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OFFICE OF THE MUNICIPAL MAYOR TOURISM OPERATIONS

The Tourism Operations Unit of the Office of the Municipal Mayor provides the public
with access to local tourism and historical data and assistance on Department of Tourism (DOT)
Accreditation applications. It is also mandated to encourage, promote, and develop tourism as a
major socio-economic activity, generating local employment and foreign exchange, spreading the
benefits of tourism broadly, and ensuring the safe, convenient, and enjoyable stay of both foreign

and local tourists with the support of both private and public sectors.

MISSION

To deliver our tourism mandate with excellence towards a tourism industry that is
sustainable, innovative, inclusive, and globally competitive in the promotion of Paombong heritage
and the development of its arts and culture; securing equal opportunity and inclusive tourism
development through strong tourism stakeholders collaboration and partnership — leading
Paombong as one of the desirable tourist destination.

VISION

To develop Paombong as one of the desirable tourist destination renowned for its
sustainable tourism, rich cultural experiences, and commitment in promoting a viable economy
through the integration of local industries while actively preserving the natural environment and
cultural heritage.

Objectives of the Tourism Office of Paombong

1. Promote and Develop Tourism
Encourage and promote tourism as a key socio-economic activity that generates local
employment, foreign exchange, and income opportunities for the community.
2. Ensure Sustainable Tourism Practices
Implement tourism programs and policies that preserve natural resources, cultural
heritage, and local traditions while fostering a viable and long-term tourism economy.
3. Enhance Tourist Experience
Assure the safety, convenience, and enjoyment of both foreign and local tourists by
improving facilities, accessibility, and services across all tourism sites.



4. Integrate Local Industries and Community Participation
Develop tourism initiatives that support local industries, entrepreneurs, and communities,
ensuring that the benefits of tourism reach a broader segment of the population.

5. Foster Partnerships and Stakeholder Collaboration
Build strong public-private partnerships and collaborations with local stakeholders to
effectively promote Paombong as a globally competitive tourist destination.

6. Promote Cultural Heritage and Arts
Showcase and preserve Paombong’s cultural, historical, and artistic assets, promoting
them as a distinctive feature of the town’s tourism offerings.

7. Support Inclusive and Innovative Tourism
Encourage inclusive, innovative, and globally competitive tourism programs that ensure
equal opportunities for all sectors and foster creative tourism solutions.

Core Functions of Tourism Operations:

Tourism Promotion
Infrastructure Development
Cultural Preservation
Product Development
Marketing Promotion

uihwne

Clients:
1. Individuals
2. Students
3. Tourism Related Establishments
4. School / Academe
5.NGO
6. Public/ Private Agencies



1. PROVISION OF TOURISM AND HISTORICAL DATA

Tourism and historical data such as tourist arrivals record, local cultural
properties information, and interviews related to local tourism and cultural sectors, public
records, and other related documents.

Office or Division:

Office of the Municipal Mayor - Tourism Operations

Classification:

Simple

Type of Transaction:

G2C Government to Client

Who may avail:

Interested Individuals

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
« Written request addressed to the | Client
Municipal Mayor specifying the intent
to acquire service;
Other supporting documents, if
necessary.
CLIENT STEPS AGENCY FEES TO| PROCESSING PERSON
ACTIONS BE PAID TIME RESPONSIBLE
1. Submit written | 1.1 Receive None 10 minutes Senior Labor and
request letter; Employment Officer
conduct
short
interview
regarding the
request
2. Wait for the 2.1 Provide None 15 minutes Senior Labor and
approval tourism and Employment Officer
of request historical
data
Total: None 25 minutes




2. UTILIZATION OF LOCAL PARKS AND CULTURAL PROPERTIES

Recreational parks and cultural properties managed by local government may
be utilized by the public as long as it is coordinated with the office. According to Republic
Act No. 10066, "cultural property" shall refer to all products of human creativity by which
a people and a nation reveal their identity, including churches, mosques and other places
of religious worship, schools and natural history specimens and sites, whether public or

privately-owned, movable or immovable, and tangible or intangible.

Office or Division: Office of the Municipal Mayor - Tourism Operations
Classification: Simple
Type of Transaction: G2C Government to Client
Who may avail: Interested Individuals
CHECKLIST OF REQUIREMENTS WHERE TO SECURE

» Written request addressed to the| Client
Municipal Mayor specifying the
intent to acquire service;

» Other supporting documents, if

necessary.
CLIENT AGENCY FEES TO PROCESSING | PERSON RESPONSIBLE
STEPS ACTIONS BE PAID TIME
1. 1. 1 Receive None 10 minutes Senior Labor and
Submit letter; Employment Officer
written conduct
request short
interview
regarding the
request
2. Wait for| 2.1Utilize None 15 minutes Senior Labor and
the local park Employment Officer
approval |and
of request | cultural
properties




25 minutes
Total:

3. DISTRIBUTION OF TOURISM AND CULTURAL MATERIALS

Individuals may request tourism and cultural materials such as brochures, fliers,
magazines, books, newspapers, leaflets, journals, and other consumable items for free.

Office or Division: Office of the Municipal Mayor - Tourism Operations

Classification: Simple

Type of Transaction: G2C Government to Client

Who may avail: Interested Individuals

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
* Written request addressed to the Client
Municipal Mayor specifying the intent
to acquire service;
Other supporting documents, if
necessary.
CLIENT AGENCY FEES TO PROCESSING PERSON
STEPS ACTIONS BE PAID TIME RESPONSIBLE
1. Submit 1.1 Receive None 5 minutes Senior Labor and
written letter; Employment
request conduct short Officer
interview
regarding
the request
2. Wait for the | 2.1Distribute None 5 minutes Senior Labor and
approval tourism and Employment
of request cultural Officer
materials
Total: None 10 minutes




4. ASSISTANCE ON DEPARTMENT OF TOURISM ACCREDITATION

DOT Accreditation is a Certification issued by the Department of Tourism

(DOT) to a tourism enterprise that officially recognizes it having complied with the

minimum standards for the operation of tourism facilities and services. It is mandatory

for all primary tourism-related establishments to secure DOT Accreditation before

commencing operations.

Office or Division:

Office of the Municipal Mayor - Tourism Operations

Classification: Simple

Type of Transaction:

G2B Government to Business

Who may avail: Interested Individuals

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
+ Written request addressed to the Client
Municipal Mayor specifying the intent
to acquire service;
Other supporting documents, if
necessary.
CLIENT AGENCY FEES TO | PROCESSING PERSON
STEPS ACTIONS BE PAID TIME RESPONSIBLE
1. Submit 1.1 Receive None 5 minutes Senior Labor and
written request | letter; conduct Employment
short interview Officer
regarding the
request
2. Wait for the| 2.1 Provide None 15 minutes Senior Labor and
approval of assistance on Employment
request DOT Officer
Accreditation
Total: None 20 minutes




5. MANAGEMENT OF SPECIAL EVENTS AND ACTIVITIES

Special events and activities include those opportunities for leisure, social, or

cultural experience outside the normal range of tourism destinations and attractions

found in the Mu

nicipality.

Office or Division:

Office of the Municipal Mayor - Tourism Operations

Classification:

Highly Technical

Type of Transaction:

G2B Government to Business

Who may avail:

Interested Individuals

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
» Written request addressed to Municipal Client
Mayor specifying the intent to acquire
service;
Other supporting documents, if necessary.
CLIENT STEPS AGENCY FEES TO BEfF, PROCESSING PERSON
ACTIONS PAID TIME RESPONSIBLE
1. Submit 1. Receive None 5 minutes Senior Labor and
written request |etter Employment
Officer
2. Wait for the2.1 Analyze the None 1 day Senior Labor and
approval of physical and Employment
request financial Officer
components
of the activity
2.2 Conduct None 1 hour Senior Labor and
interview Employment
regarding the Officer
request




2.3 Present None 1 hour Senior Labor and
the program Employment
design to the Officer
Municipal
Mayor
3. Organize 3.1 Seek None 2 days Senior Labor and
special assistance Employment
event/activity | from other Officer
with the tourism| local offices
office with regard to
the provision
of needed
components
in mounting
the activity
3.2 Look for None 5 days Senior Labor and
possible Employment
private and Officer
public sector
sponsorships
3.3 Create None 1 day
digital and
physical Senior Labor and
promotional Employment
materials Officer
Total: None 9 days 2hrs
5mins

DESIGNATED TOURISM OFFICER: MS. MERCY GRACE M. VENTURA

Location Address: 2nd floor, Public Employment Service Office (PESO), ANNEX
Building, Municipality of Paombong

Facebook Account:
https:/lwww.facebook.com/PaombongHistoryArtsCultureandTourismOffice

Email Account: tourismpaombong@gmail.com






