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Foreword

Message
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List of Services

MUNICIPAL MAYOR'’S OFFICE
External Services

. Issuance of Endorsement/Recommendation Letter

. Issuance of Mayor’s Clearance

. Issuance of Mayor’s Permit

. Issuance of Permit for Income/Non-income generating activities
. Issuance of Special Permit

. Filing of Complaints/Recommendation/Feedback

O U WNBE

MAYOR’S OFFICE - BUSINESS PERMIT & LICENSING DIVISION
External Services

7. Standard steps for a Newly Started Business
8. Standard Steps for the Renewal of Existing Business Permits

MAYOR’S OFFICE - SAN FRANCISCO PUBLIC MARKET
External Services

9. Basic Processes and Services on Stall and Table Rental
10. Parking Fees and Charges
11. Fees and Charges for the Bagsakan Center

MAYOR’S OFFICE — MUN. DISASTER RISK REDUCTION & MGT.
External Services

12. Community Preparedness towards Resiliency

13. Issuances of Certificate for Cutting of Hazardous Trees

14. Trauma/Medical Response

15. Public Service and Announcement through
Nutriskwela Radyo Kalampusan.
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16. Submission of Utilization/Reports to Accounting Office/OCD/DILG/

PDRRMO 39
MAYOR’S OFFICE - MUNICIPAL TOURISM OFFICE 40
External Services

17. Assistance on Department of Tourism Accreditation 41-42
18. Handling of Tourist’s/Client's Complaints 43
MAYOR’S OFFICE - PUBLIC EMPLOYMENT SERVICE OFFICE(PESO) 44
External Services
19. PESO Employment and Information System (PEIS) 45
20. TUPAD - Program (Tulong Panghanapbuhay sa Ating Disadvantaged/Displaced
Workers) 46
21. Certificate of Unemployment 47
22. Skills and Livelihood Training 48
23. Job Referral and Placement 49
24. Career Advocacy Coaching 50
25. Labor Market Information (LMI) 51
26. Job Fair 52
27. Overseas Workers Welfare Administration (OWWA) Programs 53
Internal Services 54

28. Submission of Reports and Requesting of Seminars to DOLE Office 55

MAYOR’S OFFICE - GENERAL SERVICES OFFICE (GSO) 56
External Services

31. Provision of Equipment/ltem for Community Services 57
Internal Services 58

32. Issuance of Office Supplies and Materials 59

33. Purchase of Office Supplies and Canvassing 60

34. Request for Repair and Maintenance 61
MAYOR’S OFFICE - HUMAN RESOURCE MANAGEMENT OFFICE 62
External Services

35. Submission of Application for a Job Vacancy in the LGU 63
Internal Services 64

36. Issuance of Appointment to Newly-hired and promoted employee/s 65



37. Issuance of Appointment (Job Order) 66

38. Processing of Application for Leave of Absence 67
38. Issuance of Service Record, Certificates of Employment/Leave Credits/ Copies of
Personnel Records and others 68

MAYOR’S OFFICE - SAN FRANCISCO KONTRA DROGA OFFICE (SAKODO) 69
Internal Services

39. Submission of ADAC/BADAC Functionality Compliance and Barangay Drug
Clearing Program Compliance to DILG, PDEA, PNP and other member of the

Oversight Committee 70-71
MAYOR’S OFFICE - SAN FRANCISCO WATER SYSTEM (SFWS) 72
External Services

40. Application SFWS Connection for New Applicant/s 73

41. Issuance of Bills Payments to SFWS Members 74
SANGGUNIANG BAYAN OFFICE 75

External Services

42. Review of Appropriation Ordinances (AOs) of the 15 Barangays of the

Municipality by the Sangguniang Bayan (Barangay Annual Budget) 76-77
43. Review of Appropriation Ordinances (AOs) of the 15 Barangays of the

Municipality by the Sangguniang Bayan (Barangay Supplemental Budget) 78
44. Review of the Sangguniang Kabataan Annual/Supplemental Budgets

of the Municipality by the Sangguniang Bayan 80-81
45. Review of the Barangay Ordinances
(Revenue Code, Regulatory and Other Ordinances) 82-83
46. Issuance of Requested Copies of Official Records, Documents
(Resolution and Ordinances) 84
47. Accreditation of Associations and/or Organizations 85-87
48. Renewal of Accreditation of Associations and/or Organizations 88-89
49. Resolution Granting Endorsement/Viability Clearance to Developments 90-91
50. Application of Tricycle Franchise 92-95
MUNICIPAL TREASURER’S OFFICE 96
External Services
50. Issuance of Real Property Tax (RPT) Clearance 97
52. Assessment of Real Property Tax 98
53. Issuance of Community Tax Certificate (CTC) 99
54. Issuance of Police Clearance Fee 100
55. Rental Fees for the Use of All Heavy Equipment 101-102
56. Rental Fees for the Use of Tents owned by the Municipality 103
57. License Fee and Application of Business Permit for Butchers 104-105
58. Application of Permit for Cockfighting and Fees 106

59. Fees for the Sealing and Licensing of Weights and Measures 107-108



60. Large Cattle Registration and Transfer Fees 109

61. Permit Fees on Bicycles 110

62. Registration and Application Fees for the Accreditation of

Barangay Micro-Business Enterprise (BMBE) 111

63. Polluters Fee 112
Internal Services 113

64. Submission of Electronic Statement of Receipts and Expenditures

(eSRE) Report 114
65. Submission of the GSIS Remittances 115
66. Submission of the Home Development Mutual Fund (HDMF) 116
67. Submission of the PhilHealth Remittances 117
68. Submission of Remittances to Cebu Provincial Office 118
69. Submission of Payments/ Remittances to Bureau of Internal
Revenue (BIR) 119
MUNICIPAL ASSESSOR’S OFFICE 120

External Services

70. Appraisal & Assessment of Real Properties

(Buildings and Machinery) 121

71. Securing Assessor’s Certification of with/without Improvements 122

72. Preparation of Tax Declaration for Transfer of Ownership 123
MUNICIPAL BUDGET OFFICE 124
Internal Services

73. Local Budget Preparation and Processes 125-129

74. Budget Execution for Payment of Goods and Services 130

75. Budget Execution for Travel and Claims/Advances 131

76. Budget Execution for Payment of Services (Job Order) 132

77. Budget Execution for Payment of First Salary 133

78. Budget Execution for release of Cash Assistance to

Individuals in Crisis Situations (AICS) 134

79. Budget Execution for Claims for Terminal Leave Benefits 135
MUNICIPAL CIVIL REGISTRAR’S OFFICE 136
External Services

80. Registration of Death Certificate 137-138

81. Registration of Birth Certificate 139-140

82. Registration of Marriage Certificate 141

83. Issuance of Local Birth Certificate 142

84. Issuance of Local Death Certificates 143

85. Issuance of Local Marriage Certificates 144



86. Application for Marriage License

87. Issuance of certified copy of Birth, Death, Marriage Certificates

88. PSA BREQS for Birth, Death, Marriage and CENOMAR

MUNICIPAL ENVIRONMENT AND NATURAL RESOURCES
External Services

89. Basic Processes and Services for the Issuance of Certificate

90. Distribution of Seedlings

MUNICIPAL AGRICULTURE’S OFFICE
External Services

91. Processing, Licensing and registration of Fishing Vessels
92. Processing of Fishing Permit
93. Issuance of Shipping Permit for Livestock and Poultry

94. Inspection and Screening of Livestock at Municipal Abattoir

95. Slip Issuance for unregistered Dog and Cat

MUNICIPAL SOCIAL WELFARE DEVELOPMENT OFFICE
External Services

96. Aid to Individual & Families in Crisis (AIFCS)

97. Pre-marriage Orientation and Counseling

98. Issuance of Identification Cards

99. Issuance of Certificate of Indigency, Social Case Summary,
Referral Letter for Ferry Passes and Referral Letter for other

Government and Non-Government Agencies
100. Women and Children Protection Unit Services
101. Social Pension for Indigent Senior Citizens Program
102. After Care and Reintegration Program of CICL for
Diversion and Disposition
103. Disaster Response

MUNICIPAL ENGINEER’S OFFICE
External Services
104. Ocular Inspection of Government Projects

MUNICIPAL ENGINEER - OFFICE OF THE BUILDING OFFICIAL
External Services

105. Issuance of Building Permit

106. Issuance of other Ancillary Permits

107. Issuance of Certificate of Occupancy

MUNICIPAL PLANNING AND DEVELOPMENT COORDINATOR
External Services
108. Issuance of Zoning Clearance for Business Permits
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109. Issuance of Zoning Clearance for Building Permits 185-189
110. Provision of Data/Information (Statistical & Non-Statistical) 190-192

OFFICE OF THE MUNICIPAL ACCOUNTANT 193
External Services
111. Processing of documents for the payment of Bidded Transaction 194-195
112. Processing of documents for the payment of Financial Assistance 196-197
113. Processing of documents for the other Miscellaneous Disbursement 198-199

114. Receipt of Barangay Accounts and Reports 200-201
Internal Services 202
115. Processing of Cash Advances for Travel 203
116. Securing of Employee’s Certification for various purposes 204
MUNICIPAL RURAL HEALTH UNIT 205
External Services
117. Ambulance Services 206
118. Availment of Anti-Tuberculosis and Anti-Leprosy Drug and Medicines 207
119. Availment of Family Planning Services 208
120. Availment of Generation Consultation 209
121. Availment of Immunization Services 210
122. Availability of Laboratory Examination 211
123. Sanitary Related Services 212
124. Post Mortem Examination of Remain 213
125. Request for Water Sampling 214
126. Sanitation Toilet 215
127. Securing Sanitary Permit (To Operate Business) 216-217
FEEDBACK AND COMPLAINTS MECHANISM 218

LIST OF OFFICES 219



