PROFILE

MANDATE

Pursuant to Republic Act No. 7160, otherwise known as the Local Government Code
of 1991, the Municipal Government of Trinidad is mandated to exercise powers and
perform functions necessary for the effective governance and development of the
municipality.

As a political subdivision of the State, it is tasked to promote the general welfare of its
constituents, ensure the delivery of basic services, and implement programs, projects,
and activities that enhance social, economic, and environmental well-being.

The Municipal Government is further empowered to exercise political, fiscal, and
administrative autonomy, including the authority to generate and manage its own
resources, enact ordinances, and ensure efficient and accountable local governance
within the bounds of the law.

VISION

“A flourishing center of education and eco-adventure destination of Bohol whose God-
loving people enjoy social security, economic stability, living in a balance, safe and
climate change adaptive environment, led by effective and committed leadership®

MISSION

“Foster unity among sectoral groups with reformed character geared towards an agro-
industrial based investments and eco-adventure tourism development by exploring all
available resources, providing an affordable tertiary education and continuous
alternative learning system for all, while preserving the cultural heritage of the people
in promoting a healthy, peaceful, spiritually motivated lifestyle & environmentally
empowered community”




SERVICE PLEDGE

In our commitment to provide efficient, transparent, and people-centered public
service, the Municipal Government of Trinidad pledges to uphold the following values:

T

Timely Service Delivery. We commit to act promptly on all requests and
deliver services within the prescribed processing time.

Responsiveness. We ensure that all client concerns and inquiries are
addressed with urgency and care.

Integrity. We uphold honesty, accountability, and transparency in all
transactions and decisions.

Non-Discrimination. We treat all clients fairly, equally, and with respect
regardless of status.

Innovation. We continuously improve our systems and processes to
enhance service delivery.

Dedication. We serve with commitment, professionalism, and a genuine
desire to help.

Accountability. We take responsibility for our actions and ensure compliance
with laws, rules, and regulations.

Discipline. We maintain order, professionalism, and adherence to standards
in all government operations.




OFFICE OF THE MUNICIPAL ASSESSOR 73
EXTERNAL SERVICES
e Issuance of Certified True Copy of Tax Declaration 74-77
¢ Issuance of Certification of Land Holdings and 78-81
Improvements/Certification of Identical Lot
e Issuance of Sketch Plan and/or Vicinity Plan 82-85
e Issuance of Tax Declaration for the Transfer of Real 86-91
Property Ownership for Land, Building and Machine
OFFICE OF THE MUNICIPAL BUDGET OFFICER 92
EXTERNAL SERVICES
¢ Annual Budget Preparation and Submission 93-97
e Review of Barangay Annual/Supplemental Budget 98-102
¢ Review of Sangguniang Kabataan (SK) 103-107
Annual/Supplemental Budget
OFFICE OF THE MUNICIPAL BUDGET OFFICER 108
INTERNAL SERVICES
109-111
OFFICE OF THE MUNICIPAL CIVIL REGISTRAR 112
EXTERNAL SERVICES
e BREQS-Batch Request Entry System 113-115
e Registration of Birth 116-118
e Registration of Death 119-121
e Registration of Marriage 122-123
e Application For Marriage License 124-127
¢ Issuance of Certifications of All Vital Events (Birth, 128-131
Death and Marriage)
e Filing of Application of Petition Under RA 9048, RA 132-135
10172
e Delayed Registration of Birth, Death and Marriage 136-139
e Legitimation 140-142
Supplemental Report 143-146
OFFICE OF THE MUNICIPAL DISASTER RISK 147
REDUCTION AND MANAGEMENT OFFICER
EXTERNAL SERVICES
¢ Request for Information, Education and 148-149
Communication (IEC) Materials
¢ Request for MDRRM-Relevant Trainings, Seminars 150-152

and Dirills
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Request for Emergency Response

153-155

o Request for MDRRMO Certification 156-157
¢ Request for Use and Utilization of Closed-Circuit 158-160
Television (CCTV
OFFICE OF THE MUNICIPAL ENGINEER 161
EXTERNAL SERVICES
e |ssuance of Building Permits 162-165
e Issuance of Ancillary and Accessory Permits 166-169
e Issuance of Certificate of Occupancy 170-174
e Issuance of Certifications/Certified True Copy of Lost 175-176
Documents
e Technical Assistance in the Preparation of Detailed 177-178
Engineering Design and Program of Works
e Conduct of Lot Survey for Donated Lot/Road Right of 179-180
Wa
N
INTERNAL SERVICES
e Technical Assistance in the Preparation of Detailed 182-183
Engineering Design and Program of Works
e Conduct of Lot Survey for Donated Lot/Road Right of 184-185
Wa
OFFICE OF THE MUNICIPAL GENERAL SERVICES 186
OFFICER
EXTERNAL SERVICES
e Provision of Government Facilities and Equipment — 187-189
Trinidad Cultural Center
e Provision of Government Facilities and Equipment — 190-191
Tables and Chairs
e Provision of Government Facilities and Equipment — 6 192-194
Wheelers Dump Truck
e Provision of Government Facilities and Equipment — 195-197
10 Wheelers Dump Truck
e Provision of Government Facilities and Equipment — 198-200
Road Grader
e Provision of Government Facilities and Equipment — 201-203
Backhoe
e Provision of Government Facilities and Equipment — 204-206
Road Roller
Boom Truck 207-209
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e Tourist Bus

210-212

OFFICE OF THE MUNICIPAL GENERAL SERVICES 213
OFFICER
INTERNAL SERVICES
e Procurement of Office Supplies and Equipment 214-216
e Issuance of Office Supplies 217-218
e Preparation and Processing of Payment 219-221
e Physical Count and Inventory of Property, Plant and 222-223
Equipment
e Registration of Motor Vehicle Insurance at GSIS 224-225
e Renewal of Insurance of Motor Vehicle at GSIS 226-227
e Renewal of Registration of Motor Vehicle at LTO 228-229
e Renewal of Fire Insurance of Buildings at GSIS 230-231
e Maintenance and Janitorial Services 232-233
e Motorpool Services 234-235
e Disposal of Demo Farm Products 236-237
OFFICE OF THE MUNICIPAL HEALTH OFFICER/ 238
TRINIDAD HEALTH FACILITY
EXTERNAL SERVICES
e General Out-Patient Consultation 239-250
e Maternal Health Services — Prenatal/Natal/Post Natal 251-259
and Family Planning
e Child Health Services — Well Child and Sick Children 260-263
Management
e Child Health Services — Immunization Services 264-269
e Securing Health/Medical Certification 270-276
e Pre-Marriage Orientation and Counselling 277-280
e Availing Laboratory Services 281-291
e Securing Sanitary Permit and Health Card 292-296
e Pursuing Sanitatio-Related Complaints 297-299
e Availing Dental Services 300-306
OFFICE OF THE MUNICIPAL HEALTH OFFICER/ 307
TRINIDAD HEALTH FACILITY
INTERNAL SERVICES
e Request for Medical Certificate to Support Sick Leave, 308-312

Application of Incumbent Officials and / or Employees




OFFICE OF THE MUNICIPAL HUMAN RESOURCE

MANAGEMENT OFFICER
EXTERNAL SERVICES
e Issuance of Certificate of Employment for Separated 314-317
Municipal Officials and Employees
e Issuance of Service Records for Separated Municipal 318-321
Officials and Employees
¢ Issuance of Certificate of Performance Ratings for 322-325
Separated Municipal Employees
e Issuance of Clearance for Separated Municipal 326-329
Officials and Employees
e Issuance of Certification for Pag-IBIG Fund Purpose 330-333
for Separated Municipal Officials and Employees
OFFICE OF THE MUNICIPAL HUMAN RESOURCE 334
MANAGEMENT OFFICER
INTERNAL SERVICES
e Issuance of Certificate of Employment for Incumbent 335-338
Municipal Officials and Employees
e Issuance of Service Records for Incumbent Municipal 339-341
Officials and Employees
¢ Issuance of the Authority to Travel Abroad for 342-344
Incumbent Municipal Officials and Employees
e Issuance of Identification Card for Employees 345-347
e Filing of Application for Leave of Absence 348-353
e Filing of Application for Monetization of Leave Credits 354-356
¢ Issuance of Certificate of Performance Ratings for 357-360
Separated Municipal Employees
¢ |Issuance of Certified Copies of Personnel Records in 361-363
the 201 Files for Incumbent Municipal Officials and
Employees
e Issuance of Clearance for Incumbent Municipal 364-366
Officials and Employees
e Issuance of Emergency Job Order 367-369
e Issuance of Certification for Pag-IBIG Fund Purpose 370-372
for Incumbent Municipal Officials and Employees
EXTERNAL SERVICES
e Application for Water Service Connection 374-377
e Issuance of Mayor’s Clearance 378-380
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e Processing of Financial Assistance to Families in
Crisis Situation

381-383

e Securing Letter of Endorsement for Employment 384-385
e Securing a Special Mayor’s Permit 386-391
e Tourism Information Assistance 392
e |Issuance of Tourism Certification/Endorsement 393-394
OFFICE OF THE MUNICIPAL MAYOR — MUNICIPAL 395
ENVIRONMENT AND NATURAL RESOURCES UNIT
(MENRU)
EXTERNAL SERVICES
e Securing Environmental Clearance 396-398
e Securing Fishing Vessel License 399-402
e Securing Garbage Collection Stickers 403-404
e Securing Solid Waste Clearance 405-406
OFFICE OF THE MUNICIPAL MAYOR - BUSINESS 407
PERMITS AND LICESING OFFICE
EXTERNAL SERVICES
e Issuance of New Business Permit (Mayor’s Permit) — 408-426
For Walk-in Clients
e Issuance of Business Permit (Mayor’s Permit) — For 427-446
eBOSS
e Application for Renewal of Business Permit — For 447-465
Walk-in Clients
¢ Online Renewal of Existing Business Permit — For 466-501
eBOSS
OFFICE OF THE MUNICIPAL PLANNING AND 502
DEVELOPMENT COORDINATOR
EXTERNAL SERVICES
e Securing Locational Clearance 503-507
e Securing Zoning Certificate 508-511
OFFICE OF THE MUNICIPAL SOCIAL WELFARE AND 512
DEVELOPMENT OFFICER
EXTERNAL SERVICES
¢ Processing of Financial Assistance to Families in 513-515
Crisis Situation
e Processing of Certificate of Indigency 516-517
e Processing of Documents for Referral to Other 518-521

Agencies
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e Processing of Senior Citizens and Persons with 522-525
Disability Cash Assistance During Special Occasions
e Processing and Issuance of Identification Cards (ID) 526-528
e Management of Cases of Child Abuse, Neglect and 529-534
Exploitation
e Management of Cases on Violence Against Women 535-538
and Children
e Management of Cases on Children in Conflict with the 539-543
Law (CICL)
o Referral for a Request of Assistive Device 544-546
EXTERNAL SERVICES
e |ssuance of Community Tax Certificate 548-554
e Collection of Real Property Tax 555-556
e Issuance of Tax Clearance 557-559
e Processing of Renewal of the Contract of Lease 560-561
e Calibration of Weighing Scale 562-564
e Payment of Market Stall Rental 565-566
e Retiring a Business 567-570
e Registration of Brand Mark (Patik) 571-573
e Payment of School Fees and Tuition Fees 574-578
e Collection of Water Bill 579-580
e Release of Claims Thru Cash 581-582
o Release of Claims Thru Check 583-584
OFFICE OF THE MUNICIPAL TREASURER 585
INTERNAL SERVICES
e Release of Claims Thru Cash 586-587
o Release of Claims Thru Check 588-589

OFFICE OF THE MUNICIPAL VICE MAYOR, 590
SANGGUNIANG BAYAN AND SECRETARY TO THE

SANGGUNIANG BAYAN

EXTERNAL SERVICES
¢ Accreditation/Recognition of Civil Society 591-593
Organizations (CSQ’s), People’s Organizations (PO’s)

and Cooperatives

e Issuance of Photocopy/True Copy of Legislative 594-596
Documents
e Issuance of Certifications and Endorsements 597-599
@»OQQ@’ S g @, 9
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T
EXTERNAL SERVICES

e Issuance of Good Moral Certification (College of 561-562
Criminal Justice Education)

e |ssuance of Scholastic Records (Certifications & Other 563-568
Student Record) (Office of the School Registrar)

e Issuance of Scholastic Records (Transcript of 569-574
Records) (Office of the School Registrar)

o CAV - Certification, Authentication, Verification for 575-579
CHED Approval (Office of the School Registrar)

e Enroliment for Incoming Students (Office of the School 580-586
Registrar

TRINIDAD MUNICIPAL COLLEGE 587
INTERNAL SERVICES

e Issuance of Recommendation Letter for the Renewal 588-589
of Faculty Members (College of Computer Studies)

e Evaluation and Crediting of Grades for Transferee 590-591
Students (College of Computer Studies)

e Academic Evaluation for Graduating Students 592-593
(College of Computer Studies)

¢ Internship Processing (College of Computer Studies) 594-597

e Issuance of Recommendation Letter for the Renewal 598-599
of Faculty Members (College of Arts and Sciences)

e Evaluation and Crediting of Grades for Transferee 600-601
Students (College of Arts and Sciences)

e Academic Evaluation for Graduating Students 602-603
(College of Arts and Sciences)

e Internship Processing (College of Arts and Sciences) 604-607

e |ssuance of Recommendation Letter for the Renewal 608-609
of Faculty Members (College of Office Administration)

e Evaluation and Crediting of Grades for Transferee 610-611
Students (College of Office Administration)

e Academic Evaluation for Graduating Students 612-613
(College of Office Administration)

¢ Internship Processing (College of Office 614-617
Administration)

e Issuance of Recommendation Letter for the Renewal 618-619

of Faculty Members (College of Education)

l
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Evaluation and Crediting of Grades for Transferee
Students (College of Education)

620-621

Academic Evaluation for Graduating Students 622-623
(College of Education)

Internship Processing (College of Education) 624-627
Issuance of Recommendation Letter for the Renewal 628-629
of Faculty Members (College of Criminal Justice

Education)

Evaluation and Crediting of Grades for Transferee 630-631
Students (College of Criminal Justice Education)

Academic Evaluation for Graduating Students 632-633
(College of Criminal Justice Education)

Internship Processing (College of Criminal Justice 634-635
Education)

Library Services, Borrowing Books (College Library) 636-637
Certification of the Issuance of NSTP Serial Number 638-640
(NSTP Office)

Research Consultation Services (Research and 641-643
Development Office)

Data Gathering and Assistance Services (Research 644-645
and Development Office)

Issuance of ldentification Card (Student Affairs and 646-648
Services Office)

Issuance of Leave of Absence (LOA) for UNIFAST 649-651
Scholars (Student Affairs and Services Office)

Issuance of Gate Pass (Improper Uniform) (Student 652-654
Affairs and Services Office)

Processing of Scholarship Application, Renewal and 655-657
Assistance (TES, TDP, FHE, and Other HEI

Scholarship) (Scholarship Office)

Health Services — Emergency Situations (School 658-659
Clinic)

Health Services — Referrals (School Clinic) 660-661
Health Services — Dispensing of Initial Dose of 662-663
Medications (School Clinic)

Health Services — Physical Examination/Vital Signs 664-665
Taking (School Clinic)

Issuance of Scholastic Records (Certifications & Other 666-671

Student Record) (Office of the School Registrar)

l
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Issuance of Scholastic Records (Transcript of
Records) (Office of the School Registrar)

672-677

Withdrawal from Subject/Curriculum for Non-FHE 678-681
Students (Office of the School Registrar)

Withdrawal from Subject/Curriculum for FHE Students 682-685
(Office of the School Registrar)

Adding, Dropping and Changing (ADC) of Subjects 686-690
(Office of the School Registrar)

Enroliment (FHE) (Office of the School Registrar) 691-693
Filing of No Grades (NG) (Office of the School 694-698

Registrar)




1. PROCESSING OF CLAIMS-FINANCIAL ASSISTANCE TO
SENIOR CITIZENS, PWD, SOLO PARENT AND AIFCS

The Local Government Unit of Trinidad, Bohol recognizes the vulnerable groups
in our community, including indigents, persons with disabilities (PWDs), senior
citizens, and solo parents. In support of these groups, the LGU provides annual
financial assistance on their birthdays and medical cash assistance to indigents
during times of illness, ensuring their well-being and inclusion in the community.

OFFICE/DIVISION OFFICE OF THE MUNICIPAL
ACCOUNTANT

CLASSIFICATION Simple

TYPE OF TRANSACTION G2C — Government to Citizens

WHO MAY AVAIL LGU-Trinidad Residents who are Senior

Citizens, PWD, Solo Parent or indigents

CHECKLIST OF WHERE TO SECURE

REQUIREMENTS
1. Case Summary, 1 original copy | Office of the Municipal Social Welfare and
Development Officer

2. Certificate of Eligibility, 1 Office of the Municipal Social Welfare and
original copy Development Officer
3. Valid ID, 1 photocopy
4. Certificate of Indigency, 1 Barangay where the claimant is a resident
original copy
5. Obligation request slip, 1 Office of the Municipal Budget Officer
original copy and 1 duplicate
copy
1. Visit the Office |1.1 Conduct None 5 minutes Municipal
of the interview and Social Welfare
Municipal prepare and
Social Welfare DV/PCF for Development
and the Financial Officer
Development assistance to Office of the
Officer. Senior Municipal Social
Citizens, Welfare and
PWD, Solo
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Parent and Development
AIFCS and Officer
Forward the

same to the

Budget

Office.

1.2 lIssue None 5 minutes Municipal
Obligation Budget Officer
request slip Office of the
and forward Municipal Budget
the for the Officer
Financial
assistance to
Senior
Citizens,

PWD, Solo
Parent and
AIFCS to the
accounting
office.

1.3 Receive, None 5 minutes Administrative
review and Aide |
forward the Office of the
for the Municipal
Financial Accountant
assistance
to Senior Municipal
Citizens, Accountant
PWD, Solo Office of the
Parent and Municipal
AIFCS to Accountant
the
Municipal
Treasurer’s
Office.




2. PROCESSING OF CLAIMS-PAYMENT FOR PROCUREMENT
THRU PUBLIC BIDDING(GOODS)

The Local Government Unit of Trinidad, Bohol strictly adheres to the provisions
of the New Government Procurement Act (Republic Act 12009) in
conducting public bidding for procurements above the prescribed threshold. For
the procurement of goods, the LGU is responsible for releasing payment to the
winning bidder or contractor upon the satisfactory delivery of the goods,
ensuring compliance, transparency, and accountability in government

transactions.

OFFICE/DIVISION OFFICE OF THE MUNICIPAL
ACCOUNTANT

CLASSIFICATION Simple

TYPE OF TRANSACTION G2C - Government to Business

WHO MAY AVAIL Suppliers/Contractors with awarded projects
by LGU-Trinidad, Bohol

CHECKLIST OF WHERE TO SECURE

REQUIREMENTS
1. Approved Annual Procurement | BAC/BAC Secretariat
Plan, 1 photocopy
2. Approved Contract supported BAC/BAC Secretariat/submitted documents
by the following documents, 1 by bidders during public bidding
original copy:
¢ |nvitation to Apply for
Eligibility to Bid
e Results of Eligibility
Check/Screening
¢ Bidding Documents
enumerated under RA 12009
e Minutes of Pre-Bid
Conference (for ABC 1m and
above)
e Bidders Technical and
Financial Proposal
e Minutes of Bid Opening
e Abstract of Bids(As Read
and As Calculated)
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e Post Qualification Report
e BAC Resolution Declaring
the winning bidder
¢ Notice of Post Qualification
e BAC Resolution
recommending approval and
approval of the HOPE of the
Resolution of the BAC
recommending award of
contract
Approved Purchase Order
Performance Security
Detailed Breakdown of ABC
Detailed breakdown of
contract cost

Advertisement of invitation to

bid/request, 1 original copy:

e Newspapers clippings of
advertisement (ABC 10m
and above for goods

e Printout copy of
advertisement posted in
PHILGEPS

o Certification from Head of
BAC Secretariat on the
posting of advertisement in 3
conspicuous places

¢ Printout copy of
advertisement posted in
agency website, if any

BAC/BAC Secretariat

Documentary requirements
under New Government
Procurement Act Or RA12009,
1 original copy

BAC/BAC Secretariat/submitted documents
by bidders during public bidding

Minutes of Pre-procurement
conference for projects costing
2m and above for goods, 1
original copy

BAC/BAC Secretariat

6.

Bid Form

BAC/BAC Secretariat

l
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7. Checklist of eligibility
requirements with
corresponding supporting
documents as enumerated in
the checklist, 1 original copy

BAC/BAC Secretariat/submitted documents
by bidders during public bidding

8. Checklist of Technical and
Financial Requirements with
corresponding supporting
documents as enumerated in
the checklist, 1 original copy

BAC/BAC Secretariat/submitted documents
by bidders during public bidding

9. Bid Evaluation Report, 1
original copy

BAC/BAC Secretariat

10.Post Qualification Evaluation
report, 1 original copy

BAC/BAC Secretariat

11.Printout copy of posting of
Approved Purchase Order/
Contract of award in the
PHILGEPS, 1 original copy

BAC/BAC Secretariat

12. For LGUs, as per COA
Memorandum No.2014-014
dtd 4-22-2010, authorization
by the local sanggunian for
LCE to enter into contract in
case of, 1 original copy:

e Reenacted budget: for new
contracts entered into by
LCE

e Regular enacted budget: for
projects in generic terms and
for purchase of goods and
services which are neither
specified nor encompassed
within the regular personal
services and MOOE

Office of the Sangguniang Bayan

13.Evidence of invitation of three
observers in all the stages of
the procurement pursuant to
Sec 13.1 of Revised IRR of
RA9184, 1 original copy

BAC/BAC Secretariat

-
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14.Request for purchase of
requisition of supplies,
materials and equipment duly
approved by proper authority, 2
original copies

Requesting Office

15. Certificate of Exclusive
Distributorship, if applicable, 1
original or photocopy

Contractor

16.Samples and
brochures/photographs, if
applicable, 1 original copy

Contractor

17.Dealers/supplier’s invoices
showing quantity, description,
unit and total value of
purchased goods duly signed
by the dealer or his/her
authorized representative and
indicating receipt by the proper
agency official of items
delivered, 1 original copy

Contractor

18.Result of Test analysis, if any, 1
original copy

Contractor

19. Tax Receipts from the Bureau
of customs/BIR indicating the
exact specifications and/or
serial number of the equipment
procured by the government as
proof of payment of all taxes
and duties due on the same
equipment, supplied or sold to
the government, 1 original copy

Contractor

20.Inspection and Acceptance
Report prepared by the
department/Agency property
inspector and signed by the
Head of Agency or his/her
authorized representative, 2
original copies

Requesting Office

-
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21.Acknowledgement Receipt for
Equipment (ARE), 2 original
copies

Office of the Municipal General Service
Officer

22.Inventory Custodian Slip for
items with serviceable life of
more than one year but small
enough to be considered as
PPE, 2 original copies

Office of the Municipal General Service
Officer

period of 3months, in case of
supplies, or a min period of
1year in the case of non-
expendable supplies after
acceptance by the procuring
entity of the delivered supplies,
1 original copy

23.Invoice Receipt for Transfer of | Contractor
Properties, 1 original copy
24 . Warranty Security for a min Contractor

25.Request for purchase of
supplies, materials and
equipment duly approved by
proper authorities, 2 original
copies

Requesting Office

26.Obligation request slip, 1 copy
original copy and 1 duplicate

Office of the Municipal Budget Officer

27.Tax Clearance of Final
Settlement of Government
Contracts

Contractor

1. Submitallthe |1.1 Prepare DV

required for the
documents to payment of
the General purchased
Service Office. goods.

None 5 minutes General
Services Officer
Office of the
Municipal
General Services
Officer




1.2 Check the None 1 hour Municipal
DV for Accountant
payment of Office of the
purchased Municipal
goods as to Accountant
completenes
s of
supporting
documents
and
correctness
of
computation
and forward
to Budget
Office.

1.3 Issue None 5 minutes Municipal
Obligation Budget Officer
request slip Office of the
and forward Municipal Budget
the DV for Officer
payment of
purchased
goods to the
accounting
office.

1.4 Receive, None 5 minutes Administrative
review, sign Aide |
and forward Office of the
the DV for Municipal
the payment Accountant
of purchased

oods to the . .
ﬁ/lunicipal Municipal
Treasurer's Accountant
Office. Office of the

Municipal

Accountant




PAYMENT OF ADVANCES TO CONTRACTORS OR PROGRESS
BILLING FOR THE PROCUREMENT THRU PUBLIC BIDDING
(FOR INFRA AND CONSULTING SERVICES)

The Local Government Unit of Trinidad, Bohol strictly follows the New
Government Procurement Act (Republic Act 12009) in conducting public
bidding for projects above the prescribed threshold. For infrastructure and
consulting services, the LGU releases payment to the winning contractor based
on accomplishments or progress billing. Additionally, contractors may request
a 15% mobilization fund as a cash advance to facilitate project
implementation, ensuring compliance, transparency, and efficient delivery of
services.

OFFICE/DIVISION OFFICE OF THE MUNICIPAL
ACCOUNTANT

CLASSIFICATION Simple

TYPE OF TRANSACTION G2C — Government to Business

WHO MAY AVAIL Contractors with awarded projects by LGU-

Trinidad, Bohol

CHECKLIST OF WHERE TO SECURE
REQUIREMENTS

Approved Annual Procurement | BAC/BAC Secretariat
Plan, 1 original copy

Approved Contract supported | BAC/BAC Secretariat/submitted documents
by the following documents, 1 | by bidders during public bidding
original copy:

Invitation to Apply for
Eligibility to Bid

Results of Eligibility
Check/Screening

Bidding Documents
enumerated under RA 12009
Minutes of Pre-Bid
Conference (for ABC 1m and
above)

Bidders Technical and
Financial Proposal

Minutes of Bid Opening

l
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Abstract of Bids (As Read
and As Calculated)

Post Qualification Report
BAC Resolution Declaring
the winning bidder

Notice of Post Qualification
BAC Resolution
recommending approval and
approval of the HOPE of the
Resolution of the BAC
recommending award of
contract

Notice of Award
Performance Security
Program of Works and
Detailed estimates

Notice to Proceed, indicating
date of receipt by the
contractor

Detailed Breakdown of ABC
Copy of the Approved PERT/
CPM Network Diagram and
Detailed computation of
contract Time

Detailed breakdown of
contract cost

Copy of advertisement of
invitation to bid/request, 1
original copy:

Newspapers clippings of
advertisement (ABC 15Mand
above for infra, 10m and
above for goods and 5m for
consulting services

Printout copy of
advertisement posted in
PHILGEPS

Certification from Head of
BAC Secretariat on the

BAC/BAC Secretariat

l
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posting of advertisement in 3
conspicuous places

e Printout copy of

advertisement posted in
agency website, if any

Documentary requirements
under RA 12009, 1 original

copy

BAC/BAC Secretariat/submitted documents
by bidders during public bidding

Minutes of Pre-procurement
conference for projects costing
above 5m for infra, 2m and
above for goods and 1m and
above for consultancy
services, 1 original copy

BAC/BAC Secretariat

Bid Form, 1 original copy

BAC/BAC Secretariat

N|©

Checklist of eligibility
requirements with
corresponding supporting
documents as enumerated in
the checklist, 1 original copy

BAC/BAC Secretariat/submitted documents
by bidders during public bidding

Checklist of Technical and
Financial Requirements with
corresponding supporting
documents as enumerated in
the checklist, 1 original copy

BAC/BAC Secretariat/submitted documents
by bidders during public bidding

Bid Evaluation Report, 1
original copy

BAC/BAC Secretariat

10.

Ranking of shortlisted bidders
for consulting services, 1
original copy

BAC/BAC Secretariat

11.

Post Qualification Evaluation
report, 1 original copy

BAC/BAC Secretariat

12.

Printout copy of posting of
Notice of Award, Notice to
Proceed and Contract of
award in the PHILGEPS, 1
original copy

BAC/BAC Secretariat

13.

For LGUs, as per COA
Memorandum No.2014-014
dtd 4-22-2010, authorization

Office of the Sangguniang Bayan

l
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by the local sanggunian for

LCE to enter into contract in

case of, 1 original copy:

¢ Reenacted budget:for new
contracts entered into by
LCE

e Regular enacted budget: for
projects in generic terms and
for purchase of goods and
services which are neither
specified nor encompassed
within the regular personal
services and MOOE

14.Evidence of invitation of three
observers in all the stages of
the procurement pursuant to
Sec 13.1 of Revised IRR of
RA9184, 1 original copy

BAC/BAC Secretariat

15.Request for purchase of
requisition of supplies,
materials and equipment duly
approved by proper authority, 2
original copies

Requesting office

accomplished/Progress Billing,
1 original copy

16. Letter request from contractors | Contractor
for advance/progress billing
payment, 1 original copy

17.Statement of work Contractor

18.Inspection Report by agency’s
Authorized engineer, 2 original

Office of the Municipal Engineer

1 original copy

copies

19.Result of Test Analysis, if contractor
applicable

20. Statement of time elapsed, 1 contractor
original copy

21.Monthly Certificate of payment, | contractor
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22.Contractors’ affidavit on
payment of laborers and
materials, 1 original copy

contractor

23.Pictures, before, during and
after construction of items of
work especially the embedded
items, 1 original copy

Office of the Municipal Engineer

24.Vouchers of all previous
payments, 1 photocopy

Office of the Municipal Accountant

25. Certificate of Acceptance and
completion, 1 original copy

Office of the Municipal Engineer

26.Breakdown-labor, materials and
overhead, equipment, 1 original

copy

Contractor

27.0bligation request slip, 1
original copy and 1 duplicate

Office of the Municipal Budget Officer

28.Tax Clearance of Final
Settlement of Government
Contracts (For Final Payment
Only)

Contractor

1. Prepare and
submit Letter
request for
advance/
progress billing
payment to the
HOPE.

1.1 Approve the
request and
facilitate the
preparation
of DV for
advance/pro
gress billing
with attached
supporting
documents
as stated
above and
forward the
same to the
office of the
Municipal
Accountant
for checking.

None

1 hour

General
Services Officer
Office of the
Municipal
General Services
Officer




1.2 Check the None 1 hour Municipal
DV for Accountant
payment of Office of the
advance/pro Municipal
gress billing Accountant
asto
completenes
s of
supporting
documents
and
correctness
of
computation
and forward
to Budget
Office.

1.3 Issue None 5 minutes Municipal
Obligation Budget Officer
request slip Office of the
and forward Municipal Budget
the payment Officer
of
advance/pro
gress billing
to the
accounting
office.

1.4 Receive, None 5 minutes Administrative
review, sign Aide |
and forward Office of the
the DV for Municipal
payment of Accountant
advance/pro
{qoretﬁz billing Municipal
Municipal Accountant
Treasurer’s Office of the
Office. Municipal

Accountant




4. PREPARATION OF ACCOUNTANT’S ADVICE FOR LOCAL
CHECK DISBURSEMENTS

It has been observed that not all government checks paid by depository banks
are supported by duly approved disbursement vouchers or payrolls. This
creates uncertainty regarding the validity of transactions and weakens the
control system for disbursements. To address this, the Commission on Audit
(COA) issued COA Circular No. 96-007 dated May 15, 1996, prescribing the
preparation and use of the Accountant’s Advice for Local Check
Disbursements to ensure proper documentation, accountability, and control
over government funds.

OFFICE/DIVISION

OFFICE OF THE MUNICIPAL
ACCOUNTANT

CLASSIFICATION

Simple

TYPE OF TRANSACTION

G2G-Government to Government
G2B-Government to Business
G2C-Government to Citizens

WHO MAY AVAIL

All business entities, employees and citizens
who have claims payable by the Agency to
them

CHECKLIST OF
REQUIREMENTS

WHERE TO SECURE

—

. Check

Office of the Municipal Treasurer

documents

2. Approved Disbursement with
attached complete supporting

Office of the Municipal Treasurer

1. Follow up 1.1 The

claims at the Municipal

Municipal Treasurer’s

Treasurer’s Office will

Officer. prepare the
check for
each
approved
Disbursemen

None 10 minutes Municipal
Treasurer
Office of the
Municipal
Treasurer




t Voucher

and forward
the check to
the Mayor’s
Office / Vice
Mayor’s
Office for the
signature of
the Municipal
Mayor/ Vice-
Mayor in the
Check.

1.2 Municipal None 30 minutes Municipal
Mayor/ Mayor
Municipal Office of the
Vice Mayor Municipal Mayor
signs the
check. OR

1.3 The Mayor’s Municipal Vice
Office or the Mayor
Vice-Mayor’s Office of the
Office will Municipal Vice
return the Mayor
signed check
to the office
of the
Municipal
Treasurer

1.4 The None 10 minutes Municipal
Municipal Treasurer
Treasurer Office of the
forwards the Municipal
check to the Treasurer
Accounting
Office.

1.5 The None 20 minutes Administrative
Accounting Officer I
office shall Office of the
prepare the Municipal
Accountant’s Accountant
Advice for
the Municipal
forwarded Accountant

A o




bank before
releasing the
check to the
client/
claimant.

checks and Office of the
will be Municipal
certified Accountant
correct by

the Local

Accountant.

1.6 The Office of | None 4 hours Municipal
Municipal Treasurer
Treasurer Office of the
shall then Municipal
deliver the Treasurer
accountant’s
advice to the
agency’s
authorized
depository




ISSUANCE OF CERTIFICATION OF COLLECTIBLE FINAL
PAYMENT (Annex C)

Pursuant to Bureau of Internal Revenue (BIR) Regulations No. 017-2024
dated September 17, 2024, which prescribes the presentation of a tax
clearance prior to the final settlement of government contracts, contractors are
required to present a Tax Clearance Certificate for the final settlement of their
contracts.

In accordance with Revenue Memorandum Order (RMO) No. 002-2025 dated
December 2, 2024, which provides the policies, guidelines, and procedures for
processing and issuing the Tax Clearance Certificate for final settlement, all
contractors—except for NRA-NETB—must submit:

1. One original copy of the Certification of Collectible Final Payment
(Annex C) issued by the concerned government agency and duly approved
by the Chief of the Accounting/Finance Division or Treasurer.

2. One photocopy of a valid government-issued ID of the signatory.

This ensures compliance with BIR regulations and proper documentation for
the final settlement of government contracts.”

OFFICE/DIVISION

OFFICE OF THE MUNICIPAL
ACCOUNTANT

CLASSIFICATION

Simple

TYPE OF TRANSACTION

G2B — Government to Business

WHO MAY AVAIL

Contractors with awarded projects by LGU-
Trinidad, Bohol

CHECKLIST OF
REQUIREMENTS

WHERE TO SECURE

1. Official Receipt for payment of
the Certification Fee

Office of the Municipal Treasurer




Pay the 1. The Php 10 minutes Administrative
Certification Collection 100.00 per Aide lll
fee at the Officer certificatio Office of the
Municipal receives the | n Municipal
Treasurers payment and Treasurer
Office. issue Official
Receipt. OR
Administrative
Aide |
Office of the
Municipal
Treasurer
OR
Revenue
Collection Clerk
Office of the
Municipal
Treasurer
Present the 2. Check the None 5 minutes Municipal
Official Receipt DV for final Accountant
to the payment due Office of the
o to the Municipal
Municipal contractor, Accountant
Accountant or prepare and
authorized sign the
representative certification
for issuance of and furnish
the the same to
certification. th.e
client/contrac
tor together
with the
photocopy of
the
government
issued ID of

the siinatori.




1. PROCESSING OF CLAIMS-PAYROLLS OF CASUAL
PLANTILLA, CONTRACTUAL, REGULAR AND OFFICIALS OF
LGU-TRINIDAD, BOHOL

The Local Government Unit of Trinidad, Bohol recognizes the vulnerable groups
in our community, including indigents, persons with disabilities (PWDs), senior
citizens, and solo parents. In support of these groups, the LGU provides annual
financial assistance on their birthdays and medical cash assistance to indigents
during times of iliness, ensuring their well-being and inclusion in the community.

OFFICE/DIVISION OFFICE OF THE MUNICIPAL
ACCOUNTANT
CLASSIFICATION Simple
TYPE OF TRANSACTION G2G — Government to Government
WHO MAY AVAIL LGU-Trinidad Casual Plantilla, Contractual,
Regular and Officials
CHECKLIST OF WHERE TO SECURE
REQUIREMENTS
1. Daily Time Record, 1 original Office of the Municipal Human Resource
copy Management Officer
2. Accomplishment Reports, 1 Prepared by claimant and approved by their
original copy respective department heads
3. Contract/ Job Order, 1 original | Office of the Municipal Human Resource
copy Management Officer
4. Obligation request slip, 1 Office of the Municipal Budget Officer
original copy and 1 duplicate
copy
1. Submit 1.1 Receive the | None 1 day Administrative
monthly DTR DTR’s and Aide Il
with accomplishm Payroll Maker
accomplishme ents of all for TMC COS
nt report of Casual and JOs Office
every month. Plantilla, of the Municipal
Contractual, Accountant
Regular and
Officials and




prepare their
respective
payrolls,
have the
payrolls

Administrative
Aide Il
Payroll Maker
for GF-Proper

approved by COS, CP and
the JOs, SEF & TF
respective Office of the
department Municipal
heads and Accountant
forward the
same to the Administrative
HRMO. Assistant Il
Payroll Maker
for Officials and
Employees
Office of the
Municipal
Accountant
Municipal
Accountant
Office of the
Municipal
Accountant
1.2 lIssue None 2 hours Municipal
Obligation Budget Officer
request slip Office of the
of all Casual Municipal Budget
Plantilla, Officer
Contractual,
Regular and
Officials
received
from the
HRMO and
forward the
same to the
accounting

office.




1.3 Receive, None 2 hours Administrative
review and Aide |
forward all Office of the
the payrolls Municipal
of all Casual Accountant
Plantilla,

Contractual, Municipal
Regular and Accountant
Officials to Office of the
the Municipal Municipal
Treasurer’s Accountant
Office.

1.4 Prepare and | None 4 hours Municipal
submit Accountant
payroll Office of the
summary Municipal
and debit Accountant
request to
Land Bank of
the
Philippines-

Talibon,
Branch.




2. PROCESSING OF CLAIMS-PAYROLLS OF JOB ORDER AND
CONTRACT OF SERVICES

Due to the limited number of regular personnel and officials in the plantilla, the
agency hires Job Orders (JO) and Contract of Services (COS) personnel to
support regular employees in achieving the organization’s mission, vision, and
operational goals, as well as in delivering services to constituents.

These Job Orders and COS personnel receive monthly wages as
compensation for their contributions. Payments are processed semi-monthly,
on the 15th and 30th of each month, ensuring timely and consistent
remuneration for their work.

OFFICE/DIVISION OFFICE OF THE MUNICIPAL
ACCOUNTANT
CLASSIFICATION Simple
TYPE OF TRANSACTION G2G — Government to Government
WHO MAY AVAIL LGU-Trinidad hired Job Order and Contract of
Services
CHECKLIST OF WHERE TO SECURE

REQUIREMENTS

1. Duly signed Daily Time Record, | Office of the Municipal Human Resource

1 original copy Management Officer

2. Duly signed accomplishment Prepared by claimant and approved by their
Reports, 1 original copy respective department heads

3. Contract/Job Order, 1 original Office of the Municipal Human Resource
copy Officer

4. Obligation request slip, 1 Office of the Municipal Budget Officer

original copy and 1 duplicate
copy




Submit DTR |1.1 Receive the | None 1 day Administrative
with DTR’s and Aide lll
accomplishm accomplishm Payroll Maker
ent report for ents of all for TMC COS
the period of Job Order and JOs
1-15 and 16- and Contract Office of the
30 of every of Services Municipal
month. and prepare Accountant
their
respective Administrative
payrolls, Aide Il
have the Payroll Maker
payrolls for GF-Proper
approved by COS, CP and
the JOs, SEF & TF
respective Office of the
department Municipal
heads and Accountant
forward the
same to the Municipal
HRMO. Accountant
Office of the
Municipal
Accountant
1.2 Issue None 5 minutes Municipal
Obligation Budget Officer
request slip Office of the
of all Job Municipal Budget
Order and Officer
Contract of
Services
received
from the
HRMO and
forward the
same to the
accounting

office.




1.3

Receive,
review and
forward all
the payrolls
of Job
Order and
Contract of
Services to
the
Municipal
Treasurer’s
Office
together
with the
Cash
Advance for

None

5 minutes

Administrative
Aide |
Office of the
Municipal
Accountant

Municipal
Accountant
Office of the

Municipal
Accountant

iairoll.




3. PROCESSING OF CLAIMS-REIMBURSEMENT OF
TRAVELLING EXPENSES

Executive Order No. 77 dated March 15, 2019, prescribes the rules,
regulations, and rates of expenses and allowances for official local and foreign
travels of government personnel. Under this EO, government personnel may
be authorized to undertake official travel—local or foreign—provided that the
following criteria are met:

a. The travel is essential to the effective performance of the official’s or
employee’s mandates or functions.

b. The travel is required to meet the demands of the department, agency,
bureau, or office, or offers substantial benefits to the State.

c. The presence of the official or employee is critical to the outcome of the
meeting, conference, seminar, consultation, or any official activity to be
attended.

d. The projected expenses are reasonable and involve minimum necessary
expenditures.

Compliance with these criteria ensures accountability, efficiency, and
responsible use of government resources during official travels.

OFFICE/DIVISION OFFICE OF THE MUNICIPAL
ACCOUNTANT

CLASSIFICATION Simple

TYPE OF TRANSACTION G2G — Government to Government

WHO MAY AVAIL LGU-Trinidad Officials & Employees, LGU-
Trinidad hired Job Order and Contract of
Services

CHECKLIST OF WHERE TO SECURE

REQUIREMENTS

1. Approved Travel Order as per Prepared by the claimant, recommended by

Sec. 3 of EO 298, 1 original his/her department head and approved by
copy the Municipal Mayor

2. Duly Approved ltinerary of Prepared by the claimant, approved by
travel, 2 original copies his/her department head and by the

Municipal Mayor




3. Certificate of

original copy

Appearance/Attendance, 1

At the place visited as per approved Travel

Order

4. Certificate of Travel Completed,
2 original copies

Prepared by the claimant, approved by
his/her department head or by the Municipal

Mayor as the case may be.

original copy

5. Paper/Electronic plane, boat or bus
tickets, boarding pass, terminal fee, 1

Online, terminals or at any public transport

office

original copy

6. Hotel room/lodging bills with official
receipts if travelling allowance being
claimed includes hotel/lodging rates, 1

At the hotel where the claimant stayed

Office.

1. Prepare and 1. Check the None 5 minutes Municipal
submit completeness Accountant
DV/PCV of of supporting Office of the
travel together documents Municipal
with the and Accountant
supporting correctness of
documents to claims
the Office of pursuant to
the Municipal EO. 77 dtd 3-

Accountant. 15-2019.

2. Submit the 2.1 Issue None 4 hours Municipal
checked Obligation Budget Officer
DV/PCV of request slip Office of the

and forward Municipal Budget
travel to the the DV/PCV Officer
Office of the of travel to the
Municipal accounting
Budget Officer. office.

2.2 Receive, None 4 hours Administrative
review and Aide |
forward the Office of the
DV/PCV of Municipal
travel to the Accountant
Municipal
Treasurer’s




Municipal
Accountant
Office of the

Municipal
Accountant




PROVISION OF PRODUCTION SUPPORT MATERIALS

The Office of the Municipal Agriculturist provides production support
materials as part of its core agricultural services to assist farmers in improving
crop productivity and ensuring food security.

These materials include quality seeds, seedlings, and other planting
propagules, which are distributed to qualified farmer-beneficiaries. This
service aims to promote sustainable farming practices, enhance agricultural
output, and support the overall development of the local agricultural sector.

OFFICE/DIVISION

OFFICE OF THE MUNICIPAL
AGRICULTURIST

CLASSIFICATION

Simple

TYPE OF TRANSACTION

G2C - Government to Citizen

WHO MAY AVAIL

All Farmers in the Municipality of Trinidad

CHECKLIST OF
REQUIREMENTS

WHERE TO SECURE

None

N/A

1.

The client will
approach any
office staff for
availability of
production
support
material/s
needed.

1.1

The assisting
technician
will check the
availability of
the
production
support
materials.

Upon,
availability of
the needed
production
support
materials, the
technician
concern will
release the
needed

None

5 minutes

Rice Technician
Office of the
Municipal
Agriculturist

Corn Technician
Office of the
Municipal
Agriculturist

HVCDP
Technician
Office of the

Municipal
Agriculturist




materials Fishery
right away. Technician
Office of the

1.3 If the needed Municipal
production- Agriculturist
support
material is to Municipal
be taken Agriculturist
from the Office of the
Municipal Municipal
Demo Farm, Agriculturist
the client will
be issued
with a
Release Slip.

1.4 The
Municipal
Agriculturist
(MA) will
review &
approve the
Release Slip.

2. Upon receiving |2.1 The concern | None 5 minutes Rice Technician
the production technician Office of the
support will assist the Municipal
materials, the client in Agriculturist
client will be signing the
asked to sign acknowledge Corn Technician
the masterlist/ ment/ Office of the
acknowledgem masterlist. Municipal
ent receipt. Agriculturist

2.2 The client will
be asked to HVCDP
fill-up the Technician
Client Office of the
Satisfaction Municipal
Measuremen Agriculturist
t (CSM).

Fishery
Technician
Office of the

Municipal
Agriculturist

e




Municipal
Agriculturist
Office of the
Municipal
Agriculturist

3.

If the
production-
support
material
needed is not
available for
the meantime
and if the client
is willing to
wait, client will
be asked to
sign the
logbook
specifying the
needed
materials.

The assisting
technician
staff will
record the
client’s
information
and his/her
request and
notify the
client the
soonest
possible time
whenever the
requested
material is
available or if
the
requested
material is no
longer
feasible to be
provided.

None

5 minutes

Rice Technician
Office of the
Municipal
Agriculturist

Corn Technician
Office of the
Municipal
Agriculturist

HVCDP
Technician
Office of the

Municipal
Agriculturist

Fishery
Technician
Office of the

Municipal
Agriculturist

Municipal
Agriculturist
Office of the
Municipal

Ai riculturist




2,

PROVISION OF TECHNICAL ASSISTANCE ON CROPS,
LIVESTOCK & FISHERIES

The Office of the Municipal Agriculturist provides technical assistance on crops,
livestock, and fisheries to farmers, fisherfolk, and other stakeholders to enhance
productivity and promote sustainable agricultural practices.

This service includes the provision of expert advice, farm planning, technology
transfer, and on-site guidance to address various agricultural concerns and
challenges. It aims to improve production efficiency, support climate-resilient practices,
and strengthen the overall capacity of clients in managing their agricultural resources

effectively.

OFFICE/DIVISION

OFFICE OF THE MUNICIPAL
AGRICULTURIST

CLASSIFICATION

Simple

TYPE OF TRANSACTION

G2C - Government to Citizen

WHO MAY AVAIL

All Farmers in the Municipality of Trinidad

CHECKLIST OF
REQUIREMENTS

WHERE TO SECURE

. Client maybe required to purchase

supplemental biologics/ pesticide/
other materials needed to render
the requested services.

Agrivet/Agricultural Supply Store

approach any
office staff for
the technical
services
needed.

1.

The assisting
office staff
will ask the
vital
information
on the
technical
service/s
needed and
write this info
in the
logbook.

None

10 minutes

. The client will

Rice Technician
Office of the
Municipal
Agriculturist

Corn Technician
Office of the
Municipal
Agriculturist




HVCDP
Technician
Office of the

Municipal
Agriculturist

Fishery
Technician
Office of the

Municipal
Agriculturist

Artificial
Insemination
Technician
Office of the
Municipal
Agriculturist

Municipal
Agriculturist
Office of the
Municipal
Agriculturist

Upon receiving
the production

support
materials, the
client will be

asked to sign
the masterlist/
acknowledgem
ent receipt.

The assisting
staff will
assist the
client in filling
up the
service
request slip.

None

5 minutes

Rice Technician

Office of the
Municipal

Agriculturist

Corn Technician

Office of the
Municipal
Agriculturist

HVCDP
Technician
Office of the

Municipal
Agriculturist




Fishery
Technician
Office of the

Municipal
Agriculturist

Artificial
Insemination
Technician
Office of the
Municipal
Agriculturist

Municipal
Agriculturist
Office of the
Municipal
Agriculturist

3. Client will be

instructed on
what to do
before arrival
of the concern
technician.

3.1

3.2

3.3

The assisting
staff shall
give
instructions
to the client.

The MA shall
approve the
request,
direct and
dispatch the
technician
concern to
the area of
the
requesting
client.

The
technician
concern shall
render the
technical
services
needed and

None

5 minutes

Rice Technician

Office of the
Municipal

Agriculturist

Corn Technician

Office of the
Municipal

Agriculturist

HVCDP
Technician
Office of the

Municipal
Agriculturist

Fishery
Technician
Office of the

Municipal
Agriculturist




3.4

additional
instructions.

If the
concern
technician is
not available,
the municipal
agriculturist
may opt to
assign other
person
equally
capable of
rendering the
services or
she may opt
to schedule
the
requested
services on
the
succeeding
day/s
depending
the urgency
of the
requested
services.

Artificial
Insemination
Technician
Office of the
Municipal
Agriculturist

Municipal
Agriculturist
Office of the
Municipal
Agriculturist




3. UPGRADING OF LARGE ANIMAL BREED THRU ARTIFICIAL
INSEMINATION

The Office of the Municipal Agriculturist provides Artificial Insemination (Al)
services to farmer-raisers for large animals, particularly cattle and carabaos,
aimed at improving breed quality, genetic potential, and overall productivity.

This service is offered free of charge and includes estrus synchronization,
pregnancy diagnosis, and flushing, to ensure higher success rates and
better herd management.

The program is implemented in collaboration with the Office of the Provincial
Veterinarian, the Philippine Carabao Center, the National Dairy Authority,
and the Local Government Unit of Trinidad, as part of its continuing efforts to
support livestock development, increase farmers’ income, and promote
sustainable agricultural practices.

OFFICE OF THE MUNICIPAL
Simple
G2C - Government to Citizen

All Large Animals Raisers in the Municipality
of Trinidad

OFFICE/DIVISION

CLASSIFICATION
TYPE OF TRANSACTION
WHO MAY AVAIL

CHECKLIST OF WHERE TO SECURE
REQUIREMENTS

1. Chute/Improvised chute "ipitan”

To be built by the requesting party if there is no
available chute in the area

1. Theclientwill |1. The assisting | None 5 minutes Municipal
approach any office staff Agriculturist
office staff for will ask the Office of the
the technical vital Municipal
services information Agriculturist
needed. on the

technical
service/s
needed and
write this info




in the Artificial
logbook. Insemination
Technician
Office of the
Municipal
Agriculturist
Clientwillbe |2. The assisting | None 5 minutes Municipal
asked to sign staff will Agriculturist
the service assist the Office of the
request slip client in filling Municipal
and the client’s up the Agriculturist
logbook. service
request slip. Artificial
Insemination
Technician
Office of the
Municipal
Agriculturist
Client willbe |3. The assisting | None 2 hours Municipal
instructed on staff shall Agriculturist
what to do give Office of the
before arrival instructions Municipal
of the to the client. Agriculturist
technician.
Artificial
Insemination
Technician
Office of the
Municipal

Ai riculturist




AGRI-FISHERY INSURANCE APPLICATION OF FARMERS /
FISHERFOLK UNDER PCIC PROGRAM

The Office of the Municipal Agriculturist facilitates the application of agri-
fishery insurance for farmers and fisherfolk under the Philippine Crop
Insurance Corporation (PCIC) Program. It serves as the local coordinating
office for processing and endorsing insurance applications within the
municipality.

Qualified beneficiaries, including those registered under the Registry System
for Basic Sectors in Agriculture (RSBSA) and the National Coconut
Farmers Registry System (NCFRS), may avail of various insurance products
offered by PCIC, covering crops, livestock, and fisheries.

This service aims to provide financial protection and risk mitigation against
losses caused by natural disasters, pests, diseases, and other unforeseen
events affecting agricultural production.

OFFICE/DIVISION OFFICE OF THE MUNICIPAL
AGRICULTURIST

CLASSIFICATION Simple
TYPE OF TRANSACTION G2C - Government to Citizen
WHO MAY AVAIL Qualified RSBSA registered Farmers and

Fisherfolk and Qualified NCFRS registered
Coconut Farmers in the Municipality of
Trinidad

CHECKLIST OF WHERE TO SECURE
REQUIREMENTS

A. FOR RICE, CORN, HIGH
VALUE CROPS INSURANCE
PROGRAM

1.

Photocopy of RSBSA Stub

(back to back) — 1 copy only Client concerned

2.

Photocopy of Valid ID (back

to back) — 1 copy only Client concerned

*Insuring farmer will be
required to have his/her own
copy of the filled-up

l
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application form for his/her
reference.

B. FOR LIVESTOCK
INSURANCE PROGRAM

copy only

1. Photocopy of RSBSA Stub — 1

Client concerned

2. Photocopy Valid ID (back to
back) — 1 copy only

Client concerned

3. Photocopy of animal
ownership for large animal — 1
copy only, or

Client concerned / Municipal Treasurer’s Office
(for new applicant)

4. Barangay Certificate
containing the required details
of the animals to be insured

Barangay Hall of Residency

1. The client will
approach any
office staff for
the type of
insurance
program to be
applied.

1.1

1.2

1.3

The assisting
staff will
assist the
client if
he/she is
qualified/eligi
ble to the
program.

If qualified,
the assisting
staff will ask
the client if
he/she bring
the required
documents.

If the
required
documents
are
complete,
application
will proceed.

None

5 minutes

Rice Technician
Office of the
Municipal
Agriculturist

Corn Technician
Office of the
Municipal
Agriculturist

HVCDP
Technician
Office of the

Municipal
Agriculturist

Municipal
Agriculturist
Office of the
Municipal
Agriculturist




Client will be
asked to fill up
the insurance
application
form.

2.1

2.2

23

The assisting
staff will
provide the
application
form to the
client. The
client may
opt tofill it up
on his/her
own or may
ask for
assistance in
filling up the
form.

The assisting
staff will then
review the
application
and the
requirements

If found
completed,
the assisting
staff will then
require the
client to have
his/her copy
of the
application
and the staff
will receive
the
application
right away.

None

10 minutes

Rice Technician
Office of the
Municipal
Agriculturist

Corn Technician
Office of the
Municipal
Agriculturist

HVCDP
Technician
Office of the

Municipal
Agriculturist

Municipal
Agriculturist
Office of the
Municipal
Agriculturist




2.4 The assisting
staff will give
instructions
on when and
how to file for
indemnity
claim in case
of loss/
damages.




ISSUANCE OF ANIMAL HEALTH INSPECTION CERTIFICATE

The Office of the Municipal Agriculturist provides animal health inspection
services for animals intended for shipment or transport within and outside the

Province of Bohol.

All animals must undergo proper inspection to ensure that they are healthy and
free from diseases prior to movement. Upon compliance with the required
standards, an Animal Health Inspection Certificate is issued as a prerequisite

for transport.

This service aims to prevent the spread of animal diseases, safeguard public
health, and ensure compliance with existing veterinary and transport

regulations.

OFFICE/DIVISION

OFFICE OF THE MUNICIPAL
AGRICULTURIST

CLASSIFICATION

Simple

TYPE OF TRANSACTION

G2C - Government to Citizen

animal

WHO MAY AVAIL All
CHECKLIST OF WHERE TO SECURE
REQUIREMENTS
1. 1 original copy of the Barangay
Certificate stating the origin of the | Barangay of Origin

Official Receipt

Office of the Municipal Treasurer

The client will
approach any
office staff for
issuance of
the animal
health
inspection
certificate
needed for
transport/

1.1 The MAO

assisting
staff will look
for a
barangay
certificate
and ask
basic
information
of the client
and the

None

2 hours

Artificial
Insemination
Technician
Office of the
Municipal
Agriculturist

l
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shipment of
animal.

1.2

1.3

1.4

1.5

animal to be
shipped/
transported.

Client will be
asked to fill
up the
service
request slip
for health
inspection.

The MA shall
give the
instruction to
the client,
approve the
request,
direct and
dispatch
technician to
the area of
the
requesting
client.

Client will be
asked to
accompany
the
technician
during
inspection.

If found
healthy and
free from
diseases,
issuance of
animal health
inspection

Municipal
Agriculturist
Office of the
Municipal
Agriculturist




certificate will
follow.

The client
pays the
required fees
at the Office
of the
Municipal
Treasurer.
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The
Collection
Officer
receives the
payment and
issue Official
Receipt.

PhP 200.00
- Cattle per
head

PhP 50.00

— hog/pig
per head

PhP 50.00
— goat,
sheep, dog
and other
animals per
head

PhP 50.00 -
25 heads &
below of
Fowls and
Chicken

PhP 75.00
— 26 to 50
heads of
Fowls and
Chicken

Php 100.00
-51to 100
heads of
Fowls and
Chicken

PhP 150.00
- Above 100
heads of
Fowls and
Chicken

PhP 50.00-
Fighting
Cock (per
head)

10 Minutes

Administrative
Aide lll
Office of the
Municipal
Treasurer

OR

Administrative
Aide |
Office of the
Municipal
Treasurer

OR

Revenue
Collection Clerk
Office of the
Municipal
Treasurer




The client will
bring the
Official
Receipt and
handover the
same to the
assisting staff
and wait for
the certificate.

3.1 The assisting
staff shall
prepare the
certificate.

3.2 The
technician
and the MA
will sign the
Animal
Health
Inspection
Certificate.

3.3 The assisting
staff will then
release the
certificate.

None

15 minutes

Administrative
Aide
Office of the
Municipal
Agriculturist

Municipal
Agriculturist
Office of the
Municipal
Agriculturist







6. SLAUGHTERHOUSE SERVICES

The Office of the Municipal Agriculturist provides slaughterhouse services to
ensure that all animals intended for sale in the public market are processed in
a safe, hygienic, and sanitary manner.

All animals undergo ante-mortem and post-mortem inspections, conducted
exclusively within the slaughterhouse by authorized personnel, to ensure that
the meat is fit for human consumption, free from diseases, and protected
against contamination.

This service aims to safeguard public health, enforce food safety
standards, and ensure compliance with existing veterinary and sanitation
regulations governing meat processing and distribution.

OFFICE/DIVISION OFFICE OF THE MUNICIPAL
AGRICULTURIST

CLASSIFICATION Simple
TYPE OF TRANSACTION G2C - Government to Citizen
WHO MAY AVAIL All

CHECKLIST OF WHERE TO SECURE

REQUIREMENTS

1. Animal/s to be slaughtered shall
be already in place in the
slaughterhouse holding pen for at
least 8 hours prior to its
slaughtering for inspection &
observation purposes.

2. 1 original copy of the Barangay
Certification stating the origin of
the animal Barangay Hall

3. 1 original copy of the Certificate
of Ownership/Transfer, if
applicable Office of the Municipal Treasurer

4. 1 original copy of the Permit to
Transport/Shipping (if coming
from another municipality) Point of Origin

5. Official Receipt Office of the Municipal Treasurer

Municipal Abattoir




Client shall

present the
required
documents to
the security
guard /
watchmen on
duty at the
gate prior to
storing of
animal in the
holding pen.

1.1

1.2

The security
guard /
watchman on
duty shall
evaluate the
documents
presented by
the client.

If found
complete, the
animal/s can
then be place
in the holding
pen.

Permit Fee,
Slaughter
Fee &
Corral Fee
for
Commercia
| Purposes
(per head):

PhP 450.00
— for Cattle

PhP 300.00
— for hog

PhP 150.00
goat/sheep

PhP 60.00
All other
animals

Permit fee
&
Slaughter
Fee per
head for
Household
Consumpti
on (per
head):

PhP 300.00
carabao

PhP 250.00
cow

PhP 150.00
hogs

PhP 80.00
goat/sheep

10 minutes

Meat Inspector
Office of the
Municipal
Agriculturist

Municipal
Agriculturist
Office of the
Municipal
Agriculturist




PhP 40.00

and fit for
public
consumption,
the Ml then
shall issue a
Meat
Inspection
Certificate
and such
certificate
shall posted

other
animals
. Client shall 2.1 Meat None 8 hours Meat Inspector
wait for at least Inspector Office of the
8 hours of (MI) shall do Municipal
mandatory the ante- Agriculturist
observation mortem
period. inspection.
2.2 If found
healthy after
the lapse of
at least 8
hours, Ml
shall
recommend
for the
slaughtering
process to
proceed.
The 3.1 Meat None 2 hours Meat Inspector
registered Inspector Office of the
butcher shall shall observe Municipal
proceed with the whole Agriculturist
the procedure
slaughtering and shall do
process. the post-
mortem
inspection.
3.2 If found safe




in the meat
stall/s.

If found unfit
for public
consumption,
the MI shall
condemn the
meat.







7. ENROLLMENT AND UPDATING OF FARMERS RECORD IN
THE RSBSA

The Office of the Municipal Agriculturist conducts the continuous enroliment
and updating of farmers’ records in the Registry System for Basic Sectors in
Agriculture (RSBSA).

Qualified farmers residing in the municipality may register to ensure their
inclusion in the official database, which serves as the basis for accessing
various government agricultural programs, services, and interventions.

This service aims to maintain an accurate and updated registry of farmers,
ensuring that eligible beneficiaries are properly identified and supported
through agricultural assistance and development programs.

OFFICE/DIVISION OFFICE OF THE MUNICIPAL
AGRICULTURIST

CLASSIFICATION Simple

TYPE OF TRANSACTION G2C - Government to Citizen

WHO MAY AVAIL All Farmers in the Municipality of Trinidad
CHECKLIST OF WHERE TO SECURE

REQUIREMENTS

1. Recent 2X2 ID picture — 1 piece

Client concerned
only

2. Photocopy of valid ID — 1 copy

Client concerned
only

3. Photocopy of ownership docs — 1

copy only (for farmers tilling a lot) Client concerned

4. Additional Documents If the lot is
tenanted/lease/mortgaged:
o Authorization Letter (Sulat-
Pagtugot) from the owner
e Photocopy of Valid ID of
the owner — 1 copy only

Client concerned




. The client will

approach any
office staff for
RSBSA
Enroliment /
Updating.

1.1 The assisting
staff will ask
the client if it
is enrolment /
updating of
RSBSA
registry & will
ask the client
on the
completenes
s of the
requirements

1.2 The assisting
staff will
assist the
client in filling
up the
appropriate
form.

1.3 The assisting
staff will
review and
check the
filled-up form.

1.4 If found
complete,
For RSBSA
Enrolment,
the client will
be instructed
to have it
sign by the
his/her
Punong
Barangay
and to have it
submitted
back to the

None

10 minutes

RSBSA Encoder
Office of the
Municipal
Agriculturist

Municipal
Agriculturist
Office of the
Municipal
Agriculturist




1.5

1.6

office once
signed.

For Updating,
this
document will
be received
by the
assisting staff
immediately.

For RSBSA
enrolment,
the client will
proceed to
his/her
respective
Punong
Barangay for
signature.

Client will
submit the
signed
enrollment
form back to
the office and
receive his/her
RSBSA Stub.

21

2.2

2.3

24

The assisting
staff shall
receive the
signed
enrolment
form.

The MA shall
review and
sign the
RSBSA
Enrolment
application of
the farmer.

The assisting
staff will
provide the
RSBSA
Reference
Number.

RSBSA Stub
will then be
cut and

None

10 minutes

RSBSA Encoder

Office of the
Municipal
Agriculturist

Municipal
Agriculturist
Office of the
Municipal
Agriculturist




release to
the farmer.
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