
1. COLLECTION OF MARKET RENTALS 

There shall be collected from the lesses of stalls in the Public Market as payment of 

rental for fixed stalls. 

 

 

 

 

 

 

 

 

 

Office or Division: Office of the Municipal Market Officer 

Classification: Simple Transaction 

Type of Transaction: Government to Citizens (G2C) – Government to Business (G2B) 

Who may avail: All Market Stall Holders at the Paombong Public Market 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Copy of official receipt for the previous month Client 

  

CLIENT STEPS AGENCY ACTIONS 
FEES TO 

BE PAID 

PROCESSIN

G TIME 

PERSON 

RESPONSIBLE 

1. Present the last 

updated official 

receipt  

1.1. Assess for 

the balance 

(if any) at the 

database 

None 3 minutes Administrative Aide I 

2. Pay the required 

fees. 

2.1. Accept and 

process the 

payment 

Monthly stall 

fee is based 

on the 

Market Code 

Sec. 68 

3 minutes Administrative Aide I 

3. Accept the official 

receipt 

3.1. Issue an 

official receipt 

None 4 minutes Administrative Aide I 

 TOTAL: Monthly 

stall fee is 

based on 

the Market 

Code Sec. 

66 

10 minutes  



2. ISSUANCE OF CASH TICKETS 

This service is imposed on all ambulant vendors that sell on Paombong Public 

Market vicinity only. 

 

 

 

 

 

 

 

 

 

 

 

Office or Division: Office of the Municipal Market Officer 

Classification: Simple Transaction 

Type of Transaction: Government to Citizens (G2C) – Government to Business (G2B) 

Who may avail: All Market Ambulant Vendors of the Paombong Public Market 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Physical Appearance  

  

CLIENT STEPS AGENCY ACTIONS 
FEES TO BE 

PAID 

PROCESSIN

G TIME 

PERSON 

RESPONSIBLE 

1. Approach the 

assigned market 

personnel 

1.1. Assess the 

vendor and 

the amount to 

be paid 

None 2 minutes Administrative 

Aide I 

2. Pay the required 

fees. 

2.1. Accept and 

process the 

payment 

Rates are based 

on Market Code 

Sec. 68 

5 minutes Administrative 

Aide I 

3. Accept the cash 

tickets 

3.1. Issue the 

cash tickets 

None 3 minute Administrative 

Aide I 

 TOTAL Rates are based 

on Market Code 

Sec. 68 

 

5 minutes  



3. ISSUEANCE OF MARKET CLEARANCE/CERTIFICATES 

This service is requested by the clients for renewing of Mayor’s Permit 

Office or Division: Office of the Municipal Market Officer 

Classification: Simple Transaction 

Type of 

Transaction: 
Government to Citizens (G2C) – Government to Business (G2B) 

Who may avail: All Market Tenants of Municipality of Paombong 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Original / Xerox Copy of DTI 

Xerox Copy of Barangay Clearance 

Original Business Permit for the Previous year 

Updated Monthly Rental Permit 

Department of Trade and Industry 

Designated Barangay Hall 

Business Permits and Licensing Office  

Paombong Market Office  

CLIENT STEPS AGENCY ACTIONS 
FEES TO BE 

PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1. Present all 

required 

documents 

1.1. Receive the 

required 

documents 

1.2. Check the 

completeness 

and the validity 

of the document 

None 

 

None 

5 minutes 

 

3 minutes 

Administrative 

Aide I 

 

Administrative 

Aide I 

2.  Present the last 

updated O.R 

(monthly 

payment)  

2.1     Verify the 

updated    

          Payment record 

 

If client has maintaining 

balance, it must be 

settled first before the 

issuance 

 

Depends on 

the amount of 

balance 

 

5 minutes 

Administrative 

Aide I 

 

3.  Accept Market     

Clearance/Certificate

s 

3.1   Prepare Market 

Clearance/Certification 

3.2 Sign the clearance 

by the authorized 

signatory 

3.3 Issue the certificate 

None 

 

 

None 

 

 

None 

5 minutes 

 

 

5 minutes 

 

 

3 minutes  

 

 

Administrative 

Aide I  

 

Market 

Supervisor III 

 

Administrative 

Aide I 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

4.   Sign the 

receiving copy 

4.1    Get the receiving 

copy for the 

record 

None 5 mins 
Administrative 

Aide I 

 TOTAL 

Depends on 

the amount of 

balance, if 

any. 

31 minutes  



4.  ISSUANCE OF MARKET CONTRACTS (NEW TENANTS) 

Process applicants to fill in the vacant stalls. 

Office or 

Division: 
Office of the Municipal Market Officer 

Classification: Simple Transaction 

Type of 

Transaction: 
Government to Citizens (G2C) – Government to Business (G2B) 

Who may 

avail: 

All New Applicants 18 years old and above that resides in 

Paombong who is capable to enterprise in Paombong Public Market 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1 Photo Copy of Barangay Residency 

1 Photo Copy of Community Tax 

Certificate 

1 Photo Copy of 2 Valid IDs (Drivers 

License, SSS ID, Passport ID, and 

other valid ID 

1 copies of 1’’ x 1’’ ID picture 

Designated Barangay Hall 

City Treasure’s Office 

Concerned Government Agency 

 

Any Photo Center 

  

CLIENT 

STEPS 
AGENCY ACTIONS 

FEES 

TO BE 

PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1. Present all 

required 

documents 

1.1. Check the 

completeness 

and validity of 

the documents 

None 5 minutes 

Administrative 

Aide I 

 

2. Fill up the 

Application 

form 

2.1      Check the 

Application 

form 

2.2     Approve the 

Application 

Form 

None 

 

 

None 

 

3 minutes 

 

 

3 minutes 

Administrative 

Aide I 

Market 

Supervisor III 

3. Pay the 

required fees 

for advance 

and deposit 

1.2. Accept and 

process the 

payment 

Php 

6,000.00 
3 minutes 

Administrative 

Aide I 

 

2. Accept the 

Official 

Receipt 

2.1. Issue an 

Official Receipt 

 

None 

 

3 minutes 

 

Administrative 

Aide I 

 



 

 

 

 

 

 

 

 

   

 

3. Review and 

Sign the 

Market 

Contract 

3.1. Prepare the 

Market 

Contract 

3.2. Sign the 

Market 

Contract 

3.3. Inform the 

client to return 

after 5 working 

days for the 

release of 

Market 

Contract 

3.4. Forward the 

Market 

Contract to the 

Mayor's Office 

for the 

signature of 

the Municipal 

Mayor 

None 

 

 

None 

 

 

None 

 

 

 

 

 

 

None 

 

5 minutes 

 

 

20 minutes 

 

 

2 minutes 

 

 

 

 

 

 

5 days 

Administrative 

Aide I 

 

Market 

Supervisor 

 

 

Administrative 

Aide I 

 

 

Municipal 

Mayor 

Administrative 

Aide I 

 

Administrative 

Aide I 

 

4. Sign in the 

Log Book to 

claim the 

approved 

Market 

Contract 

4.1     Release the 

Market 

Contract. 

None 3 minutes 

Administrative 

Aide I 

 

 TOTAL 
Php. 

6,000.00 

5 days  50 

minutes 
 



 

5.  ISSUANCE OF MARKET CONTRACTS FOR RENEWAL 

This service is to formalize the extension of the Market tenant’s lease of contracts 

Office or 
Division: 

Office of the Municipal Market Officer 

Classification: Simple Transaction 

Type of 
Transaction: 

Government to Citizens (G2C) – Government to Business (G2B) 

Who may avail: All Existing Market Tenants at the Paombong Public Market 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1 Photo Copy of Barangay Residency 

1 Photo Copy of Community Tax 
Certificate 

1 Photo Copy of 2 Valid IDs (Drivers 
License, SSS ID, Passport ID, and other 
valid ID 

1 copies of 1’’ x 1’’ ID picture 

Designated Barangay Hall 

City Treasure’s Office 

Concerned Government Agency 

Any Photo Center 

CLIENT STEPS AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Present all 
required 
documents 

1.1. Verify the 
updated 
record of 
payment and 
its documents 

None 3 minutes Administrative 

Aide I 

 

2. Pay the 
amount 
required (for 
tenants with 
existing 
balance) 

 

4.1. Accept 
the 
Official 
Receipt 

2.1. Accept the 
payment 

 

 

 

2.2. Issue the 
Official 
Receipt 

 

Depends 
on the 
existing 
balance 

 

 

 

 

None 

 

 

2 minutes 

 

 

 

 

 

1 minute 

 

 

8 minutes 

Administrative 

Aide I 

 

 

Administrative 

Aide I 

 



 

2.3. Prepares the 
Market 
Contract 

None 

3. Review and 
Sign the 
Market 
Contract 

3.1. Prepare the 
Market 
Contract 

3.2. Sign the 
Market 
Contract 

3.3. Inform the 
client to return 
after 5 working 
days for the 
release of 
Market 
Contract  

3.4. Forward the 
Market 
Contract to 
the Mayor's 
Office for the 
signature of 
the Municipal 
Mayor  

None 

 

 

None 

 

 

None 

 

 

 

 

 

 

None 

 

5 minutes 

 

 

20 minutes 

 

 

2 minutes 

 

 

 

 

 

 

5 days 

Administrative 

Aide I 

 

Market 
Supervisor III 

 

 

Administrative 

Aide I 

 

 

Municipal 
Mayor 

Administrative 

Aide I 

 

4. Sign in the 
Log Book to 
claim the 
approved 
Market 
Contract  

4.1     Release 
the Market 
Contract. 

None  3 minutes Administrative 

Aide I 

 

 TOTAL Depends 
on the 
existing 
balance 

5 Days and 41  
minutes 

 


