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Service Description

Who may avail
+ Local Chief Executives (LCES)

* Elected LGU Offcials

+ Representativelstaff of Senators/Congressmen
+ Non-Govermment Organizations.

+ General Public

Requirements:
1. Visitor' siip

2. Name, contact numbers and emal addresses of contact person

Office Location: 25/F DILG-NAPOLCOM Center

‘Contact Number: 929.96.01

Fees: No payment required

Duration: 5 - 15 Days*
Responsible Division: Legal Unit

Service Description: Provision of Legal Opinion on local governance administration and
related concerns

Who May avail: Local Officials, functionaries and citizens
Requirements:

1. Original copy of the written request

2. Relevant documents on the request, if any

Availability of Service: Monday to Friday, 8 am to 5 pm (No Noon break)

Fees: No payment required
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Avallabity of Service: Monday to Frday, 8am to 5pm (No Noon Break)

Fees: No payment required
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Request for Authority to Purchase Vehicle

Respansiie Dison: Locs Governmant Monitrng & Evauston Oivision (LGHEO)

RESPONSIBILITY
DURATION
PERSON IN (8 HOURS)

CHARGE

CLIENT OFFICE

1. Submits request |1. Receiving clerk (stamp
and supporting | RECEIVED), records and
documents forwards the documents to
division concerned.

Records Officer 1hour

Certification for Service Rendered by
Sanggunian Members for application for CSC Eligibility

Responsible Diviion: Local Gavernment Monitoring & Evaluation Dvision (LGHED)

2. Person in charge evaluates
the documents and prepares
the endorsement letter

4 hours

3. The Division Chief reviews

it s s e ¥ Division Chief 1 hour

4. Regional Director signs the
endorsement letter an
returns the same to division
concerned

Regional Director 1hour

2. Client receives |5, Records personnel records
the signed and releases the duly signed

including the
including the attached documents to DILG
attached Central Office or to client
documents. (upon request)

Records Officer 1 hour

Service Description

Who may aval: All LGUS

Requirements
1. Original LCE Letter-request stating the purpose for which the vehicle will be used and
deployed, No. of units to be

purchased, type of vehicle and specification (no. of cylinders, fuel, engine
displacement);

2. Original Certificate of Availability of Funds (CAF) from LGU Accountant, BO or Treasurer

3. Certified True Copy Appropriation Ordinance or Sanggunian Resolution approving the
purchase; and

4. Original Updated Inventory of Existing Motor Vehicles using prescribed template signed
by the Property Custodian or

Supply Officer
Availabiliy of Service: Monday to Friday 8:00 am to 5:00 pm (No Noon Break)

Fees: No payment required

Request for Review of Training Design

neponsite Onision: Lol Gererrment apabiey Derlopment S (L6€00)

Service Description

Who may avail: All Sanggunian Members (PCM) who served on aggregate of 6 years,

completed at least 72 units leading t

0
bachelor's degree (first level eligibility) or an aggregate of 9 years having

completed baccalaureate degree
(2nd level eligbility). (both should

Requirements:

startin 1991)

1. Certification of Services Rendered issued by PD/CD/MLGOO

2. Dry sealed master list per term

Availability of Service: Monday to Friday 8:00 a.m. to 5:00 pm. (No Noon Break)

Fees: No payment required
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Service Description
Who may avail:LGUS, Local a ot provider except red by

consultancy contracts,

Requirements:
1. Complete training/ Activty Design

2. Endorsement from the DILG Provincial/ City office

3. Certification from the Provincial / City DILG that the activty is included in the CapDev
Agenda of the proponent;

Endorsement of the LCE/ President/ Head of proponent organization for the conduct of
the training/ Activty.

5. CapDev Agenda of the proponent

6.  DILG Pe | faciltator, peaker and/or
lecturer, if applicable

Availabilty of Service:

Fees: No payment required

Issuance of certification of compliance to Full

Policy (FDP) for endorsement to Central Office

Responsibi Oision: Lol Govarman Wontoring & Evuation e (LGHED)

RESPONSIBILITY

DURATION
PERSONIN | (2 DAYS 4 HOURS)

CLIENT OFFICE ik ‘
1.Submits letter | 1. Receiving clerk (stamp |
request and RECEIVED) records and M, s |

2. Focal person reviews Ziays (ineite 9

onsite validation or

‘may vary depending |

phical |

location of subject
LGU)

Certification issued by the
DILG P.0. and checks the FDP | Section Chief
Portal (thru onsite validation
or thru other reliable means)

3. Focal Person prepares the
endorsement letter with the
P.0 Certification on FDP -
compliance to posting on
conspicuous places (attested
by CS0)

Section Chief 1 hour

4.RD signs the certification
and the endorsement letter
and returns the same to
division concerned.

Regional Director 1 hour

2. Client receives
the signed 5. Records personnel records
endorsement and releases the duly signed
including the Endorsement, including the | Records Officer 1 hour
attached attached documents to DILG
documents. (upon | Central Office

uest)

Service Description

‘Who may avail: All Provinces, Cities, and Municipalites thru the FDP Focal Persons

Requirements:
1. Letter request stating the purpose; and

Certification of Compliance to FOP issued by DILG Provincial Offices attested by Civil
Saclety Organization.
Availability of Service: Monday to Friday 8 am to 5 pm (No Noon Break)

Fees: No payment required

Endorsement of Application for

Scholarship Grants/Study Leave

RESPONSIBILITY

- = PERSONIN (8HOURS)
1 Submts etter |1, Receving clerk (stamp
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*DOCUMENTS ARE CORRECT AND COMPLETE

Service Descri

ensure that the grants shall be n
‘accordance with th terms and condtions ofthe pogramygrans.
Favaratle endorsed applicationfor
‘Scholarship Grants
Who may avait Local Goverment offcals and employees.

Requirements:

0ILG Central

sueamined by LGA)

Endorsement rom the DILG Reglonal Director, Povincial Director / iy Director

Loes endorsement

Certfcateof o pending adminitrative and/or criminal case,

Resume with 22 picture;

Transcrip of Records ~Certied rue copy

Listof Seminars/ Trainings attended

Updated Service Records

Certfied Actual Duties and responsibiltesreevant o the course/ program

Performance Ratngs forthelasttwo (2)raing peiods , January—une and Juy o
December (Certied true copy)

10. Certficate of No pending nomination i local and/for oreign Schlarship Grants.

11 Statement of iect benefit derved from scholaship grant

Fees: No payment required




REGIONAL OFFICE NO. V
Rizal St., Legazpi City
Tel. No. (052) 4801484
Fax No. (052) 4804023

For more information
visit our website at
http:/fregion5.dilg.gov.ph

CONTACT
CENTER
ng BAYAN

Your direct VP R T o 8 o ori 1o s

line to quality Log-on to

government wwwie =
service

What to expect from governmen

No fixing or Continuous

collusion with  service even

fixers during lunch
break

Courteous | of
frontline special lane of Official

for the elderly,
service pregnant won:an, Recaipt

and persons with of efficlent
disabilities services

Republic Act No. 9485 or the Anti-Red Tape Act (ARTA) of 2007 states
that, “The head of office or agency shall be primarily responsible for
the implementation of this Act and shall be held accountable to the
public in rendering fast, efficient, convenient and reliable service.
(Section 7 on the Accountability of the Heads of Agencies)

For immediate action on concerns, clients are requested to provide
CCB agents the following:

* name

csc * name of official/employee transacted with
* nature and date of encounter
E’C‘,’,’anﬁfgs‘%ﬁ Unless otherwise stated, information received will immediately be

Pura sa L BAYAN forwarded to concerned agencies for appropriate action.

The Anti-Red Tape Law (R.A. 9485) imposes stiff penalties on fixers:
Imprisonment of as long as six, or a fine of up to P200,000, or both.

Labanan ang Fixers!

Report the name of the fixer, name and location of government office
date and type of transaction to the following:

Office of the Ombudsman ¢’ 0926-6994703
8 (02) 927-4102
8 (02) 927-2404

Civil Service Commission ¢’ 0917-8398272
3 (02) 932-0111

Fix the Fixers!

NOON BREAK
POLICY

we are happy to serve you::

ACK AND REDRESS MECHANISM

Please let us know how we have served you by doing any
of the following :

« Accomplish our Feedback Form and put it in the drop
box at the Public Assistance and Complaints Desk

« Send your feedback through email
(regionSpersonnel@gmail.com) or call us at (052)
7435022

« Talk to our OFFICER OF THE DAY

If you are not satisfied with our service, your
written/verbal complaints shall immediately be
attended to by the Action Officer at the Public
Assistance and Complaints Desk.

THANK YOU for helping us continuously improve our services




