


 

 

NAME OF SEVICE TOTAL FEES TO BE 
PAID 

TOTAL PROCESSING 
TIME 

INTERNAL SERVICES 
1. PROCUREMENT OF OFFICE SUPPLIES 

AND EQUIPMENT 
None 1 hour 

2. ISSUANCE OF OFFICE SUPPLIES None 25 minutes 
3. PREPARATION AND PROCESSING OF 

PAYMENT 
None 50 minutes 

4. PHYSICAL COUNT AND INVENTORY 
OF PROPERTY, PLANT & EQUIPMENT 

None 1 hour 

5. REGISTRATION OF MOTOR VEHICLE 
INSURANCE AT GSIS 

None 40 minutes 

6. RENEWAL OF INSURANCE OF MOTOR 
VEHICLES AT GSIS 

None 40 minutes 

7. RENEWAL OF REGISTRATION OF 
MOTOR VEHICLES AT LTO 

None 40 minutes 

8. RENEWAL OF FIRE INSURANCE OF 
BUILDINGS AT GSIS 

None 40 minutes 

9. MAINTENANCE AND JANITORIAL 
SERVICES 

None 1 day, 10 minutes 

10. MOTORPOOL SERVICES 
Driver’s Trip Ticket & Gas Issuance 
 

None 15 minutes 

11. DISPOSAL OF DEMO FARM 
PRODUCTS 

None 10 minutes 

 

 

 

 

 



 

 

 



 

 

PROCUREMENT OF OFFICE SUPPLIES AND EQUIPMENT 
This service covers the procurement of office supplies and equipment for the Municipality of 
Trinidad, managed by the General Services Office. It ensures the timely acquisition and 
distribution of necessary materials and equipment required by various departments and 
offices for their daily operations. 
 
The process includes the preparation and submission of requests, evaluation of 
requirements, sourcing of suppliers in accordance with government procurement laws and 
regulations, and the delivery and distribution of approved items. 

 

OFFICE/DIVISION OFFICE OF THE MUNICIPAL GENERAL SERVBICES 
OFFICER 

CLASSIFICATION Simple  
TYPE OF TRANSACTION G2G – Government to Government 
WHO MAY AVAIL Department Heads 

 
CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Completely and properly filled-up 
Purchase Request (PR), 1 original 
copy & 1 duplicate copy 

Concerned Department/Office 

2. Approved Project Procurement 
Management Plan (PPMP), 1 copy Concerned Department/Office 

 

 

 

 

 

 

 

 



 

 

CLIENT STEPS AGENCY ACTIONS FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Present the 
completely and 
properly filled-
up Purchase 
Request with 
PPMP. 

1.1 Shall entry the 
name of 
requesting 
department and 
the total estimated 
cost of the PR to 
the Control Book. 

   
1.2 Assign the PR 

Number to the PR 
No. portion of the 
PR form. 

None   10 minutes 

 
THELMA P. OTRA 

Administrative 
Aide 

Office of the 
Municipal General 
Services Officer 

 1.3 Upon receipt of 
the Approved PR 
forwarded from 
Mayor’s Office, 
the GSO shall 
consolidate the 
requests for the 
commonly-use 
office supplies 
and equipment 
and prepare the 
Agency 
Procurement 
Requests for 
submission to 
Procurement 
Service. For those 
items not 
available at PS 

None   30 minutes 

 
ELENITA L. 

SAWAN 
General Services 

Officer 
Office of the 

Municipal General 
Services Officer 



 

 

Depot proceed to 
direct acquisition. 

2. Procure the 
supplies and 
equipment 
requested. 

2.1 Serve the 
Purchase Order 
(PO) to Supplier. 

None 10 minutes 

 
DIOSEFINA Y. 

CEJAS 
ADMINISTRATIVE 

Aide I 
Office of the 

Municipal General 
Services Officer 

 2.2 Coordinate to the 
departments for 
the status / 
availability of their 
requested items. 
Upon delivery of 
items, coordinate 
the Inspection 
Committee for 
checking and 
inspection before 
the issuance. 

None 10 minutes 

TOTAL None 1 hour  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

ISSUANCE OF OFFICE SUPPLIES 
The issuance of office supplies to the various departments and offices of the Municipality of 
Trinidad constitutes a core frontline service of the General Services Office. This service 
ensures that all municipal offices are adequately equipped with the necessary materials—
such as stationery, writing implements, forms, and other essential office items—required for 
day-to-day operations. 
 
Timely and efficient distribution of these supplies is vital to the uninterrupted delivery of 
basic services to the public and the smooth execution of the mandated functions of each 
department. The General Services Office coordinates closely with departmental heads to 
assess supply needs, maintain proper inventory levels, and implement equitable allocation 
procedures, thereby supporting operational efficiency, accountability, and transparency 
across the municipality. 

 

OFFICE/DIVISION OFFICE OF THE MUNICIPAL GENERAL SERVBICES 
OFFICER 

CLASSIFICATION Simple  
TYPE OF TRANSACTION G2G – Government to Government 
WHO MAY AVAIL Department Heads 

 
CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Requisition and Issue Slip (RIS), 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 
completely 
and properly 
filled-up 
Requisition 
and Issue Slip 
(RIS). 

1. Shall issue all the 
procured/requeste
d supplies and 
equipment and 
also provide the 
photocopy of the 
Approved PR, and 
Sales Invoice to 
the requesting 
department. 

None   25 minutes 

 
ANA C. SALILI 
Administrative 

Aide 
Office of the 

Municipal General 
Services Officer 

 

 
DIOSEFINA Y. 

CEJAS 
ADMINISTRATIVE 

Aide I 
Office of the 

Municipal General 
Services Officer 

TOTAL None 25 minutes  
 

 



 

 

PREPARATION AND PROCESSING OF PAYMENT 
The preparation and processing of payments to the various suppliers and contractors of the 
Municipality of Trinidad is a critical frontline service provided by the General Services Office. 
This service ensures that all financial obligations of the municipality are met accurately and 
on time, fostering strong partnerships with suppliers, contractors, and service providers. 
 
These duties are essential for the uninterrupted delivery of basic municipal services and for 
the effective performance of the mandated functions of each department. The General 
Services Office meticulously verifies invoices, coordinates with relevant departments for 
approval, and ensures compliance with applicable accounting and procurement 
regulations. By maintaining timely and transparent payment processes, the office 
contributes to operational efficiency, fiscal accountability, and the municipality’s credibility 
with its stakeholders. 

 

OFFICE/DIVISION OFFICE OF THE MUNICIPAL GENERAL SERVBICES 
OFFICER 

CLASSIFICATION Simple  
TYPE OF TRANSACTION G2G – Government to Government 
WHO MAY AVAIL Department Heads 

 
CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Billing Statement/Delivery Receipt Concerned Supplier / Contractor 
2. Purchase Order Office of the Municipal General Services Officer 
3. Purchase Request Concerned Department Head 

 

 

 

 

 

 

 

 



 

 

CLIENT STEPS AGENCY ACTIONS FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Present the 
billing 
statement/ 
delivery 
receipt, 
Purchase 
Order (PO) 
and Purchase 
Request (PR). 

1.1 Shall prepare the 
disbursement 
voucher, 
inspection and 
acceptance report 
(IAR) and attach 
the presented 
documents 
including the sales 
invoice. 

 
 
 
 

None   25 minutes 

 
THELMA P. OTRA 

Administrative 
Aide 

Office of the 
Municipal General 
Services Officer 

 1.2 Facilitate the Bids 
and Awards 
Committee (BAC) 
Resolution. 

None   5 minutes 

 
THELMA P. OTRA 

Administrative 
Aide 

Office of the 
Municipal General 
Services Officer 

 



 

 

 
ELENITA L. 

SAWAN 
General Services 

Officer 
Office of the 

Municipal General 
Services Officer 

 1.3 Process the 
disbursement 
voucher and let all 
the signatories 
sign on it like the 
Municipal 
Accountant, 
Municipal 
Treasurer, and 
Municipal Mayor 
including the 
Municipal Budget 
Officer for the 
issuance of 
Obligation 
Request (. 

None   15 minutes 

 
DIOSEFINA Y. 

CEJAS 
ADMINISTRATIVE 

Aide I 
Office of the 

Municipal General 
Services Officer 

 



 

 

 
ANA C. SALILI 
Administrative 

Aide 
Office of the 

Municipal General 
Services Officer 

2. Payment 
claims. 

2. Facilitate the 
supplier/ claimant 
for getting the 
check or payment 
from the Municipal 
Treasurer’s Office. 

None   5 minutes 

 
DIOSEFINA Y. 

CEJAS 
ADMINISTRATIVE 

Aide I 
Office of the 

Municipal General 
Services Officer 

 
TOTAL None 50 minutes  

 

 

 



 

 

PHYSICAL COUNT AND INVENTORY OF PROPERTY, PLANT 
& EQUIPMENT 

The conduct of physical counts and inventory of property, plant, and equipment across the 
various departments of the Municipality of Trinidad is an essential service provided by the 
General Services Office. This process ensures that all municipal assets—ranging from office 
furniture and machinery to vehicles and technical equipment—are accurately accounted for 
and properly managed. 
 
Regular inventory and physical verification are crucial for maintaining operational 
efficiency, safeguarding municipal resources, and ensuring accountability in the use and 
disposition of public property. The General Services Office coordinates with department 
heads to schedule counts, reconcile records, and update asset registers, thereby supporting 
the municipality’s financial integrity, compliance with regulations, and the effective delivery 
of basic services to the public. 

 

OFFICE/DIVISION OFFICE OF THE MUNICIPAL GENERAL SERVBICES 
OFFICER 

CLASSIFICATION Simple  
TYPE OF TRANSACTION G2G – Government to Government 
WHO MAY AVAIL Department Heads 

 
CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Acknowledgement Receipt for 
Equipment (ARE) General Services Office 

2. Inventory Custodian Slip (ICS) General Services Office 
 

 

 

 

 

 



 

 

CLIENT STEPS AGENCY ACTIONS FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Present/ 
Reconcile the 
Acknowledge
ment Receipt 
for Equipment 
(ARE), and 
Inventory 
Custodian Slip 
(ICS). 

1. Shall conduct 
physical count and 
inventory of 
property, plant and 
equipment issued 
to the department. 

 
 
 
 

None   30 minutes 

 
JESSA B. ROMO 
Administrative 

Aide 
Office of the 

Municipal General 
Services Officer 

2. Receive copy 
of the 
approved PPE 
inventory 
report. 

2. Prepare the report 
on the physical 
count of property, 
plant, and 
equipment, and 
furnish copy of the 
report to the 
concern 
department. 

None   30 minutes 

 
JESSA B. ROMO 
Administrative 

Aide 
Office of the 

Municipal General 
Services Officer  

 



 

 

 
ELENITA L. 

SAWAN 
General Services 

Officer 
Office of the 

Municipal General 
Services Officer 

TOTAL None 1 hour  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

REGISTRATION OF MOTOR VEHICLE INSURANCE AT GSIS 
The facilitation of motor vehicle insurance registration at the Government Service Insurance 
System (GSIS) is an important service provided by the General Services Office. This service 
ensures that all municipal vehicles are properly insured, providing financial protection 
against accidents, theƞ, or damages, and safeguarding the municipality from significant out-
of-pocket expenses. 
 
By coordinating with the GSIS and assisting departments in completing the necessary 
documentation, the General Services Office helps maintain compliance with government 
insurance regulations while ensuring uninterrupted operational readiness of municipal 
vehicles. Timely registration and renewal of vehicle insurance contribute to the 
municipality’s overall risk management, fiscal responsibility, and capacity to deliver 
essential services to the public efficiently. 

 

OFFICE/DIVISION OFFICE OF THE MUNICIPAL GENERAL SERVBICES 
OFFICER 

CLASSIFICATION Simple  
TYPE OF TRANSACTION G2G – Government to Government 
WHO MAY AVAIL Department Heads 

 
CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Application Form - 1 original copy Concerned Office / Agency 
2. LTO Certificate of Registration (CR) Office of the Municipal General Services Officer 
3. LTO Official Receipt (OR) Office of the Municipal General Services Officer 
4. Sales Invoice if Brand New & Deed 

of Donation if Second Hand 
Office of the Municipal General Services Officer 

5. Certified Pencil Stencils Office of the Municipal General Services Officer 
6. Pictures, 4 sides Office of the Municipal General Services Officer 

 

 

 

 



 

 

CLIENT STEPS AGENCY ACTIONS FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Present the 
completely/ 
properly filled-
up Application 
Form with the 
copy of the 
Certificate of 
Registration, 
LTO Official 
Receipt, Sales 
Invoice/Deed 
of Donation, 
Certified 
Pencil Stensil, 
and Pictures 
of 4 sides of 
the subject 
vehicle. 

1.1 Shall forward the 
submitted papers 
to GSIS for billing 
purposes. 

 
 
 
 

None   20 minutes 

 
ELENITA L. 

SAWAN 
General Services 

Officer 
Office of the 

Municipal General 
Services Officer 

 1.2 Wait the billing 
statement to 
arrive and then 
prepare the 
disbursement 
voucher and 
process the 
payment. 

None   10 minutes 

 
ELENITA L. 

SAWAN 
General Services 

Officer 
Office of the 

Municipal General 
Services Officer 



 

 

2. Receive copy 
of the 
insurance 
policy. 

2. Shall make a file 
to its individual 
folder of the 
vehicle. 

None   10 minutes 

 
RICO I. CUTANDA 

Administrative 
Aide VI 

Office of the 
Municipal General 
Services Officer  

 

 
ELENITA L. 

SAWAN 
General Services 

Officer 
Office of the 

Municipal General 
Services Officer 

TOTAL None 40 minutes  
 

 

 

 



 

 

RENEWAL OF INSURANCE OF MOTOR VEHICLES AT GSIS 
The facilitation of motor vehicle insurance renewal at the Government Service Insurance 
System (GSIS) is a vital service provided by the General Services Office. This process ensures 
that all municipal vehicles maintain continuous insurance coverage, providing a financial 
safeguard against accidents, total loss, theƞ, or other damages. 
 
By assisting departments in completing and submitting the necessary documentation for 
timely renewal, the General Services Office helps protect the municipality from unexpected 
repair or replacement costs. Continuous insurance coverage also supports operational 
readiness, fiscal accountability, and effective risk management, allowing the municipality to 
deliver essential services to the public without disruption. 

 

OFFICE/DIVISION OFFICE OF THE MUNICIPAL GENERAL SERVBICES 
OFFICER 

CLASSIFICATION Simple  
TYPE OF TRANSACTION G2G – Government to Government 
WHO MAY AVAIL Department Heads 

 
CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. LTO Certificate of Registration (CR) Office of the Municipal General Services Officer 
2. LTO Official Receipt (OR) Office of the Municipal General Services Officer 

 

 

 

 

 

 

 

 

 



 

 

CLIENT STEPS AGENCY ACTIONS FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Present the  
copy of the 
Certificate of 
Registration, 
and LTO 
Official 
Receipt of the 
vehicle. 

1.1 Shall forward the 
submitted papers 
to the GSIS for 
billing purposes. 

 
 
 
 

None   20 minutes 

 
ELENITA L. 

SAWAN 
General Services 

Officer 
Office of the 

Municipal General 
Services Officer 

 1.2 Wait the billing 
statement to 
arrive and prepare 
the disbursement 
voucher and 
process the 
payment. 

None   10 minutes 

2. Receive copy 
of the updated  
insurance 
policy. 

2. Shall make a file 
to its individual 
folder of the 
vehicle. 

None   10 minutes 

 
RICO I. CUTANDA 

Administrative 
Aide VI 

Office of the 
Municipal General 
Services Officer  

 



 

 

 
ELENITA L. 

SAWAN 
General Services 

Officer 
Office of the 

Municipal General 
Services Officer 

TOTAL None 40 minutes  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

RENEWAL OF REGISTRATION OF MOTOR VEHICLES AT LTO 
The facilitation of motor vehicle registration renewal at the Land Transportation Office (LTO) 
is an essential service provided by the General Services Office. This service ensures that all 
municipal vehicles remain legally registered, compliant with Philippine laws, and eligible for 
operation on public roads. 
 
Timely renewal of registration verifies that vehicles are roadworthy, emission-compliant, 
and properly insured, reducing the risk of fines, impoundment, or legal penalties under the 
"No Registration, No Travel" policy. By assisting departments with the preparation and 
submission of required documents, the General Services Office helps maintain operational 
readiness, promotes public safety, and safeguards the municipality from unnecessary 
financial and legal liabilities. 

 

OFFICE/DIVISION OFFICE OF THE MUNICIPAL GENERAL SERVBICES 
OFFICER 

CLASSIFICATION Simple  
TYPE OF TRANSACTION G2G – Government to Government 
WHO MAY AVAIL Department Heads 

 
CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. LTO Certificate of Registration (CR) Office of the Municipal General Services Officer 
2. LTO Official Receipt (OR) Office of the Municipal General Services Officer 
3. Smoke Test Emission Testing Center 
4. GSIS Insurance  GSIS 

 

 

 

 

 

 

 

 



 

 

 

CLIENT STEPS AGENCY ACTIONS FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Present the  
copy of the 
Certificate of 
Registration, 
LTO Official 
Receipt, 
Smoke Test, 
and GSIS 
Insurance of 
the vehicle. 

1.1 Shall forward the 
submitted papers 
to the LTO for 
billing purposes. 

 
 
 
 

None   20 minutes 

 
RICO I. CUTANDA 

Administrative 
Aide VI 

Office of the 
Municipal General 
Services Officer  

 1.2 Wait the billing 
statement to 
arrive and prepare 
the disbursement 
voucher and 
process the 
payment. 

None   10 minutes 

2. Receive copy 
of the updated 
registration. 

2. Shall make a file 
to its individual 
folder of the 
vehicle. 

None   10 minutes 

 
RICO I. CUTANDA 

Administrative 
Aide VI 

Office of the 
Municipal General 
Services Officer  



 

 

 
ELENITA L. 

SAWAN 
General Services 

Officer 
Office of the 

Municipal General 
Services Officer 

TOTAL None 40 minutes  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

RENEWAL OF FIRE INSURANCE OF BUILDINGS AT GSIS 
The facilitation of fire insurance renewal for municipal buildings at the Government Service 
Insurance System (GSIS) is an important service provided by the General Services Office. This 
service ensures that all Local Government Unit (LGU) properties are adequately protected 
against potential risks such as fire, storms, floods, subsidence, and other calamities. 
 
Timely renewal of fire insurance guarantees that the municipality has the financial resources 
to repair, restore, or rebuild damaged structures without significant disruption to municipal 
operations or public services. By assisting departments in completing and submitting the 
required documentation, the General Services Office contributes to risk management, fiscal 
responsibility, and the continued delivery of essential services to the community. 

 

OFFICE/DIVISION OFFICE OF THE MUNICIPAL GENERAL SERVBICES 
OFFICER 

CLASSIFICATION Simple  
TYPE OF TRANSACTION G2G – Government to Government 
WHO MAY AVAIL Department Heads 

 
CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. GSIS Insurance Policy  Office of the Municipal General Services Officer 
 

 

 

 

 

 

 

 

 

 

 

 



 

 

CLIENT STEPS AGENCY ACTIONS FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Present the  
copy of the 
old building 
insurance 
policy of the 
buildings. 

1.1 Shall forward the 
building insurance 
policy to the GSIS 
for billing 
purposes. 

 
 
 
 

None   20 minutes 

 
ELENITA L. 

SAWAN 
General Services 

Officer 
Office of the 

Municipal General 
Services Officer 

 1.2 Wait the billing 
statement to 
arrive and prepare 
the disbursement 
voucher and 
process the 
payment. 

None   10 minutes 

2. Receive copy 
of the updated  
insurance 
policy. 

2. Shall make a file 
to its individual 
folder of the 
building. 

None   10 minutes 

 
ELENITA L. 

SAWAN 
General Services 

Officer 
Office of the 

Municipal General 
Services Officer 

TOTAL None 40 minutes  
 



 

 

MAINTENANCE AND JANITORIAL SERVICES 
The facilitation of janitorial, electrical, carpentry, and other related maintenance services is 
a core frontline function of the General Services Office. These services ensure that municipal 
facilities are kept clean, safe, and fully operational, providing a conducive environment for 
both employees and the public. 
 
Regular janitorial and maintenance activities help reduce the spread of illnesses, safeguard 
municipal property, and enhance employee morale and productivity. By coordinating with 
departments to address facility needs promptly, the General Services Office supports the 
uninterrupted delivery of essential services, ensures compliance with health and safety 
standards, and preserves the municipality’s investments in infrastructure and equipment. 

 

OFFICE/DIVISION OFFICE OF THE MUNICIPAL GENERAL SERVBICES 
OFFICER 

CLASSIFICATION Simple  
TYPE OF TRANSACTION G2G – Government to Government 
WHO MAY AVAIL Department Heads 

 
CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Maintenance 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 
completely 
and properly 
filled-up 
Maintenance 
Request Form 
(MRF). 

1.1 Receive the 
completely and 
properly filled-up 
Maintenance 
Request Form 
(MRF). 

 
 
 
 

None   5 minutes 

 
RICO I. CUTANDA 

Administrative 
Aide VI 

Office of the 
Municipal General 
Services Officer  

 1.2 Forward the 
approved 
Maintenance 
Request Form 
(MRF) to the 
concern 
personnel. 

None   5 minutes 

2. Wait the 
concern 
personnel for 
the respond/ 
services. 

2. Make schedule to 
deliver the needed 
services. 

None   1 day 

 
RICO I. CUTANDA 

Administrative 
Aide VI 

Office of the 
Municipal General 
Services Officer 



 

 

 
ELENITA L. 

SAWAN 
General Services 

Officer 
Office of the 

Municipal General 
Services Officer 

TOTAL None 1 day, 10 
minutes 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

MOTORPOOL SERVICES 
Driver’s Trip Ticket & Gas Issuance 

The issuance of driver’s trip tickets and fuel allocation is a key service provided by the 
General Services Office under motorpool operations. Driver’s trip tickets serve as official 
documentation of municipal vehicle use, ensuring accountability, monitoring fuel 
consumption and mileage, and maintaining compliance with government regulations. 
 
Through this service, the General Services Office helps track vehicle utilization, optimize fuel 
management, and support the efficient deployment of municipal vehicles. Proper 
documentation and oversight contribute to operational efficiency, transparency, and the 
uninterrupted delivery of essential services to the public. 

 

OFFICE/DIVISION OFFICE OF THE MUNICIPAL GENERAL SERVBICES 
OFFICER 

CLASSIFICATION Simple  
TYPE OF TRANSACTION G2G – Government to Government 
WHO MAY AVAIL Department Heads 

 
CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. 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  
completely 
and properly 
filled-up 
Application 
Form with 
Waiver. 

1.1 Receive, check 
and countersign 
the completely 
and properly filled 
–up Application 
Form & Waiver 
and verify the 
availability of the 
equipment. 

 
1.2 Forward the 

countersigned  
Application Form 
& Waiver to the 
LCE. 

None   5 minutes 

 
ANA C. SALILI 
Administrative 

Aide 
Office of the 

Municipal General 
Services Officer 

 

 
RICO I. CUTANDA 

Administrative 
Aide VI 

Office of the 
Municipal General 
Services Officer  



 

 

2. Forward the 
Approved  
Application 
Form & 
Waiver to 
Motorpool and 
wait the  
requested 
vehicle. 

2. Schedule & log the 
dispatch of 
vehicle. 

None   5 minutes 

 
MARIOLITO T. 

NUGAL 
Administrative 

Aide VI/Assistant 
Motorpool 
Incharge  

Office of the 
Municipal General 
Services Officer 

 

 
RICO I. CUTANDA 

Administrative 
Aide VI 

Office of the 
Municipal General 
Services Officer 

TOTAL None 15 minutes  
 

 



 

 

 

DISPOSAL OF DEMO FARM PRODUCTS 
The proper disposal of demonstration farm products—including crops, vegetables, 
aquaculture products, poultry, livestock, and other agricultural outputs—is a key service 
facilitated by the General Services Office. This process ensures that all harvested or 
produced items are accounted for, documented, and disposed of in a manner that maintains 
accurate production and financial records. 
 
By coordinating the collection, distribution, or appropriate disposal of these products, the 
General Services Office helps optimize resource utilization, prevent wastage, and support 
transparency and accountability in municipal agricultural programs. Proper management of 
demo farm outputs also contributes to the sustainability of municipal agricultural initiatives 
and the effective delivery of related services to the community. 

 

OFFICE/DIVISION OFFICE OF THE MUNICIPAL GENERAL SERVBICES 
OFFICER 

CLASSIFICATION Simple  
TYPE OF TRANSACTION G2G – Government to Government 
WHO MAY AVAIL Department Heads 

 
CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Buyers List, 1 original copy Office of the Municipal General Services Officer 
 

 

 

 

 

 

 

 

 

 



 

 

CLIENT STEPS AGENCY ACTIONS FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Approach the 
responsible 
officer for the 
listing. 

1.1 Weigh the 
products and 
make the buyers 
list and forward 
the reviewed & 
signed buyers list 
to the payroll 
maker for 
deduction. 

 
1.2 Forward the 

countersigned  
Application Form 
& Waiver to the 
LCE. 

None   5 minutes 

 
JESSA B. ROMO 
Administrative 

Aide 
Office of the 

Municipal General 
Services Officer 

 

 
ANA C. SALILI 
Administrative 

Aide 
Office of the 

Municipal General 
Services Officer  



 

 

2. Pick-up/ claim 
the products. 

2. Prepare the 
Disposal Reports 
of the Demo Farm 
Products for LCE’s 
approval. 

None   5 minutes 

 
JESSA B. ROMO 
Administrative 

Aide 
Office of the 

Municipal General 
Services Officer 

TOTAL None 10 minutes  
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