel /office order None 4 days Division Chief (DC)
?rz\grews. initials and recommends the draft travel / office Kana 3.5 days LSD
Records and routes the recommended draft travel / office Administrative Officer |
order (countersigned by the SI, DC and LSD) to the OED for None 20 minutes e
: (Legal Division)
approval and signature
Receives and records the recommended draft travel/ office None 10 minutes Administrative Assistant
order for approval and initial of the DED Il (DED)
Reviews and initials the draft travel /office order None 2.5 days D,aputy Executive
Director
Receives and routes the recommended draft travel /office None o e Administrative Assistant
order, for approval and initial of the ED ill (DED)
Receives and records the draft travel / office order
(countersigned by the Si, DC, LSD and DED) for approval None 20 minutes  |OED Staff
and signature of the ED
Sagr.ts .1he dr.aft tra.vei .Im‘hce order for the conduct of None 2 days ED
preliminary investigation
Various activities to be done by the Administrative Staff of
OED before releasing the signed and approved action/s back None .5 days OED Staff
to the S|
Receives the approved travel /office order . Administrative Officer |
None 10 minutes h
(Legal Division)
Photocopies and scans the approved travel /office order None 30 minutes Admm\st_ra'tlye Officer |
(Legal Division)
Records and releases the approved office /travel order to the ) .
Records Section for Legal Service None 10 minutes Records Officer , OED
Conducts preliminary investigation None 20 days* Special Investigator
Submits Investigation Report (confidential), with
recommendation and the complete records of the case to the
Executive Director and simultaneously sends letter informing None 5 days* Special Investigator
the complainant that the complaint is under evaluation
Receives notification letter
of the status of the
complaint filed
45 days
Ctnpneih Endof Process: il

*Under the 2017 Rules on Administrative Cases in the Civil Service (2017 RACCS)Section 20. Duration of the Preliminary Investigation. Xxx shall be terminated within twenty
(20) days thereafter. However, the disciplining authority may extend such periods in meritorious cases. Section 21. Investigation Report. Within five (5) days from the termination of
the preliminary investigation, xxx shall submit the Investigation Report xxx to the disciplining authority.



RESOLUTION/CONFIRMATION ON ADMINISTRATIVE COMPLAINT

This process covers the issuance of a resclution after the evaluation of the report of investigation and all its attachments pertaining to an
administrative complaint filed against Local Treasurers and their assistants.

Office or Division:

Bureau of Local Government Finance-Internal Affairs Division

Classification:

Highly Technical Transaction

Type of Transaction:

G2B, G2C, G2G

ALL (General Public, Taxpayers, LGUs, NGAs, GFls, GOCCs, NGOs, etc.)

Who may avail:

CHECKLIST OF REQUIREMENTS =

WHERE TO SECURE

Preliminary Investigation Report, Regional Office Resolution
Complaint, Comment or Counter Affidavit, certified true copies of attachmenis

CLIENT STEPS ‘AGENCY ACTION ° {COs) FEES TO BE PROCESSING TIME PERSON RESPONSIBLE
el ek R R ki i " .PAID aomel R
After the termination of the |Receives and records with CCS the Report of )
preliminary investigation, |Investigation with attachments and and routes it to the None 2 hours Records Officer (Central
the Special Investigator Office of the Executive Director (OED) Records Section)
shall submit the Receives and records the Report of Investigation with
Investigation Report with | attachments None 20 minutes OED Staff
recommendation and the
zg;piitfh;e;gg;ﬂi;ze Assignb 1o Celial Service Birecior (LS D) None 2 hours Executive Director (ED)
authority. Records and routes the Report of Investigation with .
attachments from the OED to Legal Service None 20 minutes OED Staff
Receives and records the report of investigation with ) Administrative Officer | (Legal
attachments None 20 minutes Division)
Assignsfendor;es to the Special Investigator for — i hour LsD
appropriate action
Evaluates and prepares draft resolution None 6 days Special Investigator
Reviews and initials the drafl resolution None 4 days Division Chief (DC)
Reviews, initials and recommends the draft resolution None 3.5 days LSD
Records and routes the recommended resolution Administrative Officer | (Legal
(countersigned by the SI, DC and LSD) to the DED for None 20 minutes Digisian)
approval and signature
Receives and records the draft resolution for approval None 10 minutes Administrative Assistant Ill
and initial of the DED {DED)
Reviews, initials and recommends the draft resolution None 2.5 days Deputy Executive Director
Records and routes the draft resolution with attachments None 16 RGeS Administrative Assistant Il
from the DED to OED (DED)
Receives and records the draft resolution (countersigned
by the SI, DC, LSD and DED) for approval and signature None 20 minutes QED Staff
of the ED
Approves the recommended draft resolution None 2 days ED
Various activities to be done by the Administrative Staff of
OED before releasing the signed and approved resolution None .5 days OED Staff
back to the SI
Receives the approved resolution i Administrative Officer | {Legal
None 10 minutes Division)
Photocopies and scans the approved resolution _ :
P pp —— — g?;;z;;s;ratwe Officer | (Legal
Records and releases the approved resolution to the 5 .
Records Section for delivery None 10 minutes gidvrggi;ranve Cticer{(Legal
Records and releases the signed resolution to ALL Records Officer (Records
concerned parties None -5 days Section)
Receives copy of the
Resolution
20 days

< End of Process




DECISION ON ADMINISTRATIVE CASE (MULTI-STAGE)

This process involves the issuance of memorandum and decision after the conduct of formal investigation* and the submission of the report of formal
investigation* relevant to an administrative case filed against Local Treasurers and Local Treasurers.

Office or Division: .

Bureau of Local Government Finance-Internal Affairs Division

Classification:

Highly Technical Transaction

Type of Transaction:

G2G

Who may avail:

ALL (General Public, Taxpayers, LGUs, NGAs, GFls, GOCCs, NGOs, etc.)

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Formal Investigation Report

Complaint, Comment or Counter Affidavit, certified true copies of attachments
Formal Charge, Answer under oath, certified true copies of supporting documents

CLIENT STEPS AGENCY ACTION (COs) FEES TO BE PROCESSING TIME | -PERSON RESPONSIBLE
Within fifleen (15) days Receives and records with CCS the Report of Formal ‘
after the conclusion of the |Investigation with attachments and routes the same fo the None 2 hours Records Ofﬁc.er(Cenlral
formal investigation, a Office of the Executive Director (OED) Records Section)
formal investigation report s ,
with all the supporting :tf;:p:isetr:‘; Report of Formal Investigation with Néiia 20 rifilifs OED Staff
documents with the - - -
recommendations shall be |ASsigns to Legal Service Director (LSD) None 2 hours Executive Director (ED)
submitted by the hearing oo ori 2 nd rantes the Report of Investigation with _
officer to the disciplining | 415 chments from the OED 1o Legal Service None 20 minutes OED Staff
authority.
Receives and records the report of investigation with st Administrative Officer | (Legal
attachmenis None minses Division)
Assigns/endorses to the Special Investigator for
appropriate action None 1 hour LSD
Evaluates and prepares draft memorandum and decision
None 6 days Special Investigator
Reviews and initials the draft memorandum and decision
None 4 days Division Chief (DC)
Reviews, initials and recommends the draft memorandum
and decision None 3.5 days LSD
Records and routes the recommended draft memorandum L }
and decision (countersigned by the SI, DC and LSD) to None 20 minutes Administrative Officer | (Legal
the OED for approval and signature Division)
Receives and records the recommended draft
memorandum and decision for approval and initial of the . Administrative Assistant lll
DED None 10 minutes (DED)
Reviews and initials the draft memorandum and decision
None 2.5 days Deputy Executive Director
Receives and routes the recommended draft
memorandum and decision, for approval and initial of the Nons 10 minutes Administrative Assistant lll
ED (DED)
Receives and records the draft memorandum and
decision (countersigned by the S!, DC, LSD and DED) for None 20 minutes OED Staff
approval and signature of the ED
Approves the draft memorandum and decision None 2 days ED
Various activities to be done by the Administrative Staff of
OED before releasing the signed and approved action/s None 5 days OED Staff
back to the Sl
Receives the approved memorandum and decision
None 10 minutes
Phqtqcoples and scans the approved memorandum and ) Administrative Officer | {Lagal
decision None 30 minutes .
Division)
Records and releases the approved memorandum and .
decision to the Records Section for release to DOF* None 10 minutes
Records z;nd releases the signed action/s to all parties _— s dove Records Officer (Records
concerne : Y Section)
Receives copy of the
Decision
20 days*
--------- . :End-of Process

*Under the 2017 Rules on Administrative Cases in the Civil Service (2017 RACCS)Section 48. When Case is Decided. The disciplining authority shall decide the case within thirty (30) days from receipt

of the Formal Investigation Report. (emphasis ours)




COMMENT ON MOTION FOR RECONSIDERATION/APPEAL ON BLGF RESOLUTION/DOF DECISION

Reconsideration/Appeal filed by the Local Treasurers and Assistant Local Treasurers who is adversely affected of the BLGF

(MULTI-STAGE)

This process involves issuance of the comment as required by other quasi-judicial agencies or courts on Motion for

Resolution/DOF Decisicn.

Office or Division:

Bureau of Local Government Finance-Internal Affairs Division

Classification:

|Highly Technical Transaction

Type of Transaction:

G2G

Who may avail:

|Quasi-Judicial Bodies, Courts

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Order to Comment
copy of the Motion for Reconsideration/Petition for Review
original or certified true copy of Decision, Order, or Resolution
CLIENT STEPS PHEENGY ACTION FEESTOBE PROCESSING TIME | PERSON RESPONSIBLE
£ ] {COs) PAID ; ; o
Sends order to comment  |Receives mailed or personally None 2 hours Records Officer (Records
on BLGF Resolution/DOF  |delivered order to comment on BLGF Section)
Decision Resolution/DOF Decision
Routes the order to comment to the None 20 minutes Records Officer (Records
Office of the Executive Director (OED) Section)
Assigns to Legal Service Director None 2 hours Executive Director (ED)
(LSD)
Records and routes the order to None 20 minutes OED Staff
comment fram the OED to Legal
Service
Receives and records the order to None 20 minutes Records Officer | ( 1AD
comment Division)
Asmgnsiengorses _to the Action Officer NigRs 1 hour LSD
for appropriate action
Evaluates, conducts research,
prepares and finalizes the comment
(including a draft letter for the None 6 days Spegcial Investigator
requesting party on the status of its
request)
Reviews and initials the draft comment Narie 4 days Division Chief (DC)
Reviews, initials and recommends the None 3.5 days LSD
draft comment
Records and routes the recommended
draft comment (countersigned by the
SI, DC and LSD) o the Deputy .
" 20
Execulive Director (DED) for approval None FIAULES Records Officer (IAD)
and signature
Recelvesiand rachrds tha . Administrative Assistant Il
recommended draft comment for None 10 minutes
R (DED)
|approval and initial of the DED
Reviews, initials and recommends the None 25 days Deputy Executive Director
draft comment
Receives and routes the o 7 2
recommended draft comment for None 10 minutes é\[;jg]Dsr;lstrahve Assistantll
approval and initial of the ED
Receives and records the
recommended draft comment
(countersigned by the S!, DC, LSD None 20 minutes OED Staff
and DED) for approval and signature
of the ED
Approves the recommended draft None 2 days ED
comment
Various activities to be done by the
Administrative Staff of OED before
releasing the signed actions back to Hone Sdays DED:Staff
the Records Officer (IAD)
Receives the approved comment None 10 minutes
Photocopies and scans the approved None 30 minutes Admln\st-rghye Officer |
comment (Legal Division)
Records and releases the approved
comment including the letter for the
requesting party to the Records None 10 minutes
Section for release to BOPIR/SOF for
confimation
Records and releases the signed
comment to BOPIR/SOF and
simultaneously relea_ses the :a_pprovgd None 5 days Recqrds Officer (Records
letter for the requesting party informing Section)
the latter of the status of its request
Receives copy of the
comment
20 days

o End of Progess -

within thirty (30) days from receipt of the Formal Investigation Report.

*Under the 2017 Rules on Administrative Cases in the Civil Service (2017 RACCS)Section 48. When Case

is Decided. The disciplining authority shall decide the case




IMPLEMENTATION OF DECISION, ORDER OR RESOLUTION (DOR) OF QUASI-JUDICIAL
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.g. CSC, OMB, SB, etc.) and courts in relation to a case against Local
Treasurers and Assistant Local Treasurers.

Office or Division:

Bureau of Local Government Finance-Internal Affairs Division

Classification:

Highly Technical Transaction

Type of Transaction:

G2G

|Quasi-Judicial Bodies, Courts

Who may avail:

' CHECKLIST OF REQUIREMENTS

. WHERE TO SECURE

Ceﬂified.t.rue copy of DOR

S ity . - AGENCY ACTION . - il 'FEESTOBE R - PERSON
CLIENTDIE o (Cos) o pain o |PROGESSING TIME | RESPONSIBLE .
Sends DOR for Receives and records Decision /
implementation Order /Resolution (DOR) and Records Officer (Central
routes it to the Office of the None 2 hours Records)
Executive Director (OED)
Receives and records Decision / :
Order /Resolution (DOR) None 20 minutes OED Staff
ﬁ_sss’slf:%ns Wlegal SeniienDicctr None 2 hours Executive Director (ED)
?120823 ?;ﬁég:}esset;?CEOR L None 20 minutes OED Staff
Receives and records the DOR ) Administrative Officer |
None 20 minutes .
(Legal Division)
Assigns/endorses to the Special
Investigator, for appropriate action None 1 hour LSD
Ev;luates, prepares and linalizes None 6 days Special Investigator
action/s
Revicwsahdnitals the:dral None 4 days Division Chief (DC)
action/s
Reviews, initials and recommends
the draft action/s None 3508y LSR
Records and routes the
recommended draft letter,
memorandum or indorsement - oy RS Administrative Officer |
(countersigned by the SI, DC and (Legal Division)
LSD) to the OED for approval and
signature
Receives and records the draft
!etter, EemerAnElAn oF . Administrative Assistant
indorsement, for approval and None 10 minutes
" . Il of the DED
initial of the Deputy Executive
Director (DED)
Reviews, initials and recommends
the draft letter, memorandum or None 2.5 days DED
indorsement
Records and routes the draft
letter, memorandum or . Administrative Assistant
indorsement for approval and None 10 minutes Il (DED)
initial of the ED




Receives and records the
recommended draft letter,
memorandum or indorsement
(countersigned by the SI, LSD and
DED) for approval and signature
of the ED

None

10 minutes

OED Staff

Approves the 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

10 minutes

Administrative Officer |
(Legal Division)

Records and releases the signed
letter, memorandum or
indorsement to the concerned
parties*

None

.5 days

Records Officer
(Records Section)

Receives Compliance
Report of Implementation of
the DORs

20 days

“End of Process

*After the implemehtatibn .6f.the.deéision, é .c.orr'mp.lia'nce report with affidavif of service sh

same shall be forwarded to the concerned quasi-judicial bodies.

all be submitted to the Central Office. The |




ISSUANCE OF CERTIFIFED COPY OF RECORDSE TO EXTERNAL CLIENTS (Request for Certified Copy of Records)

Includes documents kept by the Regional office such as PDS, SALN, appointment ccpies, memoradums, designations, documents on 201 files of
Provincial,City, Municipal Treasurers and Assistant Provincial,City, Municipal Treasurers. Requested documents pertains only to documents
belonging to therequesting party. Processing tirne indicated is on a per document basis.

Office or Division:

- |Regional Office

Classification:

Simple Transactions

Type of Transaction:

Government to Government (G2G)

" |Genreral Public, LGUs, NGAs

Who may avail: .~

CHECKLIST OF REQUIREMENTS

L WHERE TO SECURE -
Request Slip
e T ‘ = BLGF-CAR
Two (2) Identification Documents (ID), on of which is a National Government issued 1D
5 il R S A ‘FEES TO | 'PROCESSING - 'PERSON_
e RN STRER AOENCT AL BEPAD |  TIME | RESPONSIBLE
Client fill out and submit the . - N
request slip for certified copy of Secjge‘;t th? reqtucceistb Srﬁ’ (T.he(;‘ks dTWl?F (2.) rd;antlﬁ;:attrgn Admin Officer 1
records to the Receiving oc f I.S presented by tne clent and atlix signature 1o e e 35 minutes (Records Officer)/
Officer/Administrative Officer | [[S3UeSt SiP- _ _ _ Receiving Officer
(Refer to the process on receipt of incoming documents)
Forward the request slip to the Regional Director for approval - Byl Admin Officer |
of the requested cerlified copy of documents (Records Officer)
Affix his’her signature for approval None 5 minutes Regional Director
Retrieve the document/s requested from the records section.
(Refer to the process for retrieval of Documents)
- Photocopy original documents. Administrative
- Stamp duplicate copy with certified copy of the original and|Nene 40 minutes Dfficer | (Records
affix name and signature of the Records Officer Officer)
- Original documents shall be returmned to the records
section
Client receives the document |Release the duplicate copy of document/s with stamp certified
and affix signature and date copy of original to client Administrative
received fo records logbook (Refer to the process for release of Outgoing Documents) None 45 minutes Officer | (Records
and receiving document Officer)

END PROCESS

[ TOTAL:|

‘ Two (2) hours




SALE OF BID DOCUMENTS

The Bureau of Local Government and Finance is strictly implementing the Governmert Procurement Reform Act ( RA 9184). Sale of Bid
Document is open to all interested bidders. Interested parties may purchase Bid Document from the Procurement Unit. The processing time
indicated is on a per document basis.

Office or Division:

- Regional Office

Classification:

|Simple Transactions

Type of Transaction:

Government to Business (G2B)

Service Providers

Who may avail:

CHECKLIST OF REQUIREMENTS -

WHERETOSECURE

Authorization from owner/proprietor of the business

Two (2) Identification Documents (ID), on of which is a National Government issued ID

Business or prorietor

e AL SR BT FEESTO | PROCESSING |  PERSON
£ UENT PIERS Ll ;"AGE_NCY. ACT[ON i "BEPAID |  TIME - | RESPONSIBLE
Client submits the written Receive request and authorization to purchase Bid
request, authorization to Documents. 5 mi ;
purchase Bid Documents Check the presented two (2) identification documents (ID), Hlare il BAC Secretariat
together with their valid I1Ds and verify the identity of the bearer of documents
Prepare Bid Documents None 10 minutes BAC Secretariat
Receives payment and issue an Acknowlegement Administrative
Pay bid docs to the Cashier |Receipt/Official Receipt None 10 minutes Officer lll (Cashier
11)
Present Acknowledgement
Receipt/ Official Receipt to the ) ’
Procurement Officer; receives RECARIS ACRDWISHOs MRt Retaipt sd gther dettisioning None 5 minutes BAC Secretariat
: : logbook.
Bid Document and affix
signature on the logbook
END OF PROCESS
TOTAL: 30 minutes




REQUEST FOR LGU FINANCIAL DATA

The service facilitates the release of LGU Financial Data validated by LFDAD BLGF, as requested by clients. The
processing time indicated is on per data basis.

Office or Division

Regional Office

Classification:

“|Complex Transaction

Type of Transacti

Government to Government (G2G)

“1Government to Citizen (G2C)

Who may avail:

All (General Public, Taxpayers, LGUs, NGAs, GFls, GOCCs, NGOs, etc.)

© CHECKLIST OF REQUIREMENTS WHERE TO SECURE =
Validated LGU Financial Data
CLI_ENT STEPS | ~ AGENCYACTION . |FEESTOBE| PROCESSING | 'P_ERSO_N :
ol =y Shein e e g PAID - TIME - | - RESPONSIBLE
Receivé and record’incoming validated LGU None 35 minutes Administrative
el D, Officer | (Records
(Refer to process on receipt of incoming Officer)/ Receiving
documents) Officer
Receives the validated LGU Financial Data, None 5 minutes FNLTOQ" Action
directive of Regional Director. Officer
Print the validated LGU Financial Data and None 1 day FA/LTOO/ Action
prepares transmittal letter to the requesting Officer
party. Attach and fill-up cleared for release
slip.
RevieW7Apprové/Sig§1 transmittal letter. None 15 minutes Regional Director
Approve cleared for release slip. '
Record and release the requested data to None 1 hour, 5 minutes | Admistrative Officer
the concerned party. | {(Records Officer)/
(Refer to the process on release of outgoing Aministrative Aide
documents) v
End of Process Total 1 day, 2 hours




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 document/ data requested.

Office or Division:|Regional Office

Classification: Complex Transaction

Type of Transactio Government to Government (G2G)

i : - |{Government to Citizen (G2C)

Who may avail: - |All (General Public, Taxpayers, LGUs, NGAs, GFls, GOCCs, NGOs, etc.)

’ CHECKLIST OF REQUIREMENTS Pk T ~WHERE TO SECURE
LetterwRequest of LGU Flnancsal Data
g e FEES TO BE | PROCESSING | . PERSON
CLiENT STEPS i b AGENCY ACTION : PAD | TIME = | RESPONSIBLE
Client submits Rece ives and records request of LGU None 35 minutes Administrative
request for LGU Financial Data. Officer I (Records
i S (Refer to process on receipt of incoming Officer)/ Receiving
' documents) Officer
Receive request together with the directive None 5 minutes FA/LTOO/ Action
of Regional Director. Officer
Prepare the requested LGU Financial Data. None e FNLTOQ/ Action
Prepare transmittal to LFDAD, Central e
Office for further verification/ validation.
Attach and fill-up cleared for release slip.
Review/Approve/Sign the transmittal to the None 15 minutes Regional Director
BLGF, Central Office. Approve cleared for
release slip.
Email to LFDAD the advance copy of the None 15 minutes FA/LTOO/ Action
requested data, Central Office. Central Officer
Office to email back the validated data to
the regional office.
Record and release to the Central Office. None 1 hour and 5 AO | (Records
(Refer to the process on release of minutes Officer)/ Asmin Aide
outgoing documents) v
LFDAD, BLGF transmit to the regional office the validated LGU Financial Data through email/mail.
Receive and record incoming validated LGU None 35 minutes AO | (Records
Financial Data. Officer)/ Receiving
(Refer to process on receipt of incoming Officer
documents)
Receives the validated LGU Financial Data, None 5 minutes FA/LTOO/ Action
directive of Regional Director. Officer
Print the validated LGU Financial Data and None 1 day FA/LTOO/ Action
prepares transmittal letter to the requesting Officer
party. Attach and fill-up cleared for release
slip.
Review/Approve/Sign transmittal letter. None 15 minutes Regional Director
Approve cleared for release slip.
Receive requested|Record and release the requested data to None Thour, 5
data the concerned party. minutes AR | (Rerords
. Officer)/ Admin Aide
(Refer to the process on release of outgoing IV
documents)
3 days, 4
End of Process Total hours and 15
minutes




REFERRAL FOR ISSUANCE OF OPINION/POSITION PAPER ON LOCAL FINANCE ON CASES WITH PREVIOUSLY ISSUED RULINGS/

OPINION

This service facilitates the Issuance of Opinions/Rulings/Position Paper relative to Queries on Local Taxation, Local Treasury Operations, Real
Property Appraisal and Assessment and other Local Finance Issues which do not have similarly decided cases or previously issued opinions/
rulings through referral to the BLGF Central Office.

Office or Division:

|Regional Office

o Simple

Classification:

Typé of Trarié’actioh__:: :

|Government to Citizen (G2C);
‘| Government to Government (G2G)

Who-ma’yava:ii: B

* CHECKLIST

OF REQUIREMENTS

~|All (General Public, Taxpayers, LGUs, NGAs, GFls, GOCCs, NGOs, etc.)

'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

Receive and record incoming
communication/query.

Administrative Officer |

to BLGF Records Unit (Refer to process on receipt of incoming Hags S THINGES (RRBC(.J@S %cher)l
documents) eceiving Officer
Receive the letter/communication and directive FA/ LAOO/ LTOO/ Action
from the Regional Direclor. Affix None 5 minutes Officer (Depending on the
initial/signature on the incoming logbook. type of query)
Prepare draft indorsement letter 1o the None TR FO%C??[%{ Sr—gl? ,zct;c;n
concerned division of the Central Office. . ganie
type of query)
Review and approve draft indorsement letter. None 1 hour Regional Director
Finalize indorsement letter. Attach and fill-up ; A LALIGE LTCR Action
: None 30 minutes Officer {Depending on the
cleared for release slip.
type of query)
Approvef$|gn letter reply. Approve cleared for None 30 minutes Regional Director
release slip.
Rt?cogd :nd release infic:r'sehrggrlthieté?r w:th the Admistrative Officer |
Receive copy of Indorsement atiacned query, copy Turmis eLssnt, None 1 hour, 5 minutes |(Records Officer)/

(Refer to process on release of outgoing
documents)

Aministrative Aide IV

END PROCESS

TOTAL:

4 hours and 45

Wate: 1he Regional Office shall fransmit the Opinion issued by the BLGF Central Office upon receipt thereof,

minutes




ISSUANCE OF REGIONAL SPECIAL PERSONNEL ORDER (RSPO) FOR THE DESIGNATION OF LOCAL TREASURERS/ASSISTANT

TREASURERS

The designation of Acting Treasurer or Assistant Treasurer /Officer-In-Charge or In-Charge of Office in the local treasury offices of the region
requires the issuance of a Regional Special Personnel Order (RSPQ) by the concerned BLGF Regional Director which shall 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
Office or Division: ~|Regional Office
Classification: “{Complex
Type of Transaction: - Government to Government (G2G)
Who may avail: - 4LGUs

CHECKLIST OF REQUIREMENTS

'WHERE TO SECURE

‘- For Original Designations:

Original Recommendation Letter of the Provincial Treasurers in the case of desigating
a Municipal Treasurer

Provincial Treasury Office

Original Recommendation letter of the Provincial Treasurer or City Treasurer in case of
Assistant City Treasurer

Provincial/City Treasury Office

Original Letter of Recommendation of the Local Chief Executive (submit at least three
(3) ranking eligible recommendees in accordance to Sec. 470 and 471 of the LGC of
1991

Office of the Municipal Mayor - in the case of municipality
Office of the City Mayor - in the case of City
Office of the Provincial Governor - in the case of province

Updated Personal Data Sheet (PDS) with updated Service Record Applicant
Certified True Copy of the Latest Appointment of the designee LGU
Certified True Copy of Civil Service (CSC)Eligibility/ BCLTE Civil Service Commission
Certified True Copy of Academic Transcript of Records (Authenticated by the School
School/University)
Certified True Copy of Detail Order LGU
(if designee comes from another Office/LGU)
Certified True Copy of Plantilla of the Concerned Treasury Office with indicated Salary LGU
Grade and CSC eligibility of the incumbent

LGU

Certified True Copy of Plantilla of the Originating Office/LGU
(if designee comes from another Office/L GU)

Certificate of no pending administrative case from the Civil Service Commission (CSC)

Civil Service Commission

If the designee is not the next-in-rank, a justification from the LCE indicating the reason
for not recommending the next-in-rank

LGU

If applicable, copy of travel authority issued by the BLGF Central Office and/or
approved leave of absence, or resignation letter/proof of retirement from the service

BLGF Regional Office

Certificate on non dual citizenship (not included in the checklist of requirements per
BLGF OO 6-13-2017 but requiered by CO)

Applicant

For Extension of Designations:

Original Recommendation Letter of the Provincial Treasurers in the case of desigating
a Municipal Treasurer

Provincial Treasury Office

Original Recommendation letter of the Provincial Treasurer or City Treasurer in case of
Assistant City Treasurer

Provincial/City Treasury Office

Updated Personal Data Sheet (PDS)

Applicant

Original Copy of the Service Record

LGU

Certification that the cash books of the Local Treasurer is updated, in case the
designee is Municipal Treasurer

Provincial Treasurer




1A %>

ISSUANCE OF REGIONAL SPECIAL PERSONNEL ORDER (RSPO) FOR THE DESIGNATION OF LOCAL TREASURERS/ASSISTANT

TREASURERS

The designation of Acting Treasurer or Assistant Treasurer /Officer-In-Charge or In-Charge of Office in the local treasury offices of the region
requires the issuance of a Regional Special Personnel Crder (RSPO) by the concerned BLGF Regional Director which shall 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

Office or Division:

Regional Office

Update the ADMS

Classification: . |Complex
Type of Transaction: ~1Government to Government (G2G)
Who may avail: - |LGUs
~ CLIENTSTEPS . - .. -+ AGENCY ACTION ~FEES TOBE +| 'PROCESSING | . PERSON & |
R e T e iy e SUPAID.L L TIME " "RESPONSIBLE
) Receive and record letter-recommendation None 35 minutes Administrative Officer |
S“b”_"'t .Indorsernem Letter of the o with complete documentary requirements (Records Officer)/
Provincial Treasurer (in case of Municipal/ |(Refer to process on receipt of incoming Receiving Officer
Assistant Municipal/ Assistant Provincial documents)
Treasurer)/ City Treasurer (in case of
Assistant City Treasurer)/ Local Chief
Executive (in case of Provincial/ City
Treasurer) with complete documentary
requirements
) ) None 3 minutes Administrative Officer |
Receive letter - recommendation and (Records Officer)
attached documentary requirements,
directive from Regional Director. Affix
signaturefinitial on the incoming logbook.
Review documentary requirements as to None 1 day Administrative Officer |
completeness, correctness and validity of (Records Officer)
the documents.
Prepare/Finalize the RSPO and relevant None 3 hours Administrative Officer |
communications to concerned Local (Records Officer)
Treasurer, Provincial Treasurer, LCE, COA
and Servicing Banks. Attach and fill-up
cleared for release slip.
Review /Approve/Sign RSPO and other None 2 hours Regional Director
relevant communications. Approve cleared
for release slip
. . i Record and release signed RSPO and other None 1 hour, 5 minutes | Admistrative Officer |
Client affix signature and date received to (Records Officery/
the outgoing logbook and receiving/ file MRlEvankHEcUmE s i ; ;
glog 9 (Refer to process on release of oulgoing Aministrative Aide [V
document
documents)
None 10 minutes Administrative Assistant

TOTAL:

1 day, 6 hours
and 53 minutes

ito the designee upon receipt thereof.

iNote: The approved RSPO is forwarded {o the

BLGF Central Office for confirmation by the Executive Director. The confirmed RSPO shali be transmitted




ARTATS>

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 of Transaction:

|Government to Government (G2G)

Who may avail:

LGUs

; a8 CHECKLIS;!' OF REQUIREMENTS ‘WHERE TO SECURE *
Original Request Letter of the LCE to the BLGF LGU
Original Letter of Request of the LCE to the recipient LGU LGU
Origal Letter of acceptance from the LCE of the recipient LGU LGU

Original Indorsement Letter of the Provincial Treasurer of the request

Provincial Treasury

Letter and supporting documents, copy
furnished the Local Treasurer.
(Refer to process on release of outgoing

"

Lo e B R RO FEESTOBE | PROCESSING |  PERSON
¢ *CLIENT STEPS - ~AGENCY ACTION : : :
Sl S E ) R ; e e PAID - TIME - ‘RESPONSIBLE .
Submit letter- request from the Receive and record letter-rquest with None 35 minutes Administrative
Local Chief Executive for the detail |supporting documents (Refer to process on Officer | (Records
of the treasurer/assistant treasurer. |receipt of incoming documents) Officer)/
(Request must be supported by Receiving Officer
valid reason)
Receive letter - request with attached None 3 minutes Administrative
supporting documents, directive from Officer | (Records
Regional Director. Affix signature/initial on Officer)
Review request and supporting documents. None 2 hours Administrative
Officer | (Records
__Difficor)
Prepareffinalize indorsement letter to Central None 2 hours Administrative
Office for the issuance of Detail Order Officer | {(Records
Review /Approve/Sign Indorsement Letter None 1 hour Regional Director
and supporting documents
Receive copy of indorsement letter |Record and release signed Indorsement None 1 hour, 5 minutes Admistrative

Officer | (Records
Officer)/
Aministrative Aide

TOTAL:

6 hours and 43
minutes

iNote: The approved Detoil Order is transmitted to the Loco! Treasurer upon receipt thereof.




INDORSEMENT OF REQUEST FOR EXTENSION OF SERVICE OF LOCAL TREASURERS

The extension of the of service a local treasurer due for mandatory retirement may be requested by the Local Chief Executive
and accordingly indorsed by the BLGF Regional Director to the BLGF Executive Director for indorsement to the Chairperson of

the Civil Service Commission.

Office or Division: Regional Office

Classification: Complex Transaction

Type of Transaction: " |Government to Government (G2G)

Who rnay avart

LGUs, Local Treasurer/Assistant Treasurer

CHECKLIST OF REQUIREM ENTS

e WHERETO SECURE

Leﬂer request for the extension of service from the Local Chlef Executive

Local Chlef Execu’uve

Original Recommendation Letter of the Provincial Treasurer in the case of
designating a Municipal Treasurer/ Assistant Municipal Treasurer

Provincial Treasury Office

Original Recommendation Letter of the Provincial Treasurer/CityTreasurer
in the case of designating an Assistant Provincial/ City Treasurer

Provincial Treasury Office

Original Letter of recommendation of the Local Chief Executive

Local Chief Executive

Updated Perscnal Data Sheet (PDS) with updated Service Record

Client

Certified True Copy of the Updated Plantilla of LGU Personnel for the LGU

LGU

Certificate of No Pending Administrative Case

Civil Service Commission

Medical Certificate

Licensed Government Physician

Ombudsman Clearance

Office of the Ombudsman

Original Copy of the Service Record of the Local Treasurere

LGU

Certificate of Live Birth

Philippine Statistics Authority

FEES TO BE | PROCESSING PERSON
N T : i I -RS(
CLIENT STEPS AGENCY ACTION PAD | TIME RESPONSIBLE
Submit letter - request/ Receive and record letter - None 35 minutes Administrative
recommendation for extension |[recommendation with complete Officer | (Records
of service from the Local Chief |documentary requirements Officer)/ Receiving
Executive with complete (Refer to process on receipt of incoming Officer
documentary requirements. documents)
Receive letter - request/ recommendation None 3 minutes Administrative
with attached documentary requirements, Officer V (HRMO
directive from Regional Director. Affix 1)
signaturefinitial on the incoming logbook
Review documentary requirements as to None 1 day Administrative
completeness, correctness and validity of Officer V (HRMO
the documents. 1)
Prepare/Finalize the indersement letter to None 3 hours Administrative
the Executive Director. Officer V (HRMO
[EERY
Review /Approve/Sign Indorsement Letter None 1 hour Regional Director
and supporting documents
Receive copy of Indorsement  |Record and release signed indorsement None Admistrative
letter with complete documentary Officer | (Records
requirements, copy furnished the Local Officer)/ Administrative
Treasurer. Aministrative Aide Officer |
(Refer to process on release of outgoing v
documents)

TOTAL:

1 day, 1 hour

and 43 minutes

‘Resolution approving/diaspproving the request for EXi'enSlon of service.

Note: The Regionai Office shall transmit fo the Local Treasurer the following upon recemt copy of the Indorsement to CBC; CSC




[

INDORSEMENT OF REQUEST FOR AUTHORITY TO TRAVEL ABROAD
This covers the process in the issuance of Authority to Travel Abroad for Local for Treasurers/Assistant Treasurers outside the National

Capital Region

Office or Division:

Regional Office

Classification: :

Compex Transactions

Type of Transaction: -

| Government to Government (G2G)

‘|Local Treasurers/ Assistant Treasurers

Who may avail:

. CHECKLIST OF REQUIREMENTS -~

. WHERE TO SEGURE .

Criginal Letter Requeét of the Local Treasurer Applicant

Copy of invitation from foreign organization/ sponsor {if applicable/Any) Applicant

Qriginal Clearance from money, properties, and other accountabilities LGU
LGU

Certified True Copy of SALN

Letter of the Local Chief Executive recommending the Foreign Travel of the Local Treasurer

Local Chief Executive

Indorsement Letter of the Provincial Treasurer

Provincial Treasury Office

Notarized Sworn Statement on estimated travel expenses and source of financing Applicant
Approved Leave Application, in case of personal foreign travel LGU
Justification Letter (for late submission and/ or incomplete documentary requirements) Applicant

Certificate of No Pending Administrative Case

BLGF Regional Office

_FEES TO BE

PROCESSING

CLIENT STEPS AGENCY ACTION “ PAID TIME PERSON RESPONSIBLE
Submit letter- request for authorily |Receive and record letter - request with complete None 35 minutes Administrative Officer |
to travel abroad with complete documentary requirements. (Records Officer)/
documentary requirements (Refer to process on receipt of incoming documents) Receivina Officer
Receive letter - request with attached documentary None 3 minutes Administrative Officer |
requirernents, directive from Regional Director. Affix (Records Officer)
signature/initial on the incoming logbook.
Review documentary requirements as to completeness, None 1 day Administrative Officer |
correctness and validity of the documents. {Records Officer)
Prepare/Finalize the Indorsement letter to BLGF Central None 2 hours Administrative Officer |
Office for the issuance of authority ot travel. Attach and fill (Records Officer)
up cleared for release slip.
Review /Approve/Sign Indorsement letter with None 2 hours Regional Director
documentary requirements. Approved cleared for release
slip.
Receive copy of Indorsement Record and release signed Indorsement and other None 1 hour, 5 Admistrative Officer |
relevant documents, copy furnished the Local Treasurer minutes (Records Officer)/

(Refer to process on release of outgoing documents)

Aministrative Aide IV

TOTAL:

1 day 4 hours
and 13 minutes

Note: The Regional Office shall transmit the approved Travel Autherity to the Local Treasurer upon receipt thereof, -




PAYMENT TO SERVICE PROVIDERS FOR SERVICES RENDERED

Office or Division:

:|Regional Office

Classification: Complex
Type of Transaction: G2B
o e W (e ple

Who may avail: o

‘" |All service provider

 CHECKLIST OF REQUIREMENTS -

. 'WHERETOSECURE |

Client

Billing statement and other attachment if any
_ * CLEENTSTEPS AGENCY ACTION Rk it D (ol

Submits biling statements

Receive and record biling statement/s with complete

Admin'\stralive Officer |

None 35 minules
and other necessary docurnentary requirements. (Records Officer)/
documents {Refer to process on receipt of incoming documents) Receiving Officer
Check allotment, prepare Obligation Request and Status None 15 minutes Budget Officer/
(ObRS), sign and cerlify as to the availability of allotment. Administrative Aide IV
Forwards the ObRS to the Bookeeper for the preparation of
the Disbursement Voucher (DV)
Prepare Disbursement Voucher, sign and certify as to the None 15 minutes Bookeeper/
availability of cash for the purpose, completeness of Administrative
supporting documents. Forwards the DV together with the Assistant Il
ObRS and necessary attachments o the Regional Director
for Approval.
Review, Approves and Sign Obligation Request and Status None 15 minutes Regional Director
and DV. Forwards the approved ObRS and DV io the
cashier for preparation of check/ LDDAP
Prepare, sign and certify List of Due and Demandable None 15 minutes Administrative Officer
Accounts Payable - Advice to Debit Accounts (LDDAP-ADA) Il (Cashier )
in accordance with existing budgeting, accounting and
auditing rules and regulations.
Verify the completeness of signatures, prepare Check None 30 minutes Administrative Officer
Payment/ Advice on Check Issued and Cancelled{(ACIC) (for] Il (Cashier II)
check payment)) Summary of LDDAP-ADAs Issued and
Invalidated ADA Entries (SLIAE) (for payees with Land
Review/ Approves and sign Check/ LDDAP and ADA. None 15 minutes Regional Director
Forwards to the cashier for delivery to the depository bank.
Delivers duplicate copy of check together with the advice None 1 day Administrative Officer
and CD/ LDDAP-ADA with the SLIIAE to depository bank. 1l (Cashier 1)
Receives check payment|Deliver check for payment for services provided, and ensure None 1 day Administrative Officer

and signs and acknowledge
receipt of payment in the
DV.

service provider or duly authorized representative to sign
under the receipt of payment portion of the DV.

Il (Cashier 1I)

TOTAL:

2 days, 2 hours
and 20 minutes




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 Issues that have similarly decided cases or previously issued

rulings/ opinions.

Office or Division:

Regional Office

Classification:

Complex

Tyb_e of Transaction:

- |Government to Citizen (G2C)
- |Government to Government (G2G)
.:|Governement to Business (G2B)

W_hé fflay .a'\'.f'aji.l.: - |All(General Public, Taxpayers, LGUs, NGAs, GFls, GOCCs, NGOs, etc.)

T CHECKLIST OF REQUIREMENTS

B T | WHERE TO SECURE .- T e
Letter/communication relative to query
CLIENT STEPS AGENCY ACTION FEES | PROCESSING |PERSON RESPONSIBLE
“TOBE | TIME
: _PAID :
Client submits query or Receive and record incoming None 35 minutes Administrative Officer |
communication to BLGF  |communication/query. (Records Officer)/
Records Unit (Refer to process on receipt of incoming Receiving Officer
documents)
Receive the letter/communication and the None 5 minutes FA /LAOO/ LTOO/Action
directive from the Regional Director. Affix Officer (Depending on the
initial/signature on the incoming logbook. type of query)
Research on the office’ files on similar cases None 3 days FA IV/ LAOO IV/ LTOO
decided or similar issuances/ opinions/ IV/Action Officer
rulings. (Depending on the type of
guery)
Draft letter reply on the opinion/ ruling/ None 1 day FA IV/ LAOO IV/ LTOO
issuances/ decisions previously issued on the IV/Action Officer
similar cases. (Depending on the type of
query)
Review and approve the draft letter. None 1 hour Regional Director
Finalize letter reply . Attach and fili-up cleared | None 30 minutes FA IV/ LAOO IV/LTOO
for release slip. IVIAction Officer
(Depending on the type of
query)
Approve/Sign letter reply. Approve cleared for| None 30 minutes Regional Director
release slip.
Receives letter reply. Record and release indorsement letter with None | 1 hour, 5 minutes |Admistrative Officer |

the attached query. (Refer to process on
release of outgoing documents)

(Records Officer)/
Aministrative Aide IV

END PROCESS

TOTAL:

4 days, 3 hours
and 45 minutes




INDORSEMENT OF REQUEST FOR THE ISSUANCE OF CERTIFICATE OF NET DEBT SERVICE CEILING AND BORROWING CAPACITY

LGUs interested in applying for loans from lending institutions to finance proposed projects are rquired to secure Certificate of Net Debt Service Ceiling and
Borrowing Capacity (CNDSCBC), herein after referred to as Certificate , from the BLGF, except from those lending institution/s granted exemption by law such

The process covers from receipt of application and validation of the accuracy of data and completeness of the
documentary requ;rements to computation of NDSCBG, and to the eventual indorsement of the request for issuance of certificate of net debt service celling
and borrowing capacity to the Central Office. All provinces, cities, municipalities and barangays may avail of this serivice but does not guarantee approval of
loan nor facilitation of loan release. LGUs applications shall be submittted to their respective BLGF Regional Office.

Office or Divisien: .-~ ="~ - . " |Regional Office
Classification: e - = iHighly Technical
Type of Transaction: © ~ .=~ = |Government to Governmeni (G2G)
Whomay avail: .. -5 o _ [ Local Government Units (LGUs)
i ; CHEC LiST OF REQUIREMENTS ‘WHERE TOSECURE
1. Letter request from the Local Ch!ef Executlve, indicating: BLGF-CAR

*The lending institution;

*Terms and conditions of the proposed loan
a) repayment period and
b) interest rate
*The purpose of the loan
Note: (Refer to Offer Sheet prepared by the lending institution (maybe attached to
fast track evauation/validation process)

2. Certification of existing/absence of loan/s duly certified by the Local Treasurer with
the following details
*Types of loans and other obligations contracted;
*Purpose of the loans and other cbligations contracted;
*Name of the lending institutions;
*Date of approval and maturity
*Terms and conditions (interest rate & number of years to pay)
*Remaining balances of loans and other obligations; and
* Annual Amortization schedules (segregating the principal from the
interest) issued by the lending institution
3. Commisison on Audit (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
*Pre-closing Trial Balance (General Fund)
*Statement of Financial Performance (Detailed)

An Agency Action Plan and Status of Implementation (AAPSI) of the Latest Annual Audit Report
Recommendations report on COA recommendations shall be required, while they may only ‘be 'qualified’ and
not 'adverse’, if findings perlain fo local financial management and treasury matters or specifically concern local
treasurer, such as, but notlimited to: (i) unremitted and undeposited collection; (i) Unliquidated cash advances;
(iii) Unremitted mandatory contributions of GSIS, PAGIBIG, Philhealth, withholding tex of BIR and (iv)
Unreconciled cash book with the Bank Reconciliation Statement and Subsidiary Ledger.

In case COA cannof render an opinion due ta non-submission of financial reports, submit COA's Letter to the
Management and the AAPSI. If a Disclaimer is rendered, submit AAPSI.

Note: AAPSI is not required unles COA has rendered Ungualified Opinion

4. Certification issued by the Lending Institution stating that it shall not require LGU
deposits as compensating balance for the loan, if such lending insfitution is {1)not an
authorized government depository bank or (2) an authorized government bank required to
obtain the prior approval of the Department of Finance, as provided under the DOF Circular
No. 01-2017 dated 11 May 2017.

If the lending institution of the LGU is any of the following, as indicated in the letter request or
Offer Sheet, the Certification shall not be required:

1. Land Bank of the Philippines (LBP);

2. Development Bank of the Philippines (DBP);

3. Philippine Postal Savings Bank, Inc. (PPSB), renamed as "Overseas Filipino Bank, Inc.,

a Savings Bank of LANDBANK";

4. Al Amanah Islamic Investment

5. United Coconut Planters Bank (UCPB);

6. Philippine Veteran's Bank (PVB); and

7. Municipal Development Fund Office (MDFQ)




; FEES TOBE |PROCESSING| ~ PERSON
LI P, ENCY . :

: JELIENT STEPS : ROENCY Ao PAID TIME | RESPONSIBLE
Treasurer submits personally or through Receive and record the application for Certificate of NDSC/BC. None 35 minutes. Admin Officer 1
his/her duly authorized representative the LGU |[(Refer to process on receipt of incoming documents) ( Records Officer)/
application letter-request with the complete Receiving Officer
documentary requirements for the issuance of
Certificate of NDSC/BC. The authorized
representative must present a writien authority
bearing the original signature of the concerned
Local Treasurer and valid IDs

Receive the communication, directive from the Regional Director. None 3 minutes | FA/ Action Officer
Affix initial/signature on the logbook.
Check the completeness and orderliness of the documentary None 35 minutes | FA/! Action Officer
requirements
Retum to the LGU the application, together with the Notice of None FA/ Aclion Officer |
Deficiency on Documentary Requirements, if found incomplete ae i ]
and not in order. - ] b i i
Acknowledge receipt of application None 15 minutes | FA/ Action Officer
Prepare peliminary computation of the NDSC/BC in accordance None 1 day FA/ Action Officer
with Sections 5.1 & 5.2 of DO No. 054.2016. The COA audited
financial stetements shall be the basis for the computation of the
NDSC/BC. The audited pre-closing trial balance and statement of
financial performance for the past three (3) years will be used for
the validation of preliminary computation.
Prepeare the indorsement letter to the BLGF CO together with None 15 minutes | FA/ Action Officer
the following : 1. Checklist (Annex A1) duly signed the Action
Officer and the Regional Director and the accompanying
documentary requirements and 2. Preliminary computations
(Enclosures A, B, and C). Attach and fill-up cleared for release
slip.
Review/Approve/Sign indorsement letter, checklist (Annex A) None 1 hour Regional Director
and preliminary computations. Approve cleared for release slip.
Send through email address at ldmed@blgf.gov.ph the excel file None 1 minutes | FA/ Action Officer
of preliminary computations (Enclosures A,B & C) for evaluation.
Record and release indorsement letter together with the None 1 hour, 5 SSITEvY

Z . Officer | (Records
attachments. (Refer to process on release of outgoing minutes Officary
documents. o icer) s

END OF TRANSACTIONS
1day, 3

TOTAL

hours and 53

minutes




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 the case maybe, which seeks to institutionalize efficiency, and ensures quick or prompt action on complaints
received from the_ public. The processing time indicated is on a per complaint basis.

Office or Division:

Regional Office

Classification:

Highly Technical

Type of Transaction:

‘| Government to 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 REQUIREMENTS = : .

WHERE TO SECURE

Letter Complaint and Documentary Evidence

CLIENTSTEPS

. |FEESTO

Submit complaint against
Local Treasurer or Assistant
Treasurer in writing;
subscribed and sworn by the
complainant.

(Refer to the process on release of outgoing documents)

AGENCYACTION. | BE paip |PROCESSING TIME) - o cpONSIBLE
Receive and record the complaint together with the supporting None 35 minutes Administrative
documents. (Refer to process on receipt of incoming documents). Officer | (Records
Officer)/ Receiving
Officer
Receive complaint and other documents and the directive from the None 15 minutes Special Investigator Il
Regional Director. Affix signature/initial on the incoming logbook.
Evaluate the complaint if sufficient in form and substance, prepare None 3days Special Investigator Il
communication and require the person complained of to submit a
Counter-Affidavit or Comment under Oath within 72 hours from
receipt of the communication. Attach and fill-up cleared for release
slip.
Review/Approve/Sign relevant communication. Approve cleared for None 15 minutes Regional Director
release slip
Record and release the communication requiring Counter affidavit/ None 1 hour 5 minutes | Administrative Officer |
comment from person complained of. (Records Officer)/
(Refer to the process on release of outgoing documents) Administrative Aide IV
Conduct preliminary investigation. An ex-parte examination of None Five (5) days Special Investigator Il
records and documents submitted, as well as documents readily A preliminary
available within the office and from other government offices, investigation shall
including counter affidavit /comments under cath submitied by commence within a
person complained of . non-extendible
period of five (5)
days upon receipt of
the complaint by the
disciplining authority
and shall be
terminated within
twenty (20) days
thereafter.
Moreover, the
disciplining authority
may extend such
periods in
meritorious cases.
Prepare Investigation Report with supporting documents for None 3 days Special Investigator Il
submission to the Regional Director.
Review the Investigation Report and direct the Sl to prepare None 1 hour Regional Director
Resolution on the administrative complaint.
Prepare/Finalize Resolution on the administrative case/complaint. None 4 days Special Investigator III/
Attach and fill-up cleared for release slip. Regional Director
Note: Inthe absence of a prima-facie case, a Resolution
recommending for the dismissal of the complaint shall be prepared,
for decision by the Disciplining Authorify.
If a prima-facie case is established, a Resolution shall be prepared
recommending for the filing of a Formal Charge by the Disciplining
Authority.
Review/Approve/Sign the Resolution to be transmitted to the BLGF, None 1 hour Regional Director
Central Office. Approve cleared for release slip.
Record and release the Resolution 1o the Central Office. None 1 hour & minutes | Admistrative Officer |

(Records Officer)/

End of Process

Total

15 days, 6 hours

and 15 minutes




The service is issued to a treasurer or assistant treasurer complained of after finding a Prima Facie case during the preliminary
investigation. The disciplining authority shall formally charge the person complaint of, who shall now be called as Respondent.

FORMAL CHARGE

Office or Division:

Regional Office

Classification:

Highly Technical

Government to Government (G2G)

Type of Transaction:

Government to Citizen (G2C)

Who may avail:

{All (General Public, Taxpayers, LGUs, NGAs, GFIs, GOCCs, NGOs, etc.)

" CHECKLIST OF REQUIREMENTS

"WHERE TO SECURE

T AT SR FEES TO B . m PERSON
- SRHENTSTEES br L ACENCYACTION it | nepaip [PROCESOING TINE | RESPONSIBLE
A notice of formal charge will |[Receive and record the Notice of Formal Chage None 35 minutes Administrative Officer
be sent to the regional office |and other supporting documents. | (Records Officer)/
from the Central Office. (Refer to process on receipt of incoming Receiving Officer
Receive Notice of Formal Charge, and other None 15 minutes Special Investigator
supporting documents, directive from the il
Regional Director. Affix signaturefinitial on
Logbook
Prepares required communication to be sent to None 1 day Special Investigator
the Respondent to answer the charge/s under 11l / Regional Director
oath in not less than three (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 elect to have a formal
investigation. Attach and fill-up cleared for
release slip
Review/Approve/Sign relevant communication to None 15 minutes Regional Director
the Respondent. Approve cleared for release
slip.
Record and release the communication to the None 1 hour, 5 minutes  |Administrative Officer
respondent. (Refer to the process on release of | (Records Officer)
outgoing documents)
The Respondent to answer in not less than three None 10 days Respondent
(3) days but not more than ten (10) days.
Conduct of Formal Investigation if the merits of None |Shall be held not Respondent/
the case cannot be decided judiciously without earlier than five (5) Complainant/
conducting such investigation. days nor later than Counsel of both
Note: Preventive suspension may be issued fo ten (10) days from parties/ Hearing
temporarily remove the respondent from the receipt of the Officer
scene of the alleged respondent’s answer.
misfeasance/malfeasance/nonfeasance while Shall be finished
the case is investigated. (Refer fo process of within thirty (30) days
Preventive Suspension) from issuance of the
At the commencement of the formal None |formal charge or the
investigation, the hearing officer shall conduct a receipt of the answer
pre hearing conference. unless the period is
Continuous hearing shall be conducted on the None |extended by the
dates agreed during the pre hearing conference. disciplining authority
in meritorious cases.
None  |Within 15 days after | Special Investigator
Prepare the Formal Investigation Report the conclusion of the |11l / Regional Director
containing a narration of the material facts formal investigation
established during the investigation. The findings
and the evidence supporting said findings as well
as the recommendations shall be submitted to
the disciplining authority. Attach and fill -up
cleared for release slip.
Review/Approve/Sign Formal Investigation None 1 hour Regicnal Director
Report. Approve cleared for release slip.
Record and release the Formal Investigation None 1 hour, 5 minutes. : .
Report to the Central Office. Atmistrative Oficer ]
{Refer to the process on release of outgoing (Recards Officer)/
documents) Aministrative Aide IV
End of Process Total




PREVENTIVE SUSPENSION

The service is designed as a measure of precaution so that the Respondent may be removed from the scene of the alleged
misfeasance/malfeasance/nonfeasance while the case is being investigated.

Office or Division:

Regional Office

Classification:

Highly Technical

Type of Transaction:

-|Government to Government (G2G)

Government to Citizen (G2C)

Who may avail: |

i 3"CHECKLIS_T OF REQUIREMENTS

“|All (General Public, Taxpayers, LGUs, NGAs, GFls, GOCCs, NGOs, eic.)

WHERE TO SECURE

e e ' & 'FEESTO | PROCESSING N
RN oy BEPAID | TIME | RESPONSIBLE -
A request for preventive Receive and record the request and other supporting None 35 minutes Administrative
suspension shall be documents, if any. Officer | (Records
submitted to the Office (Refer to process on receipt of incoming documents) Officer)/ Receiving
Dffinar
Receives request and other supporting documents, None 5 minutes Special Investigator
directive from the Regional Director. Affix signature on n
logbook.
Evaluate request and prepare indorsement to the BLGF, None 3 hours Special Investigator
Central Office.  Attach and fill-up cleared for release slip. Il
Note: Alternative to Preventive Suspension maybe
recommended such as reassignment of Respondent {o
another unit of agency/LGU subject to the same periods
as provided for by regulations.
Review/Approves/Signs the indorsement. Approve None 15 minutes Regional Director
cleared for release slip.
Record and release the request and indorsement fo the None 1 hour, 5 minutes
Central Office. Admistrative Officer |
(Refer to the process on release of outgoing documents) (Records Officer)/
Aministrative Aide IV
End of Process Total 5 hours




INDORSEMENT OF REQUEST FOR RELIEF OF LOCAL TREASURERS / ASSISTANT TREASURERS

Procedure and the step by step process in Requesting Relief of Local Treasurers and Assistant Treasurers within the jurisdiction of the

Regional Office.

Office or Division: - -

|Administrative/Legal

Classification:

{Complex

Type of Transaction: -

Government to Government (G2G)

Local Governemnt Units (LGUs), COA

Who may avail:

CHECKLIST OF REQUIREMENTS

" WHERETOSEGURE. = =

Letter request with attachment if any

Requesting ParyOffiicial

FEES TOBE || PROCESSING® . PERSON

e CLIENT STEPS AGENCY ACTION PAID TIME - - RESPONSIBLE
LGU/Client submits letter of request | Receive and record incoming letter request None 35 minutes Administrative Officer |
for the relief of Provincial/City/ (Refer to process on receipt of incoming (Records Officer)/
Municipal Treasurer or Assistant,  [documents) Receiving Officer
including supporting decuments

Receive the letter request with supporting None 15 minutes Administrative Officer

documents and directive from the Regional V (HRMO IIl)/ Special

Director. Affix initial/signature on the incoming Investigator Il

logbook .

Evaluate merits of the request. Prepare None . 2 days Administrative Officer

indorsement letter to the BLGF Central Office for V (HRMO Ill)/Special

their further evaluation and issuance of Investigator Il

Notice/Order for the Relief of the Treasurer or

Assistant Treasurer. Attach and fill-up cleared

for release slip.

*If the Treasurer is relieved a designation order

shall follow to temporarily replace the treasurer

Review/Approve/Sign indorsement letter. None 1 hour Regional Director

Approve cleared for release slip.

Record and release signed indorsement letter None 10 minutes Admistrative Officer |

with the attached letter request and supporting
documents.

(Refer to process on release of outgoing
document

(Records Officer)/
Aministrative Aide IV

TOTAL:

2days, 1 hour
and 25 minutes




REVIEW AND ISSUANCE OF CERTIFICATION ON THE PROPOSED SMV
Review of the proposed Schedule of Market Values within the Regional Office’ jurisdiction and Issuance of Certification in compliance with

BLGF MC No. 20-2012.

Office or Division:

:|Regional Office

Classification:

©[Highly Technical

Type of Transaction: = |

Government to Government (G2G)

-|Local Government Units (LGUs)

Who may avail: .

. CHECKLIST OF REQUIREMENTS |

T WHERETOSECURE .

Indorsement Letter

GR Forms MRPAAO
Tax Impact Study
CLIENT STEPS AGENCY ACTION “FEES TO BE © :_'F_’ROCESS_ING PERSON
g D : PAID . .| . TIME:' - - |. RESPONSIBLE
Submit proposed SMV with | Stamp receipt the proposed SMV. (Refer to Process None 35 minutes Administrative Officer
complete documentary on Receiving Incoming Documents) | (Recards Officer)y
requirements Receiving Officer
Receives SMV proposal in the log book and through None 10 minutes LAOOs
DMAS with the directive from the Regional Director.
Affix initial/ signature on the incoming logbook.
Review the SMV proposal as to its compliance with None 13 days LAQOs
existing rules and regulations governing appraisal and
assessment (ex. MAG, PVS, MRPAAQ). Check the
submitted requirements, computations, and
attachments.
Prepares certification on the SMV proposal and None 1 day LAOOs
transmittal to concerned office/ LGU. Attach and fill-up
cleared for release slip.
Review and Approve/ Sign Certification and None 2 hours Regional Director
transmittal letter. Approve cleared for release slip.
Records outgoing document {See process on None 1 hour, 5 minutes
Releasing of Outgoind Document) Admistrative Officer |
(Records Officer)/
Aministrative Aide IV
Receives certification on the |Sends/ Delivers Certification of SMV proposal None 4 hours

reviewed SMV proposal and
affix signature in the
logbook.

Admistrative Officer |
(Records Officer)/
Aministrative Aide IV

END PROCESS

TOTAL:|

I

15 days




N
4

NG

."/w\
OB 1

Ay T
Yy oF

s

/'1‘;
Sy

1. Request for Leave Monetization

The monetization of leave credits shall be processed by the Bureau, subject to the
provisions of the Civil Service Commission (CSC) Memorandum Circular (MC) Nos. 41,
s. 1998" and 16, s. 2002? and other related rules and regulations of the CSC and the
Department of Budget and Management (DBM).

i

No. 6)

Bureau of Local Government Finance — Administrative Division

Simple

G2G

Form (CSC Form

BLGF Central Office Officials and Employees
= REQUIREMENTS |

Application for Leve

WHERE TO SECURE

Administrative Division/CSC Online Website

monetization

Letter-request for application of leave

Pertinent attachments to support
application, if applicable

FEES

the applicant

PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS TFE)AIBDE TIME RESPONSIBLE

Submit the Receive and verify None 5 minutes Administrative
accomplished CSC | the completeness Officer Il
Form No. 6, with and accuracy of (HRMO 1),
attached pertinent | form and supporting Administrative
documents if documents Officer IV
applicable, to the (HRMO 1)
Personnel Officer

Verify availability of | None 10-30 Administrative

leave credits; certify minutes Officer Il

the deduction of the (HRMO 1),

number of days Administrative

being applied for; Officer IV

and record (HRMO II)

transaction in the

leave card

Release the form to | None 5 — 20 minutes | Administrative

Officer Il
(HRMOQO 1),
Administrative
Officer IV
(HRMO 1)

! Amendments to Rules | and XVI of the Omnibus Rules Implementing Book V of the Administrative Code of
1987 (Executive Oder No. 292), dated December 24, 1998
2 Amendment to Section 23, Rule XVI of the Omnibus Rules Implementing Book V of the Administrative Code
of 1987, also known as the Omnibus Rules on Leave, dated June 2, 2002
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FEES

PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS T&%E TIME RESPONSIBLE
Forwards the Recommend None 5 minutes Immediate
certified form to approval/disapproval supervisor of
his/her immediate of the applied the employee
supervisor monetization of
leaves by affixing
signature
Release form to the | None 5 minutes Immediate
client supervisor of
the employee
Submits the entire | Receive and record | None 5 — 10 minutes | Administrative

documents with
recommendation to
the AFMS Director
coursed thru the
Administrative

documents for
AFMS Director

Assistant of
AFMS

Assistant

Signify None 5 — 10 minutes | AFMS Director

acknowledgment by

affixing initial

signature

Record and release | None 10 minutes Administrative

signed application to Assistant AFMS

OED

Receive and record | None 5 — 10 minutes | Administrative

documents for Assistant OED

Executive Director

Review and None 20 minutes Executive

approve/disapprove Director

request for

monetization of

leaves

Record and release | None 5 =10 minutes | Administrative

approved Assistant OED

monetization to

HRMO

Record and endorse | None 20 minutes Administrative

monetization of Officer Il

leaves to Accounting (HRMO 1),
Administrative
Officer IV
(HRMO 11)

Receives complete None 10 minutes Administrative

documents from
HR

Officer Il
(HRMO 1),
Administrative
Officer IV
(HRMO II)

TOTAL

1 hour 50 minutes to 2 hours,

45 minutes
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Application for Leave of Absence (Rank and File)

Application for vacation, sick leave or special privilege leave for one (1) full day or more
shall be made on this Form (CSC Form No. 6) and to be accomplished at least in
duplicate. Application for vacation leave shall be filed in advance or whenever possible
five (5) days before going into such leave. Application for sick leave filed in advance, or
exceeding five (5) days shall be accompanied by a medical certificate.

/e

!\’

WHERE 10 SECURE

| Applacatlon for Leave Form (CSC Form
No. 6)

| Administrative D|V1Slon/CSC Online Website

Medical Certificate (if applicable)

Personal document

Pertinent documents for
Maternity/Paternity/Rehabilitation/Study

Personal documents

Leave

FEES

PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS TF?AIBDE TIME RESPONSIBLE
Submit the Receive and check None 5 minutes Administrative
accomplished the document/s of its Officer Il
CSC Form No. 6, completeness and (HRMOQO 1),
with attached accuracy Administrative
pertinent Officer IV
documents if (HRMO 1)
applicable, to the
Personnel Officer
Verify availability of None 10 - 30 Administrative
leave credits; certify minutes Officer I
the deduction of the (HRMO 1),
number of days being Administrative
applied for; and Officer IV
record transaction in (HRMO 1)
the leave card
Release the form to None 5 — 20 minutes | Administrative
the applicant Officer Il
(HRMO 1),
Administrative
Officer IV
(HRMO 11)
Forwards the Recommend None 5 minutes Immediate
certified form to approval/disapproval supervisor of
his/her immediate | of the applied leaves the employee
supervisor
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FEES

PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS TISAE)E TIME RESPONSIBLE
Release form to the None 5 minutes Immediate
employee supervisor of
the employee
Send the form with | Receive and record None 5 =10 minutes | Administrative

recommendation documents for AFMS Assistant of

to the AFMS Director AFMS

Director coursed

thru the

Administrative

Assistant
Approvel/disapprove None 10 minutes AFMS Director
the leave application
Record and release None 10 minutes Administrative
signed application to Assistant AFMS
OED
Prepare certification None 1 day Administrative
for disapproval of Officer I
scheduled (HRMOQ 1),
mandatory/forced Administrative
leaves, if applicable Officer IV

(HRMO 11)

Release the duplicate | None 5 — 10 minutes | Administrative

copy of the

Officer 1l

approved/disapproved (HRMO 1),

application to Administrative

applicant Officer IV
(HRMO 11)

TOTAL

1 day 1 hour to 1 day, 1 hour,

40 minutes
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3. Application for Leave of Absence (Division Chiefs and Service Directors)
Application for vacation, sick leave or special privilege leave for one (1) full day or more
shall be made on this Form (CSC Form No. 6) and to be accomplished at least in
duplicate. Application for vacation leave shall be filed in advance or whenever possible
five (5) days before going into such leave. Application for sick leave filed in advance, or

exceeding five (5) days shall be accompanied by a medical certificate.

No. 6)

| Application for Leave Form (CSC Form

Bureau of Local Government Finance — Administrative Division

Simple

G2G

BLGF Central DIVISIOH Chiefs and Service Dlrectors
: | (DISECURE
Admlnlstratlve Division/CSC Online Website

YV [ RE '

Medical Certificate (if applicable)

Personal document

Leave

Pertinent documents for
Maternity/Paternity/Rehabilitation/Study

Personal documents

FEES
PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS TPOAIIBDE TIME RESPONSIBLE
Submit the Receive and check None 5 minutes Administrative
accomplished the document/s of its Officer Il
CSC Form No. 6, | completeness and (HRMO 1),
with attached accuracy Administrative
pertinent Officer IV
documents if (HRMO 1)
applicable, to the
Personnel Officer
Verify availability of None 10-30 Administrative
leave credits; certify minutes Officer Il
the deduction of the (HRMO 1),
number of days being Administrative
applied for; and Officer IV
record transaction in (HRMO 1)
the leave card
Release form to None 10 minutes Administrative
Administrative Officer Il
Assistant of the (HRMO 1),
originating office Administrative
Officer IV
(HRMO 11)
Receive and record None 10 minutes Administrative
details of documents Assistant of
Service Director
(for Division
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FEES

PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS TFE?AIBDE TIME RESPONSIBLE
Chief
applicants);
Administrative
Assistant of
Deputy
Executive
Director (for
Service Director
applicants)
Validate information None 30 minutes Service Director
on the form and (for Division
supporting Chiefs)
documents, and Deputy
recommend Executive
approval/disapproval Director (for
of the applied leaves Service
Director)
Release form to the None 5-10 minutes | Administrative
OED for approval Assistant of
Service Director
(for Division
Chief
applicants);
Administrative
Assistant of
Deputy
Executive
Director (for
Service Director
applicants)
Receive and record None 5-10 minutes Administrative
form for Executive Assistant of
Director OED
Review and None 30 minutes Executive
approve/disapprove Director
leave of application
Record and release None 5-10 minutes Administrative
form to HRMO Assistant of
QOED
Prepare certification None 1 day Administrative
for disapproval of Officer Il
scheduled (HRMO 1),
mandatory/forced Administrative
leaves, if applicable Officer IV
(HRMO 1)
Release form to the None 5 minutes Immediate
employee supervisor of
the employee
Prepare certification None 1 day Administrative

for disapproval of
scheduled

Officer
(HRMO 1),
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FEES

PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS TIEJA:?:)E TIME RESPONSIBLE
mandatory/forced Administrative
leaves, if applicable Officer IV
(HRMO 1)
Release the duplicate | None 5 — 10 minutes | Administrative

copy of the

approved/disapproved (HRMO 1),

application to Administrative

applicant Officer IV
(HRMO 11)

Officer Il

TOTAL

2 days 2 hours to, 2 days 2
hours and 40 minutes
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Application for Leave of Absence (Deputy Executive Directors)

Application for vacation, sick leave or special privilege leave for one (1) full day or more
shall be made on this Form (CSC Form No. 6) and to be accomplished at least in
duplicate. Application for vacation leave shall be filed in advance or whenever possible
five (5) days before going into such leave. Application for sick leave filed in advance, or
exceeding five (5) days shall be accompanied by a medical certificate.

o,

o

»~ {f
{

Bureau of Local Government Finance — Administrative Division
Complex
G2G

BLGF Deputy Executive Directors

‘ _ ) N WHERE TO SECURE
Application for Leave Form (CSC Form Administrative Division/CSC Online Website

No. 6)

Medical Certificate (if applicable)

Pertinent documents for

Maternity/Paternity/Rehabilitation/Study

Personal document
Personal documents

Leave
CLIENT | \oercv ACTION T'.:CEEB?E PROCESSING PERSON
STEPS PAID TIME RESPONSIBLE
Forward the
accomplished
CSC Form No.
6, with Receive and check
attached the document/s of its .
pertinent completeness and Nang S mingtes HRMO
documents if accuracy
applicable, to
the Personnel
Officer
Verify availability of
leave credits; certify
the deduction of the
number of days '
being applied for: None 10-30 minutes | HRMO
and record
transaction in the
leave card
Release form to
DEE.) Administrative None 10 minutes HRMO
Assistant of
counterpart DED
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FEES

CLIENT PROCESSING PERSON
STEPS AGENGY ACTION T&FDE TIME RESPONSIBLE
Administrative Asst
of DED Operations
Receive and record N ggr DEL for.Admin)
. one 10 minutes ministrative
details of documents Assistant of DED
Admin (for DED
Operations)
Validate information
:Sptgc?rzi?w? and DED Operations (for
documents, and None 30 minutes DED for Adm;fn)
recommend BEB gdmln ( or
approval/disapproval Peralions)
of the applied leaves
Administrative Asst
of DED Operations
(for DED for Admin)
igﬁassgi‘;ﬂotro the | None | 5-10 minutes | Administrative
Assistant of DED
Admin {for DED
Operations)
Receive and record AFMS
document for the None 10 minutes Administrative
AFMS Director Assistant
Review and verify
application thru , .
affixing initial None 30 minutes AFMS Director
signature
Forward the
documents to the N 10 mi QSMS trati
Office of the one minutes 4 rr_nms rative
Executive Director ssistant
Receive and record . .
form for Executive None 5-10 minutes Qfd(r)mEne)stratlve Asst
Director
Review and
approve/disapprove None 30 minutes Executive Director
leave of application
Record and release NG 510 filriut Administrative Asst
form to HRMO one - US| of OED
Prepare certification
for disapproval of
scheduled None 1 day HRMO
mandatory/forced

leaves, if applicable
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FEES

CLIENT PROCESSING PERSON
STEPS AGENCYACTION TI?AF'DE TIME RESPONSIBLE
Release the
duplicate copy of the
approved/disapprov None 5-10 minutes | HRMO

ed application to
applicant

TOTAL:

1 day 1 hour to 1 day, 1 hour, 40

minutes
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5. Application for Pass Slip (Official Business) for Rank and File
An employee, who will be out for Official Business (OB), for at least four (4) hours, but
not exceeding one (1) day, shall file with the Personnel Section a Pass Slip (PS) before
proceeding to his/her assignment and or designation. In case of urgent OB and the
employee needs to directly proceed to his/her assignment, he shall submit the same
pass slip with the required documents within two (2) days upon his/her return to the
office.

Bureau of Local Government Finance — Administrative Division

Simple

G2G

| Officials and Employees
s WHERE TO SECURE

Administrative Division

 Pass Slip Form

FEES
AGENCY PROCESSING PERSON
CLIENT STEPS ACTION et TIME RESPONSIBLE
Submit fully-
accomplished r—
pass slip before Approve the . )
’ L None 10 minutes Supervisor of
proceeding to the | application :
; applicant

assigned
destination
Send the
approved Receive and
application to record pass slip . Administrative
AFMS Service for AFMS None B pilRLIEs Assistant, AFMS
Director for Director
notification

Acknowledge

approval by None 5 minutes AFMS Director

affixing signature

Page 34 of 54



FEES
AGENCY PROCESSING PERSON
CLIENT STEPS ACTION TPOAE.)E TIME RESPONSIBLE
Release - .
) Administrative

document to None 5 minutes .

applicant Assistant, AFMS
Secure personal
and ;":':Sp‘ggﬁﬁ;"e None 5 minutes | HRMO
acknowledged document to DTR
pass slip to
HRMO

TOTAL: 30 minutes

GOVE,
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Application for Pass Slip (Official Business) for Division Chiefs

An employee, who will be out for Official Business (OB), for at least four (4) hours, but
not exceeding one (1) day, shall file with the Personnel Section a Pass Slip (PS) before
proceeding to his/her assignment and or designation. In case of urgent OB and the
employee needs to directly proceed to his/her assignment, he shall submit the same
pass slip with the required documents within two (2) days upon his/her return to the

office.

Pass Slip Form

FREQUIRENENTS ) WHERE TO SECURE

Bureau of Local Government Finance — Administrative Division
Simple
G2G

BLGF Central Officials and Employees

Administrative Division

FEES
AGENCY PROCESSING PERSON
LLIENT 2 TERS ACTION s TIME RESPONSIBLE
Submit fully-
accomplished Verifies and Immediate
pass slip before recommends the ; :
proceeding to the | approval of the Lot SRiminutes SUpl?c::nstor ot
assigned Pass Slip PP
destination
oot o Administrative Aide
Transmit Pass of the originating
) document to the . )
Slip to the ADMIN Personnel Officer None 10 minutes unit
Division ( or officer-in- Administrative Aide
charge) of ADMIN Division
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CLIENT STEPS

AGENCY
ACTION

FEES
TO BE
PAID

PROCESSING
TIME

PERSON
RESPONSIBLE

Verifies
completeness of
form and
supporting
documents

None

30 minutes

HRMO

Endorses the
application for
approval of
AFMS Director

None

30 minutes

Chief Administrative
Officer, ADMIN

Receive and
approve Pass
Slip

None

30 minutes

AFMS Director

Secure personal
copy and submit
original approved
and
acknowledged
pass slip to
HRMO

Posts Pass Slip
information to
time and
attendance
ledger

None

30 minutes

HRMO

TOTAL:

2 hours and 40 minutes
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7. lIssuance of Certifications or Service Record
Service Records and other personnel related certifications are requested by officials
and employees as supporting documents for government transaction such as GSIS,
PAG-IBIG, etc.

(Sh

Bureau of Local Government Finance — Administrative Division

Simple

G2G

Vhiphed
P )

Service Request/Certification Request Form

BLGF Official

and Employees

WHERE

e s

ROIIRIE

Administrative Division

FEES
AGENCY PROCESSING PERSON
SLIENTSTEFS ACTION o TIME RESPONSIBLE
Submits fully Receives the
accomplished request for
request form with | service records :
hbules ok il BiHar None 10 minutes HRMO
documentary personnel-related
requirements Certification
Prepares Service
Request/ None 30 minutes HRMO
Certification
Verifies
completeness of ; . ;
form and None 30 minutes g?fliigﬁigﬁius\}ratwe
supporting
documents
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FEES
AGENCY PROCESSING PERSON

GLIENT'STERS ACTION IS TIME RESPONSIBLE

Signs the Service . " '

Record/ None 10 minutes g?fﬁ;?iﬂgmm At

Certification :

Transmits

approved Service

Record/Certificati None 1 day Records Officer

on to requesting

employee

TOTAL: 1 day, 1 hour and 10 minutes

8. Employee Resignation
Section 1, Rule XlI of the CSC, Rules Implementing Book V of EQ 2912 relative to
resignation

Bureau of Local Government Finance — Administrative Division
Simple
G2G

, | BLGF Officials and Employees
: f REIST OfF REQUIRENMENTS
1. Voluntary written notice of the Administrative Division

employee informing the appointing
authority that he/she is relinquishing
his/her position and the effectivity date
of resignation

2. Acceptance of resignation in writing Administrative Division
by the agency head or appointing
authority which shall indicate the date
of effectivity of said resignation.

HERE IO SECURE

FEES
CLIENT STEPS | AGENCY ACTION | TO BE PR ¢ | e SIBLE
Receives and
\?glgrr?tg?’y rRe.r:sc;)i|:c;drise:1\tion Letter . .
writ.ten r'!otice of :\g;huﬁg;uemmesn;rg None 15 minutes Records Officer
esignaian forwards to the HR
ADMIN
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CLIENT STEPS

AGENCY ACTION

FEES
TO BE
PAID

PROCESSING
TIME

PERSON
RESPONSIBLE

Reviews and
evaluates the
Resignation letter
and the supporting
documents

None

30 minutes

HRMO

Prepares and
finalizes the draft
memorandum
relative to the
resignation and
acceptance letter
address to the
resigning employee
and for the
compliance of the
requirements for
resignation

None

30 minutes

HRMO

Reviews the draft
memorandum
relative to the
resignation and the
acceptance letter
with documentary
requirements

None

30 minutes

Chief Administrative
Officer — ADMIN

Reviews the draft
memorandum
relative to the
resignation and the
acceptance letter
with documentary
requirements

None

10 minutes

AFMS Director

Records and
transmits the draft
memorandum
relative to the
resignation and the
acceptance letter
with documentary
requirements to
DED of ADMIN

None

30 minutes

Administrative
Assistant of AFMS

Receives and
reviews the draft
memorandum
relative to the
resignation and the
acceptance letter
with documentary
requirements

None

1 hour

DED for ADMIN
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FEES
CLIENT STEPS | AGENCY ACTION | TO BE
PAID

PROCESSING PERSON
TIME RESPONSIBLE

Transmits the
reviewed
memorandum
relative to the Administrative
resignation and the None 10 minutes Assistant DED for
acceptance letter ADMIN

with documentary
requirements to the
QED

Receives and
proofreads the draft
memorandum
relative to the T 1 Wi Executive Assistant
resignation and the OED

acceptance letter
with documentary
requirements

Review and
approve the
memorandum
relative to the
resignation and the
acceptance letter
with documentary
requirements

None 1 hour Executive Director

Transmits the
approved
memorandum
relative to the
resignation and the None 10 minutes
acceptance letter
with documentary
requirements to the
ADMIN division

Administrative
Assistant OED

Receives and
records the
approved
memorandum
relative to the None 10 minutes HRMO
resignation and the
acceptance letter
with documentary
requirements

Transmits
approved
memorandum
relative to the None 10 minutes Records Officer
resignation and the
acceptance letter
with documentary
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FEES
PROCESSING PERSON
CLIENT STEPS | AGENCY ACTION TI&'BDE TIME RESPONSIBLE

requirements to the
resigning employee

TOTAL: 6 hours and 5 minutes
e’&?v&%\

Bureau of Local Government Finance — Administrative Division
Simple
G2G

BLGF Central and Regional Office Officials and Employees

QUIRBVIENTS' i WHERE T0 SECURE

'BLG

F Retirement orm Administrative Division
GSIS Form No. A-RETB-03-01 GSIS
CLIENT STEPS | AGENCY ACTION TFfIJE EBSE PROCESSING PERSON
PAID TIME RESPONSIBLE
Submits

Receives and
properly

accomplished records employee
BLGF application for

- retirement benefits
Retirement M ——
Form and GSIS PP 9

documents
Form No. A-

None 15 minutes Records Officer
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CLIENT STEPS

AGENCY ACTION

FEES
TO BE
PAID

PROCESSING
TIME

PERSON
RESPONSIBLE

RETB-03-01
(application for
retirement
benefit) with
supporting
documents

Forwards the
employee
application for
retirement benefits
with supporting
documents to the
QOED

None

15 minutes

Records Officer

Routes the
employee
application for
retirement benefits
with supporting
documents to the
DED ADMIN and/or
AFMS Service
Director

None

15 minutes

Executive Director

Routes the
employee
application for
retirement benefits
with supporting
documents to the
Action officer

None

10 minutes

Chief Administrative
Officer ADMIN

Examines the
qualification and
verifies the
completeness of
the documents

None

30 minutes

HRMO

Prepares draft ED
endorsement letter
to the GSIS and
memorandum for
FMD

None

1 hour

HRMO

Reviews and
endorses the draft
ED endorsement
letter to GSIS and
memorandum for
FMD to the AFMS
Director

None

30 minutes

Chief Administrative
Officer ADMIN

Reviews the draft
ED endorsement

letter to GSIS and
memorandum for

None

30 minutes

AFMS Director
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FEES

PROCESSING PERSON
CLIENT STEPS | AGENCY ACTION TISAIBDE TIME RESPONSIBLE
FMD to the DED for
ADMIN
Reviews and

endorses the draft
ED endorsement
letter to GSIS and
memorandum for
FMD to the ED
Reviews and
approves the draft
ED endorsement
letter to GSIS and
memorandum for
FMD

Transmits the
approved ED
endorsement letter
to GSIS and
memorandum for
FMD

Notifies employee
on the status of
application for
retirement benefits
TOTAL: 2 days, 4 hours and 45 minutes

None 30 minutes DED for ADMIN

None 30 minutes Executive Director

None 1 day Records Officer

None 1 day HRMO

(@] F ART.
10. Retrieval of Records
To ensure proper, accurate and complete identification and traceability of archived
records and sustains the safekeeping and proper storage of archived records pursuant
to the rules and regulations of the National Archives of the Philippines (NAP)

DG BIVISIDRE | Bureau of Local Government Finance — Administrative Division
(Records Section)

Simple

G2B,G2C,G2G

BLGF Employees
I OF REQUIREMENTS!

| Documents/Letter
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FEES TO | PROCESSING PERSON
CLIENT STEPS | AGENCY ACTION BE PAID TIME RESPONSIBLE
Submit to the
Records
Section Receive the
accomplished accomplished None 5 minutes Administrative Aide |
Form ( Request | Request Form
for Previous
Records)
3 hours
'8:00 AM-
11:00 AM
-11:00 AM -
Retrieval
Retrieve the 11:01 AM-
records/docket None 3:00 PM Administrative Aide
from the Storage 3:00 PM
retrieval
3:01 PM
onwards
8:00 AM next
day- retrieval
Borrower Record details in
affixes the borrower's None 15 minutes Administrative Aide I
signature logbook.
Return the
borrowed
record/docket
Roum | Barover afbes
borrowed borrower's lagbook None 15 minutes | Administrative Aide I
documents

countersigned by
the Receiving
Record's
Personnel

TOTAL:

3 hours and 35 minutes
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11. Procurement of Goods and Services without Bidding
To ensure that approved purchase requests (PRs) are properly documented, procured
according to specifications, delivered on time, and compliant with the R.A. No. 9184
(Government Procurement Reform Act). This procedure covers the receipt of approved
PR based on the approved APP, posting in PhilGEPS, preparation of Abstract of Canvass
(AOC) and evaluation of quotations, selection of supplier, preparation and approval of
Purchase Orders (PO), delivery, inspection and acceptance of delivered goods and
services as per PO, and delivery to end-user.
This procedure does NOT cover bidding or procurement of goods and services
amounting to PHP 1 Million and above. (Refer to Procedure: Procurement of Goods
and Services with Bidding).

NOMESORDIVIBIBRMN Burcau of Local Government Finance — Administrative Division
- (Records Section)

Highly Technical

G2G

BLGF Employees
HAECKLIST DR REQUIREVMENTS _ WHERE TO SECLURE

| Purchase Request
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FEES TO | PROCESSING PERSON
CLIENT STEPS | AGENCY ACTION BE PAID TIME RESPONSIBLE
Receives and
reviews the
S y approved PR for Administrative Officer
ubmits .
completeness and V (Supply Officer Ill)
approved accuracy based on None 30 minutes
Purchase s iy . ; .
Request (PR) i pp Admmlstratlvg Officer
nnual 1l (Supply Officer II)
Procurement Plan
{APE)
idariiifias fhe Cdmlmstratlvg Officer
(Supply Officer llI)
mode of None 10 minutes
procurement of . ; .
goods or service Admmlstratlvg Officer
I (Supply Officer II)
Administrative Officer
Conducts canvass V (Supply Officer III)
and posts to None 3 days
PhilGEPS Administrative Officer
[l (Supply Officer 11)
Administrative Officer
Prepares Abstract None 20 minutes ¥ {Supply Oifizeriil
o Canyass (ROE) Administrative Officer
[l (Supply Officer II)
Concerned Service
Reviews and Director and Division
None 30 minutes Chief,
IPREANEE NS ADC Bids and Awards
Committee (BAC)
Administrative Officer
Prepares V (Supply Officer 1)
Purchase Order None 20 minutes
(PO)/Contract Administrative Officer
I (Supply Officer II)
Administrative Officer
Routes the V (Supply Officer I11)
PO/Contract to None 20 minutes
BAC and HOPE Administrative Officer
I (Supply Officer II)
Receives the
PO/Contract for
;?g:wzv:ufgc;n d None 20 minutes BAC
forwards the same
to the HOPE
Receives the iestia T Administrative
PO/Contract for Assistant OED
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FEES TO | PROCESSING PERSON
CLIENT STEPS | AGENCY ACTION BE PAID TIME RESPONSIBLE
review and
signature of HOPE
RS S Executive Director
approves None 45 minutes (BHCd)PEt)oﬁ'
PO/Contract udge cer
Accountant
Forwards
PO/Contract to the
Budget Section for
the preparation of Administrative Officer
Obligation None 45 minutes (Budget Officer 1)
Request Status chief accountant
(ORS) for approval
of Chief
Accountant
Receives and
forwards the
approved o— 15 HiiFiIeS Administrative Officer
PO/Contract and V (Supply Officer II1)
ORS with
attachments
Provides copy of
Signed/Approved
PO/Contract to the
supplier, 1%t copy
for supplier, 2™
copy for FMD, 3 Yo i Administrative Officer
copy for COA and y V (Supply Officer IIl)
photocopy for the
Property Section,
and supporting
documents for file
and reference
22%2;?88 fzpd Administrative Officer
inspection of None 1 day X d(nsq:;?g’!:’at(i)\zcoefifi[cl;lg,r
gooc_ﬂs and [l (Supply
services
T Administrative Officer
delivery of goods None 10 minutes X dﬁﬁgé?j&g;ﬁt{e}}
and services
"I (Supply
Delivers goods to
end user with Administrative Officer
property number V (Supply Officer ),
Administrative Officer
a. For Semi- R ERy Il (Supply Officer I1),
expendable Property Appraiser |
goods (value is (CTI)
PhP 15k or
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FEES TO | PROCESSING PERSON

CLIENT STEPS | AGENCY ACTION | o==2 - TIME RESPONSIBLE

below): issue
Inventory
Custodian Slip
(ICS)
b. For Non semi-
expendable goods
(value is higher
than P15k): issue
Property
Acknowledgment
Receipt (PAR)

Forward
PO/Contract and
supporting
documents to
Accounting
Whendsupr!:g—:r Administrative Officer
issued a Deliver i
Recoipt and Sales | None 1 aey Xd(nswiliw??tlrya?\ffewgfrfilég}'
Invoice, forwards ;
Inspection and HI (Supply Officer Il)
Acceptance
Report and
Delivery Receipt to
the Accounting
Section

Administrative Officer
V (Supply Officer 111},
Administrative Officer
I (Supply Officer II)

Retains ICS and
PAR for file and None 10 minutes
reference

TOTAL: 7days, 4 hours and 50 minutes
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INTERNAL SERVICES
Regional Transactions
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1. Application for Leave of Absence (Regional Director)
Application for vacation, sick leave or special privilege leave for one (1) full day or more
shall be made on this Form (CSC Form No. 6) and to be accomplished at least in
duplicate. Application for vacation leave shall be filed in advance or whenever possible
five (5) days before going into such leave. Application for sick leave filed in advance, or
exceeding five (5) days shall be accompanied by a medical certificate.

Bureau of Local Government Finance — Administrative Division

Complex
G2G

GF Regional Directors

ST OF REQUIRENENTS:

BL
or Leave Form (CSC Form ' Administrative Division/CSC Online Website

| Application f

No. 6)
Medical Certificate (if applicable) Personal document

Pertinent documents for Personal documents
Maternity/Paternity/Rehabilitation/Study
Leave

Page 50 of 54



FEES

PROCESSING PERSON
CLIENT STEPS | AGENCY ACTIONS TF&:BDE TIME RESPONSIBLE
Submit the Receive and check None 30 minutes Regional Office
accomplished the document/s of its Personnel/
CSC Form No. 6, | completeness and Administrative
with attached accuracy; Officer V
pertinent Verify availability of
documents if leave credits; certify
applicable, to the | the deduction of the
Personnel Officer | number of days being
applied for; and
record transaction in
the leave card
Note: In case that the
Personnel Officer is
not the Administrative
Officer V of the
Region, PO shall affix
initial signature and
the AOV his/her
signature
Forward the certified None 1 day Regional Office
Application for Leave Personnel
to Central Office with Officer/Authorized
transmittal letter Personnel
Receive mailed or None 10 minutes Central Office
personally delivered Records Officer
documents
Route the documents | None 5 minutes Central Office
to the Office of the Records Officer
Executive Director
(OED)
Verify and route None 1 day AFMS Director
recommending and AFMS
approval/disapproval Administrative
of leave application to Asst
AFMS
Send Notification of None 10 minutes HRMO
Deficiency, if
applicable
Prepare in advance None 1 day HRMO
the transmittal letter of
approved leave
application
Check and signify None 1 day Chief
accuracy of the Administrative
transmittal letter by Officer of
affixing initial Administrative
signature Division
Receive and record None 10 minutes AFMS
document for the Administrative
AFMS Director Assistant

Page 51 of 54



FEES

PROCESSING PERSON
CLIENT STEPS | AGENCY ACTIONS T&FDE TIME RESPONSIBLE

Verify and signify the | None | 1 day AFMS Director

accuracy of the

transmittal letter by

affixing initial

signature

Route the documents | None 10 minutes AFMS

to the Deputy Administrative

Executive Director Assistant

Receive and record None 10 minutes DED

document for the Administrative

Deputy Executive Assistant

Director (DED)

Review and sign the None 1 day DED

transmittal letter in

advance

Route the documents | None 10 minutes DED

to the Office of the Administrative

Executive Director Assistant

Review and None 1 day Executive

approve/disapprove Director

the application for

leave

Receive and record None 10 minutes Administrative

the details of Assistant of SD

documents (for Division Chief
applicants),
Administrative
Assistant of DED
(for SD
applicants)

Record and release None 5-10 minutes Administrative

signed form to HRMO Assistant of OED

Record and release None 10 minutes HRMO

the signed documents

to the Records

Section for delivery

Record, prepare and | None 30 minutes Records Officer

deliver documents to

the Regional Office

Prepare certification None 1 day HRMO

for disapproval of
scheduled
mandatory/forced
leaves, if applicable

TOTAL

7 days, 1 hour and 45 minutes to
7 days, 1 hour and 40 minutes
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Bureau of Local Government Finance — Administrative Division
Simple
G2G

BLGF Regional Office Officials and Employees
 REQUIRENMENTS | WHERE 70 SECURE

i 5 Feyi [
BLGF Retirement Form

Y

Administrative Division
GSIS Form No. A-RETB-03-01 GSIS
CLIENT STEPS | AGENGY ACTIONS | 10 bE | PROCESSING | PERSON

PAID TIME RESPONSIBLE

Employee fills-up | Receives and record | None 10 minutes Regional Office
the BLGF employee application Personnel/
Retirement Form | for retirement benefits Administrative
and the GSIS documents Officer
Form No. A-
RETB-03-01
(application for
retirement
benefit) and
attaches the

Page 53 of 54



FEES

PROCESSING PERSON
CLIENT STEPS | AGENCY ACTIONS TIE)AIIBDE TIME RESPONSIBLE
supporting
documents
Verifies completeness | None | 30 minutes Regional Office
of document and Personnel/
prepares the draft Administrative
endorsement letter Officer
Validates documents | None | 30 minutes Regional Office
and endorsas Personnel/
endorsement letter for Administrative
signature of RD Officer V
Validates and signs None 30 minutes Regional
the endorsement Director
letter to CO
Transmits None 1 day Regional Office
endorsement letter, Personnel/
employee application Administrative
for retirement benefits Officer
with supporting
documents to the
Central Office
Notifies the employee | None 30 minutes Regional Office

through writing/email
of the status of the
application for
retirement benefits

Personnel/
Administrative
Officer

TOTAL

1 day, 2 hours and10 minutes
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FEEDBACK SUBMISSION

How to send feedback
1. Accomplish the Customer Feedback Form and

submit to the ARTA Focal Person

2. Forinquiries and follow-up, client/customer 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

2. Feedback results shall be forwarded to the
ARTA Secretariat for consolidation which will be
referred to the concerned Office within 1-day
from receipt of feedback requiring appropriate
answers

3. The concerned Office shall be required to reply
within 3 days from receipt of the referral memo;
they shall notify the customer, copy furnished
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 5" day of the preceding month

5. Forinquiries and follow-ups, client/customer
may contact (02) 8522-8767 or send email at
eodb.complaints@blgf.gov.ph
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COMPLAINTS FILING

How to file a complaint 1. Send your letter or complaint following these
simple and easy instructions:

* Indicate clearly your name, complete address
and contact number (if any);

e Explain clearly the details of your request or
complaint;

¢ Include photocopies of relevant documents
that will help us understand your concern and
in determining the appropriate action on
client/customer concern.

How complaints are 1. Complaints management process involves the
processed receipt and review of complaints to see that all
required information has been included and that
it is valid. It 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 client/customer may follow-
up concern; 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 government agencies:

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

o Hotline: 1-6565 accessible via PLDT and
Smart landlines nationwide

SMS/Text Access: 0908-8816565
email@contactcenterngbayan.gov.ph
www.contactcenterngbayan.gov.ph
www.facebook.com/contactcenterngbayan
other feedback facilities:

Text CSC: 0917-8398272

e Hotline: (02) 8932-0111

s paio@csc.gov.ph

e e e o




COMPLAINTS FILING

Presidential Complaints Center (PCC)
Office of the President

Bahay Ugnayan, J.P. Laurel Street
Malacafiang, Manila
pcc@malacanang.gov.ph

Telefax (02)-87368621

(02) 8736-8645

(02) 8736-8603

(02) 8736-8629

(02) 8736-8621

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

* info@arta.gov.ph
» complaints@arta.gov.ph
o (02)8478-5091 | 478-5099

COMPLAINT PROCESSING

How feedbacks are
processed

1. The ARTA Focal Persons and Web
Administrator shall submit daily to the Chief of
Administrative Division (ADMIN) all complaints
received

2. The ADMIN, 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

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

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




List of Central Officers

Office

Name of Officials

Contact Information

Office of the
Executive Director

NINO 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 ARNOLD M. TAN
Deputy Executive Director

(02) 8522-8768
jm.tan@blgf.gov.ph

Administrative,
Financial and
Management
Service

ARMI M. ADVINCULA
Director I

(02) 8527-2780
am.advincula@blgf.gov.ph

Legal Service

Atty. MENILBA M. NICOLAS
Director |l

(02) 8527-3134
mm.nicolas@blgf.gov.ph

Local Fiscal Palicy
Service

MA. PAMELA P. QUIZON
Director

(02) 8522-8771
mp.quizon@blgf.gov.ph

LGU Operations
Service

RICARDO L. BOBIS, JR.
OIC Director Il (Concurrent)

02) 8310-3135
Rl.bobis@blgf.gov.ph

Administrative, Financial and Management Service

Administrative
Division

MELCY M. BALUYAN
Chief Administrative Officer

(02) 318-2527
mm.baluyan@blgf.gov.ph
or admin@blgf.gov.ph

Central Records

ROSALIA B. NARANJO
Administrative Officer V

(02) 8522-8767
records@blgf.gov.ph
rb.naranjo@blgf.gov.ph

Property Section

ELENITA A. LORENZO
Administrative Officer V

(02) 8527-2780
Ea.lorenzo@blgf.gov.ph

Financial (02) 8527-2808
Management (IE)%N&I;}I&OM]NGO ec.domingo@blgf.gov.ph
Division or fmd@blgf.gov.ph
Information

Management ismd@blgf.gov.ph

Division

Officer IlI)




List of Central Officers

Office

Name of Officials

Contact Information

Legal Service

Internal Affairs
Division

Atty. ESPERANZA LM.
AGGALAO-TICANGAN
OIC Chief

ea.ticangan@blgf.gov.ph
or iad@blgf.gov.ph

Local Fiscal Policy Service

Local Debt
Monitoring and
Evaluation Division

ERWINA GRACE P. MORALES
Chief (Financial Analyst V)

eg.morales@blgf.gov.ph
or I[dmed@blgf.gov.ph

Local Financial
Data Analysis
Division

MARILOU Q. CANETE
OIC Chief

(02) 8522-8771
Ifdad@blgf.gov.ph

Policy Planning
Programming and
Standards

BRENDA L. MIRANDA
Chief Tax Specialist

bl.miranda@blgf.gov.ph or
pppsd@blgf.gov.ph

Local Government Units Operations Service

Local Treasury

JOSEPHINE A. ASEO

(02) 310-3139
ja.aseo@blgf.gov.ph or

Operations OIC Chief ltod@blgf.gov.ph
02) 310-3139
Local Assessment | LUZ R. LAPID ( ;
Operation OIC Chief Ir.lapid@blgf.gov.ph or

laod@blgf.gov.p

Project Execution
and Management

ANABELLE C. GARRIDO
Chief (Development
Management Officer V)

(02) 310-3139
ac.garrido@blgf.gov.ph or
pemd@blgf.gov.ph

Capacity Building

RICARDO L. BOBIS, JR.
OIC Chief (Concurrent)

(02) 310-3139
rl.bobis@blgf.gov.ph




List of Regional Officers

Office Official and Address Contact Information
MA. FLORIZELDA A. ENRIQUEZ
Cordillera Regional Director

Administrative
Region

3/F, TG Home Builders Building
No. 75 Fergusan Road, Guisad,
Baguio City

(074) 442-8043
car@blgf.gov.ph

PETER PAUL D. BALUYAN
Regional Director

(072) 242-7080

Region 1 2/F, Kenny Plaza Building Fax (072) 242-0503
South Quezon Avenue region1@blgf.gov.ph
San Fernando City, La Union
MA. FLORIZELDA A. ENRIQUEZ (078) 844-3305/
Designated Regional Director (078) 846-1786
Region |l No. 12 Dalan na Pavvuluran, Fax (078)844-1683
Regional Government Center, Carig r2@blgf.gov.ph
Sur, Tuguegarao City, Cagayan U
DIVINA M. CORPUZ
Regional Director (045) 961-1343/
Region Il Diosdado Macapagal Government 961-3041
Center, Mahusay Street, San r3@blgf.gov.ph
Fernando City, Pampanga
GERIEBETH G. DELA TORRE
Region IVA Acting Regional Director (049) 545-0800
3/F, Marcelita Building, National rda@blgf.gov.ph
Highway Brgy. Real, Calamba City
CONSOLACION Q. AGCAOILI (043) 723-2155/
Region IVB Acting Regllon.al Director 980-0212
3/F, MB Building, Barangay Gulod r4b@blgf.gov.ph
Labac, Batangas City =
ANASTACIA R. LLANETA
Region V Acting Regional Director (052) 481-2707/481-3846
Regional Government Center, r5@blgf.gov.ph
Rawis, 4500 Legazpi City, Albay
HERMINIGILDA G. GARSULA
Acting Regional Director
Region VI 2nd Floor, Philippine Veterans Bank | (052) 336-0750/509-7956

Bldg. corner Valeria-Delgado
Streets, lloilo City

ré@blgf.gov.ph




List of Regional Officers

Office Official and Address Contact Information
JUNE ANN C. ABELLA
Financial Analyst IV / Caretaker (032) 412-6778/254-
Region VI 4/F, The Maxwell Hotel Annex Bldg, | 4152/256-2797
N. Escario Street, Kamputhaw, r7@pblgf.gov.ph
Cebu City
CLARK TRISTAN F. DELVO
Regional Director
Region VIII 3/F, F. Mendoza Commercial 535@32,'?;02\/0;?
Complex, 141 Sto. Nifio Street T ’
Tacloban City
GILBERT B. GUMABAY
Region IX Regional Director (062) 215-4212
Provincial Complex, Dao r9@blgf.gov.ph
Pagadian City
ELVIRA S. DARADAR
Region X Acting Regional Director (088) 858-3895
6th Division corner Tejero Street, r10@blgf.gov.ph
Patag, Cagayan de Oro City
PASCUALITO V. LAPINA
Region X Regional Director (082) 221-3054
JV'S Peak Realty, Roxas Avenue, r11@blgf.gov.ph
Davao City
JEANY T. TEDERA
Region Xii Regional Director (083) 228-7575/520-1927
Prime Regional Government Center | r12@blgf.gov.ph
Koronadal City
MELVIN JOY L. YU
CARAGA Acting Regional Director (085) 815-9474/342-9465

2/F, P.S. Arcade, J. P. Rosales Ave.

Butuan City

caraga@blgf.gov.ph




