Republic of the Philippines
Province of Bulacan
MUNICIPALITY OF PAOMBONG

CITIZEN’S CHARTER

OFFICE OF THE MUNICIPAL MAYOR

MISSION

To provide a vision and leadership within the organization to effectively accomplish the
goals, policies, and directives of the common council. To determine the most efficient
way to provide quality of services expected by our citizens. To be a resource and
support to all departments in assisting them in achieving their mission.

VISION

To promote the autonomy of local government units and ensure their fullest
development as a self — reliant community and make them even more effective
partners in the pursuit of national development and social progress.



1. ISSUANCE OF MAYOR’S CLEARANCE

The Mayor’s Clearance certifies that an individual is a resident of the municipality, with
good moral character, and a law-abiding citizen. This document is commonly used or
required for employment, and other legal purposes.

Office or Division

Office of the Municipal Mayor

Classification

Simple

Type of Transaction

G2C — Government to Citizen

Who may avail

All

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Community Tax Clearance

Municipal Treasurer’s Office

Barangay Clearance

Concern Barangay Hall of the Client

Police Clearance

Municipal Police Station

Official Receipt from Treasurer’s Officer

Municipal Treasurer’s Office

CLIENTS STEPS |AGENCY ACTIONSFEES TO BE|PROCESSING PERSON
PAID TIME RESPONSIBLE
1. Complete all the | 1. Received and Emelyn de Guzman
requirements. review if complete None 2 minutes Office Clerk
and duly signed
2. Present payment |2. Encode and
receipt at the Mayor’sprepare the £200.00 3 minutes Cashier
Office. clearance
3. Affix the signature | 3. Have the Mayor’s Marivic P. San
on the clearance Clearance signed by None 4 minutes Antonio
the Municipal Mayor Private Secretary |l
4. Received the 4. Secure a copy of Chona Lipardo
Mayor’s Clearance the document and None 2 minutes Office Clerk
file it accordingly
TOTALY £200.00 | 11 minutes




2. ISSUANCE OF JOB REFERRAL / RECOMMENDATION /
ENDORSEMENT

This service entails

the

issuance of medical

assistance

referrals,

job

recommendations, and formal endorsements to provide support for individuals’
healthcare requirements, employment applications, and other authorized purposes.

Office or Division

Office of the Municipal Mayor

Classification

Simple

Type of Transaction

G2C — Government to Citizen

Who may avail

JOB SEEKERS/INDIGENT FAMILIES

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

RECOMMENDATION FOR EMPLOYMENT
- Bio-data/Personal Data Sheet
- Valid ID (photocopy)

Applicant

Certificate of Indigency

REFERRALS OF INDIGENT FOR
HOSPITAL/MEDICAL ASSISTANCE

-Endorsement from the Barangay

Captain

-Hospital where the patient was

Hospital Bill (if patient is confined) confined
ISSUANCE OF ENDORSEMENT LETTER FOR
PCSO ASSISTANCE AND TO SECURE
GUARANTEE LETTER
CLIENTS STEPS AGENCY FEES TO | PROCESSING PERSON
ACTIONS BE PAID TIME RESPONSIBLE
1. Present the Personal (1. Verify the
Data Sheet or Resume [submitted None 2 minutes Emelyn De Guzman
at the Front Desk Staff documents Office Clerk
2. Present the 2.1 Verify and
requirement encode the
documents None 4 minutes Jennelyn G. Reyes
presented by the Barangay Health Aide
client
2.2 Submit to the
Municipal Mayor’s o
. , Marivic P. San
Private Secretary 2 minutes :
) None Antonio
for Mayor’s .
. Private Secretary |l
signature
3. Receive the 3. Record and .
, Chona Lipardo
Documents release the 2 minutes .
None Office Clerk
Documents
TOTAL: None 10 Minutes




3. RESERVATION FOR THE USE OF MUNICIPAL COVERED
COURT/FUNCTION HALL

The Use of Covered Court and Function Hall enable individuals, organizations, and
community groups to access and utilize municipal facilities for activities conducted in
the interest of public service, community development, and civic engagement. The use
of these facilities is subject to availability, compliance with established municipal
policies, and approval by the appropriate authority.

Office or Division

Office of the Municipal Mayor

Classification

Simple

Type of Transaction

G2C — Government

to Citizen

Who may avail

All

event and put it in the
Office Calendar of
Activities

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Letter of request addressed to the Mayor Applicant

CLIENTS STEPS |AGENCY ACTIONS | FEES TO |PROCESSING PERSON

BE PAID TIME RESPONSIBLE
1. Submit Letter of [1.1 Gather the
Request necessary
information of the : Chona B. Lipardo
None 2 minutes

Office Clerk

1.2 Have it signed by
the Municipal Mayor
and provide copy for

Jennelyn G. Reyes

the General Services None 3 minutes  Barangay Health
Office for the Aide
preparation of the
Venue
TOTAL: None 5 Minutes




4. PROCESSING OF APPLICATION FOR SCHOLARSHIP

This Service provides financial assistance to qualified and deserving students to help
support their educational needs. Applicants are evaluated based on established
eligibility requirements and available funding, and selected beneficiaries receive
support in accordance with municipal policies and guidelines.

Office or Division

Office of the Municipal Mayor

Classification Complex
Type of Transaction |G2C — Government to Citizen
Who may avail College Students
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Letter of Application Applicant
Personal Data Sheet Applicant

Barangay Indigency

Concern Barangay Hall of the Client

Certificate of Enroliment/ Registration

School Registrar’s Office

Certificate of Grades/ Latest Report Card

School Registrar’s Office

minutes

Photocopy of School ID or any Valid ID  Applicant
CLIENTS STEPS |AGENCY ACTIONS | FEES TO |PROCESSING PERSON
BE PAID TIME RESPONSIBLE
1. Submit all the 1. Verify the Chona B. Lipardo
required documents [documents None 5 minutes Office Clerk
2. Wait for the 2.1 Endorse the
evaluation documents Jennelyn G. Reyes
presented to the None 5 working Barangay Health
head of the days Aide
department
2.2 Encode and
compile the received
document in Chona B. Lipardo
preparation for the None 1 day Office Clerk
release of financial
assistance
Claim financial 3.1 Prepare the
assistance disbursement
Emelyn De Guzman
voucher and process None 1 day )
. Office Clerk
the issuance of
check
3.2 Schedule the
date for the release Marivic P. San
of financial : Antonio
. None 5 minutes .
assistance to Private Secretary Il
qualified students
TOTAL] None |°d3ysand10




5. PROCESSING OF BUNTIS KIT (MATERNAL KIT
DISTRIBUTION)

This service is provided to pregnant women to support their basic maternal and
newborn needs. This service aims to promote safe pregnancy, proper maternal care,
and the health and well-being of both mother and baby. The kit usually contains
essential maternity and newborn care items.

Office or Division

Office of the Municipal Mayor

Classification

Simple

Type of Transaction

G2C — Government

to Citizen

Who may avail

Pregnant women

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Maternal Record/ Prenatal Card

Health Office/ Barangay Health Center

TOTAL:

17 minutes

Photocopy of Valid ID Applicant
CLIENTS STEPS |AGENCY ACTIONS | FEES TO |PROCESSING PERSON
BE PAID TIME RESPONSIBLE
1. Submit all the 1.1 Received and Jennelyn G. Reyes
required documents [check the submitted : Barangay Health
None 2 minutes .
documents. Aide
1.2 Verify if the
applicant is Emelyn De Guzman
registered and , Office Clerk
e None 5 minutes
qualified for the
Buntis Kit program.
1.3 Record the
None 5 minutes Office Clerk
pregnant
beneficiaries.

2. Sign the 2. Schedule the date Marivic P. San
acknowledgment for the release of None 5 minutes Antonio
receipt. Buntis Kit. Private Secretary Il

None




6. ISSUANCE OF TODAID

This service facilitates the issuance of identification cards to members of the Tricycle
Operators and Drivers Association (TODA). The ID serves as proof that the driver or
operator is a registered member authorized to operate within the designated area of

Municipality.

Office or Division

Office of the Municipal Mayor

Classification

Simple

Type of Transaction

G2C — Government

to Citizen

Who may avail

Registered members of the TODA within the Municipality

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Duly accomplished application form
TODA endorsement or certification TODA President Association
Photocopy of Valid ID Applicant
Community Tax Certificate (CEDULA) Municipal Treasurer’s Office
CLIENTS STEPS |AGENCY ACTIONS | FEES TO |PROCESSING PERSON
BE PAID TIME RESPONSIBLE
1. Submit all the 1.1 Received and
required documents |check completeness None > minutes Chona B. Lipardo
and application form. jof documents. Office Clerk
1.2 Prepare and Emelyn De Guzman
release TODA ID . Office Clerk
None 10 minutes
TOTAL] None | 12Mminutes




7. DISTRIBUTION OF MEDICAL EQUIPMENT (BP APPARATUS,
NEBULIZER, GLUCOMETER, WHEEL CHAIR)

This service provides essential medical equipment such as blood pressure apparatus,
nebulizers, wheelchair and glucometers to qualified residents, particularly indigent
patients and those with chronic illnesses, to support home-based health monitoring

and treatment.

Office or Division

Office of the Municipal Mayor

Classification

Complex

Type of Transaction

G2C — Government to Citizen

Who may avail

Indigent resident of the barangay/ municipality
Patients with hypertension, asthma, diabetes, or related conditions
Senior Citizens and PWDs
Individual endorsed by Barangay Officials

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Barangay Indigency

Concern Barangay Hall of the Client

Valid ID

Any Government-issued ID

Medical Certificate

Government or Private Physicians

minutes

Request Letter Applicant
CLIENTS STEPS |AGENCY ACTIONSFEES TO BE| PROCESSING PERSON
PAID TIME RESPONSIBLE
1. Complete all the | 1. Verify the Chona Lipardo
requirements. documents None 1 day Office Clerk
2. Wait for a 2.1 Prepare list of Emelyn de Guzman
message of qualified Office Clerk
notification from the |peneficiaries and None 2 days
Office of the equipment
Municipal Mayor allocation.
2.2 Set the date of Jennelyn G. Reyes
equipment Barangay Health
distribution and None 1 day Aide
notify all the
qualified
beneficiaries.
3. Claim equipment | 3. Release medical Marivic P. San
(every Monday) equipment and Antonio
secure None 10-15 minutes | Private Secretary ||
acknowledgment
receipt.
TOTAL; None | 49ays&25




8. DISTRIBUTION OF SOLAR LIGHTS

This service provides solar lighting units to qualified residents, particularly those in off-
grid, low income, or disaster-prone areas, to improve safety, security, and access to

basic lightning.

Office or Division

Office of the Municipal Mayor

Classification

Complex

Type of Transaction

G2C — Government to Citizen

Who may avail

Qualified beneficiaries endorsed by Barangay Officials, Disaster-

affected households

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Barangay Certification

Concern Barangay Hall of the Client

Valid ID

Any Government-issued ID

Request Letter

Applicant

CLIENTS STEPS |AGENCY ACTIONS|FEES TO BE| PROCESSING PERSON
PAID TIME RESPONSIBLE
1. Complete all the |1. Received and Chona Lipardo
requirements. review if complete None 1 day Office Clerk
and duly signed
2. Received 2.1 Prepare list of Emelyn de Guzman
notification qualifies : Office Clerk
N None 30 minutes
beneficiaries and
Deed of Donation
2.2 Set the date of Jennelyn G. Reyes
distribution and Barangay Health
notify all the None 1 day Aide
qualified
beneficiaries.
3. Claim equipment |3. Release solar Marivic P. San
(every Monday) light unit and record None 10 minutes . Antonio
acknowledgment Private Secretary |l
TOTAL] None | 2d9ays&40
minutes




