


 

 

NAME OF SEVICE TOTAL FEES TO BE 
PAID 

TOTAL PROCESSING 
TIME 

INTERNAL SERVICES 
1. ISSUANCE OF CERTIFICATE OF 

EMPLOYMENT FOR INCUMBENT 
MUNICIPAL OFFICIALS AND EMPLOYEES 

PhP 100.00 1 day, 1 Hour, 40 
minutes 

2. ISSUANCE OF SERVICE RECORDS FOR 
INCUMBENT MUNICIPAL OFFICIALS AND 
EMPLOYEES 

PhP 100.00 PhP 100.00 

3. ISSUANCE OF THE AUTHORITY TO TRAVEL 
ABROAD FOR INCUMBENT MUNICIPAL 
OFFICIALS AND EMPLOYEES 

None 1 day, 1 Hour, 20 
minutes 

4. ISSUANCE OF OFFICE IDENTIFICATION 
CARD FOR EMPLOYEES 

None 1 day, 1 Hour, 20 
minutes 

5. FILING OF APPLICATION FOR LEAVE OF 
ABSENCE 

None 1 day, 1 Hour, 20 
minutes 

6. FILING OF APPLICATION FOR 
MONETIZATION OF LEAVE CREDITS 

None 1 day, 1 Hour, 20 
minutes 

7. ISSUANCE OF CERTIFICATE OF 
PERFORMANCE RATINGS FOR 
INCUMBENT MUNICIPAL EMPLOYEES 

PhP 100.00 1 day, 1 Hour, 40 
minutes 

8. ISSUANCE OF CERTIFIED COPIES OF 
PERSONNEL RECORDS IN THE 201 FILES 
FOR INCUMBENT MUNICIPAL OFFICIALS 
AND EMPLOYEES 

None 2 hours, 10 minutes 

9. REQUEST OF CLEARANCE FOR 
INCUMBENT MUNICIPAL OFFICIALS AND 
EMPLOYEES 

PhP 100.00 1 Hour, 40 minutes 

10. ISSUANCE OF EMERGENCY JOB ORDER None 1 day, 1 Hour, 30 
minutes 

11. ISSUANCE OF CERTIFICATION FOR PAG-
IBIG FUND PURPOSE FOR INCUMBENT 
MUNICIPAL OFFICIALS AND EMPLOYEES 

PhP 100.00 1 Hour, 40 minutes 

 



 

 

 



 

 

ISSUANCE OF CERTIFICATE OF EMPLOYMENT FOR 
INCUMBENT MUNICIPAL OFFICIALS AND EMPLOYEES 

This service provides incumbent 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 G2G – Government to Government 
WHO MAY AVAIL All incumbent Municipal Officials and Employees 

 
CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. 1 original copy of duly filled-up 
Request Form 

At the Staff of the Office of the Municipal Human 
Resource Management Officer 

2. 1 original copy of Official Receipt At the Office of the Municipal Treasurer 
 

 

 

 

 

 

 

 

 

  

 



 

 

CLIENT STEPS AGENCY ACTIONS FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit duly 
filled-up 
Request Form 
specifying 
purpose of 
request. 

1.1 The Office of the 
HRMO Staff 
evaluate the 
request form. 

 
1.2 The Office of the 

HRMO Staff 
advise the 
requesting official 
or employee to 
pay the required 
fees. 

None   10 minutes 

 
NIÑO B. CRODUA 

Administrative 
Assistant II 
Office of the 

Municipal HRM 
Officer 

 
OR 

 

 
REX PAUL R. 
LOFRANCO 

Administrative 
Aide VI 

Office of the 
Municipal HRM 

Officer 



 

 

OR 
 

 
JHON MJ A. 

LAWIS 
Administrative 

Aide III 
Office of the 

Municipal HRM 
Officer 

2. The 
requesting 
official or 
employee or 
official pays 
the required 
fees. 

2. 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 



 

 

3. Return to the 
Office of the 
Municipal 
HRMO with 
Request Form 
and Official 
Receipt 

3.1 The Office of the 
HRMO Staff 
forward the duly 
filled-up Request 
Form with the 
Official Receipt to 
the HRMO. 

None 10 minutes 

 
NIÑO B. CRODUA 

Administrative 
Assistant II 
Office of the 

Municipal HRM 
Officer 

 
OR 

 

 
REX PAUL R. 
LOFRANCO 

Administrative 
Aide VI 

Office of the 
Municipal HRM 

Officer 
 

OR 
 



 

 

 
JHON MJ A. 

LAWIS 
Administrative 

Aide III 
Office of the 

Municipal HRM 
Officer 

 3.2 The HRMO locate 
the records, print 
the certificate of 
employment and 
affix his signature. 

None 1 hour 

 
DR. QUIRINO T. 

NUGAL, JR. 
Human Resource 

Management 
Officer 

Office of the 
Municipal HRM 

Officer 



 

 

 3.3 The Municipal 
Mayor or the 
Municipal 
Administrator sign 
the certificate of 
employment. 

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 



 

 

4. The 
requesting 
employee or 
official claims 
the file/s 
requested. 

4. The Office of the 
HRMO Staff 
release the 
requested 
certificate of 
employment to the 
employee or 
official. 

None 10 minutes 

 
NIÑO B. CRODUA 

Administrative 
Assistant II 
Office of the 

Municipal HRM 
Officer 

 
OR 

 

 
REX PAUL R. 
LOFRANCO 

Administrative 
Aide VI 

Office of the 
Municipal HRM 

Officer 
 

OR 
 



 

 

 
JHON MJ A. 

LAWIS 
Administrative 

Aide III 
Office of the 

Municipal HRM 
Officer 

TOTAL PhP 100.00  1 day, 1 
Hour, 40 
minutes 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

ISSUANCE OF SERVICE RECORDS FOR INCUMBENT 
MUNICIPAL OFFICIALS AND EMPLOYEES 

This service provides 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 G2G – Government to Government 
WHO MAY AVAIL All incumbent Municipal Officials and Employees 

 
CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. 1 original copy of duly filled-up 
Request Form 

At the Staff of the Office of the Municipal Human 
Resource Management Officer 

2. 1 original copy of Official Receipt At the Office of the Municipal Treasurer 
 

 

 

 

 

 

 

 

 

  

 



 

 

CLIENT STEPS AGENCY ACTIONS FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit duly 
filled-up 
Request Form 
specifying 
purpose of 
request. 

1.1 The Office of the 
HRMO Staff 
evaluate the 
request form. 

 
1.2 The Office of the 

HRMO Staff 
advise the 
requesting official 
or employee to 
pay the required 
fees. 

None   10 minutes 

 
NIÑO B. CRODUA 

Administrative 
Assistant II 
Office of the 

Municipal HRM 
Officer 

 
OR 

 

 
REX PAUL R. 
LOFRANCO 

Administrative 
Aide VI 

Office of the 
Municipal HRM 

Officer 



 

 

OR 
 

 
JHON MJ A. 

LAWIS 
Administrative 

Aide III 
Office of the 

Municipal HRM 
Officer 

2. requesting 
official or 
employee 
pays the 
required fees. 

2. 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 



 

 

3. Return to the 
Office of the 
Municipal 
HRMO with 
Request Form 
and Official 
Receipt 

3.1 The Office of the 
HRMO Staff 
forward the duly 
filled-up Request 
Form with the 
Official Receipt to 
the HRMO. 

None 10 minutes 

 
NIÑO B. CRODUA 

Administrative 
Assistant II 
Office of the 

Municipal HRM 
Officer 

 
OR 

 

 
REX PAUL R. 
LOFRANCO 

Administrative 
Aide VI 

Office of the 
Municipal HRM 

Officer 
 

OR 
 



 

 

 
JHON MJ A. 

LAWIS 
Administrative 

Aide III 
Office of the 

Municipal HRM 
Officer 

 3.2 The HRMO 
update the 
Service Record, 
print and affix his 
signature. 

None 1 hour 

 
DR. QUIRINO T. 

NUGAL, JR. 
Human Resource 

Management 
Officer 

Office of the 
Municipal HRM 

Officer 



 

 

 3.3 The Municipal 
Mayor or the 
Municipal 
Administrator sign 
the Service 
Record. 

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 



 

 

4. The 
requesting 
employee or 
official claims 
the file/s 
requested. 

4. The Office of the 
HRMO Staff 
release the 
requested service 
record to the 
employee or 
official. 

None 10 minutes 

 
NIÑO B. CRODUA 

Administrative 
Assistant II 
Office of the 

Municipal HRM 
Officer 

 
OR 

 

 
REX PAUL R. 
LOFRANCO 

Administrative 
Aide VI 

Office of the 
Municipal HRM 

Officer 
 

OR 
 



 

 

 
JHON MJ A. 

LAWIS 
Administrative 

Aide III 
Office of the 

Municipal HRM 
Officer 

TOTAL PhP 100.00  1 day, 1 
Hour, 40 
minutes 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

ISSUANCE OF THE AUTHORITY TO TRAVEL ABROAD FOR 
INCUMBENT MUNICIPAL OFFICIALS AND EMPLOYEES 

This service provides incumbent Municipal Officials and Employees of the Local Government 
Unit (LGU) of Trinidad with an Authority to Travel Abroad, which serves as the official 
approval for an employee to travel outside the country for personal purposes. The issuance 
of this authority ensures that the employee’s travel is properly documented and authorized 
by the Local Government Unit, and that such travel will not adversely affect the delivery of 
public services or the performance of official duties. 

 

OFFICE/DIVISION OFFICE OF THE MUNICIPAL HUMAN RESOURCE 
MANAGEMENT OFFICER 

CLASSIFICATION Simple  
TYPE OF TRANSACTION G2G – Government to Government 
WHO MAY AVAIL  All incumbent Municipal Officials and Employees 

 
CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. 1 original copy of duly filled-up 
Request Form 

At the Staff of the Office of the Municipal Human 
Resource Management Officer 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

CLIENT STEPS AGENCY ACTIONS FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit duly 
filled-up 
Request Form 
specifying 
purpose of 
request. 

1.1 The Office of the 
HRMO Staff 
evaluate the 
request form. 

 
1.2 The Office of the 

HRMO Staff 
forward the duly 
approved letter 
request with the  
approved 
application for 
leave to the 
HRMO. 

None   10 minutes 

 
NIÑO B. CRODUA 

Administrative 
Assistant II 
Office of the 

Municipal HRM 
Officer 

 
OR 

 

 
REX PAUL R. 
LOFRANCO 

Administrative 
Aide VI 

Office of the 
Municipal HRM 

Officer 



 

 

OR 
 

 
JHON MJ A. 

LAWIS 
Administrative 

Aide III 
Office of the 

Municipal HRM 
Officer 

 1.3 The HRMO print 
the authority to 
travel and affix his 
signature. 

None 1 hour 

 
DR. QUIRINO T. 

NUGAL, JR. 
Human Resource 

Management 
Officer 

Office of the 
Municipal HRM 

Officer 



 

 

 3.1 The Municipal 
Mayor or the 
Municipal 
Administrator sign 
the authority to 
travel. 

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 



 

 

2. The 
requesting 
employee or 
official claims 
the authority 
to travel 
requested. 

2. The Office of the 
HRMO Staff 
release the 
requested 
authority to travel 
to the employee or 
official. 

None 10 minutes 

 
NIÑO B. CRODUA 

Administrative 
Assistant II 
Office of the 

Municipal HRM 
Officer 

 
OR 

 

 
REX PAUL R. 
LOFRANCO 

Administrative 
Aide VI 

Office of the 
Municipal HRM 

Officer 
 

OR 
 



 

 

 
JHON MJ A. 

LAWIS 
Administrative 

Aide III 
Office of the 

Municipal HRM 
Officer 

TOTAL None 1 day, 1 
Hour, 20 
minutes 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

ISSUANCE OF OFFICE IDENTIFICATION CARD FOR 
EMPLOYEES 

The request for the issuance of an Office Identification Card (Anti-Red Tape Authority 
[ARTA] ID) is a service provided to employees of the Municipal Government to ensure proper 
identification in the performance of official duties and in compliance with the Anti-Red Tape 
Act. The identification card serves as proof of employment and facilitates transparency and 
accountability in the delivery of public service. 

 

OFFICE/DIVISION OFFICE OF THE MUNICIPAL HUMAN RESOURCE 
MANAGEMENT OFFICER 

CLASSIFICATION Simple  
TYPE OF TRANSACTION G2G – Government to Government 
WHO MAY AVAIL  All incumbent Municipal Employees 

 
CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

NONE N/A 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

CLIENT STEPS AGENCY ACTIONS FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Approach the 
Office of the 
HRM Officer 
staff and 
request for an 
office ID. 

1.1 The Office of the 
HRM Officer staff 
take a photo of 
the employee for 
the ID. 

 
1.2 The Office of the 

HRM Officer staff 
transmit or share 
the photo file to 
the HRMO for ID 
preparation. 

None   10 minutes 

 
NIÑO B. CRODUA 

Administrative 
Assistant II 
Office of the 

Municipal HRM 
Officer 

 
OR 

 

 
REX PAUL R. 
LOFRANCO 

Administrative 
Aide VI 

Office of the 
Municipal HRM 

Officer 



 

 

OR 
 

 
JHON MJ A. 

LAWIS 
Administrative 

Aide III 
Office of the 

Municipal HRM 
Officer 

 1.3 The HRMO 
prepares and 
prints the office 
ID. 

None 1 day 

 
DR. QUIRINO T. 

NUGAL, JR. 
Human Resource 

Management 
Officer 

Office of the 
Municipal HRM 

Officer 



 

 

 1.4 The Office of the 
HRM Officer staff 
laminate the 
printed office ID. 

None 1 hour 

 
NIÑO B. CRODUA 

Administrative 
Assistant II 
Office of the 

Municipal HRM 
Officer 

 
OR 

 

 
REX PAUL R. 
LOFRANCO 

Administrative 
Aide VI 

Office of the 
Municipal HRM 

Officer 
 

OR 
 



 

 

 
JHON MJ A. 

LAWIS 
Administrative 

Aide III 
Office of the 

Municipal HRM 
Officer 

2. Claim the 
office ID. 

2. The Office of the 
HRM Officer staff 
release the 
laminated office ID 
to the requesting 
employee. 

None 10 minutes 

 
NIÑO B. CRODUA 

Administrative 
Assistant II 
Office of the 

Municipal HRM 
Officer 

 
OR 

 



 

 

 
REX PAUL R. 
LOFRANCO 

Administrative 
Aide VI 

Office of the 
Municipal HRM 

Officer 
 

OR 

 
JHON MJ A. 

LAWIS 
Administrative 

Aide III 
Office of the 

Municipal HRM 
Officer 

TOTAL None 1 day, 1 Hour, 
20 minutes 

 

 



 

 

FILING OF APPLICATION FOR LEAVE OF ABSENCE 
The Filing of Leave of Absence is a service provided to Municipal Officials and Employees of 
the Local Government Unit of Trinidad to formally request permission to be absent from 
work for a specified period of time due to personal, medical, or other valid reasons. This 
process ensures that leave requests are properly documented, evaluated, and approved in 
accordance with existing Civil Service Commission rules and regulations, as well as the 
policies of the Local Government Unit. 

 

OFFICE/DIVISION OFFICE OF THE MUNICIPAL HUMAN RESOURCE 
MANAGEMENT OFFICER 

CLASSIFICATION Simple  
TYPE OF TRANSACTION G2G – Government to Government 
WHO MAY AVAIL  All incumbent Municipal Officials and Employees 

 
CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. 2 copies of the duly accomplished 
Leave Application Form (CSC 
FORM No. 6 Revised 2020) with the 
original signatures of the official or 
employee and the concerned 
Department Head 

Official/employee concerned or to the Office of the 
Municipal HRM Officer 

2. For Sick Leave - 1 original copy of 
Medical Certificate  

Attending physician of the concerned 
official/employee 

3. For Maternity Leave – 1 
photocopy of the proof of 
pregnancy e.g. ultrasound, 
doctor’s certificate on the 
expected date of delivery 

Attending physician of the concerned 
official/employee 

4. For Paternity Leave - 1 photocopy 
of the proof of child’s delivery e.g. 

Attending physician/midwife of the concerned 
official/employee 



 

 

birth certificate, medical 
certificate and marriage contract 

 Office of the Municipal Civil Registrar 
5. For Special Privilege leave - 1 

photocopy of the approved 
schedule (for employee only) 

Employee concerned 

6. For Solo Parent leave - 1 
photocopy of the updated Solo 
Parent Identification Card 

Office of the Municipal Social Welfare and 
Development Officer 

7. For Study leave - 1 certified copy 
of the Contract between the LGU 
and the employee concerned 

Official/employee concerned 

8. For VAWC leave –  
 
 1 certified copy of the Barangay 

Protection Order (BPO) obtained 
from the barangay;  
 

 1 certified copy of the 
Temporary/Permanent Protection 
Order (TPO/PPO) obtained from 
the court;  
 

 1 certified copy of the certification - 
If the protection order is not yet 
issued by the barangay or the 
court, a certification issued by the 
Punong Barangay/Kagawad or 
Prosecutor or the Clerk of Court 
that the application for the BPO, 
TPO or PPO has been filed with the 
said office shall be sufficient to 

 
 
 Respective Barangay Hall where the case being 

filed 
 
 
 

 MCTC/RTC where the case being filed 
 
 
 
 
 

 Barangay Hall or MCTC/RTC where the case 
being filed 

 
 
 
 
 



 

 

support the application for the ten-
day leave;  
 

 1 certified copy of the certification 
and medical certificate - In the 
absence of the BPO/TPO/PPO or 
the certification, a police report 
specifying the details of the 
occurrence of violence on the 
victim and a medical certificate 
may be considered, at the 
discretion of the immediate 
supervisor of the woman employee 
concerned. 

 
 
 
 
 
 
 

 PNP station where the case being filed 
 Attending Physician  
 

9. For Rehabilitation leave –  
 
 1 original copy of the Letter request  

 
 1 certified copy of the Police report, 

if any,  
 
 

 1 certified copy of the Medical 
certificate on the nature of the 
injuries, the course of treatment 
involved, and the need to undergo 
rest, recuperation, and 
rehabilitation, as the case may be.  
 

 1 certified copy of the Written 
concurrence of a government 
physician should be obtained 

 
 
 Official/employee concerned 

 
 

 PNP station of the responding police officer/s 
 
 

 Attending physician 
 
 
 
 
 
 
 

 Government physician 
 



 

 

relative to the recommendation for 
rehabilitation if the attending 
physician is a private practitioner, 
particularly on the duration of the 
period of rehabilitation. 

 
 
 
 
 

10. For Special leave benefits for 
women - 1 certified copy of the 
medical certificate filled out by the 
proper medical authorities, e.g. 
the attending surgeon 
accompanied by a clinical 
summary reflecting the 
gynecological disorder which shall 
be addressed or was addressed by 
the said surgery; the 
histopathological report; the 
operative technique used for the 
surgery; the duration of the 
surgery including the peri 
operative period (period of 
confinement around surgery); as 
well as the employees estimated 
period of recuperation for the 
same. 

 Attending physician 
Medical Laboratory or Hospital where the medical 
examination/laboratory test was conducted 

11. For Special Emergency 
(Calamity) leave – 1 certified copy 
of the declaration placing the 
employee’s place of residence 
under a State of Calamity, if the 
employee is not a resident of the 
Local Government Unit (LGU). 

Official/employee concerned 



 

 

12. For Adoption Leave – 1 certified 
copy of authenticated Pre-
Adoptive Placement Authority 
issued by the Department of Social 
Welfare and Development (DSWD). 

Department of Social Welfare and Development 
(DSWD) 

13. For Wellness leave - 1 photocopy 
of the approved schedule (for 
employee only) 

Employee concerned 

 

CLIENT STEPS AGENCY ACTIONS FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit the 2 
copies of the 
duly 
accomplished 
Leave 
Application 
Form with the 
original 
signatures 
together with 
the complete 
and 
appropriate 
supporting 
documents, if 
required. 

1.1 The Office of the 
HRM Officer staff 
evaluates the duly 
accomplished 
Leave Application 
Form and 
supporting 
documents. 

 
1.2 The Office of the 

HRM Officer staff 
forward the 
application to the 
HRMO for his 
review. 

None   10 minutes 

 
NIÑO B. CRODUA 

Administrative 
Assistant II 
Office of the 

Municipal HRM 
Officer 

 
OR 

 



 

 

 
REX PAUL R. 
LOFRANCO 

Administrative 
Aide VI 

Office of the 
Municipal HRM 

Officer 
OR 

 

 
JHON MJ A. 

LAWIS 
Administrative 

Aide III 
Office of the 

Municipal HRM 
Officer 



 

 

 1.3 The HRMO 
reviews the 
application, 
records the 
transaction in the 
employee’s leave 
card, and affixes 
his signature. 

None 1 hour 

 
DR. QUIRINO T. 

NUGAL, JR. 
Human Resource 

Management 
Officer 

Office of the 
Municipal HRM 

Officer 
 1.4 The Municipal 

Mayor or the 
Municipal 
Administrator sign 
the application for 
leave of absence. 

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 
2. Claim the 

Approved 
application for 
leave of 
absence. 

2. The Office of the 
HRM Officer staff 
release copy of 
the approved 
application for 
leave of absence. 

None 10 minutes 

 
NIÑO B. CRODUA 

Administrative 
Assistant II 
Office of the 

Municipal HRM 
Officer 

 
OR 

 



 

 

 
REX PAUL R. 
LOFRANCO 

Administrative 
Aide VI 

Office of the 
Municipal HRM 

Officer 
 

OR 

 
JHON MJ A. 

LAWIS 
Administrative 

Aide III 
Office of the 

Municipal HRM 
Officer 

TOTAL None 1 day, 1 Hour, 
20 minutes 

 

 



 

 

FILING OF APPLICATION FOR MONETIZATION OF LEAVE 
CREDITS 

The Filing of Application for Monetization of Leave Credits is a service provided to Municipal 
Officials and Employees of the Local Government Unit of Trinidad who wish to convert a 
portion of their accumulated vacation and/or sick leave credits into cash, subject to existing 
Civil Service Commission rules and regulations and applicable government policies. 

 

OFFICE/DIVISION OFFICE OF THE MUNICIPAL HUMAN RESOURCE 
MANAGEMENT OFFICER 

CLASSIFICATION Simple  
TYPE OF TRANSACTION G2G – Government to Government 
WHO MAY AVAIL  All incumbent Municipal Officials and Employees 

 
CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. 2 copies of the duly accomplished 
Leave Application Form (CSC 
FORM No. 6 Revised 2020) with the 
original signatures of the official or 
employee and the concerned 
Department Head 

Official/employee concerned or to the Office of the 
Municipal HRM Officer 

2. 2 original copies of duly approved 
letter request. 

Official/employee concerned or to the Office of the 
Municipal HRM Officer 

 

 

 

 

 

 

 

 



 

 

CLIENT STEPS AGENCY ACTIONS FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit the 2 
copies of the 
duly 
accomplished 
Leave 
Application 
Form with the 
original 
signatures 
together with 
the approved 
letter request. 

1.1 The Office of the 
HRM Officer staff 
evaluates the duly 
accomplished 
Leave Application 
Form and 
approved letter 
request. 

 
1.2 The Office of the 

HRM Officer staff 
forward the 
application to the 
HRMO for his 
review. 

None   10 minutes 

 
NIÑO B. CRODUA 

Administrative 
Assistant II 
Office of the 

Municipal HRM 
Officer 

 
OR 

 

 
REX PAUL R. 
LOFRANCO 

Administrative 
Aide VI 

Office of the 
Municipal HRM 

Officer 



 

 

OR 
 

 
JHON MJ A. 

LAWIS 
Administrative 

Aide III 
Office of the 

Municipal HRM 
Officer 

 1.3 The HRMO 
reviews the 
application, 
records the 
transaction in the 
employee’s leave 
card, and affixes 
his signature. 

None 1 hour 

 
DR. QUIRINO T. 

NUGAL, JR. 
Human Resource 

Management 
Officer 

Office of the 
Municipal HRM 

Officer 



 

 

 1.4 The Municipal 
Mayor or the 
Municipal 
Administrator sign 
the application for 
monetization. 

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 



 

 

 1.5 The Office of the 
HRM Officer staff 
forward the 
application for 
monetization to 
the Office of the 
Municipal 
Accountant for 
voucher 
preparation. 

None 10 minutes 

 
NIÑO B. CRODUA 

Administrative 
Assistant II 
Office of the 

Municipal HRM 
Officer 

 
OR 

 

 
REX PAUL R. 
LOFRANCO 

Administrative 
Aide VI 

Office of the 
Municipal HRM 

Officer 
 

OR 



 

 

 
JHON MJ A. 

LAWIS 
Administrative 

Aide III 
Office of the 

Municipal HRM 
Officer 

TOTAL None 1 day, 1 Hour, 
20 minutes 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

ISSUANCE OF CERTIFICATE OF PERFORMANCE RATINGS 
FOR INCUMBENT MUNICIPAL EMPLOYEES 

This service provides incumbent 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 G2G – Government to Government 
WHO MAY AVAIL All separated Municipal Employees 

 
CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. 1 original copy of duly filled-up 
Request Form 

At the Staff of the Office of the Municipal Human 
Resource Management Officer 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

CLIENT STEPS AGENCY ACTIONS FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit duly 
filled-up 
Request Form 
specifying 
purpose of 
request. 

1. The Office of the 
HRM Officer staff 
evaluates the 
request form if 
record is available 

None   10 minutes 

 
NIÑO B. CRODUA 

Administrative 
Assistant II 
Office of the 

Municipal HRM 
Officer 

 
OR 

 

 
REX PAUL R. 
LOFRANCO 

Administrative 
Aide VI 

Office of the 
Municipal HRM 

Officer 



 

 

OR 
 

 
JHON MJ A. 

LAWIS 
Administrative 

Aide III 
Office of the 

Municipal HRM 
Officer 

2. The 
requesting 
party pays the 
required fees.. 

3. 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 



 

 

3. Return to the 
Office of the 
Municipal 
HRMO with 
Request Form 
and Official 
Receipt 

3.1 The Office of the 
HRMO Staff 
forward the duly 
filled-up Request 
Form with the 
Official Receipt to 
the HRMO. 

None 10 minutes 

 
NIÑO B. CRODUA 

Administrative 
Assistant II 
Office of the 

Municipal HRM 
Officer 

 
OR 

 

 
REX PAUL R. 
LOFRANCO 

Administrative 
Aide VI 

Office of the 
Municipal HRM 

Officer 
 

OR 
 



 

 

 
JHON MJ A. 

LAWIS 
Administrative 

Aide III 
Office of the 

Municipal HRM 
Officer 

 3.2 The HRMO locate 
the records, print 
the certificate of 
performance 
ratings and affix 
his signature. 

None 1 hour 

 
DR. QUIRINO T. 

NUGAL, JR. 
Human Resource 

Management 
Officer 

Office of the 
Municipal HRM 

Officer 



 

 

 3.3 The Municipal 
Mayor or the 
Municipal 
Administrator sign 
the certificate 
performance 
ratings. 

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 



 

 

4. The 
requesting 
party claims 
the certificate 
of 
performance 
rating. 

4. The Office of the 
HRMO Staff 
release the 
requested 
certificate of 
performance rating 
to the requesting 
party. 

None 10 minutes 

 
NIÑO B. CRODUA 

Administrative 
Assistant II 
Office of the 

Municipal HRM 
Officer 

 
OR 

 

 
REX PAUL R. 
LOFRANCO 

Administrative 
Aide VI 

Office of the 
Municipal HRM 

Officer 
 

OR 
 



 

 

 
JHON MJ A. 

LAWIS 
Administrative 

Aide III 
Office of the 

Municipal HRM 
Officer 

TOTAL PhP 100.00  1 day, 1 
Hour, 40 
minutes 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

ISSUANCE OF CERTIFIED COPIES OF PERSONNEL 
RECORDS IN THE 201 FILES FOR INCUMBENT MUNICIPAL 

OFFICIALS AND EMPLOYEES 
This service provides employees and officials of the Municipal Government of Trinidad with 
certified copy or copies of their personnel records (201 Files) upon request. These records 
may be needed for employment verification, promotion, transfer, retirement, or other 
official transactions requiring proof of service, employment history, and personal 
information. 

 

OFFICE/DIVISION OFFICE OF THE MUNICIPAL HUMAN RESOURCE 
MANAGEMENT OFFICER 

CLASSIFICATION Simple  
TYPE OF TRANSACTION G2G – Government to Government 
WHO MAY AVAIL All incumbent Municipal Officials and Employees 

 
CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. 1 original copy of duly filled-up 
Request Form 

At the Staff of the Office of the Municipal Human 
Resource Management Officer 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

CLIENT STEPS AGENCY ACTIONS FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit duly 
filled-up 
Request Form 
specifying 
purpose of 
request. 

1.1 The Office of the 
HRMO Staff 
evaluate the 
request and locate 
the file(s) if 
available. 

1.2 If the file(s) are 
available, the 
HRMO staff 
reproduces the 
requested 
document(s), 
stamps them as 
“Certified True 
Copy,” and 
forwards them to 
the Human 
Resource 
Management 
Officer for review 
and signature. 

1.3 If file/s 
unavailable, 
explain the 
unavailability of 
the document(s). 

None   10 minutes 

 
NIÑO B. CRODUA 

Administrative 
Assistant II 
Office of the 

Municipal HRM 
Officer 

 
OR 

 

 
REX PAUL R. 
LOFRANCO 

Administrative 
Aide VI 

Office of the 
Municipal HRM 

Officer 



 

 

OR 
 

 
JHON MJ A. 

LAWIS 
Administrative 

Aide III 
Office of the 

Municipal HRM 
Officer 

 1.4 The HRMO review 
the photocopied 
file/s and affix his 
signature. 

None 1 hour 

 
DR. QUIRINO T. 

NUGAL, JR. 
Human Resource 

Management 
Officer 

Office of the 
Municipal HRM 

Officer 



 

 

2. The 
requesting 
party claims 
the certificate 
of 
performance 
rating. 

2. The Office of the 
HRMO Staff 
release the 
requested 
certificate of 
performance rating 
to the requesting 
party. 

None 10 minutes 

 
NIÑO B. CRODUA 

Administrative 
Assistant II 
Office of the 

Municipal HRM 
Officer 

 
OR 

 

 
REX PAUL R. 
LOFRANCO 

Administrative 
Aide VI 

Office of the 
Municipal HRM 

Officer 
 

OR 
 



 

 

 
JHON MJ A. 

LAWIS 
Administrative 

Aide III 
Office of the 

Municipal HRM 
Officer 

TOTAL None 2 hours, 10 
minutes 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

REQUEST OF CLEARANCE FOR INCUMBENT MUNICIPAL 
OFFICIALS AND EMPLOYEES 

The request for Clearance is a service provided to incumbent Municipal Officials and 
Employees of the Local Government Unit of Trinidad who require official certification that 
they have no pending financial, property, or administrative accountabilities with the office. 
This process ensures that all accountabilities, obligations, and responsibilities of the 
requesting employee are properly verified and settled prior to the issuance of the 
corresponding clearance. 

 

OFFICE/DIVISION OFFICE OF THE MUNICIPAL HUMAN RESOURCE 
MANAGEMENT OFFICER 

CLASSIFICATION Simple  
TYPE OF TRANSACTION G2G – Government to Government 
WHO MAY AVAIL All incumbent Municipal Officials and Employees 

 
CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. 1 original copy of duly filled-up 
Request Form 

At the Staff of the Office of the Municipal Human 
Resource Management Officer 

2. 1 original copy of Official Receipt At the Office of the Municipal Treasurer 
 

 

 

 

 

 

 

 

 

 

 



 

 

CLIENT STEPS AGENCY ACTIONS FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit duly 
filled-up 
Request Form 
specifying 
purpose of 
request. 

1.1 The Office of the 
HRMO Staff 
evaluate the 
request form. 

1.2 The Office of the 
HRMO Staff 
advise the 
requesting official 
or employee to 
pay the required 
fees. 

None   10 minutes 

 
NIÑO B. CRODUA 

Administrative 
Assistant II 
Office of the 

Municipal HRM 
Officer 

 
OR 

 

 
REX PAUL R. 
LOFRANCO 

Administrative 
Aide VI 

Office of the 
Municipal HRM 

Officer 



 

 

OR 
 

 
JHON MJ A. 

LAWIS 
Administrative 

Aide III 
Office of the 

Municipal HRM 
Officer 

2. The 
requesting 
employee or 
official pays 
the required 
fees. 

2. 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 



 

 

3. Return to the 
Office of the 
Municipal 
HRMO with 
Request Form 
and Official 
Receipt 

3.1 The Office of the 
HRMO Staff 
forward the duly 
filled-up Request 
Form with the 
Official Receipt to 
the HRMO. 

None 10 minutes 

 
NIÑO B. CRODUA 

Administrative 
Assistant II 
Office of the 

Municipal HRM 
Officer 

 
OR 

 

 
REX PAUL R. 
LOFRANCO 

Administrative 
Aide VI 

Office of the 
Municipal HRM 

Officer 
 

OR 
 



 

 

 
JHON MJ A. 

LAWIS 
Administrative 

Aide III 
Office of the 

Municipal HRM 
Officer 

 3.2 The HRMO print 
the Clearance 
(Form CS Form 
No. 7 Revised 
2018). 

None 1 hour 

 
DR. QUIRINO T. 

NUGAL, JR. 
Human Resource 

Management 
Officer 

Office of the 
Municipal HRM 

Officer 



 

 

4. The 
requesting 
employee or 
official claims 
the clearance 
form and 
secures 
his/her 
signature, as 
well as the 
signatures of 
all required 
signatories. 

4. The Office of the 
HRMO Staff 
release the 
requested 
clearance form. 

None 10 minutes 

 
NIÑO B. CRODUA 

Administrative 
Assistant II 
Office of the 

Municipal HRM 
Officer 

 
OR 

 

 
REX PAUL R. 
LOFRANCO 

Administrative 
Aide VI 

Office of the 
Municipal HRM 

Officer 
 

OR 
 



 

 

 
JHON MJ A. 

LAWIS 
Administrative 

Aide III 
Office of the 

Municipal HRM 
Officer 

TOTAL PhP 100.00  1 Hour, 40 
minutes 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

ISSUANCE OF EMERGENCY JOB ORDER 
This service facilitates the request for the issuance of an Emergency Job Order for 
individuals who are temporarily engaged by the Local Government Unit of Trinidad to 
perform urgent and necessary tasks or services required by the office, particularly during 
emergency situations, unforeseen circumstances, or urgent operational needs of the 
municipality. 

 

OFFICE/DIVISION OFFICE OF THE MUNICIPAL HUMAN RESOURCE 
MANAGEMENT OFFICER 

CLASSIFICATION Simple  
TYPE OF TRANSACTION  G2G – Government to Government 
WHO MAY AVAIL All Municipal Officials, Department Heads, Division 

Heads, and Unit Heads of the Municipal 
Government of Trinidad, as well as the Heads of 
National Government Agencies (NGAs) operating 
within the Municipality of Trinidad. 

 
CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. 2 original copies of the approved 
letter request 

Requesting head concerned 

2. 1 photocopy of the approved 
activity design or program of 
works 

Requesting head concerned 

 

 

 

 

 

 

 

 

 



 

 

CLIENT STEPS AGENCY ACTIONS FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit the 
approved 
letter request 
with the 
approved 
activity design 
or program of 
works. 

1.1 The Office of the 
HRMO Staff 
evaluate the 
requirements 
submitted. If 
complete, the 
same is forwarded 
to the HRMO. If 
incomplete, the 
staff advise the 
requesting head 
to submit the 
complete and 
accurate 
requirements. 

None   10 minutes 

 
NIÑO B. CRODUA 

Administrative 
Assistant II 
Office of the 

Municipal HRM 
Officer 

 
OR 

 

 
REX PAUL R. 
LOFRANCO 

Administrative 
Aide VI 

Office of the 
Municipal HRM 

Officer 



 

 

 
OR 

 

 
JHON MJ A. 

LAWIS 
Administrative 

Aide III 
Office of the 

Municipal HRM 
Officer 

 1.2 The HRMO print 
the emergency job 
order and affix his 
signature. 

None 1 hour 

 
DR. QUIRINO T. 

NUGAL, JR. 
Human Resource 

Management 
Officer 

Office of the 
Municipal HRM 

Officer 



 

 

 1.3 The Office of the 
HRMO staff 
forwards the 
Emergency Job 
Order to the 
requesting official 
or head for his/her 
signature and to 
the other 
concerned 
signatories for 
approval. 

None 10 minutes 

 
NIÑO B. CRODUA 

Administrative 
Assistant II 
Office of the 

Municipal HRM 
Officer 

 
OR 

 

 
REX PAUL R. 
LOFRANCO 

Administrative 
Aide VI 

Office of the 
Municipal HRM 

Officer 
 

OR 
 



 

 

 
JHON MJ A. 

LAWIS 
Administrative 

Aide III 
Office of the 

Municipal HRM 
Officer 

 1.4 The concerned 
signatories 
approved the 
emergency job 
order. 

None 1 day 

 
Requesting Head 

Concerned 
 

 
MEDINA B. 

MACUA 
Municipal Budget 

Officer 



 

 

Office of the 
Municipal Budget 

Officer 
 

 
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. The 
requesting 
head claims 
the 
emergency 
job order. 

2. Office of the 
HRMO Staff 
release the 
requested 
emergency job 
order. 

None 10 minutes 

 
NIÑO B. CRODUA 

Administrative 
Assistant II 
Office of the 

Municipal HRM 
Officer 

 
OR 

 

 
REX PAUL R. 
LOFRANCO 

Administrative 
Aide VI 

Office of the 
Municipal HRM 

Officer 
 

OR 
 



 

 

 
JHON MJ A. 

LAWIS 
Administrative 

Aide III 
Office of the 

Municipal HRM 
Officer 

TOTAL None 1 day, 1 
Hour, 30 
minutes 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

ISSUANCE OF CERTIFICATION FOR PAG-IBIG FUND 
PURPOSE FOR INCUMBENT 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 G2G – Government to Government 
WHO MAY AVAIL All incumbent Municipal Officials and Employees 

 
CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. 1 original copy of duly filled-up 
Request Form 

At the Staff of the Office of the Municipal Human 
Resource Management Officer 

2. 1 original copy of Official Receipt At the Office of the Municipal Treasurer 
 

 

 

 

 

 

 

 

 

 



 

 

CLIENT STEPS AGENCY ACTIONS FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit duly 
filled-up 
Request Form 
specifying 
purpose of 
request. 

1.1 The Office of the 
HRMO Staff 
evaluate the 
request form. 

 
1.2 The Office of the 

HRMO Staff 
advise the 
requesting official 
or employee to 
pay the required 
fees. 

None   10 minutes 

 
NIÑO B. CRODUA 

Administrative 
Assistant II 
Office of the 

Municipal HRM 
Officer 

 
OR 

 

 
REX PAUL R. 
LOFRANCO 

Administrative 
Aide VI 

Office of the 
Municipal HRM 

Officer 



 

 

OR 
 

 
JHON MJ A. 

LAWIS 
Administrative 

Aide III 
Office of the 

Municipal HRM 
Officer 

2. The 
requesting 
employee or 
official pays 
the required 
fees. 

2. 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 



 

 

3. Return to the 
Office of the 
Municipal 
HRMO with 
Request Form 
and Official 
Receipt 

3.1 The Office of the 
HRMO Staff 
forward the duly 
filled-up Request 
Form with the 
Official Receipt to 
the HRMO. 

None 10 minutes 

 
NIÑO B. CRODUA 

Administrative 
Assistant II 
Office of the 

Municipal HRM 
Officer 

 
OR 

 

 
REX PAUL R. 
LOFRANCO 

Administrative 
Aide VI 

Office of the 
Municipal HRM 

Officer 
 

OR 
 



 

 

 
JHON MJ A. 

LAWIS 
Administrative 

Aide III 
Office of the 

Municipal HRM 
Officer 

 3.2 The HRMO print 
the certification 
and affix his 
signature. 

None 1 hour 

 
DR. QUIRINO T. 

NUGAL, JR. 
Human Resource 

Management 
Officer 

Office of the 
Municipal HRM 

Officer 



 

 

3. The 
requesting 
employee or 
official claims 
the 
certification. 

3. The Office of the 
HRMO Staff 
release the 
requested 
certification. 

None 10 minutes 

 
NIÑO B. CRODUA 

Administrative 
Assistant II 
Office of the 

Municipal HRM 
Officer 

 
OR 

 

 
REX PAUL R. 
LOFRANCO 

Administrative 
Aide VI 

Office of the 
Municipal HRM 

Officer 
 

OR 
 



 

 

 
JHON MJ A. 

LAWIS 
Administrative 

Aide III 
Office of the 

Municipal HRM 
Officer 

TOTAL PhP 100.00  1 Hour, 40 
minutes 
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