


 

 

NAME OF SEVICE TOTAL FEES TO BE 
PAID 

TOTAL PROCESSING 
TIME 

EXTERNAL SERVICES 
1. REQUEST FOR INFORMATION, 

EDUCATION AND COMMUNICATION 
(IEC) MATERIALS 

None 10 minutes 

2. REQUEST FOR MDRRM-RELEVANT 
TRAININGS, SEMINARS AND DRILLS 

None 2 days, 5 minutes 

3. REQUEST FOR EMERGENCY 
RESPONSE 

None 10 minutes 

4. REQUEST FOR MDRRMO 
CERTIFICATION 

None 1 day, 3 minutes 

5. REQUEST FOR USE AND UTILIZATION 
OF CLOSED- CIRCUIT TELEVISION 
(CCTV) 

None 4 hours, 25 minutes 

 

 



 

 

 



 

 

REQUEST FOR INFORMATION, EDUCATION AND 
COMMUNICATION (IEC) MATERIALS 

The provision of Information, Education, and Communication (IEC) Materials is a service 
offered to individuals, organizations, and other stakeholders who require relevant and 
reliable information on Disaster Risk Reduction and Management (DRRM). 
 
Through this service, the requesting party is provided with educational and advocacy 
materials designed to increase awareness, promote preparedness, and enhance 
understanding of disaster risks, safety measures, and appropriate response actions. These 
materials support the community in building resilience and informed decision-making 
before, during, and aƞer disaster situations. 

 

OFFICE/DIVISION OFFICE OF THE MUNICIPAL DISASTER RISK 
REDCTION AND MANAGEMENT OFFICER 

CLASSIFICATION Simple  
TYPE OF TRANSACTION G2B – Government to Business 

G2C – Government to Citizen 
G2G – Government to Government 

WHO MAY AVAIL All 
 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
1. 1 original copy of request letter 

approved by the Office of the 
Municipal Mayor indicating what 
type of IEC material is needed  

Client 

 

 

 

 

 



 

 

CLIENT STEPS AGENCY ACTIONS FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit approved 
letter of request. 

1. Receipt of 
approved request 
letter and 
preparation of 
requested IEC 
materials. 

None   5 minutes 

 
JOHN MARTIN P. 

MUMAR 
Local Disaster 
Risk Reduction 

and Management 
Assistant 

Research and 
Planning Division, 

Office of the 
Municipal Disaster 

Risk Reduction 
and Management 

Officer 
 
 
 
 



 

 

2. Receipt of 
requested IEC 
materials. 

2. Release of the 
requested IEC 
materials. 

None   5 minutes 

 
JOHN MARTIN P. 

MUMAR 
Local Disaster 
Risk Reduction 

and Management 
Assistant 

Research and 
Planning Division, 

Office of the 
Municipal Disaster 

Risk Reduction 
and Management 

Officer 
TOTAL  None 10 minutes  

 

 

 

 

 

 

 

 

 

 

 

 



 

 

REQUEST FOR MDRRM-RELEVANT TRAININGS, SEMINAR 
AND DRILLS 

This service facilitates the provision and conduct of trainings, seminars, and drills related 
to Municipal Disaster Risk Reduction and Management (MDRRM) for individuals, 
barangays, organizations, and other stakeholders within the municipality. 
 
Through this service, participants are equipped with the appropriate knowledge, skills, 
and competencies necessary for disaster preparedness, response, mitigation, and recovery. 
The activities are designed to enhance awareness, coordination, and practical response 
capabilities during emergency situations. 

 

OFFICE/DIVISION OFFICE OF THE MUNICIPAL DISASTER RISK 
REDCTION AND MANAGEMENT OFFICER 

CLASSIFICATION Simple  
TYPE OF TRANSACTION G2B – Government to Business 

G2C – Government to Citizen 
G2G – Government to Government 

WHO MAY AVAIL All 
 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
1. 1 original request letter approved 

by the Office of the Municipal 
Mayor indicating what type of 
Training, Seminar or Drill to be 
conducted   

Client 

 

 

 

 

 



 

 

CLIENT STEPS AGENCY ACTIONS FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit 
approved 
letter of 
request. 

1. Receipt of 
approved request 
letter. 

None   5 minutes 

 
JOHN KENNITH 

B. CAJES 
Local Disaster 
Risk Reduction 

and Management 
Assistant 

Training and 
Administration 

Division, Office of 
the Municipal 
Disaster Risk 
Reduction and 
Management 

Officer 
 
 
 
 



 

 

2. Client will be 
advised to wait 
for the final 
arrangement of 
the request 
through phone 
call, e-mail, text 
messaging or 
chat through FB 
messenger. 

2. The Training and 
Administration 
Division will 
coordinate with the 
client and provide 
the schedule and 
relevant details for 
trainings, 
seminars, drills, 
and other DRRM-
related services. 

None   1 day 

 
JOHN KENNITH 

B. CAJES 
Local Disaster 
Risk Reduction 

and Management 
Assistant 

Training and 
Administration 

Division, Office of 
the Municipal 
Disaster Risk 
Reduction and 
Management 

Officer 
 
 
 
 
 
 



 

 

3. Attend the 
scheduled 
training. 

3. Facilitate and 
deliver the training 
activity. 

None   1 day 

 
JOHN KENNITH 

B. CAJES 
Local Disaster 
Risk Reduction 

and Management 
Assistant 

Training and 
Administration 

Division, Office of 
the Municipal 
Disaster Risk 
Reduction and 
Management 

Officer 
TOTAL  None 2 days, 5 

minutes 
 

 

 

 

 

 

 

 

 

 

 



 

 

REQUEST FOR EMERGENCY RESPONSE 
This service ensures the provision of immediate and timely emergency response to any 
reported incident within the municipality in order to preserve life, protect property, and 
ensure the safety and well-being of the general public. 
 
Upon receipt of a request or report, the concerned office promptly mobilizes its emergency 
response team, equipment, and resources to address situations such as accidents, 
disasters, and other emergencies. Coordination with relevant agencies and responders is 
also undertaken to ensure an organized, efficient, and effective response. 
 
This service aims to deliver rapid, reliable, and responsive emergency assistance, in 
accordance with established protocols and standards for disaster risk reduction and 
emergency management. 

 

OFFICE/DIVISION OFFICE OF THE MUNICIPAL DISASTER RISK 
REDCTION AND MANAGEMENT OFFICER 

CLASSIFICATION Simple  
TYPE OF TRANSACTION G2B – Government to Business 

G2C – Government to Citizen 
G2G – Government to Government 

WHO MAY AVAIL All 
 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
NONE N/A 

 

 

 

 

 

 

 



 

 

CLIENT STEPS AGENCY ACTIONS FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Call thru 
Hotline 
numbers/ 
Radio base 
System of the 
MDRRMO 
Operation 
Center/ 
TREAT. 

1. Answer call or 
incident report 
asking for the 
following 
information and 
relay the 
information to the 
MDRRMO 
Operation and 
Warning Division: 
 Nature of 

Emergency/ 
Type of 
Incident 

 Caller’s 
Information  

 Location of the 
Incident. 

None   1 minute 

 
NILO V. 

GOYENECHE 
Local Disaster 
Risk Reduction 

and Management 
Assistant 

Operation and 
Warning Division, 

Office of the 
Municipal Disaster 

Risk Reduction 
and Management 

Officer 
 

2. Walk- in 
informants. 

2.1 Dispatch rescue 
team to the scene/ 
area. 

 
2.2 Asking for the 

following 
information: 

 
 Nature of 

Emergency/ 
Type of 
Incident  

 Location of the 
Incident  

None   4 minutes 



 

 

 Individual 
affected and 
status 

 Walk- in 
informants’ 
information 

 2.3 Mobilization of the 
assigned 
Emergency 
Response team 
towards the 
identified location 
of the incident. 

None   5 minutes 

 
NILO V. 

GOYENECHE 
Local Disaster 
Risk Reduction 

and Management 
Assistant 

Operation and 
Warning Division, 

Office of the 
Municipal Disaster 

Risk Reduction 
and Management 

Officer 
TOTAL  None 10 minutes  

 

 

 

 

 

 



 

 

REQUEST FOR MDRRMO CERTIFICATION 
This service involves the issuance of an MDRRMO Certification to Barangays for purposes 
of their Annual Investment Plan (AIP) and other related requirements. 
 
Through this service, the Municipal Disaster Risk Reduction and Management Office 
(MDRRMO) reviews and verifies submitted documents, plans, or activities of the requesting 
Barangay to ensure compliance with Disaster Risk Reduction and Management (DRRM) 
policies, standards, and guidelines. 

 

OFFICE/DIVISION OFFICE OF THE MUNICIPAL DISASTER RISK 
REDCTION AND MANAGEMENT OFFICER 

CLASSIFICATION Simple  
TYPE OF TRANSACTION G2C – Government to Citizen 
WHO MAY AVAIL All barangays in the Municipality of Trinidad 

 
CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. 1 original copy of the Annual 
Investment Plan 

Client 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

CLIENT STEPS AGENCY ACTIONS FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit 
approved 
Annual 
Investment 
Plan. 

1. Receipt of 
approved Annual 
Investment Plan. 

None   1 minute 

 
JOHN MARTIN P. 

MUMAR 
Local Disaster 
Risk Reduction 

and Management 
Assistant 

Research and 
Planning Division, 

Office of the 
Municipal Disaster 

Risk Reduction 
and Management 

Officer 
 
 
 
 



 

 

2. Client will be 
advised to 
wait for the 
approval of 
the request 
through phone 
call, e- mail 
text 
messaging or 
Chat. 

2.1 Review of 
Annual 
Investment 
Plan. 

None   1 day 

 
JOHN MARTIN P. 

MUMAR 
Local Disaster 
Risk Reduction 

and Management 
Assistant 

Research and 
Planning Division, 

Office of the 
Municipal Disaster 

Risk Reduction 
and Management 

Officer 
 2.2 Verification and 

signing of 
certification. 

None   1 minute 

 
MARCELO A. 

EMPLEO 
Local Disaster 
Risk Reduction 

and Management 
Officer 



 

 

Office of the 
Municipal Disaster 

Risk Reduction 
and Management 

Officer 
3. Receipt of the 

certification. 
3. Release of the 

MDRRMO 
Certification 
requested. 

None   1 minute 

 
JOHN MARTIN P. 

MUMAR 
Local Disaster 
Risk Reduction 

and Management 
Assistant 

Research and 
Planning Division, 

Office of the 
Municipal Disaster 

Risk Reduction 
and Management 

Officer 
TOTAL  None 1 day, 3 

minutes 
 

 

 

 

 

 

 



 

 

REQUEST FOR USE AND UTILIZATION OF CLOSED- CIRCUIT 
TELEVISION (CCTV) 

This service governs the request, use, and utilization of Closed-Circuit Television (CCTV) 
systems to support the security, safety, and well-being of constituents by aiding in the 
prevention and monitoring of criminality, lawlessness, and traffic-related incidents within 
the municipality. 
 
The use of CCTV is strictly limited to public spaces and is implemented in accordance with 
applicable laws, policies, and guidelines, ensuring respect for every individual’s 
fundamental right to privacy. Appropriate safeguards are established to prevent 
unauthorized access, viewing, reproduction, or disclosure of recorded footage. 

 

OFFICE/DIVISION OFFICE OF THE MUNICIPAL DISASTER RISK 
REDCTION AND MANAGEMENT OFFICER 

CLASSIFICATION Simple  
TYPE OF TRANSACTION G2B – Government to Business 

G2C – Government to Citizens 
G2G – Government to Government 

WHO MAY AVAIL All  
 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
1. 1 original copy of the Letter of 

Request approved by the Office of 
the Mayor with Police Blotter   

 
Client- OPCEN 

 

 

 

 

 

 

 



 

 

CLIENT STEPS AGENCY ACTIONS FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit formal 
letter of 
request and 
requirements. 

1.1 Receive and  
check 
completeness of 
documents. 

 
1.2 Proceed for 

viewing 
 
1.3 If client request a 

copy, instruct 
client to pay the 
required fee and 
bring their own 
storage devise 
(USB). 

None   4 hours 

 
DIONILO V. ABAY 

Computer 
Operator 

Office of the 
Municipal Disaster 

Risk Reduction 
and Management 

Officer 
2. If client pay 

the required 
fees. 

2. The Collection 
Officer receives 
the payment and 
issue Official 
Receipt. 

PhP 200.00 per 
camera  
(video soft copy 
 
Still picture  
PhP 20.00 per 
picture 

10 minutes 

 
MARICEL C. 

REVILLA 
Administrative 

Aide III 
Office of the 

Municipal 
Treasurer 

 



 

 

OR 
 

 
JOSEPH N. 
BALONGA 

Administrative 
Aide I 

Office of the 
Municipal 
Treasurer 

 
OR 

 

 
MARIALY P. 

BALUCA 
Revenue 

Collection Clerk 
Office of the 

Municipal 
Treasurer 



 

 

3. Client claim 
the requested 
copy of the 
video/picture. 

3. The computer 
operator release 
the requested files 
to the client. 

None   5 minutes 

 
DIONILO V. ABAY 

Computer 
Operator 

Office of the 
Municipal Disaster 

Risk Reduction 
and Management 

Officer 
TOTAL  None 4 hours, 25 

minutes 
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