
1.  Application for Renewal of Business (During Business One 

Stop Shop) 

A Business Permit is required for all investors or business owners operating a 

business within the Municipality of Paombong. 

 

Office or Division: Permit and License Office  

Classification: Simple  

Type of Transaction: Government to Business (G2B) 

Who may avail: Applicant for Renewal of Business  

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1 Original Copy of Unified Application Form (UAF) Permit and License Office  

1 Photocopy of DTI/SEC/CDA DTI / SEC / CDA  

1 Original Copy of Brgy. Business Clearance  Barangay Hall (where the business is 
located) 

1 Original Copy of Notarized Lease of Contract (If 
Lease) 

Lessor 

1 Original Copy of FSIC (Fire Safety Inspection 
Certificate) 

BFP 

1 Original Copy of Sanitary Permit  Municipal Health Office / Rural Health Unit  

1 Original Copy of Occupancy Permit Municipal Engineering Office  

1 Original or Photocopy of Community Tax 
Certificate (Cedula) 

Municipal Treasurer’s Office 

1 Original Sworn Statement Receipts / Financial 
Statement signed by the Accountant / Book of 
Sales / Receipts (If any) 

Accounting Firm  

1 Original copy of Income Tax Return (ITR) BIR  

1 Original Copy of Market Clearance (for the 
Market Stall Holders)  

Office of the Market Master  

1 Original Copy of Certificate of Non-Coverage 
(CNC)  

Provincial Capitol  

1 Original / Photocopy of RPT (Amilyar) for the 
Zoning Approval  

Municipal Treasurer’s Office 

Approval of MENRO  Municipal Environment and  Natural 
Resources Office   

1 Original Copy of Authorization / Special Power to 
Attorney (If the owner is not available to process 
the documents) 

Business Owner 

1 Photocopy of Government-Issued ID  Government Agencies  

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSIN
G TIME 

PERSON 
RESPONSIBLE 

STEP 1. FILING OF 
APPLICATION AND 
ASSESSMENT 

1.1 Submit 
Accomplished 
and signed  
UAF and 
requirements 
to the BPLO 
Personnel. 

None 
 
 
 
 
 
 

15 Minutes 
 
 
 
 
 
 

Senior 
Administrative 

Assistant I                    
( Permit and 

License Office) 
 
 



And wait for 
the 
assessment. If 
the application 
is approved. 
The encoder 
encodes the 
data into 
BPLS. 
  

1.2 Upon encoding 
into the 
system, 
designated 
personnel 
distribute the 
documents to 
the endorsing 
offices. The 
client will wait 
to be called  
their name for 
the evaluation 
of the 
Endorsing 
Offices.   

 
 
 
 
 
 
1.3 Upon the 

completion of 
the endorsing 
Offices. The 
Tax Order of 
Payment is 
printed, and 
the client will 
be instructed 
to proceed at 
the Treasurer’s 
Office for the 
payment of 
assessed 
computed tax. 

 

 
 
 
 
 
 
 
 

As per 
Local 

Revenue 
Code 

 
None 

 
 

None 
 
 

None 
 
 

As per 
Fire Code 

of the 
Philippine

s (R.A. 
9514) 

 
None 

 
 
 
 
 
 
 
 

10 Minutes 
 
 
 
 

10 Minutes 
 
 

10 Minutes 
 
 

20 Minutes 
 
 

20 Minutes 
 
 
 
 
 

10 Minutes 

 
 
 
 
 
 
 

 
Administrative 

Aide I 
(Engineering 

Office ) 
 

Clerk II                 
(MPDO) 

 
Sanitary 
Inspector 

(Health Office) 
 

MENRO Officer 
(MENRO) 

 
Fire Officer 

(BFP) 
 
 

 
 

Senior 
Administrative 

Assistant I           
(Permit and 

License Office) 



STEP 2. PAYMENT OF 
ASSESSED FEES AND 
CHARGES 

2.1 Receives the 
Payment and 
Issues an Official 
Receipt. 
 
 
 
 
 
 
 
 
 
2.2 After payment. 
Instruct the Client 
to proceed with 
the Permit and 
License Office for 
the Issuance of a 
Business Permit. 

 

Assessed 
Amount. 
As per 

Municipal 
Ordinance 
2019-02-
P-34 and  
Panlalawi

gang 
Ordinansa 

Blg. C-
005  

 
 

None  

10 Minutes  
 
 
 
 
 
 
 
 
 
 
 
 

5 Minutes 

Revenue 
Collection Clerk 

I                      
(MTO) 

 
 
 
 
 
 
 
 

 
 

Revenue 
Collection Clerk 

I                      
(MTO) 

STEP 3. RELEASES OF 
MAYOR’S PERMIT  

3.1 Check the O.R 
and the 
accomplished 
documents, and 
inform the client to 
wait for the 
Business Permit.  
 
3.2 Record in the 
master list and 
print the Business 
Permit. 
 
 
3.3 The Client will 
sign the receiving 
logbook, then the 
Business Permit, 
together with the 
Business Plate or 
Sticker, will be 
released.  
 

None 
 
 
 
 
 
 
 

None 
 
 
 

 
 

None 

5 Minutes 
 
 
 
 
 
 
 

10 Minutes 
 
 

 
 

 
5 Minutes 

Senior 
Administrative 

Assistant I           
(Permit and 

License Office) 
 
 

 
Senior 

Administrative 
Assistant I           

(Permit and 
License Office) 

 
Client 

 
 

 TOTAL None  2 Hours and 
10 Minutes 

 

 

 

 



2. Application for New of Business (During Business One Stop 

Shop) 

A Business Permit is required for all investors or business owners operating a 

business within the Municipality of Paombong. 

Office or Division: Permit and License Office  

Classification: Simple  

Type of Transaction: Government to Business (G2B) 

Who may avail: Applicant for Renewal of Business  

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1 Original Copy of Unified Application Form (UAF) Permit and License Office  

1 Photocopy of DTI/SEC/CDA DTI / SEC / CDA  

1 Original Copy of Brgy. Business Clearance  Barangay Hall (where the business is 
located) 

1 Original Copy of Notarized Lease of Contract (If 
Lease) 

Lessor 

1 Original Copy of FSIC (Fire Safety Inspection 
Certificate) 

BFP 

1 Original Copy of Sanitary Permit  Municipal Health Office / Rural Health Unit  

1 Original Copy of Occupancy Permit Municipal Engineering Office  

1 Original or Photocopy of Community Tax 
Certificate (Cedula) 

Municipal Treasurer’s Office 

1 Original Copy of Market Clearance (for the 
Market Stall Holders)  

Office of the Market Master  

1 Original Copy of Certificate of Non-Coverage 
(CNC)  

Provincial Capitol  

1 Original / Photocopy of RPT (Amilyar) for the 
Zoning Approval  

Municipal Treasurer’s Office 

Approval of MENRO  Municipal Environment and  Natural 
Resources Office   

1 Original Copy of Authorization / Special Power to 
Attorney (If the owner is not available to process 
the documents) 

Business Owner 

1 Photocopy of Government-Issued ID  Government Agencies  

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSIN
G TIME 

PERSON 
RESPONSIBLE 

STEP 1. FILING OF 
APPLICATION AND 
ASSESSMENT 

1.1 Submit 
Accomplished 
and signed  
UAF and 
requirements 
to the BPLO 
Personnel. 
And wait for 
the 
assessment. If 
the application 
is approved. 

None 
 
 
 
 
 
 
 
 
 
 
 

15 Minutes 
 
 
 
 
 
 
 
 
 
 
 

Senior 
Administrative 

Assistant I                    
( Permit and 

License Office) 
 
 
 
 
 
 
 



The encoder 
encodes the 
data into 
BPLS. 
  
1.2 Upon 
encoding into 
the system, 
designated 
personnel 
distribute the 
documents to 
the endorsing 
offices. The 
client will wait 
to be called  
their name for 
the evaluation 
of the 
Endorsing 
Offices.   

 
 
 
 
 
 

1.1 Upon the 
completion 
of the 
endorsing 
Offices. 
The Tax 
Order of 
Payment is 
printed, 
and the 
client will 
be 
instructed 
to proceed 
at the 
Treasurer’s 
Office for 
the 
payment of 
assessed 
computed 
tax. 

 

 
 
 

As per 
Local 

Revenue 
Code 

 
None 

 
 

None 
 
 

None 
 
 

As per 
Fire Code 

of the 
Philippine

s (R.A. 
9514) 

 
None 

 
 
 

10 Minutes 
 
 
 
 

10 Minutes 
 
 

10 Minutes 
 
 

20 Minutes 
 
 

20 Minutes 
 
 
 
 
 

10 Minutes 

 
 

 
Administrative 

Aide I 
(Engineering 

Office ) 
 

Clerk II                 
(MPDO) 

 
Sanitary 
Inspector 

(Health Office) 
 

MENRO Officer 
(MENRO) 

 
Fire Officer 

(BFP) 
 
 

 
 

Senior 
Administrative 

Assistant I           
(Permit and 

License Office) 



STEP 2. PAYMENT OF 
ASSESSED FEES AND 
CHARGES 

2.1 Receives the 
Payment and 
Issues an Official 
Receipt. 
 
 
 
 
 
 
 
 
 
 
2.2 After payment. 
Instruct the Client 
to proceed with 
the Permit and 
License Office for 
the Issuance of a 
Business Permit. 

 

Assessed 
Amount. 
As per 

Municipal 
Ordinance 
2019-02-
P-34 and  
Panlalawi

gang 
Ordinansa 

Blg. C-
005  

 
 
 
 

None  

10 Minutes  
 
 
 
 
 
 
 
 
 
 
 
 
 
 

5 Minutes 

Revenue 
Collection Clerk 

I                      
(MTO) 

 
 
 
 
 
 
 
 

 
 

Revenue 
Collection Clerk 

I                      
(MTO) 

STEP 3. RELEASES OF 
MAYOR’S PERMIT  

3.1 Check the O.R 
and the 
accomplished 
documents, and 
inform the client to 
wait for the 
Business Permit.  
 
3.2 Record in the 
master list and 
print the Business 
Permit. 
 
 
3.3 The Client will 
sign the receiving 
logbook, then the 
Business Permit, 
together with the 
Business Plate or 
Sticker, will be 
released.  
 

None 
 
 
 
 
 
 
 

None 
 
 
 

 
 

None 

5 Minutes 
 
 
 
 
 
 
 

10 Minutes 
 
 

 
 

 
5 Minutes 

Senior 
Administrative 

Assistant I           
(Permit and 

License Office) 
 
 

 
Senior 

Administrative 
Assistant I           

(Permit and 
License Office) 

 
Client 

 
 

 TOTAL None  2 Hours and 
10 Minutes 

 

Notes: For new business applications, the schedule of payment and issuance of the 

permit shall depend on the inspection of BFP. 



3. Application for New Business  

A Business Permit is required for all investors or business owners operating a 

business within the Municipality of Paombong. 

 

Office or Division: Permit and License Office  

Classification: Simple  

Type of Transaction: G2B - Government to Business  

Who may avail: Applicant for New Business  

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1 Original Copy of Unified Application Form (UAF) Permit and License Office  

1 Photocopy of DTI/SEC/CDA DTI / SEC / CDA  

1 Original Copy of Brgy. Business Clearance  Barangay Hall (where the business located) 

1 Original Copy of Notarized Lease of Contract (If 
Lease) 

Lessor 

1 Original Copy of FSIC (Fire Safety Inspection 
Certificate) 

BFP 

1 Original Copy of Sanitary Permit  Municipal Health Office / Rural Health Unit  

1 Original Copy of Occupancy Permit Municipal Engineering Office  

1 Original or Photocopy of Community Tax 
Certificate (Cedula) 

Municipal Treasurer’s Office 

1 Original Copy of Market Clearance (for the 
Market Stall Holders)  

Office of the Market Master  

1 Original Copy of Receipt Certificate of Non-
Coverage (CNC)  

Payment at the Municipal Treasurer’s Office  

1 Original Copy of Zoning Certificate  Municipal Treasurer’s Office 

 Approval of MENRO Municipal Environment and Natural 
Resources Office  

1 Original Copy of Authorization / Special Power 
to Attorney (If the owner is not available to 
process the documents) 

Business Owner 

1 Photocopy of Government-Issued ID  Government Agencies  

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSIN
G TIME 

PERSON 
RESPONSIBLE 

STEP 1. FILING OF 
APPLICATION AND 
ASSESSMENT  

1.1 Submit the 
accomplished 
and signed  
UAF and 
requirements 
to the BPLO 
Personnel. 
And wait for 
the 
assessment. If 
the application 
is approved. 
The encoder 
encodes the 

None 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

15 Minutes 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Senior 
Administrative 

Assistant I                    
( Permit and 

License Office) 
 
 
 
 
 
 
 
 
 
 



data into 
BPLS. 

 
 

  
1.2 Upon encoding 

into the 
system. The 
client is 
instructed to 
proceed to the 
endorsing 
offices.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
1.3 Upon the 

completion of 
the endorsing 
Offices. The 
Tax Order of 
Payment is 
printed, and 
the client will 
be instructed 
to proceed at 
the Treasurer’s 
Office for the 
payment of 
assessed 
computed tax. 

 

 
 

As per 
Local 

Revenue 
Code 

 
 

As per 
Local 

Revenue 
Code 

 
 

None 
 
 

None 
 
 

As per 
Fire Code 

of the 
Philippine

s (R.A. 
9514) 

 
 

None 

 
 
 

10 Minutes 
 
 

 
 
 

10 Minutes 
 
 
 
 
 

10 Minutes 
 
 

20 Minutes 
 
 

20 Minutes 
 
 
 
 
 
 

10 Minutes 

 
 
 

Administrative 
Aide I 

(Engineering 
Office ) 

 
 

Clerk II                 
(MPDO) 

 
 
 
 

Sanitary 
Inspector 

(Health Office) 
 

MENRO Officer 
(MENRO) 

 
Fire Officer 

(BFP) 
 
 
 
 
 

Senior 
Administrative 

Assistant I           
(Permit and 

License Office) 



STEP 2. PAYMENT OF 
ASSESSED FEES AND 
CHARGES 

2.1 Receives the 
Payment and 
Issues an Official 
Receipt. 
 
 
 
 
 
 
 
 
 
 
 
 
2.2 After payment. 
Instruct the Client 
to proceed with 
the Permit and 
License Office for 
the Issuance of a 
Business Permit. 

 

Assessed 
Amount. 
As per 

Municipal 
Ordinance 
2019-02-
P-34 and  
Panlalawi

gang 
Ordinansa 

Blg. C-
005  

 
 
 
 

None  

10 Minutes  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

5 Minutes 

Revenue 
Collection Clerk 

I                      
(MTO) 

 
 
 
 
 
 
 
 
 
 

 
 
 

Revenue 
Collection Clerk 

I                      
(MTO) 

STEP 3. RELEASES OF 
MAYOR’S PERMIT  

3.1 Check the O.R 
and the 
accomplished 
documents. 
Record in the 
master list, then 
print the Business 
Permit. 
 
 
 
 
 
3.2 Inform the 
client that the 
permit will be 
released within 1 
(one) to 3 (three) 
working days. 
 
 
 
 
 
 

None 
 
 
 
 
 
 
 
 
 

 
 

None 
 
 
 
 
 
 
 
 
 
 

None 

5 Minutes 
 
 
 
 
 
 
 
 
 
 
 

3 Working 
Days  

 
 
 

 
 
 
 
 

 
10 Minutes 

Senior 
Administrative 

Assistant I           
(Permit and 

License Office) 
 
 
 
 
 
 

 
Senior 

Administrative 
Assistant I           

(Permit and 
License Office) 

 
 
 
 
 

 
Client 

 
 



3.3 The Client will 
sign the receiving 
logbook, then the 
Business Permit, 
together with the 
Business Plate or 
Sticker, will be 
released.  

 

 TOTAL:  None 3 Working 
Days, 2 

Hours and 5 
Minutes 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



4. Application for Renewal of Business  

A Business Permit is required for all investors or business owners operating a 

business within the Municipality of Paombong. 

 

Office or Division: Permit and License Office  

Classification: Simple  

Type of Transaction: Government to Business  

Who may avail: Applicant for Renewal of Business  

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1 Original Copy of Unified Application Form 
(UAF) 

Permit and License Office  

1 Photocopy of DTI/SEC/CDA DTI / SEC / CDA  

1 Original Copy of Brgy. Business Clearance  Barangay Hall (where the business is 
located) 

1 Original Copy of Notarized Lease of 
Contract (If Lease) 

Lessor 

1 Original Copy of FSIC (Fire Safety 
Inspection Certificate) 

BFP 

1 Original Copy of Sanitary Permit  Municipal Health Office / Rural Health Unit  

1 Original Copy of Occupancy Permit Municipal Engineering Office  

1 Original or Photocopy of Community Tax 
Certificate (Cedula) 

Municipal Treasurer’s Office 

1 Original Sworn Statement Receipts / 
Financial Statement signed by the Accountant 
/ Book of Sales / Receipts (If any) 

Accounting Firm  

1 Original copy of Income Tax Return (ITR) BIR  

1 Original Copy of Market Clearance (for the 
Market Stall Holders)  

Office of the Market Master  

1 Original Copy of Receipt Certificate of Non-
Coverage (CNC)  

Provincial Capitol  

1 Original / Photocopy of RPT (Amilyar) for 
the Zoning Approval  

Municipal Treasurer’s Office 

1 Original Copy of Authorization / Special 
Power to Attorney (If the owner is not 
available to process the documents) 

Business Owner 

1 Photocopy of Government-Issued ID  Government Agencies  

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSIN
G TIME 

PERSON 
RESPONSIB

LE 

STEP 1. FILING OF 
APPLICATION AND 
ASSESSMENT  

1.1 Submit the 
accomplished 
and signed  
UAF and 
requirements 
to the BPLO 
Personnel. 
And wait for 
the 

None 
 
 
 
 
 
 
 
 

15 Minutes 
 
 
 
 
 
 
 
 

Senior 
Administrativ
e Assistant I                    
( Permit and 

License 
Office) 

 
 
 



assessment. If 
the application 
is approved. 
The encoder 
encodes the 
data into 
BPLS. 
  

1.2 Upon encoding 
into the 
system. The 
client is 
instructed to 
proceed to the 
endorsing 
offices.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
1.3 Upon the 

completion of 
the endorsing 
Offices. The 
Tax Order of 
Payment is 
printed, and 
the client will 
be instructed 
to proceed at 
the Treasurer’s 
Office for the 
payment of 
assessed 
computed tax. 

 

 
 
 
 
 
 

As per 
Local 

Revenue 
Code 

 
None 

 
 

None 
 
 
 

 
None 

 
 

 
As per the 
Fire Code 

of the 
Philippine

s (R.A. 
9514) 

 
None 

 
 
 
 
 
 

10 Minutes 
 
 
 
 

10 Minutes 
 
 
 

10 Minutes 
 
 
 

20 Minutes 
 
 
 

20 Minutes 
 
 
 
 
 

10 Minutes 

 
 
 
 
 
 

 
Administrativ

e Aide I 
(Engineering 

Office ) 
 

Clerk II                 
(MPDO) 

 
 

Sanitary 
Inspector 
(Health 
Office) 

 
MENRO 
Officer 

(MENRO) 
 

Fire Officer 
(BFP) 

 
 
 
 

Senior 
Administrativ
e Assistant I           
(Permit and 

License 
Office) 



STEP 2. PAYMENT OF 
ASSESSED FEES AND 
CHARGES 

2.1 Receives the 
Payment and 
Issues an Official 
Receipt. 
 
 
 
 
 
 
 
 
 
 
2.2 After payment. 
Instruct the Client 
to proceed with 
the Permit and 
License Office for 
the Issuance of a 
Business Permit. 

 

Assessed 
Amount. 
As per 

Municipal 
Ordinance 
2019-02-
P-34 and  
Panlalawi

gang 
Ordinansa 

Blg. C-
005  

 
 

None  

10 Minutes  
 
 
 
 
 
 
 
 
 
 
 
 
 

5 Minutes 

Revenue 
Collection 

Clerk I                      
(MTO) 

 
 
 
 
 
 
 
 

 
 

Revenue 
Collection 

Clerk I                      
(MTO) 

STEP 3. RELEASE OF 
THE APPROVED 
MAYOR’S PERMIT 

3.1 Check the O.R 
and the 
accomplished 
documents, and 
inform the client to 
wait for the 
Business Permit. 
Record in the 
master list and 
print the Business 
Permit. 
 
3.2 Inform the 
client that the 
permit will be 
released within 1 
(one) to 3 (three) 
days. 
 
 
3.3 The Client will 
sign the receiving 
logbook, then the 
Business Permit, 
together with the 
Business Plate or 
Sticker, will be 
released.  

None 
 
 
 
 
 
 
 
 
 

 
 

None 
 
 
 
 
 
 

None 

5 Minutes 
 
 
 
 
 
 
 
 
 
 
 

3 Working 
Days  

 
 
 

 
 

10 Minutes 

Senior 
Administrativ
e Assistant I           
(Permit and 

License 
Office) 

 
 
 

 
 
 
 

Senior 
Administrativ
e Assistant I           
(Permit and 

License 
Office) 

 
 

Client 
 
 



 

 TOTAL None 3 Working 
days 2 
Hours and 5 
Minutes 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



5. Application for Tricycle Franchise (New / Renewal) 

All tricycles in the Municipality of Paombong that were used as Public Utility Vehicles 

are required to have a Franchise. 

Office or Division: Permit and License Office  

Classification: Simple  

Type of Transaction: Government to Client (G2C) 

Who may avail: Applicant for Tricycle Drivers and Operators  

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1 Original Copy of Tricycle Franchise Form  Permit and License Office  

1 Original Copy of TODA Certification  Where are the Tricycle Drivers' affiliates   

1 Original / Photocopy of ORCR  LTO 

1 Original Copy of Notarized Deed of Sale Law Firm / Notary Public  

1 Photocopy of Driver’s License  LTO 

1 Photocopy of Government-issued IDs between 
the Buyer and Seller  

PSA, DFA, PRC, COMELEC, BIR, etc.. 

1 Photocopy of a written authorization allowing 
the use of the motorcycle (If applicable) 

Registered Owner 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSIN
G TIME 

PERSON        
RESPONSIB

LE 

STEP 1. FILING THE 
APPLICATION   

1.1 Accomplish 
and submit the 
application 
form together 
with the other 
document 
requirements. 

1.2 Verify and 
check the 
submitted 
document, and 
give the client 
an Order of 
Payment to 
proceed at the 
Treasurer’s 
Office. 

None 
 
 
 
 
 
 

None 

5 Minutes 
 
 
 
 
 

 
10 Minutes 

Client 
 
 
 
 
 
 

Senior 
Administrativ
e Assistant I               
(Permit and 

License 
Office) 

STEP 2. PAYMENT OF 
THE CORRESPONDING 
FEES 

2.1 Receives the 
payment and 
issues the Official 
Receipt and 
cedula. And 
instruct the client 
to return to BPLO 
for the issuance of 
the Tricycle 
Franchise.  

Municipal 
Ordinance 
2019-02-

P-34  

5 Minutes Revenue 
Collection 

Clerk I                      
(MTO) 

 



STEP 3. RELEASE OF 
APPROVED  TRICYCLE 
FRANCHISE  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

3.1 Checks the 
documents and 
OR and encodes 
in the record 
master lists. And 
the Tricycle 
Franchise will be 
printed.   
3.2 Instruct the 
client to leave the 
documents and 
return on the 
scheduled date to 
claim the signed 
Tricycle 
Franchise. 
3.3 Releasing the 
Tricycle 
Franchise, 
together with the 
Franchise Plate or 
Sticker. The 
clients signed in 
the receiving 
logbook. 
 
 

None  
 
 
 
 
 
 

None 
 
 
 
 
 
 

None 
 
 
 
 
 
 
 
 
 

10 Minutes  
 
 
 
 
 
 

2 Working 
days 

 
 
 

 
 

10 Minutes 
 
 
 
 
 
 
 

Senior 
Administrativ
e Assistant I               
(Permit and 

License 
Office) 

 
 

Senior 
Administrativ
e Assistant I               
(Permit and 

License 
Office) 

 
 

Senior 
Administrativ
e Assistant I               
(Permit and 

License 
Office) 

 
 
 

STEP 4. PROCEED TO 
THE MAYOR’S OFFICE 
FOR THE ISSUANCE OF 
FRANCHISE ID. 

4.1  Instruct the 
Client to proceed 
at the Mayor’s 
Office for the 
Issuance of a 
Tricycle Franchise 
ID. 
 

None 10 Minutes Administrativ
e Aide I 
(Mayor’s 
Office) 

 TOTAL: None  2 Working 
days and 50 
Minutes 

 

 

 

 

 

 

 

 

 

 

 



6. Application for BAKLAD, BUKATOT, TALABAHAN, AND 

FISHPOND 
 

This service is intended for individuals who intend to establish, operate, or 

maintain aquaculture structures such as Baklad, Bukatot, Talabahan, and 

Fishponds within the jurisdiction of the Municipal Water. 

 

Office or Division: Permit and License Office  

Classification: Simple  

Type of 
Transaction: 

G2C- Government to Client  

Who may avail: For the Proprietor of Fishpond, Bukatot, Talabahan, Baklad, 
within the vicinity of the Municipal Rivers 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1 Original Copy of Brgy. Certification Barangay Hall  

1 Photocopy of Previous Permit to 
Operate 

Client 

1 Original Copy of Signed Authorization 
Letter (If the owner is not able to proceed 
the documents) 

Principal Proprietor 

1 Photocopy of Government-Issued ID  Government Agencies  

  

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSIN
G TIME 

PERSON 
RESPONSIBL

E 

STEP 1. 
SUBMISSION OF 
DOCUMENTS    

1.1 Submit all 
documents.  
 

1.2 Check and 
verify the 
Documents. 

 
 
 
 

1.3 After checking, 
the clients are 
instructed to 
proceed to the 
Treasurer’s 
Office for the 
Payment.  

None 
 
 

None 
 
 

 
 
 
 

None 

5 Minute 
 
 

10 Minutes 
 
 
 
 
 
 

5 Minutes 
 
 
 

Client 
 
 

Senior 
Administrative 

Assistant I               
(Permit and 

License Office) 
 
 

Senior 
Administrative 

Assistant I               
(Permit and 

License Office) 
 
 
 
 
 

STEP 2. PAYMENT 
OF THE 
CORRESPONDING 
FEES 

2.1 Received the 
payment and 
issued the Official 
Receipt. And 

Pambaya

ng 

Kautusan 

 
5 Minutes 

 
Revenue 
Collection 



instruct the client 
to return to BPLO 
for the issuance of 
a permit. 

Blg. 2021-

10-P-15 

 

Clerk I                      
(MTO) 

 

STEP 3. RELEASE 
OF APPROVED  
PERMIT  TO 
OPERATE  

3.1 Checks the 
documents and 
OR and encodes 
in the Master lists. 
And the permit will 
be printed.   
 
3.2 Instruct the 
client to leave the 
documents and 
return on the 
scheduled date to 
claim the signed 
Permit.  
 
3.3 Releasing the 
Permit. The 
clients signed in 
the receiving 
logbook.  
 

None  
 
 
 
 
 
 

None 
 
 
 
 
 
 
 

None 

10 Minutes  
 
 
 
 
 
 

3 Working 
days 

 
 
 

 
 

 
10 Minutes 

Senior 
Administrative 

Assistant I               
(Permit and 

License Office) 
 

Senior 
Administrative 

Assistant I               
(Permit and 

License Office) 
 
 
 

Senior 
Administrative 

Assistant I               
(Permit and 

License Office) 

 TOTAL: None 3 Working 
days and 45 

Minutes 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



7. Application for Occupational / Working Permit 
 

A Working Permit is required for workers or employees who work within the 

jurisdiction of this municipality. 

 

Office or Division: Permit and License Office  

Classification: Simple  

Type of 
Transaction: 

Government to Client (G2C) 

Who may avail: Applicant for Employees working within the jurisdiction of Paombong.  

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1 Original Copy of Original Receipt  Municipal Treasurer’s Office of Paombong 

1 Original / Photocopy of Cedula  Municipal Treasurer’s Office of Paombong 

1 Original Copy of Health ID  RHU  

  

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSIN
G TIME 

PERSON 
RESPONSIBLE 

STEP 1. SUBMIT 
THE CEDULA AND 
HEALTH ID  

1.1 The clients 
present the 
Cedula and 
Health ID to 
the BPLO 
Personnel. 

1.2 Instruct the 
client to 
proceed to the 
Treasury 
Office for the 
payment.  

None  
 
 
 
 
 

None 

3 Minutes  
 
 
 
 
 

2 Minutes 
 

Client 
 
 
 

 
 

Senior 
Administrative 

Assistant I               
(Permit and License 

Office) 
 
 

STEP 2. PAYMENT 
FOR THE 
CORRESPONDING 
FEES 

2.1 Received the 
payment and 
issued the Official 
Receipt. And 
instruct the client 
to return to BPLO 
for the issuance of 
a Working Permit.  

450.00  
Php 

Municipal 
Ordinance 
2019-02-

P-34 
 

5 Minutes  Revenue Collection 
Clerk I                      
(MTO) 

 

STEP 3. RELEASE 
OF THE APPROVED 
WORKING PERMIT   

3.1 Releasing the 
signed Working 
Permit. The 
clients signed in 
the receiving 
logbook. 

None  20 Minutes  Senior 
Administrative 

Assistant I               
(Permit and License 

Office) 
 

 TOTAL 450.00 
Php  

30 Minutes  

 

 



8. Application for Business Retirement 

Application for the closure/retirement of a Business within the Jurisdiction of 

Municipal Government. 

 

Office or Division: Permit and License Office  

Classification: Simple  

Type of 
Transaction: 

Government to Business (G2B) 

Who may avail: Applicant for business owners to apply for business retirement  

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1 Original Copy of Brgy. Business Closure 
Certificate 

Barangay Hall (where the business is located) 

1 Original Copy of Affidavit for Business 
Closure 

Law Firm/Notary Public 

1 Original Copy Sworn Statement of Gross 
Sales Receipt 

Accounting Firm  

Previous Mayor’s Permit  Client 

1 Original Copy of Special Power to 
Attorney / Authorization Letter (If the 
owner is not available to process the 
retirement) 

Principal Proprietor 

1 Photocopy of Government-Issued ID  Government Agencies  

  

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSIN
G TIME 

PERSON 
RESPONSIBLE 

STEP 1. SUBMIT 
ALL 
REQUIREMENTS TO 
THE PERSON 
RESPONSIBLE AND 
WAIT FOR THE 
ASSESSMENT. 

1.1 Upon the 
completion of 
submission 
and 
Assessment. 
The clients 
proceed to the 
Treasurer's 
Office and pay 
the Assessed 
Amount...  

None  
 
 
 
 
 
 

20 Minutes 
 
 
 
 
 
 

Senior 
Administrative 

Assistant I               
(Permit and License 

Office) 
 
 

STEP 2. PAYMENT 
FOR THE 
CORRESPONDING 
FEES 

2.1 Receives the 
Payment and 
Issues an Official 
Receipt. 
 
 
 
 
 
2.2  After 
payment. Instruct 
the Client to 

Assessed 
Amount. 
As per 

Municipal 
Ordinance 
2019-02-

P-34  
 
 

None 

5 Minutes 
 
 
 
 
 
 
 
 

2 Minutes 

Revenue Collection 
Clerk I                      
(MTO) 

 
 
 
 
 
 

Revenue Collection 
Clerk I                      
(MTO) 



proceed with the 
Permit and 
License Office for 
the 
 

 

STEP 3. ISSUANCE 
OF BUSINESS 
CLOSURE 
CERTIFICATE   

3.1 Check the O.R 
and together with 
the supporting 
documents. and 
inform the client to 
wait for the 
Business Closure 
Certificate.  
 
3.2 Record in the 
master list and 
print the Business 
Closure 
Certificate. 
 
3.3 The Client will 
sign the receiving 
logbook and issue 
the Business 
Closure 
Certificate. 
 

None 
 
 
 
 
 
 
 
 

None 
 
 
 
 

None 
 
 
 
 

  

10 Minutes 
 
 
 
 
 
 
 
 

10 Minutes  
 
 
 
 

10 Minutes 
 
 
 
 
 

Senior 
Administrative 

Assistant I               
(Permit and License 

Office) 
 
 
 
 

 
Senior 

Administrative 
Assistant I    

(Permit and License 
Office)    

 
Senior 

Administrative 
Assistant I    

(Permit and License 
Office)    

 

 TOTAL NONE 57 Minutes   

 

 

 

 


