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CABATUAN

" LOCAL GOVERNMENT UNIT OF CABATUAN
Cabatuan, lloilo, Philippines

CITIZEN’S CHARTER




Republic of the Philippines
Province of Iloilo
Municipality of Cabatuan

Tel. No.: (033) 5§22 7861 Email: cabatuanlgu@yahoo.com

Telefax (033) 522 8940 Tin No. 001-002-638 FB: Municipal Government of Cabatun

EXECUTIVE ORDER NO. 2024-27
AN ORDER ADOPTING THE CABATUAN CITIZEN’S CHARTER OF THE LOCAL
GOVERNMENT UNIT OF CABATUAN, ILOILO, PHILIPPINES.

WHEREAS, Republic Act No. 11032, otherwise known as the "Ease of Doing Business
and Efficient Government Service Delivery Act of 2018", mandates all government
agencies to adopt, simplified requirements and procedures that will reduce red tape and
expedite business and non-business- related transactions in government;

WHEREAS, every agency is mandated to create a Citizen’s Charter that shall contain
all of the government services offered to ensure the efficient, transparent, and
accountable delivery of government service.

WHEREAS, the Cabatuan Citizen’s Charter (CCC) contains public service standards
and a pledge that communicate basic information on the services provided by each
frontline office. It describedthe step-by-step procedure/s for availing a particular service,
the expected time and amount of fees to be collected, if necessary for such service
delivery by the concemed government office/employee and the mechanism for redress
and commendations for excellent work.

NOW, THEREFORE, |, ELIZALDE G.PUEYOI, by virtue of the authority vested in me by
law, do hereby order:

Section 1. Adoption of Cabatuan Citizen's Charter (CCC). The Local
Government Unit of Cabatuan, lloilo hereby adopts the Cabatuan Citizen's Charter, 2024
edition, as its Guide Book to ensure fast, efficient, most convenient and reliable services
to all its constituents/clients/ beneficiaries.

Section 2. Accountability of Heads of Frontline Offices/Departments. The
concermn Department Head of all frontline offices of the LGU shall be primarily
responsible for the following:

Section 2.1 Preparation/Updating and posting of the Citizen's Charter
information billboard/ tarpaulin or posters in the most conspicuous area or at the
main entrance of the offices/RHU/Municipal Agriculture Office (MAO)/Municipal
Social Welfare and Development Office (MSWDO) and necessary pamphlets or
brochures for distribution to clients;

Section 2.2 Orientation/ training of all frontline service employees/ staff in
rendering the most efficient and reliable service to clients and be held
accountable for the assign service and all official identification cards should be
visibly worn during office hours;

Section 2.3 Establishment/Sustainability of a functional Public
Assistance/ Complaint Desk at the Lobby/Lounge of the Municipal Building and in
their respective office. This desk shall be attended to, even during break time, by
an employee/s knowledgeable in frontline services:

Section 2.4 Adoption of working schedules to serve clients, especially
those within their premises prior to the end of official working hours, observing
the no noon break policy.

Section 3. Printing and Dissemination. The CCC shall be widely disseminated
to the service providers and the general public through print and broadcast media and
uploaded on the LGU’s website (www.cabatuna.gov.ph)to promote transparency in each
office and agency by the Office of the Municipal Administrator and Human Resource
Management Office as lead offices.

Section 4. Funding Source. All costs pertaining to the implementation of the
CCC shall be chargeable against available funds and resources of the LGU, subject to
the usual accounting and auditing rules and regulations.

Section 5. Separability Clause. If any provision of the Executive Order is
declared invalid or unconstitutional, the other provisions not affected thereof shall remain
valid and subsisting.

Section 6. Repealing Clause. All Orders or parts thereof which are inconsistent
with the provisions of this Executive Order are hereby repealed and modified
accordingly.

Section 7. Effectivity. This Executive Order shall take effect immediately.

Done this 27% day of May. 2024 at Cabatuan. Iloilo. Philippines.\

Municipal Mayor

ARANGKADA CABATUAN!
Prowdo serve you!
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: LI ST OF SERVI CES i

: Page Num@ger
EExecutive D7 der 2024 .
iCover Page i :

1. Municipal Profile i i

“1 1. Mandate, Vision, Mission i i
R Service Pledge iV |
51V, List of Services v 1

- Admini strative and Fi scal Serviclks (lExter
" 1. Administrative Services (Mayor' e Of fdi ce)
. 1. 1. |l ssuance of Unified |I.D. Sys3em &
1.2. Magbearance, Certification, Recormmend:
. 2. Fi scal Services (Assessor's Office) E

: 2..1 l ssuance of Certified True Copgy off Tax
i 2.2. Appraisal and Assessment of S5Real § Prop
P 3. Fi scal Services (Treasury Office) .

. 3. 1. Payment of Fees and Charges?9 .

. 3. 2. Tax Clearance |l ssuance 9 .

i 3.3 Community Tax Certificate | ss@ancge

1 3.4 Payment of Real Property Tax®&@ =

®* 4. Fiscal Services (Budget Office) :

® 4. 1. Submission of Barangay Annual 1Bludgeilt

# 4.2.Submission of SK Annual Budgetl?2 1

R Civil Registration Services (Exit3erngl)

i 1 Application for Registration ofl4Cerpgific
: 2 Application for Registration oX¥5 Cergtific
. 3. Application for Registration oX5 Ceritific
. 4. Application for Marriage Licenk@ i

. 5 | ssuance of Certified Copies o¥7 Ci viil Re
. 6 Request for Security Paper (SEX®A) EThru
i 7. Application for Admission of Pf\éerniity/L
| Report/ RA 9255 =

g 8. Filing of Petition for Change 206 Fifr st 1
: 10172 1
R Frontline Services 21 i

1. Agricultural Services |

: 1.1. Certification 22 .

i 1.2. Provision of TechmiEaldmé&rsi s2t3ance¢ t o
. 1.3. Veterinary Health Certificate23 1

2. Health Services 1

i 2.1. Medical Consultation 2 4 .

| 2.2. Dental Consultation 2 4 .

. 2. 3. Laboratory Services 25 :

. 2.4. Health Card and Sanitary Per2mit [ ssua
. 2.5. Death Certificate and Medica26 Cemtifi.
i 2. 6 -DATBS 26 :
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3 Muni ci pal Social Welfare & Devel opmet
® 3.1. Assistance to Individual in Cri%?sg
® 3.2. Issuance of the Senior CitizensZAfi
® 3.3. Issuanaewiotfh PRirsami | ity (PWD) | 2B.¢§
® 3.4.-M®&rrei age Orientation and CounseIE'bnE
. WouidB@Coupl e i
§3.5. Social Case Study Report (SCTR) 32 ®o:
§3.6. Handling Violence AgaiQ)stCavoense n3 A ng
. Handl il aCgo nGHiilcdkr emi t h Law (CI CL) 32§
. . 8. | ssuance of Sol o Parent IdentifiB@aé
“1'V. Franchise, Permits and Licenses 34§
Pl Franchise of Motorized Tricycle35 i
2. Application-Remeﬂladsime&lsngrlSit?r]teE
. 40 §
| and Schedule of Fees :
. 3. Building Permit and Schedul e of41Fe§
: 4 . Occupancy Permit and Schedul e 045F§
V. Annexes 46 &
EFeedback and Compl aints Mechani sms 47;
ECIient Feedback/ Compl aint Form 48 =
ETax Order Payment 49 &
:Order of Payment Form 50§
tContact Information 51 §
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e 1. 1. I SSUANCE OF A UNI FI ED MUNICi PAL
§The Muni ci pal | D i s being issued fo re
: proof of a qualificatifon
EOFFICE: Of fice of the Municiipal \Y
SCLASSI FI CATI ON: Simple |

ETYPE OF TRANSACTI ON:|{G2GGovernment to Citli zen
_ Registered Voter of §the N
fWHO MAY AVAILL: Senior Citizens, PWBs, So
E CHECKLI ST OF REQUI WHERE TO SECURE:

1. Precinct Number ;1. COMELEC Field Offiice,
52 . For Senior Citizens, PWDs and Solo
iPareApplication For m2MBwWD ©®tppoeti Bgbat gan, I
s\document s ; .

E S ENT S7 AGTNEY AG T6 FPRECESS PERSON!

| PAI I TI ME RESPONSIEBLE
1 Fill ouftEvian fuan matdiocamu ment s .

! Form and |[pudsnéent ed |and &nminutes .

= to staff |code dat a Administratiou
Ai de M|

52. Pose forraf?é.CbFEFu_rheomend (Clerk :II) /
s taki ng arduisdlegni nfoSi ni g fn-DnutoerdeCha.ge

i sSpec mengsign.a- g G Muni gi pal
! ture spe’ci men slignature i

3. ReceivelRéDease I|D 5 minutes

. TOTAL 20 minutes

: A
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i 1. 2. MBYOREARANCE AFFI DAVI T, RECOMMEINDAT
EThe My Gtearance is issued to individualsfinee
thas no pending case filed with the Office fof t
svalidity of information. Job recommendat i oins &
‘0OFFI CE. Of fice of the Municipmal
*CLASSI FI CATI ON: Si mpl e |
ETYPE OF TRANSACTI ON: G2CGovernment to Citiflzen
EWHO MAY AVAI L: Residents of the Munifcipeé
. CHECKLI ST OF REQUI R WHERE TO SECUREG
E;hceFor Mayo-rBasraChIgeaeyrelCr_ioega{r-angay wher e he/ishe
2. For Affidavit: :

s -Tax Exemption: (To ble secured by parent/ s

dgor guardi an) .

£ 2.1, Certification q2. INo Barxaendgayncome & [Do
iNot engage in any busjness f
2. 2. Certification qg2f. 2Re aAs sPersospoerr'tsy Of f i dgle

. PRO- .

| FEES T PERSON

: CLI ENT STHEAGENCY AC PAI D CESSI RESPONSIIBLE
| TI ME H
El.OSSet ac}fe rree qéjee,[stdeatnadi PUT5¢ tlhe

Ep : qaH & e %andg pr eplabremi nutes |

i submit re uly f md 9 F L §
f*ment/ s . |
: Administrati v
| VI (Clefk 11
2 Review t hpér fpsr eeg):]afr ge;bﬁl fnep/légsgr 'S .

f document s aF] C - I%gr 8} emi npt es .
Pforms with | gu ot 84f ? ) |

: For Af-fidavilf .

3. Receive oRaeei wd pafmpad 0. 00 |

i ment and pagndorseue | of fici I r.e - . .

4. Receive rR@ueasfsedddcument|s Administriitiv
tdocument s ' '
: S MInUTES oy edk 1
TOTAL 20 minutes :
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2 . FI SCAL SERVICES (ASSESSOR'S OFFI CE)
2.1 | SSUANCE OF CERTIFI ED TRUE COPY OF TAX D
CATI ON
(Certified True Copy of Tax Declarati on,
cation of No I mprovement or with | mprovement
and Other Certifications)

OFFI CE: Muni ci pal Assessor's Office

CLASSI FI CATIS O Nmpl e

TYPE OF TRAN&Z2AC-Government to Citizen; G2G Gove

T1 ON: G2B Government to Business

WHO MAY AVAIRroperty Owners and Other Authorize

CHECKLI ST OF REQUI R WHERE TO SECURE:
1. Photocopy of Speci al Power of Attorneyl/
Aut hori zation Letter ailn.d/Prro poerhteyr Owengeuri/rAeudt hDoorci-
uments if the processor is an authorized repre -|t i v e
sentative.
2 . Photocopy of Real Prop'\ﬁ rece.i t/Tax
un|C|paI reasu S
clearance of current year
3. Updated Sworn Statei3 Pro(perty (?Wﬂer/ALSthOI’I
PRO-
/FEES PERSON
CLI ENT STH AGENCY AC BE PA CESSH\RESPONSIBLE
T ME
Receive amnd chelck
1. Request arteqtuhe eTdr aps-ument s_ . LAO 1 1/
. , . . 3 mi nutAssessment Cl e
action Windvdwrify & ilssue order and/ or Job Hi
ofpbayment
2 . Pay Cert i fRiecatiiven oatder off Cashier |1
Muni cTirpeaals u fpeay nsé s s u e IP)fﬁpilS)l.OOOmlnute%I\jToe
; . . )
Oof fice ci al recei|pt
3. Present oRktceiak,reaacaebptlte
to SePwnvowiedof ficial rleceipt & priflnt
CTC of Tax| _Dec.
and/ or Cer|PPCUMENT on
_ tary] LAO I/
Review anidstddm@flioami npAsessessment Cl e
the CTC of| pla@aymeletc - and/ or Job Hir
l aration apphpBoCeoy}i -
fication; check/ affix
Document ar|y
Stamps, i f|l availabl e
4. Receive (g gnfdoeﬁld 'foﬁge Cer - ol c /
Copy oI])ecTIaa< Pegl%&ration 2 minutesMunicipal
tion/ Certlg Pfal Fodaitli on Assessor
TOTAL 180|260 mi nutes
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