
Republic of the Philippines
Province of Agusan del Sur

MUNICIPALITY OF SAN FRANCSICO

OFFICE OF THE MUNICIPAL MAYOR
BUSINESS PERMITS & LICENSING OFFICE

CITIZENS CHARTER
In compliance to Republic Act 11032 “An act of promoting ease of doing business and efficient delivery of government services”

BPLO FRONTLINE SERVICES
Service Offered: ISSUANCE OF BUSINESS PERMIT RETIREMENTAvailability of Services: MONDAY to FRIDAY, 8:00 AM-5:00 PM (NO NOON BREAK)Requirements: 1.) Letter Informing Business Closure, 2.) Retirement Application Form, 3.) Payments from Treasurer’s Office, 4.) Copy of Latest Business Permits

STEPS FOR CUSTOMER STEPS FOR SERVICE PROVIDER FEES PROCESSINGTIME RESPONSIBLE PERSON
Step 1 APPLY

Accomplished & SubmitRequired Documents
Interview and review documentaryrequirements
Conduct site inspection

Twenty (20) minutes

Sixty (60) minutes

ProcessorDainah Mae L. Oclarit

InspectorsRomil EnriquezReynerio L. Tayre, Jr.James V. Tayabas
Step 2 PAY

Proceed to MunicipalTreasurers Office forPayment

Issuance of Official receipts balance Quarterly Payment-Inspection Fee – 100.00Certification Fee- 100.00Documentary Stamp- 50.00
Thirty (30) Minutes MTO Personnel

Step 3 CLAIM Approval of Document ProcessorDainah Mae L. Oclarit



Claim Approved BusinessRetirement Certificate Release Certificate of BusinessRetirement
Ten (10) minutes Recommending ApprovalCecille P. GentallanBPLO

ApprovalGrace Carmel D. Paredes-BravoMunicipal Mayor
ReleasingEster C. GogoTOTAL RESPONSE TIME One Twenty (120) minutes

Service Offered: DROPPING OF FRANCHISEAvailability of Services: MONDAY to FRIDAY, 8:00 AM-5:00 PM (NO NOON BREAK)Requirements: Surrender MTOP Permit, Affidavit for dropping of MTOP Permit, Payments from Treasurer’s Office

STEPS FOR CUSTOMER STEPS FOR SERVICE PROVIDER FEES PROCESSINGTIME RESPONSIBLE PERSON
Step 1 ApplyAccomplished & SubmitRequired Documents Interview / Review of Clearances Five (5) minutes VerifierRomil L. Enriquez

Step 2 PayProceed to MunicipalTreasurers Office forPayment
Issuance of Official receipts DOF- 3,000.00Documentary Stamp- 30.00Certification Fee- 100.00 Ten (10) minutes MTO Personnel

Step 2 ClaimClaim Certificate of Dropped Issuance & Approval of Document ProcessorMaricar L. Daguio



Franchise
Release of necessary document

Ten (10) minutes Cecille P. GentallanGrace Carmel D. Paredes-Bravo
ReleasingMaricar L. Daguio

TOTAL RESPONSE TIME Twenty (25) minutes

Service Offered: ISSUANCE OF OCCUPATIONAL / WORKING PERMITSAvailability of Services: MONDAY to FRIDAY, 8:00 AM-5:00 PM (NO NOON BREAK)Requirements: 1.) Barangay Clearance, 2.) 3 Pieces 1x1 Picture, 4.) Police Clearance5.) Medical Certification/ Health Card at Rural Health Certificate(If Jambolero, please attach Endorsement from MEEDMO, BUTCHER, please attach Endorsement from DA)

STEPS FOR CUSTOMER STEPS FOR SERVICE PROVIDER FEES PROCESSINGTIME RESPONSIBLE PERSON
Step 1 APPLYComply and submit requireddocuments, fill upapplication form

Interview and review requirements Five (5) minutes ProcessorReynerio L. Tayre, Jr.

Step 2 PAYProceed to Municipal TreasurersOffice for Payment Issuance of Official receipts Mayors Permit Fee- 150.00Laboratory Fee- 375.00Occupational I.D.- 100.00 Ten (10 )minutes MTO Personnel
Step 3 CLAIMClaim permit Issuance of permitRelease of occupational permit and ID

Five (5) minutes

ProcessorReynerio L. Tayre, Jr.
Recommending ApprovalCecille P. Gentallan
ApprovalGrace Carmel D. Paredes-Bravo



ReleasingEster C. GogoTOTAL RESPONSE TIME Twenty (20) minutes

Service Offered: ISSUANCE OF SPECIAL PERMITSAvailability of Services: MONDAY to FRIDAY, 8:00 AM-5:00 PM (NO NOON BREAK)Requirements: 1.) Request Letter duly signed by concern / Requisitioning agency / party / Received by Mayor Office2.) Payment from Treasurer’s Office / If Tarpaulins & Billboards – Please see the Building Official
STEPS FOR CUSTOMER STEPS FOR SERVICE PROVIDER FEES PROCESSINGTIME RESPONSIBLE PERSON

Step 1Submit letter request Interview client and verify request Five (5) minutes ProcessorDainah Mae L. Oclarit
Step 2Proceed to MunicipalTreasurers Office for Payment Issuance of Official receipts Special Permit Fee –Varies on activity conducted Five (5) minutes MTO Personnel

Step 3 Claim permit Issuance of Permit &Approval

Release of permit

Five (5) minutes ProcessorDainah Mae L. OclaritRecommending ApprovalCecille P. Gentallan
ApprovalGrace Carmel D. Paredes-Bravo
ReleasingEster C. GogoTOTAL RESPONSE TIME Fifteen (15) minutes



Republic of the Philippines
Province of Agusan del Sur

MUNICIPALITY OF SAN FRANCSICO

OFFICE OF THE MUNICIPAL MAYOR
BUSINESS PERMITS & LICENSING OFFICE

CITIZENS CHARTERIn compliance to Republic Act 11032 “An act of promoting ease of doing business and efficient delivery of government services”
BPLO FRONTLINE SERVICES
Service Offered: MOTOR TRICYCLE OPERATORS PERMIT (NEW APPLICATION)
Availability of Services: MONDAY to FRIDAY, 8:00 AM-5:00 PM (NO NOON BREAK)
Requirements: 1. Notarized application form (pro-forma from BPLO) and letter of request for a franchise to operate tricycle, tri-wheeler2. Valid Registration Papers from LTO of unit in possession of motorcycle/tricycle (Certificate of Registration/OR)3. Deed of Sale, Proof of Purchase, Sidecar Certification & Official Receipts4. Police Clearance5. Driver’s Medical Certificate6. Barangay Clearance and Barangay Certification of Tricycle operating of no alternate route7. Voter’s ID/Voter Certification8. Xerox Copy of Common Carrier’s Insurance with COC of Third Party Liability and Passenger Liability,9. Photocopy of unexpired Driver’s License10. Two copies 2x2 ID picture11. Stencil of Engine and chassis numbers12. Vehicle Photo.



STEPS BY STEP PROCEDURE PROCESSING
TIME

RESPONSIBLE PERSON

CLIENT/TAXPAYER SERVICE PROVIDES STEPS FEES

STEP 1 APPLY

Comply the required documents
and bring unit for inspection

Interview client and review the
completeness of documentary
requirements, advise client to
proceed to Motorpool for unit
inspection as to road worthiness
and to MTO for payment.

1 hour
Frontliner
Romil L. Enriquez

Inspection
Motorpool Staff

STEP 2 PAY

Proceed to Municipal Treasurer’s
Office for payment of
corresponding fees for motor
tricycle operators permit

Issuance of Official Receipts
Filling Fee – 1,000.00
Franchise Fee – 3,000.00
Registration Fee - 300.00
Mayor’s Permit – 300.00
Sticker – 100.00
Inspection Fee – 75.00
Medical Certificate- 100.00
Security Fee- 10.00
Educ. Support Program Fee-
20.00
Road Maintenance Fee- 10.00
Driver’s ID Card – 100.00
Seminar Fee – 100.00
Garbage Fee- 200.00
Occupational Permit Fee- 200.00
Doc. Stamp – 30.00

30 Minutes MTO Personnel
(Collector)

STEP 3 CLAIM



Submission of complete
documentary requirements
including the Official Receipt from
MTO as proof of payment

1. Verification of submitted
documents and transmits
the application to the
Motorized Tricycle
Franchising and
Regulatory Board
(MTFRB) for approval.

2. Preparation of Motor
tricycle Operators permit

3. Approval of Permits

4. Release of approved
Permits, Provisional
Authority, Laminated
Drivers ID,
Tarifa & Sticker

3 days

Verification
Romil L. Enriquez

Printing of Permit
Maricar L. Daguio

Recommending Approval
Cecille P. Gentallan
BPLO

Approval
Grace Carmel D. Paredes-Bravo
Municipal Mayor

Releasing
James P. Tayabas

TOTAL RESPONSE TIME 3 days and
1 ½ hours

Republic of the Philippines
Province of Agusan del Sur

MUNICIPALITY OF SAN FRANCSICO



OFFICE OF THE MUNICIPAL MAYOR
BUSINESS PERMITS & LICENSING OFFICE

CITIZENS CHARTER

Service Offered: MOTOR TRICYCLE OPERATORS PERMIT (Renewal)

Availability of Services: MONDAY to FRIDAY, 8:00 AM-5:00 PM (NO NOON BREAK)

Requirements: 1. Previous MTOP Permit2. CR/OR/Tricycle for hire3. Barangay Clearance and Barangay Certification of tricycle operating of no alternate route4. Police Clearance5. Medical Certificate6. Xerox Copy of Common Carrier’s Insurance with COC of Third-Party Liability and Passenger Liabilit7. Photocopy of unexpired Driver’s License8. Two copies of 2x2 ID picture9. Stencil of engine and chassis numbers10. Tricycle unit photo11. Certificate of attendance from a required yearly Seminar12. Traffic Certification for No Pending unpaid violations

STEPS BY STEP PROCEDURE PROCESSING
TIME

RESPONSIBLE PERSON



CLIENT SERVICE PROVIDER FEES

STEP 1 APPLY

Comply the required documents
and bring unit for inspection

Interview client and review the
completeness of documentary
requirements, advise client to
proceed to Motorpool for unit
inspection as to road worthiness
and to MTO for payment.

1 hour
Frontliner
Romil L. Enriquez

STEP 2 PAY

Proceed to Municipal Treasurer’s
Office for payment of
corresponding fees for motor
tricycle operators permit

Issuance of Official Receipts

Registration Fee - 300.00
Mayor’s Permit – 300.00
Sticker – 100.00
Inspection Fee – 75.00
Medical Certificate- 100.00
Security Fee- 10.00
Educ. Support Program Fee-
20.00
Road Maintenance Fee- 10.00
Driver’s ID Card – 100.00
Seminar Fee – 100.00
Garbage Fee- 200.00
Occupational Permit Fee- 200.00
Doc. Stamp – 30.00

30 Minutes

MTO Personnel
(Collector)

STEP 3 CLAIM

Submission of complete
documentary requirements

1. Verification of submitted
documents. and

1 ½ hour Verification
Romil L. Enriquez



including the Official Receipt from
MTO as proof of payment

preparation of Motor
Tricycle operators Permit.

2. Approval of Permits

3. Release of Permits,
Laminated Drivers ID,
Tarifa & Sticker

Printing
Maricar L. Daguio

Recommending Approval
Cecille P. Gentallan
BPLO

Approval
Grace Carmel D. Paredes-Bravo
Municipal Mayor

Releasing
James P. Tayabas

TOTAL RESPONSE TIME 3 hours



Republic of the PhilippinesProvince of Agusan del SurMUNICIPALITY OF SAN FRANCSICO
OFFICE OF THE MUNICIPAL MAYORBUSINESS PERMITS & LICENSING OFFICE

CITIZENS CHARTER
In compliance to Republic Act 11032 “An act of promoting ease of doing business and efficient delivery of government services”

BPLO FRONTLINE SERVICESService Offered: ISSUANCE OF BUSINESS PERMITS (New/Renew)Availability of Services: MONDAY to FRIDAY, 8:00 AM-5:00 PM (NO NOON BREAK)Requirements: 1.) Business Tax Payment 2.) Barangay Clearance, 3.) Landholding Certificate, 4.) Sanitary Permit 5.) Solid Waste Clearance, 6.) Zoning Clearance,7.) Occupancy Permit, 8.) Fire Safety Inspection Certificate (FSIC), 9.) Police Clearance, 10.) Real Property Tax Clearance, 11. Tourism Clearance (forAccommodations), 12. Contract of LeaseIf New- Additional DTI (if sole proprietor), SEC (if Corporation), CDA (if Cooperative) and attached National Agencies LTO if applicable
STEPS FOR CUSTOMER STEPS FOR SERVICE PROVIDER FEES PROCESSINGTIME RESPONSIBLE PERSON

STEP 1 APPLYApplication Filling withattached documentaryrequirements
Interview client and Reviewcompleteness of the documentaryrequirements

Gross Sales Assessment

Twenty (20) minutes VerifierPhilip Ryan G. EspinosaDainah Mae L. OclaritMaricar L. DaguioGrace M. DegorioJames P. Tayabas
AssessorCecille P. GentallanBPLO



STEP 2 PAYProceed to Municipal Treasurer’sOffice for One Time Payment ofFees, Taxes and Charges
Issuance of Official receipts Regulatory Fees and BusinessTaxes Twenty (20) minutes MTO Personnel



STEP 3 CLAIMPresent OR & AttachedDocumentary RequirementsClaim Business Permit

Printing of Business Permit

Approval of Document

Released of Business PermitsBusiness License Plate

Twenty (20) minutes

ProcessorDainah Mae L. OclaritMaricar L. Daguio

Recommending ApprovalCecille P. GentallanBPLO
ApprovalGrace Carmel D. Paredes-BravoMunicipal Mayor

ReleasingEster C. Gogo

TOTAL RESPONSE TIME 60 minutes




