


 

 

NAME OF SEVICE TOTAL FEES TO BE 
PAID 

TOTAL PROCESSING 
TIME 

EXTERNAL SERVICES 
1. APPLICATION FOR WATER SERVICE 

CONNECTION 
PhP 5,544.00 6 days, 1 hour, 20 

minutes 
2. ISSUANCE OF MAYOR’S CLEARANCE PhP 100.00 1 hour, 10 minutes 
3. PROCESSING OF FINANCIAL 

ASSISTANCE TO FAMILIES IN CRISIS 
SITUATION   

None 4 days, 1 hour, 40 
minutes 

4. SECURING LETTER OF 
ENDORSEMENT FOR EMPLOYMENT 

None 1 hour, 20 minutes 

5. SECURING A SPECIAL MAYOR’S 
PERMIT 

PERMIT FEE FOR 
THE CONDUCT OF 
GROUP ACTIVITIES 
 
1. Conference, 
meetings, rallies 
and demonstration 
-  
PHP 300.00 
 
2. Dances/Discos –  
Php 300.00 
 
3. Coronation and 
ball – PhP 300.00 
 
4. Stage 
Presentation 
PhP 250.00 
 

2 days, 1 hour 



 

 

5. Other Group 
Activities – PhP 
250.00 
 
6. Promotional 
Sales (per day) 
Small –  
PhP 250.00 
 
Medium - PhP 
350.00 
 
Large –  
PhP 600.00 
 
7.) Tarpaulines, 
Billboards and 
signages 
(for business and 
promotional 
purposes) 
100.00/m 2 
(to be paid semi-
annually) to be 
paid upon the 
approval of the 
letter of the 
intent by the office 
of the mayor) 
PhP 150.00/ square 
meter, good for one 
(1) week only. 



 

 

P20.00/day for 
extension 
 
AMBULANT AND 
ITINERANT 
AMUSEMENT 
OPERATORS 
 
1. Circus, 
carnivals, or the 
like per day per 
kind of show – PhP 
200.00 
 
2. Merry-Go-
Round, roller 
coaster, ferris 
wheel, swing, 
Shooting gallery 
and other similar 
contrivances per 
day/table –PhP 
200.00  
 
3. Sports 
contest/exhibitions 
per day –PhP 
200.00 

6 TOURISM INFORMATION ASSISTANCE None 5 minutes 
7. ISSUANCE OF TOURISM 

CERTIFICATION / ENDORSEMENT 
None 20 minutes 



 

 

 



 

 

APPLICATION FOR WATER SERVICE CONNECTION 
 
This service allows qualified applicants within the Municipality of Trinidad to apply for a new 
water service connection to the Trinidad Waterworks System. Applications are subject to 
technical evaluation, site inspection, and compliance with existing municipal ordinances, 
engineering standards, and regulatory requirements. 
 
The process includes the submission and verification of required documents, assessment of 
serviceability, and coordination with the appropriate technical personnel for installation. 

 

OFFICE/DIVISION OFFICE OF THE MUNICIPAL MAYOR 
CLASSIFICATION Complex 
TYPE OF TRANSACTION G2B – Government to Business 

G2C – Government to Citizen 
G2G – Government to Government 

WHO MAY AVAIL All Residents, Business Establishments, 
Institutions within the service coverage area 

 
CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Duly accomplished Application 
Form and Contract of Water 
Service, 2 original copies 

Trinidad Waterworks System Office 

2. Valid Government Issued ID, 1 
photocopy 

Client 

3. Proof Ownership (Land Title/Tax 
Declaration or Authorization from 
the Owner, 1 photocopy 

Office of the Municipal Assessor  

4. Real Property Tax Clearance, 1 
original copy 

Office of the Municipal Treasurer 

5. Certificate of Orientation, 1original 
copy  

TWS Office  



 

 

6. Sketch Map (location map pf 
property), 1 original copy 

Client  

7. Barangay Clearance,1 original 
copy 

BLGU 

8. Proof of Payment receipt  Office of the Municipal Treasurer 
 

CLIENT STEPS AGENCY ACTIONS FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit 
accomplished 
application form 
with attached 
complete 
requirements. 

1. Check 
completeness of 
documents. 

 

None   10 minutes 

 
TWS Staff 

Trinidad Water 
System Office 

2. Client pays the 
inspection fee. 

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

PhP 100.00 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 



 

 

 2.2 Conduct site 
inspection and 
technical 
evaluation. 

None 2 days 

 
JESSIE B. CAJES 

TWS Plumber  
Trinidad Water 
System Office 

 

 
JOEL P. MAYOL 

TWS Plumber 
Trinidad Water 
System Office 

 
 

 2.3 Prepare cost 
estimate and 
assessment. 

None 1 day 

 2.4 Conduct site 
inspection and 
technical 
evaluation. 

None 2 days 



 

 

 2.5 Approve and sign 
application and 
contract of service. 

None 30 minutes 

 
ENGR. DELFIN E. 

CREDO 
TWS Manager 
Trinidad Water 
System Office 

 

 
ATTY. ROBERTO 
C. CAJES, PhD 

Municipal Mayor 
Office of the 

Municipal Mayor  
 



 

 

3. Payment of 
application fees 
and other fees. 

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

PhP 300.00 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 

4. Customer 
prepared the 
pipeline ready 
for water 
topping. 

4. Schedule for water 
meter installation. 

None 10 minutes 

 
JESSIE B. CAJES 

TWS Plumber  
Trinidad Water 
System Office 

 



 

 

 
JOEL P. MAYOL 

TWS Plumber 
Trinidad Water 
System Office 

5. Payment of 
installation 
fees. 

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

PhP 100.00 
Installation Fee 
 
Php 4,044.00 – 
Water meter and 
plumping materials 

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 



 

 

6. Installation of 
water service 
connection. 

6. Activate account 
and record billing 
details. 

None 1 day 

 
JESSIE B. CAJES 

TWS Plumber  
Trinidad Water 
System Office 

 

 
JOEL P. MAYOL 

TWS Plumber 
Trinidad Water 
System Office 

TOTAL  PhP 5,544.00 6 days, 1 
hour, 20 
minutes 

 

 

 

 

 

 

 



 

 

ISSUANCE OF MAYOR’S CLEARANCE 
This service involves the processing and issuance of the Mayor’s Clearance to individuals or 
entities within the Municipality of Trinidad. The clearance certifies that the applicant has 
complied with all necessary municipal requirements, obligations, and regulations, and has 
no pending liabilities or derogatory records with the local government. 
 
The process includes the submission and verification of required documents, assessment of 
records, and coordination with concerned offices to ensure the accuracy and validity of the 
clearance issued. 

 

OFFICE/DIVISION OFFICE OF THE MUNICIPAL MAYOR 
CLASSIFICATION Simple  
TYPE OF TRANSACTION G2B – Government to Business 

G2C – Government to Citizen 
G2G – Government to Government 

WHO MAY AVAIL Residents, Business Owners, Employees, 
Contractors, Applicant for Loans, Permits, 
Employments, or other legal purposes 

 
CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

For Individuals:  
1. Duly accomplished application 

form  
Public Information Desk 

2. Valid Government issued 
Identification (ID) 

Client 

3. Barangay Clearance BLGU 
4. Community Tax Clearance 

(CEDULA) 
BLGU/Office of the Municipal Treasurer 

5. Official receipt of payment  Office of the Municipal Treasurer 
For Business:  
1. Letter request (if required) Client  



 

 

2. Updated Business Permit Client 
3. Barangay Clearance BLGU 
4. Official receipt of payment  Office of the Municipal Treasurer 

 

CLIENT STEPS AGENCY ACTIONS FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit 
complete 
requirements. 

1.1 Check 
completeness of 
documents. 

None   10 minutes 

 
ARDIAN G. 
DOCDOC 

Youth Dev’t 
Officer I 

Office of the 
Municipal Mayor 

 1.2 Verify records and 
assess if applicant 
has no pending 
obligations with 
LGU. 

None   10 minutes 

 
RYAN P. MAYOL 

Assistant 
Licensing Officer 
Business Permits 

and Licensing 
Office 



 

 

2. Client pays 
the fee. 

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

PhP 100.00 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 

 2.2 Prepare Mayor’s 
Clearance. 

None 5 minutes 

 
ARDIAN G. 
DOCDOC 

Youth 
Development 

Officer I 
Office of the 

Municipal Mayor  



 

 

 2.3 Review and sign 
clearance. 

None 30 minutes 

 
ATTY. ROBERTO 
C. CAJES, PhD 

Municipal Mayor 
Office of the 

Municipal Mayor 
 

3. Claim of the 
Mayor’s 
clearance. 

3. Release signed 
clearance. 

None 5 minutes 

 
ARDIAN G. 
DOCDOC 

Youth 
Development 

Officer I 
Office of the 

Municipal Mayor 
TOTAL  PhP 100.00 1 hour, 10 

minutes 
 

 



 

 

PROCESSING OF FINANCIAL ASSISTANCE TO FAMILIES IN 
CRISIS SITUATION   

This service involves the processing and facilitation of financial assistance for families in 
crisis situations within the Municipality of Trinidad. Assistance may be granted following 
assessment and validation of eligibility based on existing guidelines and availability of 
funds. 
 
The financial assistance may cover, but is not limited to, the following needs: 
 

 Medical assistance (hospital bills, medicines, and laboratory expenses)  
 Burial assistance  
 Food assistance  
 Transportation assistance  
 Emergency shelter assistance  
 Other urgent and essential needs subject to proper evaluation  

 
The process includes the submission and verification of required documents, assessment of 
the applicant’s situation, and approval in accordance with municipal policies and social 
welfare guidelines. 

 

OFFICE/DIVISION OFFICE OF THE MUNICIPAL MAYOR 
CLASSIFICATION Complex 
TYPE OF TRANSACTION G2B – Government to Business 

G2C – Government to Citizen 
G2G – Government to Government 

WHO MAY AVAIL Indigent individuals and families in crisis situation 
 

CHECKLIST OF REQUIREMENTS   WHERE TO SECURE 
1. Valid ID of the client Client 
2. Barangay Certification of 

Indigency 
BLGU 



 

 

3. Social Case Study Report (to be 
prepared by MSWDO) 

MSWDO 

4. Supporting documents depending 
on need: 

- Medical Abstract/Hospital 
Bill/Prescription 

- Death certificate (for burial 
assistance) 

- Police Clearance (if applicable) 
- Other related documents  

Hospital/Funeral Home/Attended 
Physician/PNP/Other  

 

CLIENT STEPS AGENCY ACTIONS FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit 
request and 
required 
documents to 
MSWDO. 

1.1 Check 
completeness of 
documents. 

None   30 minutes 

 
VICKY E. CAJES 

MSWD Officer 
Office of the 

Municipal Social 
Welfare and 
Development 

Officer 

 1.2 Conduct 
verification and 
prepare Social 
Case Study 
Summary. 

None   30 minutes 



 

 

2. Processing of 
Financial 
Assistance. 

2.1 Evaluate and 
recommend 
approval. 

None 15 minutes 

 
ARDIAN G. 
DOCDOC 

Youth 
Development 

Officer I 
Office of the 

Municipal Mayor 
 2.2 Approval of 

request. 
None 20 minutes 

 
ATTY. ROBERTO 
C. CAJES, PhD 

Municipal Mayor 
Office of the 

Municipal Mayor  
 

OR 
 



 

 

 
AVERIL BRIAN S. 

TINIO 
Municipal 

Administrator 
Office of the 

Municipal Mayor  
 2.3 Preparation of 

voucher. 
None 1 day 

 
VICKY E. CAJES 

MSWD Officer 
Office of the 

Municipal Social 
Welfare and 
Development 

Officer  



 

 

 2.4 Preparation of the 
Obligation 
Request. 

None 1 day 

 
MEDINA B. 

MACUA 
Municipal Budget 

Officer 
Office of the 

Municipal Budget 
Officer 

 2.5 Record the 
Financial 
Assistance to the 
Book of Account. 

None 1 day 

 
SHERYL D. CELO 

Municipal 
Accountant 
Office of the 

Municipal 
Accountant 



 

 

 2.6 Payment of 
financial 
assistance. 

None 1 day 

 
EVELYN P. 
RESANE 
Municipal 
Treasurer 

Office of the 
Municipal 

Accountant 
3. Claim 

Financial 
Assistance. 

3. Release of 
Financial 
Assistance. 

None 5 minutes 

 
EVELYN P. 
RESANE 
Municipal 
Treasurer 

Office of the 
Municipal 

Accountant 
TOTAL None 4 days, 1 

hour, 40 
minutes 

 

 

 



 

 

SECURING LETTER OF ENDORSEMENT FOR EMPLOYMENT 
A Letter of Endorsement is an official document issued by the Municipal Mayor of the 
Municipality of Trinidad, recommending a qualified resident to a prospective employer. This 
letter serves as a supporting document in employment applications and attests to the 
applicant’s good standing within the community. 
 
The process involves the submission and verification of required documents and the 
evaluation of the applicant’s qualifications prior to issuance. However, the endorsement 
does not guarantee employment, as final hiring decisions remain subject to the discretion 
and requirements of the prospective employer. 

 

OFFICE/DIVISION OFFICE OF THE MUNICIPAL MAYOR 
CLASSIFICATION Simple  
TYPE OF TRANSACTION G2C – Government to Citizen 
WHO MAY AVAIL Residents seeking employment in private 

companies, government agencies, or overseas 
employment 

 
CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Valid Government Issued ID Client  
2. Barangay Clearance BLGU 
3. Resume or Personal Data Sheet Client 
4. Certificate of Employment (if 

applicable) 
Client  

5. Community Tax Certificate 
(CEDULA) 

BLGU/MLGU 

 

 

 

 



 

 

CLIENT STEPS AGENCY ACTIONS FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit 
complete 
requirements 
to the Office 
of the 
Municipal 
Mayor. 

1.1 Check 
completeness of 
documents. 

None   5 minutes 

 
ARDIAN G. 
DOCDOC 

Youth 
Development 

Officer I 
Office of the 

Municipal Mayor 

 1.2 Verify residency 
and records. 

None   30 minutes 

 1.3 Review and sign 
document. 

None 10 minut
es 

 1.4 Approval of 
request. 

None 30 minutes 

 
ATTY. ROBERTO 
C. CAJES, PhD 

Municipal Mayor 
Office of the 

Municipal Mayor  
 

OR 
 



 

 

 
AVERIL BRIAN S. 

TINIO 
Municipal 

Administrator 
Office of the 

Municipal Mayor  
2. Claim the 

requested 
endorsement. 

2. Release the 
approved 
endorsement. 

None 5 minutes 

 
ARDIAN G. 
DOCDOC 

Youth 
Development 

Officer I 
Office of the 

Municipal Mayor 
TOTAL None  1 hour, 20 

minutes 
 

 

 

 



 

 

SECURING A SPECIAL MAYOR’S PERMIT 
service involves the processing and issuance of a Special Mayor’s Permit for individuals or 
entities within the Municipality of Trinidad engaging in specific activities, events, or 
temporary operations that require authorization from the Local Government Unit. 
 
The application process includes the submission and verification of required documents, 
assessment of the nature of the activity, and coordination with concerned offices to ensure 
compliance with existing municipal ordinances, safety standards, and regulatory 
requirements. Approval is granted subject to evaluation and conformity with established 
guidelines. 

 

OFFICE/DIVISION OFFICE OF THE MUNICIPAL MAYOR 
CLASSIFICATION Simple  
TYPE OF TRANSACTION G2C – Government to Citizen 
WHO MAY AVAIL Individuals, Business Owners, Event Organizers, 

Institutions or organizations, Cooperatives, 
Organizations, and Associations   

 
CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Letter of Intent addressed to the 
Municipal Mayor 

Client 

2. Barangay Clearance  BLGU 
3. Sketch/Location Map  Client 
4. Program Activity (for events) Client 
5. Police Clearance/PNP Permit ( if 

applicable) 
PNP 

6. Fire Safety Clearance (if 
applicable) 

BFP 

7. Proof of required payment  MTO 
8. Other clearances, depending on 

the nature of the activity  
 

 



 

 

CLIENT STEPS AGENCY ACTIONS FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit 
complete 
requirements 
to the Office 
of the 
Municipal 
Mayor. 

1.1 Receive and 
check the 
completeness of 
documents. 

None   5 minutes 

 
FERNI F. 

VILLAMOR 
Tourism 

Operations 
Officer I 

Office of the 
Municipal Mayor 

 1.2 Evaluate 
application and 
verify clearances. 

None   1 days 

 
RYAN P. MAYOL 

Assistant 
Licensing Officer 
Business Permits 

and Licensing 
Office 



 

 

2. Pay assessed 
fees at the 
Office of the 
Municipal 
Treasurer and 
submit proof 
of payment. 

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

PERMIT FEE FOR 
THE CONDUCT 
OF GROUP 
ACTIVITIES 
 
1. Conference, 
meetings, rallies 
and demonstration 
-  
PHP 300.00 
 
2. Dances/Discos –  
PhP 300.00 
 
3. Coronation and 
ball – PhP 300.00 
 
4. Stage 
Presentation 
PhP 250.00 
 
5. Other Group 
Activities –  
PhP 250.00 
 
6. Promotional 
Sales (per day) 
Small –  
PhP 250.00 
 
Medium –  
PhP 350.00 
 
Large –  
PhP 600.00 

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 



 

 

7.) Tarpaulins, 
Billboards and 
signages 
(for business and 
promotional 
purposes) 
100.00/m 2 
(to be paid semi-
annually) to be 
paid upon the 
approval of the 
letter of the 
intent by the office 
of the mayor) 
PhP 150.00/ 
square meter, 
good for one (1) 
week only. 
P20.00/day for 
extension 
 
AMBULANT AND 
ITINERANT 
AMUSEMENT 
OPERATORS 
 
1. Circus, 
carnivals, or the 
like per day per 
kind of show –  
PhP 200.00 
 
2. Merry-Go-
Round, roller 

 

 
MARIALY P. 

BALUCA 
Revenue 

Collection Clerk 
Office of the 

Municipal 
Treasurer 



 

 

coaster, ferris 
wheel, swing, 
Shooting gallery 
and other similar 
contrivances per 
day/table – 
PhP 200.00  
 
3. Sports 
contest/exhibitions 
per day – 
PhP 200.00 

 2.2 Prepare Special 
Mayor’s for 
approval. 

None 30 minutes 

 
FERNI F. 

VILLAMOR 
Tourism 

Operations 
Officer I 

Office of the 
Municipal Mayor  

 



 

 

 2.3 Review and 
approve the 
application. 

None 1 day 

 
ATTY. ROBERTO 
C. CAJES, PhD 

Municipal Mayor 
Office of the 

Municipal Mayor  
 

OR 
 

 
AVERIL BRIAN S. 

TINIO 
Municipal 

Administrator 
Office of the 

Municipal Mayor  



 

 

3. Claim of the 
approved 
Special 
Mayor’s 
Permit. 

3. Release approved 
Special Mayor’s 
Permit. 

None 5 minutes 

 
FERNI F. 

VILLAMOR 
Tourism 

Operations 
Officer I 

Office of the 
Municipal Mayor 

TOTAL PERMIT FEE FOR 
THE CONDUCT OF 
GROUP 
ACTIVITIES 
 
1. Conference, 
meetings, rallies 
and 
demonstration -  
PHP 300.00 
 
2. Dances/Discos 
– Php 300.00 
 
3. Coronation and 
ball – PhP 300.00 
 
4. Stage 
Presentation 
PhP 250.00 

2 days, 1 
hour 

 



 

 

5. Other Group 
Activities –  
PhP 250.00 
 
6. Promotional 
Sales (per day) 
Small –  
PhP 250.00 
 
Medium –  
PhP 350.00 
 
Large –  
PhP 600.00 
 
7.) Tarpaulins, 
Billboards and 
signages 
(for business and 
promotional 
purposes) 
100.00/m 2 
(to be paid semi-
annually) to be 
paid upon the 
approval of the 
letter of the 
intent by the 
office of the 
mayor) 
PhP 150.00/ 
square meter, 
good for one (1) 
week only. 
P20.00/day for 
extension 



 

 

AMBULANT AND 
ITINERANT 
AMUSEMENT 
OPERATORS 
 
1. Circus, 
carnivals, or the 
like per day per 
kind of show – 
PhP 200.00 
 
2. Merry-Go-
Round, roller 
coaster, ferris 
wheel, swing, 
Shooting gallery 
and other similar 
contrivances per 
day/table –PhP 
200.00  
 
3. Sports 
contest/exhibitio
ns per day – 
PhP 200.00 

 

 

 

 

 

 

 

 

 



 

 

TOURISM INFORMATION ASSISTANCE 
This service involves the provision of information and guidance to visitors and tourists within 
the Municipality of Trinidad. It includes the distribution of brochures, maps, and other 
informational materials, as well as the provision of directions and general assistance 
regarding local attractions, services, and points of interest. 
 
By offering accurate and accessible tourism information, the Municipality of Trinidad 
promotes local tourism development, enhances visitor experience, and supports the 
promotion of cultural, historical, and natural attractions within the area. This service also 
contributes to improved accessibility, better visitor flow, and increased awareness of local 
tourism offerings. 

 

OFFICE/DIVISION OFFICE OF THE MUNICIPAL MAYOR 
CLASSIFICATION Simple  
TYPE OF TRANSACTION G2C – Government to Citizen 
WHO MAY AVAIL Tourists, Visitors, Residents, Students, 

Researchers 
 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
NONE N/A 

 

 

 

 

 

 

 

 

 

 



 

 

CLIENT STEPS AGENCY ACTIONS FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Request 
tourism 
information. 

1. Provide brochures, 
maps, directions, 
and travel 
guidance. 

None   5 minutes 

 
FERNI F. 

VILLAMOR 
Tourism 

Operations 
Officer I 

Office of the 
Municipal Mayor 

TOTAL None 5 minutes  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

ISSUANCE OF TOURISM CERTIFICATION / ENDORSEMENT 
This service involves the processing and issuance of official tourism certifications or 
endorsements for individuals, organizations, or activities within the Municipality of Trinidad. 
These documents are issued to support tourism-related requirements such as accreditation, 
permits, participation in events, and other official transactions. 
 
The process includes the submission and verification of required documents, validation of 
relevant information, and coordination with concerned offices to ensure accuracy and 
compliance with municipal guidelines. Issuance is subject to proper evaluation and approval 
by authorized personnel. 

 

OFFICE/DIVISION OFFICE OF THE MUNICIPAL MAYOR 
CLASSIFICATION Simple  
TYPE OF TRANSACTION G2B – Government to Business 

G2C – Government to Citizen 
WHO MAY AVAIL Individuals, Event Organizers, Tourism 

Establishments, Government Agencies 
 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
1. Letter of Request addressed to the 

Municipal Mayor or Tourism Officer 
Client 

2. Valid ID Client 
3. Supporting documents (if 

applicable) 
Client 

 

 

 

 

 

 

 

 



 

 

CLIENT STEPS AGENCY ACTIONS FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit letter 
of request. 

1. Receive and log 
request. 

None   5 minutes 

 
FERNI F. 

VILLAMOR 
Tourism 

Operations 
Officer I 

Office of the 
Municipal Mayor 

2. Wait for 
evaluation. 

2. Evaluate 
documents. 

None   10 minutes 

 
FERNI F. 

VILLAMOR 
Tourism 

Operations 
Officer I 

Office of the 
Municipal Mayor 

 
OR 



 

 

 
ATTY. ROBERTO 
C. CAJES, PhD 

Municipal Mayor 
Office of the 

Municipal Mayor  
3. Claim the 

certification. 
3. Prepare and 

release 
certification. 

None   5 minutes 

 
FERNI F. 

VILLAMOR 
Tourism 

Operations 
Officer I 

Office of the 
Municipal Mayor 

TOTAL None 20 minutes  
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