


 

 

NAME OF SEVICE TOTAL FEES TO BE 
PAID 

TOTAL PROCESSING 
TIME 

INTERNAL SERVICES 
1. CERTIFICATION OF THE ISSUANCE 

OF NSTP SERIAL NUMBERS 
PhP 150.00 30 minutes 



 

 

 



 

 

CERTIFICATION OF THE ISSUANCE OF NSTP SERIAL 
NUMBERS 

This service involves the issuance of certificates containing the National Service Training 
Program (NSTP) serial numbers for students who have completed the NSTP program, 
including its components: Reserve Officers’ Training Corps (ROTC), Civic Welfare Training 
Service (CWTS), and Literacy Training Service (LTS). 
 
By facilitating the preparation and release of these certificates, Trinidad Municipal College 
ensures that students have official documentation of their completion of NSTP 
requirements. This service supports compliance with national regulations, validates 
students’ participation in the program, and enables graduates to use their certification for 
academic, employment, or other institutional purposes. 

 

OFFICE/DIVISION NSTP OFFICE, TRINIDAD MUNICIPAL COLLEGE 
CLASSIFICATION Simple 
TYPE OF TRANSACTION G2C – Government to Citizen 

G2G – Government to Government 
WHO MAY AVAIL All NSTP Students of Trinidad Municipal College 

 
CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Request form, 1 original copy NSTP Office  
 

 

 

 

 

 

 

 

 

 



 

 

CLIENT STEPS AGENCY ACTIONS FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. The student 
shall proceed 
to the NSTP 
office to fill up 
the request 
form. 

1. The NSTP 
coordinator will 
provide the 
request form to the 
student 

None   5 minutes 

 
DR. JUDITH V. 

AUSTRIA 
NSTP Coordinator 
Trinidad Municipal 

College 
2. The student 

will fill up the 
form and give 
it to the 
registrar’s 
office for the 
payment 
order. 

2.1 The registrar 
personnel will 
provide the 
payment order. 

None   5 minutes 

 
MANILYN Y. 

TABADA 
Student Record 

Evaluator 
Office of the 

School Registrar, 
Trinidad Municipal 

College 



 

 

 2.2 While the students 
process the 
payment order, 
the NSTP 
incharge is also 
preparing and  
printing for the 
certificates and 
complete its 
signatories. 

None   5 minutes 

 
DR. JUDITH V. 

AUSTRIA 
NSTP Coordinator 
Trinidad Municipal 

College 
3. The 

requesting 
party pays the 
requirement 
fees. 

3. The revenue 
collector evaluate 
the payment order, 
receives the 
payment of the 
document 
requested and 
issue official 
receipt. 

PhP 150.00 10 minutes 

 
HONEYFE C. 
BAUTISTA 

Administrative 
Aide VI 

Office of the 
Cashier, Trinidad 
Municipal College 

 
OR 

 



 

 

 
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. The student 
will give the 
receipt to the 
NSTP 
coordinator. 

4. The NSTP 
coordinator will 
give the sealed 
certificate signed 
by the school 
registrar and the 
college president. 

None 5 minutes 

 
DR. JUDITH V. 

AUSTRIA 
NSTP Coordinator 
Trinidad Municipal 

College 
 



 

 

 
DR. JULIE T. 
MAESTRADO 

College President 
Trinidad Municipal 

College 
TOTAL PhP 150.00 30 minutes  
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