


 

 

NAME OF SEVICE TOTAL FEES TO BE 
PAID 

TOTAL PROCESSING 
TIME 

EXTERNAL SERVICES 
1. ANNUAL BUDGET PREPARATION AND 

SUBMISSION 
None 110 days 

 
Annual Budget 
Preparation and 
Submission is 
covered under 2023 
Budget Operation 
Manual for LGUs 
Budget Circular No. 
152 dated August 2, 
2023 of the 
Department of 
Budget and 
Management (DBM) 
in conformity with 
RA 7160. 

2. REVIEW OF BARANGAY 
ANNUAL/SUPPLEMENTAL BUDGET 

None 44 days, 3 minutes 
 
Annual Budget 
Preparation and 
Submission is 
covered under 
Budget Circular of 
the Department of 
Budget and 
Management (DBM) 
in conformity with 
RA 7160. 



 

 

3. REVIEW OF SANNGGUNIANG 
KABATAAN (SK) ANNUAL/ 
SUPPLEMENTAL BUDGET 

None 50 days, 3 minutes 
 
Sangguniang 
Kabataan Annual 
Budget Preparation 
and Submission is 
covered under 
Budget Circular of 
the Department of 
Budget and 
Management (DBM) 
in conformity with 
RA 7160. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 



 

 

ANNUAL BUDGET PREPARATION AND 
SUBMISSION 

This service covers the preparation and submission of the Annual 
Budget of the Local Government Unit (LGU), which is the initial phase of 
the local budget process. 
 
It involves the estimation of costs for Programs, Projects, and 
Activities (PPAs) and the preparation of budget proposals by all 
departments and offices. The Heads of Offices/Departments are 
responsible for preparing and submitting their respective budget 
proposals based on their operational requirements and priorities. 
 
The Municipal Budget Officer reviews, evaluates, and consolidates all 
submitted budget proposals to ensure alignment with the LGU’s 
development plans, policies, and available financial resources. The 
consolidated budget is then finalized for submission to the appropriate 
authorities for further review and approval, in accordance with existing 
budgeting rules, regulations, and timelines. 
 

 

OFFICE/DIVISION OFFICE OF THE MUNICIPAL BUDGET OFFICER 
CLASSIFICATION Highly Technical 
TYPE OF TRANSACTION G2G - Government to Government 
WHO MAY AVAIL All LGU-Trinidad Department Heads, NGAs 

personnel assigned, and Civil Society Organization 
(CSO's) 



 

 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Local Budget Preparation Form 1, 
2 original copies 

Office of the municipal Budget Officer, Office of the 
Municipal Accountant, Office of the Municipal 
Treasurer 

2. Local Budget Preparation Form 2, 
2 original copies All Department Heads, LGU-Trinidad 

3. Local Budget Preparation Form 2a, 
2 original copies 

All Department Heads, LGU-Trinidad 

4. Local Budget Preparation Form 3, 
2 original copies 

All Department Heads, LGU-Trinidad 

5. Local Budget Preparation Form 3a, 
2 original copies 

All Department Heads, LGU-Trinidad 

6. Local Budget Preparation Form 4, 
2 original copies 

All Department Heads, LGU-Trinidad 

7. Local Budget Preparation Form 5, 
2 original copies Officer of the Municipal Budget Officer 

8. Local Budget Preparation Form 6, 
2 original copies 

Officer of the Municipal Budget Officer 

9. Local Budget Preparation Form 7, 
2 original copies 

Officer of the Municipal Budget Officer 

10. Project Procurement Management 
Plan (PPMP), 2 original copies All Department Heads, LGU-Trinidad 

11. Project Proposal/POW/Cost 
Estimates, 2 original copies 

Office of the Municipal Engineer/ All Department 
Heads, LGU-Trinidad 

12. Work and Financial Plan, 2 original 
copies All Department Heads, LGU-Trinidad 

13. Gender and Development Plan, 1 
original copy GAD Focal Point 

14. Local Disaster Risk Reduction 
Management Plan, 1 original copy 

Office of the Municipal Disaster Risk Reduction 
and Management Officer 



 

 

15. Local Climate Change Action Plan, 
1 original copy 

Office of the Municipal Planning and Development 
Coordinator/ Office of the Municipal Disaster Risk 
Reduction and Management Officer 

16. Peace and Order Plan, 1 original 
copy MLGOO/MPOC 

17. Local Nutrition Action Plan, 1 
original copy Office of the Municipal Health Officer 

18. Annual Cultural Development 
Plan, 1 original copy Culture and Arts Council 

19. Indicative Annual Procurement 
Plan, 1 original copy BAC Secretariat 

20. List of PPAs for Senior Citizens and 
Person with Disabilities, 1 original 
copy 

Office of the Municipal Social Welfare and 
Development Officer 

21. List of PPAs for the Local Council 
for the Protection of Children, 1 
original copy 

MSWD Office 

22. List of PPAs to Combat Acquired 
Immune Deficiency Syndrome 
(AIDS) , 1 original copy 

Office of the Municipal Social Welfare and 
Development Officer 

23. List of PPAs to Address the 
Problem of Illegal Drugs, 1 original 
copy 

Municipal Anti-Drugs Council/MADAC 

24. Local Youth Development Plan SK Federation President/LYDO 
 

 

 

 

 

 

 



 

 

CLIENT STEPS AGENCY ACTIONS FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Received the 
issuance of 
Budget Call 
from the Local 
Chief 
Executive. 

1. Disseminate the 
Budget Call 
memorandum 

None 1 day 

 
MEDINA B. 

MACUA 
Municipal Budget 

Officer 
Office of the 

Municipal Budget 
Officer 

2. Prepare 
Budget 
proposals 
using the 
different Local 
Budget 
preparation 
forms. 

2. Prepare and ready 
the availability of 
different LBP Form 
and provide 
technical 
assistance. 

 None 30 days 

 
Respective 
Department 

Heads 
LGU-Trinidad, 

Bohol 
 



 

 

3. Submit the 
Budget 
Proposal to the 
Municipal 
Budget Office, 
attach with the 
different 
requirements 
as required. 

3.1 Stamp Received 
budget proposals 
of different 
department/ 
Offices with 
complete 
attachment of LBP 
Forms. 

 

None 1 day 

 
MEDINA B. 

MACUA 
Municipal Budget 

Officer 
Office of the 

Municipal Budget 
Officer 

 3.2 Consolidate and 
review the budget 
proposals of 
different 
department/ 
Offices. 

 

None 30 days 

 
MEDINA B. 

MACUA 
Municipal Budget 

Officer 
Office of the 

Municipal Budget 
Officer 

 
 
 



 

 

4. Attend, 
participate 
and defend 
budget 
proposal of 
concern 
department 

4.1 Assist and Conduct 
Technical Budget 
Hearing. 

 

None 15 days 

 
ENGR. MARVIS G. 

DELLOSA 
Municipal 

Planning and 
Development 
Coordinator 
Office of the 

Municipal Planning 
and Development 

Coordinator 
 

 
MEDINA B. 

MACUA 
Municipal Budget 

Officer 
Office of the 

Municipal Budget 
Officer 

 



 

 

 
SHERYL D. CELO 

Municipal 
Accountant 
Office of the 

Municipal 
Accountant 

 

 
EVELYN P. 
RESANE 
Municipal 
Treasurer 

Office of the 
Municipal 
Treasurer  



 

 

 4.2 Prepare the Local 
Expenditures 
program (LEP) and 
Budget 
Expenditures and 
Sources of 
Financing (BESF). 

 

None 15 days 

 
MEDINA B. 

MACUA 
Municipal Budget 

Officer 
Office of the 

Municipal Budget 
Officer  

 4.3 Prepare Local 
Chief Executive 
Message. 

 

None 2 days 

 
MEDINA B. 

MACUA 
Municipal Budget 

Officer 
Office of the 

Municipal Budget 
Officer  



 

 

 4.4 Finalization of all 
local budget 
preparation form to 
support the 
Executive Budget. 

 

None 15 days 

 
MEDINA B. 

MACUA 
Municipal Budget 

Officer 
Office of the 

Municipal Budget 
Officer  

 4.5 Submission of 
Executive Budget 
to the Sangguniang 
Bayan. 

 

None 1 day 

 
MEDINA B. 

MACUA 
Municipal Budget 

Officer 
Office of the 

Municipal Budget 
Officer  

TOTAL None 110 days 
 

Annual 
Budget 

 



 

 

Preparation 
and 

Submission 
is covered 

under 2023 
Budget 

Operation 
Manual for 

LGUs Budget 
Circular No. 

152 dated 
August 2, 

2023 of the 
Department 

of Budget 
and 

Managemen
t (DBM) in 

conformity 
with RA 

7160. 
 

 

 

 

 

 

 

 

 

 

 



 

 

REVIEW OF BARANGAY 
ANNUAL/SUPPLEMENTAL BUDGET 

This service involves the review of the Barangay Annual and 
Supplemental Budgets, which constitutes the third (3rd) phase of the 
barangay budget process. 
 
The primary purpose of the review is to determine whether the 
Appropriation Ordinance complies with the budgetary requirements, 
general limitations, and provisions set forth under the Local 
Government Code and other applicable laws, rules, and regulations. 
 
Through this process, the concerned office evaluates the submitted 
budget documents to ensure that expenditures are properly allocated, 
lawful, and within prescribed limits, and that mandatory 
appropriations and statutory obligations are duly provided. Any 
deficiencies or inconsistencies identified during the review are 
communicated to the concerned barangay for appropriate action and 
compliance. 
 

 

OFFICE/DIVISION OFFICE OF THE MUNICIPAL BUDGET OFFICER 
CLASSIFICATION Highly Technical 
TYPE OF TRANSACTION G2G - Government to Government 
WHO MAY AVAIL Barangay Officials 

 
 



 

 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
1. Transmittal Letter, 3 Sets (1 

original copy, 2 certified 
photocopies) 

Barangay Government concerned 

2. Appropriation Ordinance, 3 Sets (1 
original copy, 2 certified 
photocopies) 

Barangay Government concerned 

3. Brgy Budget Pre Form 01, 3 Sets (1 
original copy, 2 certified 
photocopies) 

Barangay Government concerned 

4. Brgy Budget Pre Form 02, 3 Sets (1 
original copy, 2 certified 
photocopies) 

Barangay Government concerned 

5. Brgy Budget Pre Form 2a, 3 Sets (1 
original copy, 2 certified 
photocopies) 

Barangay Government concerned 

6. Brgy Budget Pre Form 03, 3 Sets (1 
original copy, 2 certified 
photocopies) 

Barangay Government concerned 

7. Brgy Budget Pre Form 04, 3 Sets (1 
original copy, 2 certified 
photocopies) 

Barangay Government concerned 

8. Annual Investment Plan, 3 Sets (1 
original copy, 2 certified 
photocopies) 

Barangay Government concerned 

9. BDC Resolution (AIP) , 3 Sets (1 
original copy, 2 certified 
photocopies) 

Barangay Government concerned 

10. Brgy Council Resolution(AIP) , 3 
Sets (1 original copy, 2 certified 
photocopies) 

Barangay Government concerned 



 

 

11. 5%  BDRRM Fund Work & Financial 
Plan , 3 Sets (1 original copy, 2 
certified photocopies) 

Barangay Government concerned 

12. BDRRMC resolution, 3 Sets (1 
original copy, 2 certified 
photocopies) 

Barangay Government concerned 

13. BDC Resolution, 3 Sets (1 original 
copy, 2 certified photocopies) 

Barangay Government concerned 

14. Brgy Council Resolution, 3 Sets (1 
original copy, 2 certified 
photocopies) 

Barangay Government concerned 

15. GAD PLAN, 3 Sets (1 original copy, 
2 certified photocopies) 

Barangay Government concerned 

 

CLIENT STEPS AGENCY ACTIONS FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit the 3 
sets of 
Barangay 
Annual 
/Supplemental 
Budget. 

1.1 The receiving 
personnel will 
stamp received the 
documents. 

None 20 minutes 

 
VERCELYN N. 

BACQUIAL 
Administrative 

Aide 
Office of the 

Municipal Budget 
Officer 

 

 1.2 Conduct 
initial/preliminary 
review of the 
completeness of 
the documents and 
forward to 
Municipal Budget 
Officer. 

None 5 days 



 

 

 1.3 The Municipal 
Budget Officer 
conduct 
revalidation and 
final review of the 
submit barangay 
budget. 

 None 15 days  

 
MEDINA B. 

MACUA 
Municipal Budget 

Officer 
Office of the 

Municipal Budget 
Officer 

 1.4 In case the 
submitted budget is 
complete, the MBO 
will prepare a 
Review Letter 
stating her findings 
and 
recommendations. 

 None 3 days 

 1.5 Forward to the 
Office 
Sangguniang 
Bayan Secretary 
the barangay 
budget with 
attachment of 
Review Letter of 
MBO. 

 None 1 day 

 1.6 In case the 
submitted budget 
has deficiency, the 
MBO will call the 
attention of the 
Barangay Officials 
concerned for 
compliance. 

 None 1 day 



 

 

2. The barangay 
officials 
concern will 
report to the 
Office of the 
Municipal 
Budget Officer 
to verify and 
comply the 
deficiency/ies. 

2. The MBO will 
officially informed 
the barangay 
official, that the 
counting of number 
of days for review 
period is stop until 
the said deficiency 
is complied. 

 None 1 day 

 
MEDINA B. 

MACUA 
Municipal Budget 

Officer 
Office of the 

Municipal Budget 
Officer  

3. Resubmit the 3 
sets of 
Barangay 
Annual 
/Supplemental 
Budget. 

3.1 The municipal 
budget officer 
conduct a final re-
assessment of the 
submit barangay 
budget. 

 

None 15 days  

 
MEDINA B. 

MACUA 
Municipal Budget 

Officer 
Office of the 

Municipal Budget 
Officer 

 3.2 In case the 
resubmitted 
budget is 
complete, the 
MBO will prepare 
a Review Letter 
stating her 
findings and 
recommendations. 

 

None 2 days 

 3.3 Forward to the 
Office 
Sangguniang 

None 2 days 



 

 

Bayan Secretary 
the barangay 
budget with 
attachment of 
Review Letter of 
MBO. 

 
TOTAL None 44 days, 3 

minutes 
 

Annual 
Budget 

Preparation 
and 

Submission 
is covered 

under 
Budget 

Circular of 
the 

Department 
of Budget 

and 
Managemen

t (DBM) in 
conformity 

with RA 
7160. 

 

 

 

 

 

 



 

 

REVIEW OF SANNGGUNIANG KABATAAN 
(SK) ANNUAL/ SUPPLEMENTAL BUDGET 

This service covers the review of the Sangguniang Kabataan (SK) 
Annual and Supplemental Budgets, which is the third (3rd) phase of 
the SK budget process. 
 
The primary purpose of this review is to determine whether the SK 
Appropriation Ordinance/Resolutions comply with the budgetary 
requirements, general limitations, and provisions prescribed under 
existing laws, including the Local Government Code and other applicable 
rules and regulations. 
 
Through this process, the reviewing office ensures that the proposed 
budget is lawful, properly allocated, and within prescribed limits, and 
that mandatory appropriations are adequately provided. Any noted 
deficiencies, inconsistencies, or non-compliance are communicated to 
the concerned SK officials for appropriate revision and compliance. 
 

 

OFFICE/DIVISION OFFICE OF THE MUNICIPAL BUDGET OFFICER 
CLASSIFICATION Highly Technical 
TYPE OF TRANSACTION G2G - Government to Government 
WHO MAY AVAIL Barangay SK Officials 

 
 
 



 

 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
1. Transmittal Letter, 3 Sets (1 

original copy, 2 certified 
photocopies) 

Sangguniang Kabataan concerned 

2.  SK Budget Message Sangguniang Kabataan concerned 
3. SK Resolution approving the 

Budget, 3 Sets (1 original copy, 2 
certified photocopies) 

Sangguniang Kabataan concerned 

4. Certified Statement of Income,3 
Sets (1 original copy, 2 certified 
photocopies) 

Barangay Treasurer, Municipal Treasurer, 
Municipal Accountant and Punong Barangay 
 

5. Certification, 3 Sets (1 original 
copy, 2 certified photocopies Barangay Treasurer 

6. SK Budget Preparation Form No.1, 
3 Sets (1 original copy, 2 certified 
photocopies 

Sangguniang Kabataan concerned 

7. SK Budget Preparation Form No.2, 
3 Sets (1 original copy, 2 certified 
photocopies 

Sangguniang Kabataan concerned 

8.  SK Budget Preparation Form No.3, 
3 Sets (1 original copy, 2 certified 
photocopies SK Personnel 
Schedule 

Sangguniang Kabataan concerned 

9. ABYIP -SK , 3 Sets (1 original copy, 
2 certified photocopies) Sangguniang Kabataan concerned 

 

 

 

 

 

 



 

 

CLIENT STEPS AGENCY ACTIONS FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit the 3 
sets of 
Sangguniang 
Kabataan 
Annual 
/Supplemental 
Budget. 

1.1 The receiving 
personnel will 
stamp received the 
documents. 

None 20 minutes 

 
VERCELYN N. 

BACQUIAL 
Administrative 

Aide 
Office of the 

Municipal Budget 
Officer 

 1.2 Conduct 
initial/preliminary 
review of the 
completeness of 
the documents and 
forward to 
Municipal Budget 
Officer. 

None 5 days 

 1.3 The Municipal 
Budget Officer 
conduct 
revalidation and 
final review of the 
submit SK Annual 
budget. 

 None 15 days  

 
MEDINA B. 

MACUA 
Municipal Budget 

Officer 
Office of the 

Municipal Budget 
Officer 

 1.4 In case the 
submitted budget is 
complete, the MBO 
will prepare a 
Review Letter 
stating her findings 
and 
recommendations. 

 None 3 days 

 1.5 Forward to the 
Office 

 None 1 day 



 

 

Sangguniang 
Bayan Secretary 
the barangay 
budget with 
attachment of 
Review Letter of 
MBO. 

 1.6 In case the 
submitted budget 
has deficiency, the 
MBO will call the 
attention of the SK 
Officials concerned 
for compliance. 

 None 1 day 

2. The SK 
officials 
concern will 
report to the 
Office of the 
Municipal 
Budget Officer 
to verify and 
comply the 
deficiency/ies. 

2. The MBO will 
officially informed 
the SK official, that 
the counting of 
number of days for 
review period is 
stop until the said 
deficiency is 
complied. 

 None 1 day 

 
MEDINA B. 

MACUA 
Municipal Budget 

Officer 
Office of the 

Municipal Budget 
Officer 

 
 
 
 
 



 

 

3. Resubmit the 3 
sets of 
Barangay SK 
Annual 
/Supplemental 
Budget. 

3.1 The municipal 
budget officer 
conduct a final re-
assessment of the 
submit SK Annual/ 
Supplemental 
budget. 

None 20 days 

 
MEDINA B. 

MACUA 
Municipal Budget 

Officer 
Office of the 

Municipal Budget 
Officer 

 3.2 In case the 
resubmitted 
budget is 
complete, the 
MBO will prepare 
a Review Letter 
stating her 
findings and 
recommendations. 

 

None 3 days 

 3.3 Forward to the 
Office 
Sangguniang 
Bayan Secretary 
the barangay 
budget with 
attachment of 
Review Letter of 
MBO. 

 

None 1 day 

TOTAL None 50 days, 3 
minutes 

 
Sangguniang 

Kabataan 
Annual 
Budget 

Preparation 

 



 

 

and 
Submission is 
covered under 

Budget 
Circular of the 

Department 
of Budget and 
Management 

(DBM) in 
conformity 

with RA 7160. 
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