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I.   Mandate 

Local government units shall endeavor to be self-reliant and shall continue exercising 

the powers and discharging the duties and functions currently vested upon them. 

They shall also discharge the functions and responsibilities of national agencies and 

offices devolved to them pursuant to this Code. Local government units shall likewise 

exercise such other powers and discharge such other functions and responsibilities as 

are necessary, appropriate, or incidental to efficient and effective provision of the 

basic services and facilities enumerated herein. 

Such basic services and facilities include, but are not limited to, the following: 

a.) Agricultural extension and on-site research services and facilities which include the 

prevention and control of plant and animal pests and diseases; dairy farms, livestock 

markets, animal breeding stations, and artificial insemination centers; and assistance 

in the organization of farmers' and fishermen's cooperatives and other collective 

organizations, as well as the transfer of appropriate technology. 

 

b.) Industrial research and development services, as well as the transfer of 

appropriate technology 

 

c.) Pursuant to national policies and subject to supervision, control, and review of the 

DENR, enforcement of forestry laws limited to community-based forestry projects, 

pollution control law, small-scale mining law, and other laws on the protection of the 

environment; and mini-hydroelectric projects for local purposes. 

 

d.) Subject to the provisions of Title Five, Book I of this Code, health services which 

include hospitals and other tertiary health services. 

 

e.) Social welfare services which include programs and projects on rebel returnees 

and evacuees; relief operations; and population development services. 

 

f.) Provincial buildings, provincial jails, freedom parks and other public assembly areas, 

and other similar facilities. 

 

g.) Infrastructure facilities intended to service the needs of the residents of the 

province, and which are funded out of provincial funds including, but not limited to, 

provincial roads and bridges; inter-municipal waterworks, drainage, and sewerage, 

flood control, and irrigation systems; reclamation projects; and similar facilities. 

 

h.) Programs and projects for low-cost housing and other mass dwellings, except those 

funded by the Social Security System (SSS), Government Service Insurance System 

(GSIS), and the Home Development Mutual Fund (HDMF): Provided, that national 

funds for these programs and projects shall be equitably allocated among the regions 

in proportion to the ratio of the homeless to the population. 



 

 

3 | P a g e  
 

 

i.) Investment support services, including access to credit financing. 

 

j.) Upgrading and modernization of tax information and collection services through 

the use of computer hardware and software and other means. 

 

k.) Inter-municipal telecommunications services, subject to national policy guidelines. 

 

l.) Tourism development and promotion programs. 

 

 

II.   Vision 

Davao Oriental is a God centered society whose government faithfully carries out its 

duties, that judiciously develops and sustains its natural resources, whose industries 

benefit from robust infrastructure, whose products and services gain worldwide 

recognition, whose people strive for excellence, and thus enjoy abundance and 

prosperity, where every family lives with human dignity and where everyone is proud 

to be DABAWENYO! 

 

 

 

III.   Mission 

Promote the general welfare of the people of Davao Oriental thru the pursuit of a 

dynamic socio-economic development, provision of adequate basis services and 

support facilities, rational and sustainable utilization of resources anchored on the 

value of commitment, justice, equality and genuine people’s participation 

 

 

 

 

 

 



 

 

4 | P a g e  
 

IV. Service Pledge 

 

D – Dedicate ourselves to God, to country and to the service of the Dabawenos 

A – Advocate the protection of the environment 

V – Validate issues and concerns before acting on it 

A – Allocate funds to help the needy through medical and burial assistance 

O – Opportunities will be opened to small medium entrepreneurs 

 

O – Opportunities will be opened to small medium entrepreneurs 

R – Revitalize the spirit of voluntarism 

I – Instill the value of hard work 

E – Empower the Barangays and Municipalities 

N – No person will sleep hungry in Davao Oriental because of Pagkain at Kita Program 

T – Total Restoration of forest through the million trees program 

A – Assist affected constituents in time of calamity and disaster 

L – Local Housing Programs will be initiated 
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List of Services 

 

Provincial Governor’s Office 

External Services 

 I. Providing Medical Services 5 

 II. Providing Death/Burial Services 6 

 

Vice Governor’s Office 

External Services 

 I. Administrative/ Legislative Services 8 

 II. Social Services: Assistance to Individuals in Crisis Situation 9 

 III. Institutional Support 10 

 

Provincial Planning and Development Office 

External Services 

 I. 20% Local Government Development Fund (LGDF) Control and 

Monitoring 

13 

 

Provincial General Services Office 

External Services 

 I. Rental of Capitol Covered Court 15 

 II. Rental of Capitol Chairs 16 

 

Internal Services 

 I. Processing of Voucher for Payment/ Reimbursement of Medicine/ 

Medicine Equipment (Emergency Purchases) 

18 

 II. Processing of Voucher for Payment/ Reimbursement of Medicine/ 

Medicine Equipment (Bidding Purchases) 

20 
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Provincial Budget Office 

External Services 

 I. Budget Review of Different LGU’s 23 

 II. Certificate of Fund Availability 25 

 

Internal Services 

 I. Request of Tax Certificates - BIR Form 2307 33 

 II. Request of Certificate of Appearance 28 

 III. Certification on Appropriation, Funds and Obligation of Allotment 

(CAFOA) 

30 

 

Provincial Accountant’s Office 

External Services 

 I. Allotment Release Order 27 

 II. Supplemental Budget 34 

 III. Procurement Process 35 

 IV. Other Services and Requests (Simple) 38 

 V. Other Services and Requests (Complex) 41 

 

Internal Services 

 I. Request of Net Take Home Pay or Payslip 43 

 II. Request of Tax Certificates - BIR Form 2316 44 

 III. Request of Accountant's Certificate 45 

 IV. Cash Advances 46 

 V. Procurement Process 50 

 VI. Liquidation of Cash Advances 52 

 VII. Reimbursement for Travel Expenses 55 

 VIII. Payroll and Other Employee Benefits Processes 58 

 IX. Other Services and Requests (Simple) 63 

 X. Other Services and Requests (Complex) 66 
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Provincial Treasurer’s Office 

External Services 

 I. Releasing of Accountable Forms 68 

 II. Releasing of Checks to Individual 70 

 III. Releasing of Checks to Local Government Units 71 

 IV. Releasing of Checks to Private Business and Organization 72 

 V. Disbursement of Wages, Honoraria, Assistance & Other Claims 73 

 VI. Collection of Real Property Tax (RPT) 74 

 VII. Collection of Real Property Tax (RPT) Provincial Share 75 

 VIII. Collection of Tax on Transfer of Real Property Ownership 77 

 IX. Collection of Tax on Business of Printing and Publication 79 

 X. Collection of Franchise Tax 81 

 XI. Collection of Professional Tax 82 

 XII. Collection of Amusement Tax 83 

 XIII. Collection of Tax for Every Delivery Truck or Van 84 

 XIV. Collection of Tax on Sand, Gravel & Other Quarry Resources 86 

 XV. Collection of Permit & Regulatory Fees 87 

 XVI. Collection of Clearance/ Certification/ Verification/ Authentication 

Fee 

89 

 XVII. Collection of Engineering Service Fees & Charges 92 

 XVIII. Collection of Heavy Equipment Rental 94 

 XIX. Collection of Motor Pool Repair, Servicing & Maintenance 97 

 XX. Collection of Charges for the use of Recreational Facilities 99 

 XXI. Collection of Capitol Waterworks System Fees & Charges 101 

 XXII. Collection of Fees & Charges for Agricultural Products/ Services 103 

 XXIII. Collection of Fiscal’s Clearance Fee 105 

 XXIV. Collection of Payment of Bidding Documents 106 

 XXV. Collection of Payment of Accountable Forms 107 

 

Internal Services 

 I. Issuance of Certificate of Appearance 110 

 

Provincial Assessors Office 

External Services 

 I. I.  Approval of Field Assessment Sheet 112 

 II. II. Issuance of Certified Assessment Records 114 

 III. III. Annotations of Liens and Encumbrances of Real Estate 

Mortgage Documents and Bail Bonds 

115 

 IV. Tax Declarations Trace Up or Trace Back 116 
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Davao Oriental Provincial Hospital (Lupon) – Clinical Laboratory 

External Services 

 I. Blood Chemistry Tests (Inpatient Department) 119 

 II. Blood Chemistry Tests (Outpatient Department) 121 

 III. Hematology Tests (Inpatient Department) 124 

 IV. Hematology Tests (Outpatient Department) 126 

 V. Clinical Microscopy Tests (Inpatient Department) 128 

 VI. Clinical Microscopy Tests (Outpatient Department) 130 

 VII. Serology Tests (Inpatient Department) 132 

 VIII. Serology Tests (Outpatient Department) 134 

 IX. Direct Sputum Smear Microscopy (Inpatient Department) 136 

 X. Gram Stain (Inpatient & Outpatient Department) 137 

 XI. Blood Smear for Malarial Parasite (Inpatient & Outpatient 

Department) 

138 

 XII. Expanded Newborn Screening Blood Collection 140 

 XIII. COVID-19 Rapid Antigen Testing (Inpatient Department) 141 

 XIV. COVID-19 Rapid Antigen Testing (Outpatient Department) 143 

 XV. Duplicate/Second Copy of Results 145 

 XVI. HIV Counseling and Testing for Outpatients 146 

 XVII. HIV Counseling and Testing for Admitted Patients 148 

 

Davao Oriental Provincial Hospital (Lupon) – Pharmacy Services 

External Services 

 I. Provision of All Available Drugs/ Medicines/  

Medical Supplies and Other Pharmaceuticals  

(Cash Transaction Pricing for Regular Client) 

 

151 

 

 II. Provision of All Available Drugs/Medicines/ 

Medical Supplies and Other Pharmaceuticals  

(Cash Transaction - Availment of Medicines for Regular Client) 

 

153 

 III. Provision of All Available Drugs/Medicines/ 

Medical Supplies and Other Pharmaceuticals  

(Cash Transaction- Pricing Senior Citizen/PWD) 

 

154 

 IV. Provision of All Available Drugs/Medicines/ 

Medical Supplies and Other Pharmaceuticals  

(Cash Transaction - Availment Senior Citizen/PWD) 

 

156 

 V. Provision of All Available Drugs/Medicines/ 

Medical Supplies and other Pharmaceuticals  

(Cash Transaction - PRICING for Admitted Patients) 

 

158 

  

 

 

VI. 

 

Provision of All Available Drugs/Medicines/ 

Medical Supplies and other Pharmaceuticals  

(Cash transaction- AVAILMENT- for admitted paying patient) 
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159 

 VII. Provision of All Available Drugs/Medicines/ 

Medical Supplies and other Pharmaceuticals  

(PHIC Patient in Service Ward and Pay Ward) 

 

160 

 VIII. VIII. Replacement of all Available Drugs/Medicines/ 

Medical Supplies and other Pharmaceuticals  

in the Emergency Cart 

 

162 

 IX. Provision of all Available Drugs/Medicines/ 

Medical Supplies and other Pharmaceuticals 

164 

 X. Provision of all available drugs/Medicines/ 

Medical Supplies and Other Pharmaceuticals  

(Charge to Donor with Government Funds)  

(MAIP) for Consignment and Regular Stocks 

 

165 

 

Davao Oriental Provincial Hospital (Lupon) – Nutrition and Dietetics Section (NDS) 

External Services 

 I. Provision of Diet Counselling 169 

 II. Provision of Diet Tags & Food Rations 170 

 

Davao Oriental Provincial Hospital (Lupon) – Birth Registration Services 

External Services 

 I. Birth Registration of Newborns with Married Parents 174 

 II. Birth Registration (Processing of Certificate of Live Birth for Late 

Registration) 

176 

 III. Birth Registration (Request for Late Registration) 179 

 IV. Birth Registration (Single Mothers) 181 

 V. Birth Registration of Newborns with Unmarried Parents 183 

Davao Oriental Provincial Hospital (Lupon) – Medical Record Services 

External Services 

 I. Issuance of Medical Certificate for Emergency  

Department Consultation 

187 

 II. Certificate of Confinement 192 

 III. Death Certificate - Initial Issuance 194 

 IV. Death Certificate - Re-Issuance 196 

 V. Issuance of Medical Certificate - Outpatient Consultation 198 

 VI. Issuance of Medical Certificate - Previously Admitted,  

Outpatient, ER Patients 

200 
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Davao Oriental Provincial Hospital (Lupon) – Medical Social Worker Services 

External Services 

 I. Attending Ward Referrals and Emergency Room 203 

 II. Certificate of Confinement  204 

 III. Classification of Patients in Availing Discount to Hospital Bill 206 

 IV. Daily Discharged of Patients with Philhealth 207 

 V. Daily Discharged of Patients - PhilHealth with Excess 208 

 VI.  Daily Discharged of Patients with Philhealth 210 

 VII.  Discharged of Non-PHIC Patient during Saturday and Holidays 211 

 VIII. Discharged of Non-PHIC Patient during Saturday and Holidays 213 

 IX. Medical Assistance Thru MAIP 214 

 X. Medical Assistance Thru MAIP - Emergency Room 216 

 XI. Medical Assistance Thru MAIP -OPD 219 

 XII. Point of Service 222 

 

Davao Oriental Provincial Hospital (Lupon) – Medical Social Worker Services 

External Services 

 I. In-Patient (TTMF) Department General X-Ray 225 

 II. Out-Patient (TTMF) Department General X-Ray 226 

 III. In-Patient Department General X-Ray 227 

 IV. Covid Inpatient Department General X-Ray 229 

Davao Oriental Provincial Hospital (Lupon) – Outpatients Department 

External Services 

 I. Outpatient Consultation & Treatment 231 

 

Davao Oriental Provincial Hospital (Lupon) – Nurse Service Division 

External Services 

 I. Admission in the Emergency 235 

 II. Admission in Delivery Room 237 

 III. Direct Admission to TTMF from RHU 239 

 IV. Trans-IN from ER/Respiratory Ward (TTMF) 241 

 V. Transfer patient to tertiary hospital (TTMF) 243 

 VI.  Discharge from TTMF 245 

 VII.  Observation Status (OBS) in the ER 247 

 VIII. Receiving Admission of patient from ER 249 

 IX. Respiratory Ward Internal Referral 251 

 X. Respiratory Ward - Post-Mortem Care/COVID-19 Case 255 
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 XI. Discharge of Patient from Station 2 260 

 

Davao Oriental Provincial Hospital (Lupon) – Ward Station Services 

External Services 

 I. Admission of Patient from Emergency Department to Station-1 263 

 II. Preparation for transferring Admitted Patients to other Station & 

different Ward (Station 2-Respi Ward) 

264 

 III. Transferring of Patient to other Station & Admitted Patients to 

different Ward 

266 

 IV. Discharge of Patient from Station 1 267 

 V. Facilitating of Prescribed Laboratory Examinations for Patients 

Admitted at Station 1 

269 

 VI.  X-Ray Procedure: Facilitation for Patients Admitted at Station 1 271 

 VII.  Facilitating Transfer of Admitted Patient to Tertiary Hospital 272 

 

Davao Oriental Provincial Hospital (Lupon) – Cashier Department 

External Services 

 I. Collection of Payment 274 

 II. Collection of Payment (For Patients who have not yet  

processed their PHIC documents) 

275 

 III. Processing of Refund (CHEQUE REFUND) 276 

 IV. Releasing of Petty Cash 277 

 V. Releasing of Refund (CASH REFUND) 278 

 VI.  Releasing of Refund (CHEQUE REFUND) 279 

 

Davao Oriental Provincial Hospital (Lupon) – Billing & Claims Services 

External Services 

 I. Preparation of Statement of Accounts 281 

 II. Releasing of Statement of Accounts 282 

 III. Processing of Statement of Account 285 

 IV. Availing of PhilHealth Benefits 288 

 

Davao Oriental Provincial Hospital (Lupon) – Security Section 

External Services 

 I. Issuance of Watcher's ID 290 

 II. Replacement of Lost Watcher's ID 291 
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 III. Incident Investigation 292 

 IV. Issuance of PPEs to All Security Guards 294 

 

Davao Oriental Provincial Hospital (Lupon) – Linen and Laundry Services 

External Services 

 I. Issuance of Clean Linen 296 

 II. Replacement of Linens 298 

 III. Signing of Discharge Clearance 300 

 

Davao Oriental Provincial Hospital (Lupon) – Processing of Philhealth Claims 

Internal Services 

 I. Processing of Philhealth Claims 303 

 

Provincial Disaster Risk Reduction and Management Office 

External Services 

 I. Provision of assistance to conduct training on disaster risk reduction 

and management 

307 

 II. Provision of Financial Assistance (FA) to the Victims of Disasters or 

Calamities 

309 

 III. Provision of 24/7 Emergency Assistance Through Emergency Hotline 311 

 

Office of the Provincial Agriculture 

External Services 

 I. Training, Organization (Request for Entrepreneurial and Skills training,  

Organization and Re-Organization of RIC, 4H Club, other Agri-Fishery 

and Non-Agricultural related associations and Cooperatives) 

314 

 II. Request of Data – Commodity Profile (Area Planted, No. of Farmers 

and Production) of these crops: rice, corn banana – cardaba, 

vegetables, cacao, coffee, rubber, oil palm, and hot chili. 

317 

 III. Request of Palay, corn, vegetable seeds, banana seedlings, coffee 

seedlings, chili/oil palm, cacao seedlings, rubber seedlings, abaca 

seedlings, organic planting Materials, fertilizers and other input 

support interventions for the project 

319 

 IV. Fisheries Production and Distribution – Tilapia Fingerling Dispersal 322 

 V. Fisheries Production and Distribution – Dispersal of Seaweed 

Propagules 

324 
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 VI. Technical Assistance for walk-in clients 326 

 VII. Technical Assistance on-site visit/ inspection 327 

 VIII. Tractor Services 328 

 IX. Request of Planting Materials, Inputs and other services 330 

 

Provincial Cooperative Office 

External Services 

 I. Institutional Development 334 

 II. Enterprise Development 335 

 III. Good Governance 339 

 

Provincial Tourism Office Provincial Culture and Arts Affairs Office 

External Services 

 I. Logistics (Request of Vehicle – Van, Canter, Baobao) 341 

 II. Logistics (Request of Sound System, Projector) 342 

 III. Tourism Related Enterprise – Subangan Museum 343 

 IV. Tourism Related Enterprise – Tourism Annex Hotel (Accommodation) 346 

 V. Tourism Related Enterprise – Tourism SP Dormitel (Accommodation) 349 

 VI. Tourism Related Enterprise – Cape San Agustin (ECOPARK) 352 

 VII. Tourism Related Enterprise – Mt. Hamiguitan Range Wildlife 

Sanctuary (ECOPARK) 

354 

 VIII. Tourism Related Enterprise – Pusan Point (ECOPARK) 356 

 

Provincial Information Office 

Internal Services 

 I. Documentation of Planned Events and Activities 359 

 II. Special feature article for social Media Content 360 

 III. Audiovisual presentation/ production 361 

 IV. Video Message of the Governor 363 

 V. Written Messages, Official Statement and Speeches 364 

 VI. Press Briefing / Press Conference 365 

 

Provincial Human Resource Management and Development Office 

 I. Receiving of Application for Vacant Permanent Positions  367 

 II. Receiving of Application for Job Order Workers (Without 

Recommendation Letter) 

369 

 III. Contracts for Casual Workers 370 
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 IV. Contracts for Job Order Workers 371 

 V. Issuance of Service Records, Leave Credits and other Certifications 

that requires official receipts 

372 

 VI. Issuance of of DBP & BIR Endorsement Letters 373 

 VII. Receiving of Monetization and leave Application 375 

 VIII. Receiving of IPCRs 376 

 IX. Receiving of Statement of Assets, Liabilities and Net- Worth (SALN) 377 

 X. Productivity Enhancement Incentive Certificate 378 

 

Davao Oriental Provincial Hospital Manay 

 I. Cashier/ Administrative Department 380 

 II. Laboratory Department 381 

 III. Outpatient Department 382 

 IV. Emergency Room Department 383 

 V. Wards (Admission) 384 

 VI. Wards (Discharge) 385 

 VII. Pharmacy Department 386 

 VIII. Dietary Department 387 

 IX. X-Ray Department 388 

 X. Transport Service 389 

 XI. Medical Social Services (Assistance From Point of Service Philhealth 

Process) 

390 

 XII. Medical Social Services (Process for DOH Medical Assistance to 

Indigent Patients MAIP Program) 

391 

 

Environment and Natural Resources Office 

External Services 

 I. Provision of services for the implementation of forest landscape 

development and Greening plan, programs, and activities in 

partnership with component LGUs, Communities and agencies 

393 

 II. Trees for livelihood in production ancestral land and Marginal A&D 

areas 

394 

 III. Agro-Forestry Support 395 

 IV. Nursery Operations/ Seedlings Provision (Provincial and LGU/ 

Community Based) 

395 

 V. Watershed Enhancement in Devolved Community Watershed 397 

 VI. Tree-Planting/ Vegetation Improvement for Disaster Prevention 398 

 VII. Assisted Natural Regeneration in Local Conservation Areas (LCA) 399 

 VIII. Provision for Technical support to the implementation of 

environmental management and pollution control plan, programs, 

projects of Component LGUs 

401 
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 IX. Support to Environmental Impact Studies for Provincial Projects 

referred by the Provincial Engineering and other concerned 

provincial offices 

401 

 X. Support to ecological/ Physical and Geo Hazard Assessment for 

Prov’l projects referred by other related provincial office or 

requested by LGUs 

402 

 XI. Processing of order of payments of transacting public related to 

legitimate environment and natural resource utilization and 

endorsement of quarry/ mining applications to MGB and monitoring 

of operations 

403 

 XII. Endorsement of applications to MGB and local agencies 404 

 XIII. Monitoring of SAGQ/Mining Production 406 

 XIV. Receiving and releasing of Documents pertaining to SAGQ/PSSM 407 

 XV.  Provision of Secretariat Services to the operations of duly constituted 

special bodies created in relation to the utilization and/or 

management of environment and natural Resources in the province 

408 

 XVI. Provision of Support to Prevention and Mitigation on Disaster Risk 

Reduction Management 

409 

 XVII. Provision of services related to the implementation of duly devolved 

functions pertaining to sustainable management of natural and 

environmental resources 

410 

 

Internal Services 

 I. Archiving and keeping of documents/ Clerical works 413 

 II. Property Custodian/Inventory / Supply Management Works 414 

 III. Fuel Regulation 415 

 IV. Utility/Janitorial works 416 

 V. Collection and collation of field/ monitoring (per activity),  

production and/or accomplishment reports (monthly) from the 

other 3 technical divisions 

416 

 VI. Preparing / Releasing and Receiving/ of documents/ Clerical  

works 

417 

 VII. Liasoning/ messengerial works 418 

 

Sangguniang Panlalawigan 

 I. For Accreditation of non-governmental organizations (NGO’s) & 

Peoples Organizations (POs) 

421 
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Provincial Social Welfare and Development Office 

 I. Provision of Assistance in Crisis Situation 426 

 

Davao Oriental Provincial Medical Center 

 I. Procurement 428 

 II. Medical Records Section 430 

 III. Cashier Section 433 

 IV. Billing Section 434 

 V. Claims Section 435 

 VI. Pay ward 437 

 VII. Operating Room 443 

 VIII. Medicine Ward 445 

 IX. COVID Triage/ Complex 447 

 X. Surgery Ward 450 

 XI. Pharmacy Services 457 

 XII. Radiology Department 458 

 XIII. Laboratory Section 462 

 

Davao Oriental Provincial Hospital Governor Generoso 

 I. Ward Department 470 

 II. Radiology Department 471 

 III. Billing Section 472 

 IV. Cashier Department 473 

 V. Claims Department 475 

 VI. Dietary Service 476 

 VII. Emergency Department 477 

 VIII. Medical Records Department 478 

 IX. Outpatient Department  479 

 X. Pharmacy Department 480 

 

Davao Oriental Provincial Civil Security Unit 

 I. Security Personnel Augmentation 483 

 II. Security Concerns 483 
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Provincial Administrator’s Office 

 I. Approval and signature of Payroll, Monetization, Cheque, IPCR, 

OPCR, Leave Application, Disbursement Voucher, Purchase Request 

and Travel Order 

485 

 II. Inspection of Projects and delivered Goods/ Supplies 487 

 III. Radio Message Transmittal  489 

 

Feedback and Complain Mechanism            503 

  



 

 

18 | P a g e  
 

 

 

 

 

 

 

 

 

 

Provincial Governor’s Office 

External Services 
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I.   Providing Medical Services 

Providing Medica Services through referrals to the clients. 

Office or Division: Provincial Governor’s Office 

Classification: Simple 

Type of Transaction: G2C - Government to Citizen 

Who may avail: All 

Checklist of Requirements Where to Secure 

▪ One (1) (Original) Doctor’s 

Prescription 

▪ Hospital/Prescribe Doctor 

▪ One (1) (Photocopy) Doctor’s 

Prescription 

▪ Hospital/Prescribe Doctor 

▪ One (1) (Original) Brgy. 

Certificate 

▪ Barangay hall 

▪ One (1) (Photocopy) Brgy. 

Certificate 

▪ Barangay hall 

▪ Two (2) (Photocopy) Valid ID ▪ BIR, Post Office, DFA, PSA, SSS, GSIS, 

Pag-Ibig 

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1                                                                                               Proceed to 

Capitol 

White 

Building, 

Ground 

Floor, 

Capitol 

Gymnasium 

on the left 

side to the 

Assigned 

Social 

Worker and 

present 
requirement/s. 

1.1  Receive the 

required 

documents/ 

requirements and 

check for 

completeness. 

None 30 Seconds Administrative 

Aide III/ 

Provincial 

Governor’s 

Office 

1.2 Start the 

processing 

None 2 Minutes 

1.3 Release Medical 

Referral to the 

Claimant/Client. 

None 1 Minute 

1.4 The Claimant/ 

Client may now 

procced to 

Provincial Social 

Welfare and 

Development 

Office (PSWDO) 

at the back of 

the Capitol Newly 

Construct 

Building. 

None 2 Minutes 

Total  5 Minutes 30 

Seconds 
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II.   Providing Death/Burial Services 

Providing Death/Burial Services through referrals to the clients. 

Office or Division: Provincial Governor’s Office 

Classification: Simple 

Type of Transaction: G2C - Government to Citizen 

Who may avail: All 

Checklist of Requirements Where to Secure 

▪ One (1) (Original) Doctor’s 

Prescription 

▪ Hospital/Prescribe Doctor 

▪ One (1) (Photocopy) Doctor’s 

Prescription 

▪ Hospital/Prescribe Doctor 

▪ One (1) (Original) Brgy. 

Certificate 

▪ Barangay hall 

▪ One (1) (Photocopy) Brgy. 

Certificate 

▪ Barangay hall 

▪ Two (2) (Photocopy) Valid ID ▪ BIR, Post Office, DFA, PSA, SSS, GSIS, 

Pag-Ibig 

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1                                                                                               Proceed to 

Capitol 

White 

Building, 

Ground 

Floor, 

Capitol 

Gymnasium 

on the left 

side to the 

Assigned 

Social 

Worker and 

present 
requirement/s. 

1.1  Receive the 

required 

documents/ 

requirements and 

check for 

completeness. 

None 30 Seconds Administrative 

Aide III/ 

Provincial 

Governor’s 

Office 

1.2 Start the 

processing 

None 2 Minutes 

1.3 Release Medical 

Referral to the 

Claimant/Client. 

None 1 Minute 

1.4 The Claimant/ 

Client may now 

procced to 

Provincial Social 

Welfare and 

Development 

Office (PSWDO) 

at the back of 

the Capitol Newly 

Construct 

Building. 

None 2 Minutes 

Total  5 Minutes 30 

Seconds 
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Vice Governor’s Office 

External Services 
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I.   Administrative/ Legislative Services 

 

Office or Division: Vice Governor’s Office 

Classification: Simple 

Type of Transaction: G2G - Government to Government 

Who may avail: 10 Municipalities & 1 City  of Davao Oriental 

Checklist of Requirements Where to Secure 

▪ Transmittal Letter ▪ The requesting party from the 10 

municipalities and 1 city will comply 

all requirements 

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1                                                                                               Submit 

legislative 

documents 

such as 

resolutions 

and 

ordinances 

and other 

correspond

ence for     

information 

and 

appropriate 

action of 

the Vice 

Governor.. 

1.1  Receive such 

documents 

None 2 - 5 Minutes Administrative 

Aide I 

1.2 Endorsement to 

the Executive 

Assistant for the 

appropriate 

action/s of the 

Vice Governor 

None 1- 2 Days Executive 

Assistant II 

Total  2 Days 5 

Minutes 

 



 

 

23 | P a g e  
 

II.    Social Services: Assistance to Individuals in Crisis Situation 

 

Office or Division: Vice Governor’s Office 

Classification: Simple 

Type of Transaction: G2C - Government to Citizens 

Who may avail: All indigent citizens requesting social services from the 

concerned government agencies 

Checklist of Requirements Where to Secure 

▪ Letter request  ▪ The requesting party will comply all 

requirements. ▪ Certificate of Indigency from the 

Barangay 

▪ Medical Abstract for indigent 

clients 

▪ Doctor’s Prescription, referral, 

blood request (If applicable) 

▪ Death Certificate (If applicable) 

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1                                                                                               Submit letter  

request and 

other 

attachment 

1.1  Receive letter 

request for entry 

in the logbook. 

None 2 Minutes Administrative 

Aide I 

1.2 Endorse to the 

Executive 

Assistant for 

review and 

recommendation 

to the Vice 

Governor 

None 2 - 5 Minutes Executive 

Assistant II 

1.3 Response from 

the Vice 

Governor 

None 1 Day Vice Governor 

1.4 Contact the 

concerned client 

to inform him/her 

the action/s 

taken 

None 5 Minutes Local 

Legislative 

Staff 

1.5 Process 

appropriate 

Financial Support 

None 5 – 10 Minutes Private 

Secretary 1 

1.6 Release the 

appropriate 

assistance to the 

concerned client 

None 1 Day Liaison Officer 

Total  2 Days 30 

Minutes 
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III.   Institutional Support 

 

Office or Division: Vice Governor’s Office 

Classification: Simple 

Type of Transaction: G2C - Government to Citizens; G2G – Government to 

Government 

Who may avail: All indigent citizens requesting social services from the 

concerned government agencies 

Checklist of Requirements Where to Secure 

▪ Letter request  ▪ The requesting party will comply all 

requirements. ▪ Attachment to prove the 

legitimacy of the said request like 

activity design and the likes 

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1                                                                                               Submit letter  

request and 

other 

attachment 

1.1  Receive letter 

request for entry 

in the logbook. 

None 2 Minutes Administrative 

Aide I 

1.2 Endorse to the 

Executive 

Assistant for 

review and 

recommendation 

to the Vice 

Governor 

None 2 - 5 Minutes Executive 

Assistant II 

1.3 Response from 

the Vice 

Governor 

None 1 -2 Day Vice Governor 

1.4 Contact the 

concerned client 

to inform him/her 

the action/s 

taken 

None 5 Minutes Local 

Legislative 

Staff 

1.5 Process 

appropriate 

Financial Support 

None 5 – 10 Minutes Private 

Secretary 1 

1.6 Release the 

appropriate 

assistance to the 

concerned client 

None 1 Day Liaison Officer 

1.7 Releases  

Certificate to 

client 

None 2 Minutes Liaison Officer 

Total  3 Days 30 

Minutes 
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Provincial Planning and Development 

Office 

External Services 
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I.   20% Local Government Development Fund (LGDF) Control and Monitoring 

 

Implementing units/offices such as the Provincial Engineer’s Office, Provincial Tourism 

Office, Provincial Cooperative Office, Environment and Natural Resources Office 

(ENRO), among others of the Provincial Government of Davao Oriental 

 

Office or Division: Provincial Planning and Development Office 

Classification: Simple 

Type of Transaction: G2G – Government to Government; G2B – Government to 

Business 

Who may avail: Implementing Units/Offices 

Checklist of Requirements Where to Secure 

▪ Payroll From the implementing units/offices and 

cooperatives for livelihood support   ▪ Purchase Request 

▪ Disbursement Voucher 

▪ Activity Design 

▪ Program of Works 

▪ Detailed Engineering Design 

▪ Livelihood Support to Coops 

o Business Plan 

o Certificate of Registration 

o Financial Statement 

o Loan Agreement 

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1                                                                                                Submitted 

pertinent 

documents 

by the 
implementing 

units/offices 

1.1 Receive and 

manually record 

the transaction 

None 2 Minutes Honorato S. 

Martije 

Administrative 

Aide III 

1.2 Evaluate the 

completeness 

and compliance 

to the 20% DF 

guidelines 

None 15 Minute Kent Dan J. 

Albite-PEO II 

1.3 Electronic 

recording and 

codification of 

transaction 

through MIS 

None 10 Minutes Relaine L. 

Villarez-POI 

1.4 If complete, 

acknowledge 

receipt of noted 

and signed 

documents, by the 

None 7 Minutes Freddie C. 

Bendulo-PPDC 

Kent Dan J. 

Albite –PEO II 
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office or 

department head 
 

If incomplete – 

return to 

concerned 

implementing 

unit/office, through 

its liaison, with 

notations, for 

compliance 

 

Total None 34 Minutes  
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Provincial General Services Office 

External Services 
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I. Rental of Capitol Covered Court 

 

Availability of service: 8:00 AM to 5:00 PM Monday to Friday 

Office or Division: Provincial General Services Office 

Classification: Simple 

Type of Transaction: G2C – Government to Citizen; G2B – Government to Business; 

G2G – Government to Government 

Who may avail: Private entities, Students, National agencies 

Checklist of Requirements Where to Secure 

▪ Approved letter of Request 

form LCE 

▪ Requesting party 

▪ Official Receipt ▪ Provincial Treasurer’s Office 

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1 Submit 

Approved 

letter 

request from 

Governor 

1.1  Received the 

Letter of request 

P100.00 

from 8-

5PM 

 

P200.00 

from 6-

10PM 

5 Minutes Stella M. 

Brabante  

Admin Officer 

III 

 

 

PGSO Officer 

 

 

 

 

 

PGSO Officer 

1.2 Check 

Availability of the 

venue of the 

facility 

- If Approved:    

  Issue order of  

  payment to be  

  signed by PGSO  

  Officer 

- If Disapproved:  

  Issue Routing slip  

  indicating  

  Reason of the  

  disapproval 

2 Submit 

Official 

Receipt 

from PTO 

2.1 Issue Notice to 

Occupy 

addressed to CSU 

Officer 

None 5 Minutes Stella M. 

Brabante  

Admin Officer 

3 Rescheduling 

of approved 

occupancy 

with order of 

payment 

and official 

Receipt 

3.1 Inform the Client 

of the   

None 2 Days Stella M. 

Brabante  

Admin Officer 

Total  2 Days and 

10 Minutes 
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II. Rental of Capitol Chairs 

 

Availability of service: 8:00 AM to 5:00 PM Monday to Friday 

Office or Division: Provincial General Services Office 

Classification: Simple 

Type of Transaction: G2C – Government to Citizen; G2B – Government to Business; 

G2G – Government to Government 

Who may avail: Private entities, Students, National agencies 

Checklist of Requirements Where to Secure 

▪ Approved letter of Request 

form LCE 

▪ Requesting party 

▪ Official Receipt ▪ Provincial Treasurer’s Office 

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1 Submit 

Approved 

letter 

request from 

Governor 

1.1  Received the 

Letter of request 

P3.00 Per 

piece 

5 Minutes Antonia G. 

Tidoy  

Admin 

Assistant I 

 

 

PGSO Officer 

 

 

 

 

 

PGSO Officer 

1.2 Check 

Availability of the 

venue of the 

facility 

- If Approved:    

  Issue order of  

  payment to be  

  signed by PGSO  

  Officer 

- If Disapproved:  

  Issue Routing slip  

  indicating  

  Reason of the  

  disapproval 

2 Submit 

Official 

Receipt 

from PTO 

2.1 Releasing of 

Chairs 

None 3 Hours Antonia G. 

Tidoy  

Admin 

Assistant I 

Total  3 Hours and 5 

Minutes 
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Provincial General Services Office 

Internal Services 



 

 

32 | P a g e  
 

I.   Processing of Voucher for Payment/ Reimbursement of Medicine/ Medicine   

  Equipment (Emergency Purchases) 

Availability of service: 8:00 AM to 5:00 PM Monday to Friday 

Office or Division: Provincial General Services Office 

Classification: Simple 

Type of Transaction: G2G – Government to Government 

Who may avail: Provincial Offices 

Checklist of Requirements Where to Secure 

▪ Purchase Request 

▪ OBR 

▪ DAB 

▪ ROPQ/Invitation to Bid 

▪ BAC/Notation 

▪ Abstract of Quotation 

▪ Acceptance Report 

▪ Inspection Report 

▪ RIS 

▪ PAR/ICS 

▪ Waste Material Report 

▪ Disbursement Voucher 

▪ Confirmatory Report Justification 

▪ Recipient 

▪ Recipient 

▪ Recipient 

▪ Recipient 

▪ Recipient 

▪ Recipient 

▪ Recipient 

▪ Provincial Inspectorate Team 

▪ Recipient 

▪ PGSO Inventory Division 

▪ Recipient 

▪ Recipient 

▪ Recipient 

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1                                                                                               Submit 
Procurement 

documents 

1.1 Receive 

Procurement 

Documents 

None 5 Minutes Graciella S. 

Tuazon 

Administrative 

Officer III 

1.2 Check if 

Procurement 

Documents is 

complete 

None 5 Minutes Graciella S. 

Tuazon 

Administrative 

Officer III 

1.3 Inventory Division 

to prepare 

PAR/ICS if 

applicable 

None 5 Minutes Dorisa O. 

Lanaban 

Administrative 

Aid I 

1.4 Inventory Division 

to Initial and 

approve PAR/ 

ICS/ RIS-

Issuance/Waste 

Material Report 

None 5 Minutes Graciella S. 

Tuazon 

Administrative 

Officer III 

 

Alberto C. 

Ludia 

Administrative 

Aid III 
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1.5 Supervising 

administrative 

officer to check 

and initial on 

Procurement 

Documents 

None 5 Minutes Merelina 

Burgos 

Supervising 

Administrative 

Officer 

1.6 Assistant Head to 

check and Initial 

on Procurement 

Documents 

None 5 Minutes Danilo Conde 

PGADH 

 

 

1.7 PGSO Officer to 

check and Initial 

on Procurement 

Documents 

None 5 Minutes Arnulfo 

Bondoc 

PGDH 

1.8 Release 

Approved 

Procurement 

Document  

None 5 Minutes Mary Jane V. 

Bascon 

Administrative 

Aide I 

Total None 40 Minutes  
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II.   Processing of Voucher for Payment/ Reimbursement of Medicine/ Medicine   

  Equipment (Bidding Purchases) 

Availability of service: 8:00 AM to 5:00 PM Monday to Friday 

Office or Division: Provincial General Services Office 

Classification: Simple 

Type of Transaction: G2G – Government to Government 

Who may avail: Provincial Offices 

Checklist of Requirements Where to Secure 

▪ Purchase Request 

▪ Purchase order 

▪ OBR 

▪ DAB 

▪ ROPQ/Invitation to Bid 

▪ BAC/Notation 

▪ Abstract of Quotation 

▪ Acceptance Report 

▪ Inspection Report 

▪ RIS 

▪ PAR/ICS 

▪ Waste Material Report 

▪ Disbursement Voucher 

▪ Confirmatory Report Justification 

▪ Recipient 

▪ BAC 

▪ Recipient 

▪ Recipient 

▪ Recipient 

▪ Recipient 

▪ Recipient 

▪ Recipient 

▪ Provincial Inspectorate Team 

▪ Recipient 

▪ PGSO Inventory Division 

▪ Recipient 

▪ Recipient 

▪ Recipient 

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1                                                                                               Submit 
Procurement 

documents 

1.1 Receive 

Procurement 

Documents 

None 5 Minutes Graciella S. 

Tuazon 

Administrative 

Officer III 

1.2 Check if 

Procurement 

Documents is 

complete 

None 5 Minutes Graciella S. 

Tuazon 

Administrative 

Officer III 

1.3 Inventory Division 

to prepare 

PAR/ICS if 

applicable 

None 5 Minutes Dorisa O. 

Lanaban 

Administrative 

Aid I 

1.4 Inventory Division 

to Initial and 

approve PAR/ 

ICS/ RIS-

Issuance/Waste 

Material Report 

None 5 Minutes Graciella S. 

Tuazon 

Administrative 

Officer III 

 

Alberto C. 

Ludia 
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Administrative 

Aid III 

1.5 Supervising 

administrative 

officer to check 

and initial on 

Procurement 

Documents 

None 5 Minutes Merelina 

Burgos 

Supervising 

Administrative 

Officer 

1.6 Assistant Head to 

check and Initial 

on Procurement 

Documents 

None 5 Minutes Danilo Conde 

PGADH 

 

 

1.7 PGSO Officer to 

check and Initial 

on Procurement 

Documents 

None 5 Minutes Arnulfo 

Bondoc 

PGDH 

1.8 Release 

Approved 

Procurement 

Document  

None 5 Minutes Mary Jane V. 

Bascon 

Administrative 

Aide I 

Total None 40 Minutes  
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Provincial Budget Office 

External Services 
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I. Budget Review of Different LGU’s 

 

Officials and employees within the PLGU and in the 10 municipalities and 1 city of 

Davao Oriental 

 

Office or Division: Provincial Budget Office 

Classification: Highly Technical 

Type of Transaction: G2G – Government to Government 

Who may avail: 10 Municipalities & 1 City  of Davao Oriental 

Checklist of Requirements Where to Secure 

Annual Budget 

▪ Transmittal Letter 

▪ Budget Message 

▪ Appropriation Ordinance 

▪ Annual Investment Program 

▪ Resolution Approving the Annual 

Investment Program 

▪ Veto Message, if any 

▪ Sanggunian’s action on veto, if 

any 

Supplemental Budget 

▪ Certified Statement of Additional 

Realized Income 

▪ Certification of Savings 

▪ Certificate of Source of Funds 

Available for Appropriations 

The requesting party from the 10 

municipalities and 1 city will comply all 

requirements 

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1. Forwarded 

    documents     

    from the 

    Office of the 

    Secretary to   

    the 

    Sanggunian.                                                                                                

1.1 Receive the  

      documents from    

      the Office of the  

      Secretary to the  

      Sanggunian and  

      forward to  

      Supervising  

      Administrative  

      Officer and  

      Administrative  

      Officer V 

None 15 Minutes Administrative 

Aide I 

1.2 Receive and  

      review the  

      document.  

      Checking for  

      compliance with  

      the law and  

None 19 Days Supervising 

Administrative 

Officer and 

Administrative 

Officer V 
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      budget circulars.  

      Issues findings and  

      recommendation  

      and drafts review  

      letter. Forward to  

      PBO for review and  

      approval 

1.3 Reviews and  

      approves Review  

      Letter 

None 30 Minutes Provincial 

Budget Officer 

1.4 Endorse Review  

      Letter to LFC  

      Members for  

      signature and  

      comments 

None 2 Hours Administrative 

Aide IV 

Total None 19 Days, 2 

Hours and 45 

Minutes 
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II. Certificate of Fund Availability 

 

All needing certification of fund availability 

 

Office or Division: Provincial Budget Office 

Classification: Simple 

Type of Transaction: G2C- Government to Citizen, G2B- Government to Business, 

G2G – Government to Government 

Who may avail: All citizens requesting fund availability 

Checklist of Requirements Where to Secure 

Letter request for certification The requesting party will comply all 

requirements. 

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1. Submit letter  

    request for  

    certification  

    of fund  

    availability                                                                                                          

1.1 Receive letter 

      request 

None 2 Minutes Administrative 

Aide I 

1.2 Forward the letter 

      to the PG 

      Department Head 

None 1 Minute Administrative 

Aide I 

1.3 Reviews request 

      and asks 

      Administrative  

      Officer IV or 

      Supervising 

      Administrative 

      Officer to prepare   

      certificate 

None 15 Minutes Provincial 

Budget Officer 

1.4 Prepares  

      certification 

None 15 Minutes Administrative 

Officer IV or 

Supervising 

Admin Officer 

1.5 Signs certification None 5 Minutes Provincial 

Budget Officer 

1.6 Releases  

      Certificate to client 

None 2 Minutes Administrative 

Aide I 

Total None 40 Minutes  
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Provincial Budget Office 

Internal Services 
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I. Allotment Release Order 

 

Offices and Employees within the PLGU can avail the request of this service 

 

Office or Division: Provincial Budget Office 

Classification: Complex 

Type of Transaction: G2G – Government to Government 

Who may avail: Government Offices and Employees in PLGU 

Checklist of Requirements Where to Secure 

Detailed Work Financial Plan The requesting party will comply all 

requirements. 

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1. Accomplish     

    Detailed  

    Work  

    Financial  

    Plan (WFP)                                                                                                                                                           

1.1 Receive WFP and  

      turns over  

      employees in- 

      charge 

None 1 Minute Administrative 

Aide I 

1.2 Evaluate WFP None 20 Minutes Administrative 

Officer IV, 

Administrative 

Asst II, Admin 

Asst I, Admin 

Aide IV 

1.3 Prepare (print) and  

      countersign  

      Allotment Release  

      Order (ARO) 

None 1 Hour Supervising 

Administrative, 

Administrative 

Officer IV 

1.4 Sign ARO None 1 Minute Provincial 

Budget Officer 

2. Once ARO is  

    signed by  

    PBO,  

    forward ARO  

    to PGO for  

    approval 

2.1 Releasing O ARO None 5 Minutes Administrative 

Aide I 

2.2 Forward to client None 1 Minute Administrative 

Aide I 

3. Once ARO is  

    approved  

    by LCE,  

    return the  

    same to PBO  

3.1 Receive approved 

      Allotment Release  

      Order 

None 1 minute Administrative 

Aide I 

3.2 Tag approved  

      Allotment 

      Release Order to  

      the system 

None  30 minutes Supervising 

Administrative 

Order, 

Administrative 

Officer IV 

Total None 1 Hour and 58 

Minutes 
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II. Supplemental Budget 

 

Offices and Employees within the PLGU can avail the request of this service 

 

Office or Division: Provincial Budget Office 

Classification: Complex 

Type of Transaction: G2G – Government to Government 

Who may avail: Government Offices and Employees in PLGU 

Checklist of Requirements Where to Secure 

Letter Request for Funding The requesting party will comply all 

requirements. 

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1. Prepare and  

    submit the  

    letter  

    request for  

    funding 

1.1 Receive letter  

      request 

None 3 minutes Administrative 

Aide I 

1.2 Forward the letter  

      to the PG  

      Department Head 

None 1 minute  Administrative 

Aide I 

1.3 Evaluate and  

      instruct SAO & AO  

      IV for the  

      determination of  

      source of fund  

      letter request;  

      Letter request  

      forwarded to SAO  

      & AO IV 

None 15 minutes Provincial 

Budget Officer 

1.4 Consolidate and  

      summarize other    

      requests for 

funding  

      and look for  

      possible source of  

      funds. 

None 1 hour 
Supervising 

Administrative 

Officer, 

Administrative 

Officer IV 

 

1.5 Prepare letter  

      endorsing the  

      summary to Local  

      Finance  

      Committee 

None 30 minutes Supervising 

Administrative 

Officer, 

Administrative 

Officer IV 

1.6 Sign letter None 5 minutes Provincial 

Budget Officer 

2. Local  

    Finance  

    Committee 

    Approval 

2.1 LFC will conduct    

      meeting 

N/A N/A N/A 
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3. Local Chief 

    Executive 

    Approval 

 

3.1 Finalize all the  

      requests 

approved  

      by LFC for    

      supplemental 

      budget 

None 1 Minute Administrative 

Aide I 

3.2 Preparation of  

      Supplemental  

      Budget briefer for  

      approval of the  

      Governor 

None 30 minutes Supervising 

Administrative 

Officer 

3.2 Tag approved  

      Allotment 

      Release Order to  

      the system 

None 30 minutes Supervising 

Administrative 

Officer 

4. Preparation  

    of local  

    budget      

   authorization  

    forms 

4.1 Prepare    

      necessary  

      local budget  

      preparation (LBP)   

      forms 

None 4 Hours Administrative 

Officer IV 

4.2 Sign LBP forms None 15 minutes Provincial 

Budget Officer 

 4.3 Endorse LBP forms  

      and other  

      necessary  

      documents to  

      Provincial  

      Accountant,  

      Provincial    

      Treasurer, other  

      LFC members and  

      Local Chief  

      Executive for  

      signing and  

      approval 

None 4 Hours Administrative 

Aide IV 

5. Sangguniang  

    Panlalawigan  

    Approval 

5.1 Forward to  

      Sangguniang  

      Panlalawigan for  

      approval through  

      Appropriation  

      Ordinance 

None 30 minutes Administrative 

Aide IV 

Total None 1 Day, 3 

Hours and 40 

Minutes 
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III. Certification on Appropriation, Funds and Obligation of Allotment (CAFOA) 

 

Offices within the PLGU can avail the request of this service 

 

Office or Division: Provincial Budget Office 

Classification: Simple 

Type of Transaction: G2G – Government to Government 

Who may avail: Government Offices in PLGU 

Checklist of Requirements Where to Secure 

At least 3 Original copies of the following:  

SIGNED and APPROVED CAFOA with: 

▪ If payroll attach payroll summary 

report, DTR, supporting docs and 

others 

▪ If purchase order attach: purchase 

request, purchase order, notice of 

award and abstract of quotation 

forms, PPMP, activity design, 

requisition form, pre-inspection 

report and others 

▪ If travel claim attach: travel order, 

permission to leave official station, 

itinerary of travel and others 

▪ If utilities attach: disbursement 

voucher form, statement of 

account and others 

The requesting party will comply all 

requirements. 

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1. Submit  

    CAFOA to  

    receiving  

    clerk and  

    wait for the  

    release of  

    the doc                                                                                                                                                                

1.1 Record CAFOA data  

      in the logbook 

None 5 Minutes Administrative 

Aide I 

1.2 Encode in BMMs None 15 Minutes Supervising 

Administrative 

Officer, 

Administrative 

Officer IV, 

Administrative 

Asst II, Admin 

Asst I, Admin 

Aide IV 

1.3 Approval and  

      Signature 

None 2 Minutes Provincial 

Budget Officer 

2. Once  

    released,  

    may   

2.1 Releasing of Docs  

      forwarding to clients 

 

None 3 Minutes Administrative 

Aide I 
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    proceed to  

    PACCO for  

    certification 

    

Total None 27 Minutes  
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Provincial Accountant's Office 

External Services 
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I.  Request of Tax Certificates - BIR Form 2307 

NGO’s, GO’s and any sectors can avail the request of this service. 

Office or Division: Provincial Accountant's Office 

Classification: Simple 

Type of Transaction: G2C – Government to Citizen 

Who may avail: Government Offices & other sectors 

Checklist of Requirements Where to Secure 

BIR FORM 2307 

▪ Business Name 

▪ Transaction check number(s) 

▪ Tax Identification Number (TIN) 

 

▪ The requesting party will provide the 

required details. 

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1 Submit 

Request 

with the 

above-

mentioned 

details 

1.1 Check the 

completeness of 

details provided. 

None 10 Minutes 

per check 

transaction 

(for BIR 2307) 

APRILLE JANE 

M. MAI  

Administrative 

Aide VI  

 

 or  

 

MICHELLE A. 

JARAMILLO 

Administrative 

Officer IV  

 

PACCO 

1.2 Verify the 

transaction to the 

System. 

1.3 

 

Prepare BIR Form 

and submit to 

head of the 

office for 

approval. 

2 Obtain the 

requested 

tax 

certificate/ 

BIR Form 

2.1 Provide the 

approved tax 

certificate/ BIR 

form 

None 1 Minute APRILLE JANE 

M. MAI 

Administrative 

Aide VI  

 

or  

 

MICHELLE A. 

JARAMILLO 

Administrative 

Officer IV  

 

PACCO 

2.2 If the request is 

more than 5 

transactions or 

would cover 

previous tax 

period(s), to 

advise the client 

to return to the 

office not later 

than 3 business 

days. 

Total  11 Minutes  
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II. Request of Certificate of Appearance 

NGO’s, GO’s and any sectors can avail the request of this service. 

Office or Division: Provincial Accountant's Office 

Classification: Simple 

Type of Transaction: G2C – Government to Citizen 

Who may avail: Government Offices & other sectors 

Checklist of Requirements Where to Secure 

Certificate of Appearance (C.A.) 

▪ Requestor Name 

▪ Name of Office/ Agency 

▪ The requesting party will provide the 

required details. 

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1 Submit 

Request 

with the 

above-

mentioned 

details 

1.1 Check the 

completeness of 

details provided. 

None 5 Minutes per 

Person 

Administrative 

Assistant I 

1.2 Prepare 

Certification and 

submit to head of 

the office for 

approval. 

2 Obtain the 

requested 

tax 

certificate/ 

BIR Form 

2.1 Provide the 

approved tax 

certificate/ BIR 

form 

None 1 Minute Administrative 

Assistant I 

2.2 If the request is 

more than 5 

transactions or 

would cover 

previous tax 

period(s), to 

advise the client 

to return to the 

office not later 

than 3 business 

days. 

Total  6 Minutes  
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III. Procurement Process 

NGO’s, GO’s and any sectors can avail the request of this service. 

Office or Division: Provincial Accountant's Office 

Classification: Complex 

Type of Transaction: G2C – Government to Citizen 

Who may avail: Government Offices & other sectors 

Checklist of Requirements Where to Secure 

▪ See Schedule I – List of 

Documents and Supports for 

Procurement Process 

 

▪ The requesting party will comply all 

requirements from each offices/ 

departments. 

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1 Submit 

complete 
documents 
as per 
requirements 

1.1 Received the 

documents 

None 4-7 days 

(depending 

on the 

transaction) 

 

 

GLORIA L. 

FANGO 

Administrative 

Aide I 

 

1.2 Enter the details 

in the logbook 

1.3 Stamp "Received" 

and indicate the 

date 

1.4 Attach checklist 

and check the 

completeness of 

documents 

provided 

 

 

 

 

ABELITA M. 

CONDE 

Administrative 

Assistant II 

 

1.5 Verification of 

type of tax payer 

1.6 Computation of 

withholding tax 

1.7 Update in 

Supplier’s card 

monitoring/ 

Supplier's 

Subsidiary Ledger 

1.8 Entry of 

transaction to the 

System 

ANA MARIA D. 

FERNANDEZ 

Administrative 

Assistant II 

1.9 Final checking of 

documents for 

completeness 

and accuracy of 

attachments 

TOMASITA L. 

SILVERON 

 Administrative 

Assistant II 
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1.10 Submit to Head 

of Office for 

Approval 

 EMELIA C. 

BARRERA 

 Department 

Head, PACCO 1.11 

 
Forward to PTO 

for processing 

  * For TRUST 

FUND 

Transactions –  

ANGELITA T. 

NUÑEZ 

Administrative 

Aide III 

Total  4 – 7 Days  
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Goods/Fuel R&M/ Vehic les/ Catering/

# Documents Infrastructure /Supplies Medic ines Spareparts Equipment Consulting Training Rentals GSS

Pre-procurement

1 Purchase request (preparation) p p p p p p p p

2 Obligation request (preparation) p p p p p p p p p

3 Completion of supporting documents:

- AAP/PPMP p p p p p p p p p

- Technical/Financial Proposals; or Specifications p

- Activity design/program p p

- Terms of reference, indicating expected deliverables p

- Approved Manning Schedule p

- Copy of CVs of the consultant and staff p

- Requisition form from department, if applicable p p p p p p p p

- Approved authority to purchase vehicle/equipment p p

- Certificate of product registration from FDA p

- Certificate of good manufacturing practice from FDA p

- Batch release certificate  from FDA p

- Certficate of authority of dealership/distributorship p

  if the supplier is not the manufacturer p

- Pre-repair inspection certificate p

- List of prevailing comparable property within vicinity p

- Vicinity map p

Procurement

All  procurements:

4 Purchase order (preparation) p p p p p p p p

If  through a lternative mode of procurement:

Preparation of the following documents:

5 Request for Quotations (at least 3 suppliers) p p p p p p p

6 Abstract of Quotations (indicate awarded supplier) p p p p p p p

7 Letter of justification p p p p p p p p

Payment

8 Supporting documents:

- Letter request for payment/Billing statement/SOA (refer to PEO p p p p p p p p

- Official receipts, sales invoice, delivery receipts  (as applicable) process p p p p p

- Trip ticket ( for fuel) checklist) p

- Fuel consumption report p

- Monthly fuel consumption report p

- Post-inspection reports p

- Warranty security (if applicable) p p p p

- Attendance sheet p

- Approved consultancy progress/final reports and/or

output required under the contract p

- Certificate of occupancy p

- Accomplishment report p

- Record of attendance or service/DTRs p

- Proof of remittances for withholding p

SCHEDULE I - LIST OF DOCUMENTS AND SUPPORTS 
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IV. Other Services and Requests (Simple) 

NGO’s, GO’s and any sectors can avail the request of this service. 

Office or Division: Provincial Accountant's Office 

Classification: Simple 

Type of Transaction: G2C – Government to Citizen 

Who may avail: Government Offices & other sectors 

Checklist of Requirements Where to Secure 

▪ GWAPs Assistance - None ▪ The requesting party will provide 

the required details. ▪ Pull-out of Vouchers, Payroll and 

Other Documents - Check 

Number and Check Date 

▪ Confirmation of GSIS Loan 

Application - Client Name and 

Proof of Payment from Provincial 

Treasurer's Office (to obtain from 

PTO first before proceeding to 

Accounting Office) 

Sworn Statements 

▪ ORIGINAL SIGNED AND 

NOTARIZED Sworn Statement 

▪ Photocopy of official receipt 

▪ Photocopy of Payment Form 

0605 

▪ For newly hired personnel, kindly 

provide Bank account number 

and state assigned office for 

monitoring 

REMINDERS: 

▪ Please ensure that the TIN and 

NAME are accurate and 

consistent across all documents 

(Sworn, OR and BIR Form 0605). 

▪ Please ensure to SIGN all the 

documents applicable. 

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

GWAPS ASSITANCE 

1 Inquiry of 

GWAPS 

Process 

1.1 Provide 

assistance in 

using the GWAPS 

Kiosk and other 

inquiries 

None 10 Minutes NORAVIL O. 

SALAZAR 

Administrative 

Aide I 

Total  10 Minutes  
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PULL-OUT OF VOUCHERS, PAYROLL AND OTHER DOCUMENTS 

1 Provide 

details of 

request 

1.1 If requested to be 

pulled out in 

PACCO Office, to 

enter details in 

Logbook 

None 10 minutes MICHELLE A. 

JARAMILLO 

Administrative 

Officer IV 

or 

 

 MARIA 

PATRICIA H. 

TEMPLA 

Administrative 

Officer IV 

 

*For SEF -
JEANNETTE C. TE  

Supervising 

Administrative 

Officer IV 

 

*For TF - 

APRILLE JANE 

M. MAI 

Administrative 

Aide VI  

1.2 Locate the 

voucher and 

provide to the 

requestor 

Total  10 Minutes  

CONFIRMATION OF GSIS LOAN APPLICATION 

1 Submit 

complete 

documents 

as per 
requirements 

1.1 Received the 

documents 

None 1-2 days  

JEANNETTE C. TE  

Supervising 

Administrative 

Officer IV 

 

 Or 

 

ARNEL R. 

MANIO 

Administrative 

Aide III 

1.2 Verification of 

employee card 

by AAO for 

employee's loan 

eligibility 

1.3 Online Approval 

by the AAO 

1.4 Preparation of 

Promissory Note 

2 Received 

and Ensure 

Approval of 

Payroll Clerk 

on the 

Promissiory 

Note 

2.1 Verify Payroll 

Clerk's Approval 

None 5 minutes ARNEL R. 

MANIO 

Administrative 

Aide III 
2.2 Retain Copy of 

Promissory Note 

Total  1-2 Days  
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SUBMISSION OF SWORN STATEMENTS 

1 Obtain 

Sworn 

Statement 

Form 

1.1 Print and provide 

the form to client 

None 10 minutes  

APRILLE JANE 

M. MAI 

Administrative 

Aide VI  

 

1.2 Instruct the next 

steps to be done 

by the client 

1.3 To provide 

checklist 

2 Comply 
requirements 

to BIR and 

paid the 

amount due 

 

 

NONE 

3 Submit 

complete 

documents 

as per 

checklist 

3.1 Received the 

documents 

None 10 minutes  

 

 

APRILLE JANE 

M. MAI 

Administrative 

Aide VI  

 

3.2 Verification of 

details from 

documents 

submitted 

3.3 Sign receiving 

copy 

3.4 Sign receiving 

copy 

Total  20 Minutes  
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V. Other Services and Requests (Complex) 

NGO’s, GO’s and any sectors can avail the request of this service. 

Office or Division: Provincial Accountant's Office 

Classification: Complex 

Type of Transaction: G2C – Government to Citizen 

Who may avail: Government Offices & other sectors 

Checklist of Requirements Where to Secure 

▪ Fund Utilization Report The requesting party will provide the 

required reports and schedules. ▪ Statement of Receipts and 

Disbursements 

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1 Provide 

details of 

request 

1.1 Preparation of 

Reports  

 

 

None 5-7 Days 

 

 (Depends on 

the nature of 

the request) 

MARIA 

PATRICIA H 

TEMPLA 

Administrative 

Officer IV 

or 

MICHELLE A. 

JARAMILLO 

Administrative 

Officer IV 

or 
JEANNETTE C. TE 

Supervising 

Administrative 

Officer IV 

 

*For Trust Fund 

- ANGELITA T. 

NUÑEZ 

Administrative 

Aide III 

 

1.2 Review and 

Approval of 

Reports by 

Head of Office 

Total  5 – 7 Days  
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Provincial Accountant's Office 

Internal Services 
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I. Request of Net Take Home Pay or Payslip 

Employees within the same PLGU can avail the request of this service. 

Office or Division: Provincial Accountant's Office 

Classification: Simple 

Type of Transaction: G2G – Government to Government 

Who may avail: Government Employees in PLGU 

Checklist of Requirements Where to Secure 

▪ Employee Name The requesting party will provide the 

required details. ▪ Period/ Year covered 

▪ Purpose of the said request 

▪ Proof of payment from Provincial 

Treasurer's Office (to obtain from 

PTO first before proceeding to 

Accounting Office) 

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1 Submit 

Request with 

the 

abovementi

oned details 

1.1 Check the 

completeness of 

details provided. 

None 10 minutes 

per 

employee 

 

Administrative 

Aide I 

1.2 Verify the 

employment 

status, current 

basic pay and 

other relevant 

details in the 

Employee's Card 

1.3 Prepare Net Take 

Home Pay and 

submit to head of 

the office for 

approval. 

2 Obtain the 

requested 

Net Take 

Home Pay 

form 

2.1 Provide the 

approved Net 

Take Home Pay 

form 

None 1 Minute Administrative 

Aide I 

Total  11 Minutes  
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II. Request of Tax Certificates - BIR Form 2316 

Employees within the same PLGU can avail the request of this service. 

Office or Division: Provincial Accountant's Office 

Classification: Simple 

Type of Transaction: G2G – Government to Government 

Who may avail: Government Offices & other sectors 

Checklist of Requirements Where to Secure 

BIR FORM 2316 

▪ Employee Name 

▪ Tax Period/ Year covered 

 

▪ The requesting party will provide the 

required details 

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1 Submit 

Request with 

the 

abovementi

oned details 

1.1 Check the 

completeness of 

details provided. 

None 20 minutes 

per 

employee 

 

ANA MARIA D. 

FERNANDEZ 

Administrative 

Assistant II 1.2 Verify the 

transaction to the 

System. 

1.3 Prepare BIR Form 

and submit to 

head of the 

office for 

approval. 

2 Obtain the 

requested 

tax 

certificate/ 

BIR Form 

2.1 Provide the 

approved tax 

certificate/ BIR 

form 

None 1 Minute ANA MARIA D. 

FERNANDEZ 

Administrative 

Assistant II 

Total  21 Minutes  
(Per Employee) 
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III. Request of Accountant's Certificate 

Employees within the same PLGU can avail the request of this service. 

Office or Division: Provincial Accountant's Office 

Classification: Simple 

Type of Transaction: G2G – Government to Government 

Who may avail: Government Offices & other sectors 

Checklist of Requirements Where to Secure 

Accountant's Certificate (for Cash 

Advances and other employee related 

certification) 

▪ Employee Name 

 

▪ The requesting party will provide the 

required detail 

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1 Submit 

Request with 

the 

abovementi

oned details 

1.1 Check the 

completeness of 

details provided. 

None 5 minutes 

(Per 

employee) 

 

 

ABELITA M. 

CONDE 

Administrative 

Assistant II 
1.2 Prepare 

Certification and 

submit to head of 

the office for 

approval. 

2 Obtain the 

requested 

Certificate 

2.1 Provide the 

Certificate 

None 1 Minute ABELITA M. 

CONDE 

Administrative 

Assistant II 

Total  6 Minutes  
(Per Employee) 
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IV. Cash Advances  

Employees within the same PLGU can avail the request on their advances 

Office or Division: Provincial Accountant's Office 

Classification: Simple 

Type of Transaction: G2G – Government to Government 

Who may avail: Government Employees in PLGU 

Checklist of Requirements Where to Secure 

▪ Please refer to “List of 

requirements – Cash Advances”. 

▪ The requesting party will provide the 

details 

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1 Submit 

complete 

documents 

as per 
requirements 

1.1 Received the 

documents 

None 1 – 2 Days GLORIA L. 

FANGO 

Administrative 

Aide I 
1.2 Enter the details 

in the logbook 

1.3 Stamp "Received" 

and indicate the 

date 

1.4 Attach checklist 

and check the 

completeness of 

documents 

provided 

ABELITA M. 

CONDE 

Administrative 

Assistant II 

or  

 MERCEDITA A. 

SARON 

Administrative 

Assistant I 

1.5 Confirm if the 

requestor is 

eligible for cash 

advance 

1.6 Entry of 

transaction to the 

System 

ANA MARIA D. 

FERNANDEZ 

Administrative 

Assistant II 

1.7 Final checking of 

documents for 

completeness and 

accuracy of 

attachments 

TOMASITA L. 

SILVERON 

Administrative 

Assistant II 
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1.8 Submit to Head 

of Office for 

Approval 

EMELIA C. 

BARRERA 

Department 

Head, PACCO 

 

* For TRUST 

FUND 

Transactions - 

ANGELITA T. 

NUÑEZ 

Administrative 

Aide III 

1.9 Forward to PTO 

for processing 

Total  1 – 2 Days  
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List of Requirements 

Cash Advances 

 
CASH ADVANCES FOR PAYROLL 

▪ For initial payment: Authority of the accountable officer issued by Head of Office 

indicating maximum accountability and purpose of cash advance 

▪ Certification from Accountant that previous cash advances have been liquidated 

and accounted for in books 

▪ For initial payment: Approved Contracts of services 

▪ Approved payroll or Summary/ lists of employees for payroll, indicating net 

payments 

▪ Approval/ authority (presidential directive or legislative enactment) or legal basis to 

pay any amount of allowance/ salaries/ wages/ fringe benefits; if applicable 

▪ Daily time record (DTR) approved by Supervisor or Certificate of Service 

***THIS CASH ADVANCE SHALL BE LIQUIDATED WITHIN 5 DAYS AFTER PAY PERIOD. 

 

CASH ADVANCE - PETTY CASH FUND 

▪ For initial payment: Authority of the accountable officer issued by Head of Office 

indicating maximum accountability and purpose of cash advance 

▪ Certification from Accountant that previous cash advances have been liquidated 

and accounted for in books 

▪ Approved estimates of petty expenses for one (1) month 

***THIS CASH ADVANCE SHALL BE LIQUIDATED AT 75% USAGE OR AS NEEDED 

 

CASH ADVANCES - OPERATING EXPENSES 

▪ For initial payment: Authority of the accountable officer issued by Head of Office 

indicating maximum accountability and purpose of cash advance 

▪ Certification from Accountant that previous cash advances have been liquidated 

and accounted for in books 

▪ Approved budget for COE of the activity or responsible office 

▪ For expenses below or above Php 50,000, to complete all required documents same 

with Procurement of Goods or Services. (Schedule I – List of Documents and Supports 

for Procurement Process) 

***THIS CASH ADVANCE SHALL BE LIQUIDATED WITHIN 20 DAYS AFTER END OF THE YEAR 

 

CASH ADVANCES - TRAVEL ALLOWANCE  (Local) 

▪ For initial payment: Authority of the accountable officer issued by Head of Office 

indicating maximum accountability and purpose of cash advance 

▪ Certification from Accountant that previous cash advances have been liquidated 

and accounted for in books 

▪ Office Order/ Travel Order approved in accordance with Section 3 of EO No. 298 

* Sec 3 of EO No. 298: Travel of official employees of less than thirty (30) days 

- approved by head of office. Travel of more than thirty (30) days - approved 

by DBM Secretary or its equivalent 

▪ Approved budget for COE of the activity or responsible office 

▪ Duly approved Itinerary of travel 

▪ Obligation request APPROVED by Budget 

▪ In case of seminars/ trainings: 

o Invitation addressed to the office inviting participants 

o Acceptance of the nominees as participants 

o Programme Agenda and Logistics Information 
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CASH ADVANCES - TRAVEL ALLOWANCE  (Foreign) 

▪ Office Order/ Travel Order approved in accordance with Section 3 of EO No. 298 

* Sec 1 and 2 of EO No. 459: All other government officials and employees seeking 

authority to travel abroad shall henceforth seek approval from their respective 

heads of agencies, regardless of the length of their travel and the number of 

delegates concerned...Provincial Governors and Mayors of highly urbanized cities 

or independent component cities shall seek approval from the Secretary of the 

Interior and Local Government. 

▪ Duly approved Itinerary of travel 

▪ Letter of invitation of host/ sponsoring country/ agency/ organization 

▪ Obligation request APPROVED by Budget 

▪ For plane fare, quotations of three (3) travel agencies or its equivalent 

▪ Flight itinerary issued by airline/ ticketing office/ travel agency 

▪ Copy of the United Nations Development Programme (UNDP) rate for daily 

subsistence allowance (DSA) for the country of destination (for computation of 

DSA to be claimed) 

▪ Document to show dollar to peso exchange rate at the date of grant of cash 

advance 

▪ Where applicable, authority from the Office of the President (OP) to claim 

representation expenses 

▪ In case of seminars/ trainings: 

o Invitation addressed to the office inviting participants 

o Acceptance of the nominees as participants 

o Programme Agenda and Logistics Information 

***THIS CASH ADVANCE SHALL BE LIQUIDATED WITHIN 30 DAYS AFTER RETURN 

 

CASH ADVANCES - PRISONER'S SUBSISTENCE ALLOWANCE 

▪ For initial payment: Authority of the accountable officer issued by Head of Office 

indicating maximum accountability and purpose of cash advance 

▪ Certification from Accountant that previous cash advances have been liquidated 

and accounted for in books 

▪ Roster of inmates duly certified by the Jail Warden/ Superintendent 

▪ Certification from the concerned officials on actual number of inmates (jail 

population) 

***THIS CASH ADVANCE SHALL BE LIQUIDATED AS SOON AS POSSIBLE 
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V. Procurement Process 

Employees within the same PLGU can avail the request on their procurement 

transactions 

Office or Division: Provincial Accountant's Office 

Classification: Complex 

Type of Transaction: G2G – Government to Government 

Who may avail: Government Employees in PLGU 

Checklist of Requirements Where to Secure 

▪ See Schedule I – List of 

Documents and Supports for 

Procurement Process 

 

▪ The requesting party will comply all 

requirements from each offices/ 

departments. 

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1 Submit 

complete 
documents 
as per 
requirements 

1.1 Received the 

documents 

None 4-7 days 

(depending 

on the 

transaction) 

 

 

GLORIA L. 

FANGO 

Administrative 

Aide I 

 

1.2 Enter the details 

in the logbook 

1.3 Stamp "Received" 

and indicate the 

date 

1.4 Attach checklist 

and check the 

completeness of 

documents 

provided 

 

 

 

 

ABELITA M. 

CONDE 

Administrative 

Assistant II 

 

1.5 Verification of 

type of tax payer 

1.6 Computation of 

withholding tax 

1.7 Update in 

Supplier’s card 

monitoring/ 

Supplier's 

Subsidiary Ledger 

1.8 Entry of 

transaction to the 

System 

ANA MARIA D. 

FERNANDEZ 

Administrative 

Assistant II 

1.9 Final checking of 

documents for 

completeness 

TOMASITA L. 

SILVERON 
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and accuracy of 

attachments 

 Administrative 

Assistant II 

1.10 Submit to Head 

of Office for 

Approval 

 EMELIA C. 

BARRERA 

 Department 

Head, PACCO 1.11 

 
Forward to PTO 

for processing 

  * For TRUST 

FUND 

Transactions –  

ANGELITA T. 

NUÑEZ 

Administrative 

Aide III 

Total  4 – 7 Days  
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VI. Liquidation of Cash Advances 

Employees within the same PLGU can avail the request on their liquidation of advances 

Office or Division: Provincial Accountant's Office 

Classification: Simple 

Type of Transaction: G2G – Government to Government 

Who may avail: Government Employees in PLGU 

Checklist of Requirements Where to Secure 

▪ Please refer to “List of 

requirements – Liquidation of 

Cash Advances”. 

▪ The requesting party will provide the 

details 

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1 Submit 

complete 

documents 

as per 
requirements 

1.1 Received the 

documents 

None 1 – 2 Days MERCEDITA A. 

SARON 

Administrative 

Assistant I  

or  

SALIEDIE V. 

MELENDRES 

Administrative 

Assistant I 

1.2 Check the 

completeness 

of documents 

provided 

1.3 Entry of 

transaction to 

the System 

1.4 Submit to Head 

of Office for 

Approval 

EMELIA C. 

BARRERA 

Department 

Head, PACCO 

 

* For TRUST 

FUND 

Transactions - 

ANGELITA T. 

NUÑEZ 

Administrative 

Aide III 

Total  1 – 2 Days  
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List of Requirements 

Liquidation of Cash Advance 
LIQUIDATION/REIMBURSEMENT- PAYROLL 

▪ Same requirements as per above Cash Advances for Payroll (For reimbursement - 

same requirements except Authorization from accountable officer and Accountant 

certification) 

▪ Report of Disbursements certified correct by the accountable officer 

▪ Approved application for leave 

▪ In case of personnel under "job order (JO)" status, duly verified/ accepted 

accomplishment report 

▪ In case of refund for unclaimed salaries, Official receipt (OR) - Not applicable for 

reimbursement 

▪ For PHIC sharing, verify the amount collected from PHIC for sharing (for PACCO 

personnel) 

 

LIQUIDATION - PETTY CASH FUND 

▪ Same requirements as per above Cash Advances for PCF (For reimbursement - same 

requirements except Authorization from accountable officer and Accountant 

certification) 

▪ Summary of Petty Cash Vouchers 

▪ Petty Cash Vouchers duly accomplished and signed 

▪ Report of Disbursements 

▪ Petty Cash replenishment report 

▪ Bills, receipts, sales invoices 

▪ FOR PURCHASES Php 1,000 and above except for purchases made while on official 

travel: 

o Canvass from at least three (3) suppliers 

o Summary/ Abstract of Canvass 

o Certificate of Inspection and / Acceptance and inspection Report 

▪ FOR OTHER PURCHASES:    

o For replacement/ repair, Report of waste materials 

o For gasoline expenses, Approved trip ticket 

o For reimbursement of toll receipts, Toll receipts and Trip tickets 

o For Emergency Purchases, approved purchase request with certificate of 

emergency purchase 

o In case of refund, Official receipt (OR) 

o Other supporting documents that may be required depending on nature of 

expense (if applicable) 

 

LIQUIDATION - OPERATING EXPENSES 

▪ Same requirements as per above Cash Advances for OPEX (For reimbursement - 

same requirements except Authorization from accountable officer and 

Accountant certification) 

▪ Report of Disbursements 

▪ Bills, receipts, sales invoices 

▪ Same requirements as those for salaries, petty operating expenses, other personal 

services, and maintenance & other operating expenses depending on nature of 

expense incurred 
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LIQUIDATION/REIMBURSEMENT - TRAVEL ALLOWANCE  (Local and Foreign) 

▪ Same requirements as per above Cash Advances for Travel Allowance (For 

reimbursement - same requirements except Authorization from accountable 

officer and Accountant certification) 

▪ Paper/ electronic plane, boat or bus tickets, boarding pass, terminal fee. (If no 

tickets issued, can be acknowledgement receipt or other proof of travel) 

▪ Certificate of appearance/ attendance (indicating the location, date and time) 

▪ Liquidation Report - Not applicable for Reimbursement 

▪ Reimbursement Expenses Receipt (RER) 

▪ Certificate of Travel Completed 

▪ Hotel room accommodation/ lodging bills with official receipts 

▪ Duly filled up trip tickets (for drivers) 

▪ Other Requirements: 

o If there are changes in travel schedule,  Revised or Supplemental Office 

Order or any support proof of changes 

o If previous itinerary was not followed,  Revised itinerary of travel 

o If expenses incurred for official travel exceeded the prescribed rate per 

day,  Certification from Head of office as to the absolute necessity of the 

expenses together with corresponding bills or receipts (Certification or 

affidavit of loss shall not be accepted) 

o In case of refund or excess of cash advance, Official receipt (OR) - Not 

applicable for reimbursement 

 

LIQUIDATION - PRISONER'S SUBSISTENCE ALLOWANCE 

▪ Same requirements as per above Cash Advances for Prisoner's Subsistence 

Allowance (For reimbursement - same requirements except Authorization from 

accountable officer and Accountant certification) 

▪ Summary of Committed and Released Inmates on a daily basis duly signed by the 

Jail Warden/ Superintendent 

▪ Certificate of discharge on a daily basis, if there is any, duly signed by the Jail 

Warden/ Duty Gater/ Superintendent and other responsible officials 

▪ Report of disbursement duly supported with necessary documents depending in 

the nature of expenses 
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VII. Reimbursement for Travel Expenses 

Employees within the same PLGU can avail the request on their work-related travels 

Office or Division: Provincial Accountant's Office 

Classification: Complex 

Type of Transaction: G2G – Government to Government 

Who may avail: Government Employees in PLGU 

Checklist of Requirements Where to Secure 

▪ Please refer to “List of 

requirements – Reimbursement 

for Travel Expenses”. 

▪ The requesting party will provide the 

details 

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1 Submit 

Travel 

Reimburse-

ment 

Request with 

the required 

documents 

1.1 Input of Travel 

Control Number 

None 5-7 business 

days 

 
(Includes 

inquiries to 

employees, 

return and 

resubmission of 

documents) 

Administrative 

Aide I 

1.2 Check the 

completeness of 

documents 

provided 

1.3 Review the 

approval of 

official 

documents (i.e. 

Travel Order, 

Itinerary, etc.) 

MARIA 

PATRICIA H 

TEMPLA 

Administrative 

Officer IV 

or 

 

MICHELLE A. 

JARAMILLO 

Administrative 

Officer IV  

or 

 
JEANNETTE C. TE 

Supervising 

Administrative 

Officer IV 

or 

 

SALIEDIE V. 

MELENDRES 

Administrative 

Assistant I 

 

 

1.4 Review the 

accuracy of per 

diem rates and 

reasonableness 

of transportation 

claims 

1.5 Verify from third 

party any 

expenses 

charged (in case 

of seminars, 

trainings, etc.) 

1.6 Return to Budget 

Office for second 

in of the final 

claim 
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1.7 Update in Travel 

Carding per 

Office for 

monitoring 

ABELITA M. 

CONDE 

Administrative 

Assistant II 

 

1.8 Entry of 

transaction in the 

System 

ANA MARIA D. 

FERNANDEZ 

Administrative 

Assistant II 

 

1.9 Submit to Head 

of Office for 

Approval 

EMELIA C. 

BARRERA 

Department 

Head, PACCO 1.10 Forward to PTO 

for processing 

Total  5 – 7 Days  

  



 

 

71 | P a g e  
 

List of Requirements 

Reimbursement for Travel Expenses 
REIMBURSEMENT – TRAVEL 

▪ Office Order/ Travel Order approved in accordance with Section 3 of EO No. 298 

* Sec 3 of EO No. 298: Travel of official employees of less than thirty (30) days - approved 

by head of office. Travel of more than thirty (30) days - approved by DBM Secretary or 

its equivalent 

▪ Approved permission to leave 

▪ Duly approved Itinerary of travel 

▪ CAFOA APPROVED by Budget 

▪ In case of seminars/ trainings (as applicable): 

o Invitation addressed to the office inviting participants 

o Acceptance of the nominees as participants 

o Programme Agenda and Logistics Information 

o Activity design 

▪ Documentary supports (as applicable): 

o Paper/ electronic plane, boat or bus tickets, boarding pass, terminal fee. (If no 

tickets issued, can be acknowledgement receipt or other proof of travel) 

o Certificate of appearance/ attendance (indicating the location, purpose, 

signature, date and time) 

o Reimbursement Expenses Receipt (RER) 

o Certificate of Travel Completed 

o Hotel room accommodation/ lodging bills with official receipts 

o Duly filled up trip tickets (for drivers) 

o For trip tickets, please ensure to indicate the location, purpose, signature, date 

and time. 
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VIII. Payroll and Other Employee Benefits Processes 

Employees within the same PLGU can avail the request of this service. 

Office or Division: Provincial Accountant's Office 

Classification: Complex 

Type of Transaction: G2G – Government to Government 

Who may avail: Government Employees in PLGU 

Checklist of Requirements Where to Secure 

▪ Please refer to “List of 

Requirements - Payroll and Other 

Employee Benefits Processes”. 

▪ The requesting party will provide the 

details 

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1 Submit 

complete 

documents 

as per 
requirements 

1.1 Received the 

documents 

None 4-7 days 

(depending 

on the 

transaction) 

GLORIA L. 

FANGO 

Administrative 

Aide I 

 1.2 Enter the details 

in the logbook 

1.3 Stamp "Received" 

and indicate the 

date 

1.4 Attach checklist 

and check the 

completeness of 

documents 

provided 

TOMASITA L. 

SILVERON 

Administrative 

Assistant II 

or 

NORAVIL O. 

SALAZAR 

Administrative 

Aide II 

 

1.5 For Job Order/ 

Consultants and 

Other 

Professionals, 

verify the 

submission of 

Sworn Statement 

APRILLE JANE 

M. MAI 

Administrative 

Aide VI 
(For Sworn 

Statements) 
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1.6 Check accuracy 

of payroll 

computation 

TOMASITA L. 

SILVERON 

Administrative 

Assistant II 

or 

NORAVIL O. 

SALAZAR 

Administrative 

Aide II 

1.7 Update in 

Employee's card 

monitoring 

1.8 Entry of 

transaction to the 

System 

Administrative 

Aide I 

1.9 Submit to Head 

of Office for 

Approval 

EMELIA C. 

BARRERA 

Department 

Head, PACCO 1.10 Forward to PTO 

for processing 
1.11 Preparation of 

Payroll Summary 

to be submitted 

to the Bank 

 

ARNEL R. 

MANIO 

Administrative 

Aide III 1.12 Preparation of 

Bank 

Authorization 
1.13 Email of 

requirements to 

the Bank 

Total  4 – 7 Days  
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List of Requirements 

Payroll and Other Employee Benefits Processes 
Salary - Regular 

▪ SIGNED AND APPROVED Obligation request 

▪ SIGNED AND APPROVED payroll summary report 

▪ Supporting documents for other salary deductions - (a) loans/debts; (b) statutory 

deductions such as GSIS, PHIC, PAG-IBIG, etc. (c) other deductions - SSS, PGEA, etc. 

▪ Supporting documents for other salary additions - i.e., PERA and RATA 

▪ For RATA, Certification that the official/employee did not use government vehicle and 

is not assigned any government vehicle 

▪ Approved daily time record (DTR) 

▪ Approved leave form 

▪ Other pertinent document relevant to payroll report 

▪ FOR FIRST CLAIMS 

o Certified true copy of duly approved Appointment 

o Assignment Order, if applicable 

o Certified true copy of Oath of Office 

o Certificate of Assumption 

o Statement of Assets, Liabilities and Net Worth (SALN) 

o BIR withholding Certificates (Forms 1902 and 2305) 

▪ FOR LAST PAY 

o Clearance from money, property and legal accountabilities 

▪ IN MATERNITY LEAVE 

o Certified true copy of approved application for leave 

o Certified true copy of Maternity leave clearance 

o Medical certificate for maternity leave 

▪ PACCO personnel 

o Downloaded amount is the same as net pay per payroll summary 

 

Salary – Casual/ Contractual 

▪ SIGNED AND APPROVED Obligation request 

▪ SIGNED AND APPROVED payroll summary report 

▪ Copy of the HR certification indicating the list of job order and casual employees 

▪ Supporting documents relevant to the deductions or additions in the report such as 

but not limited to: 

▪ Approved daily time record (DTR) 

▪ Monthly accomplishment report 

▪ Other pertinent document relevant to payroll report 

▪ FOR FIRST CLAIMS 

o Contract of services 

o SIGNED AND APPROVED by Head of Office and HRMO certificate detailing the 

employees under job order 

▪ PACCO personnel 

o Downloaded amount is the same as net pay per payroll summary 

 

Salary – Promotion/ Step Increment 

▪ SIGNED AND APPROVED Obligation request 

▪ FOR PROMOTION, Certified true copy of approved appointment 

▪ FOR STEP INCREMENT, Notice of salary adjustment 

▪ Certificate of Assumption 

▪ Approved DTR or Certification that the employee has not incurred leave without pay 
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▪ PACCO personnel 

o Downloaded amount is the same as net pay per payroll summary 

 

Other Employee Benefits - Monetization 

▪ SIGNED AND APPROVED Obligation request 

▪ SIGNED AND APPROVED monetization certificate from HR 

▪ For more than 10 days, Request for leave monetization covering more than ten days 

duly approved by the Head of Office 

▪ For monetization of 50 percent (50%) or more of accumulated leave credits: 

o Clinical abstract/ medical procedures to be undertaken in case of health, 

medical and hospital needs 

o Barangay certification in case of need for financial assistance brought about by 

calamities, typhoons, fire, etc. 

▪ PACCO personnel 

o Downloaded amount is the same as net pay per payroll summary 

 

General Guidelines: Monetization of leave credits shall be allowed with a minimum of 10 days, 

provided that at least 5 days is retained after monetization and provided further that a 

maximum of 30 days may be monetized in a given year. 

 

Other Employee Benefits – Clothing/Uniform Allowance 

▪ SIGNED AND APPROVED Obligation request 

▪ Clothing/Uniform Allowance Payroll 

▪ Payroll Register 

▪ Clothing/Uniform Allowance Payroll 

▪ FOR FIRST CLAIMS 

o Certified true copy of approved Appointment of new employees 

o Certificate of Assumption of new employees 

o For transferees, Certificate of non-payment from previous agency 

 

Other Employee Benefits – Subsistence, Laundry, Quarters Allowance 

▪ SIGNED AND APPROVED Obligation request 

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

▪ Approved DTR 

 

Other Employee Benefits – Hazard Pay 

▪ SIGNED AND APPROVED Obligation request 

▪ Certification by Secretary of the Department of Science and Technology (DOST)/ 

Department of Health (DOH)/ Department of National Defense (DND) Director of the 

Philippine Institute of Volcanology and Seismology that the place of assignment/travel 

is a strife-torn/ embattled/ disease-infested/ distresses or isolated areas/stations, or areas 

declared under state of calamity or emergency, or with volcanic activity and/or 

eruption 

▪ Duly accomplished time record of employees or travel report 

▪ Copy of special order from the Agency/ Department Head covering the assignment to 

hazardous/ difficult areas 

▪ Approved DTR/ Service Report 
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Other Employee Benefits – Overtime Pay 

▪ Overtime Authority - stating the necessity and urgency of the work to be done, and 

duration of overtime work. 

▪ Overtime work program 

▪ Quantified Overtime accomplishment duly signed by the employee and supervisor 

▪ Certificate of service OR Approved DTR 

 

Other Employee Benefits – Year-end Bonus (YEB) and Cash Gift (CG) 

▪ Clearance from money, property and legal accountabilities 

▪ Certification from head of office that employee is qualified to receive YEB and CG 

benefits (pursuant to DBM Circular No. 2003-2 dated May 9, 2003) 

▪ FOR GENERAL CLAIMS 

o YEB and CG Payroll 

o Payroll Register 

o Letter to the bank to credit employees account of their YEB and CG claims 

 

Other Professional / Consultancy Services 

▪ Certification by the Local Chief Executive (LCE), in case of LGUs, that the employment/ 

hiring is still within the Personal Services (PS) limitation prescribed under Section 325(a) 

of RA No. 7160 

▪ Certification by the LCE/ Personnel Officer that the activities/ services cannot be 

provided by regular or permanent personnel of the agency (for first claim) 

▪ Accomplishment Report 

▪ Approved DTR 

 

Honoraria – For Personnel Involved in Government Procurement 

▪ SIGNED AND APPROVED Obligation request 

▪ Office Order creating and designating the BAC composition and authorizing the 

members to collect honoraria 

▪ Minutes of BAC meeting 

▪ Notice of award to the winning bidder of procurement activity being claimed 

▪ Certification that the procurement involves competitive bidding 

▪ Attendance Sheet listing names of attendees to the BAC meeting 

 

Honoraria – For Lecturer / Coordinator 

▪ SIGNED AND APPROVED Obligation request 

▪ Office Order 

▪ Coordinator's report on lecturer's schedule 

▪ Course Syllabus/ Program of Lectures 

▪ Duly approved DTR in case of claims by the coordinator and facilitators 
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IX. Other Services and Requests (Simple) 

Employees within the same PLGU can avail the request of this service. 

Office or Division: Provincial Accountant's Office 

Classification: Simple 

Type of Transaction: G2G – Government to Government 

Who may avail: Government Offices & other sectors 

Checklist of Requirements Where to Secure 

▪ GWAPs Assistance - None ▪ The requesting party will provide the 

required details. ▪ Pull-out of Vouchers, Payroll and 

Other Documents - Check 

Number and Check Date 

▪ Confirmation of GSIS Loan 

Application - Client Name and 

Proof of Payment from Provincial 

Treasurer's Office (to obtain from 

PTO first before proceeding to 

Accounting Office) 

Sworn Statements 

▪ ORIGINAL SIGNED AND 

NOTARIZED Sworn Statement 

▪ Photocopy of official receipt 

▪ Photocopy of Payment Form 

0605 

▪ For newly hired personnel, kindly 

provide Bank account number 

and state assigned office for 

monitoring 

REMINDERS: 

▪ Please ensure that the TIN and 

NAME are accurate and 

consistent across all documents 

(Sworn, OR and BIR Form 0605). 

▪ Please ensure to SIGN all the 

documents applicable. 

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

GWAPS ASSITANCE 

1 Inquiry of 

GWAPS 

Process 

1.1 Provide 

assistance in 

using the GWAPS 

Kiosk and other 

inquiries 

None 10 Minutes NORAVIL O. 

SALAZAR 

Administrative 

Aide I 

Total  10 Minutes  
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PULL-OUT OF VOUCHERS, PAYROLL AND OTHER DOCUMENTS 

1 Provide 

details of 

request 

1.1 If requested to be 

pulled out in 

PACCO Office, to 

enter details in 

Logbook 

None 10 minutes MICHELLE A. 

JARAMILLO 

Administrative 

Officer IV 

or 

 

 MARIA 

PATRICIA H. 

TEMPLA 

Administrative 

Officer IV 

 

*For SEF -
JEANNETTE C. TE  

Supervising 

Administrative 

Officer IV 

 

*For TF - 

APRILLE JANE 

M. MAI 

Administrative 

Aide VI  

1.2 Locate the 

voucher and 

provide to the 

requestor 

Total  10 Minutes  

CONFIRMATION OF GSIS LOAN APPLICATION 

1 Submit 

complete 

documents 

as per 
requirements 

1.1 Received the 

documents 

None 1-2 days  

JEANNETTE C. TE  

Supervising 

Administrative 

Officer IV 

 

 or 

 

ARNEL R. 

MANIO 

Administrative 

Aide III 

1.2 Verification of 

employee card 

by AAO for 

employee's loan 

eligibility 

1.3 Online Approval 

by the AAO 

1.4 Preparation of 

Promissory Note 

2 Received 

and Ensure 

Approval of 

Payroll Clerk 

on the 

Promissory 

Note 

2.1 Verify Payroll 

Clerk's Approval 

None 5 minutes ARNEL R. 

MANIO 

Administrative 

Aide III 
2.2 Retain Copy of 

Promissory Note 

Total  1-2 Days  
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SUBMISSION OF SWORN STATEMENTS 

1 Obtain 

Sworn 

Statement 

Form 

1.1 Print and provide 

the form to client 

None 10 minutes  

APRILLE JANE 

M. MAI 

Administrative 

Aide VI  

 

1.2 Instruct the next 

steps to be done 

by the client 

1.3 To provide 

checklist 

2 Comply 
requirements 

to BIR and 

paid the 

amount due 

 

 

NONE 

3 Submit 

complete 

documents 

as per 

checklist 

3.1 Received the 

documents 

None 10 minutes  

 

 

APRILLE JANE 

M. MAI 

Administrative 

Aide VI  

 

3.2 Verification of 

details from 

documents 

submitted 

3.3 Sign receiving 

copy 

3.4 Sign receiving 

copy 

Total  20 Minutes  
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X. Other Services and Requests (Complex) 

Employees within the same PLGU can avail the request of this service. 

Office or Division: Provincial Accountant's Office 

Classification: Complex 

Type of Transaction: G2G – Government to Government 

Who may avail: Government Offices & other sectors 

Checklist of Requirements Where to Secure 

▪ Fund Utilization Report The requesting party will provide the 

required reports and schedules. ▪ Statement of Receipts and 

Disbursements 

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1 Provide 

details of 

request 

1.1 Preparation of 

Reports  

 

 

None 5-7 Days 

 

 (Depends on 

the nature of 

the request) 

MARIA 

PATRICIA H 

TEMPLA 

Administrative 

Officer IV 

or 

MICHELLE A. 

JARAMILLO 

Administrative 

Officer IV 

or 
JEANNETTE C. TE 

Supervising 

Administrative 

Officer IV 

 

*For Trust Fund 

- ANGELITA T. 

NUÑEZ 

Administrative 

Aide III 

 

1.2 Review and 

Approval of 

Reports by Head 

of Office 

Total  5 – 7 Days  
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Provincial Treasurer’s Office 

External Services 
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I. Releasing of Accountable Forms 

Releasing of Purchased Accountable Forms from the Inventory 

Office or Division: Provincial Treasurer’s Office 

Classification: Simple 

Type of Transaction: G2G – Government to Government; G2B – Government to 

Business 

Who may avail: National Government Agencies (NGAs), Local Government 

Units (LGUs), State Universities and Colleges (SUCs), 

Government Owned and Controlled Corporations (GOCCs), 

Sand and Gravel Permittees 

Checklist of Requirements Where to Secure 

Official Receipt Revenue Collection Division, PTO 

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1 Proceed to 

WINDOW 1 or 2 

and present 

requirement to 

the Collection 

Officer/ Clerk; 

Pay the Total 

Amount Due 

 

 

1.1 Check/verify  

      requirements  

      presented;  

      Accept  

      payment and  

      issue the  

      corresponding    

      Official Receipt  

      (AF No. 51);  

      Forward  

      Request to  

      Accountable    

      Form In-charge  

      for Releasing  

      Of  

      Accountable    

      Forms 

Based on 

Order of 

Payment 

/ 

Computa

tion of 

Account

able 

Form 

Officer 

(AFO) 

3 Minutes Benilda R. 

Maglines, 

LRCO III, or 

Leonor C. 

Villaruz, RCC I, 

Provincial 

Treasurer's 

Office 

1.2 Process  

      Request in  

      the System  

      (ETRACS);  

      Prepare the  

      Requisition  

      Issue Slip (RIS)  

      and  

      Accountable  

      Forms (Stubs);  

      Record  

None 3 – 15 Minutes Prudence 

Gerald T. Serra, 

Administrative 

Officer V, or 

Jose A. 

Corminal, Jr., 

Job Order, 

Provincial 

Treasurer's 

Office 
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      transaction in  

      the designated  

      AF Logbook 

2 Acknowledge   

   receipt in the RIS  

   and designated   

   AF Logbook 

2.1 Release  

      Accountable  

      Forms to Client 

None 2 Minutes Prudence 

Gerald T. Serra, 

Administrative 

Officer V, or 

Jose A. 

Corminal, Jr., 

Job Order, 

Provincial 

Treasurer's 

Office 

Total  8 – 20 Minutes  
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II. Releasing of Checks to Individual 

 

Releasing of duly issued and approved checks to individual claimants for Disbursement 

Voucher transactions under the General Fund, Special Education Fund, and Trust Fund 

 

Office or Division: Provincial Treasurer’s Office 

Classification: Simple 

Type of Transaction: G2C – Government to Citizen 

Who may avail: Persons of legal age, with duly approved Disbursement 

Voucher/s charged against the proper funds of the Provincial 

Government of Davao Oriental 

Checklist of Requirements Where to Secure 

• One (1) Valid Identification Card Government agencies/ entities/ 

instrumentalities, private companies, 

non-government organizations, etc. 

For Client Representative 

• One (1) Valid Identification Card (1 

Photocopy) 

Government agencies/ entities/ 

instrumentalities, private companies, 

non-government organizations, etc. 

• Special Power of Attorney or SPA  

      (1 Photocopy) 

Law Office 

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES 

TO BE 

PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1. Proceed to 

WINDOW  

5 and present  

requirement/s 

to the  

Check 

Releasing  

In-charge 

1.1 Release Check    

      to Claimant 

None 1 Minute Josephine S. 

Bandigan, AA 

IV, Provincial 

Treasurer's 

Office 1.2 Prepare the  

      Check Register   

      and Disbursement  

      Voucher 

None 1 Minute 

2. Acknowledge 

receipt in the 

corresponding  

      Check Register    

      and in the   

      pertinent  

      Disbursement  

      Voucher 

2.1 Release Check  

      to Claimant 

None 1 Minute Josephine S. 

Bandigan, AA 

IV, Provincial 

Treasurer's 

Office 

2.2 If Client is a  

      Representative,  

      attach    

      photocopy of  

      SPA and valid     

      ID in the pertinent  

      Disbursement  

      Voucher 

None 1 Minute 

Total  4 Minutes  



 

 

85 | P a g e  
 

III. Releasing of Checks to Local Government Units 

 

Releasing of duly issued and approved checks to Local Government Units for 

Disbursement Voucher transactions under the General Fund, Special Education Fund, 

and Trust Fund 

 

Office or Division: Provincial Treasurer’s Office 

Classification: Simple 

Type of Transaction: G2G – Government to Government 

Who may avail: Local Government Units as duly represented by their 

respective designated/appointed Local Treasurer or 

authorized official/personnel 

Checklist of Requirements Where to Secure 

• Valid LGU/Government-issued ID  

• Official Receipt (OR) 

• Duly signed/approved Undertaking 

Agreement (for Subsidies/Aids) 

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES 

TO BE 

PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1. Proceed to 

WINDOW  

5 and present  

requirement/s 

to the  

Check 

Releasing  

In-charge 

1.1 Check/verify  

      requirement/s  

      presented 

None 1 Minute Josephine S. 

Bandigan, AA 

IV, Provincial 

Treasurer's 

Office 1.2 Prepare the  

      Check Register   

      and Disbursement  

      Voucher 

None 1 Minute 

2. Acknowledge 

receipt in the 

corresponding  

      Check Register    

      Control   

      Logbook (for  

      Financial  

      Subsidies/Aid)   

      and in  

      pertinent  

      Disbursement  

      Voucher; Issue  

      corresponding     

      Official Receipt 

2.1 Release Check  

      to Claimant 

None 2 Minute Josephine S. 

Bandigan, AA 

IV, Provincial 

Treasurer's 

Office 

2.2 Attach original OR  

      in the pertinent  

      Disbursement  

      Voucher; file     

      copies of    

      Undertaking  

      Agreement (if  

      applicable) 

None 1 Minute 

Total  5 Minutes  
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IV. Releasing of Checks to Private Business and Organization 

 

Releasing of duly issued and approved checks to Private Companies, Cooperatives, 

Associations, Non-Government Organizations, and among other juridical persons, for 

Disbursement Voucher transactions under the General Fund, Special Education Fund, 

and Trust Fund 

 

Office or Division: Provincial Treasurer’s Office 

Classification: Simple 

Type of Transaction: G2B – Government to Business 

Who may avail: Private companies, cooperatives, associations, NGOs, and 

other juridical persons duly represented by the designated 

Cashier or authorized personnel 

Checklist of Requirements Where to Secure 

• Valid LGU/Government-issued ID Government agencies/ entities/ 

instrumentalities, private companies, 

non-government organizations, etc. 

• Official Receipt (OR) Claimant 

• Special Power of Attorney or SPA  

(1 Photocopy) 

Law Office 

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES 

TO BE 

PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1. Proceed to 

WINDOW  

5 and present  

requirement/s 

to the  

Check 

Releasing  

In-charge 

1.1 Check/verify  

      requirement/s  

      presented 

None 1 Minute Josephine S. 

Bandigan, AA 

IV, Provincial 

Treasurer's 

Office 1.2 Prepare the  

      Check Register   

      and Disbursement  

      Voucher 

None 1 Minute 

2. Acknowledge 

receipt in the 

corresponding  

      Check Register    

      and in the   

      pertinent  

      Disbursement  

      Voucher; Issue  

      corresponding    

      Official Receipt 

2.1 Release Check  

      to Claimant 

None 2 Minute Josephine S. 

Bandigan, AA 

IV, Provincial 

Treasurer's 

Office 

2.2 Attach original OR  

      in the pertinent  

      Disbursement  

      Voucher 

 

None 1 Minute 

Total  5 Minutes  
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V. Disbursement of Wages, Honoraria, Assistance & Other Claims 

 

Disbursement of Cash for Wages, Honoraria, Educational Assistances, Subsidies, and 

Other Financial Claims based on duly approved Payrolls charged against the 

appropriate funds of the Provincial Government of Davao Oriental 

 

Office or Division: Provincial Treasurer’s Office 

Classification: Simple 

Type of Transaction: G2C – Government to Citizen 

Who may avail: All persons specified in duly approved Payrolls charged 

against the Province's General Fund, SEF, and Trust Fund 

Checklist of Requirements Where to Secure 

• Valid Company/School/Government-

Issued ID 

Government agencies/ entities/ 

instrumentalities, non-government 

organizations, Schools, Universities,  

etc. 

For Client Representative 

• One (1) Valid Identification Card (1 

Photocopy) 

Government agencies/ entities/ 

instrumentalities, private companies, 

non-government organizations, etc. 

• Special Power of Attorney or SPA  

      (1 Photocopy) 

Law Office 

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES 

TO BE 

PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1. Proceed to 

WINDOW  

4 and present  

requirement/s 

to the  

Disbursing 

Officer 

1.1 Check/verify  

      requirement/s  

      presented 

None 1 Minute Michael M.  

Rodriguez,  

Administrative  

Assistant II, 

Provincial  

Treasurer's 

Office 

1.2 Prepare the  

      pertinent Payroll 

None 1 Minute 

2. Acknowledge  

    receipt in the  

    approved  

    payroll 

2.1 Release Cash to    

      Client based on    

      the Net Amount  

      indicated in the     

      approved Payroll 

None 1 Minute Michael M.  

Rodriguez,  

Administrative  

Assistant II, 

Provincial  

Treasurer's 

Office 

Total  3 Minutes  
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VI. Collection of Real Property Tax (RPT) 

 

Collection of Payment of Real Property Tax - Basic and Special Education Fund (SEF) 

pursuant to Sections 232 and 235 of the Republic Act No. 7160, otherwise known as the 

Local Government Code of 1991, as implemented under Article A and B, respectively, 

Chapter II of Provincial Ordinance No. 15-25-08-2018 or the Revised Revenue Code of the 

Province of Davao Oriental 

 

Office or Division: Provincial Treasurer’s Office 

Classification: Simple 

Type of Transaction: G2C – Government to Citizen; G2B – Government to Business 

Who may avail: Owners, administrators, possessors or beneficiaries of real 

properties situated within the Province of Davao Oriental, 

unless specifically exempted under Section 234 of RA No. 7160 

Checklist of Requirements Where to Secure 

• Latest Official Receipt (Original/ 

Photocopy) or Certificate of RPT 

Payment (Original/Photocopy) 

Office of the Municipal Treasurer in the 

LGU were the real property is located 

• Community Tax Certificate (Cedula) Office of the City/Municipal/Barangay 

Treasurer in the LGU where the payor 

presently resides 

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1. Proceed to 

WINDOW  

1 & 2 and 

present  

Requirements 

to the 

collection 

Officer/ Clerk 

1.1 Check/verify  

      requirement/s  

      presented 

None 1 Minute Benilda R. 

Maglines,  

LRCO III, or 

Leonor C.  

Villaruz, RCC I,  

Provincial 

Treasurer's  

Office 

1.2 Prepare the  

      Check Register   

      and  

      Disbursement  

      Voucher 

None 3 Minutes 

1.3 Generate RPT  

      Bill/Statement of  

      Account (SOA)    

      and provide     

      copy to client 

None 1 Minute 

2. Pay the total 

Tax Due 

       

       

2.1 Accept  

      payment    

      and issue the  

      corresponding    

      Real Property  

      Tax Receipt (AF  

      No.56) 

Annual 

Tax Due = 

Assessed 

Value 

(AV) x 2% 

(1% Basic 

& 1% SEF) 

2 Minute Benilda R. 

Maglines,  

LRCO III, or 

Leonor C.  

Villaruz, RCC I,  

Provincial 

Treasurer's  

Total  5 Minutes  



 

 

89 | P a g e  
 

VII. Collection of Real Property Tax (RPT) Provincial Share 

 

Collection of the Province's Share in the proceeds of the Real Property Tax - Basic (35%) 

and SEF (50%) based on the Remittance Reports and supporting documents submitted 

by the component Municipal LGUs 

 

Office or Division: Provincial Treasurer’s Office 

Classification: Simple 

Type of Transaction: G2G – Government to Government 

Who may avail: Municipal Treasurers of the ten (10) component Municipalities 

of the Province of Davao Oriental or their duly authorized 

treasury personnel 

Checklist of Requirements Where to Secure 

• Monthly Real Property Tax 

Collection Reports 

Office of the concerned Municipal Treasurer 

• Abstract of Collections Report Office of the concerned Municipal Treasurer 

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO BE 

PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1. Proceed to 

WINDOW  

1 & 2 and 

submit  

Requirements  

1.1 Receive   

      submitted  

      requirements  

      and forward   

      to concerned    

      Collection  

      Officer 

None 

 

1 Minute 

 

Alquin H. 

Quinitio, AA  

IV, Provincial  

Treasurer's 

Office 

1.2 Check/verify  

      requirements  

      submitted 

None 3 Minutes Eugene B. 

Tomale,  

LRCO IV, 

Provincial  

Treasurer's 

Office 

2.  Pay the  

     Provincial RPT    

     Share 

       

       

2.1 Accept  

      check  

      payment and    

      issue    

     corresponding  

      Official  

      Receipt  

      (AF No. 51) 

Amount Due 

based on the 

Provincial RPT 

Share 

computed for 

the particular 

period and as 

indicated in 

the 

corresponding 

Disbursement 

Voucher 

2 Minute Benilda R. 

Maglines,  

LRCO III, or 

Leonor C.  

Villaruz, RCC I,  

Provincial 

Treasurer's  

2.2 Acknowledge      

      receipt of  

      payment in  

      the  

      Disbursement  

None 1 Minute Benilda R. 

Maglines,  

LRCO III, or 

Leonor C.  

Villaruz, RCC I,  
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      Voucher and    

      obtain one (1)  

      copy for  

      records  

      purposes 

Provincial 

Treasurer's 

Total  7 Minutes  
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VIII. Collection of Tax on Transfer of Real Property Ownership 

 

Collection of Payment of Tax on Transfer of Real Property Ownership pursuant to Section 

135 of the Republic Act No. 7160, otherwise known as the Local Government Code of 

1991, as implemented under Article H, Chapter II of Provincial Ordinance No. 15-25-08-

2018 or the Revised Revenue Code of the Province of Davao Oriental 

 

Office or Division: Provincial Treasurer’s Office 

Classification: Simple 

Type of Transaction: G2C – Government to Citizen; G2B – Government to Business 

Who may avail: Seller, donor, transferor, executor or administrator of the real 

properties subject to sale, donation, barter, or any other mode 

of transferring ownership or title 

Checklist of Requirements Where to Secure 

• Latest Tax Declaration 

(Photocopy) 

• Office of the Provincial Assessor 

• Death Certificate of Decedent 

Owner (Photocopy) 

• Local Civil Registry Office 

• Deed of Sale/ Donation/ 

Extrajudicial Partition/ 

Reconveyance (Photocopy) 

• Legal document made, executed and 

entered into by the parties involved, duly 

notarized by a lawyer 

• RPT Clearance/Certificate of Non-

Delinquency (Photocopy) 

• Office of the concerned Treasurer where 

payment of RPT for the subject real 

property has been made 

• Property Title (Photocopy) • Registry of Deeds (ROD) 

• Community Tax Certificate 

(Cedula) 

• Office of the City/Municipal/Barangay 

Treasurer in the LGU where the payor 

presently resides 

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO BE 

PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

2. Proceed to 

WINDOW  

1 & 2 and 

submit  

Requirements  

1.1 Check/verify  

      requirements  

      submitted 

None 

 

3 Minute 

 

Benilda R. 

Maglines,  

LRCO III, or 

Leonor C.  

Villaruz, RCC I,  

Provincial 

Treasurer's  

Office 

1.2 Compute Tax    

      Due and   

      provide the  

      Computation   

      of Transfer Tax  

      Slip 

None 3 Minutes 
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2.  Pay the total  

     Tax Due 

       

2.1 Accept  

      payment and    

      issue    

     corresponding  

      Official  

      Receipt  

      (AF No. 51) 

Tax Due = 

55% of 1% of 

the total 

monetary 

consideratio

n or of the 

fair market 

value, 

whichever is 

higher 

2 Minutes Benilda R. 

Maglines,  

LRCO III, or 

Leonor C.  

Villaruz, RCC I,  

Provincial 

Treasurer's  

Total  8 Minutes  
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IX. Collection of Tax on Business of Printing and Publication 

 

Collection of Payment of Tax on the Business of Printing and Publication pursuant to 

Section 136 of the Republic Act No. 7160, otherwise known as the Local Government 

Code of 1991, as implemented under Article I, Chapter II of Provincial Ordinance No. 15-

25-08-2018 or the Revised Revenue Code of the Province of Davao Oriental 

 

Office or Division: Provincial Treasurer’s Office 

Classification: Simple 

Type of Transaction: G2B – Government to Business 

Who may avail: Persons engaged in the business of printing and/or publication 

of books, cards, posters, leaflets, handbills, certificates, 

receipts, pamphlets, and other of similar nature, within the 

Province of Davao Oriental 

Checklist of Requirements Where to Secure 

• Audited Financial Statements for 

the preceding year duly submitted 

to and received by the concerned 

BIR Revenue District Office 

(Photocopy) 

• Business establishment 

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO BE 

PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1. Proceed to 

WINDOW  

1 & 2 and 

submit  

Requirements  

1.1 Check/verify  

      documents  

      submitted 

None 

 

1 Minute 

 

Benilda R. 

Maglines,  

LRCO III, or 

Leonor C.  

Villaruz, RCC I,  

Provincial 

Treasurer's  

Office 

1.2 Compute Tax    

      Due and   

      provide 

      Computation   

      slip 

None 2 Minutes 

2.  Pay the total  

     Tax Due 

       

2.1 Accept  

      payment and    

      issue    

     corresponding  

      Official  

      Receipt  

      (AF No. 51) 

Tax Due = 

55% of 1% of 

the total 

monetary 

consideratio

n or of the 

fair market 

value, 

whichever is 

higher 

2 Minutes Benilda R. 

Maglines,  

LRCO III, or 

Leonor C.  

Villaruz, RCC I,  

Provincial 

Treasurer's  
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2.2 Update  

      taxpayer’s  

      Index Card 

None 1 Minute 

Total  6 Minutes  
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X. Collection of Franchise Tax 

 

Collection of Payment of Franchise Tax pursuant to Section 137 of the Republic Act No. 

7160, otherwise known as the Local Government Code of 1991, as implemented under 

Article J, Chapter II of Provincial Ordinance No. 15-25-08-2018 or the Revised Revenue 

Code of the Province of Davao Oriental 

 

Office or Division: Provincial Treasurer’s Office 

Classification: Simple 

Type of Transaction: G2B – Government to Business 

Who may avail: Businesses enjoying a Franchise within the Province of Davao 

Oriental 

Checklist of Requirements Where to Secure 

• Audited Financial Statements for 

the preceding year duly submitted 

to and received by the concerned 

BIR Revenue District Office 

(Photocopy) 

• Business establishment 

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO BE 

PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1. Proceed to 

WINDOW  

1 & 2 and 

submit  

Requirements  

1.1 Check/verify  

      documents  

      submitted 

None 

 

1 Minute 

 

Benilda R. 

Maglines,  

LRCO III, or 

Leonor C.  

Villaruz, RCC I,  

Provincial 

Treasurer's  

Office 

1.2 Compute Tax    

      Due and   

      provide 

      Computation   

      slip 

None 2 Minutes 

2.  Pay the total  

     Tax Due 

       

2.1 Accept  

      payment and    

      issue    

     corresponding  

      Official  

      Receipt  

      (AF No. 51) 

Tax Due = 

55% of 1% of 

the total 

monetary 

consideration 

or of the fair 

market value, 

whichever is 

higher 

2 Minutes Benilda R. 

Maglines,  

LRCO III, or 

Leonor C.  

Villaruz, RCC I,  

Provincial 

Treasurer's  

2.2 Update  

      taxpayer’s  

      Index Card 

None 1 Minute 

Total  6 Minutes  
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XI. Collection of Professional Tax 

 

Collection of Payment of Professional Tax pursuant to Section 139 of the Republic Act No. 

7160, otherwise known as the Local Government Code of 1991, as implemented under 

Article K, Chapter II of Provincial Ordinance No. 15-25-08-2018 or the Revised Revenue 

Code of the Province of Davao Oriental 

 

Office or Division: Provincial Treasurer’s Office 

Classification: Simple 

Type of Transaction: G2C – Government to Citizen 

Who may avail: All persons engaged in the exercise or practice of profession 

requiring government examination within the Province of 

Davao Oriental, except those professionals exclusively 

employed in the government 

Checklist of Requirements Where to Secure 

• License or Valid Identification 

Card (Original/Photocopy) 

• Professional Regulation Commission (PRC) 

and other proper Government Agencies 

• Community Tax Certificate 

(Cedula) 

• Office of the City/Municipal/Barangay 

Treasurer in the LGU where the payor 

presently resides 

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO BE 

PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1. Proceed to 

WINDOW  

1 & 2 and 

submit  

Requirements 

to the 

collection 

officer/ Clerk  

1.1 Check/verify  

      Requirements   

      Presented 

None 

 

1 Minute 

 

Benilda R. 

Maglines,  

LRCO III, or 

Leonor C.  

Villaruz, RCC I,  

Provincial 

Treasurer's  

Office 

2.  Pay the total  

     Tax Due 

       

2.1 Accept  

      payment and    

      issue    

     corresponding  

      Official  

      Receipt  

      (AF No. 51) 

P 300.00 1 Minutes Benilda R. 

Maglines,  

LRCO III, or 

Leonor C.  

Villaruz, RCC I,  

Provincial 

Treasurer's  

2.2 Update  

      taxpayer’s  

      Index Card 

None 1 Minute 

Total P 300.00 3 Minutes  
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XII. Collection of Amusement Tax 

 

Collection of Payment of Amusement Tax pursuant to Section 140 of the Republic Act 

No. 7160, otherwise known as the Local Government Code of 1991, as implemented 

under Article L, Chapter II of Provincial Ordinance No. 15-25-08-2018 or the Revised 

Revenue Code of the Province of Davao Oriental 

 

Office or Division: Provincial Treasurer’s Office 

Classification: Simple 

Type of Transaction: G2C – Government to Citizen; G2B – Government to Business 

Who may avail: Proprietors, lessees, or operators of theaters, cinemas, concert 

halls, circuses, boxing stadium, and other amusement places 

within the Province of Davao Oriental 

Checklist of Requirements Where to Secure 

• Monthly Amusement Tax Return 

with attached Daily Count Sheets 

of Admission Tickets 

(Original/Photocopy) 

• Business establishment 

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO BE 

PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

2. Proceed to 

WINDOW  

1 & 2 and 

submit  

Requirements 

to the 

collection 

officer/ Clerk  

1.1 Check/verify  

      Requirements   

      Presented 

None 

 

2 Minutes 

 

Benilda R. 

Maglines,  

LRCO III, or 

Leonor C.  

Villaruz, RCC I,  

Provincial 

Treasurer's  

Office 

1.2 Compute tax  

      due for the  

      particular  

      month and  

      provide  

      computation  

      slip 

None 2 Minuites 

2.  Pay the total  

     Tax Due 

       

2.1 Accept  

      payment and    

      issue    

     corresponding  

      Official  

      Receipt  

      (AF No. 51) 

Tax Due = 

10% of Gross 

Receipts from 

Admission 

Fees realized 

in the 

preceding 

month/s 

1 Minutes Benilda R. 

Maglines,  

LRCO III, or 

Leonor C.  

Villaruz, RCC I,  

Provincial 

Treasurer's  

2.2 Update  

      taxpayer’s  

      Index Card 

None 1 Minute 

Total  6 Minutes  
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XIII. Collection of Tax for Every Delivery Truck or Van 

 

Collection of Payment of Annual Fixed Tax for every Delivery Truck/Van of Manufacturers 

or Producers, Wholesalers of, Dealers or Retailers in, Certain Products, pursuant to Section 

141 of the Republic Act No. 7160, otherwise known as the Local Government Code of 

1991, as implemented under Article M, Chapter II of Provincial Ordinance No. 15-25-08-

2018 or the Revised Revenue Code of the Province of Davao Oriental 

 

Office or Division: Provincial Treasurer’s Office 

Classification: Simple 

Type of Transaction: G2C – Government to Citizen; G2B – Government to Business 

Who may avail: Manufacturers, producers, wholesalers, dealers or retailers 

engaged in the delivery or distribution of distilled spirits, 

fermented liquors, soft drinks, cigar and cigarettes, and other 

products, whether directly or indirectly, within the province of  

Davao Oriental 

Checklist of Requirements Where to Secure 

• Vehicle's Certificate of Registration 

and corresponding Official 

Receipt (Photocopy) 

• Land Transportation Office (LTO) 

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO BE 

PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1. Proceed to 

WINDOW  

1 & 2 and 

submit  

Requirements 

to the 

collection 

officer/ Clerk  

1.1 Check/verify  

      Requirements   

      Presented 

None 

 

1 Minutes 

 

Benilda R. 

Maglines,  

LRCO III, or 

Leonor C.  

Villaruz, RCC I,  

Provincial 

Treasurer's  

Office 

1.2 Compute tax  

      due for the  

      particular  

      month and  

      provide  

      computation  

      slip 

None 1 Minuites 

2.  Pay the total  

     Tax Due 

       

2.1 Accept  

      payment and    

      issue    

     corresponding  

      Official  

      Receipt  

      (AF No. 51) 

P 550.00 1 Minutes Benilda R. 

Maglines,  

LRCO III, or 

Leonor C.  

Villaruz, RCC I,  

Provincial 

Treasurer's  
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2.2 Update  

      taxpayer’s  

      Index Card 

None 1 Minute 

Total P 550.00 4 Minutes  
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XIV. Collection of Tax on Sand, Gravel & Other Quarry Resources 

 

Collection of Payment of Tax on Sand, Gravel, and Other Quarry Resources pursuant to 

Section 138 of the Republic Act No. 7160, otherwise known as the Local Government 

Code of 1991, as implemented under Article N, Chapter II of Provincial Ordinance No. 

15-25-08-2018 or the Revised Revenue Code of the Province of Davao Oriental 

 

Office or Division: Provincial Treasurer’s Office 

Classification: Simple 

Type of Transaction: G2C – Government to Citizen; G2B – Government to Business 

Who may avail: All Mining Companies, Public Works Contractors, and Sand 

and Gravel Permittees, among others, engaged in the 

extraction of sand and gravel, boulders, armor rock and other 

quarry resources, earth fill/mountain mix, pebbles, gemstone,  

guano, mineral and energy resources from public and private 

lands, or from beds of seas, lakes, rivers, streams, creeks and 

other public waters, within the territorial jurisdiction of the 

Province 

Checklist of Requirements Where to Secure 

• Order of Payment • Environment and Natural Resources 

Office-Davao Oriental (ENRO-DO) 

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO BE 

PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1. Proceed to 

WINDOW  

1 & 2 and 

submit  

Requirements 

to the 

collection 

officer/ Clerk  

1.1 Check/verify  

      Requirements   

      Presented 

None 

 

1 Minutes 

 

Benilda R. 

Maglines,  

LRCO III, or 

Leonor C.  

Villaruz, RCC I,  

Provincial 

Treasurer's  

Office 

2.  Pay the total  

     Tax Due 

       

2.1 Accept  

      payment and    

      issue    

     corresponding  

      Official  

      Receipt  

      (AF No. 51) 

Tax Due = 10% 

of the Fair 

Market Value 

in the locality 

per cubic 

meter of sand, 

gravel and 

other quarry 

resources 

extracted 

2 Minutes Benilda R. 

Maglines,  

LRCO III, or 

Leonor C.  

Villaruz, RCC I,  

Provincial 

Treasurer's  

2.2 File copy of   

      Order of  

      Payment for    

      records  

      Purposes 

None 1 Minute 

Total P 550.00 4 Minutes  
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XV. Collection of Permit & Regulatory Fees 

 

Collection of Payment of Permits and Regulatory Fees imposed by ENRO-DO pursuant 

with Articles A to J, Chapter III of the Provincial Ordinance No. 15-25-08-2018 or the 

Revised Revenue Code of the Province of Davao Oriental 

 

Office or Division: Provincial Treasurer’s Office 

Classification: Simple 

Type of Transaction: G2C – Government to Citizen; G2B – Government to Business 

Who may avail: All individuals, buyers, traders, processors and operators 

undertaking mining activities including shippers and/or 

exporters of minerals, mineable resources and mineral/quarry  

products/by-products operating/doing business within the 

province; Industry, project or establishment considered as 

Environmentally Critical Project (ECP) or located within 

Environmentally Critical Area (ECA); All individuals or juridical 

persons engaging in groundwater drilling 

Checklist of Requirements Where to Secure 

• Order of Payment for any of the 

following 

o Governor's Mining 

Accreditation Certificate 

o Governor's Registration Fee 

for Mineral Processing  

Permit (MPP) 

o Provincial Environment 

Assessment Certificate  

(PEACE) 

o Regulatory/Extraction Fees 

on Mining/Quarrying 

o Conservation and 

Protection Fee 

o Ore Transport Permit Fee 

o Commodity Clearance Fee 

o Certification Fee and Other 

Administrative Related  

Services 

o Surety Bond 

o Groundwater Drilling Permit 

• Environment and Natural Resources 

Office-Davao Oriental (ENRO-DO) 

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO BE 

PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1. Proceed to 

WINDOW  

1 & 2 and 

submit  

1.1 Check/verify  

      Requirements   

      Presented 

None 

 

1 Minutes 

 

Benilda R. 

Maglines,  

LRCO III, or 

Leonor C.  

Villaruz, RCC I,  
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Requirements 

to the 

collection 

officer/ Clerk  

Provincial 

Treasurer's  

Office 

2.  Pay the total  

     Amount due 

       

2.1 Accept  

      payment and    

      issue    

     corresponding  

      Official  

      Receipt  

      (AF No. 51) 

Based on 

Order of 

Payment 

1 Minutes Benilda R. 

Maglines,  

LRCO III, or 

Leonor C.  

Villaruz, RCC I,  

Provincial 

Treasurer's  

2.2 File copy of   

      Order of  

      Payment for    

      records  

      Purposes 

None 1 Minute 

Total  3 Minutes  
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XVI. Collection of Clearance/ Certification/ Verification/ Authentication Fee 

 

Collection of Payment of Clearance and Certification Fee/Verification and 

Authentication Fee pursuant with Article A, Chapter IV of Provincial Ordinance No. 15-

25-08-2018 or the Revised Revenue Code of the Province of Davao Oriental 

 

Office or Division: Provincial Treasurer’s Office 

Classification: Simple 

Type of Transaction: G2C – Government to Citizen; G2B – Government to Business; 

G2G – Government to Government 

Who may avail: All juridical persons and individuals of legal age 

Checklist of Requirements Where to Secure 

• Order of Payment/ Notice • Concerned PLGU Department or Unit 

issuing the copies of requested 

documents 

• One (1) Valid ID • Government agencies/ entities/ 

instrumentalities, private companies, non-

government organizations, etc. 

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO BE 

PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

a) Proceed to 

WINDOW  

1 & 2 and 

submit  

Requirements 

to the 

collection 

officer/ Clerk  

1.1 Check/verify  

      Requirements   

      Presented 

None 

 

1 Minutes 

 

Benilda R. 

Maglines,  

LRCO III, or 

Leonor C.  

Villaruz, RCC I,  

Provincial 

Treasurer's  

Office 

2.  Pay the total  

     Amount Due 

       

2.1 Accept  

      payment and    

      issue    

     corresponding  

      Official  

      Receipt  

      (AF No. 51) 

Please see 

Annex A: 

Schedule of 

Provincial 

Fees and 

Charges 

1 Minute Benilda R. 

Maglines,  

LRCO III, or 

Leonor C.  

Villaruz, RCC I,  

Provincial 

Treasurer's  

2. For PTO  

    Clearances/  

    Certifications:  

    prepare and    

    issue  

    requested  

    document/    

    record 

None 3 Minute 

Total  5 Minutes  
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Annex A 

SCHEDULE OF PROVINCIAL FEES & CHARGES 
Pursuant to Section 4A.01, Article A, Chapter IV, Revised Revenue Code of the Province of Davao Oriental 

Certification and/or Issuance of Certified Copies/ Other Related 

Services 

Amount 

a) For every page or fraction thereof typewritten/computerized 

(not including the certificate and notation) 

P 100.00 

b) For each certificate of correctness (with seal of Office) written 

on the copy or attached thereto 

50.00 

c) For certified copies of any paper, record, decree, judgment, 

or entry of which any person is entitled to demand and 

receive a copy (in connection with judicial proceedings) for 

each page 

100.00 

d) Photocopy or any other copy produced by copying machine 

per page 

1.00 

e) By the Provincial Assessor's Office (PASSO): 

▪ Tax Declaration, FAAS, and other related documents 

▪ Verification Fee 

▪ Reproduction of Sketch Map / Tax Map 

▪ Certifications: 

o Encumbrance 

o Improvements 

o No Improvements 

o Landholding 

o No Landholding 

▪ Inspection Fee (Per Property) 

▪ Annotation Fee 

 

▪ Traceback / Research Fee Property 

 

100.00 

100.00 

500.00 

100.00 

 

 

 

 

 

3,000.00 
⅛ of 1% of the amount 

of mortgage/bail bond 

300.00 

f) By the Sangguniang Panlalawigan (SP): 

▪ Resolutions and Ordinances 

▪ Stenographic Transcripts 

 

50.00 

50.00 

g) By the Provincial Treasurer's Office (PTO): 

▪ Certifications: 

o Payment of Real Property Tax 

o Payment of Tax on Transfer of Real Property 

Ownership 

▪ PTO Clearance for Travel Abroad 

▪ PTO Clearance (Terminal Leave, Maternity, Paternity, 

etc.) 

 

100.00 

 

 

 

100.00 

50.00 
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Annex A 

SCHEDULE OF PROVINCIAL FEES & CHARGES 
Pursuant to Section 4A.01, Article A, Chapter IV, Revised Revenue Code of the Province of Davao Oriental 

Certification and/or Issuance of Certified Copies/ Other Related 

Services 

Amount 

h) By the Provincial Human Resource & Development Office 

(PHRMDO): 

▪ Service Record 

▪ Certificate of Employment & Compensation 

 

 

P 50.00 / Page 

 50.00 / Page 

i) By the Provincial Accountant's Office (PACCO): 

▪ Certificate of Remittance 

▪ Loan Confirmation 

▪ PACCO Clearance (Terminal Leave, Maternity, 

Paternity, etc.) 

▪ PACCO Clearance for Travel Abroad 

 

50.00 

50.00 

50.00 

 

100.00 

j) By the Provincial General Services Office (PGSO): 

▪ Bond Services 

▪ PGSO Clearance (Terminal Leave, Maternity, Paternity, 

etc.) 

▪ PGSO Clearance for Travel Abroad 

 

1,000.00 / Affair 

50.00 

 

100.00 

k) By the Provincial Engineer's Office (PEO): 

▪ Compaction Test 

▪ Grading Services 

▪ Field Density Test 

▪ Relocation Survey Fee 

▪ Survey Monumentation Fee 

▪ Technical Preparation with DED 

▪ Reproduction of Plans and Designs 

 

400.00 / Test 

100.00 / Service 

250.00 / test 

1,000.00 / parcel 

5,000.00 / parcel 

10,000.00 

500.00 

l) By the Provincial Planning & Development Office (PPDO): 

▪ Certificate of Conformity to Land Use Plan 

▪ Technical / Consultancy Services 

▪ Photocopy / Reproduction of Maps 

▪ Photocopy / Reproduction of Maps 

 

100.00 

5% of Project Cost 

500.00 / Page 

5.00 / Page 
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XVII. Collection of Engineering Service Fees & Charges 

 

Collection of Payment of Service Fees and Charges for Engineering Services pursuant 

with Article D, Chapter IV of Provincial Ordinance No. 15-25-08-2018 or the Revised 

Revenue Code of the Province of Davao Oriental 

 

Office or Division: Provincial Treasurer’s Office 

Classification: Simple 

Type of Transaction: G2C – Government to Citizen; G2B – Government to Business; 

G2G – Government to Government 

Who may avail: All juridical persons and individuals of legal age 

Checklist of Requirements Where to Secure 

• Order of Payment • Provincial Engineer's Office (PEO) 

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO BE 

PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

b) Proceed to 

WINDOW  

1 & 2 and 

submit  

Requirements 

to the 

collection 

officer/ Clerk  

1.1 Check/verify  

      Requirements   

      Presented 

None 

 

1 Minutes 

 

Benilda R. 

Maglines,  

LRCO III, or 

Leonor C.  

Villaruz, RCC I,  

Provincial 

Treasurer's  

Office 

2.  Pay the total  

     Amount Due 

       

2.1 Accept  

      payment and    

      issue    

     corresponding  

      Official  

      Receipt  

      (AF No. 51) 

Please see 

Annex B: 

Schedule of 

Engineering 

Service Fees 

& Charges 

1 Minute Benilda R. 

Maglines,  

LRCO III, or 

Leonor C.  

Villaruz, RCC I,  

Provincial 

Treasurer's  

Total  2 Minutes  
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Annex B 

SCHEDULE OF ENGINEERING SERVICE FEES & CHARGES 
Pursuant to Section 4D.01, Article D, Chapter IV, Revised Revenue Code of the Province of Davao Oriental 

Service / Test Amount 

a) Soils 

▪ Sieve Analysis with Moisture Content 

▪ Allerberg Limit 

▪ Compaction 

▪ Field Density Test 

 

P 200.00 

250.00 

450.00 

200.00 

b) Aggregates 

▪ Coarse Aggregates 

o Sieve Analysis with Moisture Content 

o Abrasion 

o Specific Gravity and Absorption / MC 

o Unit Weight, Loose and Flooded 

o Soundness 

o Organic Impurities 

▪ Fine Aggregates 

o Sieve Analysis with Moisture Content 

o Specific Gravity and Absorption / MC 

o Unit Weight, Loose and Flooded 

o Soundness 

o Organic Impurities 

 

 

200.00 

300.00 

190.50 

126.50 
Chemicals + 500.00 

300.00 

 

200.00 

190.50 

126.50 
Chemicals + 500.00 

300.00 

c) Bituminous Materials 

▪ Specific Gravity 

▪ Sieve Test 

 

190.00 

200.00 

d) Bituminous Mixtures 

▪ Bituminous Mixtures 

▪ Marshall Stability 

▪ Field Density 

▪ Job Mix Formula 

 

500.00 

500.00 

200.00 

5,000.00 

e) Other Services 

▪ Concrete Design with Trial Mix 

▪ Concrete Compression Strength 

▪ Concrete Core Drilling 

o Rental of Equipment per day or fraction thereof 

o Per Core drilled 

▪ Flexural Strength 

▪ Steel Bars Tensile Strength / Precentage of Elongation 

▪ Moisture Content (Wood) 

▪ CHB Absorption and MC Zinc Coating 

 

3,500.00 

120.00 

 

700.00 

1,500.00 

120.00 

1,200.00 

70.00 

500.00 
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XVIII. Collection of Heavy Equipment Rental 

 

Collection of Payment of Heavy Equipment Rental Fees pursuant with Article E, Chapter 

IV of Provincial Ordinance No. 15-25-08-2018 or the Revised Revenue Code of the 

Province of Davao Oriental 

 

Office or Division: Provincial Treasurer’s Office 

Classification: Simple 

Type of Transaction: G2C – Government to Citizen; G2B – Government to Business; 

G2G – Government to Government 

Who may avail: All juridical persons and individuals of legal age 

Checklist of Requirements Where to Secure 

• Order of Payment • Provincial Engineer's Office (PEO) 

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO BE 

PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

c) Proceed to 

WINDOW  

1 & 2 and 

submit  

Requirements 

to the 

collection 

officer/ Clerk  

1.1 Check/verify  

      Requirements   

      Presented 

None 

 

1 Minutes 

 

Benilda R. 

Maglines,  

LRCO III, or 

Leonor C.  

Villaruz, RCC I,  

Provincial 

Treasurer's  

Office 

2.  Pay the total  

     Amount Due 

       

2.1 Accept  

      payment and    

      issue    

     corresponding  

      Official  

      Receipt  

      (AF No. 51) 

Please see 

Annex C: 

Schedule of 

Heavy 

Equipment 

Rental Rates 

1 Minute Benilda R. 

Maglines,  

LRCO III, or 

Leonor C.  

Villaruz, RCC I,  

Provincial 

Treasurer's  

Total  2 Minutes  
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Annex C 

SCHEDULE OF HEAVY EQUIPMENT RENTAL RATES 
Pursuant to Section 4E.01, Article E, Chapter IV, Revised Revenue Code of the Province of Davao Oriental 

 

 

 

Type of Equipment / Make 

Rental Rates per Hour 
Using DPWH Formula as per COA Circular No. 2003-2007 

Bare Rental  

Basis (RB)  

w/o Wage &  

Fuel 

Fully  

Maintained  

Basis (RFM)  

w/o Fuel 

Fully Operated  

Basis (RFO)  

w/ Wage & 

Fuel 

Rate / Hour Rate / Hour Rate / Hour 

a) Other Services 
▪ Tractor Crawler w/ Hydraulic ripper 

▪ Tractor Crawler w/ Hydraulic Ripper 

▪ Loader, Wheel Type 

▪ Loader, Wheel Type 

▪ Grader, Motorized 

▪ Grader, Motorized 

▪ Grader, Motorized 

▪ Grader, Motorized 

▪ Grader, Motorized 

 
P 1,352.00 

1,694.00 

516.00 

603.00 

808.00 

856.00 

437.00 

940.00 

1,809.00 

 
P 2,390.00 

3,015.00 

986.00 

1,142.00 

1,544.00 

1,622.00 

828.00 

1,797.00 

3,456.00 

 
P 3,427.00 

 

2,164.00 

1,294.00 

2,789.00 

1,803.00 

1,988.00 

3,072.00 

1,953.00 

b) Compaction 
▪ Road Roller Compactor Vibratory 

▪ Road Roller Vibratory 

▪ Road Roller Vibratory 

 
P 640.00 

478.00 

1,126.00 

 
P 1,223.00 

905.00 

2,492.00 

 
P 2,429.00 

2,073.00 

3,851.00 

c) Excavating 
▪ Backhoe Crawler Hydraulic 

Excavator 

▪ Backhoe Loader 

▪ Backhoe Loader 

▪ Backhoe Crawler 

▪ Backhoe Crawler 

▪ Backhoe Crawler w/ Hydraulic 

Pavement Breaker 

 
P 918.00 

 

1,304.00 

734.00 

817.00 

1,347.00 

1,347.00 

 
P 1,754.00 

 

2,295.00 

1,650.00 

1,547.00 

2,573.00 

3,163.00 

 
P 3,024.00 

 

3,630.00 

2,908.00 

1,240.00 

2,855.00 

4,602.00 

d) Hauling 
▪ Dump Truck 10 Wheelers 

▪ DFZL Dump Truck 6 Wheelers 

▪ Dump Truck 6 Wheelers 

▪ Dump Truck 6 Wheelers 

▪ Dump Truck 6 Wheelers 

▪ Dump Truck 6 Wheelers 

▪ Mini Dump Truck 

▪ Trailer, Low Bed w/ Truck Tractor 

 
P 286.00 

370.00 

294.00 

569.00 

1,326.00 

949.00 

390.00 

813.00 

 
P 921.00 

707.00 

964.00 

968.00 

1,291.00 

1,291.00 

593.00 

1,540.00 

 
P 2,092.00 

1,852.00 

2,139.00 

2,144.00 

2,506.00 

2,506.00 

1,724.00 

2,784.00 
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Annex C 

SCHEDULE OF HEAVY EQUIPMENT RENTAL RATES 
Pursuant to Section 4E.01, Article E, Chapter IV, Revised Revenue Code of the Province of Davao Oriental 

 

 

 

Type of Equipment / Make 

Rental Rates per Hour 
Using DPWH Formula as per COA Circular No. 2003-2007 

Bare Rental  

Basis (RB)  

w/o Wage &  

Fuel 

Fully  

Maintained  

Basis (RFM)  

w/o Fuel 

Fully Operated  

Basis (RFO)  

w/ Wage & 

Fuel 

Rate / Hour Rate / Hour Rate / Hour 

e) Concreting 
▪ Concrete Mixer 

 
P 6.40 

 
P 138.00 

 
P 1,214.00 

f) Power Generating 
▪ Diesel Driven Generator 50KVA 

▪ Diesel Driven Generator 20KVA 

 
P 224.00 

94.00 

 
P 377.00 

109.00 

 
P 1,483.00 

1,181.00 

g) Shop 
▪ Welding Machine w/ GenSet 

▪ Welding Machine Electric 

 
P 94.00 

2.30 

 
P 109.00 

24.00 

 
P 1,181.00 

1,087.00 

h) Pump 
▪ FLYGT Pump 5HP 

▪ FLYGT Pump 3HP 

 
P 76.00 

73.00 

 
P 144.00 

140.00 

 
P 459.00 

394.00 
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XIX. Collection of Motor Pool Repair, Servicing & Maintenance 

 

Collection of Payment of Motor Pool Repair, Servicing and Maintenance pursuant with 

Article F, Chapter IV of Provincial Ordinance No. 15-25-08-2018 or the Revised Revenue 

Code of the Province of Davao Oriental 

 

Office or Division: Provincial Treasurer’s Office 

Classification: Simple 

Type of Transaction: G2C – Government to Citizen; G2B – Government to Business; 

G2G – Government to Government 

Who may avail: All juridical persons and individuals of legal age 

Checklist of Requirements Where to Secure 

• Order of Payment • Provincial Engineer's Office (PEO) 

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO BE 

PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

d) Proceed to 

WINDOW  

1 & 2 and 

submit  

Requirements 

to the 

collection 

officer/ Clerk  

1.1 Check/verify  

      Requirements   

      Presented 

None 

 

1 Minutes 

 

Benilda R. 

Maglines,  

LRCO III, or 

Leonor C.  

Villaruz, RCC I,  

Provincial 

Treasurer's  

Office 

2.  Pay the total    

     Amount Due 

       

2.1 Accept  

      payment and    

      issue    

     corresponding  

      Official  

      Receipt  

      (AF No. 51) 

Please see 

Annex D: 
Schedule of 

Rates for 

Motor Pool 

Repair, 

Servicing & 

Maintenance 

1 Minute Benilda R. 

Maglines,  

LRCO III, or 

Leonor C.  

Villaruz, RCC I,  

Provincial 

Treasurer's  

Total  2 Minutes  



 

 

112 | P a g e  
 

Annex D 

SCHEDULE OF RATES FOR MOTOR POOL REPAIR, SERVICING & MAINTENANCE 
Pursuant to Section 4F.01, Article F, Chapter IV, Revised Revenue Code of the Province of Davao Oriental 

Description Amount 

a) Change Oil and Tune-up including Filter Replacement (Labor 

only) 

P 500.00 

b) Brake System (Labor only) 

▪ Brake Checking including Test Drive 

▪ Brake Pad replacement without parts supply 

▪ Brake Shoe replacement without parts supply 

▪ Brake Re-facing 

▪ Rotor Disc Re-facing 

▪ Brake Master fixing without parts supply 

▪ Rubber Cap replacement without parts supply 

 

150.00/ Wheel 

150.00/ Wheel 

150.00/ Vehicle 

650.00/ Unit 

650.00/ Unit 

450.00/ Unit 

250.00/ Unit 

c) Steering System (Labor only) 

▪ Steering Gear (replace oil seal) 

▪ Steering Wheel 

▪ Ball Joint 

▪ Tie Road End 

▪ Idler Arm 

▪ Steering Pump 

 

250.00/ Vehicle 

200.00/ Vehicle 

500.00/ Vehicle 

250.00/ Vehicle 

250.00/ Vehicle 

250.00/ Vehicle 

d) Oxygen and Acetylene (Labor only) 

▪ Minimum Work 

▪ Maximum Work 

 

250.00/ Unit 

500.00/ Unit 

e) Welding Works (with Materials) 

▪ Welding Rod 

 

250.00/ rod 
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XX. Collection of Charges for the use of Recreational Facilities 

 

Collection of Payment of Charges for the Use of Recreational Facilities pursuant with 

Article G, Chapter IV of Provincial Ordinance No. 15-25-08-2018 or the Revised Revenue 

Code of the Province of Davao Oriental 

 

Office or Division: Provincial Treasurer’s Office 

Classification: Simple 

Type of Transaction: G2C – Government to Citizen; G2B – Government to Business; 

G2G – Government to Government 

Who may avail: All juridical persons and individuals of legal age 

Checklist of Requirements Where to Secure 

• Order of Payment • Provincial Engineer's Office (PEO) 

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO BE 

PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

e) Proceed to 

WINDOW  

1 & 2 and 

submit  

Requirements 

to the 

collection 

officer/ Clerk  

1.1 Check/verify  

      Requirements   

      Presented 

None 

 

1 Minutes 

 

Benilda R. 

Maglines,  

LRCO III, or 

Leonor C.  

Villaruz, RCC I,  

Provincial 

Treasurer's  

Office 

2.  Pay the total    

     Amount Due 

       

2.1 Accept  

      payment and    

      issue    

     corresponding  

      Official  

      Receipt  

      (AF No. 51) 

Please see 

Annex E: 
Schedule of 

Rates for 

Recreational 

Facilities 

1 Minute Benilda R. 

Maglines,  

LRCO III, or 

Leonor C.  

Villaruz, RCC I,  

Provincial 

Treasurer's  

Total  2 Minutes  
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Annex E 

SCHEDULE OF RATES FOR RECREATIONAL FACILITIES 
Pursuant to Section 4G.01, Article G, Chapter IV, Revised Revenue Code of the Province of Davao Oriental 

Description Amount 

a) Brake System (Labor only) 

Daytime: 

▪ School P.E. Classes and Ordinary Games 

o Student Fee  

• Basketball 

• Volleyball 

▪ Private Groups 

o Ordinary Games (including Team Practice and 

Workouts) 

o Tournaments (not for Fund Raising) 

• Exclusive Use Whole Day (8:00 AM - 5:00 

PM) 

• Half-day Use 

Night-time 

▪ 6:00 PM - 10:00 PM (Inclusive Use of Lighting Facilities) 

 

 

 

 

 

P 50.00/ Hour 

50.00/ Hour 

 

100.00/ Hour 

 

100.00/Hour/Period 

500.00 

 

250.00 

 

800.00 or  

200.00/ Hour 

b) Tennis Court 

▪ Public Use (8:00 AM - 12:00 PM; 1:00 PM - 5:00 PM) 

o Weekdays 

o 6:00 PM - 10:00 PM (Inclusive Use of Lighting 

Facilities) 

o Weekends and Holidays 

▪ School P.E. Classes (Weekdays only) 

 

 

50.00/ Hour 

100.00/ Hour 

 

100.00/ Hour 

50.00/ Hour 

c) Provincial Physical Fitness Gym 

▪ Public Use (Individual) 

o Weekdays (5:30 PM – 9:30 PM) 

o 6:00 PM - 10:00 PM (Inclusive Use of Lighting 

Facilities) 

o Weekends and Holidays (8:00 AM - 5:00 PM) 

▪ Group or Association (8:00 AM - 5:00 PM) 

 

 

50.00/ Person 

200.00/ Person 

 

100.00/ Person 

1,000.00 

d) Use of Provincial Covered Court for Socio-Cultural Activities  

▪ 8:00 AM - 5:00 PM  

▪ 6:00 PM - 10:00 PM (Inclusive Use of Lighting Facilities) 

 

250.00/ Unit 

500.00/ Unit 

e) Rental 

▪ Chairs 

▪ Tables 

 

3.00 each 

6.00 each 
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XXI. Collection of Capitol Waterworks System Fees & Charges 

 

Collection of Payment of Provincial Capitol Waterworks System Fees and Charges 

pursuant with Article H, Chapter IV of Provincial Ordinance No. 15-25-08-2018 or the 

Revised Revenue Code of the Province of Davao Oriental 

 

Office or Division: Provincial Treasurer’s Office 

Classification: Simple 

Type of Transaction: G2C – Government to Citizen; G2B – Government to Business 

Who may avail: All juridical persons and individuals of legal age 

Checklist of Requirements Where to Secure 

• Duly accomplished Application 

Form (For New Connections) 

• Eugene B. Tomale, LRCO IV, Provincial 

Treasurer's Office (PTO) 

• Notice of Water Bill (For Existing 

Connections) 

• Served by the assigned personnel of the 

Provincial Engineer's Office (PEO) 

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO BE 

PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1.   Proceed to  

      WINDOW  

1 & 2 and 

submit  

Requirements 

to the 

collection 

officer/ Clerk  

1.1 Check/verify  

      Requirements   

      Presented 

None 

 

1 Minutes 

 

Benilda R. 

Maglines,  

LRCO III, or 

Leonor C.  

Villaruz, RCC I,  

Provincial 

Treasurer's  

Office 

2.  Pay the total  

     Amount Due 

       

2.1 Accept  

      payment and    

      issue    

     corresponding  

      Official  

      Receipt  

      (AF No. 51) 

Please see 

Annex F: 

Schedule of 

Fees & 

Charges for 

Capitol 

Waterworks 

System 

1 Minute Benilda R. 

Maglines,  

LRCO III, or 

Leonor C.  

Villaruz, RCC I,  

Provincial 

Treasurer's  

2. Update Client's  

    Index Card 

None 1 Minute 

Total  3 Minutes  
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Annex F 

SCHEDULE OF FEES & CHARGES FOR CAPITOL WATERWORKS SYSTEM 
Pursuant to Section 4H.01, Article H, Chapter IV, Revised Revenue Code of the Province of Davao Oriental 

Description Amount 

a) Application Fee - New Connection P 200.00 

b) Guarantee Deposit for every application 200.00 

c) Installation / Connection Fee 200.00 

d) For Metered Service: 

▪ Minimum Charge - no more than ten (10) cubic meters 

per month 

o Residential Service 

o Commercial Service 

o Industrial Service 

▪ For every cubic meter in excess of ten (10) cubic 

meters per month 

o Residential Service 

o Commercial Service 

o Industrial Service 

200.00 

 

 

100.00 

200.00 

500.00 

 

 

10.00 

20.00 

30.00 

e) Re-Installation Fee 200.00 

f) Drilling Fees for Ground Water 

▪ Shallow Well 

o 1 ¼ inches diameter 

o 2 inches diameter 

▪ Deep Well 

o 3 inches diameter 

o 4 inches diameter 

 

 

180.00/ foot 

280.00/ foot 

 
2,500.00/ linear meter 

3,500.00/ linear meter 
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XXII. Collection of Fees & Charges for Agricultural Products/ Services 

 

Collection of Payment of Fees and Charges for the Availment of Seedlings and other 

Agricultural Products, Resources, Aqua-Culture Products and Services pursuant with 

Article J, Chapter IV of Provincial Ordinance No. 15-25-08-2018 or the Revised Revenue 

Code of the Province of Davao Oriental 

 

Office or Division: Provincial Treasurer’s Office 

Classification: Simple 

Type of Transaction: G2C – Government to Citizen; G2B – Government to Business 

Who may avail: All juridical persons and individuals of legal age 

Checklist of Requirements Where to Secure 

• Order of Payment • Provincial Engineer's Office (PEO) 

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO BE 

PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

f) Proceed to 

WINDOW  

1 & 2 and 

submit  

Requirements 

to the 

collection 

officer/ Clerk  

1.1 Check/verify  

      Requirements   

      Presented 

None 

 

1 Minutes 

 

Benilda R. 

Maglines,  

LRCO III, or 

Leonor C.  

Villaruz, RCC I,  

Provincial 

Treasurer's  

Office 

2.  Pay the total    

     Amount Due 

       

2.1 Accept  

      payment and    

      issue    

     corresponding  

      Official  

      Receipt  

      (AF No. 51) 

Please see 

Annex G: 

Schedule of 

Prices, Fees 

& Charges 

for 

Agricultural 

Services 

1 Minute Benilda R. 

Maglines,  

LRCO III, or 

Leonor C.  

Villaruz, RCC I,  

Provincial 

Treasurer's  

Total  2 Minutes  
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Annex F 

SCHEDULE OF PRICES, FEES & CHARGES FOR AGRICULTURAL SERVICES 
Pursuant to Section 4J.01, Article J, Chapter IV, Revised Revenue Code of the Province of Davao Oriental 

 

A) Fruit Tree, Cacao, Coconut Seedings 

Type of Seeding Price Remarks 

▪ Mango 

▪ Durian 

▪ Lanzones 

▪ Rambutan 

▪ Cacao 

▪ Coconut 

▪ Others 

P 30.00/ seedling Fees are based on private 

nurseries and other LGU 

Nursery rates or based on 

market prevailing price, 

whichever is higher 

 

B) Fruit and Coconut in Government-Owned Properties 

Type of Seeding Price Remarks 

▪ Mango Fruit Market prevailing price 70:30 sharing with 

sprayman 

▪ Coconut Market prevailing price  

C) Tractor Rental 

Type of Seeding Price Remarks 

▪ Fully Operated Tractor 

Rental 

P 1,000.00/ Hour This amount or based on 

market prevailing price, 

whichever is higher 

D) Tractor Rental 

Type of Seeding Price Remarks 

▪ Palay Seeds 105 Kilos/ Hectare or its 

Cash Equivalent 

Cash Equivalent is based 

on market prevailing price 

E) Tilapia Fingerlings 

Type of Seeding Price Remarks 

▪ Size 24 – 1.40cm P 0.25/ Piece Less than 1 gram 

▪ Size 22 – 2.554cm 0.50/ Piece 1 – 4 grams 

▪ Size 17 – 3.812cm 0.75/ Piece 5 – 10 grams 

▪ Size 14 – 4.786cm 1.00/ Piece 11 – 20 grams 

E) Tilapia Breeders – P 5.00 per piece or ₱ 45.00 per kilo 

F) Vermi Compost – P 5.00 per piece or ₱ 45.00 per kilo 

 

G) Live Earthworm – P 600.00 per kilo 
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XXIII. Collection of Fiscal’s Clearance Fee 

 

Collection of Payment of Fiscal's Clearance for purposes of local or foreign employment, 

foreign travel, firearm license, permit to carry firearms, retirement, and among others. 

 

Office or Division: Provincial Treasurer’s Office 

Classification: Simple 

Type of Transaction: G2C – Government to Citizen 

Who may avail: Any person of legal age residing within the Province of Davao 

Oriental (excluding residents of the City of Mati) 

Checklist of Requirements Where to Secure 

• Community Tax Certificate 

(Cedula) 

• Office of the Municipal/Barangay 

Treasurer in the Municipality where the 

payor presently resides 

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO BE 

PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1)   Proceed to  

      WINDOW  

1 & 2 and 

submit  

Requirements 

to the 

collection 

officer/ Clerk  

1.1 Check/verify  

      Requirements   

      Presented 

None 

 

1 Minutes 

 

Benilda R. 

Maglines,  

LRCO III, or 

Leonor C.  

Villaruz, RCC I,  

Provincial 

Treasurer's  

Office 

2.  Pay the 

     Amount Due 

       

2.1 Accept  

      payment and    

      issue    

     corresponding  

      Official  

      Receipt  

      (AF No. 51) 

P 50.00 1 Minute Benilda R. 

Maglines,  

LRCO III, or 

Leonor C.  

Villaruz, RCC I,  

Provincial 

Treasurer's  

Total P 50.00 2 Minutes  
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XXIV. Collection of Payment of Bidding Documents 

 

Collection of Payment of Bidding Documents based on the fixed rate on fixed range 

approach pursuant with Section 17.4 of the Implementing Rules and Regulations (IRR) of 

the Republic Act No. 9184, otherwise known as the Government Procurement Reform Act 

 

Office or Division: Provincial Treasurer’s Office 

Classification: Simple 

Type of Transaction: G2B – Government to Business 

Who may avail: All Prospective Bidders for the procurement of goods, 

consulting services, and the contracting for infrastructure 

projects by the Procuring Entity - Provincial Government of 

Davao Oriental - whether by way of public bidding or any of 

the alternative methods of procurement that utilize processes 

and procedures in competitive bidding 

Checklist of Requirements Where to Secure 

• Order of Payment • Bids & Awards Committee (BAC) Office 

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO BE 

PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1)   Proceed to  

      WINDOW  

1 & 2 and 

submit  

Requirements 

to the 

collection 

officer/ Clerk  

1.1 Check/verify  

      Requirements   

      Presented 

None 

 

1 Minutes 

 

Benilda R. 

Maglines,  

LRCO III, or 

Leonor C.  

Villaruz, RCC I,  

Provincial 

Treasurer's  

Office 

2.  Pay the 

     Amount Due 

       

2.1 Accept  

      payment and    

      issue    

     corresponding  

      Official  

      Receipt  

      (AF No. 51) 

Based on 

Order of 

Payment 

1 Minute Benilda R. 

Maglines,  

LRCO III, or 

Leonor C.  

Villaruz, RCC I,  

Provincial 

Treasurer's  

Total  2 Minutes  



 

 

121 | P a g e  
 

XXV. Collection of Payment of Accountable Forms 

 

Collection of Payment of Accountable Forms being used by Government Agencies, 

Corporations, Offices, and other Government Entities to Acknowledge Receipt of 

Payment made by the Public, in the course of the conduct of Government Business 

Transactions, performance of regulatory function, and for other legal purposes 

 

Office or Division: Provincial Treasurer’s Office 

Classification: Simple 

Type of Transaction: G2B – Government to Business; G2G – Government to 

Government 

Who may avail: National Government Agencies (NGAs), Local Government 

Units (LGUs), State Universities and Colleges (SUCs), 

Government Owned and Controlled Corporations (GOCCs), 

Sand and Gravel Permittees 

Checklist of Requirements Where to Secure 

For Government Entities 

▪ Purchase Request / 

Purchase Order / Note 

from Local Treasurer 

Requesting Party 

For Sand and Gravel Permittees 

▪ Order of Payment 

Environment and Natural Resources Office-

Davao Oriental (ENRO-DO) 

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO BE 

PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1)   Proceed to  

      WINDOW  

1 & 2 and 

submit  

Requirements 

to the 

collection 

officer/ Clerk  

1.1 Check/verify  

      Requirements   

      Presented 

None 

 

1 Minutes 

 

Benilda R. 

Maglines,  

LRCO III, or 

Leonor C.  

Villaruz, RCC I,  

Provincial 

Treasurer's  

Office 

2.  Pay the 

     Amount Due 

       

2.1 Accept  

      payment and    

      issue    

     corresponding  

      Official  

      Receipt  

      (AF No. 51) 

Based on 

Order of 

Payment / 

Computation 

of 

Accountable 

Form Officer 

(AFO) 

1 Minute Benilda R. 

Maglines,  

LRCO III, or 

Leonor C.  

Villaruz, RCC I,  

Provincial 

Treasurer's  

2.2  Forward   

       Request to  

       Accountable  

       Form In  

       charge for  

       Releasing of  

       Accountable  

None 1 Minute 
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       Forms 

Total  2 Minutes  
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Provincial Treasurer’s Office 

Internal Services
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I. Issuance of Certificate of Appearance 

 

Issuance of Certificate of Appearance to requesting party as proof that the latter's official 

business/transaction have been undertaken by the concerned government personnel 

at the PTO 

 

Office or Division: Provincial Treasurer’s Office 

Classification: Simple 

Type of Transaction: G2G – Government to Government 

Who may avail: All Government officials and employees 

Checklist of Requirements Where to Secure 

• 1 Valid Government-issued ID  

• Approved Travel Order (Permission 

to Leave Station) or duly approved 

Office Order 

 

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO BE 

PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1   Proceed to  

      WINDOW  

3 and present  

requirements 

to the  

Receiving In-

charge 

1.1 Check/verify  

      Requirements   

      Presented 

None 

 

1 Minutes 

 

Alquin H. 

Quinitio, AA  

IV, Provincial  

Treasurer's 

Office 

2.  Register  

     appearance  

     in the  

     designated  

     Logbook 

       

2.1 Prepare and  

      issue    

      corresponding  

      Certificate of  

      Appearance 

None 1 Minute Alquin H. 

Quinitio, AA  

IV, Provincial  

Treasurer's 

Office 

Total  2 Minutes  
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Provincial Assessors Office 

External Services 
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I.  Approval of Field Assessment Sheet 

Availability of service: 8:00 AM to 5:00 PM 

Office or Division: Provincial Assessors Office 

Classification: Simple 

Type of Transaction: G2G - Government to Government 

Who may avail: (10) Municipal Assessors of Davao Oriental 

Checklist of Requirements Where to Secure 

Sale of Property 

▪ Deed of sale 

▪ Transfer Tax 

▪ RPTA Tax 

▪ BIR (CAR) Capital Gains Tax 

▪ Photocopy of Title 

Extra Judicial Settlement/Partition 

▪ Extra Judicial Settlement/Partition 

▪ Transfer Tax 

▪ RPTA Tax 

▪ BIR, Estate Tax 

▪ Subdivision Plan 

Donations 

▪ Deed of Donations 

▪ BIR, CAR, Donors Tax 

▪ RPTA Tax 

▪ Transfer Tax 

▪ Deed of Acceptance 

CARP (RA 6657) 

▪ CLOA 

▪ Payment of Taxes 

▪ Subdivision/ Segregation w/out 

transfer 

▪ Approved Subdivision Plan 

 

▪ Optional Payment of taxes 

 

▪ Law office 

▪ Provincial Treasurer’s Office 

▪ Municipal Treasurer’s office 

▪ BIR 

▪ Registry of Deeds 

 

▪ Law Office 

▪ Provincial Treasurer’s Office 

▪ Municipal Treasurer’s office 

▪ BIR 

▪ Approved Plan from Geodetic 

Engineer 

▪ Law office 

▪ BIR 

▪ Municipal Treasurer’s office 

▪ Provincial Treasurer’s Office 

▪ Law Office 

 

▪ DAR 

▪ Municipal Treasurer’s office 

▪ DAR 

 

▪ Approved Plan from Geodetic 

Engineer 

▪ Municipal Treasurer’s office 

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1 Municipal 

Assessor to 

Submit 

FAAS / 
documents 

with 

transmittal 

1.1 Receiving/ 

Releasing 

Assessment 

Records Division 

None 5 Minutes Marilou B. 

Toroba 

Admin Aide IV 

1.2 Requirement 

Evaluation 

Assessment 

None 5 Minutes Roland G. 

Silvosa LAOO - 

III 
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to 
Assessment 

Records 

Division 

Evaluation/ 

Operation 

1.3 Lot/ Parcel 

Imposition/ 

Pinning Tax 

Mapping Division 

None 5 Minutes Engr. Elmer A. 

Caina Tax 

Mapper IV 

1.4 For Approval / 

Disapproval 

Provincial 

Assessor 

 

- For Approved    

  for encoding  

  assessment  

  records division/  

  assessment  

  operations  

 

- For disapproved  

  Receiving/  

  Releasing  

  Assessment  

  Records Division 

None 5 Minutes 

 

 

 

 

Engr. Marie 

Eleonor R. 

Serrano OIC-

Provincial 

Assessor 

7 Minutes Roland G. 

Silvosa LAOO – 

III 

Zyra Dyan B. 

Bandigan 

Assessment 

Clerk II 

Marilou B. 

Toroba Admin 

Aide IV 

Marites L. 

Dujali 

Statistician I 

1.5 Archiving 

Assessment 

Records Division 

None Marites L. 

Dujali 

Statistician I 

Total  27 Minutes  
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II. Issuance of Certified Assessment Records 

Availability of service: 8:00 AM to 5:00 PM 

Office or Division: Provincial Assessors Office 

Classification: Simple 

Type of Transaction: G2C - Government to Citizen; G2B - Government to Business; 

G2G - Government to Government 

Who may avail: Public Clientele/ Any Government Agency/ Bank 

Representative 

Checklist of Requirements Where to Secure 

▪ Requisition Slip ▪ Provincial Assessors Office 

▪ Tax Declarations ▪ Provincial Assessors Office 

▪ RPTA Receipt ▪ Municipal Treasurer’s Office 

▪ Any valid ID ▪ Government agencies/ entities/ 

instrumentalities, private companies, 

non-government organizations, etc. 

▪ Official receipt  ▪ Provincial Treasurer’s Office 

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1 Filled up 

Requisition 

Slip form 

and submit 

to 
Assessment 

Records 

Division 

1.1 Receiving 

Assessment 

Records Division 

None 3 Minutes Marilou B. 

Toroba 

Admin Aide IV 

1.3 Extraction/ 

Reproduction 

Assessment 

Records Division/ 

Assessment 

Evaluation & 

Operation 

None 3 Minutes Roland G. 

Silvosa LAOO – 

III 

1.4 For Signature 

Provincial 

Assessor 

None 5 Minutes Engr. Marie 

Eleonor R. 

Serrano OIC – 

Provincial 

Assessor 

1.5 Releasing 

Assessment 

Records Division 

None 5 Minutes Marilou B. 

Toroba Admin 

Aide IV 

Marites L. 

Dujali 

Statistician I 

Total  16 Minutes  
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III. Annotations of Liens and Encumbrances of Real Estate Mortgage Documents and 

Bail Bonds 

Availability of service: 8:00 AM to 5:00 PM 

Office or Division: Provincial Assessors Office 

Classification: Simple 

Type of Transaction: G2C - Government to Citizen; G2B - Government to Business; 

G2G - Government to Government 

Who may avail: Public Clientele/ Any Government Agency/ Bank 

Representative 

Checklist of Requirements Where to Secure 

▪ Requisition Slip ▪ Provincial Assessors Office 

▪ Real Estate Mortgage 

Documents 

▪ Bank  

▪ Bail Bond Documents order from 

any Judiciary Branch of the 

Philippines 

▪ Client 

▪ Documentary Stamps ▪ Regional Trial Court/ Bureau of 

Internal Revenue 

▪ Official Receipt ▪ Provincial Treasurer’s Office 

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1 Filled up 

Requisition 

Slip form 

and submit 

to 
Assessment 

Records 

Division 

1.1 Receiving/ 

Releasing 

Assessment 

Records Division 

None 1 Minute Engr. Esteban 

G. Silvosa Jr. 

SAO 

Marites L. 

Dujali 

Statistician I 

1.3 Annotation of Tax 

Declaration from 

office file  

None 5 Minutes Engr. Esteban 

G. Silvosa Jr. 

SAO 

1.4 Update the Tax 

Declaration from 

the system and 

provide a copy of 

annotated Tax 

Declaration 

Annotation 

Evaluation and 

Operation  

None 5 Minutes Roland G. 

Silvosa LAOO - 

III 

1.5 For Signature 

Provincial 

Assessor 

None 1 Minute Engr. Marie 

Eleonor R. 

Serrano OIC 

Provincial 

Assessor 

Total  12 Minutes  
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IV. Tax Declarations Trace Up or Trace Back 

Availability of service: 8:00 AM to 5:00 PM 

Office or Division: Provincial Assessors Office 

Classification: Simple 

Type of Transaction: G2C - Government to Citizen; G2B - Government to Business; 

G2G - Government to Government 

Who may avail: Public Clientele/ Any Government Agency/ Bank 

Representative 

Checklist of Requirements Where to Secure 

▪ Requisition Slip ▪ Provincial Assessors Office 

▪ Tax Declaration ▪ Provincial Assessors Office 

▪ Certificate of Land Title ▪ Registry of Deeds 

▪ Official Receipt ▪ Provincial Treasurer’s Office 

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1 Filled up 

Requisition 

Slip form 

and submit 

to 
Assessment 
Records 

Division 

1.1 Receiving/ 

Assessment 

Records Division 

None 3 Minutes Marites L. 

Dujali 

Statistician I 

1.3 Verification/ 

Trace Up or Back 

None 3 Days Engr. Esteban 

G. Silvosa Jr. 

SAO 

Marites L. 

Dujali 

Statistician I 

1.4 For Signature 

Provincial 

Assessor 

None 5 Minutes Engr. Marie 

Eleonor R. 

Serrano OIC 

Provincial 

Assessor 

1.5 Releasing 

Assessment 

Records Division 

Releasing 

None 2 Minutes Marites L. 

Dujali 

Statistician I 

Total  3 Days 10 

Minutes 
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Davao Oriental Provincial Hospital  

(Lupon) 

Clinical Laboratory 

External Services 
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Annex A 

LABORATORY DEPARTMENT  

Schedule of Fees 

Test Amount 

m) Blood Chemistry 

▪ Fasting Blood Sugar (FBS) 

▪ Creatinine 

▪ Uric Acid 

▪ Total Cholesterol 

▪ Triglycerides 

▪ Lipid Profile 

▪ Random Blood Sugar (RBS) 

 

 P 120.00 

170.00 

170.00 

170.00 

200.00 

700.00 

60.00 

n) Hematology 

▪ Complete Blood Count w/ Platelet count 

▪ ABO and Rh Typing (Tube Method) 

 

 P 150.00 

50.00 

o) Clinical Microscopy 

▪ Urinalysis (Manual) 

▪ Urine hCG (Pregnancy Test) 

▪ Direct Fecal Smear (DFS) 

▪ Fecal Occult Blood (FOB) 

 

 P 70.00 

130.00 

70.00 

300.00 

p) Serology 

▪ Salmonella typhi Rapid Test (Typhidot) 

▪ Dengue NS1 Test 

▪ Serum H. pylori 

 

 P 650.00 

Free 

600.00 
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I.   Blood Chemistry Tests (Inpatient Department) 

Routine Blood Chemistry Tests for Admitted Patients 

Fasting Blood Sugar (FBS), Random Blood Sugar (RBS), Total Cholesterol, Triglycerides, 

Lipid Profile, ALT (SGPT), Uric Acid, Creatinine 

Availability of Service: 6:00 AM - 8:00 AM; DAILY (except STAT Creatinine, cut-off 10:00 PM) 

 

Office or Division: Davao Oriental Provincial Hospital - Lupon 

Classification: Simple 

Type of Transaction: G2C - Government to Citizen 

Who may avail: Inpatients 

Checklist of Requirements Where to Secure 

▪ Request for Blood Chemistry ▪ Attending Physician/Nurse 

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1 Present 

request to 

Laboratory 

Aide or 

MedTech 

On-Duty 

(MTOD) 

1.1 Forwards request 

to Phlebotomist/ 

MTOD 

Chemistry 

Request 

Fee  

(Refer to 

approved 

schedule 

of fees 

Annex A) 

2 Minutes Laboratory 

Aide/MTOD 

2 Go back 

to ward 

and wait 

for 

Phlebotom

ist to 

collect 

blood from 

patient 

2.1 Collects blood 

requests from 

receiving area 

and sorts them 

according to 

patient location 

None 20 Minutes Phlebotomist/       

MTOD 

2.2 Proceeds to 

wards and 

locates patient                                  

Identifies patient 

and prepares for 

blood collection 

None 20 Minutes Phlebotomist/       

MTOD 

2.3 Explains 

procedure to 

patient/watcher, 

verifies patient 

adherence to 

fasting 

requirement (if 

any) 

None 5 Minutes Phlebotomist/       

MTOD 

2.4 Collects blood 

sample from the 

patient and 

labels sample 

None 5 Minutes Phlebotomist/       

MTOD 
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2.5 Deliver samples 

and requests to 

Chemistry Section 

None 10 Minutes Phlebotomist/       

MTOD 

2.6 Chemistry Section 

In-Charge sorts 

out samples and 

corresponding 

requests 

None 10 Minutes Medical 

Technologist 

2.7 Waits for samples 

to clot and 

retract 

None 

 

20 Minutes Medical 

Technologist 

2.8 

 

Centrifuge 

samples 

None 10 Minutes Medical 

Technologist 

2.9 Checks serum 

integrity 

None 10 Minutes Medical 

Technologist 
2.10 Prepares and 

labels test tubes 

according to test 

None 20 Minutes Medical 

Technologist 

2.11 Prepares 

reagents and 

dispenses them in 

corresponding 

tubes 

None 20 Minutes Medical 

Technologist 

2.12 Adds patient’s 

serum and 

incubates 

samples 

None 

 

60 Minutes 

 

Medical 

Technologist 

 

2.13 Loads incubated 

samples to 

Chemistry 

Analyzer 

None 30 Minutes 

 

Medical 

Technologist 

 

2.14 Validates and 

computes results 

(LDL cholesterol) 

None 30 Minutes 

 

Medical 

Technologist 

 
2.15 Writes results in 

result form 

None 

 

20 Minutes 

 

Medical 

Technologist 
2.16 Forwards results 

to respective 

wards 

None 

 

5 Minutes 

 

Laboratory 

Aide/MTOD 

 

Total  4 Hours, 57 

Minutes 
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II.  Blood Chemistry Tests (Outpatient Department) 

 

Routine Blood Chemistry Tests for Admitted Patients 

Fasting Blood Sugar (FBS), Random Blood Sugar (RBS), Total Cholesterol, Triglycerides, 

Lipid Profile, ALT (SGPT), Uric Acid, Creatinine 

Availability of Service: 6:30 AM - 8:00 AM; DAILY (except STAT Creatinine, cut-off 10:00 PM) 

 

Office or Division: Davao Oriental Provincial Hospital - Lupon 

Classification: Simple 

Type of Transaction: G2C - Government to Citizen 

Who may avail: Outpatients and Walk-In Patients 

Checklist of Requirements Where to Secure 

▪ Request for Blood Chemistry ▪ Doctor 

▪ Approved socialized request form 

(if any) 

▪ Social Worker 

▪ Official Receipt for paid Blood 

Chemistry Request 

▪ Cashier 

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1 Wait for the 

Phlebotomist 

at the 

extraction 

area and 

present 

request and 

official 

receipt to 

Phlebotomist 

1.1 Verifies request 

and arranges 

them according 

to first-come, 

first-serve basis 

 

Chemistry 

Request 

Fee  

(Refer to 

approved 

schedule 

of fees 

Annex A) 

20 Minutes 

 

Phlebotomist/       

MTOD 

 

2 Proceed to 

Blood 

extraction 

chair for 

blood sample 

collection 

 

2.1 Calls patient by 

their last name 

None 1 Minute Phlebotomist/       

MTOD 

2.2 Verifies Patient 

Identity with the 

blood request 

form 

None 1 Minute Phlebotomist/       

MTOD 

2.3 Explains 

procedure to 

patient/ 

watcher, verifies 

patient 

adherence to 

fasting 

requirement (if 

any) 

None 5 Minutes Phlebotomist/       

MTOD 
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2.4 Collects blood 

sample from the 

patient and 

labels sample 

None 5 Minutes Phlebotomist/       

MTOD 

2.5 Deliver samples 

and requests to 

Chemistry 

Section 

None 10 Minutes Phlebotomist/       

MTOD 

2.6 Chemistry 

Section In-

Charge sorts out 

samples and 

corresponding 

requests 

None 10 Minutes Medical 

Technologist 

2.7 Waits for 

samples to clot 

and retract 

None 

 

20 Minutes Medical 

Technologist 

2.8 

 

Centrifuge 

samples 

None 10 Minutes Medical 

Technologist 

2.9 Checks serum 

integrity 

None 10 Minutes Medical 

Technologist 
2.10 Prepares and 

labels test tubes 

according to 

test 

None 20 Minutes Medical 

Technologist 

2.11 Prepares 

reagents and 

dispenses them 

in 

corresponding 

tubes 

None 20 Minutes Medical 

Technologist 

2.12 Adds patient’s 

serum and 

incubates 

samples 

None 

 

60 Minutes 

 

Medical 

Technologist 

 

2.13 Loads 

incubated 

samples to 

Chemistry 

Analyzer 

None 30 Minutes 

 

Medical 

Technologist 

 

2.14 Validates and 

computes 

results (LDL 

cholesterol) 

None 30 Minutes 

 

Medical 

Technologist 

 

2.15 Writes results in 

result form 

None 

 

20 Minutes 

 

Medical 

Technologist 
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2.16 Forwards results 

to respective 

wards 

None 

 

5 Minutes 

 

Laboratory 

Aide/MTOD 

 

Total  4 Hours, 57 

Minutes 
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III.   Hematology Tests (Inpatient Department) 

 

Routine Hematology tests for Inpatients 

Complete Blood Count (CBC), ABO and Rh Typing 

Availability of Service: 6:00 AM to 10:00 PM; DAILY 

Office or Division: Davao Oriental Provincial Hospital - Lupon 

Classification: Simple 

Type of Transaction: G2C - Government to Citizen 

Who may avail: Inpatients 

Checklist of Requirements Where to Secure 

▪ Laboratory request form ▪ Attending Physician/Nurse 

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1 Presents 

request to 

Laboratory 

Aide or 

MedTech On-

Duty (MTOD) 

1.1 Forwards 

request to 

Phlebotomist/ 

MTOD 

Hematology 

Request 

Fee  

(Refer to 

approved 

schedule of 

fees Annex 

A) 

 

2 Minutes 

 

Laboratory 

Aide/MTOD 

 

2 Go back to 

ward and 

wait for 

Phlebotomist 

to collect 

blood from 

patient. 

 

2.1 Collects blood 

requests from 

receiving area 

and sorts them 

according to 

patient location 

None 5 Minutes Phlebotomist/       

MTOD 

2.2 Proceeds to 

wards and 

locates patient                                        

Identifies 

patient and 

prepares for 

blood collection 

None 8 Minutes Phlebotomist/       

MTOD 

2.3 Explains 

procedure to 

patient/watcher

, verifies patient 

identity 

None 5 Minutes Phlebotomist/       

MTOD 

2.4 Collects blood 

sample from the 

patient and 

labels sample 

None 5 Minutes Phlebotomist/       

MTOD 
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2.5 Deliver samples 

and requests to 

Hematology 

Section 

None 5 Minutes Phlebotomist/       

MTOD 

2.6 Hematology 

Section In-

Charge sorts out 

samples and 

corresponding 

requests 

None 5 Minutes Medical 

Technologist 

2.7 Processing of 

samples 

according to 

test 

None 

 

15 Minutes Medical 

Technologist 

2.8 

 

Writes results in 

result form 

None 5 Minutes Medical 

Technologist 

2.9 Forwards results 

to respective 

wards 

None 5 Minutes Medical 

Technologist 

Total  1 hour  
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IV.   Hematology Tests (Outpatient Department) 

 

Routine Hematology tests for Inpatients 

Complete Blood Count (CBC), ABO and Rh Typing 

Availability of Service: 6:30 AM to 10:00 PM DAILY (except for Patients for Physical Exam, 

8:00 AM to 4:00 PM; Mondays - Saturdays except Holidays)    

Office or Division: Davao Oriental Provincial Hospital - Lupon 

Classification: Simple 

Type of Transaction: G2C - Government to Citizen 

Who may avail: Outpatients and Walk-In Patients 

Checklist of Requirements Where to Secure 

▪ Laboratory Request Form ▪ Doctor 

▪ Approved socialized request form 

(if any) 

▪ Social Worker 

▪ Official Receipt for paid 

Hematology Request  

▪ Cashier 

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1 Wait for the 

Phlebotomist 

at the 

extraction 

area and 

present 

request and 

official 

receipt to 

Phlebotomist) 

1.1 Verifies request 

and arranges 

them according 

to first-come, 

first-serve basis 

 

Hematology 

Request 

Fee  

(Refer to 

approved 

schedule of 

fees Annex 

A) 

 

10 Minutes 

 

Phlebotomist/       

MTOD 

 

2 Proceed to 

Blood 

extraction 

chair for 

blood sample 

collection 

 

 

2.1 Calls patient by 

their last name 

None 1 Minute Phlebotomist/       

MTOD 

2.2 Verifies Patient 

Identity with the 

blood request 

form 

None 1 Minute Phlebotomist/       

MTOD 

2.3 Explains 

procedure to 

patient/watcher  

None 5 Minutes Phlebotomist/       

MTOD 

2.4 Collects blood 

sample from the 

patient and 

labels sample 

None 5 Minutes Phlebotomist/       

MTOD 

2.5 Deliver samples 

and requests to 

Hematology 

Section 

None 5 Minutes Phlebotomist/       

MTOD 
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2.6 Hematology 

Section In-

Charge sorts out 

samples and 

corresponding 

requests 

None 8 Minutes Medical 

Technologist 

2.7 Processing of 

samples 

according to 

test 

None 

 

15 Minutes Medical 

Technologist 

2.8 

 

Writes results in 

result form 

None 5 Minutes Medical 

Technologist 

2.9 Forwards results 

to respective 

wards 

None 5 Minutes Medical 

Technologist 

Total  1 Hour  
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V.   Clinical Microscopy Tests (Inpatient Department) 

 

Routine Clinical Microscopy tests for Inpatients 

Urinalysis, Urine hCG (Pregnancy test), Direct Fecal Smear (DFS), Fecal Occult Blood  

Availability of Service: 7:00 AM to 10:00 PM; DAILY 

 

Office or Division: Davao Oriental Provincial Hospital - Lupon 

Classification: Simple 

Type of Transaction: G2C - Government to Citizen 

Who may avail: Inpatients 

Checklist of Requirements Where to Secure 

▪ Laboratory request form ▪ Attending Physician/Nurse 

▪ Specimen sample  ▪ Specimen sample  

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1 Submit 

specimen 

sample 

together with 

laboratory 

request form 

 

1.1 Receives 

specimen 

Clinical 

Microscopy 

Request 

Fee  

(Refer to 

approved 

schedule of 

fees Annex 

A) 

 

5 Minutes 

 

Laboratory 

Aide/MTOD 

 

2 Wait for the 

laboratory 

result 

2.1 Checks quality 

and quantity of 

specimen 

received 

None 5 Minutes Medical 

Technologist 

2.2 Clinical 

Microscopy 

Section In-

Charge sorts out 

samples and 

corresponding 

requests 

None 10 Minutes Medical 

Technologist 

2.3 Prepares and 

labels tubes for 

urinalysis (if any) 

and/or test kits 

for urine hCG 

and FOBT 

None 

 

10 Minutes Medical 

Technologist 

 

2.4 Processing of 

samples 

according to 

test 

None 15 Minutes Medical 

Technologist 
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2.5 Writes results in 

result form 

None 10 Minutes Medical 

Technologist 

2.6 Forwards results 

to respective 

wards 

None 5 Minutes Laboratory 

Aide/MTOD 

Total  1 hour  
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VI.   Clinical Microscopy Tests (Outpatient Department) 

 

Routine Clinical Microscopy tests for Inpatients 

Urinalysis, Urine hCG (Pregnancy test), Direct Fecal Smear (DFS), Fecal Occult Blood  

Availability of Service: 6:30 AM to 10:00 PM DAILY (except for Patients for Physical Exam, 

8:00 AM to 4:00 PM; Mondays - Saturdays except Holidays) 

 

Office or Division: Davao Oriental Provincial Hospital - Lupon 

Classification: Simple 

Type of Transaction: G2C - Government to Citizen 

Who may avail: Outpatients and Walk-In Patients 

Checklist of Requirements Where to Secure 

▪ Laboratory request form ▪ Doctor 

▪ Approved socialized request form 

(if any)  

▪ Social Worker 

▪ Official Receipt for paid Clinical 

Microscopy Request 

▪ Cashier 

▪ Specimen sample ▪ Patient 

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1 Submit 

specimen 

sample 

together with 

laboratory 

request form 

 

1.1 Receives 

specimen 

Clinical 

Microscopy 

Request 

Fee  

(Refer to 

approved 

schedule of 

fees Annex 

A) 

 

5 Minutes 

 

Laboratory 

Aide/MTOD 

 

1.2 Inform the 

patient or 

representative 

on the claiming 

of results 

5 Minutes  Laboratory 

Aide/MTOD 

 

2 Wait for the 

laboratory 

result 

2.1 Deliver samples 

and requests to 

laboratory 

None 5 Minutes Phlebotomist/       

MTOD 

2.2 Checks quality 

and quantity of 

specimen 

received 

None 5 Minutes Medical 

Technologist 

2.3 Clinical 

Microscopy 

section in-

charge sorts out 

samples and 

corresponding 

requests 

None 

 

5 Minutes Medical 

Technologist 

 

2.4 Prepares and 

labels tubes for 

urinalysis (if any) 

None 10 Minutes Medical 

Technologist 
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and/or test kits 

for urine hCG 

and FOBT 

2.5 Processing of 

samples 

according to 

test 

None 15 Minutes Medical 

Technologist 

2.6 Writes results in 

result form 

None 10 Minutes Medical 

Technologist 

2.7 Forwards results 

to OPD 

releasing area 

None 5 Minutes  Laboratory 

Aide/MTOD 

 

Total  1 Hour  
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VII.   Serology Tests (Inpatient Department) 

 

Routine Serology tests for admitted patients 

Salmonella typhi Rapid Test (Typhidot), Dengue NS1, Serum H. pylori   

Availability of Service: 6:00 AM to 9:00 PM DAILY 

 

Office or Division: Davao Oriental Provincial Hospital - Lupon 

Classification: Simple 

Type of Transaction: G2C - Government to Citizen 

Who may avail: Inpatients 

Checklist of Requirements Where to Secure 

▪ Laboratory request form ▪ Attending Physician/Nurse 

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1 Presents 

request to 

Laboratory 

Aide or 

MedTech On-

Duty (MTOD) 

1.1 Forwards 

request to 

Phlebotomist/ 

MTOD 

 

Serology 

Request 

Fee  

(Refer to 

approved 

schedule 

of fees 

Annex A) 

2 Minutes 

 

Laboratory 

Aide/MTOD 

 

2 Go back to 

ward and 

wait for 

Phlebotomist 

to collect 

blood from 

patient. 

 

2.1 Collects blood 

requests from 

receiving area 

and sorts them 

according to 

patient 

location. 

None 5 Minutes Phlebotomist/       

MTOD 

2.2 Proceeds to 

wards and 

locates patient 

Identifies 

patient and 

prepares for 

blood collection 

None 8 Minutes Phlebotomist/       

MTOD 

 

2.3 Explains 

procedure to 

patient/watcher

, verifies patient 

identity 

None 

 

5 Minutes Phlebotomist/       

MTOD 

 

2.4 Collects blood 

sample from the 

patient and 

labels sample. 

None 5 Minutes Phlebotomist/       

MTOD 

 

2.5 Deliver samples 

and requests to 

None 5 Minutes Phlebotomist/       

MTOD 
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Serology 

Section 

 

2.6 Serology 

Section In-

Charge sorts out 

samples and 

corresponding 

requests 

None 10 Minutes Medical 

Technologist 

2.7 Waits for 

samples to clot 

and retract 

None 20 Minutes Medical 

Technologist 

2.8 Centrifuge 

samples 

None 10 Minutes 

 

Medical 

Technologist 

2.9 Checks serum 

integrity 

None 

 

5 Minutes 

 

Medical 

Technologist 
2.10 Prepares test kits 

according to 

test/s 

requested. 

None 

 

10 Minutes 

 

Medical 

Technologist 

 

2.11 Processing of 

samples  

None 

 

20 Minutes 

 

Medical 

Technologist 
2.12 Writes results in 

result form 

None 

 

10 Minutes 

 

Medical 

Technologist 
2.13 Forwards results 

to respective 

wards 

None 

 

5 Minutes 

 

Laboratory 

Aide/MTOD 

Total  2 Hours  
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VIII. Serology Tests (Outpatient Department) 

 

Routine Serology tests for admitted patients 

Salmonella typhi Rapid Test (Typhidot), Dengue NS1, Serum H. pylori   

Availability of Service: 6:30 AM to 9:00 PM DAILY 

 

Office or Division: Davao Oriental Provincial Hospital - Lupon 

Classification: Simple 

Type of Transaction: G2C - Government to Citizen 

Who may avail: Outpatients and Walk-In Patients 

Checklist of Requirements Where to Secure 

▪ Laboratory request form ▪ Doctor 

▪ Approved socialized request form 

(if any)  

▪ Social Worker 

▪ Official Receipt for paid Serology 

Request (except for Dengue NS1 

– free of charge) 

▪ Cashier 

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1 Wait for the 

Phlebotomist 

at the 

extraction 

area and 

present 

request and 

official 

receipt to 

Phlebotomist 

1.1 Verifies request 

and arranges 

them according 

to first-come, 

first-served basis 

 

Serology 

Request 

Fee  

(Refer to 

approved 

schedule 

of fees 

Annex A) 

 

10 Minutes 

 

Phlebotomist/       

MTOD 

 

2 Proceed to 

Blood 

extraction 

chair for 

blood sample 

collection 

 

2.1 Calls patient by 

their last name 

None 1 Minute Phlebotomist/       

MTOD 

2.2 Verifies Patient 

Identity with the 

blood request 

form 

None 

 

1 Minute Phlebotomist/       

MTOD 

 

2.3 Explains 

procedure to 

patient/watcher 

None 

 

5 Minutes 

 

Phlebotomist/       

MTOD 

 

2.4 Collects blood 

sample from the 

patient and 

labels sample 

None 5 Minutes Phlebotomist/       

MTOD 

 

2.5 Deliver samples 

and requests to 

Serology 

Section 

None 8 Minutes Phlebotomist/       

MTOD 
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2.6 Serology 

Section In-

Charge sorts out 

samples and 

corresponding 

requests 

None 10 Minutes Medical 

Technologist 

2.7 Waits for 

samples to clot 

and retract 

None 20 Minutes  Medical 

Technologist 

 

2.8 Centrifuge 

samples 

None 

 

10 Minutes 

 

Medical 

Technologist 

2.9 Checks serum 

integrity 

None 

 

5 Minutes Medical 

Technologist 
2.10 Prepares test kits 

according to 

test/s requested 

None 

 

10 Minutes 

 

Medical 

Technologist 

 
2.11 Processing of 

samples  

None 

 

20 Minutes 

 

Medical 

Technologist 
2.12 Writes results in 

result form 

None 

 

10 Minutes 

 

Medical 

Technologist 
2.13 Forwards results 

to OPD 

releasing area 

None 

 

5 Minutes 

 

Laboratory 

Aide/MTOD 

Total  2 Hours  
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IX.   Direct Sputum Smear Microscopy (Inpatient Department) 

 

Availability of Service: Mondays - Fridays  

Receiving of samples cut-off:  8:00 AM 

Releasing of results: 4:00 PM of same day 

 

Office or Division: Davao Oriental Provincial Hospital - Lupon 

Classification: Simple 

Type of Transaction: G2C - Government to Citizen 

Who may avail: Inpatients 

Checklist of Requirements Where to Secure 

▪ Fully Accomplished DSSM 

Request/Result Form  

▪ Attending Physician/Nurse 

▪ Negative RAT/RT-PCR Test  ▪ Social Worker 

▪ 2 Sputum samples – 1st) Early 

morning; 2nd) after 1 hour of first 

sample  

▪ Cashier 

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1 Submit 

sputum 

Samples 

together with 

DSSM 

request/result 

form 

1.1 Check the 

correctness of 

data written on 

both container 

and the request 

form 

Free of 

charge 

 

5 minutes 

 

Laboratory 

Aide/MTOD 

 

1.2 Receive request 

form and two 

sputum samples 

2 Wait for the 

laboratory 

result 

2.1 Staining and 

drying of slides 

None 2 Hours Laboratory 

Aide 

2.2 Reading of 

stained slides 

None 

 

40 Minutes Medical 

Technologist 

2.3 Writing of results 

in DSSM result 

form 

None 

 

15 Minutes 

 

Medical 

Technologist 

2.4 Forwards results 

to respective 

wards 

None 4:00 PM Medical 

Technologist 

Total  3 Hours  
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X.   Gram Stain (Inpatient & Outpatient Department) 

 

Availability of Service: 8:00 AM - 4:00 PM DAILY 

 

Office or Division: Davao Oriental Provincial Hospital - Lupon 

Classification: Simple 

Type of Transaction: G2C - Government to Citizen 

Who may avail: Inpatients, Outpatients and Walk-In Patients 

Checklist of Requirements Where to Secure 

▪ Laboratory result form  ▪ Doctor/Nurse 

▪ Vaginal smear (2 slides)  ▪ Social Worker 

▪ Official Receipt for paid Gram 

Stain Request  

▪ Cashier 

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1 Submit 

vaginal 

smear 

together with 

laboratory 

request form 

1.1 Receives 

request form 

and vaginal 

smear samples 

Gram stain 

fee  

(Refer to 

approved 

schedule 

of fees) 

5 minutes 

 

Laboratory 

Aide/MTOD 

 

2 Wait for the 

laboratory 

result 

 

 

 

2.1 Microbiology 

Section In-

Charge sorts out 

samples and 

corresponding 

requests 

None 

 

10 Minutes 

 

Medical 

Technologist 

 

2.2 Staining and 

drying of slides 

None 

 

60 Minutes 

 

Laboratory 

Aide 

2.3 Reading of 

stained slides 

None 

 

25 Minutes 

 

Medical 

Technologist 

2.4 Forwards results 

to respective 

wards 

None 5 Minutes 

 

Medical 

Technologist 

Total  2 Hours  
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XI.   Blood Smear for Malarial Parasite (Inpatient & Outpatient Department) 

 

Availability of Service: 8:00 AM - 4:00 PM DAILY 

 

Office or Division: Davao Oriental Provincial Hospital - Lupon 

Classification: Simple 

Type of Transaction: G2C - Government to Citizen 

Who may avail: Inpatients, Outpatients and Walk-In Patients 

Checklist of Requirements Where to Secure 

▪ Laboratory result form  ▪ Doctor/Nurse 

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1 Presents 

request to 

Laboratory 

Aide or 

MedTech On-

Duty (MTOD) 

1.1 Forwards 

request to 

Phlebotomist/ 

MTOD 

Free of 

charge 

5 minutes 

 

Laboratory 

Aide/MTOD 

 

2 Wait for the 

laboratory 

result 

 

 

 

2.1 Collects blood 

requests from 

receiving area 

and sorts them 

according to 

patient location 

None 

 

10 Minutes 

 

Phlebotomist/       

MTOD 

 

2.2 Proceeds to 

wards and 

locates patient 

Identifies 

patient and 

prepares for 

blood collection 

None 

 

5 Minutes 

 

Phlebotomist/       

MTOD 

2.3 Explains 

procedure to 

patient/watcher

, verifies patient 

identity 

None 

 

5 Minutes 

 

Phlebotomist/       

MTOD 

 

2.4 Collects blood 

sample from the 

patient and 

labels sample 

None 5 Minutes 

 

Phlebotomist/       

MTOD 

 

2.5 Deliver samples 

and requests to 

Microbiology 

Section 

None 

 

5 Minutes 

 

Phlebotomist/       

MTOD 

 

2.6 Microbiology 

section in-

None 

 

10 Minutes 

 

Medical 

Technologist 



 

 

153 | P a g e  
 

charge sorts out 

samples and 

corresponding 

requests 

 

2.7 Staining and 

drying of slides 

None 

 

40 Minutes Medical 

Technologist 

2.8 Reading of 

stained slides 

None 

 

20 Minutes 

 

Medical 

Technologist 

2.9 Writing of results  None 10 Minutes Medical 

Technologist 
2.10 Forwards result 

to respective 

wards/OPD 

releasing area 

None 

 

5 Minutes 

 

Laboratory 

Aide/MTOD 

Total  2 Hours  
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XII.   Expanded Newborn Screening Blood Collection 

 

Blood is extracted via heel prick and collected onto the special filter cards which can 

diagnose 29 newborn disorders. 

Availability of Service: 1:00 PM - 4:00 PM DAILY 

 

Office or Division: Davao Oriental Provincial Hospital - Lupon 

Classification: Simple 

Type of Transaction: G2C - Government to Citizen 

Who may avail: >24 hour-born babies (Admitted and Out born) 

Checklist of Requirements Where to Secure 

▪ Fully Accomplished Newborn 

Screening Form  

▪ Nurse 

▪ PhilHealth Approved 

Card/Official Receipt for paid 

ENBS (if non-PhilHealth) 

▪ Claims Section/Cashier 

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1 Submit fully 

accomplishe

d Newborn 

Screening 

Form 

together with 

proof of 

payment 

1.1 Receive and 

review 

completeness 

of form 

ENBS fee 

(Refer to 

approved 

schedule 

of fees) 

 

5 Minutes 

 

Laboratory 

Aide/MTOD 

 

1.2 Fill-up Expanded 

Newborn 

Screening 

Filter Card 

10 Minutes Medical 

Technologist 

 

2 Mother/Watc

her brings 

baby to the 

laboratory at 

the assigned 

time of 

collection 

2.1 Extraction of 

blood via heel 

prick 

None 5 Minutes DOH-Trained 

Medical 

Technologist 

2.2 Conduct an 

information 

drive about the 

importance of 

Newborn 

Screening 

None 

 

10 Minutes DOH-Trained 

Medical 

Technologist 

 

Total  30 Minutes 

per baby 
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XIII. COVID-19 Rapid Antigen Testing (Inpatient Department) 

 

Availability of Service: 8:00 AM to 10:00 PM DAILY (Collection is every 2 hours) 

 

Office or Division: Davao Oriental Provincial Hospital - Lupon 

Classification: Simple 

Type of Transaction: G2C - Government to Citizen 

Who may avail: Inpatients    

Checklist of Requirements Where to Secure 

▪ Laboratory Request Form ▪ Attending Physician/Nurse 

▪ Official Receipt for paid Rapid 

Antigen Testing 

▪ Cashier 

▪ Fully accomplished Case 

Investigation Form (CIF) 

▪ Nurse 

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1 Present 

request to 

Laboratory 

Aide or 

MedTech On-

Duty (MTOD) 

together with 

proof of 

payment and 

fully 
accomplished 
CIF 

1.1 Forwards 

request to 

MTOD 

Rapid 

Antigen 

Testing 

Fee  

(Refer to 

approved 

schedule 

of fees) 

 

2 Minutes 

 

Laboratory 

Aide/MTOD 

 

1.2 Verifies 

completeness 

of CIF 

2 Mother/Watc

her brings 

baby to the 

laboratory at 

the assigned 

time of 

collection 

2.1 Collects RAT 

requests from 

receiving area 

and sorts them 

according to 

patient 

location. 

None 8 Minutes Medical 

Technologist 

2.2 Prepares 

extraction tubes 

and buffer and 

labels them 

accordingly 

None 

 

10 Minutes Medical 

Technologist 

2.3 Proceeds to 

wards and 

locates patient                 

Identifies 

patient for 

collection 

None 

 

5 Minutes 

 

Medical 

Technologist 
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2.4 Explains 

procedure to 

patient/watcher

, verifies patient 

identity 

None 

 

5 Minutes 

 

Medical 

Technologist 

 

2.5 Collects swab 

sample from the 

patient and 

labels sample 

None 

 

5 Minutes 

 

Medical 

Technologist 

 

2.6 Processing of 

samples 

None 

 

15 Minutes 

 

Medical 

Technologist 

2.7 Writes results in 

result form 

None 5 Minutes Medical 

Technologist 

2.8 Forwards result 

to respective 

wards 

None 

 

5 Minutes Medical 

Technologist 

Total  1 Hour  
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XIV. COVID-19 Rapid Antigen Testing (Outpatient Department) 

 

Availability of Service: 10:00 AM and 4:00 PM only; DAILY 

Office or Division: Davao Oriental Provincial Hospital - Lupon 

Classification: Simple 

Type of Transaction: G2C - Government to Citizen 

Who may avail: Outpatients and Walk-In Patients 

Checklist of Requirements Where to Secure 

▪ Laboratory Request Form ▪ Doctor/Nurse  

▪ Official Receipt for paid Rapid 

Antigen Testing 

▪ Cashier 

▪ Fully accomplished Case 

Investigation Form (CIF) 

▪ Nurse 

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1 1. Present 

request to 

Laboratory 

Aide or 

MedTech On-

Duty (MTOD) 

together with 

proof of 

payment and 

fully 
accomplished 
CIF 

1.1 Forwards 

request to 

MTOD 

Rapid 

Antigen 

Testing 

Fee  

(Refer to 

approved 

schedule 

of fees) 

 

2 Minutes 

 

Laboratory 

Aide/MTOD 

 

1.2 Verifies 

completeness 

of CIF 

2 Go back to 

OPD area 

and wait 

forscheduled 

specimen 

collection 

time 

 

2.1 Collects RAT 

requests from 

receiving area 

and sorts them 

according to 

first come, first 

serve basis 

None 8 Minutes Medical 

Technologist 

2.2 Prepares 

extraction tubes 

and buffer and 

labels them 

accordingly 

None 

 

10 Minutes Medical 

Technologist 

2.3 Proceeds to 

OPD area and 

locates patient             

Identifies 

patient for 

collection 

None 

 

5 Minutes 

 

Medical 

Technologist 
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2.4 Explains 

procedure to 

patient/watcher

, verifies patient 

identity 

None 

 

5 Minutes 

 

Medical 

Technologist 

 

2.5 Collects swab 

sample from the 

patient and 

labels sample 

None 

 

5 Minutes 

 

Medical 

Technologist 

 

2.6 Processing of 

samples 

None 

 

15 Minutes 

 

Medical 

Technologist 

2.7 Writes results in 

result form 

None 5 Minutes Medical 

Technologist 

2.8 Forwards result 

to respective 

wards 

None 

 

5 Minutes Medical 

Technologist 

Total  1 Hour  
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XV. Duplicate/Second Copy of Results 

 

Availability of Service: 8:00 AM - 4:00 PM, Mondays to Fridays except Holidays  

Office or Division: Davao Oriental Provincial Hospital - Lupon 

Classification: Simple 

Type of Transaction: G2C - Government to Citizen 

Who may avail: Outpatients and Walk-In Patients 

Checklist of Requirements Where to Secure 

▪ Official Receipt for paid 

Duplicate of Results 

▪ Cashier 

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1 Present 

Official 

Receipt to 

Medical 

Records 

Department 

1.1 Verifies details 

of requesting 

party for 

retrieval of 

charts 

Duplicate 

Copy of 

Results Fee 

(Refer to 

approved 

schedule 

of fees) 

 

10 Minutes 

 

Medical 

Records Clerk 

 

1.2 Retrieves 

patient records 

20 minutes 

 

Medical 

Records Clerk 

2 Go back to 

OPD area 

and wait for 

scheduled 

specimen 

collection 

time 

 

2.1 Medical 

Records Clerk 

forwards 

patient’s 

records to the 

laboratory 

None 5 Minutes Medical 

Records Clerk 

2.2 Laboratory Aide 

verifies patient’s 

record and 

forwards it to 

MTOD 

None 

 

5 Minutes Laboratory 

Aide/MTOD 

2.3 MTOD 

duplicates 

results 

None 

 

15 Minutes 

 

Medical 

Technologist 

2.4 Forwards 

duplicate results 

to OPD 

releasing area 

None 

 

5 Minutes 

 

Laboratory 

Aide/MTOD 

Total  1 Hour  
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XVI. HIV Counseling and Testing for Outpatients 

 

Due to ongoing Covid-19 situation, these services are for special cases only. The clients 

that will be catered for HIV Screening are the following: 

a. Partner of infected client 

b. Children of infected Mother 

c. Client for Confirmatory Test 

 

Office or Division: Davao Oriental Provincial Hospital - Lupon 

Classification: Simple 

Type of Transaction: G2C - Government to Citizen 

Who may avail: Out-patients; Walk-In patients and referred patients from 

other hospitals/clinics 

Checklist of Requirements Where to Secure 

▪ Valid Identification Card (ID) ▪ Patient 

▪ Information sheet, filled out, for 

new clients 

▪ Patient 

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1 Present ID 

and client’s 

information 

sheet 

1.1 Verifies client 

details 

Free of 

Charge 

5 Minutes 

 

Counselor 

HACT 

2 Undergoes 

Pre-testing 

and 

Counseling  

 

 

2.1 Provides lecture 

on HIV/AIDS 

None 15 minutes 

 

Counselor 

HACT 

2.2 Conducts 

counseling and 

assessment 

None 

 

20 Minutes Counselor 

HACT 

2.3 Provides 

schedule of the 

release of results 

None 

 

5 Minutes 

 

Counselor 

HACT 

3 Undergoes 

blood 

extraction 

3.1 Prepares 

materials and 

prepares the 

patient for 

blood 

extraction 

None 

 

5 Minutes 

 

Medical 

Technologist 

HACT 

3.2 Verifies the 

patient identity 

and extracts 

blood 

None 

 

5 Minutes 

 

Medical 

TechnologistH

ACT 

 

3.3 Processing of 

sample 

None 

 

15 Minutes Medical 

Technologist 

HACT 
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3.4 Releases results 

to HACT 

Counselor 

None 

 

5 Minutes 

 

Medical 

Technologist 

HACT 

4 Undergoes 

Post-Test 

and 

Counseling 

4.1 Explains the 

result of HIV 

screening and 

emphasize the 

importance of 

the test 

None 

 

15 Minutes 

 

Counselor 

HACT 

4.2 Assesses the 

understanding 

of the client 

about HIV test 

None 

 

15 Minutes 

 

Counselor 

HACT 

 

Total  1 Hour, 45 

Minutes 
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XVII. HIV Counseling and Testing for Admitted Patients 

 

Availability of Service: 8:00 AM to 3:00 PM; Mondays to Fridays except Holidays 

 

Office or Division: Davao Oriental Provincial Hospital - Lupon 

Classification: Simple 

Type of Transaction: G2C - Government to Citizen 

Who may avail: Inpatients 

Checklist of Requirements Where to Secure 

▪ Referral form  ▪ Attending Physician 

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1 Undergoes 

Pre-testing 

and 

Counseling 

through 

phone call 

1.1 Provides 

lecture on 

HIV/AIDS 

None 15 Minutes 

 

Counselor 

HACT 

1.2 Conducts 

counseling and 

assessment 

None 

 

20 Minutes 

 

Counselor 

HACT 

1.3 Provides 

schedule of the 

release of results 

None 

 

5 Minutes 

 

Counselor 

HACT 

2 Undergoes 

blood 

extraction 

 

2.1 Prepares 

materials and 

prepares the 

patient for 

blood 

extraction 

None 

 

5 minutes 

 

Medical 

Technologist 

HACT 

2.2 Goes to 

assigned ward 

None 

 

5 Minutes Medical 

Technologist 

HACT 

2.3 Verifies the 

patient identity 

and extracts 

blood 

None 

 

5 Minutes 

 

Medical 

Technologist 

HACT 

2.4 Processing of 

sample 

None 15 Minutes Medical 

Technologist 

HACT 

2.5 Releases results 

to HACT 

Counselor 

None 

 

5 Minutes Medical 

TechnologistH

ACT 

3 Undergoes 

Post-Test 

3.1 Provides HIV 

result 

None 

 

5 Minutes 

 

Counselor 

HACT 
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and 

Counseling 

3.2 Explains the 

result of HIV 

screening and 

emphasize the 

importance of 

the test 

None 

 

15 Minutes 

 

Counselor 

HACT 

Total  1 Hour, 35 

Minutes 
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I.   Provision of All Available Drugs/Medicines/Medical Supplies and Other   

      Pharmaceuticals (Cash Transaction Pricing for Regular Client)    

 

A Provision of available needs of OPD Paying Patients 

Availability of Service: 24 hours  

Office or Division: Davao Oriental Provincial Hospital - Lupon 

Classification: Simple 

Type of Transaction: G2C - Government to Citizen 

Who may avail: Outpatients 

Checklist of Requirements Where to Secure 

The following requirements must have 

the complete information pursuant to 

RA 6675 (Generics Law). Invalid 

prescription will not be accepted for 

processing.   

 

▪ Physicians' prescription outside 

DOPH-Lupon  

▪ Where patient seek consultation 

  

▪ DOPH-Lupon Prescription Form ▪ Nurse Station at the OPD, where 

patient presently consulted 

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1 Submits 

Medical 

Charge Slip 

and Patient's 

Chart (out-

patient) 

1.1 Accept 

prescription 

from the client 

and process the 

prescription by 

checking 

availability of 

requested items 

None 2 Minutes 

 

Pharmacist on 

Duty 

2 Inform the 

pharmacy 

personnel 

which of the 

listed items 

will be 

bought and 

the quantity 

to be 

purchased 

2.1 Process 

transaction 

None 

 

5 Minutes 

 

Pharmacist on 

Duty 

2.2 Compute the 

total cost of the 

item/s 

requested in the 

prescription 

then return the 

prescription and 

inform client the 

total amount to 

be paid at the 

Cashier 

Note: 

Maximum one 

(1) month 
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maintenance 

medications 

 

One week for 

antibiotics 

prescribed 

 

 

Total  7 Minutes  
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II.   Provision of All Available Drugs/Medicines/Medical Supplies and Other   

      Pharmaceuticals (Cash Transaction - Availment of Medicines for Regular Client) 

    

Provision of available needs of OPD Paying Patients  

Availability of Service: 24 hours  

 

Office or Division: Davao Oriental Provincial Hospital - Lupon 

Classification: Simple 

Type of Transaction: G2C - Government to Citizen 

Who may avail: Outpatients 

Checklist of Requirements Where to Secure 

The following requirements must have 

the complete information pursuant to 

RA 6675 (Generics Law). Invalid 

prescription will not be accepted for 

processing.   

 

▪ Official Receipt ▪ Cashier   

▪ Physicians' prescription outside 

DOPH-Lupon 

▪ Physician of clinic where patient 

sought consultation  

▪ DOPH-Lupon Prescription Form ▪ Nurse Station at the OPD, where 

patient presently consulted 

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1 Present 

prescription 

to receiving 

window with 

the Official 

Receipt  

1.1 Accept 

prescription and 

check validity of 

the Official 

Receipt 

None 5 Minutes 

 

Pharmacist on 

Duty 

2 Receive 

purchased 

items and 

receipt 

2.1 Issue the items 

and receipt to 

the client 

None 10 Minutes Pharmacist on 

Duty 

Total  15 Minutes  
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III.   Provision of All Available Drugs/Medicines/Medical Supplies and Other  

      Pharmaceuticals (Cash Transaction- Pricing Senior Citizen/PWD)    

 

Provision of available needs of paying Senior Citizen/PWD Patients   

Availability of Service: 24 hours  

 

Office or Division: Davao Oriental Provincial Hospital - Lupon 

Classification: Simple 

Type of Transaction: G2C - Government to Citizen 

Who may avail: DOPH-Lupon patients/Patients of Physicians aged 60 years 

old and beyond (Senior Citizen), or person with disability 

(PWD) 

Checklist of Requirements Where to Secure 

The following requirements must have 

the complete information pursuant to 

RA 6675 (Generics Law). Invalid 

prescription will not be accepted for 

processing. 

 

▪ Personalized Physician's 

Prescription 

▪ Physician of clinic where patient 

sought consultation 

▪ DOPH-Lupon Prescription Form ▪ Nurse Station at the OPD, where 

patient presently consulted 

▪ Medical Abstract ▪ Nurse Station at the OPD, where 

patient presently consulted 

Principal 

▪ Senior Citizen ID or PWD  

 

▪ Local Government Unit 

OSCA or PWD Medical Booklet 

▪ Medical Abstract  

 

▪ Physician of clinic where patient 

sought consultation 

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1 Present client 

prescription 

and other 

pertinent 

documents 

to receiving 

window to 

avail discount 

and for 

validation 

1.1 Accept 

prescription and 

check 

completeness 

of required 

information, 

validity and 

requirements 

None 5 Minutes 

 

Pharmacist on 

Duty 

1.2 Process the 

prescription by 

checking 

availability of 

requested 

item/s 
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2 Inform which 

of the listed 

items will be 

bought and 

the quantity 

to be 

purchased 

2.1 Process 

transaction on 

HIS and inform 

client the total 

amount to be 

paid 

None 

 

10 Minutes 

 

Pharmacist on 

Duty 

2.2 Return the 

prescription to 

the client 

2.3 Instruct the 

client to bring 

the prescription 

to the cashier 

and pay the 

indicated 

amount 

Note: 

a) Maximum 

one (1) month 

maintenance 

medications. 

b) One (1) week 

for antibiotics 

prescribed 

Total  15 Minutes  
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IV.   Provision of All Available Drugs/Medicines/Medical Supplies and Other 

      Pharmaceuticals (Cash Transaction - Availment Senior Citizen/PWD)   

 

P Provision of available needs of paying Senior Citizen/PWD Patients   

Availability of Service: 24 hours  

 

Office or Division: Davao Oriental Provincial Hospital - Lupon 

Classification: Simple 

Type of Transaction: G2C - Government to Citizen 

Who may avail: Inpatients aged 60 years old and beyond (Senior Citizen) or 

person with disability (PWD) 

Checklist of Requirements Where to Secure 

The following requirements must have 

the complete information pursuant to 

RA 6675 (Generics Law). Invalid 

prescription will not be accepted for 

processing. 

 

▪ Personalized Physician's 

Prescription 

▪ Physician of clinic where patient 

sought consultation 

▪ DOPH-Lupon Prescription Form ▪ Nurse Station at the OPD, where 

patient presently consulted 

▪ Medical Abstract ▪ Nurse Station at the OPD, where 

patient presently consulted 

Principal 

▪ Senior Citizen ID or PWD  

 

▪ Local Government Unit 

OSCA or PWD Medical Booklet 

▪ Medical Abstract  

 

▪ Physician of clinic where patient 

sought consultation 

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1 Present client 

prescription 

to receiving 

window with 

Official 

Receipt and 

other 

pertinent 

documents 

1.1 Accept 

prescription and 

check 

completeness 

of required 

information, 

validity, and 

requirements 

None 2 Minutes 

 

Pharmacist on 

Duty 
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2 Receive 

purchased 

items, receipt 

and other 

documents 

2.1 Record 

transaction on 

the medicine 

booklet and 

issue the items 

and receipt to 

the client 

including 

documents 

presented 

None 

 

10 Minutes 

 

Pharmacist on 

Duty 

Total  12 Minutes  
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V.   Provision of All Available Drugs/Medicines/Medical Supplies and other 

      Pharmaceuticals (Cash Transaction - PRICING for Admitted Patients) 

 

Provision of available needs of admitted paying patients 

Availability of Service: 24 Hours 

 

Office or Division: Davao Oriental Provincial Hospital - Lupon 

Classification: Simple 

Type of Transaction: G2C - Government to Citizen 

Who may avail: Clients admitted in DOPH-Lupon and ER Patients 

Checklist of Requirements Where to Secure 

The following requirements must have 

the complete information pursuant to 

RA 6675 (Generics Law). Invalid 

prescription will not be accepted for 

processing. 

 

▪ DOPH-Lupon Prescription Form ▪ Doctors 

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1 Present 

DOPH-Lupon 

prescription 

and Pink 

card to 

receiving 

window for 

validation 

 

 

 

1.1 Receive the 

prescription 

from the client 

and process the 

prescription by 

checking 

availability of 

requested item 

None 20 Minutes 

 

Pharmacist on 

Duty 

1.2 Compute the 

total cost of the 

item/s 

requested in the 

prescription 

1.3 Return the 

prescription 

(with the total 

amount) to the 

client 

1.4 Instruct the 

client to bring 

the prescription 

(with the total 

amount) to the 

cashier and pay 

the indicated 

amount 

Total  20 Minutes  
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VI.  Provision of All Available Drugs/Medicines/Medical Supplies and other 

      Pharmaceuticals (Cash transaction- AVAILMENT- for admitted paying patient) 

 

Provision of available needs of admitted paying patients 

Availability of Service: 24 Hours 

 

Office or Division: Davao Oriental Provincial Hospital - Lupon 

Classification: Simple 

Type of Transaction: G2C - Government to Citizen 

Who may avail: Clients admitted in DOPH-Lupon and ER Patients 

Checklist of Requirements Where to Secure 

The following requirements must have 

the complete information pursuant to 

RA 6675 (Generics Law). Invalid 

prescription will not be accepted for 

processing. 

 

▪ DOPH-Lupon Prescription Form ▪ Doctors 

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1 Present 

DOPH-Lupon 

prescription 

and Official 

Receipt 

(proof of 

payment) at 

the 

dispensing 

area 

1.1 Fill the 

prescription 

None 5 Minutes 

 

Pharmacist on 

Duty 

2 Receive/ 

claim the 

item/s 

2.1 Issue the 

purchased 

item/s to the 

client 

None 5 Minutes Pharmacist on 

Duty 

Total  10 Minutes  
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VII.  Provision of All Available Drugs/Medicines/Medical Supplies and other 

      Pharmaceuticals (PHIC Patient in Service Ward and Pay Ward) 

 

Provision of available needs of PHIC Patient in service ward and pay ward  

Availability of Service: 24 Hours 

 

Office or Division: Davao Oriental Provincial Hospital - Lupon 

Classification: Simple 

Type of Transaction: G2C - Government to Citizen 

Who may avail: Clients admitted in Service Ward and Pay Ward 

Checklist of Requirements Where to Secure 

The following requirements must have 

the complete information pursuant to 

RA 6675 (Generics Law). Invalid 

prescription will not be accepted for 

processing.  

 

▪ DOPH-Lupon Prescription Form ▪ Doctors 

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1 Present 

DOPH-Lupon 

prescription 

and Official 

Receipt 

(proof of 

payment) at 

the 

dispensing 

area 

1.1 Fill the 

prescription 

None 1 Hour 

 

Pharmacist on 

Duty 

1.2 Inform the client 

that they will 

receive a call if 

request is ready 

for pick up 

1.3 Process the 

prescription by 

checking 

availability of 

requested items 

1.4 Encode the 

requested items 

for charging 

1.5 Print issuance 

log book 

1.6 Prepare all the 

items encoded 

1.7 Call the client if 

the requested 

items are ready 

for pick up 

2  Approach 

the releasing 

personnel  

Receive/ 

2.1 Issue the 

purchased 

item/s to the 

client 

None 5 Minutes Pharmacist on 

Duty 
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claim the 

item/s 

 

 

2.2 Request to sign 

on the space 

provided in the 

issuance report 

Total  1 Hour, 2 

Minutes 
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VIII. Replacement of all Available Drugs/Medicines/Medical Supplies and other 

      Pharmaceuticals in the Emergency Cart 

 

Provision of Emergency Cart Replacement of the different wards/units/clinics of the 

hospital 

Availability of Service: 24 Hours 

 

Office or Division: Davao Oriental Provincial Hospital - Lupon 

Classification: Simple 

Type of Transaction: G2C - Government to Citizen 

Who may avail: All Wards, Units, Clinics of the Hospital 

Checklist of Requirements Where to Secure 

The following requirements must have 

the complete information pursuant to 

RA 6675 (Generics Law). Invalid 

prescription will not be accepted for 

processing.  

 

▪ Requisition and Issue Slip ▪ Requesting Unit/Wards/Clinics  

▪ DOPH-Lupon Prescription Form  ▪ Doctor(s)   

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1 Submit 

Requisition 

and Issue Slip 

(RIS) for 

regular stocks 

while for 

consignment 

and 

medicines 

and supply 

prescriptions 

1.1 Receive the 

Requisition and 

Issue Slip for 

regular stock/s 

prescription for 

consignment, 

medicines, and 

supplies 

None 30 Minutes 

 

Pharmacist on 

Duty 

1.2 Check RIS versus 

Stock on Hand 

1.3 Process and fill 

the request RIS 

1.4 Call the client 

and ask to sign 

over printed 

name at the 

space provided 

(RIS and Ward 

Stock Logbook) 
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2 Approach 

the releasing 

counter to 

receive the 

Emergency 

Cart 

Replacement 

 

 

2.1 Issue the 

requested 

Emergency Cart 

Replacement 

Drugs 

None 5 Minutes Pharmacist on 

Duty 

Total  35 Minutes  
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IX.   Provision of all Available Drugs/Medicines/Medical Supplies and other  

      Pharmaceuticals 

 

Provision of available needs of Service Ward and Pay Ward patients with PHIC 

Availability of Service: 24 Hours 

 

Office or Division: Davao Oriental Provincial Hospital - Lupon 

Classification: Simple 

Type of Transaction: G2C - Government to Citizen 

Who may avail: Clients with PHIC admitted in Service Ward and Pay Ward 

Checklist of Requirements Where to Secure 

The following requirements must have 

the complete information pursuant to 

RA 6675 (Generics Law). Invalid 

prescription will not be accepted for 

processing.  

 

▪ DOPH-Lupon Prescription Form  ▪ Doctor(s)   

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1 Present 

prescription 

and PHIC 

Card to 

receiving 

window 

1.1 Receive the 

prescription 

from the client 

None 10 Minutes 

 

Pharmacist on 

Duty 

1.2 Process the 

prescription by 

checking 

availability of 

requested items 

1.3 Encode the 

requested items 

on HIS for 

charging 

1.4 Prepare all the 

items encoded 

2 Receive/ 

claim the 

item/s 

2.1 Issue the 

requested 

item/s 

None 2 Minutes Pharmacist on 

Duty 

Total  12 Minutes  
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X.   Provision of all available drugs/Medicines/Medical Supplies and Other  

      Pharmaceuticals (Charge to Donor with Government Funds) (MAIP) for  

      Consignment and Regular Stocks 

 

Provision of available needs of patients charge donor with government funds (MAIP) 

Availability of Service: 24 Hours 

 

Office or Division: Davao Oriental Provincial Hospital - Lupon 

Classification: Simple 

Type of Transaction: G2C - Government to Citizen; G2G – Government to 

Government 

Who may avail: DOPH-Lupon Outpatients, Employees, Patients admitted in 

DOPH-Lupon, Patients in different hospital with donor from 

government 

Checklist of Requirements Where to Secure 

The following requirements must have 

the complete information pursuant to 

RA 6675 (Generics Law). Invalid 

prescription will not be accepted for 

processing.  

 

▪ DOPH-Lupon prescription 

(Original with signature of the 

client   

▪ DOPH-Lupon Doctor(s)  

  

▪ Personalized Physicians 

Prescription with signature of the 

client  

▪ Physician of clinic where patient 

seek consultation   

▪ Approved Guarantee Letter 

(Original)  

▪ PAD (Public Assistance Desk) 

  

▪ Approved Guarantee Letter 

(Photocopy)  

▪ Client   

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1 Present 

prescription 

and PHIC 

Card to 

receiving 

window 

1.1 Accept and 

check 

completeness 

of required 

information, 

validity and 

requirements 

None 10 Minutes 

 

Pharmacist on 

Duty / 

Pharmacy 

Aide 

 

1.2 Process the 

prescription by 

checking 

availability of 

requested 

item/s 



 

 

180 | P a g e  
 

1.3 Process 

transaction on 

HIS for tracking 

and inventory 

1.4 Request 

additional 

payment if total 

amount of items 

exceeds the 

approved fund 

1.5 Instruct clients 

to pay at the 

cashier 

2 Present the 

prescription 

and Official 

Receipt with 

complete 

requirements 

to the 

releasing 

window 

2.1 Receive 

prescription with 

complete 

required 

documents 

None 10 Minutes Pharmacist on 

Duty 

3 Photocopy 

the 

guaranteed 

letter if the 

amount 

given by PAD 

is not 

consumed 

 

3.1 Fill the 

prescription 

3.2 Issue the items 

3.3 Stamp FS/MG to 

prescription 

3.4 Write SERVE to 

the original 

guaranteed 

letter with 

signature 

3.5 Return the 

original copy of 

the guaranteed 

letter if there is 

still balance 

3.6 Retain the 

original copy of 

the guaranteed 

letter if the 

approved funds 

are consumed 

3 Receive the 

items and 

 3. File 

prescription and 

None 

 

2 Minutes 

 

Pharmacist on 

Duty 
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other 

documents 

guarantee letter 

for transmittal 

Total  22 Minutes  
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Davao Oriental Provincial Hospital  

(Lupon) 

Nutrition and Dietetics Section (NDS) 

External Services 
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I.   Provision of Diet Counselling 

 

Availability of Service: 8:00 AM - 4:00 PM; Mondays to Fridays 

 

Office or Division: Davao Oriental Provincial Hospital - Lupon 

Classification: Simple 

Type of Transaction: G2C - Government to Citizen; G2G – Government to 

Government 

Who may avail: All patients needing dietary counselling 

Checklist of Requirements Where to Secure 

▪ Referral Slip  ▪ Attending Physician   

▪ Patient's Data  ▪ Nurses Station  

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1 Present 

referral form 

for Dietary 

Counselling 

1.1 Receives referral 

form 

None 1 Minute Nutritionist – 

Dietitian 

1.2 Performs 

Nutritional 

Assessment 

based on the 

anthropometric 

data and 

medical 

diagnosis, and 

interviews 

patient's food 

intake/ 

preference 

None 

 

10 Minutes 

 

Nutritionist - 

Dietitian 

 

1.3 Computes for 

patient's Body 

Mass Index 

(BMI) to 

determine 

nutritional status 

and calculates 

recommended 

energy intake 

None 

 

5 Minutes 

 

Nutritionist - 

Dietitian 

 

1.4 Prepares 

patient's meal 

plan 

None 

 

10 Minutes 

 

Nutritionist - 

Dietitian 

Total  26 Minutes  
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II.   Provision of Diet Tags & Food Rations     

 

Availability of Service: 6:00 AM - 7:00 PM; Mondays to Sundays 

 

Office or Division: Davao Oriental Provincial Hospital - Lupon 

Classification: Simple 

Type of Transaction: G2C - Government to Citizen; G2G – Government to 

Government 

Who may avail: All Admitted Patients 

Checklist of Requirements Where to Secure 

▪ Patient's Data    ▪ Nurses Station   

▪ Patient's Diet Meal Plan ▪ Nurses Station  

▪ Diet Tags ▪ Food Service Worker 

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1 Provide 

patients' 

data 

 

1.1 Recording of 

patients' data 

and their diet 

meal plans in a 

list and assigns 

diet number 

tags at the 

Nurses Station. 

None 5 Minutes 

 

Nutritionist - 

Dietitian 

 

1.2 Getting the 

patients' diet 

requests/order 

forms at the 

Nurse Station 

None 

 

10 Minutes 

 

Food Service 

Worker 

 

1.3 Prepares food 

based on the 

patients' diet 

meal plan. 

None 

 

1 Hour 

 

Cook 

 

1.4 Preparing of 

diet tags 

None 

 

10 Minutes 

 

Food Service 

Worker 

1.5 Distributes diet 

tags to each 

patient in their 

respective 

rooms 

None 30 Minutes 

 

Food Service 

Worker 

 

1.6 Serves food 

rations to 

patients based 

on the 

scheduled 

distribution time: 

 

None 1 Hour Food Service 

Worker 
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Breakfast: 5:30 

AM - 6:30 AM 

Lunch: 10:45 AM 

- 11:30 AM 

Supper: 4:00 PM 

- 5:00 PM 

2 Receives 

food 

2.1 Serves meals 

according to 

diet prescription 

None 

 

1 Hour Food Service 

Worker 

Total  3 Hours, 45 

Minutes 
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Davao Oriental Provincial Hospital  

(Lupon) 

Birth Registration Services 

External Services 
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Annex B 

HEALTH INFORMATION MANAGEMENT DEPARTMENT 

Schedule of Fees 

Description Amount 

a) Retrieval Fee: 

▪ Medical Records filed 5 years > 18 years 

▪ Medical Records and Registry books 18 years and 

above 

 

 P 100.00 

100.00 

b) Certification 

▪ Medical Certificate   

▪ Certificate of Confinement   

▪ Certificate of No Record   

▪ Certificate to Support Late Filing of Birth/Death 

Certificate   

▪ Medical Certificate for Insurance with Supporting 

Documents 

 

 P 75.00 

75.00 

75.00 

75.00 

 

75.00 

c) Re-Issuances 

▪ Birth/Death Certificate   

▪ Medical Certificate   

 

 P 75.00 

75.00 

d) Authenticated Copy of Clinical Record  P 75.00 
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I.   Birth Registration of Newborns with Married Parents 

 

Birth Registration for MARRIED PARENTS 

Availability of Service: 8:00 AM - 5:00 PM; Mondays to Thursdays 

 

Office or Division: Davao Oriental Provincial Hospital - Lupon 

Classification: Simple 

Type of Transaction: G2C - Government to Citizen; G2G – Government to 

Government 

Who may avail: Parents of newborn delivered within the institution 

Checklist of Requirements Where to Secure 

▪ Birth Data Form ▪ Nurse Station/Birth Registration Unit 

▪ Birth Certificate of Parents ▪ PSA/LCR 

▪ Marriage Contract ▪ PSA/LCR 

▪ At least two (2) valid 

identification cards, if necessary: 

o Voter's ID 

o SSS 

o UMID 

o TIN ID 

o PRC (Updated) 

o Driver’s License (Updated) 

o Passport (Updated) 

o Company ID 

o School ID (Within the 

school year) 

o Police Clearance 

 

 

▪ COMELEC 

▪ SOCIAL SECURITY SYSTEM 

▪ Government Insurance System/SSS 

▪ Bureau of Internal Revenue (BIR) 

▪ Professional Regulation Commission  

▪ Land Transportation Office  

▪ Department of Foreign Affairs 

▪ Place of Employment 

▪ School 

 

▪ Police station 

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1 Present fully 

filled up Birth 

Data Form 

with 

requirements. 

 

1.1 Receive and 

validate entries 

in the Birth Data 

Form and 

requirements 

presented 

None 30 Minutes 

 

Birth 

Registration 

Staff-in-Charge   

Local Civil 

Registrar 

 

1.2 Transcribe data 

to Official Birth 

Certificate Form 

1.3 Proofread data 

and print draft 

copy of 

Certificate of 

Live Birth. 

1.4 Prepares 

patient's meal 

plan 
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2 Review all 

entries on the 

draft copy of 

the 

Certificate of 

Live Birth for 
completeness 
and 

accuracy. 

Affix 

signature on 

the draft 

copy of the 

Certificate of 

Live Birth. 

2.1 Print official 

copy of the 

Certificate of 

Live Birth and 

releases 

responsibility for 

Erroneous Entry 

Form 

None 

 

10 Minutes 

 

Birth 

Registration 

Staff-in-Charge   

Local Civil 

Registrar 

 

3 Affix 

signature on 

official 

copies: 

• Certificate 
of Live 

Birth 

• Release of 
Responsibility 
for 

Erroneous 

Entry 

 

 

3.1 Validate and 

check client's 

signature 

 

 

None 

 

5 Minutes 

 

Birth 

Registration 

Staff-in-Charge   

Local Civil 

Registrar 

 

 

4 Acknowledge 
receipt of 

Birth claim 

stub. 

4.1 Issue Birth claim 

stub and log at 

Birth Certificate 

issuance 

logbook 

None 

 

5 Minutes 

 

Birth 

Registration 

Staff-in-Charge   

Local Civil 

Registrar 

Total  50 Minutes  
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II.   Birth Registration (Processing of Certificate of Live Birth for Late Registration) 

 

Availability of Service: Per scheduled date  

 

Office or Division: Davao Oriental Provincial Hospital - Lupon 

Classification: Simple 

Type of Transaction: G2C - Government to Citizen; G2G – Government to 

Government 

Who may avail: Parents of newborn delivered within the institution 

Checklist of Requirements Where to Secure 

▪ Birth Data Form ▪ PSA/LCR 

▪ Marriage Contract (If married 

during the date of birth)  

▪ PSA/LCR 

▪ For unregistered claimed 

Certificate of Live Birth: 

o Affidavit of Explanation 

▪ Public Attorney's Office, Private 

Lawyer's Office 

▪ For Lost Certificate of Live Birth 

o Affidavit of loss   

▪ Public Attorney's Office, Private 

Lawyer's Office 

▪ Certificate of No Record  ▪ Local Civil Registrar (LCR) 

▪ Negative Certification of Birth  ▪ Philippine Statistics Authority (PSA) 

▪ Recent Community Tax 

Certificate (CEDULA)  

▪ Brgy. Hall/City Treasurer's Office 

▪ At least two (2) valid 

identification cards, if necessary: 

o Voter's ID 

o SSS 

o UMID 

o TIN ID 

o PRC (Updated) 

o Driver’s License (Updated) 

o Passport (Updated) 

o Company ID 

o School ID (Within the 

school year) 

o Police Clearance 

 

 

▪ COMELEC 

▪ SOCIAL SECURITY SYSTEM 

▪ Government Insurance System/SSS 

▪ Bureau of Internal Revenue (BIR) 

▪ Professional Regulation Commission  

▪ Land Transportation Office  

▪ Department of Foreign Affairs 

▪ Place of Employment 

▪ School 

 

▪ Police station 

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1 Present 

receipt with 

indicated 

schedule 

together with 

the 

requirements 

1.1 Check 

corresponding 

requirements 

None 25 Minutes  Birth 

Registration 

Staff-in-Charge   

Local Civil 

Registrar 
1.2 Verify the entry 

on the 

Certificate of 

Live Birth 
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1.3 Fills-out and 

print the 

Affidavit for 

Delayed 

Registration of 

Birth (back 

page). 

1.4 For re-issuance 

and lost copies, 

a draft copy of 

the Certificate 

of Live Birth is 

printed 

2 For Re-issuance 

and lost 

copies: Review 

all entries on 

the draft copy 

of the 

Certificate of 

Live Birth for 

completeness 

and accuracy. 

Affix signature 

on the draft 

copy of the 

Certificate of 

Live Birth 

2.1 Print official 

copy of the 

Certificate of 

Live Birth 

including the 

Affidavit for 

Delayed 

Registration of 

Birth (back 

page) and 

Release of 

Responsibility for 

Erroneous Entry 

Form. 

None 

 

10 Minutes 

 

Birth 

Registration 

Staff-in-Charge   

Local Civil 

Registrar 

 

3 Affix 

signature on 

official 

copies: 

• Certificate 
of Live 

Birth 

• Affidavit 

for 

Delayed 
Registration 
of Birth 

(back 

page) 

• Release of 
Responsibility 
for 

Erroneous 

Entry 

3.1 Validate and 

check client's 

signature 

 

 

None 

 

5 Minutes 

 

Birth 

Registration 

Staff-in-Charge   

Local Civil 

Registrar 
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4 Acknowledge 

receipt of 

Certificate of 

Live Birth 

4.1 Give 3 copies of 

the Certificate 

of Live Birth and 

instruct client to 

proceed to 

Local Civil 

Registrar (LCR) 

for birth 

registration 

None 

 

5 Minutes 

 

Birth 

Registration 

Staff-in-Charge   

Local Civil 

Registrar 

Total  45 Minutes  
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III.   Birth Registration (Request for Late Registration) 

 

➢ Clients who have the claim stub but was not able to get the Certificate of Live 

Birth of their child. 

➢ Clients who have received the Certificate of Live Birth but was not able to submit 

to the Local Civil Registrar  

➢ Clients who lost the Certificate of Live Birth  

Availability of Service: 8:00 AM - 12:00 NN to 1:00 PM - 5:00 PM, Mondays to Thursdays 

Except Holidays        

Office or Division: Davao Oriental Provincial Hospital - Lupon 

Classification: Simple 

Type of Transaction: G2C - Government to Citizen; G2G – Government to 

Government 

Who may avail: Parents of newborn delivered within the institution 

Checklist of Requirements Where to Secure 

▪ Birth Certificate of Parents ▪ PSA/LCR 

▪ Marriage Contract (If married 

during the date of birth)   

▪ PSA/LCR 

▪ For unregistered claimed 

Certificate of Live Birth:  

o Affidavit of Explanation 

▪ Public Attorney's Office, Private 

Lawyer's Office 

▪ For Lost Certificate of Live Birth 

o Affidavit of loss   

▪ Public Attorney's Office, Private 

Lawyer's Office 

▪ Certificate of No Record  ▪ Local Civil Registrar (LCR) 

▪ Negative Certification of Birth  ▪ Philippine Statistics Authority (PSA) 

▪ Recent Community Tax 

Certificate (CEDULA)  

▪ Brgy. Hall/City Treasurer's Office 

▪ At least two (2) valid 

identification cards, if necessary: 

o Voter's ID 

o SSS 

o UMID 

o TIN ID 

o PRC (Updated) 

o Driver’s License (Updated) 

o Passport (Updated) 

o Company ID 

o School ID (Within the 

school year) 

o Police Clearance 

 

 

▪ COMELEC 

▪ SOCIAL SECURITY SYSTEM 

▪ Government Insurance System/SSS 

▪ Bureau of Internal Revenue (BIR) 

▪ Professional Regulation Commission  

▪ Land Transportation Office  

▪ Department of Foreign Affairs 

▪ Place of Employment 

▪ School 

 

▪ Police station 

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1 Proceed to 

Medical 

1.1 Interview the 

client 

None 10 Minutes  Medical 

Records Staff 
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Records 

Office 

 

1.2 Instruct the 

client to comply 

the necessary 

requirements 

2 Present 

needed 

requirements 

2.1 Check and 

validate 

completeness 

of needed 

requirements 

Refer to 

approved 

schedule 

of fees 

Annex B 

 

10 Minutes 

 

Medical 

Records Staff 

2.2 Instruct patient 

to pay 

appropriate 

fees 

Total  20 Minutes  

 

 



 

 

195 | P a g e  
 

IV.    Birth Registration (Single Mothers) 

 

Newborn uses the SURNAME OF THE MOTHER ONLY 

Availability of Service: 8:00 AM to 5:00 PM, Mondays to Thursdays  

 

Office or Division: Davao Oriental Provincial Hospital - Lupon 

Classification: Simple 

Type of Transaction: G2C - Government to Citizen; G2G – Government to 

Government 

Who may avail: Mother of the newborn delivered within the institution 

Checklist of Requirements Where to Secure 

▪ Birth Data Form ▪ Nurse Station/Birth Registration Unit 

▪ Birth Certificate of Mother ▪ PSA/LCR 

▪ At least two (2) valid 

identification cards, if necessary: 

o Voter's ID 

o SSS 

o UMID 

o TIN ID 

o PRC (Updated) 

o Driver’s License (Updated) 

o Passport (Updated) 

o Company ID 

o School ID (Within the 

school year) 

o Police Clearance 

 

 

▪ COMELEC 

▪ SOCIAL SECURITY SYSTEM 

▪ Government Insurance System/SSS 

▪ Bureau of Internal Revenue (BIR) 

▪ Professional Regulation Commission  

▪ Land Transportation Office  

▪ Department of Foreign Affairs 

▪ Place of Employment 

▪ School 

 

▪ Police station 

▪ Mother or Father - for minor 

patients  

 

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1 Present fully 

filled up Birth 

Data Form 

with 

requirements 

1.1 Receive and 

validate entries 

in the Birth Data 

Form and 

requirements 

presented 

None 10 Minutes  Medical 

Records Staff 

 

1.2 Transcribe data 

to official Birth 

Certificate Form 

1.3 Proofread data 

and print draft 

copy of 

Certificate of 

Live Birth 
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2 Review all 

entries on the 

draft copy of 

the Certificate 

of Live Birth for 

completeness 

and accuracy. 

Affix signature 

on the draft 

copy of the 

Certificate of 

Live Birth. 

2.1 Print official 

copy of the 

Certificate of 

Live Birth and 

Release of 

Responsibility for 

Erroneous Entry 

Form. 

None 

 

10 Minutes 

 

Medical 

Records Staff 

3 Affix 

signature on 

official 

copies: 

• Certificate 
of Live 

Birth 

• Release of 
Responsibility 
for 

Erroneous 

Entry 

3.1 Validate and 

check client's 

signature 

 

 

None 

 

5 Minutes 

 

Medical 

Record Staff 

 

4 Acknowledge 
receipt of 

Certificate of 

Live Birth 

4.1 Issue Birth claim 

stub and log at 

Birth Certificate 

issuance 

logbook 

None 

 

5 Minutes 

 

Medical 

Records Staff 

 

4.2 Give 4 Copies of 

the Certification 

of Live Birth and 

instruct client to 

proceed to 

Local Civil 

Registrar (LCR) 

for birth. 

Local Civil 

Registrar 

 

Total  60 Minutes  
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V.   Birth Registration of Newborns with Unmarried Parents 

 

The caters to UNMARRIED PARENTS in which the newborn uses the surname of the 

father.  

Availability of Service: 8:00 AM to 5:00 PM, Mondays to Fridays 

 

Office or Division: Davao Oriental Provincial Hospital - Lupon 

Classification: Simple 

Type of Transaction: G2C - Government to Citizen; G2G – Government to 

Government 

Who may avail: Parents of the newborn delivered within the institution  

Checklist of Requirements Where to Secure 

▪ Birth Data Form ▪ Nurse Station/Birth Registration Unit 

▪ Birth Certificate of Mother ▪ PSA/LCR 

▪ Recent Community Tax 

Certificate (CEDULLA)  

▪ Brgy. Hall/City Treasurer's Office 

▪ For minor parents/Unmarried 

Parents: 

o Affidavit or Attestation 

o Mother/Father of both 

parents   

▪ Birth Registration Unit  

 

▪ For notarization of the affidavit: 

▪ Public Attorney's Office, Private 

Practice Lawyer's Office   

▪ At least two (2) valid 

identification cards, if necessary: 

o Voter's ID 

o SSS 

o UMID 

o TIN ID 

o PRC (Updated) 

o Driver’s License (Updated) 

o Passport (Updated) 

o Company ID 

o School ID (Within the 

school year) 

o Police Clearance 

 

 

▪ COMELEC 

▪ SOCIAL SECURITY SYSTEM 

▪ Government Insurance System/SSS 

▪ Bureau of Internal Revenue (BIR) 

▪ Professional Regulation Commission  

▪ Land Transportation Office  

▪ Department of Foreign Affairs 

▪ Place of Employment 

▪ School 

 

▪ Police station 

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1 Present fully 

filled up Birth 

Data Form 

with 

requirements 

1.1 Receive and 

validate entries 

in the Birth Data 

Form and 

requirements 

presented 

None 30 Minutes  Medical 

Records Staff 

 

1.2 Transcribe data 

to official Birth 

Certificate Form 



 

 

198 | P a g e  
 

1.3 Proofread data 

and print draft 

copy of 

Certificate of 

Live Birth 

2 Review all 

entries on the 

draft copy of 

the Certificate 

of Live Birth for 

completeness 

and accuracy. 

Affix signature 

on the draft 

copy of the 

Certificate of 

Live Birth. 

2.1 Print official 

copy of the 

Certificate of 

Live Birth and 

Release of 

Responsibility for 

Erroneous Entry 

Form. 

None 

 

10 Minutes 

 

Medical 

Records Staff 

2.2 Print Affidavit to 

Use the 

Surname of the 

Father (AUSF) 

and Affidavit of 

Attestation for 

minor parents 

3 Affix 

signature on 

official 

copies: 

• Certificate 
of Live 

Birth 

• Release of 
Responsibility 
for 

Erroneous 

Entry 

• Affidavit 

to Use the 

Surname 

of the 

Father 

(AUSF) 

• Affidavit 

of 
Attestation 
(for minor 

parents) 

3.1 Validate and 

check client's 

signature 

 

 

None 

 

5 Minutes 

 

Medical 

Record Staff 
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4 Notarize the 

following: 

• Certificate 
of Live 

Birth 

• Affidavit 

to Use the 

Surname 

of the 

Father 

(AUSF) 

• Affidavit 

of 
Attestation 

(for minor 

parents) 

4.1 

 

4. Instruct client 

to have the 

Certificate of 

Live Birth, AUSF, 

and Affidavit of 

Attestation 

notarized and 

proceed to 

Municipal 

Cashier to pay 

corresponding 

fees. 

 

 

 

None 

 

5 Minutes 

 

Medical 

Records Staff 

 

5 Pay 
corresponding 
fees 

(AUSF/Birth) 

and present 

back the 

official 

receipt to the 

Birth 

Registration 

Unit together 

with the 

notarized 

Certificate of 

Live Birth and 

AUSF. 

5.1 Receive and 

check the 

official receipt 

and notarized 

documents. 

Php 

300.00 

(Filipinos)       

Php 

700.00 
(Foreigners) 

5 Minutes 

 

Birth 

Registration 

Staff-in-Charge   

Local Civil 

Registrar 

 

6 Acknowledge 
receipt of 

Birth claim 

stub 

6.1 Issue Birth claim 

stub and log at 

Birth Certificate 

issuance 

logbook 

None 5 Minutes Birth 

Registration 

Staff-in-Charge   

Local Civil 

Registrar 

Total  60 Minutes  
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Davao Oriental Provincial Hospital  

(Lupon) 

Medical Record Services 

External Services 
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I.   Issuance of Medical Certificate for Emergency Department Consultation  

 

This service is intended for patients who requests for Medical Certificate for Legal, Work, 

Medical Assistance and/or school requirement after consultation. 

Availability of Service: 8:00 AM to 4:00 PM, Mondays to Fridays except Holidays 

 

Office or Division: Davao Oriental Provincial Hospital - Lupon 

Classification: Simple 

Type of Transaction: G2C - Government to Citizen 

Who may avail: Patients (Emergency Cases and Referrals), Parents of 

Patients, Legal Guardian. Duly Authorized Representative 

Checklist of Requirements Where to Secure 

A. Patient, or Parent of minor, or Legal 

Guardian (with Certificate of 

Guardianship) 

▪ Any valid identification cards of 

patients and/or authorized 

representative. (Original & 

Photocopy)  

o Voter's ID 

o SSS 

o UMID 

o TIN ID 

o PRC (Updated) 

o Driver’s License (Updated) 

o Passport (Updated) 

o Senior ID  

o Company ID 

o School ID (Within the 

school year) 

 

 

 

 

 

 

 

▪ COMELEC 

▪ SOCIAL SECURITY SYSTEM 

▪ Government Insurance System/SSS 

▪ Bureau of Internal Revenue (BIR) 

▪ Professional Regulation Commission  

▪ Land Transportation Office  

▪ Department of Foreign Affairs 

▪ Office of the Senior Citizen Affairs 

▪ Place of Employment 

▪ School 

 

▪ Birth Certificate, if necessary ▪ Philippine Statistics Authority (PSA) 

▪ Certificate of Guardianship, if 

necessary 

▪ Legal Office,, Public Attorney's 

Office, Private Attorney's Office 

▪ Billing Statement ▪ ER Billing Section 

▪ Proof of Payment/Official Receipt  ▪ Cashier  

B. Other Authorized Requesting Party 

▪ Special Power of Attorney or 

Affidavit of Authorization  

 

Legal Office,, Public Attorney's Office, 

Private Attorney's Office   

▪ Any valid identification cards of 

patients and/or authorized 

representative. (Original & 

Photocopy)  

o Voter's ID 

o SSS 

o UMID 

o TIN ID 

 

 

 

 

▪ COMELEC 

▪ SOCIAL SECURITY SYSTEM 

▪ Government Insurance System/SSS 

▪ Bureau of Internal Revenue (BIR) 
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o PRC (Updated) 

o Driver’s License (Updated) 

o Passport (Updated) 

o Senior ID  

o Company ID 

o School ID (Within the 

school year) 

▪ Professional Regulation Commission  

▪ Land Transportation Office  

▪ Department of Foreign Affairs 

▪ Office of the Senior Citizen Affairs 

▪ Place of Employment 

▪ School 

▪ Birth Certificate ▪ Philippine Statistics Authority (PSA) 

▪ Billing Statement ▪ ER Billing Section 

▪ Proof of Payment/Official Receipt ▪ Cashier 

▪ Clinical Cover Sheet 

o For patients who went to 

the nurses' station with 

billing statement which 

includes medical 

certificate, may proceed 

to Step 4 

▪ Doctor, Nurse, Admitting Clerk 

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1 Inquires for 

requirements 

in securing 

Medical 

Certificate 

1.1 Identifies if client 

is the actual 

patient, parent, 

sibling, or 

authorized 

representative 

None 3 Minutes  Medical 

Records Staff 

 

1.2 Verifies status of 

patient if still 

Admitted or 

Discharged to 

identify 

availability of 

patient's record 

for retrieval 

1.3 In the event 

that the 

patient's record 

has already 

been submitted 

to the Medical 

Records Office, 

instructs patient 

to continue 

transaction at 

the window 



 

 

203 | P a g e  
 

1.4 Determines and 

informs client 

necessary 

requirements 

based on the 

relationship of 

client to patient. 

2 Wait for 

instructions of 

the clerk on 

duty 

2.1 Instructs clients 

to pay for 

medical 

certificate at 

the cashier 

P 75.00 

 

3 Minutes 

 

Cashier 

2.2 If billing 

statement 

already includes 

medical 

certificate, asks 

for official 

receipt 

3 Process 

requirements 

and present 

completed 

requirements 

to clerk 

3.1 Receive 

requirements 

and determine 

the 

completeness 

and accuracy 

of requirements 

presented 

None 

 

5 Minutes 

 

Medical 

Record Staff 

 

3.2 Instruct client to 

borrow patient's 

ER clinical cover 

sheet from the 

consulting 

doctor for 

encoding 

3.3 In the event 

that clinical 

cover sheet was 

already 

endorsed to 

Nurses' Station 

or Admitting 

Section, specify 

the area on the 

routing slip 
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4 Proceeds to 

Doctor's 

table and 

states the 

request then 

goes back to 

the 

Registration 

Table 

accompanie

d by the 

nurse-in-

charge with 

the borrowed 

document 

4.1 

 

Receives 

Clinical cover 

sheet then 

access patient 

data 

None 

 

5 Minutes 

 

Nurse I 

 

4.2 Encodes 

necessary 

details, 

including Final 

Diagnosis and 

Doctor's name 

Nurse on Duty 

5 Proceed to 

designated 

area 

specified and 

presents 

routing slip to 

Nurse or Clerk 

on Duty then 

goes back to 

Registration 

Table 
accompanied 

by the Nurse 

or Clerk on 

Duty 

5.1 Prints out 2 

copies (Client 

Copy & Hospital 

Copy) of the 

completed form 

and instruct 

client to 

proceed to the 

consulting 

doctor to sign 

the medical 

certificate 

Medical 

Records Staff 

 

6 Proceeds to 

the 

consulting 

doctor's table 

for 

verification 

and signing 

of medical 

certificate. 

6.1 Verifies medical 

certificate and 

signs it, and 

indicates 

number of days 

if he/she is 

advised to rest 

None (Paused-

clock) 

Depends on 

the 

availability of 

the doctor 

 

Consulting 

Doctor on Duty 

 

7 Goes back to 

the 

Registration 

table with the 

signed 

document 

7.1 Examines 

completeness 

of medical 

certificate 

None 5 Minutes Medical 

Records Staff 

 

7.2 Logs in the 

patient's name 

and consulting 
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and waits for 

instruction 

 
 

department on 

the Medical 

Certificate 

Releasing 

Logbook 

7.3 Asks client to 

sign logbook 

and hospital 

copy of the 

medical 

certificate 

8 Acknowledg

es receipt of 

Medical 

Certificate. 

8.1 Dry seal of 

Medical 

Certificate 

None 4 Minutes Medical 

Records Staff 

8.2 Releases 

Medical 

Certificate 

Total P 75.00 25 Minutes  
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II.   Certificate of Confinement          

 

This applies to the issuance on a valid request of a Certificate of Confinement on an 

admitted patient.     

Availability of Service: 8:00 AM to 4:00 PM, Mondays to Fridays except Holidays 

 

Office or Division: Davao Oriental Provincial Hospital - Lupon 

Classification: Simple 

Type of Transaction: G2C - Government to Citizen 

Who may avail: Patient; Parent or legal; guardian (with Certificate of 

Guardianship) in case of minors or incapacitated patients; 

Nearest of Kin or immediate Family    

Checklist of Requirements Where to Secure 

A. Patient, or Parent of minor, or Legal 

Guardian (with Certificate of 

Guardianship) and other Authorized 

Requesting Party  

▪ Request Slip  

▪ At least two (2) valid 

identification cards of patient 

and/or authorized representative 

▪ Proof of payment/Official 

Receipt or Social Worker's 

Approval 

 

 

 

 

▪ Medical Records Office 

▪ Personal, Any Government Issued IDs 

 

 

▪ Cashier/Social Service 

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1 Accomplishes 

request slip 

and fills-out 

Draft Copy of 

the 

Certificate of 

Confinement 

 

 

 

1.1 Receives, 

validates, and 

verifies request 

P 75.00 20 Minutes  Medical 

Records Staff 

 

1.2 Issues charge 

slip 

1.3 Instructs client 

to pay to 

cashier or ask 

assistance from 

social worker 

1.4 Instruct client to 

bring draft to 

the Nurse-on-

duty to confirm 

patient's 

admission and 

for signature 

After Nurse-On-Duty Confirmation 
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2 Present Draft 

Form with 

Nurse's 

signature 

together with 

proof of 

payment or 

Charge Slip 

with Social 

Worker's 

Approval 

2.1 Check 

documents 

None 20 Minutes Medical 

Record Staff 

2.2 Transcribes 

Certificate of 

Confinement 

2.3 Facilities signing 

of Certificate of 

Confinement 

3 Acknowledges 
receipt of 

Certificate of 

Confinement 

3.1 

 

Logs in at the 

issuance of 

Requested 

Documents 

Logbook 

None 

 

5 Minutes 

 

Medical 

Records Staff 

 

Total P 75.00 45 Minutes  
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III.   Death Certificate - Initial Issuance     

  

This applies to all Death occurred at the Davao Oriental Provincial Hospital-Lupon  

Availability of Service: 8:00 AM to 4:00 PM, Mondays to Fridays except Holidays 

 

Office or Division: Davao Oriental Provincial Hospital - Lupon 

Classification: Simple 

Type of Transaction: G2C - Government to Citizen 

Who may avail: Parent or legal; guardian (with Certificate of Guardianship) in 

case of minors or incapacitated patients; Nearest of Kin or 

immediate Family; Authorized representative    

Checklist of Requirements Where to Secure 

▪ Request slip ▪ DOPH-Lupon Medical Record Office 

▪ Settled Statement of Account ▪ Billing Section  

▪ At least two (2) valid 

identification cards of patient 

and/or authorized representative  

▪ Any Government Issued IDs 

▪ PSA Birth Certificate and/or PSA 

Marriage Certificate, if necessary  

▪ Philippine Statistics Authority 

▪ Sworn Statement, if necessary  ▪ Notary Public   

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1 Accomplishes 

request slip. 

Present 

Hospital 

Statement of 

Account 

(SOA) and 

valid 

identification 

cards.  

1.1 Interviews client 

to verify 

relationship with 

the deceased 

None 20 Minutes  Medical 

Records Staff 

 

1.2 Verifies status of 

patient's 

medical records 

1.3 Retrieves 

patient's record. 

1.4 If SOA is not 

available, 

advice client to 

secure from 

Billing Section 

1.5 1.5 if clearance 

and SOA are 

not settled, 

advice client to 

pay, or ask 

assistance from 

social worker 
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2 Checks 

patient's 

data and 

validate the 

required 

information 

2.1 Encode and 

proofread 

entries on death 

certificate 

None 25 Minutes Medical 

Record Staff 

3 Review all 

entries for 
completeness 

and 

accuracy. 

Affix 

signature on 

copy of 

Death 

Certificate 

and " Release 

of 

Responsibility 

for Erroneous 

Entry" form. 

3.1 Prints Death 

Certificate 

None 10 minutes 

 

Medical 

Record Staff 

3.2 Releases death 

certificate with 

instruction to 

complete the 

process with 

Local Civil 

Registrar in 

Davao City 

4 Acknowledges 
receipt of 

Death 

Certificate 

4.1 

 

Logs in at the 

issuance of 

Death 

Certificate 

Logbook. 

None 

 

5 Minutes 

 

Medical 

Records Staff 

 

Total P 75.00 60 Minutes  
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IV.   Death Certificate - Re-Issuance        

  

Availability of Service: 8:00 AM to 4:00 PM, Mondays to Fridays except Holidays 

 

Office or Division: Davao Oriental Provincial Hospital - Lupon 

Classification: Complex 

Type of Transaction: G2C - Government to Citizen 

Who may avail: Parent or legal; guardian (with Certificate of Guardianship) in 

case of minors or incapacitated patients; Nearest of Kin or 

immediate Family; Authorized representative    

Checklist of Requirements Where to Secure 

▪ Request slip ▪ DOPH-Lupon Medical Record Office 

▪ At least two (2) valid 

identification cards of patient 

and/or authorized representative  

▪ Any Government Issued IDs 

▪ PSA Birth Certificate and/or PSA 

Marriage Certificate, if necessary 

▪ Philippine Statistics Authority 

▪ Certificate of Guardianship, if 

necessary  

▪ Lawyer or Notary Public   

▪ Affidavit of Loss or Sworn 

Statement for non-registration of 

previously issued death 

certificate 

▪ Lawyer or Notary Public 

▪ Certificate of No Record ▪ LCR or PSA 

▪ Proof of payment/Official 

Receipt or Charge Slip with Social 

Worker's Approval 

▪ Cashier/Social Service 

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1 Accomplishes 

request slip 

for the re-

issuance of 

death 

certificate 

and present 

valid 

identification 

card/s. 

1.1 Interviews client 

to verify 

relationship with 

the deceased 

None 20 Minutes  Medical 

Records Staff 

 

1.2 Issues charge 

slip. 

1.3 Instructs client 

to pay to 

cashier or 

assistance from 

social worker 

 

 

Php 100.00 

Re-Issuance 

Fee                                                            

Php 100.00 

Retrieval 

Fee for 

Records 

filed 5 years 

above 
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After Five (5) Working Days     

2 Presents 

proof of 

payment or 

Charge Slip 

with Social 

Worker's 

Approval 

and other 

required 

documents. 

2.1 Encodes and 

proofreads 

entries on death 

certificate 

None 25 minutes 

 

Medical 

Record Staff 

3 Reviews all 

entries for 
completeness 
and 

accuracy                   

Affix 

signature on 

copy of 

Death 

Certificate 

and " Release 

of 

Responsibility 

for Erroneous 

Entry" form 

 

3.1 

 

Prints Death 

Certificate 

None 

 

10 Minutes 

 

Medical 

Records Staff 

 

3.2 Releases death 

certificate with 

instruction to 

complete the 

process with 

Local Civil 

Registrar in 

Lupon 

4 Acknowledges 

receipt of 

Death 

Certificate 

4.1 Logs in at the 

issuance of 

Death 

Certificate 

Logbook 

None 5 Minutes Medical 

Records Staff 

 

Total Refer to 

approved 

schedule 

of fees 

Annex B 

5 Days, 60 

Minutes 
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V.   Issuance of Medical Certificate - Outpatient Consultation    

 

This applies to the issuance of a valid request of a medical certificate on same day 

Outpatient consultation         

Availability of Service: 8:00 AM to 4:00 PM, Mondays to Fridays except Holidays 

 

Office or Division: Davao Oriental Provincial Hospital - Lupon 

Classification: Simple 

Type of Transaction: G2C - Government to Citizen 

Who may avail: Patient; Parent or legal; guardian (with Certificate of 

Guardianship) in case of minors or incapacitated patients 

Checklist of Requirements Where to Secure 

▪ Patient's Identification Card   ▪ OPD 

▪ Draft Copy - Medical Certificate  ▪ Doctor 

▪ Atleast two (2) valid identification 

cards  

▪ Any Government Issued IDs 

▪ Proof of payment/Official 

Receipt or Social Worker's 

Approval  

▪ Cashier/Social Service 

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1 Submits 

Patient's 

Identification 

Card and 

completely 

filled out draft 

copy of 

medical 

certificate 

from 

Outpatient 

Department 

1.1 Receives, 

validates and 

verifies request 

None 5 Minutes  Medical 

Records Staff 

 

1.2 Issues charge 

slip. 

P 75.00 5 Minutes Medical 

Records Staff 

1.3 Instructs client 

to pay to 

cashier or 

assistance from 

social worker 

None 5 Minutes Cashier/Social 

Worker 

 

2 Presents 

proof of 

payment or 

Charge Slip 

with Social 

Worker's 

Approval 

and other 

required 

documents. 

2.1 Encodes the 

diagnosis in the 

system 

 

None 

 

5 Minutes 

 

Medical 

Records Staff 

 

2.2 Prints Medical 

Certificate 

 

None 

 

5 Minutes 

 

Medical 

Records Staff 

 

2.3 2.2 Facilitates 

signing of 

Medical 

Certificate by 

attending 

Physician 

None 

 

15 Minutes 

 

Medical 

Records Staff 
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3 Presents valid 

identification 

card/s and 

other 

required 

documents 

3.1 Checks 

submitted 

requirements 

 

None 5 Minutes 

 

Medical 

Record Staff 

3.2 Stamps dry seal 

of Medical 

Certificate then 

releases the 

certificate 

None 

 

5 Minutes 

 

Medical 

Records Staff 

4 Acknowledges 

receipt of 

Medical 

Certificate 

4.1 Logs in at the 

issuance of 

Medical 

Certificate 

Logbook 

None 10 Minutes Medical 

Records Staff 

 

Total P 75.00 1 Hour  
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VI.   Issuance of Medical Certificate - Previously Admitted, Outpatient, ER Patients 

   

 

This applies to the issuance of a valid request of a medical certificate on previous 

Outpatient Consultation at OPD Department, ER Consultation, and Previously Admitted 

Patients.             

Availability of Service: 8:00 AM to 4:00 PM, Mondays to Fridays except Holidays 

 

Office or Division: Davao Oriental Provincial Hospital - Lupon 

Classification: Complex 

Type of Transaction: G2C - Government to Citizen 

Who may avail: Patient; Parent or legal; guardian (with Certificate of 

Guardianship) in case of minors or incapacitated patients; 

Nearest of Kin or immediate Family; Authorized 

representative 

Checklist of Requirements Where to Secure 

A. Patient, or Parent of minor, or Legal 

Guardian (with Certificate of 

Guardianship) and other Authorized 

Requesting Party  

▪ Request Slip  

▪ At least two (2) valid 

identification cards of patient 

and/or authorized representative 

▪ Certificate of Guardianship, If 

necessary  

▪ Proof of payment/Official 

Receipt or Social Worker's 

Approval 

 

 

 

 

▪ Medical Records Office 

▪ Any Government Issued IDs 

 

 

▪ Lawyer or Notary Public 

 

▪ Cashier/Social Service   

B. Other Authorized Requesting Party  

▪ Request Slip  

▪ Special Power of Attorney or 

Affidavit of Authorization  

▪ Atleast two (2) valid identification 

cards of patient and/or 

authorized representative  

▪ Proof of payment/Official 

Receipt or Social Worker's 

Approval 

 

▪ Medical Records Office 

▪ Lawyer or Notary Public   

 

▪ Any Government Issued IDs 

 

 

▪ Cashier/Social Service   

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1 Accomplishes 

request slip 

1.1 Receives, 

validates and 

verifies request 

None 

 

5 Minutes  Medical 

Records Staff 

 

1.2 Issues charge 

slip. 
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1.3 Instructs client 

to pay to 

cashier or ask 

assistance from 

social worker 

(Refer to 

approved 

schedule 

of fees 

Annex B) 

1.4 Issues claim 

stub-schedules 

client when and 

where to come 

back 

None 

After Five (5) Working Days     

2 Presents 

claim stub 

and other 

required 

documents 

together with 

proof of 

payment, or 

Social 

Worker's 

Approval 

2.1 2. Checks 

requirements 

None 10 Minutes 

 

Medical 

Record Staff 

2.2 2.1 Dry seal of 

Medical 

Certificate 

2.3 Logs in at the 

issuance of 

Medical 

Certificate 

Logbook. 

4 Acknowledges 

receipt of 

Medical 

Certificate 

4.1 Logs in at the 

issuance of 

Medical 

Certificate 

Logbook 

None 5 Minutes Medical 

Records Staff 

 

Total P 75.00 5 Days, 30 

Minutes 
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Davao Oriental Provincial Hospital  

(Lupon) 

Medical Social Worker Service 

External Services 
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I.  Attending Ward Referrals and Emergency Room     

            

Availability of Service: 8:00 AM to 5:00 PM, Mondays to Fridays 

 

Office or Division: Davao Oriental Provincial Hospital - Lupon 

Classification: Simple 

Type of Transaction: G2C - Government to Citizen; G2G – Government to 

Government 

Who may avail: Inpatient and Observation  

Checklist of Requirements Where to Secure 

▪ None ▪ None 

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1 Nurse on Duty 

inform SW 

regarding 

their patient's 

situation 

1.1 Conduct initial 

interview 

None 

 

10 Minutes  Social Worker 

 

1.2 Follow up 

patients inside 

the wards or in 

Emergency 

Room 

1.3 Assist the 

patient's needs 

and problems 

Total  10 Minutes  
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II.    Classification of Patients in Availing Discounts of Consultation, Laboratory, X-Ray,   

      Medicines, Suturing, and other Medical Supplies     

          

Availability of Service: 8:00 AM to 5:00 PM, Mondays to Fridays 

 

Office or Division: Davao Oriental Provincial Hospital - Lupon 

Classification: Simple 

Type of Transaction: G2C - Government to Citizen; G2G – Government to 

Government; G2B – Government to Business 

Who may avail: Patients from ER, Observation and OPD    

Checklist of Requirements Where to Secure 

▪ Prescription, Request Form 

(Laboratory, X-Ray, ECG) 

▪ Doctor 

▪ Charged Slip ▪ ER/Pharmacy/OPD 

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1 Walk-in and 

referred 

patients 

present 

charged slip 

and request 

form 

(Laboratory, 

X-Ray & ECG) 

1.1 Receives the 

charged slip of 

the following: 

• Consultation 

• Suturing 

• X-Ray 

Request 

• Laboratory 

Request 

• Prescriptions 

• ECG 

Depends 

on the 

financial 

capability 

of the 

patient 

 

 

 

 

15 Minutes  Social Worker 

 

1.2 Conducts 

interview for 

data gathering 

and facilitates 

Medical 

Assistance/ 

Discounts on: 

1.3 Full Charity: 

charged to 

medical 

assistance 

1.4 To pay with 

discount, 

instruct patient 

to proceed to 

cashier for 

payment 
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2 Receives the 

charged slip 

and 

laboratory 

request, X-ray 

request, 

prescriptions 

and ECG 

Request 

2.1 Record in the 

logbook 

 

None 

 

5 minutes 

 

Social Worker 

Total  20 Minutes  
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III.   Classification of Patients in Availing Discount to Hospital Bill     

             

Availability of Service: 8:00 AM to 5:00 PM, Mondays to Fridays; 8:00 AM - 4:00 PM 

Saturdays & Holidays 

 

Office or Division: Davao Oriental Provincial Hospital - Lupon 

Classification: Simple 

Type of Transaction: G2C - Government to Citizen; G2G – Government to 

Government; G2B – Government to Business 

Who may avail: Patients from ER, Observation and OPD    

Checklist of Requirements Where to Secure 

▪ Hospital Billing ▪ Billing Section 

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1 1. Walk-in 

and referred 

patients 

present 

hospital bill 

1.1 Receives 

hospital bill 

None 

 

 

 

 

20 Minutes  Social Worker 

 

1.2 Conducts 

interview for 

data gathering 

and facilitates 

medical 

assistance/ 

discounts 

1.3 Counter parting 

and charged to 

medical 

assistance 

Depends 

on the 

financial 

capability 

of the 

patient 
1.4 To pay with 

discount, 

instruct patients 

to proceed to 

cashier for 

payment 

2 2. Receives 

the hospital 

bill with the 
corresponding 
amount 

2.1 Record in the 

logbook 

 

None 

 

10 minutes 

 

Social Worker 

Total  30 Minutes  
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IV.   Conducting Ward Rounds          

            

Availability of Service: 8:00 AM to 5:00 PM, Mondays to Fridays 

 

Office or Division: Davao Oriental Provincial Hospital - Lupon 

Classification: Simple 

Type of Transaction: G2C - Government to Citizen; G2G – Government to 

Government 

Who may avail: All 

Checklist of Requirements Where to Secure 

▪ None ▪ None 

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1 Nurse on Duty 

inform SW 

regarding 

their patient's 

situation 

1.1 Conducts initial 

interview 

None 

 

5 Minutes Medical Social 

Worker 

1.2 Follow up the 

client/patient 

inside the wards 

and assists their 

needs 

Total  5 Minutes  
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V.   Daily Discharged of Patients - PhilHealth with Excess     

              

Availability of Service: 8:00 AM to 5:00 PM, Mondays to Fridays 

 

Office or Division: Davao Oriental Provincial Hospital - Lupon 

Classification: Simple 

Type of Transaction: G2C - Government to Citizen; G2G – Government to 

Government; G2B – Government to Business 

Who may avail: Inpatients 

Checklist of Requirements Where to Secure 

▪ Hospital Billing  ▪ Billing Section  

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1 Present 

hospital bill 

1.1 

 

Receives 

hospital bill 

None 

 

5 Minutes Medical Social 

Worker 

2 Present 

financial 

difficulty in 

settling their 

hospital 

obligation 

2.1 Intake interview                  

Classifies and 

Assess the 

capability to 

pay in full or in 

counterpart, if 

not, charged to 

medical 

assistance 

None 15 minutes Medical Social 

Worker 

 

2.2 Advice patients 

to secure or 

provide the 

necessary 

documents for 

attachment 

3 Presents the 

required 

documents 

3.1 Receives and 

verifies the 

documents 

presented 

Depends 

on the 

financial 

capability 

of the 

patient 

30 Minutes 

 

Medical Social 

Worker 

3.2 Instruct patients 

to have a 

triplicate copy 

of hospital bill 

and present the 

hospital bill and 

the SW referral 

note to MLO 

3.3 Instruct client to 

comeback with 

the SW referral 

note and the 
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MLO note with 

the 

corresponding 

amount. 

4 Submit 

referral note 

from MLO 

and returned 

the SW 

referral note 

 

4.1 Receives the SW 

referral note 

and the referral 

note from the 

MLO with the 

corresponding 

amount 

None 

 

5 Minutes 

 

Medical Social 

Worker 

 

5 Signs the 

prepared 

documents 

for 

attachment  

 

5.1 Presents the 

prepared 

documents for 

signature of the 

patients 

None 5 Minutes 

 

Medical Social 

Worker 

 

5.2 Record the 

names of the 

patients in the 

logbook 

6 Receives the 

hospital bill 

with the 

correspondin

g signature in 

the 

clearance 

form  

6.1 Signed the 

clearance form 

and returned to 

the client 

None 5 Minutes Medical Social 

Worker 

 

6.2 At the end of 

the month 

prepare the list 

of patients who 

availed the 

medical 

assistance and 

submit to PGO 

and DOH 

Total  1 Hour 5 

Minutes 
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VI.   Daily Discharged of Patients with Philhealth      

            

Availability of Service: 8:00 AM to 5:00 PM, Mondays to Fridays; 8:00 AM - 4:00 PM; 

Saturdays 

 

Office or Division: Davao Oriental Provincial Hospital - Lupon 

Classification: Simple 

Type of Transaction: G2C - Government to Citizen; G2G – Government to 

Government; G2B – Government to Business 

Who may avail: Inpatients 

Checklist of Requirements Where to Secure 

▪ Hospital Billing  ▪ Billing Section   

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1 Present 

hospital bill 

1.1 Receives 

hospital bill and 

sign the 

clearance form 

None 

 

2 Minutes Medical Social 

Worker 

2 Receives the 

hospital bill 

with the 
corresponding 
signature in 

the 

clearance 

form 

2.1 Record the 

names of the 

patients in the 

logbook 

None 3 Minutes Medical Social 

Worker 

Total  5 Minutes  
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VII.   Discharged of Non-PHIC Patient during Saturday and Holidays   

    

Availability of Service: 8:00 AM to 4:00 PM 

 

Office or Division: Davao Oriental Provincial Hospital - Lupon 

Classification: Simple 

Type of Transaction: G2C - Government to Citizen; G2G – Government to 

Government; G2B – Government to Business 

Who may avail: Inpatients & Observations 

Checklist of Requirements Where to Secure 

▪ Hospital Billing  ▪ Billing Section   

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1 Present 

hospital bill 

1.1 Receives 

hospital bill 

None 

 

5 Minutes Medical Social 

Worker 

2 Present 

financial 

difficulty in 

settling their 

hospital 

obligation 

 

2.1 Intake interview   

Classifies and 

Assess the 

capability to 

pay in full or in 

counterpart, if 

not, charged to 

medical 

assistance 

None 30 Minutes Medical Social 

Worker 

2.2 Advice patients 

to secure or 

provide the 

necessary 

documents for 

attachment 

2.3 Instruct patient 

to come back 

on Monday or 

Weekdays for 

the settlement 

of their hospital 

bills and secure 

the referral note 

from MLO 

2.4 Record the 

names of the 

patients in the 
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logbook and 

sign in the 

clearance form 

Total  35 Minutes  
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VIII.  Discharged of Non-PHIC Patient during Saturday and Holidays   

    

Availability of Service: 8:00 AM to 4:00 PM 

 

Office or Division: Davao Oriental Provincial Hospital - Lupon 

Classification: Simple 

Type of Transaction: G2C - Government to Citizen; G2G – Government to 

Government; G2B – Government to Business 

Who may avail: Inpatients & Observations 

Checklist of Requirements Where to Secure 

▪ Hospital Billing  ▪ Billing Section   

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1 Cashier/ 

Billing/ 

Security 

Guard will 

take charged 

on behalf of 

the patients 

to call the SW 

 

1.1 Receives the 

call from the 

cashier, billing, 

security guard 

on duty 

None 10 Minutes Medical Social 

Worker 

1.2 Advise them to 

let the client to 

have a 

counterpart or 

any amount but 

if not, charged 

to medical 

assistance 

1.3 Advice them to 

inform and 

instruct patients 

to come back 

on weekdays for 

the settlement 

of their hospital 

bills and bring 

the necessary 

documents for 

attachment 

Total  10 Minutes  
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IX.   Medical Assistance Thru MAIP 

      

Availability of Service: 8:00 AM - 5:00 PM Mondays to Fridays 

 

Office or Division: Davao Oriental Provincial Hospital - Lupon 

Classification: Simple 

Type of Transaction: G2C - Government to Citizen; G2G – Government to 

Government 

Who may avail: Inpatients & Observations 

Checklist of Requirements Where to Secure 

▪ Laboratory Request, Prescription 

& Hospital Bill  

▪ Doctor/Billing  

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1 Walk-in and 

referred 

patients 

present 

charged slip 

and request 

form 

(Laboratory, 

X-Ray, & 

ECG) 

 

1.1 Receives the 

laboratory 

request, x-ray 

request, ECG, 

hospital bill and 

charged slip 

None 20 Minutes Medical Social 

Worker 

1.2 Intake Interview         

Classifies and 

assess the 

capability to 

pay in full or in 

counterpart, if 

not, charged to 

medical 

assistance 

1.3 Advice client to 

secure or 

provide the 

required 

documents 

2 Present the 

required 

document 

2.1 Receives and 

verifies the 

required 

documents 

presented 

None 

 

15 minutes 

 

Medical Social 

Worker 

2.2 Instruct patients 

to have a copy 

of laboratory 

request, 

prescription, x-

ray request, 

ECG, hospitall 
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bill and 

charged slip. 

Inform the 

patients to 

present the 

copy  of request 

together with 

the SW referral 

note to MLO 

2.3 Informed client 

to comeback 

with the SW 

referral note 

and the MLO 

note with the 

corresponding 

amount of 

Medical 

Assistance 

extended 

3 Submit 

referral note 

from MLO 

and returned 

the SW 

referral note. 

3.1 Receives the SW 

referral note 

and the referral 

note from MLO 

with the 

corresponding 

amount 

None 15 Minutes Medical Social 

Worker 

3.2 Let the client 

sign the 

necessary 

documents 

3.3 Record in the 

logbook 

3.4 Prepare brief 

case summary 

of the patient 

3.5 Prepare and 

submit the list of 

patients who 

have availed 

the MAIP Fund 

to PGO and 

DOH 

2 Days 

Total  2 days 50 

Minutes 
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X.   Medical Assistance Thru MAIP - Emergency Room     

          

Availability of Service: 8:00 AM - 5:00 PM Mondays to Fridays; 8:00 AM - 4:00 PM; 

Saturdays & Holidays 

 

Office or Division: Davao Oriental Provincial Hospital - Lupon 

Classification: Simple 

Type of Transaction: G2C - Government to Citizen; G2G – Government to 

Government 

Who may avail: ER patient and Observation Patient 

Checklist of Requirements Where to Secure 

▪ Laboratory Request, Prescription, 

X-Ray Request & ECG  

▪ Doctor/Billing  

▪ Any Valid ID ▪ Client 

▪ Barangay Certification  ▪ Barangay Office    

▪ COMELEC Certification ▪ COMELEC Office 

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1 Walk-in and 

referred 

patients 

present 

charged slip 

and request 

form 

(Laboratory, 

X-Ray, & 

ECG) 

 

1.1 Receives the 

laboratory 

request, x-ray 

request, ECG, 

hospital bill and 

charged slip 

None 20 Minutes Medical Social 

Worker 

1.2 Intake Interview         

Classifies and 

assess the 

capability to 

pay in full or in 

counterpart, if 

not, charged to 

medical 

assistance 

1.3 Advice client to 

secure or 

provide the 

required 

documents 

2 Present the 

required 

document 

2.1 Receives and 

verifies the 

required 

documents 

presented 

None 

 

15 minutes 

 

Medical Social 

Worker 

2.2 Instruct patients 

to have a copy 

of laboratory 
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request, 

prescription, x-

ray request, 

ECG, and the 

required 

documents 

presented 

2.3 Instruct patient 

to endorsed the 

needed request 

of the billing 

department for 

hospital bill 

2.4 Provides a copy 

of hospital bill 

and instruct the 

client to present 

the hospital bill 

and SW referral 

note to the MLO 

2.5 Informed the 

client to 

comeback with 

the SW referral 

note and the 

MLO note with 

the 

corresponding 

amount of 

Medical 

Assistance 

extended 

3 Submit 

referral note 

from MLO 

and returned 

the SW 

referral note 

 

3.1 Receives the SW 

referral note 

and the referral 

note from MLO 

with the 

corresponding 

amount 

None 15 Minutes Medical Social 

Worker 

4 Sign the 

prepared 

documents 

for 

attachment 

4.1 Let the client 

sign the 

necessary 

documents for 

attachment 

None 5 Minutes Medical Social 

Worker 
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  Records the 

names of the 

patient in the 

logbook 

5 Receives the 

request 

5.1 Signed the 

laboratory 

request, ECG 

request, 

prescription, x-

ray request and 

charged slip 

None 

 

5 Minutes Medical Social 

Worker 

5.2 At the end of 

the month 

prepares the list 

of patients who 

availed the 

medical 

assistance and 

submit to PGO 

and DOH 

5 Minutes 

Total  1 Hour; 10 

Minutes 
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XI.   Medical Assistance Thru MAIP -OPD       

          

Availability of Service: 8:00 AM - 5:00 PM Mondays to Fridays 

 

Office or Division: Davao Oriental Provincial Hospital - Lupon 

Classification: Simple 

Type of Transaction: G2C - Government to Citizen; G2G – Government to 

Government 

Who may avail: Outpatient    

Checklist of Requirements Where to Secure 

▪ Laboratory Request, Prescription, 

X-Ray Request & ECG  

▪ Doctor 

▪ Charged Slip ▪ OPD on Duty 

▪ Any Valid ID ▪ Client 

▪ Barangay Certification  ▪ Barangay Office  

▪ COMELEC Certification ▪ COMELEC Office 

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1 Walk-in and 

referred 

patients 

present 

charged slip 

and request 

form 

(Laboratory, 

X-Ray, & 

ECG) 

 

1.1 Receives the 

laboratory 

request, x-ray 

request, ECG, 

hospital bill and 

charged slip 

None 30 Minutes Medical Social 

Worker 

1.2 Intake Interview      

Classifies and 

assess the 

capability to 

pay in full or in 

counterpart, if 

not, charged to 

medical 

assistance 

1.3 Advice client to 

secure or 

provide the 

required 

documents. 

Note from OPD 

for verification 

of their request 

2 Present the 

required 

document 

2.1 Receives and 

verifies the 

required 

documents 

presented 

None 

 

30 minutes 

 

Medical Social 

Worker 
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2.2 Instruct patients 

to have a copy 

of laboratory 

request, 

prescription, x-

ray request, 

ECG, and the 

required 

documents 

presented  

2.3 Instruct patient 

to endorsed the 

needed request 

of the billing 

department for 

hospital bill 

2.4 Provides a copy 

of hospital bill 

and instruct the 

client to present 

the hospital bill 

and SW referral 

note to the MLO 

2.5 Informed the 

client to 

comeback with 

the SW referral 

note and the 

MLO note with 

the 

corresponding 

amount of 

Medical 

Assistance 

extended 

3 Submit 

referral note 

from MLO 

and returned 

the SW 

referral note 

 

3.1 Receives the SW 

referral note, 

and the referral 

note from MLO 

with the 

corresponding 

amount 

None 10 Minutes Medical Social 

Worker 

4 Sign the 

prepared 

documents 

4.1 Let the client 

sign the 

necessary 

None 5 Minutes Medical Social 

Worker 
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for 

attachment 

 

documents for 

attachment 

 Records the 

names of the 

patient in the 

logbook 

5 Receives the 

request 

5.1 Signed the 

laboratory 

request, ECG 

request, 

prescription, x-

ray request and 

charged slip 

None 

 

5 Minutes Medical Social 

Worker 

5.2 Instruct patients 

to presents the 

request to 

laboratory 

dept., 

pharmacy 

dept., Xray 

dept. and OPD 

for ECG 

5.3 Prepare and 

submit the list of 

patients who 

have availed 

the MAIP Fund 

to PGO and 

DOH     

5 Minutes 

Total  55 Minutes  
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XII.   Point of Service 

 

Availing point of service from Non-Phic Patients   

Availability of Service: 8:00 AM - 5:00 PM Mondays to Fridays 

 

Office or Division: Davao Oriental Provincial Hospital - Lupon 

Classification: Simple 

Type of Transaction: G2C - Government to Citizen; G2G – Government to 

Government 

Who may avail: Walk-In and Referred Patients      

Checklist of Requirements Where to Secure 

▪ Birth Certificate  ▪ Client 

▪ Marriage Contract  ▪ Client  

▪ COMELEC Certification ▪ COMELEC Office 

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1 Walk in and 

referred 

Clients from: 

• Pharmacy 

• Emergency 

Room 

• OPD 

• Billing 
• Laboratory 

• X-ray 

1.1 Conduct 

interview 

None 10 Minutes Medical Social 

Worker 

1.2 Instruct client to 

verify their 

patient’s name 

at the PHIC 

office for 

possible PHIC 

membership 

2 Presents 

generated 

information 

from PHIC 

Office 

2.1 Receives the 

generated 

information 

None 

 

30 Minutes 

 

Medical Social 

Worker 

2.2 If the patient is 

PHIC member or 

dependent let 

them comply 

the required 

documents for 

processing 

2.3 If the patient is 

NOT a PHIC 

member, intake 

interview, assess 

and classify 
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2.4 Advice client to 

secure and 

submit the 

required 

documents for 

attachment 

3 Submits the 

required 

documents 

3.1 Receives and 

verifies the 

validity of 

documents 

None 30 Minutes Medical Social 

Worker 

3.2 Accomplish 

PMRF and 

attach valid 

documents 

3.3 Endorsed 

complete 

documents to 

the  PHIC/Billing 

Office for 

scanning and 

email POS 

required 

documents to 

PHIC main 

office 

3.4 Informed client 

to follow up on 

their POS 

enrollment on 

the same date 

or on the 

following day 

for PHIC 

response 

3.5 Explained the    

benefits of POS 

and the validity 

period 

Total  55 Minutes  
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Davao Oriental Provincial Hospital  

(Lupon) 

X-Ray Services 

External Services 
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I.   In-Patient (TTMF) Department General X-Ray        

 

Diagnostic X-ray imaging.  

Availability of Service: 8:00 AM - 5:00 PM Monday; Wednesday &Friday 

 

Office or Division: Davao Oriental Provincial Hospital - Lupon 

Classification: Simple 

Type of Transaction: G2C - Government to Citizen 

Who may avail: COVID Inpatients      

Checklist of Requirements Where to Secure 

▪ X-ray request form with 

Requesting Physician name & 

signature  

▪ TTMF Station   

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1 Wait for the 

Nurse/Nursing 

aide who will 

transport the 

patient 

to the X-ray 

room. With 

the complete 

X-ray request 

form 

1.1 Verify patients’ 

information 

None 10 Minutes Radiologic 

Technologist 

 

2 Undergo x-

ray 

procedure 

2.1 Calls the patient 

and 

instruct/explain 

what to do 

None 

 

5 Minutes 

 

Radiologic 

Technologist 

 

2.2 Conduct 

Procedure 

2.3 Examine images 

and provide 

initial/ 

preliminary 

reading 

3 X-ray Result 3.1 Sends the 

official result to 

Nurse Station 

Department 

None 1 Day Radiologic 

Technologist 

 

Total  1 Day 10 

Minutes 
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II.   Out-Patient (TTMF) Department General X-Ray      

         

 

Diagnostic X-ray imaging.  

Availability of Service: 8:00 AM - 4:00 PM Monday, Wednesday &Friday; 8:00 AM to 9:00 

PM Tuesday & Thursday 

Office or Division: Davao Oriental Provincial Hospital - Lupon 

Classification: Simple 

Type of Transaction: G2C - Government to Citizen 

Who may avail: Outpatients      

Checklist of Requirements Where to Secure 

▪ X-ray request form with 

Requesting Physician name & 

signature  

▪ OPD Department   

▪ Official Reciept for paid X-ray 

procedure  

▪ Cashier in charge 

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1 Wait for your 

Turn in the X-

ray room 

1.1 Verify patients’ 

information 

None 5 Minutes Radiologic 

Technologist 

 

2 Undergo x-

ray 

procedure 

2.1 Calls the patient 

and 

instruct/explain 

what to do 

None 

 

5 Minutes 

 

Radiologic 

Technologist 

 

2.2 Conduct 

Procedure 

2.3 Examine images 

and provide 

initial/ 

preliminary 

reading 

3 Post 

examination 

 

3.1 Collects the 

Radiologist's 

Reading Fee 

from patient 

Php 50.00 

for every 

part of 

examine 

1 Minute Radiologic 

Technologist 

 

4 X-ray Result 4.1 Sends the 

official result to 

Nurse Station 

Department 

None 

 

1Day after x-

ray 

examination 

 

Radiologic 

Technologist 

 

Total Php 50.00 

for every 

part of 

examine 

1 Day 11 

Minutes 

 



 

 

241 | P a g e  
 

III.   In-Patient Department General X-Ray       

      

Diagnostic X-ray imaging.  

Availability of Service: 8:00 AM - 3:30 PM Monday, Wednesday &Friday; 8:00 AM to 9:00 

PM Tuesday & Thursday; 8:00 AM to 9:00 PM; SUNDAY 

Office or Division: Davao Oriental Provincial Hospital - Lupon 

Classification: Simple 

Type of Transaction: G2C - Government to Citizen 

Who may avail: Inpatients      

Checklist of Requirements Where to Secure 

▪ X-ray request form with Requesting 

Physician name & signature  

▪ Nurse in charge   

  

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1 Wait for the 

Nurse/Nursing 

aide who will 

transport the 

patient to the 

X-ray room. 

With the 

complete X-

ray request 

form 

1.1 Verify patients’ 

information 

None 5 Minutes Radiologic 

Technologist 

 

2 Undergo x-

ray 

procedure 

2.1 Calls the patient 

and 

instruct/explain 

what to do 

None 

 

5 Minutes 

 

Radiologic 

Technologist 

 

2.2 Conduct 

Procedure 

 

2.3 Examine images 

and provide 

initial/ 

preliminary 

reading 

 

3 Post 

examination 

 

3.1 Collects the 

Radiologist's 

Reading Fee 

from patient 

 

 

 

Php 50.00 

for every 

part of 

examine 

3 Minute Radiologic 

Technologist 
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4 X-ray Result 4.1 Sends the 

official result to 

Nurse Station 

Department 

None 

 

1Day after x-

ray 

examination 

 

Radiologic 

Technologist 

 

Total Php 50.00 

for every 

part of 

examine 

1 Day 13 

Minutes 
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IV.   Covid Inpatient Department General X-Ray      

       

Diagnostic X-ray imaging.  

Availability of Service: 8:00 AM - 3:30 PM Monday, Wednesday &Friday 

Office or Division: Davao Oriental Provincial Hospital - Lupon 

Classification: Simple 

Type of Transaction: G2C - Government to Citizen 

Who may avail: COVID patients      

Checklist of Requirements Where to Secure 

▪ X-ray request form with Requesting 

Physician name & signature  

▪ TTMF Stations     

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1 Wait for the 

Nurse/Nursing 

aide who will 

transport the 

patient to the 

X-ray room. 

With the 

complete X-

ray request 

form 

1.1 Verify patients’ 

information 

None 5 Minutes Radiologic 

Technologist 

 

2 Undergo x-

ray 

procedure 

2.1 Calls the patient 

and 

instruct/explain 

what to do 

None 

 

5 Minutes 

 

Radiologic 

Technologist 

 

2.2 Conduct 

Procedure 

2.3 Examine images 

and provide 

initial/ 

preliminary 

reading 

3 X-ray Result 3.1 Sends the 

official result to 

Nurse Station 

Department 

None 

 

1Day after x-

ray 

examination 

 

Radiologic 

Technologist 

 

Total Php 50.00 

for every 

part of 

examine 

1 Day 10 

Minutes 
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Davao Oriental Provincial Hospital  

(Lupon) 

Outpatient Department 

External Services 
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I.   Outpatient Consultation & Treatment       

      

Steps for patient seeking consultation & treatment  

Availability of Service: 2:00 PM - 4:00 PM; Mondays to Fridays 

Office or Division: Davao Oriental Provincial Hospital - Lupon 

Classification: Simple 

Type of Transaction: G2C - Government to Citizen 

Who may avail: All 

Checklist of Requirements Where to Secure 

▪ Patient Identification Card  ▪ OPD Nurse/Nursing Attendant  

▪ Charge Slips ▪ OPD Nurse/Nursing Attendant  

▪ Request Forms ▪ OPD Nurse/Nursing Attendant  

▪ Examination results ▪ OPD Nurse/Nursing Attendant  

▪ Official Receipt ▪ Cashier 

▪ Referral Form ▪ Doctor 

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1 Registration 1.1 Register patient None 5 Minutes OPD Nurse/ 

Nursing 

Attendant 

 

 

1.2 Issuance of new 

card or 

replacement of 

lost card 

P 50.00 

1.3 Retrieval of 

patient's card 

None 

2 Proceed to 

Assessment 

Area 

2.1 Interview and 

determine case 

None 

 

10 Minutes 

 

OPD Nurse/ 

Nursing 

Attendant 
2.2 Take Vital Signs 

2.3 Give queue 

numbers 

3 Consultation 

& 

Examination 

3.1 Take history and 

thorough 

physician 

examination 

None 

 

30 Minutes 

 

Doctor 

 

3.2 Prepare request 

for basic 

ancillary 

procedures 

3.3 Issue charge slip 

for consultation 

& ancillary 

procedures 

Refer to 

posted 

rates/fees 

OPD Nurse/ 

Nursing 

Attendant 

4 Proceed to 

Social Service 

4.1 Evaluate and 

classify patients 

None 5 Minutes Social Welfare 

Officer 
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for discount/ 

classification 

4.2 Gives discount 

5 Proceed to 

Cashier for 

payment 

5.1 Cashier issues 

Official Receipt 

for every 

payment paid 

for services 

Refer to 

posted 

rates/fees 

5 Minutes Cashier on 

Duty 

6 Proceed to 

Ancillary 

Services: 

(Laboratory, 

Radiology & 

ECG) 

6.1 Performed 

required 

procedures 

None 25 Minutes MedTech On-

Duty 

6.2 Advise patient 

time to get 

result 

Diagnostic 

procedure 

results (2 

Hours) 

RadTech On-

Duty   OPD 

Nurse/Nursing 

Attendant 

7 Get results 

from Ancillary 

Services 

7.1 Releases results None 5 Minutes OPD 

Nurse/Nursing 

Attendant 

8 Returns to 

assessment 

area 

8.1 Examination 

results attach to 

OPD Records 

and advise 

patient to 

proceed to 

consultation 

area 

None 5 Minutes OPD Nurse/ 

Nursing 

Attendant 

9 Proceed to 

Consultation 

Room for Re-

examination 

of Treatment 

 

9.1 Re-examine 

patient based 

on diagnostic 

results 

None 30 Minutes Medical 

Officer 

9.2 Execute 

Treatment plan 

• Nebulization 

(Proceed to 

cashier for 

payment) 

• Stitches 

Removal 

(Proceed to 

cashier for 

payment) 

• Catheterizati

on (Proceed 

to cashier for 

payment) 

• Dressing 

(Proceed to 

Nurse/Nursing 

Attendant 
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cashier for 

payment) 

• ECG 

(Proceed to 

cashier for 

payment) 

NOT FOR 

ADMISSION: 

Advices client 

for follow up 

and give home 

medications & 

health 

instructions 

FOR ADMISSION: 

Issues admission 

orders & 

accompany 

patient to ER 

Department for 

admitting 

procedures 

Total  2 Hours  



 

 

248 | P a g e  
 

 

 

 

 

 

 

 

 

Davao Oriental Provincial Hospital  

(Lupon) 

Nurse Service Division 

External Services 
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I.   Admission in the Emergency        

     

Availability of Service: 24 hours a day, 7 days a week 

Office or Division: Davao Oriental Provincial Hospital - Lupon 

Classification: Simple 

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

Government 

Who may avail: All patients needing admission procedure, observation 

patient, patients need treatment care     

Checklist of Requirements Where to Secure 

▪ Hospital Number  ▪ OPD Section   

▪ Triage Form ▪ ER Triage Nurse 

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1 Proceed to 

triage area 

for interview 

and 

assessment 

1.1 Interview 

patient and 

accomplishes 

ER brief history & 

Triage Form 

None 15 Minutes Resident on 

Duty 

 

1.2 Examines and 

assesses 

patient's 

condition if 

admission is 

necessary 

1.3 Prepares 

admitting Slip 

and written 

Physician order 

1.4 Instruct and 

endorse to 

nurse on duty 

1.5 Checks for 

completeness 

of patient data 

& admitting 

orders 

None 1 Hour Nurse/Nursing 

Attendant 

2 Proceed to 

admitting 

area 

2.1 Calls the patient 

and 

instruct/explain 

what to do 

None 

 

5 Minutes 

 

Nurse/Nursing 

Attendant 
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 2.2 Checks and 

determine for 

room/ward 

vaccines 

3 Proceeds to 

clinical 

service 

department 

3.1 Accompanies 

patient to ER 

department & 

place patient 

on ER beds 

None 

 

25 Minutes 

 

Nurse/Nursing 

Attendant 

 

  3.2 Assesses and 

takes vital signs 

3.3 Gives initial 

medication & 

treatment 

4 Transfer to 

designated 

ward 

4.1 Checks for 

completeness 

of chart 

None 

 

25 Minutes 

 

Nurse/Nursing 

Attendant 

 

4.2 Informs ROD 

regarding 

transfer 

4.3 Endorses patient 

to NOD 

Total  2 Hours 10 

Minutes 
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II.   Admission in Delivery Room        

    

Availability of Service: 24 hours a day, 7 days a week 

Office or Division: Davao Oriental Provincial Hospital - Lupon 

Classification: Simple 

Type of Transaction: G2C - Government to Citizen 

Who may avail: All DR Patients    

Checklist of Requirements Where to Secure 

▪ Triage Form  ▪ ER Triage Nurse 

▪ Prenatal Book/Ultrasound Result ▪ Patient 

▪ If from RHU birthing Home; 

Referral Form, if appropriate 

▪ RHU Birthing Home Facility 

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1 Proceed to 

triage area 

for initial 

assessment 

1.1 Performs 

triaging 

None 10 Minutes Triage Nurse 

 

1.2 Performs vital 

signs taking 

2 Escort patient 

to DR and 

present triage 

form 

2.1 Accepts triage 

form from ER 

and encode in 

admission chart 

None 

 

5 Minutes 

 

Nurse on Duty 

 

3 Undergo 

assessment, 

evaluation, 

and 
management 

3.1 Perform 

assessment and 

evaluation 

None 

 

1 Hour 

 

ROD/NOD/ 

Midwife  

3.2 Request for 

laboratory and 

diagnostic work 

up 

4 Proceeds to 

admitting 

area 

4.1 Checks and 

determine for 

room/ward 

vacancy 

None 

 

5 Minutes 

 

Nurse/Nursing 

Attendant  

5 Proceeds to 

clinical 

service 

department 

5.1 Accompanies 

patient to 

clinical 

department & 

place patient 

on ER beds 

None 

 

25 Minutes 

 

Nurse/Nursing 

Attendant 

 

5.2 Assesses and 

takes vital signs 

6 Secure OB Kit 

at Pharmacy 

6.1 Instruct patient 

to secure OB Kit 

at Pharmacy 

P 350.00 5 Minutes 

 

NOD/Midwife 
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6.2 For Non-

PhilHealth 

Patients who 

cannot pay the 

whole amount, 

they may ask 

assistance from 

medical social 

worker section 

of the hospital 

7 Sign consent 

for admission 

7.1 Secure consent 

for admission 

from 

patient/watcher 

None 

 

3 Minutes 

 

NOD 

 

8 Proceed to 

labor room to 

receive plan 

of 

care/manag

ement/ 

treatment 

• Mother 

• Newborn 

8.1 Provide plan of 

care/ 

management/ 

treatment 

None 

 

Depending 

on the case 

of the patient 

 

ROD/NOD/ 

Midwife 

 

8.2 Labor and 

Delivery 

8.3 Episiorrhaphy if 

with Perineal 

Laceration 

8.4 Emergency 

Procedures 

9 Skin to skin 

contact of 

mother & 

newborn 

9.1 Initiate skin to 

skin contact & 

breastfeeding 

None 

 

1 Hour 

 

NOD/Midwife 

 

10 Patient for 

transfer 

ward 

10.1 Transfer patient 

to designated 

area 

None 5 Minutes NOD/Midwife 

 

Total  2 Hours   
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III.   Direct Admission to TTMF from RHU       

      

Availability of Service: 24 hours a day, 7 days a week 

Office or Division: Davao Oriental Provincial Hospital - Lupon 

Classification: Simple 

Type of Transaction: G2C - Government to Citizen 

Who may avail: All confirmatory patient; male/female, adult /pedia with 

mild, moderate and severe cases    

Checklist of Requirements Where to Secure 

▪ Chart Endorsement ▪ MESU 

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1 Arrive at TTMF 

on the day of 

admission 

1.1 Carry out the 

patient 

admission 

procedure 

None 10 Minutes NOD 

 

1.2 Obtains patient 

data & consent 

for admission 

None 30 Minutes ROD 

1.3 Get initial vital 

signs 

1.4 Get the chief 

complaints 

2 Present self 

for 

assessment & 

history taking 

2.1 Refers to doctor: 

examines the 

patient & writes 

order 

None 

 

5 Minutes 

 

NOD 

 

2.2 Carry out 

doctor's order 

2.3 Inform patient 

of the hospital 

policies 

3 Awaits for the 

medicines to 

be given 

3.1 

 

Request 

medicines & IV 

Solution from 

the Pharmacy 

None 

 

40 Minutes 

 

NOD 

4 Provide the 

prescribed 

medication 

to undergo 

4.1 Prepare and 

start the 

medication 

None 10 Minutes 

 

NOD 

4.2 Start intravenous 

line 
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laboratory 

examination 

4.3 Start oral and 

intravenous 

medication 

5 Patient for 

diagnostic 

procedure 

5.1 Request for 

laboratory 

exams for the 

patient & 

watcher 

None 

 

10 Minutes 

 

MOD 

5.2 Properly filled-

out forms 

5.3 Inform MedTech 

on Duty 

5.4 Instruct NPO for 

6-8 if for blood 

chemistry 

None 10 Minutes 

 

NOD 

5.5 Collect the 

blood specimen 

for the 

requested 

laboratory 

examinations 

None 30 Minutes ROD 

5.6 Notify X-ray 

Department & 

scheduled for 

Chest X-ray for 

patient and 

watcher 

None 

 

5 Minutes 

 

NOD 

5.7 Properly filled-

out forms 

None 

 

40 Minutes NOD 

5.8 Request 

ambulance for 

transportation 

None 

 

10 Minutes NOD 

5.9 Notify janitor on 

duty for 

disinfection 

during the 

transport 

None 

 

10 Minutes 

 

MOD  

 

5.10 Transport the 

patient to X-ray 

Department as 

scheduled 

None 

 

30 Minutes 

 

Nursing 

Attendant 

 

5.11 X-ray Procedure None 

 

1 Hour RADTECH 

 5.12 Chest x-ray 

Total  5 Hours   
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IV.   Trans-IN from ER/Respiratory Ward (TTMF)      

       

Availability of Service: 24 hours a day, 7 days a week 

Office or Division: Davao Oriental Provincial Hospital - Lupon 

Classification: Simple 

Type of Transaction: G2C - Government to Citizen 

Who may avail: All confirmatory patient; male/female, Adult/Pedia with mild, 

moderate and severe cases  

Checklist of Requirements Where to Secure 

▪ Patient's Chart ▪ ER/Respiratory Ward 

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1 Arrive at TTMF 

on the day of 

admission 

1.1 Prepares the 

room for trans-in 

None 2 Minutes TTMF Staff 

 

1.2 Put bed linen 

1.3 

 

Prepares 

oxygen & other 

needed 

equipment for 

the patient 

Get the chief 

complaints 

2 Transfer to 

designated 

area 

2.1 Receives the 

endorsement 

and patient 

None 

 

5 Minutes 

 

TTMF Staff 

 

2.2 Place patient 

on bed and 

assess patient's 

status 

2.3 Take vital signs, 

if desat hook to 

oxygen 

2.4 Check chart for 

completeness 

of entries & 

validates 

doctor's order of 

transfer 

2.5 Check the result 

of the SWAB Test 

3 Perform 

independent 

nursing care 

3.1 

 

Orient patients 

& watchers 

about the 

policies 

None 

 

10 Minutes 

 

NOD 
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3.2 Obtain initial 

vital signs 

None 

 

10 Minutes 

 

3.3 Regulate 

patient's 

gadgets 

attached 

None 

 

10 Minutes 

 

3.4 Transport and 

place patient to 

bed safety and 

comfortably 

None 

 

10 Minutes 

 

3.5 Provide safe 

medication 

accordingly 

None 

 

1 Hour 

Total  1 Hour 47 

Minutes  
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V.   Transfer patient to tertiary hospital (TTMF)       

     

Availability of Service: 24 hours a day, 7 days a week 

Office or Division: Davao Oriental Provincial Hospital - Lupon 

Classification: Simple 

Type of Transaction: G2C - Government to Citizen 

Who may avail: All confirmatory patient; male/female, adult /pedia with 

mild, moderate and severe cases  

Checklist of Requirements Where to Secure 

▪ Call Endorsement to Tertiary 

Hospital 

▪ TTMF Staff 

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1 Receive 

order for 

transfer 

1.1 Carry out 

doctor's order 

for transfer 

None 1 Minute NOD 

2 Receive 

notice of 

transfer to 

another 

hospital 

2.1 Inform patient & 

watcher of the 

transfer & if they 

have hospital of 

choice in mind 

None 5 Minutes 

 

NOD 

 

2.2 Inquire to 

transferring 

tertiary hospital 

for vacancy: 

• If with 

vacancy 

endorse 

patient 

• If without 

vacancy, 

deck the 

patient for 

prioritization 

None 30 Minutes ROD 

3 Secure 

clearance 

from Billing 

Section and 

Social Service 

• Present 

the bill 

and 

clearance 

3.1 

 

Forward 

patient's chart 

to Pharmacy 

and Billing 

Section 

None 

 

30 Minutes 

 

TTMF Staff 

 

3.2 Instruct 

patient/watcher 

to ask someone 

from outside or 

their relative 

who can 
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process their 

clearance at 

billing section 

3.3 Present the bill 

and clearance 

3.4 

 

Check the bill & 

clearance for 

completeness 

of signature 

4 Wait for 

transfer to 

tertiary 

hospital 

4.1 Arrange 

patient's 

transportation 

None 10 Minutes 

 

NOD 

4.2 Coordinate with 

security guard & 

ambulance 

driver about the 

transfer 

4.3 Inform needed 

equipment to 

be available 

during transport 

4.4 Identify 

personnel to 

accompany/es

cort the patient 

during transfer 

5 Patients 

transfer 

procedure 

5.1 Transport the 

patient to 

designated 

tertiary hospital 

None 1 Hour NOD/NA 

Total  2 Hour 46 

Minutes  
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VI.   Discharge from TTMF         

  

Availability of Service: 24 hours a day, 7 days a week 

Office or Division: Davao Oriental Provincial Hospital - Lupon 

Classification: Simple 

Type of Transaction: G2C - Government to Citizen 

Who may avail: All confirmatory patient; male/female, adult /pedia with 

mild, moderate and severe cases 

Checklist of Requirements Where to Secure 

▪ Patient's Chart ▪ TTMF Staff 

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1 Receive 

doctor's order 

for discharge 

1.1 Carry out 

doctor's order 

None 30 Minutes NOD 

1.2 Fill out 

Discharge 

Summary 

1.3 Provide 

prescription of 

home 

medicines 

2 Discharge 

Procedure 

2.1 Forward 

patient's chart 

Pharmacy and 

Billing Section 

None 5 Minutes 

 

NOD 

 

2.2 Present the bill & 

clearance 

None 30 Minutes ROD 

2.3 Check the bill & 

clearance for 

completeness 

of signature 

2.4 Give home 

medicine 

instruction & 

health 

teachings 
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3 Wait for 

transport 

vehicle to 

arrive and 

clearance 

3.1 

 

Call and 

endorse to 

MESU or 

continuation of 

home 

quarantine & 

request for 

transportation of 

patient 

None 5 Minutes NOD 

4 Discharge 4.1 Discharge 

patient to home 

via ambulance 

for LGU/MESU 

None 30 Minutes NOD 

Total  1 Hour 40 

Minutes  
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VII.   Observation Status (OBS) in the ER        

   

Availability of Service: 24 hours a day, 7 days a week 

Office or Division: Davao Oriental Provincial Hospital - Lupon 

Classification: Simple 

Type of Transaction: G2C - Government to Citizen 

Who may avail: All ambulatory patient needing immediate management 

Checklist of Requirements Where to Secure 

▪ Triage Form ▪ For Triage Nurse 

▪ Hospital Number ▪ OPD Department 

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1 Proceed to 

Triage Area 

for interview 

and 

assessment 

1.1 Interviews 

patient and 

accomplishes 

ER brief history 

None 5 Minutes 

 

Triage Nurse 

2 Proceeds to 

designated 

clinical 

service 

department 

2.1 Direct and 

accompanies 

patients to 

designated 

clinical 

department for 

observation of 

chief 

complaints 

None 3 Minutes 

 

Nurse / Nursing 

Attendant 

 

2.2 Examines and 

assess patient’s 

condition for 

any injury 

and/or illness 

None 

 

10 Minutes Resident on 

Duty 

 

2.3 Accomplishes 

ER Blotter / ER 

Registry Form 

None 

 

5 Minutes 

 

Resident on 

Duty 

 

2.4 Renders initial 

treatment & 

intervention 

None 30 Minutes Resident on 

Duty/ Nurse 

3 Forward 

specimen 

battle to 

Laboratory 

Department 

3.1 

 

Facilitates and 

assist in the 

submission of 

specimen to the 

laboratory  

None 10 Minutes NOD / Nursing 

Attendant 
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3.2 Checks and 

verify availability 

of laboratory 

results 

4 Monitoring 

and 

providing 

independent 

nursing care 

4.1 Evaluates 

patient care 

None 1 Hour NOD / Nursing 

Attendant 

 4.2 Determines 

disposition of 

patient 

4.3 Accomplishes 

OPD slip or 

home medicine 

presciption if for 

discharge 

5 Discharge 

from hospital 

5.1 Gives ER 

Clearance Slip 

None 10 Minutes Nurse 

5.2 Provides home 

instruction and 

OPD follow up 

schedule 

Total  3 Hours 3 

Minutes  
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VIII. Receiving Admission of patient from ER 

        

Availability of Service: 24 hours a day, 7 days a week 

Office or Division: Davao Oriental Provincial Hospital - Lupon 

Classification: Simple 

Type of Transaction: G2C - Government to Citizen 

Who may avail: DOPH-Respi Ward caters service of communicable/ non-

communicable related to pulmonary cases patient. The unit 

serve both adult/pedia/male and female/Pre-post partum 

(OB Case) who needs medical interventions 

Checklist of Requirements Where to Secure 

▪ Patient's Chart ▪ Emergency Department 

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1 Admission/ 

Transfer from 

ER to Ward 

1.1 Receiving 

patient together 

with patient's 

data (chart) 

with Physician's 

order from ER 

(Emergency 

Department 

Unit) 

None 5 Minutes 

 

ER Nurse 

1.2 Reviews of chart 

• Encoding 

Physician's 

order to 

Kardex 
• Assess patient 

on bed upon 

receiving from 

admission 

• Educate 

patient's diet 

plan, hospital 

policies and 

the their bill 

of rights 

- Diet plan 

- Hospital 

policies 

- Patient's 

bill of 

rights 

None 30 Minutes 

 

ER Nurse 
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2 Continuity of 

patient's care 

and 
management 

2.1 Obtain vital 

signs 

None 5-15 Minutes 

every patient, 

extension of 

Time 

depends on 

patient's 

Monitoring 

Nurse or 

Nursing 

Attendant 

 

2.2 Giving 

Medication 

None 

 

30 Minutes NOD (PO 

Meds, IVTT 

Meds) Nursing 

Attendant 

2.3 Documentation 

of progress 

notes/ Nurses 

notes 

None 

 

30 Minutes 

 

NOD 

 

2.4 Doctor's rounds 

and re-

assessment 

None 1 Hour ROD 

2.5 Carry out 

Doctor's Order 

None 

 

1 Hour NOD 

2.6 Nurse 

endorsement to 

next shift 

None 30 Minutes NOD/Nursing 

Attendant 

3 Undergo 

laboratory/  

X-ray 

examination 

3.1 

 

Sending request 

X -ray and Lab 

Exams for 

patient lab 

None 10 Minutes NOD / Nursing 

Attendant 

3.2 Collection of 

Specimen 

- Urinalysis &  

  Fecalysis 

4 Undergo 

radiologic 

procedure 

4.1 Sending CXRAY 

Form 

None 20 Minutes NOD / Nursing 

Attendant for 

Patient 

transportation 

to RAD TECH 

4.2 Inform X-Ray 

Department 

4.3 Transport 

patient as 

scheduled 

Total  4 Hours 50 

Minutes  
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IX.   Respiratory Ward Internal Referral 

        

Availability of Service: 24 hours a day, 7 days a week 

Office or Division: Davao Oriental Provincial Hospital - Lupon 

Classification: Simple 

Type of Transaction: G2C - Government to Citizen 

Who may avail: All Respiratory Patient for ER & Non-respiratory Patient 

Checklist of Requirements Where to Secure 

▪ Patient's Chart ▪ Patient Chart ER & Non-respiratory 

Patient 

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1 Undergoes 

evaluation 

and 

assessment 

for referral to 

other facilities 

1.1 Assess patient 

status and order 

None 15 Minutes 

 

Attending 

Physician 

1.2 For transfer to 

hospitals for 

further 

evaluation and 

management 

None 10 Minutes Attending 

Physician 

1.3 Appraise 

patient and 

family about 

his/her 

condition that 

need to be 

manage by 

huge facilities 

2 Decision 

making for 

transfer to 

other facilities 

2.1 Needs to fill-up 

consent form for 

transfer moves 

None 

 

5 minutes 

 

Ward Nurses 

 

2.2 Referral notes 

by Physician 

indicating full 

details of 

patient's history, 

investigation, 

findings, 

treatment, 

present status, 

and reason for 

referrals 

None 

 

10 Minutes Attending 

Physician 

2.3 Make a call to 

the receiving 

unit 

None 

 

10 Minutes 

 

Attending 

Physician 
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- About patient's 

status 

- Availability of 

designated 

room 

- Referral 

arrangement 

should be 

doctor to 

doctor 

2.4 

 

Prepare 3 

copies of 

referral notes 

with Physician 

Signature 

- Referral 

documents 

preparation 

- Copies of 

examination, 

laboratories, RT-

PCR and CXR 

Result 

None 

 

20 Minutes Ward Nurses 

 

3 Updates of 

referral status 

3.1 

 

Do follow-up 

update of 

checking status 

to receiving 

facilities every 

shift and 

logbook it 

afterwards 

None 10 Minutes Ward Nurses 

 

3.2 Daily update of 

referral notes by 

Physician on 

duty during 

patient's round 

and any 

untoward 

changes to 

patient's status 

None 5 Minutes Attending 

Physician 

4 Prepare for 

transfer to 

receiving unit 

 

4.1 Inform Physician 

on duty and 

update Patient's 

referral notes 

None 3 Minutes Ward Nurses 
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4.2 Patient's Chart 

-  Forward  

   Patient's chart  

   to other  

   department 

-  Pharmacy  

   Section 

-  Billing Section 

-  NHIP Section/  

   Claims Section  

   (As to  

    completion of  

   PhilHealth   

   requirements 

None 1 Hour Ward Nurses / 

Pharmacy / 

Billing Section 

 

4.3 Assist patient's 

representative 

to security 

section to 

coordinate for 

means of 

transportation 

either hospital 

ambulance or 

municipal 

ambulance 

With 

payment 

10 Minutes Ward Nurses 

Station / 

Cashier 

4.4 Provide 

instruction to 

secure hospital 

bills to cashier 

section 

None 

 

10 Minutes Ward Nurses 

Station / 

Cashier 

4.5 Proceed to 

Social Worker 

for any financial 

adjustment/ 

assistance 

None 

 

10 Minutes Social Worker  

5 Obtain 

Clearance 

for transfer 

5.1 Signature of 

clearance to 

every 

department 

None 

 

5 Minutes Ward Nurses 

 

5.2 Collect patient's 

clearance for 

transfer and 

clearance slip 

should be given 

5.3 Follow the 

facilities 
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standard 

operating 

procedures 

when referring a 

patient 

-  Give to  

   patient's  

   representative   

   the following  

   documents 

-  Updated  

   referral notes 

-  Original Copy  

   of RT-PCR  

   Result 

-  Chest X-Ray  

   result 

-  Copies of  

   other  

   laboratory  

   result 

5.4 Patients with 

critical or life 

threatening 

condition shall 

be accompany 

during transport 

with nurses if 

possible with 

Physician on 

Duty or Nursing 

Aid if non-

critical spaces 

Total  3 Hours 3 

Minutes  
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X.   Respiratory Ward - Post-Mortem Care/COVID-19 Case     

    

Availability of Service: 24 hours a day, 7 days a week 

Office or Division: Davao Oriental Provincial Hospital - Lupon 

Classification: Simple 

Type of Transaction: G2C - Government to Citizen 

Who may avail: All COVID death patients 

Checklist of Requirements Where to Secure 

▪ Patient's Chart ▪ Emergency Department 

▪ Respiratory Ward 

▪ TTMF 

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1 Undergoes 

pronouncem

ent of being 

clinically 

dead 

1.1 Pronounces 

patient clinically 

dead after 

resuscitation or 

with signed DNI 

(Do Not 

Intubate); DNR 

Form (Absence 

vital signs of life) 

None 15 Minutes 

 

Attending 

Physician 

1.2 Appraises the 

family of 

patient's status 

& death 

None 15 Minutes Attending 

Physician 

1.3 Informs about 

hospital 

protocol of 

death for 

respiratory 

cases that 

includes the 

result of RT-PCR 

(OPS/NPS) 

-  The bunos  

   staffed of the  

   patient  

   depends to  

   RT-PCR results 

None 15 Minutes NOD 

 

1.4 Prepare 4 

copies of death 

certificate with 

Physician 

signature; 

None 

 

5 Minutes NOD 
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complete data 

of covid death 

form and 

informs 

supervisor 

1.5 Forward 

patient's claim 

to Billing Section 

None 5 Minutes NOD 

1.6 Notifies the 

respective MESU 

(Municipal 

Epidemiology 

Surveillance 

Unit) about the 

patient's case 

None 

 

5 Minutes NOD 

2 Post-Mortem 

Care 

2.1 Perform Morter 

Care 

None 3 Minutes 

 

NOD/Security 

Guard on Duty 

2.2 Prepares and 

completes 

orange death 

tags for patient 

identification 

None 

 

10 Minutes Attending 

Physician 

2.3 Inform security 

section to 

instruct patient's 

outside 

representative 

to secure the 

Cadaver Bag at 

Pharmacy 

Section 

None 

 

45 Minutes NOD / Nursing 

Aide 

2.4 

 

Observes 

standard 

precaution in 

holding 

cadaver 

-  Wears  

   complete  

   personal  

   protective   

   equipment  

   (PPE) and  

   observe  

   standard  

   precaution in  
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   handling  

   cadaver 

-  Pertain hand  

   washing  

   procedure 

2.5 Removes any 

assistive devices 

- Tubing 

- Put on yellow  

  bags for  

  standard  

  isolation  

  measures 

- Cleanse  

  patient's any  

  visible fluid and  

  secretion 

None 

 

20 Minutes Ward Nurses 

 

2.6 For post-mortem 

swab 

- Complete  

  Case  

  Investigation  

  Form (CIF) and  

  RITM 

- Performs OPS  

  or NPS Tests 

2.7 Wrap the body 

properly with 

condemned 

linen (white) 

making sure no 

body part is 

exposed 

- Places one   

  orange death  

  on patient's  

  forehead then  

  another one  

  over the linen 

- Places the 3rd  

  orange death  

  tag on the  

  head part of  

  the Cadaver  

  Bag 

None 

 

10 Minutes Security Guard 

on Duty 
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3 Being taken 

to the 

morgue 

3.1 

 

Coordinate with 

security guard 

on duty for 

transport of 

patient's body 

of morgue 

None 30 Minutes NOD/Security 

Guard on Duty 

 

3.2 Place the body 

inside a leak 

proof cadaver 

bag and zipped 

properly 

3.3 Coordinate with 

janitorial stage 

for cleaning 

and disinfection 

of pathways 

going towards 

the morgue for 

infection control 

purposes 

None NOD/Nursing 

Attendant/ 

Security Guard 

on Duty  

 

4 Family 

Instruction 

4.1 Instructs the 

family to secure 

billing and 

clearances 

with 

payment 

depending 

on their 

hospital 

expenses 

15 Minutes Pharmacy 

Section/Billing 

Section/ 

Cashier 

4.2 Instructs 

significant 

command 

about the 

process of 

cleaning and 

how the body 

will be 

managed 

1 Hour Ward Nurses/ 

Pharmacy/ 

Billing Section 
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4.3 Releases 

cadaver 

clearance slip 

with the original 

copy of swab 

test result 

(OPS/NPS) 

- Cadaver  

  referral slip/    

  clearances  

  depend with  

  RT-PCR results 

-  If with confirm   

  RT-PCR results,  

  referral for  

  cremation  

  ordinance/  

  burial  

  procedure  

  within 24 hours 

- If negative  

  result of RT- 

  PCR, inform  

  MESU (wait for  

  3-5 days) 

None 

 

 

 

 

 

 

None 

 

 

 

 

 

 

 

 

 

 

 

 

None 

10 Minutes 

 

 

 

 

 

 

15 Minutes 

 

 

 

 

 

 

 

 

 

 

 

 

24 Hours 

NOD 

 

 

 

 

 

 

Billing Section/ 

Medical 

Records  

 

Total  1 Day 3 Hours 

8 Minutes  
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XI.   Discharge of Patient from Station 2 

 

Process of discharging patient from Station 2       

Availability of Service: 8:00 AM - 5:00 PM DAILY 

Office or Division: Davao Oriental Provincial Hospital - Lupon 

Classification: Simple 

Type of Transaction: G2C - Government to Citizen 

Who may avail: Admitted Patients 

Checklist of Requirements Where to Secure 

▪ Discharge Order ▪ Resident on Duty 

▪ Completed Discharge Document 

(CF3 &CF4) 

▪ Resident on Duty 

▪ Discharge Instructions ▪ Nurse on Duty 

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1 Undergoes 

evaluation 

and 

assessment 

for discharge 

1.1 Eliminates and 

assesses patient 

for discharge 

None 1 Hour 

 

Resident on 

Duty 

 

1.2 Carry out 

Doctor's order 

for discharge 

None 30 Minutes Nurse on Duty 

2 Receives 

request for 

notice of 

discharge 

2.1 Explains the 

process of 

discharge 

None 10 Minutes Nurse on Duty 

 

3 Wait for the 

instruction to 

secure 

clearance 

3.1 

 

Discharge 

process 

 

None 2 hours & 40 

Minutes 

Nurse on Duty 

 

3.2 Chart send to 

Pharmacy for 

checking of 

dispensed 

medicines and 

other medical 

supplies used 

during their stay 

 

3.3 Send chart to 

Billing Section 

None 5 Minutes Pharmacy 

Aide/ 

Pharmacist on 

Duty 

3.4 Bill processed 

and call station 

if okay for billing 

 

None 1 Hour Billing Officer 

on Duty 
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4 Secure 

Clearance 

4.1 Inform client to 

secure slip for 

discharge and 

hospital 

evaluation 

checklist to 

Guard on Duty 

(OPD Area) 

None 

 

5 Minutes Nursing 

Attendant on 

Duty 

 

4.2 Instruct to drop 

evaluation 

checklist to the 

drop box 

None 

 

5 Minutes OPD Guard on 

Duty 

 

4.3 After 

completion, 

inform to get 

the clearance 

form to billing 

section 

None 

 

5 Minutes Nurse/Nursing 

Attendant 

 

4.4 Gives clearance 

form and 

instructs to 

complete all 

signatures listed 

None 

 

1 Hour Billing Officer 

on Duty 

 

5 Presents 

completed 

clearance 

and 

discharged 

slip 

5.1 Verifies 

clearance and 

discharge slip 

None 5 Minutes Nurse on Duty 

 

5.2 Gives discharge 

instructions 

- Home  

  Medications 

- Dates on  

  follow-up,  

  check-up 

- Health  

  Teachings 

- Other special  

  instructions 

15 Minutes Nurse on Duty 

 

5.3 Assist in getting 

to the lobby in a 

wheelchair 

None 10 Minutes Nursing 

Attendant on 

Duty 

6 Discharging 

of patients 

with probable 

cases 

6.1 The Nurse on 

duty will call the 

MESU for 

endorsement 

None 5 Minutes Nurse on Duty 

Total  7 Hours 10 

Minutes  
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Davao Oriental Provincial Hospital  

(Lupon) 

Ward Station Services  

External Services 
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I.   Admission of Patient from Emergency Department to Station-1 

      

Availability of Service: 24 hours a day, 7 days a week 

Office or Division: Davao Oriental Provincial Hospital - Lupon 

Classification: Simple 

Type of Transaction: G2C - Government to Citizen 

Who may avail: Female, male, pediatric patients, & OB-GYN patients (Post-

Partum & Pre-Partum)-Non Pulmo Cases 

Checklist of Requirements Where to Secure 

▪ Admitting Order ▪ Resident on Duty 

▪ Consent for Admission ▪ Nurse on Duty 

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1 Waits for the 

confirmation 

of admission 

to the 

assigned 

ward 

1.1 Endorsement of 

the patient's 

chart 

None 20 Minutes 

 

Nurse On Duty 

(ER 

Department 

Nurse on Duty 

Receiving Unit) 
1.2 Validate 

admitting orders 

and admission 

consent 

1.3 Ensures 

completeness 

of the chart and 

other important 

data 

2 Arrive to 

Nurses Station 

2.1 Provide nursing 

care 

None 30 Minutes Nurse On Duty 

(ER 

Department 

Nurse on Duty 

Receiving Unit) 

2.2 Escort patient to 

assigned bed 

2.3 Take initial vital 

signs, history 

taking 

2.4 Orient patients 

and watchers to 

ward policies 

Total  50 Minutes   
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II.   Preparation for transferring Admitted Patients to other Station & different Ward   

      (Station 2-Respi Ward)  

     

Availability of Service: 24 hours a day, 7 days a week 

Office or Division: Davao Oriental Provincial Hospital - Lupon 

Classification: Simple 

Type of Transaction: G2C - Government to Citizen 

Who may avail: Admitted Patients 

Checklist of Requirements Where to Secure 

▪ Transfer-out Order ▪ Resident on Duty 

▪ Complete Pertinent Data ▪ Nurse on Duty 

▪ Receiving Unit Bed Vacancy ▪ Receiving Unit (Station 2) 

▪ Endorsement ▪ Nurse on Duty 

▪ Transport Medium ▪ Endorsing Unit (Equipment & 

Manpower) 

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1 Undergoes 

evaluation 

assessment 

for transfer to 

other station 

1.1 Assess and 

evaluates 

patient for 

transfer of unit 

None 30 Minutes 

 

Resident on 

Duty 

2 Receives 

information 

that the 

patient 

should be 

transferred to 

another ward 

2.1 Provides an 

explanation 

and justification 

for the transfer 

towards the 

patients and 

watchers 

None 30 Minutes Nurse On Duty 

(ER 

Department 

Nurse on Duty 

Receiving Unit) 

2.2 Carry out 

doctor's order 

None 

 

15 Minutes Resident on 

Duty  

2.3 Ensures 

completeness 

of the chart and 

other pertinent 

data/ 

documents for 

the transfer 

None 

 

20 Minutes Nurse on Duty 

 

3 Inform notice 

about the 

process of 

transfer to 

other station 

3.1 Ask for room 

vacancy at the 

receiving unit if 

with vacancy: 

None 5 Minutes 

 

Nurse on Duty 

 

3.2 Continue with 

the 

endorsement 

None 

 

20 Minutes 

 

Nurse on Duty 
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process and 

patient's transfer 

if without 

3.3 Prioritization is 

accomplished 

by checking 

and monitoring 

the patient 

None 

 

20 Minutes 

 

Nurse on Duty 

 

3.4 Provide 

independent 

nursing care 

None 31 Minutes Nurse on Duty/ 

Nursing 

Attendant 

Total  2 Hours 51 

Minutes  
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III.   Transferring of Patient to other Station & Admitted Patients to different Ward  

     

Availability of Service: 24 hours a day, 7 days a week 

Office or Division: Davao Oriental Provincial Hospital - Lupon 

Classification: Simple 

Type of Transaction: G2C - Government to Citizen 

Who may avail: Admitted Patients 

Checklist of Requirements Where to Secure 

▪ Transfer-out Order ▪ Resident on Duty 

▪ Complete Pertinent Data ▪ Nurse on Duty 

▪ Receiving Unit Bed Vacancy ▪ Receiving Unit (Station 2) 

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1 Wait for the 

transfer to the 

designated 

area/unit 

1.1 Endorse the 

patient's chart, 

medication and 

ensure all 

equipment 

needed are 

available 

None 20 Minutes 

 

Nurse on Duty 

1.2 Instruct 

watchers to 

prepare the 

belongings of 

the patient for 

transfer 

None 

 

10 Minutes Nursing 

Attendant on 

Duty 

1.3 Prepare patient 

and ensures 

patient is stable 

for transport 

None 

 

20 Minutes Nurse on Duty 

2 Transfer 

patient 

2.1 Transport the 

patient to 

another station 

None 10 Minutes Nursing 

Attendant on 

Duty 

Total  55 Minutes   
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IV.   Discharge of Patient from Station 1  

 

Process of discharging patient     

Availability of Service: 8:00 AM - 6:00 PM Daily 

Office or Division: Davao Oriental Provincial Hospital - Lupon 

Classification: Simple 

Type of Transaction: G2C - Government to Citizen 

Who may avail: Admitted Patients 

Checklist of Requirements Where to Secure 

▪ Discharge Order ▪ Resident on Duty 

▪ Completed Discharge Document 

(CF3 &CF4) 

▪ Resident on Duty 

▪ Discharge Instructions ▪ Nurse on Duty 

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1 Undergoes 

evaluation 

and 

assessment 

for discharge 

1.1 Eliminates and 

assesses patient 

for discharge 

None 1 Hour 

 

Resident on 

Duty 

1.2 Carry out 

Doctor's order 

for discharge 

None 30 Minutes Nurse on Duty 

2 Receives 

request for 

notice of 

discharge 

2.1 Explains the 

process of 

discharge 

None 10 Minutes Nurse on Duty 

 

3 Wait for the 

instruction to 

secure 

clearance 

3.1 Discharge 

process 

None 2 Hours & 40 

Minutes 

Nurse on Duty 

3.2 Chart send to 

Pharmacy for 

checking of 

dispensed 

medicines and 

other medical 

supplies used 

during their stay 

3.3 Send chart to 

Billing Section 

None 5 Minutes Pharmacy 

Aide/ 

Pharmacist on 

Duty 

3.4 Bill processed 

and call station 

if okay for billing 

None 

 

1 Hour Billing Officer 

on Duty 

4 Secure 

Clearance 

4.1 Inform client to 

secure slip for 

discharge and 

None 

 

5 Minutes 

 

Nursing 

Attendant on 

Duty 
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hospital 

evaluation 

checklist to 

Guard on Duty 

(OPD Area) 

4.2 Instruct to dr1op 

evaluation 

checklist to the 

drop box 

None 5 Minutes 

 

OPD Guard on 

Duty 

 

4.3 After 

completion, 

inform to get 

the clearance 

form to billing 

section 

None 5 Minutes Nurse/Nursing 

Attendant 

 

4.4 Gives clearance 

form and 

instructs to 

complete all 

signatures listed 

None 1 Hour Billing Officer 

on Duty 

5 Presents 

completed 

clearance 

and 

discharged 

slip 

5.1 Verifies 

clearance and 

discharge slip 

None 5 Minutes Nurse on Duty 

 

5.2 Gives discharge 

instructions 

- Home  

  Medications 

- Dates on  

  follow-up,  

  check-up 

- Health   

  Teachings 

- Other special  

   instructions 

None 

 

15 Minutes Nurse on Duty 

 

5.3 Assist in getting 

to the lobby in a 

wheelchair 

None 

 

10 Minutes Nursing 

Attendant on 

Duty 

Total  7 Hours 10 

Minutes  
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V.   Facilitating of Prescribed Laboratory Examinations for Patients Admitted at  

      Station 1 

 

Assisting with Prescribed Laboratory Test    

Availability of Service: 6:00 AM - 11:00 PM, 7 Days in a Week 

Office or Division: Davao Oriental Provincial Hospital - Lupon 

Classification: Simple 

Type of Transaction: G2C - Government to Citizen 

Who may avail: Admitted Patients 

Checklist of Requirements Where to Secure 

▪ Doctor's Order ▪ Resident on Duty 

▪ Filled-up Request Form ▪ Nurse on Duty 

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1 Receive 

order for 

Laboratory 

Test 

1.1 Carry out 

doctor's order 

None 10 Minutes 

 

Nurse on Duty 

 

1.2 Routine Lab, 

Exam Fecalysis, 

Urinalysis and 

CBC 

1.3 Provides 

specimen bottle 

accordingly 

- Instruct patient  

  to collect  

  specimen  

  according to  

  specific  

  laboratory test  

  required 

None 5 Minutes Nurse on Duty 

 

1.4 For blood 

extraction 

required: 

- Inform patient  

  about blood  

  extraction 

- Instruct if there  

  are special  

  preparations 

None 5 Minutes Nurse on Duty 

 

2 Collect the 

requested 

specimen (If 

SE & UA) 

2.1 Send laboratory 

request form 

and specimen 

to Laboratory 

Department 

None 

 

5 Minutes Nurse on Duty 
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2.2 For PHIC 

member 

patients; give 

the request 

directly to the 

Laboratory 

Department 

None 5 Minutes Nurse on Duty 

 

2.3 For NON-PHIC 

member; pay 

first at the 

cashier before 

sending it to the 

lab 

See 

Annex A 

10 minutes 

 

Nurse on Duty 

 

3 Sending 

laboratory 

request for 

Hematology 

3.1 Permit 

collection of 

specimen 

(blood 

extraction) 

[Urinalysis & 

Fecalysis] 

None 

 

1 Hour NOD/ 

MedTech on 

Duty 

 

3.2 For PHIC 

member, send 

directly to lab 

3.3 For Non-PHIC 

member, pay 

first to cashier 

before sending 

the request to 

the Lab 

3.4 For STAT ORDER None 

 

10 Minutes NOD/ 

MedTech on 

Duty 

Total  1 Hours 50 

Minutes  
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VI.   X-Ray Procedure: Facilitation for Patients Admitted at Station 1 

 

Facilitation of the Prescribed X-Ray Procedure    

Availability of Service: 6:00 AM - 11:00 PM, 7 Days in a Week 

Office or Division: Davao Oriental Provincial Hospital - Lupon 

Classification: Simple 

Type of Transaction: G2C - Government to Citizen 

Who may avail: Admitted Patients 

Checklist of Requirements Where to Secure 

▪ Doctor's Order ▪ Resident on Duty 

▪ Filled-up Request Form ▪ Nurse on Duty 

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1 Receive 

order for X-

Ray 

Procedure 

1.1 Verifies Doctor's 

order 

None 5 Minutes 

 

Nurse on Duty 

 

1.2 Complete 

request form for 

the procedure 

1.3 Non-PHIC 

members; 

advise to pay 

first at the 

Cashier 

Refer to 

approved 

schedule 

of fees 

5 Minutes Nurse on Duty 

 

1.4 PHIC members; 

instruct to wait 

for a call 

None 1 Minute Nurse on Duty 

 

2 Transportation 
of patient to 

X-Ray Room 

2.1 Accompany 

patient via 

wheelchair/ 

stretcher 

None 

 

10 Minutes Nursing 

Attendant on 

Duty 

 

2.2 X-Ray 

Procedure 

Refer to 

approved 

schedule 

of fees 

45 Minutes RADTECH on 

Duty 

Total  1 Hours 6 

Minutes  
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VII.   Facilitating Transfer of Admitted Patient to Tertiary Hospital 

 

Process of transferring patient to other hospital for further management   

Availability of Service: 24 hours a day, 7 days a week 

Office or Division: Davao Oriental Provincial Hospital - Lupon 

Classification: Simple 

Type of Transaction: G2C - Government to Citizen 

Who may avail: Admitted Patients 

Checklist of Requirements Where to Secure 

▪ Transfer order to other hospital ▪ Doctor 

▪ Referral Form ▪ Doctor 

▪ Completed Pertinent Data ▪ Nurse on Duty 

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1 Receive 

order for X-

Ray 

Procedure 

1.1 Assess and 

evaluates 

patient for 

transfer 

None 30 Minutes 

 

Resident on 

Duty 

2 Receives 

information 

that the 

patient 

should be 

transferred 

2.1 Provides an 

explanation and 

justification for 

transfer and 

made referral 

form 

None 

 

30 Minutes Resident on 

Duty 

 

2.2 Carry out 

Doctor' Order 

None 5 minutes 

 

Nurse on Duty 

 

2.3 Transfer 

procedure: 

- Calls receiving   

  hospital  

  endorsement  

  and vacancy 
- If with  

  vacancy; Send  

  chart to billing  

  and instruct  

  client to  

  proceed to  

  ambulance  

  dispatch area 
- Advise to settle  

  bill or proceed  

  to medical  

  social welfare 

 

 

 

 

None 

 

 

 

Refer to 

approved 

schedule 

of fees 

 

 

 

 

None 

 

 

 

 

20 Minutes 

 

 

 

20 Minutes 

 

 

 

 

 

 

 

10 Minutes 

 

 

 

 

Nurse on Duty 

 

 

 

Nurse on Duty 

 

 

 

 

 

 

 

Resident on 

Duty 

Total  1 Hours 6 

Minutes  
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Davao Oriental Provincial Hospital  

(Lupon) 

Cashier Department 

External Services 
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I.   Collection of Payment 

 

Collection of payment for various hospital services rendered to clients.  

Availability of Service: 24 hours; Mondays to Sundays including Holidays 

Office or Division: Davao Oriental Provincial Hospital - Lupon 

Classification: Simple 

Type of Transaction: G2C - Government to Citizen 

Who may avail: Patients/Payor 

Checklist of Requirements Where to Secure 

▪ Request Form/Charge 

Slip/Hospital Bill/Prescription 

▪ Ward/Laboratory/Pharmacy/Office 

In-Charge of the service rendered 

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1 Present 

request 

form/charge 

slip/hospital 

bill/prescripti

on and 

payment. 

1.1 Verifies request Applicable 

Fees 

reflected in 

the 

request/ 

charge slip/ 

hospital bill/ 

prescription 

10 Minutes 

 

Administrative 

Officer I/ 

Cashier 

 
1.2 Receives 

payment and 

issues official 

receipt 

Total Applicable 

Fees 

reflected in 

the request/ 

charge slip/ 

hospital 

bill/ 

prescription 

10 Minutes   
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II.   Collection of Payment (For Patients who have not yet processed their PHIC  

      documents) 

 

Collection of payment for various hospital services rendered to clients.  

Availability of Service: 24 hours; Mondays to Sundays including Holidays 

Office or Division: Davao Oriental Provincial Hospital - Lupon 

Classification: Simple 

Type of Transaction: G2C - Government to Citizen 

Who may avail: Patients/Payor 

Checklist of Requirements Where to Secure 

▪ Request Form/Charge 

Slip/Hospital Bill/Prescription 

▪ Ward/Laboratory/Pharmacy/Office 

In Charge of the service rendered 

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1 Present 

request 

form/charge 

slip/hospital 

bill/prescripti

on and 

payment. 

1.1 Verifies request Applicable 

Fees 

reflected in 

the 

request/ 

charge slip/ 

hospital bill/ 

prescription 

10 Minutes 

 

Administrative 

Officer I/ 

Cashier 

 
1.2 Receives 

payment and 

issues official 

receipt 

1.3 Inform 

patient/watcher 

the processing 

period of refund 

after complying 

the PHIC 

documents. 

None 5 Minutes 

 

Total Applicable 

Fees 

reflected in 

the request/ 

charge slip/ 

hospital 

bill/ 

prescription 

15 Minutes   
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III.   Processing of Refund (CHEQUE REFUND) 

 

Refund of Payment/s for PHIC Patients (CHEQUE REFUND) 

Availability of Service: 8:00 AM to 5:00 PM; Mondays to Sundays 

Office or Division: Davao Oriental Provincial Hospital - Lupon 

Classification: Simple 

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

Government 

Who may avail: Patients/Payor 

Checklist of Requirements Where to Secure 

▪ Official Receipt/s ▪ Clients 

▪ Orange Card (Proof of 

processing PHIC documents) with 

Name & Signature 

▪ Philhealth Section 

▪ Mobile Number ▪ Clients 

▪ Valid ID ▪ Patient 

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1 Present all 

the 

requirements 

indicated 

above 

1.1 Verifies the 

validity of 

refund 

None 

 

1 Minute 

 

Administrative 

Officer I/ 

Cashier 

 1.2 Interview 

Patient/ 

Watcher 

None 

 

2 Minutes 

 

1.3 Inform 

patient/watcher 

the processing 

period of 

voucher and 

the update of 

the releasing of 

check when 

check is 

available 

None 

 

3 Minutes 

 

1.4 Prepares 

voucher 

None 

 

5 Minutes 

 

1.5 Forward the 

documents to 

Accounting 

Section 

None 

 

4 Minutes 

 

Total  15 Minutes   
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IV.   Releasing of Petty Cash 

 

Releasing of petty cash fund to various agency employees/departments 

Availability of Service: 8:00 AM to 5:00 PM; Monday to Friday except Holidays 

Office or Division: Davao Oriental Provincial Hospital - Lupon 

Classification: Simple 

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

Government 

Who may avail: Those agency employees/departments with petty cash 

requests 

Checklist of Requirements Where to Secure 

▪ Petty Cash Voucher ▪ Cashier Office 

▪ Purchase Request Form ▪ Requesting Department 

▪ Quotation/Canvass forms (for 

purchases above P 1,000.00) 

▪ Procurement Office 

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1 Presents Petty 

Cash request 

documents 

with 

approved 

signature of 

Admin 

Head/Chief 

of Hospital 

1.1 Verifies 

documents for 

accuracy & 

completion 

 

None 

 

5 Minutes 

 

Administrative 

Officer I/ 

Cashier 

 

1.2 Releases cash if 

documents are 

complete 

None 

 

3 Minutes 

 

2 Affixing name 

& signature in 

PCV form 

after receipt 

of cash 

2.1 Checks 

signature 

None 

 

2 Minutes 

 

Administrative 

Officer I/ 

Cashier 

 

Total  10 Minutes   
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V.   Releasing of Refund (CASH REFUND) 

  

Refund of Unserved Procedure or Medicine (CASH REFUND) 

Availability of Service: 8:00 AM to 5:00 PM; Mondays to Sundays 

Office or Division: Davao Oriental Provincial Hospital - Lupon 

Classification: Simple 

Type of Transaction: G2C - Government to Citizen 

Who may avail: Patients/Payor 

Checklist of Requirements Where to Secure 

▪ Official Receipt/s ▪ Clients 

▪ Note of Justification for refund 

with Name and Signature 

▪ Doctor/Nurse/Pharmacists/Billing/La

boratory In-Charge 

▪ Valid ID ▪ Patient 

▪ Authorization Letter (If the name 

appeared in OR is unable to 

claim personally the refund) 

▪ Patient 

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1 Present all 

the 

requirements 

indicated 

above 

1.1 Verifies the 

validity of 

refund 

None 

 

1 Minute 

 

Administrative 

Officer I/ 

Cashier 

 1.2 Interview 

Claimant 

None 

 

2 Minutes 

1.3 Provide the 

Logbook for the 

claimant for 

signature 

None 

 

5 Minutes 

 

1.4 Release the 

Cash Refund 

None 

 

2 Minutes 

Total  10 Minutes   
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VI.   Releasing of Refund (CHEQUE REFUND) 

  

Refund of Payment/s for PHIC Patients (CHEQUE REFUND) 

Availability of Service: 8:00 AM to 5:00 PM; Mondays to Fridays 

Office or Division: Davao Oriental Provincial Hospital - Lupon 

Classification: Simple 

Type of Transaction: G2C - Government to Citizen 

Who may avail: Patients/Payor 

Checklist of Requirements Where to Secure 

▪ Original & Photocopy of Valid ID ▪ Patient and Claimant 

▪ Authorization Letter (If patient is 

unable to claim personally the 

refund) 

▪ Patient 

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1 Present all 

the 

requirements 

indicated 

above 

1.1 Verifies 

documents for 

accuracy & 

completion 

None 

 

2 Minutes 

 

Administrative 

Officer I/ 

Cashier 

 

1.2 Provide the 

approved 

voucher for 

claimant 

signature 

None 

 

3 Minutes 

1.3 Provide the 

Logbook for the 

claimant for 

signature 

None 

 

3 Minutes 

 

1.4 Release check if 

documents are 

complete 

None 

 

2 Minutes 

Total  10 Minutes   
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Davao Oriental Provincial Hospital  

(Lupon) 

Billing & Claims Services 

External Services 
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I.   Preparation of Statement of Accounts 

 

Preparation of statement of accounts for Service and Payward (PHIC, Non-PHIC, 

COVID-19). 

Availability of Service: 8:00 AM to 5:00 PM; Mondays to Sundays including Holidays 

Office or Division: Davao Oriental Provincial Hospital - Lupon 

Classification: Simple 

Type of Transaction: G2C - Government to Citizen 

Who may avail: Patient and their Relatives/Authorize Representative 

Checklist of Requirements Where to Secure 

▪ Patient's Chart (PhilHealth 

Member & Non-PhilHealth 

members) 

▪ Nurses Station 

▪ Medical Charge Slip (PhilHealth 

Member & Non-PhilHealth 

members) 

▪ Pharmacy 

▪ Patient's Clearance Certificate ▪ Pharmacy 

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1 Submits 

Medical 

Charge Slip 

and Patient's 

Chart 

1.1 Receives and 

checks items if 

correct and 

creates progress 

bill 

None 

 

5 Minutes 

 

Billing Staff 

Billing Section 

1.2 Prepares patient's 

Statement of 

Accounts and 

finalizes charges 

once MGH charts 

are forwarded 

from Pharmacy 

None 

 

25 Minutes 

 

Billing Staff 

Billing Section 

1.3 Prints the final 

bill, releases 

statement of 

accounts & 

clearance slips, 

explains the 

charges posted 

in the hospital 

bill and instruct 

patient/watcher 

on the next 

process 

None 

 

10 Minutes 

 

Billing Staff 

Billing Section 

Total  40 Minutes   
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II.   Releasing of Statement of Accounts 

 

Releasing of patient’s statement of accounts 

Availability of Service: 8:00 AM to 5:00 PM; Mondays to Sundays including Holidays 

Office or Division: Davao Oriental Provincial Hospital - Lupon 

Classification: Simple 

Type of Transaction: G2C - Government to Citizen 

Who may avail: Patient and their Relatives/Authorize Representative 

Checklist of Requirements Where to Secure 

The following are the Complete 

Philhealth requirements that needs to 

be submitted with 24 hours upon patient 

admission: 

▪ Sponsored/Indigent Members: 

o Properly accomplished 

Claim Signature Form 

(CSF)-1 Copy 

o Updated Member Data 

Record (MDR) with 

validation - 1 Copy 

o Please read note below 

▪ Government/Private Employee: 

o Properly accomplished 

Claim Signature Form 

(CSF)-1 Copy 

o Updated Member Data 

Record (MDR) with 

validation - 1 Copy 

o Please read note below 

▪ Individually Paying/Self-

Employed Members: 

o Properly accomplished 

Claim Signature Form 

(CSF)-1 Copy 

o Updated Member Data 

Record (MDR) with 

validation - 1 Copy 

o Please read note below 

▪ Lifetime/Non-paying Members: 

o Properly accomplished 

Claim Signature Form 

(CSF)-1 Copy 

o Philhealth Lifetime/Non-

paying ID Card (For 

 

 

 

 

▪ Philhealth Claims Staff 

 

 

 

 

 

 

 

▪ Philhealth Claims Staff 

 

 

 

 

 

 

 

▪ Philhealth Claims Staff 

 

 

 

 

 

 

 

 

▪ Philhealth Claims Staff 
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Member-Patient) - 1 copy 

[back to back] 

o Updated Member Data 

Record (MDR) with 

validation - 1 Copy 

o Please read note below 

▪ OFW/OWWA Members: 

o Properly accomplished 

Claim Signature Form 

(CSF)-1 Copy 

o Updated Member Data 

Record (MDR) reflecting 

validity period of 

OFW/OWWA Remittance - 

1 copy 

o Please read note below 

Note: 

If member is unable to sign, attach any 

Government Issued Valid ID and 

document that would establish 

relationship of the member to the 

signatory (NEAREST KIN) 

 

 

 

 

 

 

▪ Philhealth Claims Staff 

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1 Fills-up and 

presents 

documents. 

(For 

Philhealth 

Members 

only) 

1.1 Receives and 

verifies the 

Philhealth 

requirements. 

(Non-PHIC 

directs 

watcher/patient 

to respective 

Nurse Station) 

None 

 

5 Minutes 

 

Billing Staff 

Billing Section 

1.2 Assists clients in 

conformance of 

SOA 

None 

 

5 Minutes 

 

Billing Staff 

Billing Section 

1.3 Release client's 

copy of SOA to 

patient/watcher

, explains the 

charges posted 

in the hospital 

bill and instruct 

patient/watcher 

on the next 

process 

None 

 

10 Minutes 

 

Billing Staff 

Billing Section 
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2 For Non-

Philhealth 

Members: 

 

They will be 

instructed to 

go to the 

Medical 

Social Service 

2.1 Assist clients in 

conformance of 

SOA 

None 

 

5 Minutes 

 

Billing Staff                 

Billing Section 

2.2 Release client's 

copy of SOA to 

patient/watcher

, explains the 

charges posted 

in the hospital 

bill and instruct 

patient/watcher 

on the next 

process 

None 

 

10 Minutes Billing Staff                 

Billing Section 

 

Total  40 Minutes   
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III.   Processing of Statement of Account 

 

Process for patients requesting for an issuance of Statement of Account. 

Availability of Service: 8:00 AM to 5:00 PM; Mondays to Fridays including Holidays;  

8:00 AM to 4:00 PM; Saturdays to Sundays 

Office or Division: Davao Oriental Provincial Hospital - Lupon 

Classification: Simple 

Type of Transaction: G2C - Government to Citizen 

Who may avail: All 

Checklist of Requirements Where to Secure 

The following are the Complete 

Philhealth requirements that needs to 

be submitted with 24 hours upon patient 

admission: 

▪ Sponsored/Indigent Members: 

o Properly accomplished 

Claim Signature Form 

(CSF)-1 Copy 

o Updated Member Data 

Record (MDR) with 

validation - 1 Copy 

o Please read note below 

▪ Government/Private Employee: 

o Properly accomplished 

Claim Signature Form 

(CSF)-1 Copy 

o Updated Member Data 

Record (MDR) with 

validation - 1 Copy 

o Please read note below 

▪ Individually Paying/Self-

Employed Members: 

o Properly accomplished 

Claim Signature Form 

(CSF)-1 Copy 

o Updated Member Data 

Record (MDR) with 

validation - 1 Copy 

o Please read note below 

▪ Lifetime/Non-paying Members: 

o Properly accomplished 

Claim Signature Form 

(CSF)-1 Copy 

o Philhealth Lifetime/Non-

paying ID Card (For 

 

 

 

 

▪ Philhealth Claims Staff 

 

 

 

 

 

 

 

▪ Philhealth Claims Staff 

 

 

 

 

 

 

 

▪ Philhealth Claims Staff 

 

 

 

 

 

 

 

 

▪ Philhealth Claims Staff 
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Member-Patient) - 1 copy 

[back to back] 

o Updated Member Data 

Record (MDR) with 

validation - 1 Copy 

o Please read note below 

▪ OFW/OWWA Members: 

o Properly accomplished 

Claim Signature Form 

(CSF)-1 Copy 

o Updated Member Data 

Record (MDR) reflecting 

validity period of 

OFW/OWWA Remittance - 

1 copy 

o Please read note below 

Note: 

If member is unable to sign, attach any 

Government Issued Valid ID and 

document that would establish 

relationship of the member to the 

signatory (NEAREST KIN) 

 

 

 

 

 

 

 

▪ Philhealth Claims Staff 

▪ Statement of Account ▪ Billing Section 

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1 Fills-up and 

presents 

documents. 

(For 

Philhealth 

Members 

only) 

 

For non-

Philhealth 

members: 

 

They will be 

instructed to 

go to the 

Medical 

Social Service 

 

 

 

1.1 

 

Accept the 

accomplished 

pre-billing 

notification slip 

 

For non-

Philhealth 

members: 

 

Instruct client to 

go to the 

Medical Social 

Service 

None 5 Minutes Billing Clerk/ 

Claims Staff 
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2 Accept the 

Statement of 

account form 

and do the 

following: 
- Proceed to  

  the Medical  

  Social  

  Service if  

  needed 

- Proceed to  

  the Cashier  

  for payment 

- Return to  

  the  

  Respective  

  ward and  

  submits  
  accomplished  
  discharge  

  clearance  

  form 

2.1 Compute the 

Hospital Bill, 

prepare the 

Statement of 

Account and 

release it to the 

client with 

instructions of 

the following: 

- Refer patients/  

  watchers to  

  Medical Social  

  Worker for  

  assistance, etc. 

- Instruct patients/  

  watchers to  

  proceed to  

  Cashier if: 

- PHIC: Excess of  

  case rates  

  except for No  

  Balance Billing 

- Non-Philhealth:  

  Amount due 

- Other: Amount  

  due after  

  assistance, etc 

- Receives  

  accomplished  

  discharge  

  clearance form 

None 

 

45 minutes 

 

Billing Clerk/ 

Claims Staff  

 

 

 

 

 

 

 

Social Welfare 

Officer I 

 

 

 

Cashier 

 

 

 

 

 

 

 

 

 

 

 

Nurse On-Duty 

 

Total  50 Minutes   
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IV.   Availing of PhilHealth Benefits 

 

Receiving of patients PhilHealth documents 

Availability of Service: 8:00 AM to 5:00 PM; Mondays to Fridays including Holidays;  

8:00 AM to 4:00 PM; Saturdays to Sundays 

Office or Division: Davao Oriental Provincial Hospital - Lupon 

Classification: Simple 

Type of Transaction: G2C - Government to Citizen 

Who may avail: Patient and their Relatives/Authorize Representative 

Checklist of Requirements Where to Secure 

▪ PHIC Claim Signature Form (CSF) ▪ PhilHealth website: 

www.philhealth.gov.ph/downloads/

forms 
▪ PHIC ID or any valid ID 

▪ PhilHealth Membership 

Registration Form (PMRF) if 

needed. 

▪ Philhealth Claims 

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1 Fills-up and 

presents 

documents 

1.1 Receives and 

checks items of 

complete 

None 

 

5 Minutes 

 

Claims Staff   

 

1.2 Verifies PHIC 

portal for 

membership 

eligibility vs 

submitted 

documents 

None 

 

10 Minutes 

 

Claims Staff   

 

1.3 Issue Philhealth 

benefit slip 

(Orange Card) 

None 

 

2 Minutes 

 

Claims Staff   

 

1.4 Files documents None 2 Minutes Claims Staff  

2 Submits 

Philhealth Slip 

(Orange 

Card) to 

Pharmacy 

2.1 Receives 

Philhealth Slip 

(Orange Card) 

and attached 

to Medical 

Charges Slip, 

etc. 

None 

 

3 Minutes 

 

Pharmacist / 

Pharmacy 

Aide                             

Pharmacy 

Total  22 Minutes   
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Davao Oriental Provincial Hospital  

(Lupon) 

Security Section 

External Services 
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I.   Issuance of Watcher's ID 

 

Releasing of Watcher's ID to watchers of admitted patients. 

Availability of Service: 24 hours a day, 7 days a week 

Office or Division: Davao Oriental Provincial Hospital - Lupon 

Classification: Simple 

Type of Transaction: G2C - Government to Citizen 

Who may avail: Admitted Patient's Watcher 

Checklist of Requirements Where to Secure 

▪ Referral Form ▪ Nurses Station 

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1 Clients 

present a 

referral form 

from ward 

nurses station 

address to 

the guard on 

duty 

1.1 Records the 

patient's details 

in the logbook 

 

None 

 

5 Minutes 

 

Guard on duty 

Security 

Section 

 

1.2 Issues watcher's 

ID to client 

5 Minutes 

 

Total  10 Minutes   
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II.   Replacement of Lost Watcher's ID 

 

Releasing of Watcher's ID to watchers of admitted patients 

Availability of Service: 24 hours a day, 7 days a week 

Office or Division: Davao Oriental Provincial Hospital - Lupon 

Classification: Simple 

Type of Transaction: G2C - Government to Citizen 

Who may avail: Admitted Patient's Watcher 

Checklist of Requirements Where to Secure 

▪ Referral Form ▪ Ward Nurses Station 

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1 Receives 

referral form 

issued from 

the nurse on 

duty 

1.1 Records 

patient's and 

watcher's 

details in the 

logbook 

None 

 

5 Minutes 

 

Guard on duty 

Security 

Section 

 

1.2 Issues charge 

slip and instructs 

client to pay for 

the lost ID to the 

Cashier 

5 Minutes 

 

2 Pays for the 

lost watcher's 

ID at the 

Cashier 

2.1 Receives 

payment and 

issues an official 

receipt 

P 50.00 10 Minutes Cashier on 

duty Cashier 

3 Submits 

official 

receipt to 

Guard on 

duty 

3.1 Checks receipt 

then issues 

replacement 

watcher's ID 

None 10 Minutes Guard on duty 

Security 

Section 

 

Total P 50.00 30 Minutes   
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III.   Incident Investigation 

 

Investigation of any untoward incident. 

Availability of Service: 8:00 AM to 5:00 PM Mondays to Fridays 

Office or Division: Davao Oriental Provincial Hospital - Lupon 

Classification: Complex 

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

Government 

Who may avail: Watchers, Patients, Visitors, Clients; DOPH-Lupon 

Personnel/Offices 

Checklist of Requirements Where to Secure 

Present any of the following: 

▪ Memorandum/Order 

▪ Letter Request for Investigation 

▪ Verbal Request or Complaint 

 

▪ Admin Office   

▪ Requesting Person or Unit 

▪ Victim/Complainant 

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1 Forward 

Memo/ 

Investigation 

request or 

verbal 

instruction 

address to 

security 

section and 

state the 

details of the 

untoward 

incident 

1.1 Records and 

verifies reported 

untoward 

incident 

None 

 

30 Minutes 

 

 

Security Officer 

Security 

Section 

 

2 Give 

statements/d

etails or facts 

of the 

incident 

2.1 Conducts 

ocular 

inspection and 

proper 

investigation 

None 

 

2 Days Security Officer 

Security 

Section with 

Police 

Investigator 

2.2 Interviews 

persons 

involved: 

Complainant, 

suspect or 

witnesses if 

available 

2.3 Gathers 

evidence 
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2.4 Evaluates 

evidences 

based on the 

generated facts 

and finding with 

corresponding 
recommendation/s 

None 

 

5 Days Security Officer 

Security 

Section with 

Police 

Investigator 

2.5 Submits 

Investigation 

Report (IR) to 

Admin Head for 

proper 

disposition 

Total  7 Days 30 

Minutes  
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IV.   Issuance of PPEs to All Security Guards 

 

Secure the PPE's of all guards on duty assigned/posted at identified covid areas 

Availability of Service: 24 hours a day Mondays - Sundays 

Office or Division: Davao Oriental Provincial Hospital - Lupon 

Classification: Simple 

Type of Transaction: G2G - Government to Government 

Who may avail: Security Guards 

Checklist of Requirements Where to Secure 

▪ Physical Appearance of Security 

Guards 

▪ Security Station 

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1 Proceed to 

Security 

Station to ask 

for PPE 

1.1 Issues PPE then 

logs the 

issuance on the 

inventory sheet 

None 5 Minutes Security Guard 

In-Charge              

Security 

Section 

Total  5 Minutes   
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Davao Oriental Provincial Hospital  

(Lupon) 

Linen and Laundry Services 

External Services 
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I.   Issuance of Clean Linen 

 

This process covers the different wards requesting clean linens. The service is upon the 

request of the area duty accomplished by the requesting officer. Soiled linen shall be 

replenished with clean linen as per actual count. 

Availability of Service: 8:00 AM to 5:00 PM; Mondays to Sundays 

Office or Division: Davao Oriental Provincial Hospital - Lupon 

Classification: Simple 

Type of Transaction: G2C - Government to Citizen 

Who may avail: All Wards 

Checklist of Requirements Where to Secure 

▪ Linen Request Form ▪ Requesting Ward 

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1 Surrenders all 

soiled linens 

and submits 

request form 

for clean 

linens from 

the Nurses 

Station 

1.1 The end user 

carries the dirty 

linens down to 

the designated 

area for 

counting 

None 

 

1 Hour 

 

Laundry and 

Linen Staff 

 

1.2 Linen and 

laundry staff on 

duty, as well as 

the nursing 

attendants, will 

count the soiled 

linens and 

replace it with 

clean linen on a 

first-come, first-

served basis 

2 Receives 

issued clean 

linens 

2.1 Issues clean 

linens as per the 

number of 

surrendered 

soiled linens 

indicated on 

the requisition 

and issuance 

slip from the 

Nurses' Station 

None 

 

2 Hours Laundry and 

Linen Staff 

2.2 Registers the 

number of 

soiled linens 

surrendered 
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and the number 

of issued clean 

linens into the 

inventory 

logbook 

Total  3 Hours   
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II.   Replacement of Linens 

 

This process covers the replacement of linen for the different wards. The service is upon 

the request of the area duly accomplished by the requesting personnel and as per 

number of request for replacement. 

Availability of Service: 8:00 AM to 5:00 PM; Mondays to Sundays 

Office or Division: Davao Oriental Provincial Hospital - Lupon 

Classification: Simple 

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

Government 

Who may avail: All Wards; All Admitted Patients 

Checklist of Requirements Where to Secure 

▪ Request Form ▪ Linen and Laundry Section 

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1 Surrenders all 

soiled linens 

and submits 

request form 

from the 

Nurses Station 

for clean 

linens 

1.1 Issues clean 

linens 

None 

 

1 Hour 

 

Laundry and 

Linen Staff 

1.2 Informs the 

watcher and/or 

patient that the 

1st linen issued 

will be free of 

charge but Php 

50.00 will be 

charge if the 

patient requests 

for a change of 

linen everyday 

- Every other day  

  is the regular  

  schedule of  

  changing linens 

P 50.00 

Extra 

linen 

Ward 

Personnel                                                            

Cashier 

 

1.3 If the patient will 

be referred to 

other hospital 

and the linen 

was not 

returned to the 

Linen Section, 

the Ward 

Personnel will be 

responsible for 

returning it 
- In case the   

  patient died,  

P 300.00 

Linen 

Ward 

Personnel 
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  issues charge slip  

  for the linen  

  used and  

  instructs patient  

  to pay to the  

  Cashier 

1.4 When the 

patient is 

transferred to 

another room, 

alley, or ward, 

the same linen 

will be used 

Ward 

Personnel 

 

Total  1 Hours  
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III.  Signing of Discharge Clearance 

 

Secures all used linen issued from patient whenever they are scheduled for discharge 

and signs clearance. 

Availability of Service: 8:00 AM to 5:00 PM; Mondays to Sundays including Holidays 

Office or Division: Davao Oriental Provincial Hospital - Lupon 

Classification: Simple 

Type of Transaction: G2C - Government to Citizen 

Who may avail: All Admitted Patients 

Checklist of Requirements Where to Secure 

▪ Discharge Clearance ▪ Nurse Station (where the patient is 

admitted) 

▪ Duly Accomplished Request Form 

for Return and/or Issuance of 

Linen (2 Copies) 

▪ Nurse Station (where the patient is 

admitted) 

▪ Soiled linens and/or patient's 

gown to be replaced or returned 

▪ Patient 

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1 Submits copy 

of Discharge 

Clearance 

and shows 

the number 

of the soiled 

linens and 

patient 

gowns to be 

returned 

 

 

 

 

*if patient is 

checked with 

a missing 

linen or 

patient gown 

1.1 Obtains the 

discharge 

clearance from 

the patient  

and/or watcher 

and verifies 

logbook for the 

number of linens 

and/or patient 

gowns issued 

versus 

surrendered 

soiled linens and 

patient gowns 

before signing 

None 

 

10 Minutes 

 

Laundry and 

Linen Staff 

1.2 Instructs the 

patient and/or 

watcher where 

to put the soiled 

linens and/or 

patient gowns 

1.3 Signs the 

Discharge 

Clearance if the 

patient is free 

from any liability 
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on  missing 

linen/s or 

patient gown/s 

1.4 If in case of 

missing linen or 

patient gown, 

issues a charge 

slip and instructs 

the patient to 

proceed to the 

Cashier and 

pay for the 

missing 

linen/patient 

gown and asks 

for the Official  

Receipt to verify 

payment before 

signing their 

clearance 

Php 

300.00  

Linen   

           

Php 

300.00 

Patient 

Gown 

10 Minutes Cashier 

Total  20 Hours  
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Davao Oriental Provincial Hospital  

(Lupon) 

Billing and Claims Services 

Internal Services 
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I.   Processing of Philhealth Claims 

 

Processing of patient Philhealth Claims 

Availability of Service: 8:00 AM to 5:00 PM; Mondays to Sundays 

Office or Division: Davao Oriental Provincial Hospital - Lupon 

Classification: Simple 

Type of Transaction: G2G - Government to Government 

Who may avail: Patient member and qualified dependents 

Checklist of Requirements Where to Secure 

▪ Statement of Account ▪ Billing Section 

▪ Doctor's order and Nurse's notes 

for confinement below 24 hours 

▪ Nurses Station 

▪ Claim Form 3 (CF3) ▪ Nurses Station 

▪ Case Investigation Form ▪ Nurses Station 

▪ Newborn Filter Sticker ▪ Laboratory 

▪ Hearing Test Result ▪ Laboratory 

The following are the Complete 

Philhealth requirements that needs to 

be submitted with 24 hours upon patient 

admission: 

▪ Sponsored/Indigent Members: 

o Properly accomplished 

Claim Signature Form 

(CSF)-1 Copy 

o Updated Member Data 

Record (MDR) with 

validation - 1 Copy 

o Please read note below 

▪ Government/Private Employee: 

o Properly accomplished 

Claim Signature Form 

(CSF)-1 Copy 

o Updated Member Data 

Record (MDR) with 

validation - 1 Copy 

o Please read note below 

▪ Individually Paying/Self-

Employed Members: 

o Properly accomplished 

Claim Signature Form 

(CSF)-1 Copy 

o Updated Member Data 

Record (MDR) with 

validation - 1 Copy 

o Please read note below 

 

 

 

 

▪ Philhealth Claims Staff 

 

 

 

 

 

 

 

▪ Philhealth Claims Staff 

 

 

 

 

 

 

 

▪ Philhealth Claims Staff 
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▪ Lifetime/Non-paying Members: 

o Properly accomplished 

Claim Signature Form 

(CSF)-1 Copy 

o Philhealth Lifetime/Non-

paying ID Card (For 

Member-Patient) - 1 copy 

[back to back] 

o Updated Member Data 

Record (MDR) with 

validation - 1 Copy 

o Please read note below 

▪ OFW/OWWA Members: 

o Properly accomplished 

Claim Signature Form 

(CSF)-1 Copy 

o Updated Member Data 

Record (MDR) reflecting 

validity period of 

OFW/OWWA Remittance - 

1 copy 

o Please read note below 

Note: 

If member is unable to sign, attach any 

Government Issued Valid ID and 

document that would establish 

relationship of the member to the 

signatory (NEAREST KIN) 

▪ Philhealth Claims Staff 

 

 

 

 

 

 

 

 

 

 

 

 

▪ Philhealth Claims Staff 

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1 Submit 

documents 

from Billing 

and Claims 

Counter 

1.1 Receives PHIC 

documents, 

conformed SOA 

and PBEF 

None 

 

2 Minutes 

 

Billing & Claims 

Staff 

1.2 Pairs documents None 5 Minutes 

1.3 Forwards PHIC 

claims for 

signature to 

authorized 

signatories 

None 

 

5 Minutes 

1.4 Prepares 

transmittal for 

processing of 

claims 

None 

 

5 Minutes 

2 Submits PHIC 

documents 

2.1 Receives PHIC 

documents 

None 2 Minutes Claims Staff 
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for processing 

of claims 

2.2 Processes PHIC 

claims 

None 20 Minutes 

2.3 Prepares 

transmittal of 

processed PHIC 

claims 

None 5 Minutes 

3 Submits PHIC 

processed 

claims for 

transmittal 

3.1 Receives 

processed PHIC 

claims 

None 15 Minutes Administrative 

Aide I 

3.2 Scans and 

uploads PHIC 

claim via e-

claims 

None 60 Days 

3.3 Files PHIC 

documents 

None 5 Minutes 

Total  60 days and 

1 hour and 4 

minutes 
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Provincial Disaster Risk Reduction and 

Management Office 

External Services 
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I.   Provision of assistance to conduct training on disaster risk reduction and   

      management 

 

Availability of Service: 8:00AM to 5:00 PM Monday to Friday 

 

Office or Division: Provincial Disaster Risk Reduction and Management Office 

Classification: Highly Technical 

Type of Transaction: G2C – Government to Citizen; G2G – Government to 

Government; G2B – Government to Business 

Who may avail: Local Government Units, Government Agencies, CSOs & 

Private Sectors 

Checklist of Requirements Where to Secure 

Letter request addressed to the 

Honorable Governor through the 

Department Head of the PDRRMO: 

▪ Letter should contain the 

following: 

o Type of training 

o Preferred date of training 

o Venue of the training 

o Target participants 

▪ Letter should be signed by the 

authorized officer and should 

provide their contact number 

 

 

 

▪ The requesting party will provide the 

letter 

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1 Sign/Record 

in the 

attendance 

logbook 

1.1 Check the 

logbook signed 

for verification to 

ensure 

correctness of 

data. 

None 1 Minute AL JAMIL A. 

MACATABOG 

LDRRMO II, 

Research & 

Planning 

Division Chief 

2 Submits 

letter 

request in 

person 

(ideally 2 

months 

before the 

conduct of 

the activity). 

Via Email 

2.1 Receives letter 

request in person 

and advise the 

client to wait for 

feedback not 

later than 3 days. 

None 5 Minutes 

2.2 Acknowledges 

receipt of the 

letter request and 

advise the client 

to wait for 

feedback not 

later than 3 days. 

None 1 Hour 
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3 Receives 

approval of 

the training 

request and 

logistical 

requirement 

for their 

compliance 

 
*For Approved 

Request* 

3.1 Provides logistical 

and 

administrative 

requirement for 

the training and 

training team 

None Within 5 days 

upon receipt 

RIZEL MAE P. 

BALUNCIO 

LDRRMO II, 

Training 

Administration 

Division Chief 

3.2 Prepares 

completed staff 

work: 

- Memorandum  

  orders 

- Travel Orders 

4 Receives 

the training 

4.1 Implements/Con

ducts training 

None Day of the 

Training 

4.2 Endorses training 

certificates to the 

Dept. Head for 

Signature 

4.3 Provides signed 

certificates to the 

client 

4.4 Submits After 

Activity Report to 

the Department 

Head 

Within 2 days 

after the 

training 

Total  7 Days  
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II.   Provision of Financial Assistance (FA) to the Victims of Disasters or Calamities 

 

Availability of Service: 8:00AM to 5:00 PM Monday to Friday 

 

Office or Division: Provincial Disaster Risk Reduction and Management Office 

Classification: Highly Technical 

Type of Transaction: G2C – Government to Citizen; G2G – Government to 

Government 

Who may avail: Victims of Emergencies or Calamities 

Checklist of Requirements Where to Secure 

BURIAL ASSISTANCE 

▪ Death Certificate 

▪ Proof of filial relationship 

▪ Certification from the Barangay 

Captain 

▪ Local DRRM Office Certification 

▪ Police Report on the incident 

▪ PSWDO Case Study and 

endorsement for payment of 

claims from PSWDO 

FINANCIAL AND EMERGENCY SHELTER 

ASSISTANCE 

▪ Proof of filial relationship 

▪ Certification from the Barangay 

Captain 

▪ Local DRRM Office Certification 

▪ BFP on the incident (fire incidents) 

▪ Health Office Report (health 

emergency concerns) 

▪ PSWDO Case Study and 

endorsement for payment of 

claims from PSWDO 

 

▪ Local Civil Registrar 

▪ Client will provide 

▪ Client’s residential barangay 

 

▪ Mun/City Local DRRM Office 

▪ Mun/City Police Station 

▪ PSWDO 

 

 

 

 

▪ Client will provide 

▪ Client’s residential barangay 

 

▪ Mun/City Local DRRM Office 

▪ Mun/City Fire Station 

▪ Mun/City Health Office 

 

▪ PSWDO 

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1 Submits 

pertinent 

documents 

to the 

PSWDO 

1.1 (PSWDO) 

receives the 

document, 

evaluate and 

validate the 

completeness of 

the documents 

None 10 Minutes PSWDO Person 

In-charge 

1.2 Person in-charge 

advise the client 

to wait for 

feedback not 

later than 3 days 
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1.3 Conducts site 

assessment and 

home visits 

Within 5 days 

depending 

on the 

location and 

distance of 

the client 

1.4 Prepares the 

following 

documents: 

- Financial  

  documents 

- Case study 

  Certificate of  

  eligibility 

1.5 Transmit the 

financial 

documents and 

attached all 

other pertinent 

documents to the 

PDRRMO 

1.6 Evaluate 

documents, 

attach DAB and 

indicate 

corresponding 

funding charges 

None 30 Minutes AL JAMIL A. 

MACATABOG 

LDRRMO II, 

Finance & 

Administration 

Section In-

charge 

1.7 Sign the financial 

documents 

None JESUSA C. 

TIMBANG 

PGDH-

PDRRMO 

1.8 Transmit the said 

documents to the 

PSWDO for 

processing 

None AL JAMIL A. 

MACATABOG 

LDRRMO II, 

Finance & 

Administration 

Section In-

charge 

1.9 Process the 

documents 

None 3 Days Process the 

documents 

2 Receives 

the financial 

assistance 

2.1 Let the client sign 

pertinent 

documents for 

documentation 

None 10 Minutes PSWDO Person 

In-charge 

Total  8 Days 50 

Minutes 
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III.   Provision of 24/7 Emergency Assistance Through Emergency Hotline 

 

Availability of Service: 24/7 Available including Holidays 

 

Office or Division: Provincial Disaster Risk Reduction and Management Office 

Classification: Simple 

Type of Transaction: G2C – Government to Citizen 

Who may avail: General Public 

Checklist of Requirements Where to Secure 

▪ None ▪ None 

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1 Call or Text 

to the 

following 

Emergency 

Hotline 

Numbers: 

 

09488386060 

(TM) 

09973243755 

(SMART) 

(087) 3884-

911 (TEL.) 

1.1 Receives call or 

text from the 

client and verify 

the information 

such as: 

- Type of  

  incident/  

  emergency 

- Possible number  

  of individuals  

  concerned 

- Location of  

  incident/  

  emergency 

- Status 

None 3-5 Minutes RADIO 

OPERATOR 

ON-DUTY 

1.2 Records all 

information to the 

Communication 

Logbook 

1.3 Forward the 

information to the 

concerned LGU 

through their 

Local DRRM 

Office Operation 

Center for their 

appropriate 

action 
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  1.4 FOR MASS 

CASUALTY 

INCIDENTS that 

needs the 

PDRRMO 

augmentation 

- Alerts the  

  Responder’s  

  Team on-duty 

- Respond to  

  incident/  

  emergency with  

  appropriate  

  equipment or  

  resources. 

- Provide  

  appropriate  

  intervention to  

  individuals  

  affected. 

- Ferry victims to  

  nearest hospital  

  if needed 

None Within 20 

Minutes 

depending 

on the 

location 

(within Mati 

City) and at-

least 1-hour 

for outside 

Mati City 

RESPONDER’S 

TEAM LEADER 

ON DUTY 

1.5 Make report 

regarding the 

incident including 

the supplies used 

during the 

operation and let 

the Hospital 

Nurse-on-duty 

sign the report (if 

victim is 

transported to 

hospital) 

None Within 10 

Minutes 

RESPONDER’S 

TEAM LEADER 

ON DUTY 

1.6 Submit report to 

Radio Operator 

on-duty 

Total  1 Hour 10 

Minutes 
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Office of the Provincial Agriculture 

External Services 
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I.   Training, Organization (Request for Entrepreneurial and Skills training,  

  Organization and Re-Organization of RIC, 4H Club, other Agri-Fishery and Non-   

  Agricultural related associations and Cooperatives) 

NGOs, GOs, CSOs and other sectors within Davao Oriental can avail the following 

services 

Office or Division: Office of the Provincial Agriculture 

Classification: Simple 

Type of Transaction: G2C - Government to Citizen; G2G – Government to 

Government 

Who may avail: Government Offices & Other sectors 

Checklist of Requirements Where to Secure 

▪ Request letter addressed to the 

Provincial Government 

Department Head (PGDH) – (Fas, 

4H Club, RICs, Reach Program 

and Non- Agricultural related 

associations and cooperatives) 

▪ The requesting party will provide the 

letter request 

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1                                                                                               Fill-up 

attendance 

in the 

logbook and 

receiving of 

proposal/ 

request 

(Receiving 

Desk) 

- REACH  

  advocacy 

- Training on  

  redirecting  

  towards 

Entrepreneurial  

  attitudes for  

  change  

  (ReTEACH –  

  LVL1) 

- Training on  

Entrepreneurial  

  form  

  Management  

  (ENTREFARM)  

   – Level 2 

- Livelihood  

  skills training  

1.1 Fill-up 

attendance in 

the logbook with 

complete data 

for 

communication 

and monitoring 

purposes 

None 10 Minutes Focal Person 
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  on tomato  

  ketchup 

- Livelihood  

  skills training  

  on squash  

  naja  

  (Kalamaja) 

- Livelihood  

  skills training  

  on fish  

  processing  

  (tilapia  

  lamayo,  

  tilapia  

  empanada  

  and tuna  

  flakes) 

- Livelihood  

  skills training  

  on banana  

  chips 

- Livelihood  

  skills training  

  on  

  pineapple  

  Jam 

- livelihood  

  skills training  

  on bangus  

  deboning,  

  smoking  

  and tocino  

  making 

- Organization  

  and 

reorganization  

  of RIC and 4H  

  Club 

1.2 Receive the 

request letter and 

advise the client 

on related 

requirements. If 

complete, clients 

is advised to 

proceed to 

coordinators 

desk; if 

incomplete, 

client is advised 

accordingly 

 

 

2 Assessment 

of proposal/ 

Request 
(Coordinators 

Desk) 

2.1 Assess proposal/ 

request for 

completeness 

and validity 

None 15 Minutes Focal Person 

3 Finalization 

and 

agreement  

3.1 Finalize and 

agree together 

with the 

requesting party 

regarding the 

arrangement of 

the activity 

 

 

None 30 Minutes Focal Person 



 

 

330 | P a g e  
 

4 Scheduling 4.1 Finalize ang 

agree together 

with the 

requesting party 

regarding the 

arrangement of 

the activity 

None 15 Minutes Focal Person 

5 Conducting 

of trainings, 

organization 

and 
reorganization 

5.1 Actual conduct 

of activities 

None  Focal Person, 

pool of trainers 

and other 

partner 

agencies 

Total  1 Hour 10 

Minutes 
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II.   Request of Data – Commodity Profile (Area Planted, No. of Farmers and   

  Production) of these crops: rice, corn banana – cardaba, vegetables, cacao,  

    coffee, rubber, oil palm, and hot chili. 

Commodity Profile (No. of fishermen and volume catch) of these fish products: Tilapia, 

bangus & Tuna 

NGOs, GOs, CSOs and other sectors within Davao Oriental can avail the following 

services 

 

Office or Division: Office of the Provincial Agriculture 

Classification: Simple 

Type of Transaction: G2C - Government to Citizen; G2G – Government to 

Government 

Who may avail: Government Offices & Other sectors 

Checklist of Requirements Where to Secure 

▪ Request Letter addressed to 

PAGRO – PGDH 

▪ The requesting party will provide the 

letter 

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1 Record the 

attendance 

in the 

logbook 

1.1 Check the 

logbook signed 

for verification to 

ensure correct 

data 

None 1 Minute Focal Person 

assigned in the 

Public 

Assistance 

Counter (PAC) 

2 Present the 

request 

letter with 

the 

complete 

data 

(Name, 

Address and 

contact 

number) 

2.1 Receive the 

request letter and 

advise the client 

to wait for 

feedback not 

later than 3 Days 

None 1 Minute  

3 Will wait for 

further 

notice thru 

text 

message 

3.1 Prepare the data 

requested by 

client 

None 2 Hours Planning staff 

4 Go back to 

PAGRO 

office to 

pick up 

requested 

data 

4.1 Inform the client 

thru text message 

that data 

requested is now 

ready for pick up 

None 3 Minutes Planning staff 
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5 Record 

attendance 

in the 

logbook 

5.1 Check the 

logbook signed 

for verification to 

ensure correct 

data 

None 1 Minute Focal Person 

assigned in the 

Public 

Assistance 

Counter (PAC) 

6 Present the 

text 

message 

from 

PAGRO 

Planning 

staff as 

proof that 

data 

requested is 

now ready 

for pick up 

6.1 Check the text 

message as to 

sender’s name 

and address and 

content 

None 1 Minute 

7 Take a seat 

and wait 

7.1 Advise the client 

to take a seat 

and wait while 

he/she informs 

the planning staff 

that client is 

waiting to 

receive the data 

requested 

None 1 Minute 

8 Received 

the 

requested 

data by 

signing in 

the logbook 

8.1 Record in the 

logbook 

None 1 Minute 

Total  2 Hour 9 

Minutes 

 

 



 

 

333 | P a g e  
 

III.  Request of Palay, corn, vegetable seeds, banana seedlings, coffee seedlings,  

      chili/oil palm, cacao seedlings, rubber seedlings, abaca seedlings, organic  

      planting Materials, fertilizers and other input support interventions for the project 

 

Office or Division: Office of the Provincial Agriculture 

Classification: Simple 

Type of Transaction: G2C - Government to Citizen; G2G – Government to 

Government 

Who may avail: Government offices, farmers & fisherfolk and other sectors 

Checklist of Requirements Where to Secure 

▪ Request letter should be 

addressed to the Department 

Head of PAGRO 

▪ The letter from the requesting party 

will be received by the PAGRO 

administrative office and affix the 

date and time received for proper 

recording and forwarded to the 

Head of office then the letter will be 

forwarded to the concern division for 

action 

▪ Endorsement letter ▪ Endorsement letter will be given 

immediately to requesting party if it 

does not need for validation/ 

inspection of his request by PAGRO 

Head. 

▪ Request of Intervention Support ▪ The requesting party need to avail of 

interventions/ planting materials 

they should submit names of 

beneficiaries, location, area to be 

planted and verified/ signed by the 

concerned barangay captain and 

endorsed by AEW assigned in the 

barangay and approved by 

municipal agriculturist for proper 

protocol 

▪ Training/ Briefings/ Orientations ▪ Requested Trainings/ briefing/ 

orientations by the LGUs, farmer 

associations and other sectors to the 

crops division they should have a 

letter request approved by the 

PAGRO head and they should state 

in their letter that they will provide 

the needed training materials 

included foods for the trainees  

▪ Clients satisfaction form ▪ All farmers and other stakeholders 

who withdrawn any interventions 

from PAGRO they are oblige to sign 
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or fill up the clients satisfaction form 

and masterlist for liquidation of the 

project. 

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1 Withdraw of 

palay, corn, 

vegetable 

seeds, 

banana 

seedlings; 

coffee 

seedlings; 

chili/oil 

palm; 

cacao 

seedlings; 

rubber 

seedlings; 

abaca 

seedlings; 

organic 

planting 

materials; 

fertilizers 

and other 

input 

support 
interventions 

for the 

projects 

1.1 PAGRO GSS 

office process the 

withdrawal slip 

and signed by 

the FF: 

- Requisition-  

  Project  

  Coordinator 

- Noted by the GSS  

  Head 

- Approved by the  

  Head of Office 

- Received by the  

  Client 

- No approved  

  withdrawal slip no  

  released of items 

- Guard on duty will  

  be provided a  

  copy of  

  withdrawal slip 

None 15- 20 

Minutes 

Project 

Coordinators: 

 

Eugene C. Dujali 

Rice 

Rosa Mia A. 

Cristino  

Corn 

Rita Jane C. 

Bilagantol 

Vegetable 

Ponie P. Tamay 

Banana 

Renante Alonzo 

Coffee 

Roy Tamayo 

Chili/oil palm 

Dana Mae 

Piedra 

Cacao 

Mariano Londa 

Rubber 

Jaheden Odoy  

Abaca 

Magil John A 

Pandac  

Organic Agri 

2 Withdrawal 

of planting 

Materials 

produced/ 

raised at 

PAGRO 

Nursery 

2.1 PAGRO GSS 

office process the 

withdrawal slip 

and signed by 

the FF: 

- Nursery Incharge  

  in the requisition 

- Noted by the GSS  

  Head 

- Approved by the  

  Head of Office 

- Received by the  

  Client 

- No approved  

  withdrawal slip no  

  released of items 

None 15 – 20 

Minutes 

Mario 

Obatonon 

Nursery 

Incharge 



 

 

335 | P a g e  
 

- Guard on duty will  

  be provided a  

  copy of  

  withdrawal slip 

3 Withdrawal 

of coconut 

seedlings 

3.1 PAGRO GSS 

office process the 

withdrawal slip 

and signed by 

the FF: 

- Nursery Incharge  

  in the requisition 

- Noted by the GSS  

  Head 

- Approved by the  

  Head of Office 

- Received by the  

  Client 

- No approved  

  withdrawal slip no  

  released of items 

- Guard on duty will  

  be provided a  

  copy of  

  withdrawal slip 

P 25.00 

per 

seedling 

1 Hour 

depending 

on the 

volume 

requested 

Cristobal 

Macapala  

Coconut Focal 

Person 

Total  1 Hour 40 

Minutes 
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IV.   Fisheries Production and Distribution – Tilapia Fingerling Dispersal 

 

Office or Division: Office of the Provincial Agriculture 

Classification: Simple 

Type of Transaction: G2C - Government to Citizen; G2G – Government to 

Government 

Who may avail: Tilapia Operators and potential operators (Fishpond/Fish 

cage) Fisherfolk organizations/ associations , academe 

(Students, on the job Trainee) Local Government Units (LGUs) 

Checklist of Requirements Where to Secure 

▪ Request letter and pond lay-out 

(Individual), List of Beneficiaries 

and pond lay-out/sketch map 

(Group) Addressed to Provincial 

Agriculture Office, Fisheries 

Division 

 

▪ The requesting party will provide the 

letter 

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1 Record 

attendance 

in the 

logbook 

1.1 Check the 

logbook signed 

for verification to 

ensure correct 

data 

 

None 5 Minutes Focal Person 

2 Present the 

request 

letter with 

the 

complete 

data 

(Name, 

address and 

contact 

number) 

2.1 Receive the letter 

request with 

attachments or 

accomplished 

client request 

form and process 

the request for 

approval 

 

None 10 Minutes Focal Person 

2.2 Approval of 

fisheries Division 

chief 

None 10 Minutes Fisheries 

Division Chief 

3 Receive 

schedule of 

distribution 

and 

confirmed 

pick up 

3.1 Schedule the 

distribution and 

notify the client 

on the schedule 

pick-up date 

None 5 Minutes Focal Person 
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4  Receive 

fingerlings 

4.1 Actual 

distribution 

(Loading and 

packing 

None 1 Hour Dispersal Aide 

Total  1 Hour 30 

Minutes 
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V.   Fisheries Production and Distribution – Dispersal of Seaweed Propagules 

 

Office or Division: Office of the Provincial Agriculture 

Classification: Simple 

Type of Transaction: G2C - Government to Citizen; G2G – Government to 

Government 

Who may avail: Individual seaweed farmer, fishfolk association, local 

government units (LGUs) 

Checklist of Requirements Where to Secure 

▪ Request letter and Farm lay-out 

(Individual), List of Beneficiaries 

and farm lay-out/sketch map 

(Group) Addressed to Provincial 

Agriculture Office, Fisheries 

Division 

 

▪ The requesting party will provide the 

letter 

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1 Record 

attendance 

in the 

logbook 

1.1 Check the 

logbook signed 

for verification to 

ensure correct 

data 

 

None 5 Minutes Focal Person 

2 Present the 

request 

letter with 

the 

complete 

data 

(Name, 

address and 

contact 

number) 

2.1 Receive the letter 

request with 

attachments or 

accomplished 

client request 

form and process 

the request for 

approval 

 

None 10 Minutes Focal Person 

2.2 Approval of 

fisheries Division 

chief 

None 10 Minutes Fisheries 

Division Chief 

3 Receive 

schedule of 

distribution 

and 

confirmed 

pick up 

 

3.1 Schedule the 

distribution and 

notify the client 

on the schedule 

pick-up date 

None 5 Minutes Focal Person 
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4  Receive 

Seaweed 

propagules 

4.1 Conduct lecture, 

demonstration 

and supervises 

activities 

None 1 Day Fisheries 

Training staff 

Total  1 Day 30 

Minutes 
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VI.   Technical Assistance for walk-in clients 

 

Office or Division: Office of the Provincial Agriculture 

Classification: Simple 

Type of Transaction: G2C - Government to Citizen; G2G – Government to 

Government 

Who may avail: Private fish farmers/ fishpond operators, fisherfolk 

organizations, peoples cooperatives, women’s associations, 

out of school youth, ,local government units (LGUs) 

Checklist of Requirements Where to Secure 

▪ Request letter addressed to 

Provincial Agriculture office, 

Fisheries Division 

▪ The requesting party will provide the 

letter 

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1 Submit 

Letter to the 

PAGRO 

Head Office 

1.1 Receive and 

record the letter 

request 

None 5 Minutes Record Officer 

PAGRO Ofiicer 

1.2 Endorse to the 

fisheries division 

and render 

needed 

assistance, 

information 

None 5 Minutes Fisheries 

Division Head 

2 Discuss 

Inquiry/ 

Concerns 

2.1 Render the 

appropriate 

technical 

assistance 

None 2 Hours Fisheries 

Training staff 

3 Fill -out 

client 

feedback 

form 

3.1 Receive the 

accomplished 

client feedback 

form 

None 5 Minutes Fisheries 

Training staff 

Total  2 Hours 15 

Minutes 
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VII.   Technical Assistance on-site visit/ inspection 

 

Office or Division: Office of the Provincial Agriculture 

Classification: Simple 

Type of Transaction: G2C - Government to Citizen; G2G – Government to 

Government 

Who may avail: Private fish farmers/ fishpond operators, fisherfolk 

organizations, peoples cooperatives, women’s associations, 

out of school youth, ,local government units (LGUs) 

Checklist of Requirements Where to Secure 

▪ Request letter addressed to 

Provincial Agriculture office, 

Fisheries Division 

▪ The requesting party will provide the 

letter 

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1 Receive 

Invitation 

Letter 

1.1 Send invitation 

letter for the 

regular trainings 

conducted 

None 5 Minutes Fisheries 

Division Head 

2 Receive 

Training 

schedule 

and 

confirmed 

attendance 

2.1 Schedule training 

and notify the 

client about the 

schedule of 

training and ask 

confirmation of 

attendance 

None 5 Minutes Fisheries 

Training Staff 

3 Attend 

Training 

3.1 Conduct/ 

facilitate training 

None 3 Days Fisheries 

Training staff 

4 Fill out 

training 

evaluation 

form 

4.1 Receive the 

accomplished 

training 

evaluation form 

None 5 Minutes Fisheries 

Training staff 

Total  3 Days 15 

Minutes 
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VIII. Tractor Services 

 

Office or Division: Office of the Provincial Agriculture 

Classification: Simple 

Type of Transaction: G2C - Government to Citizen; G2G – Government to 

Government 

Who may avail: Farmers province-wide who need tractor services, PLGU’s, 

FA’s, academe, private organizations and associations  

Checklist of Requirements Where to Secure 

▪ Request letter for LKGU’s, FA’s, 

association, and Academe 

▪ The requesting party will provide the 

letter 

▪ Personal appearance for 

individual farmers 

▪ Go to PAGRO office 

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1 Record 
appearance 

at Guard 

House 

Logbook 

1.1 Client data 

provided by the 

client in the 

logbook 

None 5 Minutes Guard on Duty 

2 Present 

request 

letter to ABE 

Division 

2.1 Check request 

letter and 

process it for 

approval 

None 10 Minutes ABE Division 

Head 

2.2 Secure approval 

from PAGRO 

Head 

None 5 Minutes PAGRO Head/ 

ABE Incharge 

2.3 Discuss the 

operation 

protocols and 

payment to the 

client 

 

Basic Fee: 
1 HR = P500.00/ 

rent 

10L = Fuel/Hour 

15 Minutes ABE Head/ 

ABE Incharge 

2.4 Compute the 

payment and 

provide the 

schedule of 

services 

 

None 15 Minutes ABE Head/ 

ABE Incharge 

3 Deliver the 
computation 

to PAGRO 

disbursement 

officer 

3.1 Assist the client to 

the office of 

PAGRO 

Disbursement 

Officer 

 

Payment 

Made 

10 Minutes ABE Incharge 

and PAGRO 

Disbursement 

Officer 
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4 Received 

official 

receipt and 

schedule of 

Services 

   5 Minutes ABE Incharge 

and PAGRO 

Disbursement 

Officer 

Total  1 Hour 5 

Minutes 
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IX.   Request of Planting Materials, Inputs and other services 

NGO’s, GO’s, and any sector within Davao Oriental can avail the request of this services 

Office or Division: Office of the Provincial Agriculture 

Classification: Simple 

Type of Transaction: G2C - Government to Citizen; G2G – Government to 

Government 

Who may avail: Farmers, Fisherfolk, Government and other sectors  

Checklist of Requirements Where to Secure 

▪ Request letter addressed to 

PAGRO 

▪ Requesting party will provide the 

letter duly signed and endorsed by 

the barangay captain and the 

municipal/city agriculture office 

▪ Pre-Listing of Cooperators ▪ Requesting party will provide pre-

listing of cooperators attached to 

the request letter 

▪ Endorsement Letter ▪ Barangay Captain of the concerned 

barangay the city/ Municipal 

Agriculture office 

▪ Attendance sheet, 

acknowledgement receipt with 

agreement, Farmers Profilers, 

withdrawal slip 

▪ Will be release and signed by the 

cooperators during the delivery of 

the basic goods 

▪ Clients’ satisfaction form ▪ Cooperators will sign CSF after 

receiving the goods and services 

being rendered 

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1 Withdrawal 

of planting 

materials 

1.1 Process 

withdrawal slip, 

signing of 

withdrawal slip 

None 15 Minutes 

 

Depending 

on the 

volume to be 

withdrawn 

Analyn Solano 

1.2 Outgoing of 

planting materials 

from nursery to 

guard house 

None Nursery 

Incharge and 

MASO 

concern 

2 Withdrawal 

of inputs 

and other 

materials 

2.1 Process 

withdrawal slip, 

signing of 

withdrawal slip 

None 15 Minutes 

 

Depending 

on the 

volume to be 

withdrawn 

Focal Person 

2.2 Outgoing of 

planting materials 

from nursery to 

guard house 

None Nursery 

Incharge and 

MASO 

concern 
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3 One-on-one 

consultation 

on project 

assistance 

under 

Pagkain at 

Kita Save 

and other 

special 

projects/ 

commoditie

s (Cacao, 

Corn, 

coffee, 

vegetables, 

rubber, 

abaca, 

falcata, oil 

palm, adlai, 

chili etc. 

3.1 MASO and AFT 

assigned will 

validate and 

conduct 

interview to 

farmers in the 

area 

None   

3.2 Verify farmers/ 

Fisherfolk 

willingness to 

participate in the 

program/ project 

None 

3.3 Training will be 

conducted within 

the farmers area/ 

barangay hosted 

by PAGRO office 

in coordination 

with CAD/ MAO 

Office 

None 

3.4 When planting 

materials and/or 

seeds are ready 

for delivery, 

cooperators will 

be contacted for 

withdrawal 

None 

3.5 After withdrawal, 

selected 

cooperators will 

fill out the 

following: 
- Attendance sheet 

- Acknowledgement  

  Receipt with  

  agreement 

- Farmer profile 

- Withdrawal slip 

- Client satisfactory  

  form 

None 

3.6 Verify farmers 

planting 

schedule 

None 

3.7 MASO and AFT 

will conduct 

monthly field 

monitoring to 

None 
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verify if the given 

assistance is 

properly utilized 

3.8 Monthly reporting 

will be submitted 

by the concern 

MASO and AFT 

for proper 

recording 

None 

4 Request of 

planting 

materials, 

inputs and 

other 

services 

     

Total  1 Hour 5 

Minutes 
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Provincial Cooperative Office 

External Services 
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I.   Institutional Development 

Training facilitation/ structural build-up 

Office or Division: Provincial Cooperative Office 

Classification: Complex 

Type of Transaction: G2C - Government to Citizen; Government to Business 

Who may avail: Cooperatives and associations 

Checklist of Requirements Where to Secure 

▪ Request Letter ▪ The Requesting Party 

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1                                                                                               Submit 

Request 

with the 

above-

mentioned 

details 

1.1  Receive request 

letter 

None 2 – 5 Minutes PCO Staff 

1.2 Evaluation of 

request letter 

None 5 - 10 Minutes PCO Staff 

1.3 If approved, 

preparation of 

training materials 

None 1 Day Training 

Officer/ PCO 

Staff 

1.4 If disapproved, 

issuance of 

notice 

None 2 – 5 Minutes PCO Staff 

1.5 Set schedule None 10 -15 

Minutes 

PCO Staff 

1.6 Conduct of 

training 

None 1 – 3 Days Training 

Office/ PCO 

Staff 

1.7 Release of 

Certificates 

None 10 – 15 

Minutes 

PGDH 

Total  4 Days 50 

Minutes 
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II.   Enterprise Development 

Davao Oriental Negosyo and livelihood development support fund (DO-NLD SF) 

Office or Division: Provincial Cooperative Office 

Classification: Complex 

Type of Transaction: G2C - Government to Citizen; Government to Business 

Who may avail: Cooperatives, associations and individuals 

Checklist of Requirements Where to Secure 

Cooperative/ Associations 

▪ Fill up the application form 

▪ Organization profile 

▪ Financial Statement (for the 

recent year) 

▪ Barangay Clearance (for the 

contact person Community Tax 

Certificate) 

▪ TIN and Valid ID of contact 

person (Photocopy) 

▪ Board Resolution 

▪ Business/ Project Implementation 

Plan 

▪ Location Map of the business 

▪ DTI Registration 

▪ Must undergo orientation of the 

credit program (Certificate of 

Attendance) 

▪ Business Plan 

▪ Collateral (OR-CR/Land 

Title/PDC) 

Individuals 

▪ Fill up application form 

▪ Business Plan 

▪ Project/ Business Implementation 

Plan 

▪ DTI Registration 

▪ Business Permit 

▪ Valid ID (Photocopy) 

▪ Location Map of the business 

▪ Barangay Clearance 

▪ Undergo Orientation of the 

Credit Program (Certificate of 

Attendance) 

▪ Financial Statement (For the 

Recent Year) 

▪ The requesting party 
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▪ Collateral (OR-CR/ Land 

Title/PDC) 

▪ TIN Numbers of Contact Person 

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1                                                                                               Submit 

request 

letter with 

the above-

mentioned 

details and 

submit loan 
requirements 

1.1  Receive of 

request letter and 

loan 

requirements for 

individual and 

also associations/ 

cooperatives 

BOD resolution 

requesting for 

financial 

assistance 

None 2 – 5 Minutes PCO Staff 

1.2 Initial interview 

and orientation 

during submission 

of the loan 

requirements and 

BOD resolution 

requesting for 

financial 

assistance 

None 5 – 10 Minutes PCO Staff 

1.3 Evaluation of 

loan 

requirements 

submitted 

None 1 Day PCO Staff 

1.4 Set the schedule 

credit and 

background 

investigation 

report for 

project/business 

proposal 

validation 

None 2 – 5 Minutes PCO Staff 

1.5 Conduct credit 

and background 

investigation 

report (CIR) by 

the team in the 

area 

None 10 – 15 

Minutes 

PCO Staff 

1.6 Credit officer will 

evaluate CIR 

submit credit 

None 1 – 2 Days PCO Staff 
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evaluation report 

appropriate 

bodies (if 

approve or 

disapprove) 

1.7 If disapproved 

issuance of 

notice. It means, 

that the 

applicants or 

clients did not 

meet the 

requirements or 

qualification of 

the program 

None 10 – 15 

Minutes 

PCO Staff 

1.8 If approve, inform 

the applicants 

that his/ her 

application and 

requirements are 

approved 

None 5 – 10 Minutes PCO Staff 

1.9 Set schedule for 

Davao Oriental 

Negosyo and 

livelihood 

Development 

support fund 

briefing and 

Orientation. 

None 30 – 45 

Minutes 

PCO Staff 

1.11 Preparation of 

materials for 

briefing and 

orientation 

None 5 – 10 Minutes Training 

Officer/ PCO 

Staff 

1.12 Sending 

communication 

letter or text 

messages thru 

cellphone to the 

approved 

applicant for 

briefing and 

orientation 

None 10 – 15 

Minutes 

PCO Staff 

1.13 Conduct briefing 

and orientation 

None 1 Day Training 

Officer/ PCO 

Staff 
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1.14 Release of 

certificates 

None 2 – 5 Minutes PGDH 

1.15 Applicants submit 

supporting 

documents to 

loan and credit 

officer 

None 2 – 3 Minutes PCO Staff 

1.16 Submit 

requirements and 

supporting 

documents to 

Financial Analyst/ 

Credit loan 

officer for 

evaluation or 

screening 

None 2 – 3 Minutes PCO Staff 

1.17 Submit to OIC- 

Provincial 

cooperative 

office for 

approve or 

disapprove 

None 30 – 45 

Minutes 

PCO Staff 

1.18 Prepare the 

documents 

signing of all 

documents verify 

by the credit 

officer/ project 

officer 

None 5 – 10 Minutes PCO Staff 

1.19 Borrower sign 

promissory note/ 

real estate 

mortgage/ 

chattel mortgage 

None 2 – 5 Minutes PCO Client 

1.20 Pay Processing 

fee/ service fee 

None 10 – 15 

Minutes 

PCO Client 

Total  8 Days 6 

hours 
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III.   Good Governance 

Capability Building 

Office or Division: Provincial Cooperative Office 

Classification: Complex 

Type of Transaction: G2C - Government to Citizen; Government to Business 

Who may avail: Cooperatives and associations 

Checklist of Requirements Where to Secure 

▪ Request Letter ▪ The Requesting Party 

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1                                                                                               Submit 

Request 

with the 

above-

mentioned 

details 

1.1  Receive request 

letter 

None 2 – 5 Minutes PCO Staff 

1.2 Evaluation of 

request letter 

None 5 - 10 Minutes PCO Staff 

1.3 If approved, 

preparation of 

training materials 

None 1 Day Training 

Officer/ PCO 

Staff 

1.4 If disapproved, 

issuance of 

notice 

None 2 – 5 Minutes PCO Staff 

1.5 Set schedule None 10 -15 

Minutes 

PCO Staff 

1.6 Conduct of 

training 

None 1 – 3 Days Training 

Office/ PCO 

Staff 

1.7 Release of 

Certificates 

None 10 – 15 

Minutes 

PGDH 

Total  4 Days 50 

Minutes 
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Provincial Tourism Office 

Provincial Culture and Arts Affairs Office 

External Services 
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I. Logistics (Request of Vehicle – Van, Canter, Baobao) 

 

Some government offices (Provincial and National) will request vehicle for a work-

related travel  

 

Office or Division: Provincial Tourism Office – Administration Division 

Classification: Simple 

Type of Transaction: G2G – Government to Government 

Who may avail: Government Offices, other agencies and sectors 

Checklist of Requirements Where to Secure 

Letter request addressed to the 

Department Head 

The requesting party will provide the letter 

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1. Record    

    attendance  

    in the  

    logbook 

1.1 Check the logbook  

      signed to ensure  

      the correct  

      information 

None 1 Minute Arman L. 

Cosare 

AAide III 

Receiving & 

Records In 

Charge 

2. Submit/  

    Present the  

    letter  

    request duly  

    received by  

    the records  

    in charge 

    (Note: letter  

    request must  

    be in Two (2)  

    copies) 

2.1 Receive the letter  

      request and advise  

      the client to wait  

      for feedback not  

      later than 3 days 

None 1 Minute Arman L. 

Cosare  

AAide III 

Receiving & 

Records in 

Charge 

2.2 Forward the letter  

      request to the  

      Department Head  

      for comments and  

      approval 

None 3 Days Arman L. 

Cosare  

AAide III 

Receiving & 

Records in 

Charge 

2.3 Send feedback to  

      the client regarding  

      the status of the  

      request 

None 1 Day Arman L. 

Cosare  

AAide III 

Receiving & 

Records in 

Charge 

Total None 4 Days, 2 

Minutes 
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II. Logistics (Request of Sound System, Projector) 

 

Some government offices (Provincial and National) will request sound system and 

projector for a work-related activity 

 

Office or Division: Provincial Tourism Office – Administration Division 

Classification: Simple 

Type of Transaction: G2G – Government to Government 

Who may avail: Government Offices, other agencies and sectors 

Checklist of Requirements Where to Secure 

Letter request addressed to the 

Department Head 

The requesting party will provide the letter 

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1. Record    

    attendance  

    in the  

    logbook 

1.1 Check the logbook  

      signed to ensure  

      the correct  

      information 

None 1 Minute Arman L. 

Cosare 

AAide III 

Receiving & 

Records In 

Charge 

2. Submit/  

    Present the  

    letter  

    request duly  

    received by  

    the records  

    in charge 

    (Note: letter  

    request must  

    be in Two (2)  

    copies) 

2.1 Receive the letter  

      request and advise  

      the client to wait  

      for feedback not  

      later than 3 days 

None 1 Minute Arman L. 

Cosare  

AAide III 

Receiving & 

Records in 

Charge 

2.2 Forward the letter  

      request to the  

      Department Head  

      for comments and  

      approval 

None 3 Days Arman L. 

Cosare  

AAide III 

Receiving & 

Records in 

Charge 

2.3 Send feedback to  

      the client regarding  

      the status of the  

      request 

None 1 Day Arman L. 

Cosare  

AAide III 

Receiving & 

Records in 

Charge 

Total None 4 Days, 2 

Minutes 
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III. Tourism Related Enterprise – Subangan Museum 

 

Go’s, NGO’s. Any sector, residents and non-residents of Davao Oriental from all walks of 

life can avail of these services 

 

Office or Division: Provincial Tourism Office – Subangan Museum 

Classification: Simple 

Type of Transaction: G2C – Government to Citizen 

Who may avail: All 

Checklist of Requirements Where to Secure 

Anyone who wants to visit the Museum 

must bring the following: 

Secure the Valid IDs in any of  the ff: 

agencies: 

▪ Valid ID (for Resident, Senior Citizen 

and Student) 

▪ PhilHealth, COMELEC, SSS, GSIS, LTO, 

DSWD, DFA, PRC,PSA National ID 

▪ Community Tax Certificate (optional) 

 

▪ Barangay or Municipal Treasurer’s 

Office 

▪ QR Code ▪ Davao Oriental/PDRRMO website 

▪ Face Mask & Face Shield ▪ Pharmacy, Department stores 

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1. Register and  

    Fill-up Health  

    Declaration  

    Form and  

    Present QR  

    Card. 

1.1 Provide Health  

      Declaration form  

      and pen to the  

      guests. 

None 1 Minute Cashier 

1.2 Check/Scan QR   

      Card 

None 1 Minute Cashier 

2. Present         

   Identification  

2.1 Check the  

      presented ID 

None 1 Minute Cashier 
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3. Settle  

    entrance  

    fee 

 

General 

Admission: 

a. Non-

Residence 

b. Resident 

 

Senior Citizen 

a. Non-

Residence 

b. Resident 

 

Student 

a. Non-

Residence 

b. Resident 

 

FREE FOR 

CHILDREN 5 

YEARS OLD 

BELOW 

 

GROUP TOUR 

 

a. Group Tour 

with 11-50 pax 

will avail 5%  

Discount. 

b. Group Tour 

with 51 pax  

above will 

avail 10%   

Discount 

3.1 Receive the  

      payment of the  

      guests 

 

 

 

 

 

 

P 50.00 

 

P 20.00 

 

 

P 40.00 

 

P 16.00 

 

 

P 40.00 

 

10.00 

 

 

 

 

 

 

 

 

 

 

Total Fee 

less 5% 

 

 

Total Fee 

less 10% 

8 Minutes Cashier 

3.2 Issue Cash  

      Tickets upon  

      payment 

4. Present the  

    Cash Tickets to  

    the Museum  

    Entrance 

4.1 Check the Cash  

      Tickets and  

      Confirm the  

      number of  

      guests 

None 1 Minute Museum Staff 

5. Briefing/ 

    Orientation of  

    the guests 

5.1 Welcome the  

      guests 

None 3 Minutes Museum Tour 

Guide 
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5.2  Conduct  

       orientation  

       regarding the  

       Do’s and Dont’s  

       in the Museum 

None 

6. Museum Tour 6.1 The Museum  

      Tour Guide will  

      assist and guide  

      the guests 

None 45 Minutes Museum Tour 

Guide 

Total  60 Minutes  
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IV. Tourism Related Enterprise – Tourism Annex Hotel (Accommodation) 

 

It is a government owned accommodation facility wherein the GO’s, NGO’s and any 

sectors in Davao Oriental and outside Davao Oriental can avail the services 

 

Office or Division: Provincial Tourism Office – Tourism Annex Hotel 

Classification: Simple 

Type of Transaction: G2C – Government to Citizen; G2G – Government to 

Government 

Who may avail: All 

Checklist of Requirements Where to Secure 

• Letter request addressed to the 

Governor 

• The requesting agency will provide the 

letter 

• Approved letter request • Provincial Governor’s Office 

• Booking Reservation/Confirmation • Subangan Office 

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1. Register and 

Fill-up Health 

Declaration 

Form and 

Present QR 

Card. 

1.1 Provide Health  

      Declaration form  

      and pen to the  

      guests. 

None 3 Minute Front Desk on 

Duty 

1.2 Check/Scan QR   

      Card 

2. Present Valid 

ID and Fill-up 

the 

Registration 

Form 

2.1 Check room  

      reservation 

 

None 1 Minute Front Desk on 

Duty 

2.2 Provide the  

      Registration Form  

      and pen to the  

      guests 

None 1 Minute 

2.3 Check/ Review  

      the duly filled-up  

      Registration  

      forms 

None 1 Minute 
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3. Guests must 

choose, 

agree and 

understand 

the following 

room rates: 

 

Deluxe Twin Bed          

Deluxe Double                 

Standard twin                  

 

Extra Bed                             

Extra Pillow                         

 

*Additional 

breakfast is 

P150/pax and 

subject for price 

increase as 

requested by 

supplier. 

 

Note: Guests who 

desire to avail of 

any discount 

shall present their 

appropriate 

corresponding 

identification 

certificate. 

3.1 The Front desk 

will present/give 

the guests a 

copy of the 

room rates and 

explain it to 

them 

 

 

 

 

 

 

 

P 2,000.00 

P 3,500.00 

P 1,200.00 

 

P 350.00 

P 100.00 

5 Minutes Front Desk on 

Duty 

3.2 See to it that the 

guest 

understand and 

agree the room 

rates 

3.3 Answers 

questions and 

queries 

4. Prepare the    

    baggage for  

    Check in 

4.1 Guide/ Assist the 

guest in the 

room 

None 3 Minute Front Desk on 

Duty 

4.2 Give the keys to 

the guests 

None 1 Minute 

5. Planning to  

    check-out: 

• Ask Statement  

   of Account 

• Payment 

• Wait for the  

   receipt 

5.1 Provide 

Statement of 

Account 

None 3 Minutes Front Desk on 

Duty 

5.2 Received the 

cash/ cheque 

None 3 Minutes 

5.3 Provide receipt 

to the guest 

None 3 Minutes 
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6. Guests ready   

    to check out 

6.1 The Front Desk  

     on duty will  

     check the rooms 

None 5 Minutes Front Desk on 

Duty 

6.2 Collect the key  

      and entry the  

      guests time  

      checked out 

None 1 Minute 

Total  30 Minutes  
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V. Tourism Related Enterprise – Tourism SP Dormitel (Accommodation) 

 

It is a government owned accommodation facility wherein the GO’s, NGO’s and any 

sectors in Davao Oriental and outside Davao Oriental can avail these services 

 

Office or Division: Provincial Tourism Office – Tourism SP Dormitel 

Classification: Simple 

Type of Transaction: G2C – Government to Citizen; G2G – Government to 

Government 

Who may avail: All 

Checklist of Requirements Where to Secure 

• Letter request addressed to the 

Governor 

• The requesting agency will provide the 

letter 

• Approved letter request • Provincial Governor’s Office 

• Booking Reservation/Confirmation • Subangan Office 

• For Walk in guest,  must present the 

following: 

a. Identification Card 

b. QR Card 

c. Face Mask/Face Shield 

• Secure the Valid IDs in any of the ff: 

agencies: 

a. PhilHealth, COMELEC, SSS, GSIS, LTO, 

DSWD, DFA, PRC,PSA National ID 

b. Davao Oriental/PDRRMO website 

c. Pharmacy, Department stores 

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1 Register and 

Fill-up Health 

Declaration 

Form and 

Present QR 

Card. 

1.1 Provide Health  

      Declaration form  

      and pen to the  

      guests. 

None 3 Minutes Front Desk on 

Duty 

1.2 Check/Scan QR   

      Card 

2 Present Valid 

ID and Fill-up 

the 

Registration 

Form 

2.1 Check room  

      reservation 

 

None 1 Minute Front Desk on 

Duty 

2.2 Provide the  

      Registration Form  

      and pen to the  

      guests 

None 1 Minute 

2.3 Check/ Review  

      the duly filled-up  

      Registration  

      forms 

None 1 Minute 
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3 Guests must  

   choose, agree  

   and understand     

   the following     

   room rates: 

 

Standard Air-con 

Room - bed/day 

 

➢ Guest who 

are non-

resident of 

Davao 

Oriental 

 

➢ Guest who 

are resident of 

Davao 

Oriental shall 

enjoy 

discount. 

 

➢ Senior citizen 

 

➢ Children not 

more than 7 

years old who 

do not 

occupy 

separated 

bed. 

 

Note: Guests who 

desire to avail of 

any discount 

shall present their 

appropriate 

corresponding 

identification 

certificate. 

 

3.4 The Front desk 

will present/give 

the guests a 

copy of the 

room rates and 

explain it to 

them 

 

 

 

 

 

 

P 350.00 

 

 

P 350.00 

(Full Rate) 

5 Minutes Front Desk on 

Duty 

3.5 See to it that the 

guest 

understand and 

agree the room 

rates 

3.6 Answers 

questions and 

queries 

4. Prepare the    

    baggage for  

    Check in 

4.3 Guide/ Assist the 

guest in the 

room 

None 3 Minute Front Desk on 

Duty 

4.4 Give the keys to 

the guests 

None 1 Minute 
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5 Planning to  

    check-out: 

• Ask Statement  

   of Account 

• Payment 

• Wait for the  

   receipt 

5.4 Provide 

Statement of 

Account 

None 1 Minute Front Desk on 

Duty 

5.5 Received the 

cash/ cheque 

None 3 Minutes 

5.6 Provide receipt 

to the guest 

None 3 Minutes 

6 Guests ready   

   to check out 

6.1 The Front Desk  

     on duty will  

     check the rooms 

None 5 Minutes Front Desk on 

Duty 

6.2 Collect the key  

      and entry the  

      guests time  

      checked out 

None 1 Minute 

Total  30 Minutes  

 



 

 

366 | P a g e  
 

VI. Tourism Related Enterprise – Cape San Agustin (ECOPARK) 

 

It is a government owned facility wherein the Residents and Non-Residents of Davao 

Oriental can avail these services 

 

Office or Division: Provincial Tourism Office – Cape San Agustin (ECOPARK) 

Classification: Simple 

Type of Transaction: G2C – Government to Citizen 

Who may avail: All 

Checklist of Requirements Where to Secure 

Anyone who wants to visit Cape San 

Agustin must bring the following: 

Secure the Valid IDs in any of  the ff: 

agencies: 

▪ Valid ID (for Resident, Senior Citizen 

and Student) 

▪ PhilHealth, COMELEC, SSS, GSIS, LTO, 

DSWD, DFA, PRC,PSA National ID 

▪ Community Tax Certificate (optional) 

 

▪ Barangay or Municipal Treasurer’s 

Office 

▪ QR Code ▪ Davao Oriental/PDRRMO website 

▪ Face Mask & Face Shield ▪ Pharmacy, Department stores 

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1. Register and  

    Fill-up Health  

    Declaration  

    Form and  

    Present QR  

    Card. 

1.1 Provide Health  

      Declaration form  

      and pen to the  

      guests. 

None 1 Minute Watchman 

1.2 Check/Scan QR   

      Card 

None 1 Minute Watchman 

2. Present         

   Identification  

2.1 Check the  

      presented ID 

None 1 Minute Cashier 

3. Settle  

    entrance  

    fee 

 

General 

Admission: 

• Non-

Residence 

• Resident 

 

Senior Citizen 

• Non-

Residence 

• Resident 

3.1 Receive the  

      payment of the  

      guests 

 

 

 

 

 

 

 

P 50.00 

 

P 25.00 

 

 

P 40.00 

 

P 20.00 

 

 

 

 

 

4 Minutes 

 

 

 

 

 

 

 

 

Cashier 

3.2 Issue Cash  

      Tickets upon  

      payment 
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Student 

 

PRE-NUPTIAL 

PICTORIAL 
(Limited to 6 persons) 

 

FREE FOR 

CHILDREN 5 

YEARS OLD 

BELOW 

 

GROUP TOUR 

 

• Group Tour 

with 11-50 pax 

will avail 5%  

Discount. 

• Group Tour 

with 51 pax  

above will 

avail 10%   

Discount 

3.3 Check and  

      verify proof of  

      identification 

 

P20.00 

 

 

P1,500.00 

 

 

 

 

 

 

 

 

 

 

Total Fee 

less 5% 

 

 

Total Fee 

less 10% 

 

 

 

5 Hours 

 

 

 

 

 

 

 

 

4 Minutes 

3.4 Check and  

      confirm number  

      of pax 

3.5 Watchman must  

      verify and assist   

      all the number  

      of guests  

      accordingly 

4. Present the  

    Cash Tickets to  

    the entrance  

    of the facility 

4.1 Check the Cash  

      Tickets and  

      Confirm the  

      number of  

      guests 

None 1 Minute Staff 

5. Briefing/ 

    Orientation of  

    the guests 

5.1 Welcome the  

      guests 

None 3 Minutes Tour Guide 

5.2 Conduct  

      orientation  

      regarding the  

      Do’s and Dont’ s  

None 

6. Eco Tour 6.1 The Tour Guide  

      will assist and  

      guide the guests 

None 45 Minutes Tour Guide 

Total  6 Hours  
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VII. Tourism Related Enterprise – Mt. Hamiguitan Range Wildlife Sanctuary (ECOPARK) 

 

It is a government owned facility wherein the Residents and Non-Residents of Davao 

Oriental can avail these services 

 

Office or Division: Provincial Tourism Office – Mt. Hamiguitan Natural Science 

Museum (ECOPARK) 

Classification: Simple 

Type of Transaction: G2C – Government to Citizen 

Who may avail: All 

Checklist of Requirements Where to Secure 

Anyone who wants to visit Mt. 

Hamiguitan Natural Science Museum 

(ECOPARK) must bring the following: 

Secure the Valid IDs in any of  the ff: 

agencies: 

▪ Valid ID (for Resident, Senior Citizen 

and Student) 

▪ PhilHealth, COMELEC, SSS, GSIS, LTO, 

DSWD, DFA, PRC,PSA National ID 

▪ Community Tax Certificate (optional) 

 

▪ Barangay or Municipal Treasurer’s 

Office 

▪ QR Code ▪ Davao Oriental/PDRRMO website 

▪ Face Mask & Face Shield ▪ Pharmacy, Department stores 

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1. Register and  

    Fill-up Health  

    Declaration  

    Form and  

    Present QR  

    Card. 

1.1 Provide Health  

      Declaration form  

      and pen to the  

      guests. 

None 1 Minute Watchman 

1.2 Check/Scan QR   

      Card 

None 1 Minute Watchman 

2. Present         

   Identification  

2.1 Check the  

      presented ID 

None 1 Minute Cashier 

3. Settle  

    entrance  

    fee 

 

General 

Admission: 

• Non-

Residence 

• Resident 

 

Senior Citizen 

• Non-

Residence 

• Resident 

3.1 Receive the  

      payment of the  

      guests 

 

 

 

 

 

 

 

P 50.00 

 

P 25.00 

 

 

P 40.00 

 

P 20.00 

 

 

 

 

 

4 Minutes 

 

 

 

 

 

 

 

 

Cashier 

3.2 Issue Cash  

      Tickets upon  

      payment 



 

 

369 | P a g e  
 

 

Student 

 

PRE-NUPTIAL 

PICTORIAL 
(Limited to 6 persons) 

 

TOURIST CABIN 

RAENTAL 

 

FREE FOR 

CHILDREN 5 

YEARS OLD 

BELOW 

 

GROUP TOUR 

 

• Group Tour 

with 11-50 pax 

will avail 5%  

Discount. 

• Group Tour 

with 51 pax  

above will 

avail 10%   

Discount 

3.3 Check and  

      verify proof of  

      identification 

 

P20.00 

 

 

P1,500.00 

 

 

P 3,500/ 

day 

 

 

 

 

 

 

 

 

Total Fee 

less 5% 

 

 

Total Fee 

less 10% 

 

 

 

 

5 Hours 

 

 

 

 

 

 

 

 

 

 

4 Minutes 

3.4 Check and  

      confirm number  

      of pax 

3.5 Watchman must  

      verify and assist   

      all the number  

      of guests  

      accordingly 

4. Present the  

    Cash Tickets to  

    the entrance  

    of the facility 

4.1 Check the Cash  

      Tickets and  

      Confirm the  

      number of  

      guests 

None 1 Minute Museum Staff 

5. Briefing/ 

    Orientation of  

    the guests 

5.1 Welcome the  

      guests 

None 3 Minutes Museum Tour 

Guide 

5.2 Conduct  

      orientation  

      regarding the  

      Do’s and Dont’ s  

None 

6. Eco Tour 6.1 The Tour Guide  

      will assist and  

      guide the guests 

None 45 Minutes Museum Tour 

Guide 

Total  6 Hours  
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VIII. Tourism Related Enterprise – Pusan Point (ECOPARK) 

 

It is a government owned facility wherein the Residents and Non-Residents of Davao 

Oriental can avail these services 

 

Office or Division: Provincial Tourism Office – Pusan Point (ECOPARK) 

Classification: Simple 

Type of Transaction: G2C – Government to Citizen 

Who may avail: All 

Checklist of Requirements Where to Secure 

Anyone who wants to visit Pusan Point 

(ECOPARK) must bring the following: 

Secure the Valid IDs in any of  the ff: 

agencies: 

▪ Valid ID (for Resident, Senior Citizen 

and Student) 

▪ PhilHealth, COMELEC, SSS, GSIS, LTO, 

DSWD, DFA, PRC,PSA National ID 

▪ Community Tax Certificate (optional) 

 

▪ Barangay or Municipal Treasurer’s 

Office 

▪ QR Code ▪ Davao Oriental/PDRRMO website 

▪ Face Mask & Face Shield ▪ Pharmacy, Department stores 

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1. Register and  

    Fill-up Health  

    Declaration  

    Form and  

    Present QR  

    Card. 

1.1 Provide Health  

      Declaration form  

      and pen to the  

      guests. 

None 1 Minute Watchman 

1.2 Check/Scan QR   

      Card 

None 1 Minute Watchman 

2. Present         

   Identification  

2.1 Check the  

      presented ID 

None 1 Minute Cashier 

3. Settle  

    entrance  

    fee 

 

General 

Admission: 

• Non-

Residence 

• Resident 

 

Senior Citizen 

• Non-

Residence 

• Resident 

3.1 Receive the  

      payment of the  

      guests 

 

 

 

 

 

 

 

P 50.00 

 

P 25.00 

 

 

P 40.00 

 

P 20.00 

 

 

 

 

 

4 Minutes 

 

 

 

 

 

 

 

 

Cashier 

3.2 Issue Cash  

      Tickets upon  

      payment 
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Student 

 

PRE-NUPTIAL 

PICTORIAL 

(Limited to 6 

persons) 
 

SWIMMING POOL 

• Adult 

• Children 

 

FREE FOR 

CHILDREN 5 

YEARS OLD 

BELOW 

 

GROUP TOUR 

 

• Group Tour 

with 11-50 pax 

will avail 5%  

Discount. 

• Group Tour 

with 51 pax  

above will 

avail 10%   

Discount 

3.3 Check and  

      verify proof of  

      identification 

 

P20.00 

 

 

P1,500.00 

 

 

 

 

P 50.00 

P 30.00 

 

 

 

 

 

 

 

 

 

Total Fee 

less 5% 

 

 

Total Fee 

less 10% 

 

 

 

 

5 Hours 

 

 

 

 

 

 

 

 

 

 

4 Minutes 

3.4 Check and  

      confirm number  

      of pax 

3.5 Watchman must  

      verify and assist   

      all the number  

      of guests  

      accordingly 

4. Present the  

    Cash Tickets to  

    the entrance  

    of the facility 

4.1 Check the Cash  

      Tickets and  

      Confirm the  

      number of  

      guests 

None 1 Minute Staff 

5. Briefing/ 

    Orientation of  

    the guests 

5.1 Welcome the  

      guests 

None 3 Minutes Tour Guide 

5.2 Conduct  

      orientation  

      regarding the  

      Do’s and Dont’ s  

None 

6. Eco Tour 6.1 The Tour Guide  

      will assist and  

      guide the guests 

None 45 Minutes Tour Guide 

Total  6 Hours  
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Provincial Information Office 

Internal Services 
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I.   Documentation of Planned Events and Activities 

 

Office or Division: Provincial Information Office 

Classification: Simple 

Type of Transaction: G2G – Government to Government 

Who may avail: Government Offices & other sectors 

Checklist of Requirements Where to Secure 

▪ Invitation ▪ The requesting party will provide the 

requirements ▪ Program 

▪ Briefer/Background of the activity 

or topic to be storified 

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1                                                                                               For planned 

activities, 

the client 

will inform 

the PIO 2-3 

days in 

advance 

prior to the 

event 

1.1  Assigned Desk 

Officer will log 

the event on the 

calendar and will 

assign a 

document team 

None 5 Minutes Assigned Desk 

Officer 

1.2 Assigned 

personnel will be 

deployed to the 

area to 

document 

None Assigned PIO 

personnel 

1.3 Assigned 

personnel will 

write the news 

article, do the 

research as 

needed, and/or 

script for video 

news format, and 

the video editor 

will edit the news 

item as needed. 

None 24 hours for Level 1 

Documentation 

(Short News 

Article) 

 

2 days for Level 2 

Documentation 

(Feature Article) 

 

2-3 days for Level 3 

Documentation 

(For video news 

item) 

 

Note: Completion 

of the task will 

depend on the 

current load of the 

assigned 

personnel 

Assigned PIO 

personnel 

1.4 Desk Officer will 

disseminate the 

information via 

the various 

media platforms: 

e.g., social 

media, Website, 

radio, tv, etc. 

None Desk Officer 

Total  3 Days 5 

Minutes  
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II.   Special feature article for social Media Content   

 

Office or Division: Provincial Information Office 

Classification: Simple 

Type of Transaction: G2G – Government to Government 

Who may avail: Government Offices & other sectors 

Checklist of Requirements Where to Secure 

▪ Briefer/ Background of the 

activity or topic to be storified 

▪ The requesting party will provide the 

requirements 

▪ Photos if available 

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1                                                                                               The client 

will provide 

the details 

and 
requirements 

to the focal 

person 

1.1  Assigned Desk 

Officer will log 

the event on the 

calendar and will 

assign personnel 

to do the task 

None 5 Minutes Assigned Desk 

Officer 

1.2 Assigned 

personnel will 

write the special 

article/content 

and research as 

needed. 

None 2 Days 

 
Note: 

Completion of 

the task will 

depend on the 

current load of 

the assigned 

personnel 

Assigned 

Personnel 

1.3 Graphics artist will 

prepare 

infographics for 

the article 

None 3 Hours 

1.4 Desk Officer will 

disseminate the 

information via 

the various 

media platforms: 

e.g., social 

media, Website, 

radio, tv, etc. 

None  Desk Officer 

Total  2 Days 3 

Hours 5 

Minutes 
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III.   Audiovisual presentation/ production 

 

Office or Division: Provincial Information Office 

Classification: Highly Technical 

Type of Transaction: G2G – Government to Government 

Who may avail: Government Offices & other sectors 

Checklist of Requirements Where to Secure 

▪ Request Letter addressed to the 

Provincial Governor’s Office 

▪ The requesting party will provide the 

requirements 

▪ Transmittal from the Governor’s 

Office for action 

▪ Briefer/Background of the activity 

or topic to be storified 

▪ List of respondents 

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1                                                                                               Provide the 

request 

letter and 

transmittal 

from the 

Governor’s 

Office 

approving 

the task 

1.1  Receive the 

request letter and 

advise the client 

to wait for 

feedback no 

later than three 

days 

None 1 Minute Assigned Desk 

Officer 

2 Discuss with 

the Focal 

Person the 

requirements 

for the AVP. 

The client 

shall provide 

the necessary 

data and the 

message and 

content that 

needed to 

be delivered 

in the AVP. 

2.1 Research, 

storyboard 

writing, and script 

writing 

None 5 Days Focal Person 

3 Client will 

check the 

completed 

script and 

will suggest 

revisions, if 

any. 

3.1 Do the suggested 

revisions 

None 2 Days Focal Person 
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4 Client will 

approve the 

final script 

4.1 Meet with 

production team 

None 1 Day Focal Person 

5 Client will 

assist the 

production 

team on 

field and will 

coordinate 

with focal 

persons in 

the field 

and the 

individuals 

to be 

interviewed, 

if any. 

5.1 Production team 

will be deployed 

in the field 

None 2 – 5 Days Head of the 

Production 

Team 

5.2 Production team 

return to station 

to transfer all files 

to the office’s 

data bank 

1 Day Head of the 

Production 

Team 

5.3 Video Editing  

(With graphics 

and effects) 

5 – 15 Days Head of the 

Production 

Team/Video 

Editor 

5.4 Provide client the 

final rendered 

file. Disseminate 

file through 

various media 

platforms 

1 Day Focal Person 

Total  17 Days 30 

Days 1 

Minute 
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IV.   Video Message of the Governor 

 

Office or Division: Provincial Information Office 

Classification: Simple 

Type of Transaction: G2G – Government to Government 

Who may avail: Government Offices & other sectors 

Checklist of Requirements Where to Secure 

▪ Request Letter addressed to the 

Provincial Governor’s Office 

▪ The requesting party will provide the 

requirements 

▪ Transmittal from the Governor’s 

Office for action 

▪ Briefer/Background of the activity 

or topic to be storified and/or 

▪ Completed script for video 

messages 

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1                                                                                               Provide the 

request 

letter and 

transmittal 

from the 

Governor’s 

Office 

approving 

the task 

1.1  Receive the 

request letter and 

advise the client 

to wait for 

feedback no 

later than 1 day 

None 1 Minute Assigned Desk 

Officer 

2 The client 

may 

provide the 

completed 

message or 

shall provide 

the 

necessary 

data, the 

message 

and content 

that 

needed to 

be 

delivered in 

the 

message 

2.1 Research and 

writing 

None 1 – 2 Days Focal Person 

2.2 Deploy 

Production Team 

to Shoot 

None Focal Person 

2.3 Video Edit None 2 – 5 Hours Head of the 

Production 

Team/Video 

Editor 

Total  1 Day to 2 

Days 5 Hours 
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V.   Written Messages, Official Statement and Speeches 

 

Office or Division: Provincial Information Office 

Classification: Simple 

Type of Transaction: G2G – Government to Government 

Who may avail: Government Offices & other sectors 

Checklist of Requirements Where to Secure 

▪ Request Letter addressed to the 

Provincial Governor’s Office, if 

applicable 

▪ The requesting party will provide the 

requirements 

▪ Transmittal from the Governor’s 

Office for action 

▪ Briefer/Background of the activity 

or topic to be storified and/or 

▪ Completed script for video 

messages 

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1                                                                                               Provide the 

request 

letter and 

transmittal 

from the 

Governor’s 

Office 

approving 

the task 

1.1  Receive the 

request letter and 

advise the client 

to wait for 

feedback no 

later than 1 day 

None 1 Minute Assigned Desk 

Officer 

2 The client 

may provide 

the 

completed 

message or 

shall provide 

the 

necessary 

data, the 

message, 

and content 

that needed 

to be 

delivered in 

the message 

2.1 

 

Research and 

writing 

None 1 – 2 Days Focal Person 

Total  1 Day to 2 

Days 1 

Minute 
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VI.    Press Briefing / Press Conference 

 

Office or Division: Provincial Information Office 

Classification: Complex 

Type of Transaction: G2G – Government to Government 

Who may avail: Government Offices & other sectors 

Checklist of Requirements Where to Secure 

▪ Request Letter addressed to the 

Provincial Governor’s Office 

▪ The requesting party will provide the 

requirements 

▪ Transmittal from the Governor’s 

Office for action 

▪ Briefer/Background of the activity 

or topic to be storified 

CLIENT  

STEPS 

AGENCY  

ACTION 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1                                                                                               Provide the 

request 

letter and 

transmittal 

from the 

Governor’s 

Office 

approving 

the task 

1.1  Receive the 

request letter and 

advise the client 

to wait for 

feedback no 

later than 1 day 

None 1 Minute Assigned Desk 

Officer 

2 The client 

may provide 

the 

completed 

message or 

shall provide 

the 

necessary 

data, the 

message, 

and content 

that needed 

to be 

delivered in 

the message 

2.1 

 

Focal Person 

provide the 

request to the 

Governor’s Office 

for the needed 

requirements   

None 1 Day Focal Person 

2.2 Invite media 

partners 

None 3 Hours Focal Person 

2.3 Set-up 

livestreaming 

equipment, if 

applicable 

None 8 Hours Production 

Team 

2.4 Conduct of 

actual press 

briefing/ 

conference 

None 2 Hours Focal Person 

2.5 Write news 

articles about the 

press conference 

None See (A) for 

Documentation 
of Planned 

Activities 

Assigned 

Personnel 

Total  2 Days 3 Hours 

1 Minute 
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Provincial Human Resource Management 

and Development Office 
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Davao Oriental Provincial Hospital 

Manay
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Environment and Natural Resources Office 

External Services 
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Environment and Natural Resources Office 

Internal Services 
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Sangguniang Panlalawigan 
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- To establish communication and information linkages with the Local Government Units, Non-government  

Organizations and the general public regarding measures undertaken by the Sangguniang Panlalawigan;  

- The public may request for Certified copies of documents such as resolutions, ordinances, minutes of the  

Sessions and other official issuances of the Sangguniang Panlalawigan Support Services Office, through the  

Sangguniang Panlalawigan Secretary and NGO’s and POs may inquire and submit requirements for accreditation. 

Office or Division: Sangguniang Panlalawigan Support Services Office 

Classification: Simple-Complex 

Type of Transaction: G2C- for services whose client is transacting public 

G2G- for services whose client is another government agency, government  

employee or official. 

Requirements: Depending 

on the requests 

 

A. FOR ACCREDITATION OF NON-GOVERNMENTAL ORGANIZATIONS (NGO’s) & PEOPOLES ORGANIZATIONS 

(POs) 

                                CLIENTS      SERVICE  

   PROVIDER 

FEES  

TO BE 

 PAID 

DURATION  

     OF  

ACTIVITY 

PERSONNEL IN  

CHARGE 
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1. Secure requirements of accreditation 

REQUIREMENTS: 

• Duly accomplished Application Form; 

• Board Resolution signifying intension for  

accreditation; 

• Certificate of Registration (SEC, DOLE, etc.); 

• List of current officer and members; 

• Original Sworn Statement stating that the 

CSO  

is an independent, non-partisan organization  

and that it will retain its autonomy while  

pursuing the advancement of  the  peoples’  

interest through its membership in a local  

special body, after satisfying all the  

requirements and set criteria, as stated in 

 DILG Memorandum Circular No.2019-72 

 dated May 22, 2019, and after securing a  

Certificate of Accreditation from the 

concerned  

Sanggunian; 

• Annual Accomplishment Report; 

• Financial Statement; 

• Profile indicating the purpose and objective  

      of the organization; 

• Copy of the minutes of the meeting of the  

Organization; and 

• For CSOs applying to be members of the 

Local  

Health Board: Photocopy of profiles of at 

least  

three (3) individuals in the organization that  

will verify their involvement   in the health or 

education sector. 

 

 

- Receive the  

Document/s by 

Affixing the name 

And signature of  

the receiving staff, 

Indicating the date  

& time of receipt; 

- Secure contact’s  

Persons number 

- SP Secretary will 

include in the Order 

Of Business; 

-inform client what- 

ever the result of the 

application, if  

approved, SP Secretary 

 will prepare  for the  

resolution and certifica- 

tion of accreditation 

 

 

 

 

 

N/A 

 

 

 

5-10 mins. 

 

 

 

 

 

 

May vary  

Depending on  

the availability  

of the concerned 

officials. 

 

 

 

  REGILDA A. DIGAMON 

      Admin. Asst I 

 

   HELEN J. CASAS 

     Admin. Aide II 

 

    Legislative Staff 

                                                                                      Total Response Time: 10 Minutes 
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B. FOR SECURING CERTIFIED TRUE COPIES OF ENACTED/PASSED/APPROVED SP RESOLUTIONS AND 

ORDINANCES 

CLIENT 

SERVICE 

PROVIDER 

FEES TO  

    BE 

  PAID 

   DURATION 

 OF ACTIVITY 

PERSONNEL IN 

CHARGE 

 

1. Request copy/copies of  

of documents such as approved 

resolutions & ordinances 

Provide request form for the  

Client to fill up 

  

  2 mins 

       REGILDA A. DIGAMON 

             Admin. Asst I 
 

        HELEN J. CASAS 

           Admin. Aide II 

2. Accomplish and submit  

Request form 

a. If available, advise client to 

pay 

The Secretary’s Fee at the 

 Treasurer’s Office 

P50.00 

5-10 mins 

      AILEEN B. PONCE 

         Admin Aide IV 
 

      JOVANLOU B. NALA 

         Admin Aide II 

 b. If pending, forwards form to the  

ComSec Section for the status  

verification 

 

1 min 

JANESSA A. MACATABOG 

Administrative Officer III 
 

    JOSEPHINE I. SINON 

Administrative Officer II  

 

 c. If for signature, forwards request 

form to the Resolutions/Ordinances 

Sections for status verification 

 

1 min 

ROGELIO V. EMBALSADO 

Admin. Assistant III 

3. Presents official Receipt 

After paying Secretary’s 

Fee at the PTO 

a. Prepare, print and release the 

requested documents to the  

client 

P50.00 
5-10 mins 

(depends on  

the # of pages 

      AILEEN B. PONCE 

         Admin Aide IV 
 

      JOVANLOU B. NALA 

         Admin Aide II 

                                                                                                Total Response Time: 10 Minutes  

C. REQUEST FOR MINUTES/JOURNAL OF PROCEEDINGS OF SP SESSIONS/HEARINGS/MEETINGS AND ADMINISTRATIVE 

CASES 

CLIENT 

SERVICE 

PROVIDER 

FEES TO  

    BE 

   DURATION 

 OF ACTIVITY 

PERSONNEL IN 

CHARGE 
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  PAID  

1. Request for Minutes/Journal of 

Proceedings of SP essions/ 

Hearings/meetings 

 

Provide and ask client to  

Accomplish Request Form 

  

 

 

 

 

  3 mins 

        

  REGILDA A. DIGAMON 

             Admin. Asst I  

 

2. Accomplish and submit  

               Request form 

advise client to pay the  

Secretary’s Fee at the 

 Treasurer’s Office 

 

Prepare the Certified Photo 

Copy of the document  

requested 

 

P50.00 

30 mins to  

1 hour 

       

 

 d. If pending, forwards form to 

the  

ComSec Section for the 

status  

verification 

 

1 min 

JANESSA A. MACATABOG 

Administrative Officer III 
 

    JOSEPHINE I. SINON 

Administrative Officer II  

 

Total Response Time: 1 hour 
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Provincial Social Welfare and 

Development Office 
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Availability of the Service:

Monday to Friday

8:00 - 12:00; 1:00 - 5:00

Classification : Simple

Who may avail:

Indigent Clients

1 Letter request/Referral The requesting party will provide the letter

2 Barangay Certificate ( 1 original, 1 photocopy) Client will secure from their Barangay

3 Valid ID ( 2 photocopies) with name/signature/picture/address) not expired Client will provide the necessary documents

Additional supportings needed;

For Educational Assistance

1 Certificate of enrollment or Registration ( 2 copies) Client will secure from the school where she/he enrolled

2 Updated Certificate of Billing duly signed by student account incharge/SOA

( 1 original/1 photocopy)

3 Validated School ID of students (2 Photocopies back to back) Client will provide the necessary documents

For Medical Assistance

1 Medical Certificate/Abstract/Clinical Summary/ Discharge 

Summary ( 2 photocopies)

2 Hospital Bill

3 Prescription Client will secure from the Clinic/ Hospital

4 Laboratory/Ultrasound/MRI/CT Scan Request

5 Blood Request

Burial Assistance

1  Death Certificate Client will secure from the Funeral

2   Contract from the funeral

Emergency Shelter Assistance (ESA)

1  Bureau of Fire Certificate Client will secure from the Bureau of Fire

2 Picture (2 photocopies - colored) Client will provide

3  Situational Report from LDRRMO if applicable Client  will secure from LDRRMO

Food Assistance

1  Certificate of indigency 2 photocopies Client will secure from the Barangay

2  Proof of confinement if admitted                          'Client will secure from the Hospital

Transportation Assistance

1  Police Blotter/Certification (victims of illegal recruitment

      or pick pockets Client will secure the necessary documents

2  Other supporting documents such as but not limited to medical

certificate, Death Certificate or court order of Subpoena

(2 photocopies)

Provincial Social Welfare & Development Office

Provision of Assistance in Crisis Situation

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
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Davao Oriental Provincial Medical Center
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Davao Oriental Provincial Hospital 

Governor Generoso
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Davao Oriental Provincial Civil Security 

Unit



 

 

497 | P a g e  
 



 

 

498 | P a g e  
 

 

 

 

 

 

 

 

 

 

Provincial Administrator’s Office
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FEEDBACK AND COMPLAINTS MECHANISMS 

How to send feedback Answer the client feedback form and 

drop it at the designated drop box 

located in all Provincial Government 

Offices. 

 

Call us at: 

 

PHRMO: 

(087) 388-3875 

0960- 606- 1976 

How feedback is processed Every month, the designated ARTA 

Officer opens the drop box and compiles 

and records all feedback submitted. 

Feedback requiring answers are 

forwarded to the relevant offices and 

they are required to answer within (3) 

days of the receipt of the feedback. 

 

The answer of the office is then relayed to 

the citizen. For inquiries and follow-ups, 

clients may contact the following 

telephone number: 

 

PHRMO: 

(087) 388-3875 

0960- 606- 1976 

How to file a complaint Answer the client Feedback Form and 

drop it at the designated drop box 

located in all Provincial Government 

Offices. Complaint can also be filed via 

telephone. Make sure to provide the 

following information: 

- Name of person being complained 

- Incident 

- Evidence 

 

For inquiries and follow-ups, clients may 

contact the following telephone number: 

PHRMO: 

(087) 388-3875 

0960- 606- 1976 
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How complaints are processed The designated ARTA Officer opens the 

complaints drop box on a monthly basis 

and evaluate each complaint. 

 

Upon evaluation, the ARTA Officer shall 

start the investigation and forward the 

complaint to the relevant office for their 

explanation. 

 

The ARTA Office will create a report after 

the investigation and shall submit it to the 

Head of the Agency for appropriate 

action. 

 

The ARTA Officer will give the feedback 

to the client. 

 

For inquiries and follow-ups, clients may 

contact the following telephone number: 

 

PHRMO: 

(087) 388-3875 

0960- 606- 1976 

 


