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Republic of the Philippines
Province of Bohol

MUNICIPALITY OF TRINIDAD

NAME OF SEVICE TOTAL FEESTOBE TOTAL PROCESSING
PAID TIME
EXTERNAL SERVICES

1. |ISSUANCE OF CERTIFICATE OF PhP 100.00 1 day, 1 Hour, 40
EMPLOYMENT FOR SEPARATED minutes
MUNICIPAL OFFICIALS AND
EMPLOYEES

2. |ISSUANCE OF SERVICE RECORDS FOR |PhP 100.00 1 day, 1 Hour, 40
SEPARATED MUNICIPAL OFFICIALS minutes
AND EMPLOYEES

3. |ISSUANCE OF CERTIFICATE OF PhP 100.00 1 day, 1 Hour, 40
PERFORMANCE RATINGS FOR minutes
SEPARATED MUNICIPAL EMPLOYEES

4. |ISSUANCE OF CLEARANCE FOR PhP 100.00 1 Hour, 40 minutes
SEPARATED MUNICIPAL OFFICIALS
AND EMPLOYEES

5. |ISSUANCE OF CERTIFICATION FOR PhP 100.00 1 Hour, 40 minutes
PAG-IBIG FUND PURPOSE FOR
SEPARATED MUNICIPAL OFFICIALS
AND EMPLOYEES




Republic of the Philippines
Province of Bohol

MUNICIPALITY OF TRINIDAD

OFFICE OF THE MUNICIPAL
HRM OFFICER

EXTERNA
QERUICE




Republic of the Philippines
Province of Bohol

MUNICIPALITY OF TRINIDAD

ISSUANCE OF CERTIFICATE OF EMPLOYMENT FOR
SEPARATED MUNICIPAL OFFICIALS AND EMPLOYEES

This service provides separated employees and officials of the Municipal Government of
Trinidad with a Certificate of Employment upon request. The certificate serves as an official
proof of employment, indicating the employee’s or official’s position, status, assignment,
and period of service with the Municipal Government. This document may be required for
employment verification, loan applications, travel, further studies, or other official
purposes.

OFFICE/DIVISION OFFICE OF THE MUNICIPAL HUMAN RESOURCE
MANAGEMENT OFFICER

CLASSIFICATION Simple

TYPE OF TRANSACTION G2C - Government to Citizen

WHO MAY AVAIL All separated Municipal Officials and Employees
CHECKLIST OF REQUIREMENTS WHERE TO SECURE

1. 1loriginal copy of duly filled-up At the Staff of the Office of the Municipal Human

Request Form Resource Management Officer
2. 1loriginal copy of Official Receipt | At the Office of the Municipal Treasurer
3. 1loriginal copy of the Requesting former official or employee concerned

authorization letter if the
concerned former official or
employee is not personally
requesting the certification

4, 1 photocopy of ID of the Provided by the authorized individual
authorized individual (if certificate
is claimed by a representative)




Republic of the Philippines
Province of Bohol

MUNICIPALITY OF TRINIDAD

. Submit duly 1.1 The Office of the 10 minutes

filled-up HRMO Staff

Request Form evaluate the

specifying request form.

purpose of

request. 1.2 The Office of the
HRMO Staff
advise the
requesting official NINO B. CRODUA
or employee or Administrative
the authorized Assistant Il
representative to Office of the
pay the required Municipal HRM
fees. Officer

OR
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.‘. f 1" ':
2 ¢ 2 2 ;

REX PAUL R.
LOFRANCO
Administrative
Aide VI
Office of the
Municipal HRM

Officer
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Republic of the Philippines
Province of Bohol

MUNICIPALITY OF TRINIDAD

OR

JHON MJ A.

LAWIS
Administrative
Aide lll
Office of the
Municipal HRM
Officer
2. The 2. The Collection PhP 100.00 10 Minutes
requesting Officer receives
official or the payment and
employee or issue Official
official or the Receipt.
authorized
representative
pays the < i
required fees MARICEL C.
REVILLA
Administrative
Aide lll
Office of the
Municipal

Treasurer




Republic of the Philippines
Province of Bohol

MUNICIPALITY OF TRINIDAD

JOSEPH N.
BALONGA

Administrative

Aide |

Office of the
Municipal
Treasurer

OR

MARIALY P.
BALUCA
Revenue

Collection Clerk

Office of the
Municipal
Treasurer




Republic of the Philippines
Province of Bohol

MUNICIPALITY OF TRINIDAD

3. Returntothe |3.1 The Office of the |None 10 minutes
Office of the HRMO Staff
Municipal forward the duly
HRMO with filled-up Request
Request Form Form with the
and Official Official Receipt to
Receipt the HRMO.

NINO B. CRODUA
Administrative
Assistant I
Office of the
Municipal HRM
Officer

OR

P 5
W
& SIS

REX PAUL R.
LOFRANCO
Administrative
Aide VI
Office of the
Municipal HRM

Officer

OR




Republic of the Philippines
Province of Bohol

MUNICIPALITY OF TRINIDAD

JHON MJ A.
LAWIS
Administrative
Aide lll
Office of the
Municipal HRM

Officer

3.2 The HRMO locate |None 1 hour
the records, print
the certificate of
employment and
affix his signature.

DR. QUIRINO T.
NUGAL, JR.
Human Resource

Management
Officer
Office of the
Municipal HRM
Officer




Republic of the Philippines
Province of Bohol

MUNICIPALITY OF TRINIDAD

3.3 The Municipal None 1 day
Mayor or the
Municipal
Administrator sign
the certificate of
employment.

ATTY. ROBERTO
C. CAJES, PhD
Municipal Mayor
Office of the
Municipal Mayor

OR

AVERIL BRIAN S.
TINIO
Municipal
Administrator

Office of the
Municipal Mayor




Republic of the Philippines
Province of Bohol

MUNICIPALITY OF TRINIDAD

4. The 4. The Office of the |None 10 minutes
requesting HRMO Staff
employee or release the
official or the requested
authorized certificate of
representative employment to the
claims the employee or
file/s official.
requested. NINO B. CRODUA
Administrative
Assistant lI
Office of the
Municipal HRM
Officer
OR

o '
WL
& SIS

REX PAUL R.
LOFRANCO
Administrative
Aide VI
Office of the
Municipal HRM

Officer

OR




Republic of the Philippines
Province of Bohol

MUNICIPALITY OF TRINIDAD

JHON MJ A.
LAWIS
Administrative
Aide lll
Office of the
Municipal HRM

Officer




Republic of the Philippines
Province of Bohol

MUNICIPALITY OF TRINIDAD

ISSUANCE OF SERVICE RECORDS FOR SEPARATED
MUNICIPAL OFFICIALS AND EMPLOYEES

This service provides separated employees and officials of the Municipal Government of
Trinidad with copy/ies of their Service Records upon request. These records serve as proof
of employment, showing the employee’s length of service, positions held, dates of
employment, salary, and other official information. Service records may be required for
purposes such as employment verification, promotion, transfer, retirement, or other
official transactions.

OFFICE/DIVISION OFFICE OF THE MUNICIPAL HUMAN RESOURCE
MANAGEMENT OFFICER

CLASSIFICATION Simple

TYPE OF TRANSACTION G2C - Government to Citizen

WHO MAY AVAIL All separated Municipal Officials and Employees
CHECKLIST OF REQUIREMENTS WHERE TO SECURE

1. 1loriginal copy of duly filled-up At the Staff of the Office of the Municipal Human

Request Form Resource Management Officer
2. 1loriginal copy of Official Receipt | At the Office of the Municipal Treasurer
3. 1loriginal copy of the Requesting former official or employee concerned

authorization letter if the
concerned former official or
employee is not personally
requesting the certification

4, 1 photocopy of ID of the Provided by the authorized individual
authorized individual (if certificate
is claimed by a representative)




Republic of the Philippines
Province of Bohol

MUNICIPALITY OF TRINIDAD

Submitduly |1.1 The Office of the 10 minutes

filled-up HRMO Staff

Request Form evaluate the

specifying request form.

purpose of

request. 1.2 The Office of the
HRMO Staff
advise the
requesting official NINO B. CRODUA
or employee or Administrative
the authorized Assistant Il
representative to Office of the
pay the required Municipal HRM
fees. Officer

OR

| N 3 X
.‘. f 1" ':
2 ¢ 2 2 :

REX PAUL R.
LOFRANCO
Administrative
Aide VI
Office of the
Municipal HRM

Officer

nO OO & caf 0w



Republic of the Philippines
Province of Bohol

MUNICIPALITY OF TRINIDAD

JHON MJ A.
LAWIS
Administrative
Aide I
Office of the
Municipal HRM
Officer
2. The 2. The Collection PhP 100.00 10 Minutes
requesting Officer receives
official or the payment and
employee or issue Official
official or the Receipt.
authorized
representative <
pays the ;
required fees. MARICEL C.
REVILLA
Administrative
Aide I
Office of the
Municipal
Treasurer

OR




Republic of the Philippines
Province of Bohol

MUNICIPALITY OF TRINIDAD

JOSEPH N.
BALONGA

Administrative

Aide |

Office of the
Municipal
Treasurer

OR

MARIALY P.
BALUCA
Revenue

Collection Clerk

Office of the
Municipal
Treasurer




Republic of the Philippines
Province of Bohol

MUNICIPALITY OF TRINIDAD

3. Returntothe |3.1 The Office of the |None 10 minutes
Office of the HRMO Staff
Municipal forward the duly
HRMO with filled-up Request
Request Form Form with the
and Official Official Receipt to
Receipt the HRMO.

NINO B. CRODUA
Administrative
Assistant I
Office of the
Municipal HRM
Officer

OR

P 5
W
& SIS

REX PAUL R.
LOFRANCO
Administrative
Aide VI
Office of the
Municipal HRM

Officer

OR




Republic of the Philippines
Province of Bohol

MUNICIPALITY OF TRINIDAD

JHON MJ A.
LAWIS
Administrative
Aide lll
Office of the
Municipal HRM

Officer

3.2 The HRMO None 1 hour
update the
Service Record,
print and affix his
signature.

DR. QUIRINO T.
NUGAL, JR.
Human Resource

Management
Officer
Office of the
Municipal HRM
Officer




Republic of the Philippines
Province of Bohol

MUNICIPALITY OF TRINIDAD

3.3 The Municipal None 1 day
Mayor or the
Municipal
Administrator sign
the Service
Record.

ATTY. ROBERTO
C. CAJES, PhD
Municipal Mayor
Office of the
Municipal Mayor

OR

AVERIL BRIAN S.
TINIO
Municipal
Administrator

Office of the
Municipal Mayor




Republic of the Philippines
Province of Bohol

MUNICIPALITY OF TRINIDAD

4. The 4. The Office of the | None 10 minutes
requesting HRMO Staff
employee or release the
official or the requested service
authorized record to the
representative employee or
claims the official.
file/s
requested. NINO B. CRODUA
Administrative
Assistant lI
Office of the
Municipal HRM
Officer
OR

o '
WL
& SIS

REX PAUL R.
LOFRANCO
Administrative
Aide VI
Office of the
Municipal HRM

Officer

OR




Republic of the Philippines
Province of Bohol

MUNICIPALITY OF TRINIDAD

JHON MJ A.
LAWIS
Administrative
Aide lll
Office of the
Municipal HRM

Officer




Republic of the Philippines
Province of Bohol

MUNICIPALITY OF TRINIDAD

ISSUANCE OF CERTIFICATE OF PERFORMANCE RATINGS
FOR SEPARATED MUNICIPAL EMPLOYEES

This service provides separated Municipal Employees of the Local Government Unit of
Trinidad with a Certificate of Performance Ratings, which serves as an official document
reflecting the employee’s performance appraisal ratings for a given period. The certificate
may be required for purposes such as promotion, merit increase, scholarship
application, or other official transactions.

OFFICE/DIVISION OFFICE OF THE MUNICIPAL HUMAN RESOURCE
MANAGEMENT OFFICER

CLASSIFICATION Simple
TYPE OF TRANSACTION G2C - Government to Citizen
WHO MAY AVAIL All separated Municipal Employees
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. 1loriginal copy of duly filled-up At the Staff of the Office of the Municipal Human
Request Form Resource Management Officer
2. 1loriginal copy of Official Receipt |At the Office of the Municipal Treasurer
3. 1loriginal copy of the Requesting former official or employee concerned

authorization letter if the
concerned former official or
employee is not personally
requesting the certification

4, 1 photocopy of ID of the Provided by the authorized individual
authorized individual (if certificate
is claimed by a representative)




Republic of the Philippines
Province of Bohol

MUNICIPALITY OF TRINIDAD

Submit duly . The Office of the 10 minutes
filled-up HRM Officer staff

Request Form evaluates the

specifying request form if

purpose of record is available

request.

NINO B. CRODUA
Administrative
Assistant Il
Office of the
Municipal HRM
Officer

OR

_‘, y : >
L] & ,1 \ >

REX PAUL R.
LOFRANCO
Administrative
Aide VI
Office of the
Municipal HRM

Officer
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Republic of the Philippines
Province of Bohol

MUNICIPALITY OF TRINIDAD

JHON MJ A.
LAWIS
Administrative
Aide I
Office of the
Municipal HRM
Officer
2. The 2. The Collection PhP 100.00 10 Minutes
requesting Officer receives
official or the payment and
employee or issue Official
official or the Receipt.
authorized
representative <
pays the ;
required fees. MARICEL C.
REVILLA
Administrative
Aide I
Office of the
Municipal
Treasurer

OR




Republic of the Philippines
Province of Bohol

MUNICIPALITY OF TRINIDAD

JOSEPH N.
BALONGA

Administrative

Aide |

Office of the
Municipal
Treasurer

OR

MARIALY P.
BALUCA
Revenue

Collection Clerk

Office of the
Municipal
Treasurer




Republic of the Philippines
Province of Bohol

MUNICIPALITY OF TRINIDAD

3. Returntothe |3.1 The Office of the |None 10 minutes
Office of the HRMO Staff
Municipal forward the duly
HRMO with filled-up Request
Request Form Form with the
and Official Official Receipt to
Receipt the HRMO.

NINO B. CRODUA
Administrative
Assistant I
Office of the
Municipal HRM
Officer

OR

P 5
W
& SIS

REX PAUL R.
LOFRANCO
Administrative
Aide VI
Office of the
Municipal HRM

Officer

OR




Republic of the Philippines
Province of Bohol

MUNICIPALITY OF TRINIDAD

JHON MJ A.
LAWIS
Administrative
Aide lll
Office of the
Municipal HRM

Officer

3.2 The HRMO locate | None 1 hour
the records, print
the certificate of
performance
ratings and affix
his signature.

DR. QUIRINO T.
NUGAL, JR.
Human Resource

Management
Officer
Office of the
Municipal HRM
Officer




Republic of the Philippines
Province of Bohol

MUNICIPALITY OF TRINIDAD

3.3 The Municipal None 1 day
Mayor or the
Municipal
Administrator sign
the certificate
performance
ratings.

ATTY. ROBERTO
C. CAJES, PhD
Municipal Mayor
Office of the
Municipal Mayor

OR
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AVERIL BRIAN S.
TINIO
Municipal
Administrator
Office of the
Municipal Mayor




Republic of the Philippines
Province of Bohol

MUNICIPALITY OF TRINIDAD

4. The 4. The Office of the |None 10 minutes
requesting HRMO Staff
employee or release the
the authorized requested
representative certificate of
claims the performance rating
certificate of to the requesting
performance employee of the
rating. authorized NINO B. CRODUA
representative. Administrative
Assistant I|
Office of the
Municipal HRM
Officer
OR

o '
WL
& SIS

REX PAUL R.
LOFRANCO
Administrative
Aide VI
Office of the
Municipal HRM

Officer

OR




Republic of the Philippines
Province of Bohol

MUNICIPALITY OF TRINIDAD

JHON MJ A.
LAWIS
Administrative
Aide lll
Office of the
Municipal HRM

Officer




Republic of the Philippines
Province of Bohol

MUNICIPALITY OF TRINIDAD

ISSUANCE OF CLEARANCE FOR SEPARATED MUNICIPAL
OFFICIALS AND EMPLOYEES

This service provides separated Municipal Employees of the Local Government Unit of
Trinidad with a Certificate of Performance Ratings, which serves as an official document
reflecting the employee’s performance appraisal ratings for a given period. The certificate
may be required for purposes such as promotion, merit increase, scholarship
application, or other official transactions.

OFFICE/DIVISION OFFICE OF THE MUNICIPAL HUMAN RESOURCE
MANAGEMENT OFFICER

CLASSIFICATION Simple

TYPE OF TRANSACTION G2C - Government to Citizen

WHO MAY AVAIL All separated Municipal Officials and Employees
CHECKLIST OF REQUIREMENTS WHERE TO SECURE

1. 1loriginal copy of duly filled-up At the Staff of the Office of the Municipal Human

Request Form Resource Management Officer
2. 1loriginal copy of Official Receipt |At the Office of the Municipal Treasurer
3. 1loriginal copy of the Requesting former official or employee concerned

authorization letter if the
concerned former official or
employee is not personally
requesting the certification

4, 1 photocopy of ID of the Provided by the authorized individual
authorized individual (if certificate
is claimed by a representative)




Republic of the Philippines
Province of Bohol

MUNICIPALITY OF TRINIDAD

Submitduly |1.1 The Office of the 10 minutes

filled-up HRMO Staff

Request Form evaluate the

specifying request form.

purpose of

request. 1.2 The Office of the
HRMO Staff
advise the
requesting official NINO B. CRODUA
or employee to Administrative
pay the required Assistant Il
fees. Office of the

Municipal HRM
Officer
OR

| N 3 X
.‘. f 1" ':
2 ¢ 2 2 :

REX PAUL R.
LOFRANCO
Administrative
Aide VI
Office of the
Municipal HRM

Officer

nO OO & caf 0w



Republic of the Philippines
Province of Bohol

MUNICIPALITY OF TRINIDAD

JHON MJ A.
LAWIS
Administrative
Aide I
Office of the
Municipal HRM
Officer
2. The 2. The Collection PhP 100.00 10 Minutes
requesting Officer receives
official or the payment and
employee or issue Official
official or the Receipt.
authorized
representative <
pays the ;
required fees. MARICEL C.
REVILLA
Administrative
Aide I
Office of the
Municipal
Treasurer

OR




Republic of the Philippines
Province of Bohol

MUNICIPALITY OF TRINIDAD

JOSEPH N.
BALONGA

Administrative

Aide |

Office of the
Municipal
Treasurer

OR

MARIALY P.
BALUCA
Revenue

Collection Clerk

Office of the
Municipal
Treasurer




Republic of the Philippines
Province of Bohol

MUNICIPALITY OF TRINIDAD

3. Returntothe |3.1 The Office of the |None 10 minutes
Office of the HRMO Staff
Municipal forward the duly
HRMO with filled-up Request
Request Form Form with the
and Official Official Receipt to
Receipt the HRMO.

NINO B. CRODUA
Administrative
Assistant I
Office of the
Municipal HRM
Officer

OR

P 5
W
& SIS

REX PAUL R.
LOFRANCO
Administrative
Aide VI
Office of the
Municipal HRM

Officer

OR




Republic of the Philippines
Province of Bohol

MUNICIPALITY OF TRINIDAD

JHON MJ A.
LAWIS
Administrative
Aide lll
Office of the
Municipal HRM
Officer
3.2 The HRMO print | None 1 hour
the Clearance
(Form CS Form
No. 7 Revised
2018).

DR. QUIRINO T.
NUGAL, JR.
Human Resource

Management
Officer
Office of the
Municipal HRM
Officer




Republic of the Philippines
Province of Bohol

MUNICIPALITY OF TRINIDAD

4. The 4. The Office of the |None 10 minutes
requesting HRMO Staff
employee or release the
official or the requested
authorized clearance form.
representative
claims the
clearance

form and NINO B. CRODUA
secures Administrative
hl|s/her Assistant Il
signature, as Office of the

well as the Municipal HRM
signatures of Officer

all required
signatories. OR

P 5
W
& SIS

REX PAUL R.
LOFRANCO
Administrative
Aide VI
Office of the
Municipal HRM

Officer

OR




Republic of the Philippines
Province of Bohol

MUNICIPALITY OF TRINIDAD

JHON MJ A.
LAWIS
Administrative
Aide lll
Office of the
Municipal HRM

Officer




Republic of the Philippines
Province of Bohol

MUNICIPALITY OF TRINIDAD

ISSUANCE OF CERTIFICATION FOR PAG-IBIG FUND
PURPOSE FOR SEPARATED MUNICIPAL OFFICIALS AND
EMPLOYEES

This service covers the issuance of certifications requested for the purpose of reconciling
and/or merging records between the Municipal Government of Trinidad and the Home
Development Mutual Fund (Pag-IBIG Fund). It is intended to address inconsistencies,
discrepancies, or duplication of records that may arise in the course of processing housing
loan applications, membership records, or other related transactions.

OFFICE/DIVISION OFFICE OF THE MUNICIPAL HUMAN RESOURCE
MANAGEMENT OFFICER

CLASSIFICATION Simple

TYPE OF TRANSACTION G2C - Government to Citizen

WHO MAY AVAIL All separated Municipal Officials and Employees
CHECKLIST OF REQUIREMENTS WHERE TO SECURE

1. 1original copy of duly filled-up At the Staff of the Office of the Municipal Human

Request Form Resource Management Officer
2. 1loriginal copy of Official Receipt |At the Office of the Municipal Treasurer
3. 1loriginal copy of the Requesting former official or employee concerned

authorization letter if the
concerned former official or
employee is not personally
requesting the certification

4, 1 photocopy of ID of the Provided by the authorized individual
authorized individual (if certificate
is claimed by a representative)




Republic of the Philippines
Province of Bohol

MUNICIPALITY OF TRINIDAD

Submitduly |1.1  The Office of the 10 minutes

filled-up HRMO Staff

Request Form evaluate the

specifying request form.

purpose of

request. 1.2 The Office of the
HRMO Staff
advise the
requesting official NINO B. CRODUA
or employee to Administrative
pay the required Assistant Il
fees. Office of the

Municipal HRM
Officer
OR

| N 3 X
.‘. f 1" ':
2 ¢ 2 2 :

REX PAUL R.
LOFRANCO
Administrative
Aide VI
Office of the
Municipal HRM

Officer

nO OO & caf 0w



Republic of the Philippines
Province of Bohol

MUNICIPALITY OF TRINIDAD

JHON MJ A.
LAWIS
Administrative
Aide I
Office of the
Municipal HRM
Officer
2. The 2. The Collection PhP 100.00 10 Minutes
requesting Officer receives
official or the payment and
employee or issue Official
official or the Receipt.
authorized
representative <
pays the ;
required fees. MARICEL C.
REVILLA
Administrative
Aide I
Office of the
Municipal
Treasurer

OR




Republic of the Philippines
Province of Bohol

MUNICIPALITY OF TRINIDAD

JOSEPH N.
BALONGA

Administrative

Aide |

Office of the
Municipal
Treasurer

OR

MARIALY P.
BALUCA
Revenue

Collection Clerk

Office of the
Municipal
Treasurer




Republic of the Philippines
Province of Bohol

MUNICIPALITY OF TRINIDAD

3. Returntothe |3.1 The Office of the |None 10 minutes
Office of the HRMO Staff
Municipal forward the duly
HRMO with filled-up Request
Request Form Form with the
and Official Official Receipt to
Receipt the HRMO.

NINO B. CRODUA
Administrative
Assistant I
Office of the
Municipal HRM
Officer

OR

P 5
W
& SIS

REX PAUL R.
LOFRANCO
Administrative
Aide VI
Office of the
Municipal HRM

Officer

OR




Republic of the Philippines
Province of Bohol

MUNICIPALITY OF TRINIDAD

JHON MJ A.
LAWIS
Administrative
Aide lll
Office of the
Municipal HRM
Officer
3.2 The HRMO print | None 1 hour
the certification
and affix his
signature.

DR. QUIRINO T.
NUGAL, JR.
Human Resource

Management
Officer
Office of the
Municipal HRM
Officer




Republic of the Philippines
Province of Bohol

MUNICIPALITY OF TRINIDAD

4. The 4. The Office of the |None 10 minutes
requesting HRMO Staff
employee or release the
official or the requested
authorized certification.
representative
claims the
clearance

form and NINO B. CRODUA
secures Administrative
hl|s/her Assistant Il
signature, as Office of the

well as the Municipal HRM
signatures of Officer

all required
signatories. OR

P 5
W
& SIS

REX PAUL R.
LOFRANCO
Administrative
Aide VI
Office of the
Municipal HRM

Officer

OR




Republic of the Philippines
Province of Bohol

MUNICIPALITY OF TRINIDAD

JHON MJ A.
LAWIS
Administrative
Aide lll
Office of the
Municipal HRM

Officer
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