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About MATALAM

Matalam was created as the 32nd municipality of the province of Cotabato on December 29, 1961. But at present, it is one of the seventeen (17)
municipalities and 1 city in the Province of Cotabato.
. Income Class - First Class
. Number of Earangays - 34
. Total Population - 79,361(2015 census)

It is a municipality with an agricultunl-based eoonomy; it has a Total Land Area of more or less 47,Goo hectar€s.
Inhabited mostly by llonggo, Ilocano, Maguindanaon and Cebuano.
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t'With the aide of the Divine Providence, Motalam

shall become a sustainable ogro-industrial and commercial
center with healthy and ecologicolly balanced environment,
preserved cultural heritage, resilient to calomities, with
prooctive vigilant and empowered people living in a
peaceful community.

MISSION

'tMatalom endeavours to become a peaceful
Municipality thdt promotes cultural heritage and economic
stdbitity, increases agricultural productivity, fosters
ecologically balanced environment ond provides quality
basic services f or the benefit of its empowered
constituents.t'

.



HISTORICAL BACKGROUI{D/BRIEF HISTORY TIIU ICIPALIW OF iIATAI.AM

The municipality of Matalam, before its creation into a regular municipality
was just a mere sitio of the present Barangay Kilada, which was formerly
called "Crossing M1ang", in the district of Kabacan. Its strategic location
that was supported by the desire of the people especially the civic and
religious leaders, the National Government was petitioned through the
Provincial Government under the leadership of the then Governor Datu
Udtog Matalam of the empire province of Cotabato to make Matalam a
separate municipality. The strong representation of the local leaders and
the officials of the provincial government led to the signing and issuance of
the Executive Order No. 461 by then President Carlos P. Garcia on
December 29. 1961 creating Matalam as the 32nd Municipality of Cotabato
Empire. This Municipality was named after the late illustrious father of the
province, Hon. Governor Datu Matalam, in acknowledgement of his untiring
efforts for the development and creation of the place.

The first appointed Mayor was Datu Agali Mamaluba with one Vice Mayor
and six (6) councilors. The said set of officials served for a term of two (2)
years. In 1953, the first election took place in the municipality with
Edilberto V. Baldonado elected as Municipal Mayor with eight (8) Municipal
Councilors and served up to December 1978 because in lanuary 1979
when Martial Law was enforced, Mayor Baldonado was replaced by Mayor
Agustin M. Valdevieso, the former secretary and served up to May 1986
when Edsa Revolution succeeded. The Mayor then was again replaced by
OIC Mayor Deze O. Prado, from May 1986 - July 1988; but in the first
election after EDSA that was in the year 1988, Mayor Agustin M. Valdevieso
regained his position and served up to June 1994 and retires from politics
thereafter.

In the beginning, the municipality has nineteen (19) barrios drawn out
from the three (3) adjoining municipalities broken-down as follows: three
(3) from Mlang; thirteen (13) from Kabacan; and three (3) from the
municipality of Kidapawan with a total population of 13,000 all scattered
throughout the barangays and sitios of the said towns; with the continuous
influx of the settlers from other places it was increased to forty (40)
barangays with a population of 38,993 in 1975. In 1981, one of its
barangays, Antipas, was created as a regular municipality, wherein eight
(8) of its barangays were withdrawn and became a part of that newly
created municipality, Antipas. The remaining thirty two (32) barangays
were increased to thirty four (34) barangays when Pinamaton and Tamped
were created as regular barangays. Currently, Matalam has Th,rty Four
(34) regular barangays.



STRATEGIC DIRECTIONS:
J Upgrading of socio-economic condition of the people to attain a

sustainable economic opportunities,
I Acc€lerate commercial activities
I Attainment of sufficient food production
* Maintain a clean and peaceful environment in the at€a
I To harness development potential of constituents
I Attainment of higher literacy level and promote more functional education

to the people in the area
l To uplift health condition of the people
I To incorporate climat€ change adaptation projects, programs and

activities
1 Provision of sufficient infrastructure projects that would benefit both

frontlinerc and suspected COVID-Ig patients.

+ To promote quality of tife
{ To achieve higher agricultural productivity
{ To promote/maintain envircnmental sanitation
rl To provide adcquate fa]m to mark€t roads
{ To imprcve the health and nutrition status of the people
.l To provide adequate supply of irrigdion and potable water suppty+ To promote tourism industry to be more functio[at and protibLle in Ure

areas of development
{ To provide quality education and reduce illiteracy ratet To provide adequatc school facilities, supplies and materials+ To promote a climate change and COVID-lg resilient community and

reduce disasEr risk

SPECIFIC OBJECTIVES:



MESSAGE

RA 9485, otherwise known as the Anti Red Tape Act of 2007, took
effect on September 5, 2OO8 following Ure issuance of the Implementing
Rules & Regulations (IRR) by the Civil Service Commission. It provides
that all government agencis including the local government units shall
set up their respective service standards to be known as the CfTIZEil'S
CHARTER.

This act aims b pnomob efficiency and transparency in all
transactions in the government with r€gad to the manner of transacting
with the public. For this reason eyery ofrice is rcquired b simplify
fronUine service prcc€dur€s and formulate servies, it also seals this
commitment bctween government and citizens.

The AnU Red Tape Act not only directs govemment to enhance and
streamline its frontline services, it also seals this commitrnent betureen
government and citizens.

IHs high Ume for radical changes in the way we deliver public
service. After all, our clientele, the Matalamefios.....,deserves the best.

Finally, I am very Urankful to the conerned offices of tfiis LGU who
were able to formulate and disseminate this guidelines and informauon as
our basis in delivering our fr,ontline services to the people.

Mabuhay!

M. VALDEVIESO
Municipal Mayor



INTRODUCTION

The Anti Red Tape Act of 2007 otherwise known
as Republic Act No. 9,t85 is an act of which objective is
to improve efficiency in the delivery of government
service to the public by reducing bureaucratic r€d tape,
preventing graft and corruption and providing penalties
thereof.

This act shall apply to all government offices and
all instrumentalities which include local government
units and government owned and controlled
oorporataons that provide frontline services to ats
clients.

All government offices which frontline services
are mandated to simplify transactaons with the public to
reduce bureaucratic red tape. This procedunes ane
found in the CITIZEN€ CHARTER. which will be in the
form of information billboards and published materials
which contained procedures on how a certain
transactions/services be obtained to finally satisfy
customers/clients.
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OFFICE OF THE MUNICIPAL MAYOR

1. tssuANcE oF rBggl315gg
PERMITS

A. FOR NEW APPLICANT

B. FOR RENEWAL

C.ISSUANCE OF SPECIAL
PERMITS

30 MINS.

30 MINS.

15 MINS.

CTC, BRGY. CLEARANCE, 2X2 IO,
DTI, SANITARY PERMIT, ZONING
CLEARANCE, BLDG. PERMIT, LEASE
CONTRACT, SOLID WASTE, FIRE
CLEARANCE, PHILHEALTH CERT.,
BIR, AND O.R.

CTC, BRGY. CLEARANCE, 2X2 ID,
DTI, SANITARY PERMIT, ZONING
CLEARANCE, BLDG. PERMIT, LEASE
CONTRACT, SOLID WASTE, FIRE
CLEARANCE, PHILHEALTH CERT.,
BIR, AND O.R., AND PREVIOUS
BUSINESS PERMIT

*REQUEST LETTER
"SUPPORTING DOCUMENTS AS TO

REQUESTED PERMIT
*O.R. FROM THE TREASURER'S
OFFICE

MARVIN P. BLANCIA

Licensing Officer ll

MINA-RISSA A. PALLARCON

RCC il

LICENSING
OFFICE

SERVICES DURATION REQUIREMENTS FEES PERSONS RESPONSIBLE LOCATION
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OFF]CE OF THE MUNICIPAL MAYOR

D. ISSUANCE OF CERTIFICATE
FOR BUSINESS RETIREMENT

2. ISSUANCE OF IMAYM'S
CLEARANCE

3. ENDORSEMENT &
RECOMMENDATIONS

4. CERTIFICATIONS

15 MINS

1O MINS.

15 MINS.

1O MINS.

*BARANGAY CERTIFICATION
-O.R. FROM THE TREASURER'S
OFFICE

*BRGY. CLEARANCE
-POLICE CLEARANCE
-O.R. FROM THE TREASURER'S

OFFICE
-CEDULA
.DOCUMENTARY STAMP (2 PCS.)

-REQUEST LETTER
-PERTINENT SUPFORTING PAPERS
AS TO REQUESTED DOCUMENT

.o.R. (TREASURER',S OFFTCE)
*DOCUM NTARY STAMP (2 PCS.)

P50.00

P50.00

NONE

P50.00

MARVIN P. BLANCIA
Lioensing Officer ll

MINA.RISSA A. PALLARCON
RCC II

CYNTHIA D. PADAGAS

Ad minislrative Assistant I ll

ROSE LAARNI P, DANDAN
PS II

JERMAINE JOIEE B. TORRES
ADMIN OFFICER V

ROSE LAARNI P. DANDAN
PS II

LICENSING
OFFICE

MAYOR'S
OFFICE

MAYOR'S
OFFICE

HR
OFFICE

MAYOR'S
OFFICE

III

SERVICES DURATION REQUIREMENTS FEES PERSONS RESPONSIBLE LOCATION
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CHENYT V. CATAMCO, NN
Municipal Vice Mayo presidtng Olflcer

BAYAX MEMBERS

JCSI'ICA 8. PAiREf,AS
Scarrtary to the San!8unlan Bayan

Ord.D

HOri. RAT'X H.RYAI' nar tt
Comminae .ndArti{. andmbfirB ll!'rlan Rithts;

Publia Order and S.feV

- HOrf. airgt T.V IDEvlESo
Lo.hmrnaa on Financa, Bir*t{ ar}d

^D9.oprritioq 
glb .nd AuEd! ADMIf, ISIRAIII'E SEBVIGES lEGtSt-All SEivtcEs uBiaiY, AicHrvE AxD

TEs€ANCH AI{D REVTTW
SERVICE5

tloll. SArUII{ttiO !, A^itArAG.
ComrnlnCc on Mtrtcr rna'
Sln,ghterhou'e; Labor.nd

E npbyrDcrt; pcnonh.l
[liiailmart rada md lodort/y:

ta,ld TrarE9orotlhn

,R

VACA'{T
Loc.l Lrthlalilrc St.fl Alrlrt ntIl,YlltYNHON. APRTL s sasoL Rr{,

Coarrnin!! Edrretirq Cuhurr
anld An5 and Sen_or Gtiaan

t{on iot IDOG' o,lelA Sa
Coirl,'rin . on publk Wbrt1

lntralrucrvr! and Sracial proiactt;
HI.Ula

JOCETY]{ S. AI!{!A5AI{. MPA
lorrl L.8ttl. v! St fl Arrht nr

HOt - .tA,V PCARIO crutToEAt
Comnittaa Ruks, Privilet.t
and Publk €rhi.5; ,nd Maans:
OrdinaDcer and f"g: I Mattars; @

6ov!lllnrerI and Aaaountabilny

A,lA tta P. srflos^
P.lvata Secratary I

lox. oottEn L D,!ls^Y
Commttt!. Oo FOod arid Aaricutturq

I axrrisrn; Environira[t aad Natural
Raaor,rEaa; ard Cooplrattvla

I|oX. FSEDRTCI S. MACIPAS
@ominaa on Wom€n and,arn v
W.lr.r., Hcahh and Santutioa: '
ecrdcr roO Oa,gopmcnt (GlOi

8Eu[oA s. LEOESMA
c/ADMr{tsrnAnvE AtD€ |

CII]IA T, MAGUATI
C/AOMINISTRATIVE AIO€ I

^ 
ltotr 80xAs lt. a^lrctxll,

@rnminca on gaaarlryArral 
t and

Boundary O&rUtc,

RYATI O. MAGOAY
c/AoMtntsrnArwE AIDE I

vacar{r
C/AOMI ISTAAIME AIOT I

ERNESTO ?. MADE'A. JR.
C/ADMINISIRATNI AiDt I

txDlcarrot s PSOPTE
rE RCsgat ttrrE

(V.qrt,

Colnmimr on ,od(caot8 peod.

tot{. S! IE L OR/lru
Corntniit!! on Spons.od youth

lr?r?bpnlcnt
JO:SGfF B. AEO

,/ADMI ISTMIIVE AIDE I
AISA A. DURAT{

,ADMINISTNAT|VE AID€ I

o8GAI{tzAnoNAL cHAnr
Office of the SanggunianS Bayan
2079-2022
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(IFFICE (lF THE SAilGGUNIAilG 
BAYAN

MS. JESSICA B. PARRENAS

MS. JOCELYN S. AMBASAN
MS. ANA LEA P. SINOSA
MS. CHTTA T. MAGUATE
MS. BELINDA S. LEDESMA
MS. SUSAN Y. TUSCANO
MS. AISA DURAN
MR. RYAN MAGDAY

- Secretary to the Sangguniang Bayan
. LLSA.II
- h/t. Sec. - I /Co-terminous
- Admin. Aide -I
- Admin. Aide -I
- Admin. Aide -I
- Admin. Aide -I
- Admin. Aide -I

*

Seruices Offered:

Receiving of Communications and Referrals for Legislative
Action

- Request of Authority from the LCE for MOA and Purchases
- MunicipaflBarangay Annual Budgets, Annua! Investment Plan,

Annual Investment Program and Annual Investment Plan

- Supplemental Budgets and Supplemental Investment
Program/Plan

- Municipal and Barangay Ordinances/Resolutions and other
Communications for Review and Approval by the Sanggunian



*

*

Receiving of Adminisbative Complaint

Issuances

- Operator's Franchise and Motorized Trirycle Operator's Permit
- Certificate of Accreditation
- Secretary's Certificate
- Certificate of Appearance

* Preparation ofVoucher



PTEDGE OF COMMITMENT

The Office of the Sangguniang Bayan, Matalam, Cotabato and its employees do hereby

pledge and commit to render quality public service to all our clients as promised in the

Citizen's Charter of this Municipality, specifically, we will:

Serve with integrity and honesty

Work with commitment and dedication

Dispose our duties, functions and responsibilities with sincerity

Be firm and consistent in applying office policies, rules and regulations

Be transparent in every transaction made

Provide adequate and accurate information to the public

Show appropriate behavior and professionalism

Wear complete uniform and show identification at all times

Be prompt and always on time

Be available during office hours

Respond or act to complaints or requests immediately

Provide comfortable and conducive office environment

Be fair, just and humane to everyone

JESSICA B. PARREfrAS

58 SECRETARY

JOCETYN S. AMBASAN
ttsA-il

ANA TEA P. SIftOSA
PRIVATE SECRETARY .1

CHITA T. MAGUATE
AA.I

BETINDA S. TEDESMA

AA-I
AISA DURAN

AA.1

SUSAN Y. TUSCANO

AA.I
RYAN MAGDAY

AA-I
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FRONruNE SERVICES FLOW CHART

OFFICE OF THE LOCAL CML REGISTRAR

MATALAM, COTABATO

mtr

I

:' l:

(l
t 

,'

EDNA TE
V. BATILO

AMATIA
G. mlOA

-arEnn.t

ffiilI0f,mffilII0o
Adrhbtttitlih'l

JUUTTAC, UAttrZ ;

Adrii*einlkh.l
naEarbnt

RECEIVAL AND
REGTSTRATIOI{ OF CI\fiL
REGISTRY DOCI'MENTS;

SUBSC?IPTION OF
AFFIDAVITS; IaSUAttG OF

CERNFICATIONS;
AUIHEMNCATIOII OF CffIL

REGISTRY DO0'MENTS;
END(RSEI{ENTS OF CRDS;
CORRECNONSOF CIDS;
TRANSMISSIONS OF CRDS

TO CRG, PSA FOR
AFflRJqATION.

PREPARATION, RITEIVAL AND
RE€ISIMTION Of CtvIL
REGISTRY DOCIJT.{EI{TS;

PREPARATION OF PETMONS
ANO SI'PPORTIIIG DOq,MENTS

KncoRRECnOil OF

O.ERICAL ERROR IN THE CML
REGISTRY DOO.I}.IENTS;

RECORDING THE AFFIRMED
PEITnO{STO CML REGISTRY

B@K; \I0[EIER PREPARATIOI{.

PPGPARATION AND
RECEIVAL OF CML

REGISTRY DOCIJMENTS;
RECORDING

REGISTERED DEATH
CERTIFICATES IN ThE

CML REGISTRY BOOK;

VERIFICATION OF CIVIT

REGISTRY

DOCUMENTS.

SIMlr

r,
mmolunmo
ni{dffirtinlr

DATA PROCESSING;
DOC1JMENTATION OF
ACrIVTnES IN THE

OFFICE OFfiE
LOCALCML
REGISTRAR.

PREPARATION OF
CERTIFICATE OF LIVE

BIRTH; ENCODING;
BINDING; PREPARATION

AND SUBMIS$ON OF
MONTHLY REPORT;

PREPARATION OF
ENDORSEMENTS,

TRANSI{TTTALS AND
AUTHENTICATION S OF
CRDS; PREPARATION OF

AFFIDAWTS FOR

SUBCRIPTION;
VERIFICATION OF CIVIL

REGISTRY DOCUMENTS.

INTERVIEW CUENTS;
RECEIVAL OF

APPUCATIONS
FOR CML REGISTRY

DOCUMENTS;
POSrING

OF REGISTERED
BIRTH CERTIFICATES
TO CML REGISTRY

B@K; VERIFICATION

OF CIVIL REGISTRY

DOCUMENTS.

INTERVIBil CLIENTS;
PREPARATION OF

APruCATION FOR
I.,IARRIAGE UCENCT;

PREPARATIOO{ OF PARENTS

coilsENT/ ADVICE;
PREPARATIOT{ OF I{OTICE TO

APruCANTS; POSTnG OF
SIJBSCRIBED APruCATIONS FOR

MARRIAGE UCENSE TO CIVIL
REGISTRY BOOI(; AS$Sr IN PtlC
RFCIVED IIARRIAGE CERIICATES

FROl"l SOI.E!,lNlZIllG OFFICERS
FOR REGISTRATIOil AI{D ENTER

THE REGISIERED MARRJAGE
CERTIRCITETO REGISTER

BOOX;
VERIFICANOil Of CML
REGISIRY DOCUI.IEI{TS .

C
L'/r#,

I.t.otrIIil!E!'rrieaF

l.D.ioPfll

ffilff[ImHilo
Admln. Asilt nt u
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n6alrlIlll0
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AUDIT AND INVENTORY SECTION

OFFICE OF THE MUNICIPAT GENERAT SERVICES OFFICER

ORGANIZATIONAT CHART

I I I I tt t I

6.=; ry*\-_t'/ mr\rrrLAm

f.,t -**r*t
*I", LTORIE

---*i[]trr

JANITORIAT SERVICES

SHEILA
F. <RIST(,BAL

^ TAIIDO B. BACUS
lhilrrdE Lt.l

C=\ ffi, @
HELEN

.1. Hx,IllxlE

tu6EkmEqE&s6Bio
iluilctPAllil 0t ttAINfi{

AIDNEI U. UTAUIAY
tiiiartltif, rld.. t? RAM

A CAAYA

E
I

76il rvrxnatrrr:.t4,,,' i.v LOG\rEg,

--.,rc
---,

rittrtttl I

qi--maEnt4x C'=r -"-rElrar
,aI EinrLY].*J u.GArcla(-. .-/l 

--'
ilillll<

I

tr---



MATALAM

MUNICIPAL

BUDGET OFFICE

I
1

T

Head of Office:

SAMUEL F. FAELDONIA

SERVICES WE OFFER:

1. TECHNICAL REVIEW OF BARANGAY AND
SK ANNUAL/ SUPPLEMENTAL BUDGET

2, POSTING AND CONTROLTING OF
CERTIFICATIONS ON APPROPRHTIONS,
FUNDS AND OBLIGATION OF ALLOTMENT

3. EVALUATION AND REVIEW OF PROJECT
PROCUREMENT MANAGEMENT PTANS OF
DIFFERENT OFFICES

. RECOMMENDATION AND ENDORSEMENT

THER SERVICES

b.-.

-4
-.1

5.
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W€, the official and employees of the MUNICIPAL
BUDGET OFFICE pledge and commit to deliver quality seruice

as promised in the Citizen's Chafter of the Municipality of
Matalam, Cotabato specifically, we will:

Serue with integrity,
Be prompt and timely,Provide adequate and accurate

information,
Provide feedback mechanism,

Be polite and courteous,
Behavior and professionalism,

Wear proper uniform and identification,
Be available during office hours,

Respond to complaioB,
Provide comfortable waiting areas,

Treat everybody equally.

JENNY ROSE U. PAMOLARCON
Administrative Aide I

MARA SHAIRA A. GALANG
Administrative Aide I

MELBA M. CASTILLO
Administrative Aide III

SAMUEL F. FAELDONIA
Municipal Budget Officer

I
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FRONTLINE SERVICES
SERVICES DURATION REQUIREMENTS FEES PERSON/S LOCATION

I.
TecfiiiiEefReview of
Approved Annual/
Supplemental
Barangay Budget

2
(60

mos.
days)

5u bm-iFetlAp p roved Ba ra n g a y
Budget with prescribed DBM
Forms

None Samuel F. Faeldonia
Mara Shaira A, Galang

Recommendation and
Endorsement

10 min. Request letter;
Other pertinent papers

None Samuel F. Faeldonia
Mara Shaira A. Galang

u Prcie-t Procurement
Management Plan
(LGU Matalam)
EValuat'ionEndReview t hour Filled-up PPMP Forms None Samuel F. Faeldonia

Jenny Rose U. Pamolarcon

ur. PoBting and controlling of
Ceftifications on APProPria-
tions, Funds and Obligation
of Allotment

5 min. eomplete zuppofting
documenb

None Melba M. castillo
Jenny Rose U. Pamolarcon

Mara Shaira A. Galang

u

Other Seruices:
A. Special Education Fund

Freparation of Annual/
Supplemental Budget

30 min, AIP & SIP from 4 Elem. District
Suoeruisors & 1 Secondary
Schod Principal (Cluster Head)

None
Mara Shaira A. Galang

u

a EW
pplemental PPMP

t hour Filled-up PPMP Forms None
Jenny Rose U. Pamolarcon

B

Beien gayEea lth Workers 10 min No. of Personnel Daily Time
Record
Accomplishment
Repoft

None
Mara Shaira A. Galang

E

E

D
D

tr

Barangay Budget
Munrcrpa! Budget

Office

Municipal Budget
Office

Munlclpal Eudget
Office

Municlpal Budget
Office

PiCparation of Payroll
Municipal Budget

Office



WORKFLOW CHART
+ +MUNICIPAL BUDGET

OFFICER,

.Submits CAFOAS,

vouchers, payrolls W
complete supporting
papers & documents;

.submits
communications to
the Municipal Budget
Ofrice;

oSubmits Barangay/SK
Annual/Supplemental
Budget for review.

.Signs CAFOAS

.Prepares and acts on
review€d Barangay/SK
BudgeE and indorses
to the SB for approval;

.Consodilates budget
preparaUon submitEd
by the different Heads
of ffices;

.Prepares Annual and
Supplemental Budget
of the municipality.

)

.Receives
Barangay/SK Annual
& Supplemental
BudgeB for
Preliminary Review;

.Submits to the MBO
for final review and
remarks;

.Receives Budget
Proposal from the
diffurent offices,

.Verifies and records
vouchers if
appropriation is
available;

rEncodes claims and
other documents
related to the
transactions of the
budget;

oReceives and records
communications.

ADMINISRATIVE AIDE
I

.Records, files,
releases CAFOAS,
payrolls, vouchers &
submits to the
Accounting Office;

.Releases/furnishes
approved budgets to
concerned offices for
their copy and
indorses to the SB for
approval.

ADMINITRATIVE AIDE
I

Budgeting Assistant

,
,

CLIENT



OFFICE OF THE MUNICIPAL ACCOUNTANT

ORGANIZATIONAL CHART
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OFFICE OF THE MUNIC!PAL ACCOUI{TANT
Matalam, Cotabato

FRONTLINE SERVICES

l. bsuance of Cedficallon on Flnancbl

illattor!
P 50.00

Accounting
Office

Sbp 1, Fill-up Request Form 5 minutes Request Form Virgilio lV, Fuerte

2. lssuance of Certification 30 minutes

Required documents attached, Office Receipt &

Docementary Stamp Lerio D. Miguel

2. Confirmation of Loan Apdications None

Accounting
ffice

Step 1, Fill-up Request Form 5 minutes Request Form

2. lssuance of Net Home Pay 30 minutes Required documents attached Shiela A. Dela Cruz

3. Certification of Loan 30 minutes Request Form Lerio D. Miguel

3. lssuance of Endorsement Slip to Brgy.

Troagurert
None

Accounting
Ollice

Step 1. Fillup Request Form 5 minutes Request Form

2, Check Summary of Collections & Deposits 30 minutes Deposit Slip and Summary ofCollections Norylyn T. Gadong

3, Sign Referral/Endorsement Slb 30 minutes Deposit Slip and Summary of Collections Lerio D, lviguel

4. Processing of Vouchers
None

Accounting
Offico

Step 1. Pre-Audit and prepare JEV upon the Disbursemenl Voucher with conplete documents attached lcelle S. Grace Catulmg

completeness of supporting documents Nenita F. Alcazaren

2. Check & Sign JEV, vouchers & other 10 minutes Pre-audit vouchers with supportng documents Lerio D. Miguel, CPA

supportirE documents

3. Record & forward signed vouchers to 30 minute6 Signed vcichers of the acmuntant Rhealyn Saquillos

Mayo/s office for approyal & to Treasurer's Gladys J. Basubia

ffice for issuance of check

4, Preparation ol Accountant's Advice t hour Vouchers lxith attach signed check by signatories Shiela A. Dela Cruz

5. Check & sign Accounlants Advice 10 minutes Voucherswith attach signed check by signatories Lerio D. l\4iguel, CPA

I

I

,l I II I

I

SERVICES DURATION REQUIREMENTS FEE PERSONS RESPONSIBLE LOCATION

10 minutes



OFFICE OF THE MUNICIPAL TREASURER

ORGANIZATIONAL CHART
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WORK FLOW CHART

ROSAUA B. BARRACA
MUNICIPAL TREASURER

APPROVE VOUCHER FOR ISSUANCE
OF CHECKS

AND SIGN VARIOUS DOCUMENTS

+

+

+

REMY T. BERDIil
LRCO I

ISSUANCE OF OFRCIAL
RECEIPTS

FIELD COLLEqEON

FERNANDO E. BOI.ANTE JR.
AAI

ISSUANCE OF OFFICIAL
RECEIPTS

COLLECION OF MARKET FEES

FIELD COLLECTION

JOHNREY B. IGNACIO
RCC II

ISSUANCE OF OFFICIAL
RECEIPTs

FIELD COLLECNON

CLIENT

REY B. PEREZ
AAI

PUBLIC INFORMANON

ASSISTANCE

MAINTENANCE OF BUILDING

MYLORI A. DINSAY
RCC II

POfiNG OF
COLLECTIONS

REPORTS PREPARANON

EMILYV. FUERTE
AAI

ISSUANCE OF OFFICIAL
RECEIPTS

RELEASING OF ACCOUNTABLE
FORMS

I{ERISSAT. QUIRAT{TE
RCC II

RPT ABSTRACT REPORTS
PREPARATION

POSTING OF TAX RECEIPTS
(RPT)

MARGIE M. ALE'O
AAI

SUBMISSION OF CHECKS
ISSUED TO ACCOUNTING

OFFICE

JESSIBEL S. MENIT{GUTTO
AAI

ISSUANCE OF OFFIOAL
RECEIPTS

POSTING OF TAX RECEIPTS
(RPT)

HELEN M, UMADHAY
RCC III/DISBURSING CTERK

DISBURSE SALARIES, WAGES AND
HONORARI.A

SUBMISSION OF REPORTS
TO ACCOUNNNG OFFICE

NAPOLEON M. TICBE
RCC I

ISSUANCE OF OFFIOAL
RECEIPTS

FIELD COLLECNON

ANELYN W. CATEDRILLA
PSI

RECEIVE VOUCHERS AND
PREPARATION OF CHECI(S

SUBMISSION OF DOCUMENTS
TO ACCOUNTING OFFICE
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OFFICE OF THE MUNICIPAL ASSESSOR

SERVICES DURATION REQUIREMENTS FEES PERSON
RESPONSIBLE LOCATION

1. PROPERW APPRAISAL

(LANDS,BUILDINGS & OTHER

IMPROVEMENTS)

a. Transfer 40 mins./FAAS 1. Photocopy of Title Late filing fee 1. Helen B. Gloria ROD, Amas,Kid. City
2. Tax clearance P500.00 minimum 2. Maryvic G. Olquin Mun. Treasurer Office

3. Charlyn L Cabardo

b. Revised 40 mins./FAAs 1. Ocular lnsF€ction Rolando M. Bernardino Different Barangays

c. New Discoveries(Back Tax) 40 mins/FAAS 1. Approved Application Rolando M. Bernardino ROD, Amas, Kid. City/DENR
2. BuildinS Permit

a. Deed ofConveyance

d. Subdivision 30 rnins./FAAS 1. Approved Subdivision Plan Ryan M. PeleSros DAR, Matalam, Cotabato
2. Tax Clearance Mun. Treasurer Office
3. Photocopy of Titles

2. ISSUAITICE Ot CERTIFICATIONS

a. True copy otTax Declarations 10 min./copy Official Receipt P 50.00 Helen B. Gloria Mun. Treasurer Office
b. No Landholdings 10 min./copy OfficialReceipt P 50.00 Charlyn B. Cabardo Mun. Treasurer Office
c. No lmprovements 10 min./copy OfficialReceipt P 50.00 Maryvic G. Olquin Mun- Treasurer Office
d. Exact Location 10 min./copy Official Receipt P 50.00 Helen 8. Gloria Mun. Treasurer Office

3. VERIFICATION

a. Records 30 min Any Available Documents Charlyn B. cabardo
b. Maps 30 min Any Available Documents Ryan M. Pelegros fusessor's office

IIIIIII ,I



WORK FLOW CHART

CLIENT

R,YAN M. PELEGROS
DRAFTSMAN-I

*Updates tax map consolidation
and subdivision

HELEN B. GLORIA
ASSESSMENT CLERK-II

xRecords maintenance

ROTANDO M. BERNARDINO
MUNICIPAL ASSESSOR

* Recommends assessments for
approval

TORETA I. PEfiAROYA
ACNNG PROVINCIAL ASSESSOR

T

T

+

T

MARWTC G. OLQUTN
ADMINISTRATIVE AIDE-I

xlssuance of true copies
of Tax Declaration and

Certification
*Segregates approved

assessments

*Prepares transfer &
subdivision of assessments
*Prepares assessment of

newly discovered real
properties

CHARLYil B. CABARDO
ASSESSMENTCLERK-II

*Approves assessments
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i,UNICIPALITY OF MATALAI'

CITIZDN CIIAIITtrIT
SERVICES DURATION REMENTS FEES RESPONSI BLE

o Rhemla G. Guianan, MD
o Nurse on Duty
r Mldwlfe on Duty

1. ) MEDTCAL CONSULTATTON
SERVICES

15 mins. a With Philhealth tD

r Without Philhealth tD
-officlal Recel from the office of Treasurer

Free

Php 50.00

2.) rSsuANcE oF MEDTCAL

cE RTIFTCATES/ME0tCOLEGAL
30 mins. o MEDICAL CERTTFTCATE

- Laboratory Result
-X-ray, UlA, CBC, Stool Exam
-Official Recelpt from the Office of MunicipalTreasurer

r MEDICO LEGAL CERTTFTCATE

- Police Blotter
-Official the Office of Mu Treasurer

Php 50.00

Php 300.00

o Rhemla G. Guianan, MD
o Midwife on Outy
o Eunlce L. Herrera
o Municlpal Treasurer

3.) PRE-NATAL SERVTCES 30 mlns. -Mother and Baby Book
.ITR

-Folder
-Bond Paper
-Ballpen

Free a Midwife on Duty

4.)POST-NATAL SERVICES Actual a

a

a

a

lntervlew/Flll-up of ITR

VltalSigns Taklng
PP check up Free a Midwife on Duty Rural Health Unit of Matalam

5.) TMMUNTZATTON SERVTCES Actual a

a

a

a

lntervieVFill-up of ITR

Vacclnation

Counseling/ EIC
Free a Midwife on Duty

5.) FAMTLY PLANNING SERVICES 30 mlns.

Free a Midwife on Duty

a

a

a

a

lnterview/Fill-up FP FORM 1
Vitalsigns Taking
Counselling/lEC

LOCATION

Rural Health Unit of Matalam
and Office of the Munrcipal

Treasurer

Rural Health Unlt of Matalam
and Office of the Municlpal

Treasurer

Rural Health Unit of Matalam

Rural Health Unit of Matalanr

Eimanua um Examination

Rural Health Unit of Matal.tm

I I I I



I l

7.) PREVENTION & CONTROL OF
INFECNOUS OISEASES SERVICES

30 mlns. . htervledFlllup tTR
. vltalslgns Taklng
. Physical/ Speculum Examlnatlon
. Medlcatlon & Treatment
. counsellln&/tEC
. Recordlng
. Referral (lf neededl

Free Romer P. Nlcolas, RN

8.) ENVIRONMENTAT HEALTH
SERVtCES

Actual Data BatherlnS
lnspectlon
IEC/Recommendatlon

Compllance on Laboratory Examlnafl on
lssuance of Sanlta Per Ith Certlflcate

Free Merlle B. Flores, RM

9.) LABORATORY SERVtCES . Sputum Eramlnatlon
. UrlnalFls/Fecalysls
. FBS/R8S

. Blood Smear lor Malarlal paraslte

. Skln Sllt for Leprosy

. KATOXATZ

Free ASnes P. Amores, RMT

IO.) MANAGEMENT OF

cutLDt{ooD ILNESSES

a

Referral needed

Free
. Nurse on Duty
. Mldwlfe on Duty

Rural Health Unit of Matabm

Actual

Php

2,500.00 Rural Health Unlt of Matabm

GivinS ol chosen method
Recording
Refferral lf needed

Conduct Post Mortem Examlnatlon
Recordlng

Submission of Post Mortem report

Rural Health Unit ol Matalam

Rural Health Unlt of Matabm

Recelpt from PNp

Rhemla c. Gulanan, MDlnterview a rtlficate

I I I tlt I ltt tlt lltt

Rural Health Unlt of Matalam

5 hrs.

30 mlns.
l5 mlns.
thr
lhr
thr
30 mlns lnrervlev Flll-up tTR

Vltal SlSns TallnS
Physlcal Examlnatlon
Medicatlonnreatment
Counseling

Recordlng

11.) POST- MORTEM SERVICES
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CMZE S C}IARTER

MUNICIPAL SOCIAI. WETFARE ANO DEVEI.OPMENT OfFICE

SERVtCES/STEPS
DURATI

ot{
REQUIR€MENTS rr€s

PERSOI{

RESPOT{SIBtE
I- INTE6RATED DELIVERY OF SOCIAL

SERVICES

A. WOMEN'S WELFARE

1. TNTERVTEW-INTAXE/SCSR

INDORSEMENT IROM BRGY.

CERTIFICATE TO FILE

ACTION/PNP ETOTTER &
MEOICAT CERTIfICATE

NONE wlLMA], MA.AYA RSW MSWOO

B. CHILD PROTECTION INTERVIEW.

INTAKE/SCSR

2. SOCtAt PROTECflON SERVTCES

].HOUR

INDORSEMENT TROM BRGY.

CERTIFICATE TO FILE

ACTDN/PNP ETOTTER &

MEDICAT CERTIFICATE

REQUEST TO RESCUE/BIRTH

CERT,

NONE WITMAJ MA.AYA, RSW MSWDO

C. CHII"D WETfARE PROGRAM

1. DAY CARE SERVICES

2. SUPPTEMENTARY FEEDING

3. PERMITTO TRAVET wlIH MINOR

lHOUR

BIRTH CERTIFICATE/ BRGY

CERTITICATE/ TICKET/

AFFIDAVIT FROM I-EGAL

OTFICER

NONE WILMA], MA.AYA. RsW

cxtlsT lr tat D. TUPAS
MSWOO

D. FAMII-Y SERVICES PROGRAM

(ASSISTANCE)

MTDICAL

EDUCATIONAL

lHOUR

50.00 WI(MA] MA.AYA, RsW

MTO

ASSESS0R'5

OFFICE

COMETEC

HOSP]TAL

BARANGAY

CERTIFICATE OF ENROTTMENT/

ASSESSMENT FORM, PICTURE

wHot-E 80DY, scHool lD,

BRGY. CTRT. CERT. FR.

ASSESSOR OtF|CE, rTR/ VOTER'5

ID

50.00 WILMAJ. MA-AYA,8SW

scHoot
BARANGAY

ASSESSOR'S

OFFICE

DEATH CERT., CEDUI.A/

VOTER'S ID, PICTURE/8RGY.

CERT. / CERT. FR. ASSESSOR

OFFICE/ O.R. CONTRACI FR.

FUNERAT PARI"OR

50.0o wlCMA]. MA.AYA, RsW

E. EMIRGENCY SERVICE

RETIEF ASSISTANCE

STRESS O€BRIEFING

lHOUR
DANA/ MAsTERLIST OF IDP/

PNP BTOTTER
NONE

wrLMAr. uA-AYA, isw
MAiIIYN M, A(UAD

8ARANGAY

MSWDO PNP

F. WETIARE FOR THE ETDERTY

soc. PENsloN

PHITHEALTH

ISSUANCE OF ID &

PURCHASEO BOOKT€T

BIRTH CERT./BRGY. CERT./

INDORSTMET{T FR. 8RGY. SC

PRESIDENT/ OSCA

NONE
MAiBY G.MAQUEiM€

CHRISTNX IAN D. TUP's
MAAIYN M, AXMAD

MSWDO

osca

lHOUR
MEDICAT CERT./ BIRTH CERT.

BRGY. CERT./ PICIURE WHOLE

BODY/ 1X1 ID PICTURE

NONE
MAf,IOT IAYAT V.

f ftooa{la
cxi[;n N |^lr D. TUP 5

MSWOO

lHOUR

BRGY. CERT, BIRTH CERT. OF

CHILD/1X1 ID PICTURE/ DEATH

CERT. /CENOMAR

NONE CIiRI5IIAN IAI,I O. IUPA5 M5WDO

G. WELFARE OF THE PWD

ISSUANCE OF ID &

PURCHASED BOOKTET

H. WETFARE FOR THE SOTO PARENT

ISSUANCE OF ID

t-ofaTtoN

IHOUR

BURIAI-

rssuANcE oF cElcrlArcs/
CEDUW VOTER'S ID/ IIR/
c€RT. FR. ASSESSOR OFFICEI

PICTURE, MEDICAI- ABSTRACT/

MEDICAT CERTIFICATE/

HOSPITAL BILLING,

I"ABORATORY REQUEST,

QUOTATIOI'I/ BR6Y. CERT.

rcR
BARANGAY

ASSTSSOR'S

OFFICE

lHOUR



2. SUPPORT FUNCTIONS:

1. COORDINATTON W LGU oFFICIALS

AND OTHER AGENCY
30 M|NS

M EMO/NOICE/ TNVTTATTON

LETTERS/ REFTRALS/ SYSTE M

W FIVE DAY5 PRIOR TO SAID

ACTIVITY

HOT{E

WTMAJ. MA-AYA RSW

MARITYIII M. AXMAB

CHRISTIAil IAN D. TUPAS

MSWDO

2" PREP. & SUB. OT ANNUAL
ACCOMPLISHMENT REPORT

3 DAYS
READY FOR SUBMISSION AAR

EOJANUARY
NONE

WILMA,,. MA-AYA, f,SW

MARILYfiI M. AI(MAO

CHRISNAN IAN O. TUPAS

MSWDO

3. PREP. &5U8. IPCR/OPCR 3 DAYS
READY TOR SUBMISSIOI,I IPCR &
OPCR

NONE
wlLMAJ, MA.AYA, RSW

MARILYN M. AKMAD

CHRISTIAN I,AN D. TUPAS

MSWDO

4. PREP. & sUB. OF VOUCHER/ALOBS/

LIQUIDATION ETC.
2 DAYS READY FOR SUBMISSION NONE

S}IEILLA MAE S.

MA$IGADAD,

NI(I(I D, BELGIRA

MSWDO

5. TIQUIDATION REPORT FOR sFP & sOC.

PEi{S|ON TO OSWD FO 12
3 DAYS READY FOR SUBMISSION NONE

MARIIYH f,/I. AI(MAO

c}INIST'Ail IAfl O. TUPAS
M5WDO
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OFFICE OF THE MUNICIPAL AGRICULTURIST

ORGANIZATIONAL CHART

I

DR, WILFREDO V. JULOYA JR

Municipal Agriculturist

LORY B. BUDAY

Agriculturist ll

Melody P

Reponte

AT

Brian D.

Alagano

AT

Ryan Jay W
Colc,nia

AT

loell. Bernal

AT

Roselyn A

Padagas

AT

Ramuel Eihn

J. Macaraeg

AT

Hannah Marie
A. Laguardia

AT

Aiza P.

Ocampo

AT

I IIIIIIIIIIIIII

Engr. Ciil Bert

M. Hermida

AT

Ainolene A.

Par:ia

AT

Nornlan G.

Lanosin

AT
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Republic of the Philippines

Province of North Cotabato

Municipality of Matalam
OFFICE OF THE MUNICIPAL AGRICULTURIST

I I

WILFREDO V.IUtOYA, JR., DVM
Municipal

LORY B. BUDAY

Agriculturist ll
EI RtcFocal Person -

MELODY P. REPC}NTE

Agricultural Technologist

4-HFocal Person -

BRIAN D. AIAGANO
Agricultural Technologist

{'eFocal Person - Rice nrc

GIL BERT M. HERMIDA

Agricultural Technologist
ItureFocal Person - Corn

RVAHJAYW. COTONIA

Agricultural Technologist

mFocal Person - Livestock

AINOTENE A. PACIA

Agriculturral Technologist
Focal Person - Post Harvest Facilities

NORMAN G.IANOSIN
Agricultural Technologist

Focal Person -

JOEL J. BERI'IAI

Agricultural Technologist
Focal Person - High Value Commercial

ROSETYN A. PADAGAS RAMUEL E{HN J. MACARAEG

Itural

HANNAH MARIE A. I.AGUARDIA

ral Techn
AIZA P. OCAMPO

Itural

I



I

SERVICES DURATION REQUIREMENTS FEES PERSON RESPONSIBLE

LIVESTOCK

ISSUANCE OF COPY OF LIVESTOCK

REPORTS

10

MINUTES

REQUEST LETTER

STATING ITS PURPOSE

P50.00 RYAN JAY W. COLONIA OMAG/TREASU RER'S

OFFICE

CROP DIVISION

1. ISSUANCE OF DATA AND

INFORMATION:

a. cRoP PROFTLE (PER

PAGE)

b. CROP PRODUCTION

DATA (PER PAGE)

2. COPY OF REPORT/PAGE

3. PREPARATION OF PROJECT

PROPOSAL (PROJECTS WITH LGU

COUNTERPART}

4. ENDORSEMENT

5. CERTIFICATION

A. CUTTING OF

UNPRODUCTIVE TREES

b. OTHER CERTIFICATION

RELATED TO

AGRICULTURAL

ACTIVITY/OPERATION

6. PO ACCREDITATION TO SB

10

MINUTES

10

MINUTES

5 MINUTES

1 MONTH

5 MINUTES

5 MINUTES

5 MINUTES

5 MINUTES

REQUEST LETTER

STATING ITS PURPOSE

REQUEST LETTER

STATING ITS PURPOSE

REQUEST LETTER

STATING ITS PURPOSE

LETTER OF INTENT, MOA,
SB, BOARD RESOLUTION

BARANGAY

ENDORSEMENT

BARANGAY

CERTIFICATION

REQUEST LETTER

APPLICATION

ACCREDATION

P20.00

P20.00

P10.00

P50.00

P50.00

P200.00

RICE: BRIAN D. ALAGANO

CORN: ENGR. GIL BERT M.
HERMIDA

HVCC: JOEL J, BERNAL

ENGR. GIL BERT M. HERMIDA

ALL AT,S

WILFREDO V. JULOYA, JR., DVM

WILFREDO V. JULOYA, JR., DVM

WILFREDO V. JULOYA, JR., DVM

LORY B. BUDAY

OMAG/TREASURER'S

OFFICE

OMAG/TREASURER,S

OFFICE

OMAGTTREASURER'S

OFFICE

OMAG/TREASURER,S

OFFICE

OMAGAREASURER'S
OFFICE

OMAG/TREASU RER'S

OFFICE

OMAG/TREASU RER,S

OFFICE

OMAG/TREASU RER'S

OFFICE

ttt I ttt I I ttrltl I ll I I

LOCATION

t%oF
5%OF
THE

PROJECT

cosr
P50.00



ORGiANIZATICtNAL GHART
OFFItrE ClF THE MUNItrtPAL ENGiINEEFU BUILDINEi OFFItrIAL
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JOHN CHRIATOFHER O. 6AMEET
ADMINIETRATIVE AIOE I

ORLANOE M, VEREiOLA, trE, MPA
MU NICIPAL ENGINEE'.l/ EIUILDING EFFICIAL

BTJILDING PERMIT ElECTION

HARGIE El. BORRA
CMF/ TOIJ RIEM E)EEIIENATE ELIZAEETH H. FERNAN DEZ

ADMINIEITRATIVE AIOE III

NAZARETH O. TO LEDEI
RCE II

KAREN MONTEBE\/EN
AOMINIETRATIVE AIDE III

METOR POEL

JOBEPH FEROINANO 6IMINEZ
HEO

ANgELMO A. ALIPI6
aa-Ua (ot oFrvER)

ALE LI A. LOCstIN
ENGINEER I

RODRIBO q,. DoRIMo'{
AA.III {OT DFIVEE,

RHEYLAN V. AIOBAL

RONILO MABLAEANGI
ADMIN IATRATIVE AIDE I

RANNIE E. tsANCHEZ
DRAFTslMAN II

ERNEETo YoLoFta
a^-rr {oT DRrvEFl

JULIUB ASAAUIT^

OEXTER OUMAM.AgT,AMEE MICHAEL BARCIAROMY JUM MOMBAY
ADMINIEITRATIVE AIOE I

BENNIE C. ANTON IO
ADMINIATRATIVE AIDE I

NOIIMAN OETULG|A
REY EERTO
AOMIN IBTRATIVE AIDE I

RE,OFI60 VINLUAN
MA IOTNEFI

NEOLO ANOIANOPFUoENcTE auorToR

EERSON TAMPANOGILBERT LAGUTING

JOHN MAFIK TU EZON
ELETTFICAL ENGII N E ER

lttt I tt I I , I I tt I I Ittl

f

AOMINISiTRATIVE OPERATIc)N

PLANB & DEElIEIN, CtrNBTRUETIEIN &
MAINTENANEE c!PERATION



OFFICE OF THE MUNICIPAL ENGINEER

HEAD OF OFFICE

ORLANDO M. VERSOLA, CE, MPA

FRONTUNE SERVICES WE OFFER:

1. ISSUANCE OF PER}IITS UNDER NANONAL zuII.'ING CODE (PD 1096)
a. Building Permit
b. Electrical Permit
c. Occupancy Permit
d. Plumbing Permit
e. Mechanical Permit
f. Fencing Permit
g. Electronics Permit
h. Demolition Permit
i. ArchitecturalPermit
j. Civil Skuctural Permit
k. Excavation Permit
l. Permit for Temporary Service C.onnection
m. Sign Permit
n. Other Permit

2, ISSUANCE OF CERTIFACATION
a. Building Certification
b. Waiver for Road-Right-of Way

3, PROJECT SUPERVISION/ INSPECTION
a. On- going and completed Projects Funded by Municipal Government and other

Government and Foreign Agencies Assisted Projects,
b. Building Structure

4. Preparation of Documents for BIDS AND AWARDS (BAq
a. Bilding Documenb
b. Others



ORGANIZATIONAL STRUCTU RE
I'4UNICIPAL DISSTER RISK REDUCNON AND MANAGEMENT OFFICE
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Republic of the Philippines
Reqion XII

Provlnce of Cotabato
Munlcipallty of Matalam

OFFICE OFTHE DISASTER RISK REDUCflO A'{D t,IA AGE TE T

FROT{TLII{E SERYICES FLOW CHART

0
c

A, Protocol on any Natural and Man-made ontoward inciderts of Disaster/ Calamities

1, Validate/ Response/ Report
to any untoward lncldent 5 hrs. None

l4arlyn F. Samson; Kristel
Faye L Tandogi Roel I.
Vargas; Cado D. Osumo

Affected
Area

2. Asslst affecGd hmllles ln a
saE place r day

Incident Report
on Man-made
and Natural
Calamities None

Marlyn F. Samson; Krlstel
Faye I. Tandog; Roel I.
Varoas; and Rescuers

Afiecad
Area

3. Conduct Pre-Disaster Risk
Assessment I day

Disaggregated
Data of

Population at
Risk

None Affected
Area

4. Conduct Rapid Damage
Assessment and Needs
Analysis

1 day

Incident Report
on Man-made
and Natural
Glamities

None Affected
Area

5. Disaster Awareness and
Simulation Exercises

I day Request Lefter None

Marlyn F. Samson; Kristel
Faye I. Tandog; Roel I.
Vargas; Carlo D. Osumo

Atrected
Area

B. Reporting

1. DRRM Offrce submit Dana
report on ontoward incldent
to OCD, PDRRMO and DILG.

a. lnlual repoft submlt
witfiin t hour after flash
report

b. Rapld Damage
Ass€ssment and Needs
Analysis (RDANA) submit
within 12 hours upon
occunence of disastr.
c. Damage Assessment
submlt wlthln 24 hours
upon occunence of
disaster.

d. Termlnal Report submit
after the affected families/
lndlMdual r€tum to thelr

of

thr

thr

thr

thr

DANA Report
duly slgned by

EDRRMC/

Barangay
Capbin

Marlyn F. Samson; Kristel
Faye I. Tandog; Roel I.

Vargas

DRRI4O

DURATIOTI REQUIREMET{TS FEES
PERSON/S

RESPONSIELE
SERVICES LOCAIION

None

Nonc

None
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Republic of the Philippines
Province of Cotabab

Municipality of Matalam
OFFICE OF THE MARKET AilD SLAUGHTERHOUSE

ORGAT{IZATIONAT CHART
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GEI'o E s
SERVICES REOUIRETIET{T$ FEES PER$OI,I RE$POII$IBLE LOCATI()il

{.) r3tuaxcE oF LEASE
COl{TRACT

A.) FOR ]tEW STALL
owilERs

B.) FOR OLD STALL
owilERs

t0
Mrlts.

20
MINS.

10 lu[{S.
APPLICATIOX FEE

o,n. FRou
TREASURY OFFICE
APPLICATIOI{ FEE

P3, OOO.OO - OGCUPATaCY FEE
PLUA2 0a. ADl,AiaCE

3I LL RCHTAL
P5(,.OO

P50.00

ELEUTERIO B. HERRERA, JR.
MARKET SUPERVISOR 1

VtVtEX B. PLEffA
AA-I

OFFICE OF THE
MARKET AI{D

SLAUGHTERHOUIE

30 sEC. CASH
TICKET

aultolriaDYirt

?I'GYCLt
a wHttLata
lo wxttl.tta

ALM-R M. 3IM'Ic'RIO
aa-lta

RI.'3Ai.OBO} EIt'E..A
AA-.I

EEER (o- POE|. CIO!i
a.r\-,4

PUBLIC If,ARKET
MATALA}I, GOT.

10 sEc.
P5.OO DEFECATEBAWAT
P2.00 unlxaTE/tHt

lEzal-lxrr Y. Plqurio
LroxrDA taaroL!io PUBLIC MANKET

MATALA I, COI.

4.) tsaua GE oF
ARl(ET

II{TRAI{CE FEE
r 0 sEc.

SELLING OF GOODS/
PROOUCT wlT}III{ THE

vtctrtTYoF
PUBLIC ARKET

VEGETABLE . PI O.OO/BUKAG
FNUITS . PI O,OOTBUI(AG

FISH - P2o,OO/TAHOX
DnY COODS . PIO.OO/So.[.

IBER PIOEL CIO'.
mta(l coG L

JAY RYAI' BLAXGIA
al.ontI ralotacota

 ,rl - I

PUELIC MARKET
ATALAM, COT.

5 Mtl{S. OFFICIAL RECEIPT
P50.00/lroG

PIOO.OO LARGE CATTLE
RYAI{ INAE A. BAUTISTA

tlErlt llaatEctor. n

XIATAUIM PUBLTC

sLAUGHTER}IOUEE

aM P.lo.oo/
GA-TTLE

LARCE
aM P5-OO/HO(I

6.' AXTE ORTEU &
POET UORTET OF

LIVESTOCK

5 Mtl{S.
15 MtNs.

BTGY. CERT.
OIY ENU{IP OF LARGE CITTLE
IRAiEFER CERI. OI UTGE CATTLE

Pn$EXCE 0F uVEStoCr

oc. rlo.oo?c- t,too-oo?m. rio.oo/rrooPm. P3o.OO/LAirl'E
CATTl-I

NYA MAE A. BAUTISYA

ALEX II II'ACAY / MARLOT{ LEONIDAS

ELEUTENIO B. HERRERA, JR.
fail(Et luPEnvrson t

fEAt tt{sPECtOi. n

ll-t
,IATALAM PUBLIC

SLAUGHTERHOUSE

7.) GOLLECT|Ota OF
GARBAGC

8 HRS.
PLICE GIiB GE OUTSIDE

THE ETAIT

aMALL aC/rLE autr..Ea!
MEDatrf tcal-! !t aar.raa
alro acar-! -rraa.llrat

frxE c. cocal
JAY RYAiI BLAI{CIA
al-ottta Y loxcota
XIARVIX BIACARRA

&) ttEuaxcE 0r xoflcE
AXo LUIGS T0 InXET

sTAtt owilER

8 M|NS.
STATL OWHEN
rAX RECORD

El-llut.riro a_ xliitta! Ji.
/\Loitaa taiol.oox

JAY tYAi. atAracrl/frxa c- colcal"
l.ICOfEDE' DACEN

JAf,IE OUIA AO/iUEL VCiOI'A
vtvtEaa !. PtEta

PUBLIC MARXET
ATALAM, GOT.

OmE@mDIA[rItr8@

IIIIIIIIIIIIIIIIIII

DURITIOII

co ulllw rax
CERTIFICATE

o.R. Fnor
TNEASURY OFFICE

2,) t8SUA]{GE OF
PARKI'{G FEE

3.) taauA cE oF
TOILET FEE

cAst{
TIGTET

5.) rsSuA[GE OF
SLAUGHTER FEE

PUBLIC MARKET
AIALAM, COT.



PLEDGE OF CO1'/I['|IT1'|EI{T

We, the officials and employees of the Local Goyernment Unit of
Matalam, pledge and commit to the @nstituents of this LGU to deliver
quality public service as promised in tfie CIT\ZEN'S CHARTER of the
Municipality of Matalam, Cotabato, speciftcally, we will:

o SERVE WITH INTEGRITY, BE PROMPTAND TIMELY,
o DISPLAY PROCEDURET FEES, AND CHARGES,
o PROVIDE ADEQUATE AND ACCURATE INFORMATION,
o BE CONSISTENT IN APPLYING RULES, PROVIDE

FEEDBACK MECHANISM,
o BE POLITE AND COURTEOUS,
o DEMONSTRATE SENSffiVTTY, APPROPRIATE BEHAVIOR

AND
o PROFESSIONALISM,
o WEAR PROPER UNIFORM AND IDENTIFICATION,
o BE AVAILABLE DURING OFFICE HOURS, RESPOND TO

COMPLAINTS,
o PROVIDE COMFORTABLE WATTING AREASAND
o TREATEVERYONE EQUAIIY.

M. VALDEVIESO
Municipal Mayor



Republic of the Philipplnes
Province of Cotabato

Municipality of Matalam
OFFICE OF THE MUNICIPAL IUAYOR
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EXECUTIVE Order No.19
Series of 2021

AN ORDER 
'I'ANDATING 

THE ESTABL]SHUENT OF A CITIZEN'S CHARTER FOR
THE MUNICIPALITY OF MATALA]$ AND RECONSTITUTING THE STEERING
COM]UITTEE AND TASK FORCE FOR THE PURPOSE.

WHEREAS, the Anti-Red Tape Act 2007 otherwise known as Republic Act. No. 9485
declared the policy of the State to promote lntegrity, accountability, proper management
of public affairs and public property as well, to establish effective praclices aimed at the
prevention of grafr and conuption in govemment.

WHEREAS, in accordance with this policy, local govemmenl unit have been mandated
by R.A 9485 to set up service standard to be known as the citizen's Charter in the form
of information billboards which should be posted at the main entrance of oftices or the
most conspicuous place, or in the form of published matedals written either in English,
Filipino, or in local dialect.

WHEREAS, the leadership is aware to the benefits that impl€mentation of a Citizen's
Charter brought about to other LGU'S and other constituents such as less cost of public
service delivery, reduce vulnerability to grafi and corruption, availability of fuedback
mechanism, existen@ of basis for assessing the performance of the local government
and staff, as u/ell as @stumer satisfaction, equal treatment of claenteles, availability of
complaints and redress mechanism, and opening of opportunity for people participation
on service improvement, among others.

WHEREAS, it is the leadership's desire of the Municipality of Matalam and its
constituents, to reap the same benefits as mentioned above through the establishment of
its own Citizen's Charter.

NOW THEREFORE, l, OSCAR m. VALDEVIESO, by virtue of lhe powers vested upon
me as th€ Local Chief Executive of the Municipality of Matalam, I hereby order the
folloaring:

Section l. Establishment of a Citizen's Charter for the Municipality of Matalam. The local
govemment of the Municipality of Matalam shall establash an oflicial document, a service
standard, or a pledge, that communicates, in simple terms, information on the services
that it provides to its constituents. The said document shall describe step-by-step
procedures for availing a particular service, and the guaranteed performance level that
the constituents may expect for that service, and shall include the following information:

. Vision and commission on the government orffce or agency;

. ldentification of the frontline services offered, and the recipients of such

services;

WHEREAS, the leadership advocates the promotion of good local govemance through
clear, transparent, accountable and responsive public service delivery, which is also
espoused by R.A 9485.



. The step-by step procedure to obtain a particular service;. The officer of employee responsible for each step;. The maximum time to conclude the process;. DocumenUs to be presented by the clients, with a clear indication of the
relevancy of said documenUs;. The amount of the feed, if necessary;. The procedure of filing complaints in relation to requests and applications,
including the names and contact details of the officials/channels to approach
for redress;

. Allowable period of extension due to usual circumstances; i.e. unforeseen
events beyond the control of concemed government office or agency; and. Feedback mechanism, contact numbers to call andior persons to approach for
recommendations, inquiries, suggestions, as well as complaints.

Section 2, Reconstitution of the Steering Committee on the Citizen's lnitiative. A steering
Committee on Citizen's Charter shall be reconstituted to serve as primary advisory body
to the Local Chief Executive in the overall direction and supervision of the Citizen's
charter lnitiative. The Steering Committee shall be composed of the fullowing:

Chairperson:
Hon. Oscar M. Valdevieso

Members
Emilia S. Dandoy
Hon. CherylV. Catamco, RN
Hon. Satumino B. Amatac
Rolando M. Bernardino
Lerio D. Miguel, CPA
Rosalia B. Barraca
Trinidad T. Butardo
NoelV. Espinosa
Eleuterio B. Herrera, Jr.
Samuel F. Faeldonia
Marlyn F. Samson, CE
Dr. Rhemia G. Guianan
Marilyn M, Akmad
Engr. Orlando M. Versola, MPA
Dr. Wilfredo V. Juloya, Jr.
Wilma J. Ma-aya
Jermaine Joiee B. Tones
MajJunrel D. Amotan
Fire Sr. lnsp. Noel B. Maldo

-MunicipalMayor

.MLGOO
-MunicipalMce Mayor
-Committee on Business & lndustry
-Municipal Assessor
-Municipal Accountant
-Municipal Treasurer
-Municipal Civil Registrar
-Municipal Planning and Development Coordinator
-Municipal Market Supervisor
- MBO
-LDRRMO III
-Municipal Health Officer
.OIC-MSWDO
-Municipal Engineer
-Municipal Agriculturist
-Municipal Social Welfare Ofhcer lll
.AO-VIHRMO
-COP, Matalam MPS
€lC-Municipal Fire Marshall

Section 3. Terms of ReErence furthe Steering Committee. The Steering Committee shall
perform the follorving functions:

Ad as LCE's advisory council in the overall direction and supervision of the
Citizen's Charter lnitiative's implementation;
Assist the LCE in setting the goals and objectives of the Citizen's Charter
lnitiative;
Assist the LCE in the review and refinement of the Citizen's Charter;
Lead in advocating and lobbying br institutionalization of the Citizen's Charter
to the Sangguniang Bayan through an appropriate ordinance.

a

I



Section 4. Reconstitution of the Task Foree on Citizen's Charter Preparation. A Task
Force in Citizen's Charter Preparation shall be created to take the lead in the formulation,
writing and packaging of the Citizen's Charter. The Task Force shall be composed of the
Steering Committee:

The LCE, who shall act as the Task Force Head;
The MLGOO who shallact as Deputy Task Force Head;
Heads of Departments providing frontline services;

Section 5. Terms of references for the Task Force, Member of the Task Force shall
perform the following functions:

a

a

The Department Heads, assisted by one or two of their senior staffs, shall lead
in the review of their offi@'s fnontline service in terms of procedure,
requirements, charges and fees, in the setting of new service standards, and
in the conduct of service provided by their departments;
The Department Heads shall also be in charge of writing their offices new
procedures, list of requirements, and schedule of charges and fees for
submission to the Task Force Head;
The Task Force Head shall see to that standards and deadlines with regard to
the citizen's Charter preparations are met, assume responsibility for the
review, consolidation and finalization of the published form of the charter;
The depu$ heads shall assist the Task Force, Head of the review and
consolidation of the Departments' Outputs, as well as the finalization of the
Charter.

a

Section 6, Compnsation and Remuneration.
The Steering Committee and the Task Force of the Citizen's Charter shall perform

their duties as such without compensation and remuneration. They shall be entitled to
necessary travelling expenses and allowances chargeable against their respective
offices, subject to accounting and auditing rules and regulations.

Section 7. Effectivity

This Executive Order shalltake effect immediately.

Done in the Municipality of Matalam, Cotabato this 22od day of April ,2021

Z*
OSCAR M. VALDEVIESO

MunicipalMayor



Republb of the Philippines
Province of Cotabato

Municipality of Matalam
OFFICE OF THE MUNICIPAL i/IAYOR
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Erecutivo Ol{oa No. 1E
Serio. ot 2021

AN OROER RECONSTITUTING THE GRIEVANCE COIUIMITTEE IN THE LOCAL
GOVERNMENT UNIT OF iilATALAll, PROVINCE OF COTABATO.

WHEREAS, the Civil Service Committee issued Memorandum Circular No.02 s€ries of
2001, which provides the Revised Policies on the Settlemenl of Grievances in the Public Seclor.

WHEREAS, it aims lo promole harmony in the lvorkplace, thereby faster the productivity
of each memb€r of the organization:

WHEREAS, a grieyance shall b€ resolvod expeditiously at all times at the lowest level
possible in the agency. How€ver, if not settled at the lowest level, an aggrieved party shall present
his,/her grievance (s) step by step following hierarchy of positions:

WHEREAS, the aggrbvod party shall be assured froedom from co€rcion, discrimination,
reprisal and biasod action on the grievance:

WHEREAS, grievance proceeding shall not be bound by legal rules and technicalilios.
Even verbal grievance must be acted upon expeditiously. The services of legal counsel shall not
b€ allolved.

NOW THEREFORE. I. OSCAR M. VALOEVIESO. Local Chief Executive of the
Municipality of Matalam, Province of Cotabato, by virlue of the powers vested in me by law, do
hereby order & direct the Reconstitution of lhe Grievance Committee in the Lgcal Government
Unit of Matahm with the following composilion:

SECTION l: Compo3ition ot Griov.nce Commattoo: Tho Grlovance Committoo shall be
compo3od of the following:

CHAIRPERSON:
Hon. Oscer M. Vald€vieso

iiEi,BERS:
Hon. Salurnino B. Amatac
Dr. VMlfredo V. Juloya, Jr.
Lerio D, MEuel, CPA
Hargie B. Bona
Virgilio M. Fuarte
Rhea A. Almarines
Jhun Rey S. Nuenay

Municipal Mayor

-SB Member
-t unhipal Agricutturistzd Level Representative
-Muniipal Accountant /2'd Level Rep{esentative
+vlAl-GEA Presk ent
-2d Lavel Representative
-1i LeYel Representa ive
-1r Level Reprosentalivo



SECTION II Functions:

1. Formulate guidelineE lo determine

SECTION lV. Effoctivlty

This execuwe order shall take efierd immsdialely.

DO,VE this 22"d day ol Aprit, 2021 at Matatam, Cotabato..

a.) Vvhat types of reward be given
b.) Lovel of achievemenl, and contributions
c.) Categori€s involved as managerial, technical & administrative
d.) Type6 and level of rewards, incentives and penalty

2. Conduct periodic review

3. Conduct information dissemination.

SECTION lll. Comp.n3atton and Remuneration,
The Members of the Grbvance Commi[ee shall perform their dutbs as such without

compensation and remuneralion. They shall be entiued to necessary travelling expenses and
allowances chargeable against their respeclive offces, subjec{ to accounting a;d auditing rules
and regulations.

w,*
OSCAR M. VALDEVIESO

Municipal Mayor



Republic of the Philippines
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EXECUTIVE ORDER l{o.44
Sorios of 2019

AIV ORDER REORGANIZNG THE PR06,RAU Oiv AWARDS AND INCENrTy,ES FOR SERY,CE
EXCELLENCE ( Pf,,ArSE ) COLiTTEE OF THE 

'tUNtCtpAUTy 
OF ,/,ATALAH, qROV1NCE OF

COTABATO

WHEREAS, ihe system shall be designed to encourage crealrvity, innovativeness, etficiency and
prcductivity in tte plHic seNice by recognizing and rewarding officials and employees, indivrdually or in
groups for therr sugg€stbns, lnv€fltioos, supenor accomplishrrents and other personal efforts which contflbute
lo the efficiency, economt or other improvements in govemmenl operalions, or for other €xtraordinary acts or
services rn lhe publac interast:

Chairman:
M€mbors:

Hon. orctr l* Vdderdeco
Noel V. Erplnota
Srmuel F. Faoldonia
Jermaine Joiee B. Tones
Jetrica B. Paneriae
Rhea A. Alcueba
H.rgio S. Bona

SECLoTV 2. Functions of the PRNSE Cunnittse:

The PRAISE 0ommittee shall have the fotlowing functions

a. Establish a mechanism ,or idsntifying, selecting and pfoviding incentivss to deserving employees at
the start ot each year;

b,ldentity outstanding accomdishnEnts and inrEvatlons. best practices of employees on continuing
basis;

c. Recognize anl ravad accomptishments and innovations p€riodically o, as the need aris€s;
d.Provide incenli!rcs and interyentions to motivate employee who have cootributed ije6, s{Egestions,

inventions, discovories, supeflor accomplishmeflls and other peBonal eflorts.

WHEREAS, ir line with the Revised Polioes on Employee Suggestbn and lnce0lives Awards System
( ESIAS )povided under CSC Resolution No. 010112 and CSC MC No 0'l series 0f 200'1, every LGU is
ma8dated to adopt Pr,lgram on Atvards aod lncsntives for Service Excellence ( PRAISE );

WHEREA,S, tre F'RAISE shall give emphasrs on the t,mehness ol giving awards or recognition. Asrde
lrom the confermenl c,l aurards during the tradtional or planned awarding ceremontes, the spi it ol on.lhe-spot
grant ot recognition slall also b€ institutionalized;

WHEREAS, in order to institutonalize the PRAISE rn LGU Matalam, the PRAISE Commttee shall be
crealed

l{OW THEREFORE, l, qSC R IL VA|DEYESO, Municipat Mayo{ of the Munbipatity of Maratam,
by virtu€ of ths powef vssl€d in rne by law, & hersby oder:

Sqllq l. Ctgfdion of Ptqmr on Awnds eN tnc(//,tivfs for Sonice Ercdreoca Coamitteo (
PRATSE )

The PRAISE Committee shall be mmpos€d ol lhe following:

-Hon. Mryor
.MPDC
.H80
.A0 v
-SB Socroury ( F lovol )
-RCC ll { ttr level )
.trlALGEA Prclldont



to accounting and auditing rures and regulations

SECilON 1, Effirtty.

This ORDER shail ta(e efbct immediatety.

DOfYEthis 19t day of Ar.qust, 20lg at Matalam, Cotabato.

and remunenation. They
the LGU Funds, sublect

Mayor
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CUSTOMER FEEDBACK FORM

WE APPRECIATE YOUR COMING TO OUR OFFICE AND AVAIUNG
OF OUR SERVICES. WTTH OUR DESIRE TO SERVE YOU BETTER, PLEASE

FEEL FREE TO ANSIiVER THE QUEfiON RELEVANT TO YOUR VISIT:

1. NAME:

2. ADDRESS

3. DEPARTMEMT/OFRCE VISITED:

4. SERVICE AVAILED:

OUR OFFICE

5. ]STHE OFFICE EASY TO LOCATE?

IS THE OFFICE CLEAN AND ORDERLY?

DID YOU FEEL COMFORTABLE?

8. WAS THERE A LONG WAMNG UNE OF
CUSTOMER?

9. WAS THERE AN APPROPRIATE SIGNAGE

OF DIRECIION?

OUR FRONTLINERS

10. IS THE EMPLOYEE-IN.CHARGE AVAILABLE?

11. IS THE EMPLOYEE.IN-CHARGE KNOWLEDGEABLE?

12. IS THE EMPLOYEE.IN-CHARGE ACCOMODATING?

YES NO

6

7
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COMPLAINTS FORltl

DATE

TRAI{SACTIOtI

OFFICE VISITED

SUBJECT OF COT.IPLAINT:

NAME OF PERSONNEL: (RESPONDENTS)

COMPLAINANT

COMPLAINTS FORM

DATE

TRANSACTION

OFFICE VISITED

SUBJECT OF COMPLAINT:

NAME OF PERSONNEL: (RESPONDENTS)

COMPI.AIt{ANT



ACI([{OWLEDGE][|Et{T

The Municipality of Matalam, Province of Cotabato would
Iike to acknowledge with deep appreciation, all the Head of
Offices who even in their absence, sent repr€sentatives during
the one (1) day orientation ofthe Anti Red Tape Act ot 2OO7.

We would like also to extend our heartfelt gratitude to the
memberc of Provincial Team-DILG XII, Kidapawan City, who
assisted in the crafting of CITIZEN'S CHARTE& and Madam
Glenda Foronda-Lasaga, Director II, CSCFO XII, Amas,
Kidapawan City who oriented us on the Implementing Rules
and Regulations of the Anti Red Tape Act.

Finally, Hon. Oscar M. Valdevieso who has been very
supportive in the implementation of RA 9485, the last but not
the least our Almighty God who provide his wisdom in coming
up with his endeavor, the CITIZEN'S CHARTER for the
Municipality of Matalam.


