


 

 

NAME OF SEVICE TOTAL FEES TO BE 
PAID 

TOTAL PROCESSING 
TIME 

EXTERNAL SERVICES 
1. PROVISION OF GOVERNMENT 

FACILITIES AND EQUIPMENT 
Trinidad Cultural Center 

PhP 800.00 for 
purposes of making 
profit. 
 
PhP 500.00 for non-
profit programs or 
gatherings. 
 
PhP 35.00 for 
practice/rehearsals, 
etc. 

20 minutes 

2. PROVISION OF GOVERNMENT 
FACILITIES AND EQUIPMENT 
Tables & Chairs 
 

PhP 50.00 per table 
/ per use 
 
PhP 3.00 per chair / 
per use 

20 minutes 

3. PROVISION OF GOVERNMENT 
FACILITIES AND EQUIPMENT 
Heavy Equipment (6-Wheelers Dump 
Truck) 
 

PhP 3,500.00/8 
hours. 
 
PhP 500.00/ hour or 
any fraction 
thereof in excess of 
8 hours. 
 
Rate is excluding 
the fuel 
consumption. 
 

20 minutes 



 

 

4. PROVISION OF GOVERNMENT 
FACILITIES AND EQUIPMENT 
Heavy Equipment (10-Wheelers 
Dump Truck) 
 

PhP 7,500.00/ per 8 
hours.  
 
PhP 1,000.00/ hour 
or any fraction 
thereof in excess of 
8 hours. 
 
Rate is excluding 
the fuel 
consumption. 

20 minutes 

5. PROVISION OF GOVERNMENT 
FACILITIES AND EQUIPMENT 
Heavy Equipment (Road Grader) 

PhP 3,500.00/ hour 
or any fraction 
thereof in excess of 
1 hour 
 
Rate is excluding 
the fuel 
consumption. 

20 minutes 

6. PROVISION OF GOVERNMENT 
FACILITIES AND EQUIPMENT 
Heavy Equipment (Backhoe) 

PhP 2,500.00/ hour 
or any fraction in 
excess of 1 hour 
 
Rate is excluding 
the fuel 
consumption. 

20 minutes 

7. PROVISION OF GOVERNMENT 
FACILITIES AND EQUIPMENT 
Heavy Equipment (Road Roller) 
 

PhP 2,500.00/ hour 
or any fraction in 
excess of 1 hour 
 

20 minutes 



 

 

Rate is excluding 
the fuel 
consumption. 

8. PROVISION OF GOVERNMENT 
FACILITIES AND EQUIPMENT 
Heavy Equipment (Boom Truck) 
 

PhP 2,500.00/ hour 
or any fraction in 
excess of 1 hour 
 
Rate is excluding 
the fuel 
consumption. 

20 minutes 

9. PROVISION OF GOVERNMENT 
FACILITIES AND EQUIPMENT 
Tourist Bus 

PhP 8,000.00/ day 
(12 hours) an 
additional amount 
of P500.00/ hour in 
excess of 12 hours 
 
Rate is excluding 
the fuel 
consumption. 

20 minutes 



 

 

 



 

 

PROVISION OF GOVERNMENT FACILITIES AND 
EQUIPMENT 

Trinidad Cultural Center 
This service covers the provision and use of government-owned facilities and equipment 
managed by the General Services Office of the Municipality of Trinidad. It is available to 
departments, offices, individuals, barangays, and non-government organizations (NGOs) for 
official functions, community activities, and other authorized events. 
 
The service includes the use of the Trinidad Cultural Center, as well as the lending of tables, 
chairs, and heavy and light equipment, subject to availability and existing guidelines. It 
involves the processing of requests, scheduling, coordination, and monitoring of proper use 
and return of the facilities and equipment. 

 

OFFICE/DIVISION OFFICE OF THE MUNICIPAL GENERAL SERVBICES 
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. Letter Request, 1 original copy for 

all types of transactions except for 
LGU Trinidad functions 

Concerned Requesting Individual/Party 

2. Facility / Equipment Request 
Form, 2 original copies Office of the Municipal General Services Officer 

 

 

 

 



 

 

CLIENT STEPS AGENCY ACTIONS FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Present the 
approved letter 
request to the 
receiving clerk 
who issues 
Facility/ 
Equipment 
Request Form 
and accomplish 
the form. 

1. Receive the 
approved letter 
request and 
completely and 
properly filled –up 
Facility/Equipment 
Request Form and 
verify the availability 
of the facilities and 
equipment. 

 

None   5 minutes 
 
 
 

 
 

 
 

 
ANA C. SALILI 
Administrative 

Aide 
Office of the 

Municipal General 
Services Officer 

2. Pay the 
corresponding 
prescribed fee 
at the Municipal 
Treasurer’s 
Office and 
presents the 
accomplished 
request form. 

2. Receive payments 
and issue official 
receipt. 

 

Venue –  
PhP 800.00 per 
show/per day/per 
night for purposes 
of making profit. 
 
PhP 500.00 per 
day / per night for 
non-profit 
programs or 
gatherings. 
 
PhP 35.00 per 
hour for practice 
games, rehearsals, 
etc. 

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. Present the 
Official Receipt 
of payment 
together with 
the Facility/ 
Equipment 
Request Form 
and Approved 
Letter 
Request. 

3. Check the Official 
Receipt and return 
the 2nd copy of the 
approved/completel
y filled-up Facility/ 
Equipment Request 
Form (FERF). 

 

None   5 minutes 

 
ELENITA L. 

SAWAN 
General Services 

Officer 
Office of the 

Municipal General 
Services Officer 

 

 
RICO I. CUTANDA 

Administrative 
Aide VI 

Office of the 
Municipal General 
Services Officer 

TOTAL Venue – 
PhP 800.00 per 

show/per day/per 
night for purposes 
of making profit. 

20 minutes  



 

 

PhP 500.00 per 
day / per night for 

non-profit 
programs or 
gatherings. 

 
PhP 35.00 per 

hour for practice 
games, rehearsals, 

etc. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

PROVISION OF GOVERNMENT FACILITIES AND 
EQUIPMENT 

Tables and Chair 
This service covers the provision and lending of tables and chairs owned by the Municipality 
of Trinidad, managed by the General Services Office. It is available to municipal 
departments, offices, individuals, barangays, and non-government organizations (NGOs) for 
official functions, community activities, and other authorized events. 
 
The process includes the submission and approval of requests, scheduling based on 
availability, and coordination for the release and return of the items. Borrowers are 
responsible for the proper use, care, and timely return of the equipment. 

 

OFFICE/DIVISION OFFICE OF THE MUNICIPAL GENERAL SERVBICES 
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. Facility / Equipment Request 

Form, 2 original copies  Office of the Municipal General Services Officer 
 

 

 

 

 

 

 

 



 

 

CLIENT STEPS AGENCY ACTIONS FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Ask or get the 
Facility/Equip
ment Request 
Form and 
accomplish 
the form. 

1. Receive the 
properly filled –up 
Facility/Equipment 
Request Form and 
verify the 
availability of the 
facilities 

None   5 minutes 

 
ANA C. SALILI 
Administrative 

Aide 
Office of the 

Municipal GSO 
2. Pay the 

correspondin
g prescribed 
fee at the 
Municipal 
Treasurer’s 
Office and 
presents the 
accomplished 
request form 
except for 
G2G 
transactions 
within 
Trinidad only, 
Church, and 
mourning 
events. 

2. Receive payments 
and issue official 
receipt. 

 

Venue –  
PhP 50.00 per 
table/ per use 
 
PhP 3.00 per chair/ 
per use 
 

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. Present the 
Official 
Receipt of 
payment 
together with 
the approved 
Facility/ 
Equipment 
Request 
Form. 

3. Check the Official 
Receipt and return 
the 2nd copy of the 
approved/complet
ely filled-up 
Facility/ 
Equipment 
Request Form 
(FERF). 

None   5 minutes 

 
ELENITA L. 

SAWAN 
General Services 

Officer 
Office of the 

Municipal GSOr 
 

 
RICO I. CUTANDA 

Administrative 
Aide VI 

Office of the 
Municipal GSO  

TOTAL Venue – 
PhP 50.00 per 
table/ per use 

 
PhP 3.00 per 
chair/ per use 

20 minutes  



 

 

PROVISION OF GOVERNMENT FACILITIES AND 
EQUIPMENT 

Heavy Equipment (6-Wheelers Dump Truck) 
This service covers the provision and use of heavy equipment, specifically the 6-wheeler 
dump truck, owned by the Municipality of Trinidad and managed by the General Services 
Office. It is available to municipal departments, offices, barangays, and authorized 
individuals or organizations for official operations, infrastructure works, hauling, and other 
approved activities. 
 
The service includes the processing and approval of requests, scheduling based on 
availability, and coordination for deployment and operation. Use of the equipment is subject 
to existing guidelines, including proper supervision, designated operators, and adherence 
to safety and operational standards. 

 

OFFICE/DIVISION OFFICE OF THE MUNICIPAL GENERAL SERVBICES 
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. Letter Request, 1 original copy  Concerned Requesting Individual/Party 
2. Application Form, 1 original copy 

with Waiver 1 original copy Office of the Municipal General Services Officer 
 

 

 

 

 



 

 

CLIENT STEPS AGENCY ACTIONS FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Present the 
approved 
letter request 
to the 
receiving clerk 
who issues 
Application 
Form with 
Waiver and 
accomplish 
the form. 

1. Receive the 
approved letter 
request and 
completely and 
properly filled –up 
Application Form 
& Waiver and 
verify the 
availability of the 
equipment. 

None   5 minutes 

 
ANA C. SALILI 
Administrative 

Aide 
Office of the 

Municipal GSO 
2. Pay the 

correspondin
g prescribed 
fee at the 
Municipal 
Treasurer’s 
Office and 
presents the 
accomplished 
request form. 

2. Receive payments 
and issue official 
receipt. 

 

PhP 3,500.00/8 
hours. 
 
PhP 500.00/ hour 
or any fraction 
thereof in excess 
of 8 hours. 
 
Rate is excluding 
the fuel 
consumption. 
 

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. Present the 
Official 
Receipt of 
payment 
together with 
the 
Application 
Form with 
Waiver and 
Approved 
Letter 
Request. 

3. Check the Official 
Receipt and set 
schedule of 
service/ use. 

None   5 minutes 

 
ELENITA L. SAWAN 

General Services 
Officer 

Office of the 
Municipal GSO 

 

 
RICO I. CUTANDA 

Administrative Aide 
VI 

Office of the 
Municipal GSO 

TOTAL PhP 3,500.00/8 
hours. 

 
PhP 500.00/ hour or 
any fraction thereof 
in excess of 8 hours. 

 
Rate is excluding 

the fuel 
consumption. 

20 minutes  



 

 

PROVISION OF GOVERNMENT FACILITIES AND 
EQUIPMENT 

Heavy Equipment (10-Wheelers Dump Truck) 
This service covers the provision and use of heavy equipment, specifically the 10-wheeler 
dump truck, owned by the Municipality of Trinidad and managed by the General Services 
Office. It is available to municipal departments, offices, barangays, and authorized 
individuals or organizations for official activities such as hauling, construction support, 
disaster response, and other approved operations. 
 
The service includes the processing and approval of requests, scheduling based on 
availability, and coordination for deployment and operation. Utilization of the equipment is 
subject to existing policies, including assignment of authorized operators, proper 
supervision, and compliance with safety and operational standards. 

 

OFFICE/DIVISION OFFICE OF THE MUNICIPAL GENERAL SERVBICES 
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. Letter Request, 1 original copy  Concerned Requesting Individual/Party 
2. Application Form, 1 original copy 

with Waiver 1 original copy Office of the Municipal General Services Officer 
 

 

 

 

 



 

 

CLIENT STEPS AGENCY ACTIONS FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Present the 
approved 
letter request 
to the 
receiving clerk 
who issues 
Application 
Form & 
Waiver and 
accomplish 
the form. 

1. Receive the 
approved letter 
request and 
completely and 
properly filled –up 
Application Form 
& Waiver and 
verify the 
availability of the 
equipment. 

None   5 minutes 

 
ANA C. SALILI 
Administrative 

Aide 
Office of the 

Municipal GSO 
2. Pay the 

correspondin
g prescribed 
fee at the 
Municipal 
Treasurer’s 
Office and 
presents the 
accomplished 
request form. 

2. Receive payments 
and issue official 
receipt. 

 

PhP 7,500.00/ per 
8 hours.  
 
PhP 1,000.00/ 
hour or any 
fraction thereof in 
excess of 8 
hours. 
 
Rate is excluding 
the fuel 
consumption. 
 

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. Present the 
Official 
Receipt of 
payment 
together with 
the 
Application 
Form with 
Waiver and 
Approved 
Letter 
Request. 

3. Check the Official 
Receipt and set 
schedule of 
service/ use. 

None   5 minutes 

 
ELENITA L. SAWAN 

General Services 
Officer 

Office of the Municipal 
GSO 

 

 
RICO I. CUTANDA 

Administrative Aide 
VI 

Office of the Municipal 
GSO 

TOTAL PhP 7,500.00/ per 8 
hours.  

 
PhP 1,000.00/ hour 

or any fraction 
thereof in excess of 

8 hours. 
 

Rate is excluding 
the fuel 

consumption. 

20 minutes  



 

 

PROVISION OF GOVERNMENT FACILITIES AND 
EQUIPMENT 

Heavy Equipment (Road Grader) 
This service covers the provision and use of heavy equipment, specifically the road grader, 
owned by the Municipality of Trinidad and managed by the General Services Office. It is 
available to municipal departments, offices, barangays, and authorized individuals or 
organizations for road construction, maintenance, grading, and other approved 
infrastructure activities. 
 
The service includes the processing and approval of requests, scheduling based on 
availability, and coordination for deployment and operation. Use of the equipment is subject 
to existing policies, including assignment of qualified operators, proper supervision, and 
adherence to safety and operational standards. 

 

OFFICE/DIVISION OFFICE OF THE MUNICIPAL GENERAL SERVBICES 
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. Letter Request, 1 original copy  Concerned Requesting Individual/Party 
2. Application Form, 1 original copy  Office of the Municipal General Services Officer 

 

 

 

 

 



 

 

CLIENT STEPS AGENCY ACTIONS FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Present the 
approved 
letter request 
to the 
receiving clerk 
who issues 
Application 
Form and 
accomplish 
the form. 

1. Receive the 
approved letter 
request and 
completely and 
properly filled –up 
Application Form 
and verify the 
availability of the 
equipment. 

None   5 minutes 

 
ANA C. SALILI 
Administrative 

Aide 
Office of the 

Municipal GSO 
2. Pay the 

correspondin
g prescribed 
fee at the 
Municipal 
Treasurer’s 
Office and 
presents the 
accomplished 
request form. 

2. Receive payments 
and issue official 
receipt. 

 

PhP 3,500.00/ 
hour or any fraction 
thereof in excess 
of 1 hour 
 
Rate is excluding 
the fuel 
consumption. 
 

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. Present the 
Official 
Receipt of 
payment 
together with 
the 
Application 
Form and 
Approved 
Letter 
Request. 

3. Official Receipt 
and set schedule 
of delivery of 
request. 

None   5 minutes 

 
ELENITA L. SAWAN 

General Services 
Officer 

Office of the 
Municipal GSO 

 

 
RICO I. CUTANDA 

Administrative Aide 
VI 

Office of the 
Municipal GSO 

TOTAL PhP 3,500.00/ 
hour or any 

fraction thereof 
in excess of 1 

hour 
 

Rate is excluding 
the fuel 

consumption. 

20 minutes  



 

 

PROVISION OF GOVERNMENT FACILITIES AND 
EQUIPMENT 

Heavy Equipment (Backhoe) 
This service covers the provision and use of heavy equipment, specifically the backhoe, 
owned by the Municipality of Trinidad and managed by the General Services Office. It is 
available to municipal departments, offices, barangays, and authorized individuals or 
organizations for excavation, digging, construction support, drainage works, and other 
approved infrastructure activities. 
 
The service includes the processing and approval of requests, scheduling based on 
availability, and coordination for deployment and operation. Utilization of the equipment is 
subject to existing policies, including assignment of qualified operators, proper supervision, 
and strict adherence to safety and operational standards. 

 

OFFICE/DIVISION OFFICE OF THE MUNICIPAL GENERAL SERVBICES 
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. Letter Request, 1 original copy  Concerned Requesting Individual/Party 
2. Application Form, 1 original copy  Office of the Municipal General Services Officer 

 

 

 

 

 



 

 

CLIENT STEPS AGENCY ACTIONS FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Present the 
approved 
letter request 
to the 
receiving clerk 
who issues 
Application 
Form and 
accomplish 
the form. 

1. Receive the 
approved letter 
request and 
completely and 
properly filled –up 
Application Form 
and verify the 
availability of the 
equipment. 

None   5 minutes 

 
ANA C. SALILI 
Administrative 

Aide 
Office of the 

Municipal GSO 
2. Pay the 

correspondin
g prescribed 
fee at the 
Municipal 
Treasurer’s 
Office and 
presents the 
accomplished 
request form. 

2. Receive payments 
and issue official 
receipt. 

 

PhP 2,500.00/ 
hour or any 
fraction thereof in 
excess of 1 hour 
 
Rate is excluding 
the fuel 
consumption. 
 

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. Present the 
Official 
Receipt of 
payment 
together with 
the 
Application 
Form and 
Approved 
Letter 
Request. 

3. Official Receipt 
and set schedule 
of delivery of 
request. 

None   5 minutes 

 
ELENITA L. 

SAWAN 
General Services 

Officer 
Office of the 

Municipal GSO  

 
RICO I. CUTANDA 

Administrative 
Aide VI 

Office of the 
Municipal GSO 

TOTAL PhP 2,500.00/ 
hour or any 

fraction thereof in 
excess of 1 hour 

 
Rate is excluding 

the fuel 
consumption. 

20 minutes  



 

 

PROVISION OF GOVERNMENT FACILITIES AND 
EQUIPMENT 

Heavy Equipment (Road Roller) 
This service covers the provision and use of heavy equipment, specifically the road roller, 
owned by the Municipality of Trinidad and managed by the General Services Office. It is 
available to municipal departments, offices, barangays, and authorized individuals or 
organizations for road construction, compaction, and other approved infrastructure 
activities. 
 
The service includes the processing and approval of requests, scheduling based on 
availability, and coordination for deployment and operation. Utilization of the equipment is 
subject to existing policies, including assignment of qualified operators, proper supervision, 
and compliance with safety and operational standards. 

 

OFFICE/DIVISION OFFICE OF THE MUNICIPAL GENERAL SERVBICES 
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. Letter Request, 1 original copy  Concerned Requesting Individual/Party 
2. Application Form, 1 original copy  Office of the Municipal General Services Officer 

 

 

 

 

 



 

 

CLIENT STEPS AGENCY ACTIONS FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Present the 
approved 
letter request 
to the 
receiving clerk 
who issues 
Application 
Form and 
accomplish 
the form. 

1. Receive the 
approved letter 
request and 
completely and 
properly filled –up 
Application Form 
and verify the 
availability of the 
equipment. 

None   5 minutes 

 
ANA C. SALILI 
Administrative 

Aide 
Office of the 

Municipal GSO 
2. Pay the 

correspondin
g prescribed 
fee at the 
Municipal 
Treasurer’s 
Office and 
presents the 
accomplished 
request form. 

2. Receive payments 
and issue official 
receipt. 

 

PhP 2,500.00/ 
hour or any 
fraction thereof in 
excess of 1 hour 
 
Rate is excluding 
the fuel 
consumption. 
 

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. Present the 
Official 
Receipt of 
payment 
together with 
the 
Application 
Form and 
Approved 
Letter 
Request. 

3. Official Receipt 
and set schedule 
of delivery of 
request. 

None   5 minutes 

 
ELENITA L. 

SAWAN 
General Services 

Officer 
Office of the 

Municipal GSO 
 

 
RICO I. CUTANDA 

Administrative 
Aide VI 

Office of the 
Municipal GSO 

TOTAL PhP 2,500.00/ hour 
or any fraction 

thereof in excess of 
1 hour 

 
Rate is excluding 

the fuel 
consumption. 

20 minutes  



 

 

PROVISION OF GOVERNMENT FACILITIES AND 
EQUIPMENT 

Heavy Equipment (Boom Truck) 
This service covers the provision and use of heavy equipment, specifically the boom truck, 
owned by the Municipality of Trinidad and managed by the General Services Office. It is 
available to municipal departments, offices, barangays, and authorized individuals or 
organizations for liƞing, installation, maintenance works, and other approved operations 
requiring elevated access. 
 
The service includes the processing and approval of requests, scheduling based on 
availability, and coordination for deployment and operation. Utilization of the equipment is 
subject to existing policies, including assignment of qualified operators, proper supervision, 
and strict compliance with safety and operational standards. 

 

OFFICE/DIVISION OFFICE OF THE MUNICIPAL GENERAL SERVBICES 
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. Letter Request, 1 original copy  Concerned Requesting Individual/Party 
2. Application Form, 1 original copy  Office of the Municipal General Services Officer 

 

 

 

 

 



 

 

CLIENT STEPS AGENCY ACTIONS FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Present the 
approved 
letter request 
to the 
receiving clerk 
who issues 
Application 
Form and 
accomplish 
the form. 

1. Receive the 
approved letter 
request and 
completely and 
properly filled –up 
Application Form 
and verify the 
availability of the 
equipment. 

None   5 minutes 

 
ANA C. SALILI 
Administrative 

Aide 
Office of the 

Municipal GSO 
2. Pay the 

correspondin
g prescribed 
fee at the 
Municipal 
Treasurer’s 
Office and 
presents the 
accomplished 
request form. 

2. Receive payments 
and issue official 
receipt. 

 

PhP 2,500.00/ 
hour or any 
fraction thereof in 
excess of 1 hour 
 
Rate is excluding 
the fuel 
consumption. 
 

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. Present the 
Official 
Receipt of 
payment 
together with 
the 
Application 
Form and 
Approved 
Letter 
Request. 

3. Official Receipt 
and set schedule 
of delivery of 
request. 

None   5 minutes 

 
ELENITA L. 

SAWAN 
General Services 

Officer 
Office of the 

Municipal GSO 
 

 
RICO I. CUTANDA 

Administrative 
Aide VI 

Office of the 
Municipal GSO 

TOTAL PhP 2,500.00/ hour 
or any fraction 

thereof in excess of 
1 hour 

 
Rate is excluding 

the fuel 
consumption. 

20 minutes  



 

 

PROVISION OF GOVERNMENT FACILITIES AND 
EQUIPMENT 

Heavy Equipment (Tourist Bus) 
This service covers the provision and use of the municipal tourist bus, managed by the 
General Services Office of the Municipality of Trinidad. It is available to municipal 
departments, offices, barangays, and authorized individuals or organizations for official 
travel, educational trips, tourism-related activities, and other approved engagements. 
 
The service includes the processing and approval of requests, scheduling based on 
availability, and coordination for deployment, including the assignment of a designated 
driver. Use of the tourist bus is subject to existing policies, such as approved itiner.aries, 
proper supervision, and compliance with safety and transport regulations 

 

OFFICE/DIVISION OFFICE OF THE MUNICIPAL GENERAL SERVBICES 
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. Letter Request, 1 original copy  Concerned Requesting Individual/Party 
2. Application Form, 1 original copy 

with waiver, 1 original copy Office of the Municipal General Services Officer 
 

 

 

 

 



 

 

CLIENT STEPS AGENCY ACTIONS FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Present the 
approved 
letter request 
to the 
receiving clerk 
who issues 
Application 
Form & 
Waiver and 
accomplish 
the form. 

1. Receive the 
approved letter 
request and 
completely and 
properly filled –up 
Application Form 
and verify the 
availability of the 
equipment. 

None   5 minutes 

 
ANA C. SALILI 
Administrative 

Aide 
Office of the 

Municipal GSO 
2. Pay the 

correspondin
g prescribed 
fee at the 
Municipal 
Treasurer’s 
Office and 
presents the 
accomplished 
request form. 

2. Receive payments 
and issue official 
receipt. 

 

PhP 8,000.00/ day 
(12 hours) an 
additional amount 
of P500.00/ hour in 
excess of 12 hours 
 
Rate is excluding 
the fuel 
consumption. 
 

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. Present the 
Official 
Receipt of 
payment 
together with 
the 
Application 
Form and 
waiver and 
Approved 
Letter 
Request. 

3. Official Receipt 
and set schedule 
of delivery of 
request. 

None   5 minutes 

 
ELENITA L. SAWAN 

General Services 
Officer 

Office of the 
Municipal GSO 

 

 
RICO I. CUTANDA 

Administrative Aide 
VI 

Office of the 
Municipal GSO 

TOTAL PhP 8,000.00/ day 
(12 hours) an 

additional amount 
of P500.00/ hour in 
excess of 12 hours 

 
Rate is excluding 

the fuel 
consumption  

20 minutes  
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