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OFFICE OF THE CITY MAYOR 
  
The office exercises general 

supervision and control over all 
programs, projects, services and 
activities of the City Government. it 
ensures that the acts of the city’s 
barangays are within the scope of their 
prescribed powers and functions.  The 
delivery of basic services and provision 
of adequate facilities and the 
generation and full utilization of 
resources also include the office’s 
functions. 
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For more information, please contact the Office of the City Mayor  ▪  Tel. Nos. (077) 722-
8771-75 loc. 201-204, (077) 722-2466, Telefax: (077) 722-3838 

 
A. PROVISION OF MEDICINES TO INDIGENTS 
THE SERVICE: 

The services of the City Government include the provision of medicines to its less fortunate constituents.   After undergoing 
medical check-up in the City Health Office, the client proceeds to the Office of the Mayor with the prescription issued by the Medical 
Officer.        

PLEASE FOLLOW THESE STEPS YOU WILL NEED TO PRESENT/PAY IT WILL TAKE YOU PLEASE APPROACH 

1. Sign in Client Log Book.  3 Minutes  
Genda Anicas 

Administrative Aide III 

Braulio Guzman 
Communication Eqipment 

Operator I 

2. Present requirements for 
verification. 

- Yellow Service Access Card 

- Reseta (prescription of medicines 
by CHO Physicians) 

5 Minutes 

3. Wait while staff checks the 
availability and price of the 
prescribed drugs at the 

 10 Minutes 

Burgos Street 
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designated drug store and get 
prescription signed by the mayor. 

4. Proceed to designated drug store 
to get medicines. 

Prescription  signed  by the mayor 1 Minute Designated drug store 
sales personnel  

Accomplish Client Feedback Form & drop at designated drop box infront of City Public Relations & Information Office at Vigan City Hall. 

TOTAL RESPONSE TIME: 19  Minutes 

 
B. ISSUANCE OF MAYOR’S OFFICE CLEARANCE, JOB RECOMMENDATIONS & CERTIFICATIONS 
THE SERVICE: 

The Mayor’s Office Clearance is issued to individuals needing this document that states that he/she has no pending case filed 
with the Office of the Mayor. Certifications are issued to affirm the validity of information.  Job recommendations are issued for job 
seekers. 

PLEASE FOLLOW THESE STEPS YOU WILL NEED TO PRESENT/PAY IT WILL TAKE YOU PLEASE APPROACH 

1. Sign in Client Log Book.  3 Minutes 

Genda Anicas  
Administrative Aide III 

Braulio Guzman 
Communication Eqipment 

Operator I 

2. Submit documents for verification  
*Staff issues order of payment if 
requirements are complete. 

* For Job Recommendations the staff 
prepares it immediately if requirements 
are complete. 

 

a. Barangay. Clearance 
b. Residence Certificate 
c. Police Clearance 
Schedule of Fees 

• Secretary’s Fee for Certification & 
Clearances - P 50.00 per page 

• Job Recommendations – FREE 

3  Minutes 

3. Pay the required fee at  City 
Treasury Office. 

 

Order of Payment 5 Minutes 
 

Corazon Pe Benito 
Local Treasury Operations  

Officer II 

Antonia Aquino 
Revenue Collection Clerk II 

4. Return to the Mayor’s Office for 
the processing and release of 
Clearance or Certification. 
 

Official Receipt 1 Minute Genda Anicas  
Administrative Aide III 

Braulio Guzman 
Communication Eqipment 

Operator I 

Accomplish Client Feedback Form & drop at designated drop box infront of City Public Relations & Information Office at Vigan City Hall. 

TOTAL RESPONSE TIME: 12 Minutes 
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C. ISSUANCE OF ENDORSEMENT LETTER FOR PHILIPPINE CHARITY SWEEPSTAKES OFFICE (PCSO) ASSISTANCE 
THE SERVICE: 

Clients that seek aid from the Philippine Charity Sweepstakes Office are required to secure the endorsement of the City Mayor. 

PLEASE FOLLOW THESE STEPS YOU WILL NEED TO PRESENT/PAY IT WILL TAKE YOU PLEASE APPROACH 

1. Sign in Client Log Book.  3 Minutes 

Genda Anicas  
Administrative Aide III 

Braulio Guzman 
Communication Eqipment 

Operator I 

2. Submit requirements for review. 
  

a. Case study obtained from the City 
Social Welfare & Development 
Office 

b. Medical Abstract 
c. Yellow Service Access Card   

10 Minutes 

3. Get letter of endorsement.   1  Minute 
Accomplish Client Feedback Form & drop at designated drop box infront of City Public Relations & Information Office at Vigan City Hall. 

TOTAL RESPONSE TIME: 14 Minutes 

 
D. GRANTING OF FINANCIAL AND MATERIAL ASSISTANCE FOR BARANGAY & NGO PROJECTS 
THE SERVICE: 

The City Government considers the barangays, people’s and non-governmental organizations as partners in governance. It 
encourages them to formulate projects and programs that redound to the wellbeing of the community and provides financial 
assistance to them for the realization of their projects.    

PLEASE FOLLOW THESE STEPS YOU WILL NEED TO PRESENT/PAY IT WILL TAKE 
YOU 

PLEASE APPROACH 

1. Sign in Client Log Book.  3 Minutes Genda Anicas  
Administrative Aide III 

Braulio Guzman 
Communication Eqipment 

Operator I 

2. Present request and proposal to 
the Mayor for approval. 

Letter request and project proposal 
 

10 Minutes Eva Marie S. Medina 
City Mayor 

3.  Submit requirements for review. 
 

For NGO’s Accredited by the Sangguniang 
Panlungsod of Vigan: 

• Certificate of Accreditation 
 For Non Accredited NGO’s by the 
Sangguniang Panlungsod of Vigan: 

• Any one of the following:  

5 Minutes 

Nena Tapaya 
Administrative Aide II 

Marivic Jara 
Administrative Aide VI 
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a. Securities and Exchange 
Commission Registration 

b. Cooperatives Development Authority 
Registration  

c. Department of Social Welfare and 
Development Registration 

d. Department of Labor and 
Employment Registration 

• List of Officers or Incorporators  

• List of Beneficiaries  

• Financial Statement for the past three 
years. For those with less than three years 
of existence, financial statement of 
preceding years 

• Memorandum of Agreement between City 
Government and NGO 

For Barangays: 

• Memorandum of Agreement between City 
Government and barangay if required 

4. Return to the City Treasury Office 
to receive financial assistance.  

Official Receipt 1 Week Edwin Remigio 
Assistant City Treasurer 

Accomplish Client Feedback Form & drop at designated drop box infront of City Public Relations & Information Office at Vigan City Hall. 

TOTAL RESPONSE TIME: 1 Week & 18 Minutes 

 
E. PROCESSING OF VIGAN SCHOLARSHIP APPLICATION 
THE SERVICE: 

The LGU recognizes the right of each child to education thus the Vigan Scholarship Program. In the month of April, scholarship 
applications are accepted and processed by the Office of the Mayor. The qualifying examination and interview by the scholarship 
board are held on the second week of May. Qualifiers are handed their certificates of scholarship for enrolment. 

PLEASE FOLLOW THESE STEPS YOU WILL NEED TO PRESENT/PAY IT WILL TAKE YOU PLEASE APPROACH 

1. Sign in Client Log Book.  3 Minutes Genda Anicas  
Administrative Aide III 

Braulio Guzman 
Communication Eqipment Optr 1 

2. Secure scholarship application 
form. 

Yellow Service Access Card 
 

1 Minute 
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3. Submit accomplished application 
form and requirements for review 
and get schedule of examination 
and interview. 

 

a. Letter of Application 
b. Certification from the Barangay 

Chairman that the Applicant is a 
bonafide resident of the barangay 
for at least one (1) year and has no 
derogatory records 

c. Form 138 (General Average of at 
least 83%) no grade lower than 
80% 

d. Form 138 for non-degree course 
e. Certification from high school 

Principal that the Applicant is 
eligible for college education and of 
Good Moral Character 

f. Affidavit hundred seventy five 
thousand pesos executed by one of 
the applicant’s parents or legal 
guardian that their combined annual 
income is less than sixty thousand 
pesos (P60,000.00) and they do not 
have any real estate property with 
fair value of more than one 
(P175,000.00) 

5 Minutes 

Genda Castillo 
Administrative Aide III   

Celestina Chan 
Community Affairs Assistant I 

 

4. Undergo examination and interview 
by the Scholarship Board(as 
scheduled). 

 
Variable 

 
Genda Castillo 

Administrative Aide III 

Celestina Chan 
Community Affairs Assistant I 

 

5. Return to City Hall to check the 
result of the screening which shall 
be posted at the City Hall Bulletin 
Board. 

 

5 days 
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6. For those who passed the 
screening process, get certificate of 
scholarship at the office of the City 
Mayor. 

 
 

1 Minute Genda Castillo 
Administrative Aide III 

Celestina Chan 
Community Affairs Assistant I 

Accomplish Client Feedback Form & drop at designated drop box infront of City Public Relations & Information Office at Vigan City Hall. 

Total Response Time: Variable due to time of submission of application, date of examination and interview 

 
F.  ISSUANCE OF ENDORSEMENT LETTER FOR VIGAN LIVELIHOOD LOAN ASSISTANCE 
THE SERVICE: 

The Vigan Livelihood Program is chanelled through the Nueva Segovia Consortium of Cooperatives and the Fatima Multi-
Purpose Cooperative as fund handlers. It makes available opportunities that would enable Bigueños to earn a living through soft loans 
for traditional industry workers, small and medium scale entrepreneurs.  

PLEASE FOLLOW THESE STEPS YOU WILL NEED TO PRESENT/PAY IT WILL TAKE YOU PLEASE APPROACH 

1. Sign in Client Log Book 

 

3 Minutes Genda Anicas  
Administrative Aide III 

Braulio Guzman 
Communication Eqipment 

Operator I 

2. Present  requirement and undergo 
interview 

Yellow Service Access Card   
 

3  Minutes 
 

Catherine Portugal 
Administrative Aide VI 

3. Wait for the processing and 
releasing of letter of endorsement.  

 
10   Minutes Luzviminda Torio 

Administrative Aide VI 

Accomplish Client Feedback Form & drop at designated drop box infront of City Public Relations & Information Office at Vigan City Hall. 

TOTAL RESPONSE TIME: 16 Minutes 
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G. ISSUANCE OF GUARANTEE LETTER TO HOSPITALS AND FUNERAL PARLORS FOR INDIGENT’S MEDICAL AND BURIAL SERVICES 
THE SERVICE: 

This service is intended to assists families who are in need of medical and  burial services from partner hospitals  and  funeral 
parlors. 

PLEASE FOLLOW THESE STEPS YOU WILL NEED TO PRESENT/PAY IT WILL TAKE YOU PLEASE APPROACH 

1. Sign in Client Log Book  3 Minutes Genda Anicas  
Administrative Aide III 

Braulio Guzman 
Communication Eqipment 

Operator I 

2. Present requirements for 
review  and get referral slip  

a. Yellow Service Access Card 
b. Hospital bill 
c. Death certificate for burial 

assistance 

10 Minutes Jonalyn Ponce 
Social Welfare Officer I 

Winnie Rabot 
Administrative Aide III 

 Irene Vivit 
Administrative Aide III 

 Sherwin Arce 
Administrative Aide III 

3. Proceed to City Social Welfare 
Office and undergo interview 
for your social case study 

 Referral slip 4 Minutes 

4. Return to mayor’s office for the 
processing and releasing of the 
guarantee letter 

Case study 3 Minute Catherine Portugal 
Administrative Aide VI 

Genda Castillo 
Administrative Aide III   

Accomplish Client Feedback Form & drop at designated drop box infront of City Public Relations & Information Office at Vigan City Hall. 

TOTAL RESPONSE TIME: 20 Minutes 

 
H. LENDING OF CITY AMBULANCE & COASTER 
THE SERVICE:                  

The City General Services Office maintains two (2) units of Ambulance for rescue and emergency medical purposes as well as a Coaster 
for various activities of the government and private groups. 

PLEASE FOLLOW THESE STEPS YOU WILL NEED TO PRESENT/PAY IT WILL TAKE YOU PLEASE APPROACH 

1. Sign in Client Log Book Request letter 3 Minutes Genda Castillo 
Administrative Aide III   

Catherine Portugal 
Administrative Aide VI 

2. Inform personnel in-charge the 
details and fill up Agreement of 
Use. 

 10 Minutes 
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3. Get processed Agreement of 
Use and Order of Payment.  

Schedule of Fees: 
a. Within MetroVigan - Free of Charge 
b. For the first 50 kms. - P300.00 
c. succeeding 50 kms - additional 

P200.00 

5 Minutes Genda Castillo 
Administrative Aide III   

Catherine Portugal 
Administrative Aide VI 

4. Pay the required fees at the 
City Treasury Office. 

Order of Payment for ambulance 
d.  

5 Minutes Antonia Aquino 
Revenue Collection Clerk II 

Corazon PeBenito 
Local Treasury Operations 

Officer II 

5. Sign Agreement of Use Official Receipt 2 Minutes Genda Castillo 
Administrative Aide III 

6. Get Service Order 
 

 5 Minutes Winston M. Favis 
City General Services Officer I 

Alejo P. Arcena 
Administrative Officer I 

Accomplish Client Feedback Form & drop at designated drop box infront of City Public Relations & Information Office at Vigan City Hall. 

TOTAL RESPONSE TIME: 30 Minutes 
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CITY PUBLIC RELATIONS & INFORMATION OFFICE 
    
The functions of the office 

revolve around gathering facts, 
research and giving information to the 
Local Government Unit and its 
residents on matters of public 
concern. It acts as liaison officer 
between the local government and 
various privately owned or operated 
mass media.  A well informed public 
promotes not only education but 
adoption of safety measures 
especially in times of emergency and 
natural disaster. 

LOCATION MAP: 
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For more information, please contact the City Public Relations & Information Office  ▪ Tel. 
Nos. (077)/722-8771-76 

 
A. GIVING INFORMATION ON HISTORY, TOURISM, PROGRAMS AND ACTIVITIES OF THE CITY  
THE SERVICE: 

The City Public Relations and Information Office provide updated information on History, Tourism, Programs and Activities for 
the general populace. These are in the form of brochures, compilations and computer generated hard copies. 

PLEASE FOLLOW THESE STEPS YOU WILL NEED TO PRESENT/PAY IT WILL TAKE YOU PLEASE APPROACH 

1. Sign in Client Log Book 
 

Valid Identification Card 3 Minutes Evelyn Rondaris 
Administrative Aide IV 

Jo-Anne Gutierrez 
Administrative Aide III 

Edgar De La Cruz 
Administrative Officer IV 
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2. Have a seat and read 
newsletter while waiting for the 
information needed. (If data is 
unavailable, you will be 
referred to the office where it 
is available). 

 15 Minutes 
 

 
 

 

Evelyn Rondaris 
Administrative Aide IV 

Jo-Anne Gutierrez 
Administrative Aide III 

Edgar De La Cruz 
Administrative Officer IV 

3. Pay required Fees at the City 
Treasury Office. 

Order of Payment 
Schedule of Fee: 
P5.00 per page – photocopy/hardcopy 

5 Minutes Corazon Pe Benito 
Local Revenue Collection 

Officer II 

Antonia Aquino 
Revenue Collection Clerk I 

4. Get printed copy/s of the 
information. 

Official Receipt 1 Minute Evelyn Rondaris 
Administrative Aide IV 

Jo-Anne Gutierrez 
Administrative Aide III 

Edgar De La Cruz 
Administrative Officer IV 

Accomplish Client Feedback Form & drop at designated drop box infront of City Public Relations & Information Office at Vigan City Hall. 

TOTAL RESPONSE TIME: 24  
Minutes may vary depending on volume of transactions & availability of equipments 

          
B.  PROVISION OF PRESS RELEASE TO PRINT AND BROADCAST MEDIA 
 THE SERVICE: 

The City Public Relations and Information Office is responsible in disseminating information on the programs, activities and 
accomplishments of the city to all local radio stations, print and broadcast media within Metro-Vigan. 

Press releases shall be given to reporters/writers at the Public Relations Office. News/information with urgency in nature shall be 
delivered directly to media outlets.  

PLEASE FOLLOW THESE STEPS YOU WILL NEED TO PRESENT/PAY IT WILL TAKE YOU PLEASE APPROACH 

1. Sign in Client Log Book  3 Minutes Edgar De La Cruz 
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2. Approach the person-in-
charge and ask for a copy of 
press releases or interview 

Identification Card (If unknown to the 
attending staff) 

 Administrative Officer IV  

Evelyn Rondaris 
Administrative Aide IV 

Jo-Anne Gutierrez 
Administrative Aide III 

 

3. Read newsletter while waiting 
for the printing of the press 
release. 

 5 Minutes 

4. Get copy of press release  1 Minute 
Accomplish Client Feedback Form & drop at designated drop box infront of City Public Relations & Information Office at Vigan City Hall. 

TOTAL RESPONSE TIME: 9 minutes 

NOTE: For Television/cable news coverage, the Office shall coordinate with the different City Officials and Department Heads 
concerned for interview. 
 
C. PROVISION OF TOUR GUIDING SERVICES  
THE SERVICE: 

The City Public Relations and Information Office provides pre-requested tour guiding services to visitors of the City.  
Request should be done at least 1 week (or earlier) before the visit for the purpose of coordination and scheduling of tour 

guide/s. 

PLEASE FOLLOW THESE STEPS YOU WILL NEED TO PRESENT/PAY IT WILL TAKE YOU PLEASE APPROACH 

1. Send letter-request to the City 
Mayor through mail, e-mail 
(admin@vigancity.gov.ph), 
or telefax (077) 722-3838 

  Edgar De La Cruz 
Administrative Officer IV  

Evelyn Rondaris 
Administrative Aide IV 

Jo-Anne Gutierrez 
Administrative Aide III 

2. Wait for confirmation and 
coordination of the request.  

Contact Number of requesting party 1-3 days 
 

3. Upon arrival in Vigan, meet 
the assigned tour guides at 
the City Public Relations & 
Information Office 

  

Accomplish Client Feedback Form & drop at designated drop box infront of City Public Relations & Information Office at Vigan City Hall. 

TOTAL RESPONSE TIME: 1-3 Days 
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PLAYA DE ORO RESORT 
 
Playa de Oro Resort was 

constructed   to serve as an 
alternative accommodation facility for 
Vigan visitors. A number of these 
tourists also prefer accommodation 
facilities with rural ambience.  It has 
also served as a seed of additional 
economic activities in Brgy. Mindoro. 

LOCATION MAP: 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
For more information, please contact Playa de Oro Resort ▪ Tel. No. (077) 673-0919  

A. HOTEL ACCOMMODATION 
THE SERVICE:  

The Playa de Oro Resort is one of the local economic enterprises of the LGU. It caters to the budget accommodation 
requirements of tourists. It is situated along the coastline of Brgy. Mindoro. 

PLEASE FOLLOW THESE STEPS YOU WILL NEED TO PRESENT/PAY IT WILL TAKE YOU PLEASE APPROACH 

1. Inquire from Front Desk Officer of 
      - Availability of Rooms 
      - Room rates 
      - Facilities 
      - Menu 
      - Catering Services 

  
  
  
  
  
  

3 Minutes 
 
 

Janet Disono 
Administrative Officer II 

John Patrick Manzano 
Administrative Aide IV 

Darwin Alves 
Administrative Aide I 

Monaliza Reoliquio 
Administrative Aide I 2. Fill up Registration Card  2 Minutes 

 



14  

 

3. Go to the room assisted 
by the staff on duty 

  
  

  
  
  
  

2 Minutes 
 
 

*Staff Duty by shift 
Darwin Alves 

Administrative Aide I 

Marcel Ablog 
Administrative Aide I 

Lloyd Abinoja 
Waiter I 

Monaliza Reoliquio 
Administrative Aide I 

4. Check out (12:00 NN), 
settle bills and wait 
while: 
* Room Boy inspects 
room 
* Cash clerk issues 

Official Receipt and 
gate pass to be 
presented to the 
guard on duty at the 
gate. 

 
 

a. Room key 
b. Identification Card for Senior Citizens to avail the 

20% discount. 
Schedule of Fees: 
Dormitory - 6 pax - P1,900.00 
Dormitory w/ TV - 6 pax - P2,000.00 
Dormitory Beachview - 6 pax - P2,000.00 
Dormitory Beachview w/ TV - 6 pax - P2,100.00 
Executive Room - Beachview - 2 pax - P1,100.00 
Executive Rm - Beachview  w/TV - 2pax - P1,200.00 
Standard Room - P800.00 
Standard Room w/ TV -  2pax - P900.00 
Standard Room - Beachview 2pax -  P900.00 
Standard Room - Beachview  w/ TV - 2pax-  P1,000.00 
Additional pax/bed  -  P250.00 
Note: Rates may vary without prior notice. 

5 Minutes 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Janet Disono 
Administrative Officer II 

John Patrick  Manzano 
Administrative Aide IV 

Darwin Alves 
Administrative Aide I 

Marcel Ablog 
Administrative Aide I 

Monaliza Reoliquio 
Administrative Aide I 

Accomplish Client Feedback Form & drop at designated drop box. 

TOTAL RESPONSE TIME: 17 Minutes 

NOTE: Reservations may be placed by telephone. A 50% deposit shall be required and may be paid through bank transfer. 
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VILLA FERNANDINA DE VIGAN 
 
The Villa Fernandina de Vigan 

is another local economic enterprise of 
the City Government.  It is located in 
Taguig City, Metro Manila and it is a 
facility that offers budget dormitory type 
accommodation.  It also provides free 
accommodation to indigent Vigan 
residents with relatives undergoing 
medical treatment, following-up papers, 
job applications and other concerns in 
Metro Manila. 

LOCATION MAP: 

 
No. 170 Manuel L. Quezon St.,Bagumbayan, Purok II,Taguig City  

 
For more information, please contact Mayor’s Office at (077)722-2466; fax no.: (077)722-3838; 
email address: admin@vigancity.gov.ph or Villa Fernandina de Vigan at (02) 838- 3080 

 
A. HOTEL ACCOMODATION 

PLEASE FOLLOW THESE STEPS YOU WILL NEED TO PRESENT/PAY IT WILL TAKE YOU PLEASE APPROACH 

1. Inquire for the  availability of 
rooms, rates and facilities 

 

3 Minutes Vigan - Mayor’s Office 
Ms. Genda Anicas 

Manila - Emelie Dalida 
Senior Administrative 

Assistant V 

2. Fill up Registration Card    
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3. Proceed to the room assisted by  
the roomboy 

 2 Minutes Robin Torrate 
Administrative Aide IV 

4.     Check out 
- Room Boy inspects room 
- The personnel issues of 

Official Receipt upon payment 
of rates due and gate pass 
which will be presented to the 
guard on duty at the gate. 

- Check-out time 12:00 NN 
 
 
 
 
 
 
 
 

a. Room key 
b. Identification Card for Senior 

Citizens to avail the 20% 
discount. 

Schedule of Fees: 

- Leona Florentino Dormitory  (A/C, 
Good for 28 pax) -   P 4,600.00/day 

- Juan de Salcedo Room (A/C Good 
for 10 pax) - P2,000.00/day 

- Pres. E. Quirino Room  (A/C, Good 
for 8 pax)  P2,800.00/day 

- Vicente Singson  Encarnacion Room 
(A/C, Good for 6 pax) – 
P1,200.00/daily 

- P.Jose Burgos Room (A/C, Good for 
10 pax) -                     
P2,000.00/daily 

- Leona Florentino Hall (A/C Function 
Room, with a sitting capacity of 60 
pax) -       P1,500.00 for the first 2 
hours, P 400.00 for every 
succeeding hour 

- Outdoor Function Area- P3,000.00 
for the first 3 hours, P500.00 for 
every succeeding hour 

- Extra Bed - P200.00/day 

5 Minutes 
 

William Absolor Jr. 
Administrative Aide IV 

Accomplish Client Feedback Form & drop at designated drop box infront of City Public Relations & Information Office at Vigan City Hall. 

TOTAL RESPONSE TIME: 10 Minutes plus number of days stay 
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B. PROVISION OF ACCOMMODATION AT VILLA FERNANDINA DE VIGAN FOR INDIGENT VIGAN RESIDENTS WITH 
RELATIVES UNDERGOING MEDICAL TREATMENT, FOLLOWING-UP PAPERS, JOB APPLICATIONS AND OTHER 
CONCERNS IN METRO MANILA. 

THE SERVICE:  
The Villa Fernandina de Vigan also provides free accommodation to indigent Vigan residents with relatives undergoing medical 

treatment in hospitals, following-up papers, job applications and other concerns in Metro Manila.  Specific rooms in the facility are 
designated as temporary quarters for these purposes.  

PLEASE FOLLOW THESE STEPS YOU WILL NEED TO PRESENT/PAY IT WILL TAKE YOU PLEASE APPROACH 

1. Sign in Client Log Book  3 Minutes  
Catherine Portugal 
Administrative Aide VI 

Genda Castillo 
Administrative Aide III 

 

2. Submit documents for verification  
 

Yellow Service Access Card 
Any of the following: 

• Medical Certificate 

• Notices for requirements to be 
obtained in Metro Manila 

• Job Training Notice 

2 Minutes 
 
 

3. Obtain approval of the Mayor  
 

5 Minute Eva Marie S. Medina 
City Mayor 

4. Get Accommodation Slip     2 Minutes Catherine Portugal 
Administrative Aide VI 

Genda Castillo 
Administrative Aide III 

Accomplish Client Feedback Form & drop at designated drop box infront of City Public Relations & Information Office at Vigan City Hall. 

TOTAL RESPONSE TIME: 12 Minutes 
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MIRA HILLS FIL-SPANISH FRIENDSHIP PARK 
  
The Mira Hills Fil-Spanish 

Friendship Park is a major tourist 
destinations of Vigan City. It functions 
as an educational and recreational 
facility for Vigan residents and tourists. 

The park’s attractions include a 
swimming pool, Buridek, the Vigan 
Children’s Museum and an Eco-Park 
that is home to a Tree Library. 

LOCATION MAP: 

 
 

For more information, please contact Fil-Spanish Friendship Park Office ▪ Cell. No. 09103249114 

 
A. PARK & VISIT/SWIMMING  
THE SERVICE: 

The Mira Hills Fil-Spanish Friendship Park maintains services geared on the promotion of heritage and environment conservation 
through the Buridek Children’s Museum and its Tree Library.  It is a healthful venue of social and recreational activities with the 
predominance of greens in the area. It is ideal for group get together activities, parties and swimming. 

PLEASE FOLLOW THESE STEPS YOU WILL NEED TO PRESENT/PAY IT WILL TAKE YOU PLEASE APPROACH 

1. Please proceed to guard-on-duty for 
inspection (liquor, drugs, weapons, etc) 

 3 Minutes Guard-on-duty 
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2. Pay corresponding fees to the 
cashier 

Entrance Fee: 
* Adult: P15.00/head 
* 15 years old and below: - P10.00 
* 2 years old and below: Free 
* Group of 30 students with IDs: P5.00 per head 
* Senior Citizens: 50% discount 

Swimming Pool Fee: 
* Daytime: P50.00 per head 
* Night time: P60.00 per head 

Open Amphitheatre 
* Daytime: P2,000 for the first two hours 
* Additional P300.00 per hour for the succeeding hour 
* Night time - P2,500.00 for the first two hours 
* Additional P500.00 per hour for the succeeding 

hours 
Picnic Shed: P25.00/shed 
Buridek Museum Fees:  

* Child – P10.00/head 
* Adult – P20.00/head 
Exemption may be given to public elementary and 
high school students of Vigan, street children and 
indigents on a day as may be determined by the 
Local Chief Executive 

1 Minute Herminia Raqueno 
Administrative Officer II 

May Fleur Amores 
Administrative Aide IV 

Salvador Diaz 
Laborer I 

 
 

3. You may now proceed to the 
park/ swimming pool/Buridek 
museum 

Ticket to the staff-in-charge  5 Minutes Herminia Raqueno 
Administrative Officer II 

James Amistad 
Lifeguard 

Accomplish Client Feedback Form & drop at designated drop box. 

TOTAL RESPONSE TIME: 8 Minutes 
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CITY HEALTH OFFICE 
 
The office formulates the 

implementation guidelines of the 
LGU’s health program.  Its functions 
also include sanitary inspection of all 
establishments, conduct of health 
information campaigns and 
coordination with concerned entities 
for the promotion and delivery of 
appropriate health services.  

LOCATION MAP: 
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For more information, please contact City Health Office ▪ Tel. Nos. (077) 722-6785/722-
8771-75 loc. 114 

 

A. PROVISION OF OUT-PATIENT CONSULTATION 
THE SERVICE: 

This provides medical assistance to any individual who needs medical attention. This aims to diagnose, treat illnesses and 
provide appropriate medical assistance. 

PLEASE FOLLOW THESE STEPS YOU WILL NEED TO PRESENT/PAY IT WILL TAKE YOU PLEASE APPROACH 

1. Sign in Client Log Book at 
Information Desk 

Yellow Service Access Card 
Folder Numbers  
(not applicable for new patients) 

3 Minutes Analyn Corpuz 
Medical Services Aide 

Ana Pamela Balangue 
Laboratory Aide I 

Erlinda Pineda 
Midwife III 
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2. Wait for the staff to hand you the 
family folder. 

 10 minutes Analyn Corpuz 
Medical Services Aide 

Any staff on duty 

3. Go to the admission area, where 
vital signs & condition will be 
recorded. 

Family Folder 10 Minutes Guillermo Arcellana 
Nurse I  

Julie Ann Pinzon 
Administrative Aide III 

4. Go to the Doctor’s room for 
Consultation 

 

Family Folder 10 Minutes Dr. Loida Ranches 
City Health Officer II 

Dr. Annalyn Urbano 
Medical Officer V 

Dr. Carmelo Papa Jr. 
Medical Officer V 

5. Go to the Nurse’s station for 
further instructions and services. 

Family Folder, Prescription and  
access card 

7 Minutes Elizabeth Quinto 
Nurse II 

Accomplish Client Feedback Form & drop at designated drop box infront of City Public Relations & Information Office at Vigan City Hall. 

TOTAL RESPONSE TIME: 40 minutes 

 
B. PROVISION OF WELL- BABY SERVICES 
THE SERVICE: 

One of the objectives of the LGU’s health program is to immunize children based on the Expanded Program of 
Immunization.  The service is offered every Wednesday to avoid contamination of communicable diseases from other patients. 

NOTE: Vaccines are free of charge. 
Vaccines Available: 

a) BCG 
b) Hepa B1, Hepa B2, Hepa B3 
c) DPT1, DPT2, DPT3 
d) OPV1, OPV2, OPV3 
e) Measles Vaccine 
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PLEASE FOLLOW THESE STEPS YOU WILL NEED TO PRESENT/PAY IT WILL TAKE YOU PLEASE APPROACH 

1. Sign in Client Log Book at 
Information Desk 

Under six Card/Immunization Card 3 Minutes Analyn Corpuz 
Medical Services Aide 

Ana Pamela Balangue 
Laboratory Aide I 

Erlinda Pineda 
Midwife III 

2. Wait for the staff to accomplish 
Under six Card/Immunization 
Card 
a. Baby will be weighed. 
b. Immunization Card will be filled 

up 
c. For new clients: Immunization 

Card will be given 

 

 
 

5 Minutes 
 
 

5 Minutes 

Analyn Corpuz 
Medical Services Aide 

Ana Pamela Balangue 
Laboratory Aide I 

 

3. Bring baby to the Immunization 
area where: 
a. Baby will be immunized 
b. Midwife will give Post-

immunization Instructions. 

Under six Card/Immunization Card  
 

5 Minutes 
 

7 Minutes 

Erlinda Pineda 
Midwife III 

Cesaria Romerosa 
Midwife III 

Ricelle Concepcion 
Nursing Attendant I 

Julie Ann Pinzon 
Administrative Aide III 

Accomplish Client Feedback Form & drop at designated drop box infront of City Public Relations & Information Office at Vigan City Hall. 

TOTAL RESPONSE TIME: 25 Minutes 

 
C. PROVISION OF MATERNAL CARE SERVICES 
THE SERVICE: 

One of the objectives of the LGU’s health program is to provide maternal care services to pregnant, parturient, and lactating 
mothers for comprehensive maternal care.  The service is offered every Wednesday to avoid contamination of communicable 
diseases from other patients. 



 23 

 

PLEASE FOLLOW THESE STEPS YOU WILL NEED TO PRESENT/PAY IT WILL TAKE YOU PLEASE APPROACH 

1. Sign in Client Log Book at 
Information Desk 

Home Based Maternal 
Record(HBMR)/Pink Card 3 Minutes 

Analyn Corpuz 
Medical Services Aide 

Ana Pamela Balangue 
Laboratory Aide I 

2. Wait for the staff to accomplish 
your Home Based Maternal 
Record(HBMR)/Pink Card  
a. For new clients -issuing and 

filling up of the Home Base 
Maternal Record 

b. Weighing 
c. Get Vital Signs 

 

10 Minutes 

Analyn Corpuz 
Medical Services Aide 

Ana Pamela Balangue 
Laboratory Aide I 

3. Go to the examination area and 
wait for your turn 
a. Perform Abdominal 

Examinations 
b. Injection of Tetanus Toxoid 

vaccine will be done as 
scheduled 

c. Conduct Health Education on 
Proper Nutrition and 

d. Maternal Care 
e. Refer Complicated 

Pregnancies 

 
 
 

HBMR 
 

Laboratory Results/Ultrasound Results 

 
 
 

20 Minutes 
 
 
 

Erlinda Pineda 
Midwife III 

Cesaria Romerosa 
Midwife III 

Dr. Loida Ranches 
City Health Office II 

Annalyn Urbano 
Medical Officer V 

Carmelo Papa, Jr. 
Medical Officer V 

Accomplish Client Feedback Form & drop at designated drop box infront of City Public Relations & Information Office at Vigan City Hall. 

TOTAL RESPONSE TIME: 33Minutes 
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D. PROVISION OF INFORMATION ON FAMILY PLANNING 
THE SERVICE: 

The office provides comprehensive family planning services both for Natural and Artificial methods. 

PLEASE FOLLOW THESE STEPS YOU WILL NEED TO PRESENT/PAY IT WILL TAKE YOU PLEASE APPROACH 

1. Sign in Client Log Book at 
Information Desk 

 

3 Minutes Analyn Corpuz 
Medical Services Aide 

Ana Pamela Balangue 
Laboratory Aide I 

Erlinda Pineda 
Midwife III 

2.  Go to the Population Program 
Worker for an interview of your 
personal data. 

 
15 Minutes  

 
Wilfredo Cabalteja 

Population Program Wkr. I 3.    Undergo counseling regarding 
your chosen method of Family 
Planning 

 
20 Minutes 

Accomplish Client Feedback Form & drop at designated drop box infront of City Public Relations & Information Office at Vigan City Hall. 

TOTAL RESPONSE TIME: 38 Minutes 

 
E. PROVISION OF WOMEN’S HEALTH SERVICES 
THE SERVICE: 

The City Health Office performs examination for reproductive tract infection such as Pap smear and gram staining. Specimen will 
then be sent for reading by the Consultant Pathologist of the City. 

PLEASE FOLLOW THESE STEPS YOU WILL NEED TO PRESENT/PAY IT WILL TAKE YOU PLEASE APPROACH 

1. Sign in Client Log Book at 
Information Desk 

 

3 Minutes Analyn Corpuz 
Medical Services Aide 

Ana Pamela Balangue 
Laboratory Aide I 

Erlinda Pineda 
Midwife III 
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2. Go to the admission area for 
information on laboratory 
services and get Order of 
Payment 

Schedule of Fees: 
Pap Smear – P150.00 
Gram Staining – P50.00 

1Minute Guillermo Arcellana 
Nurse I  

Julie Ann Pinzon 
Administrative Aide III 

3. Pay the required fee at the 
Treasury Office 

Order of Payment  Corazon Pe Benito 
Local Treasury Operations 

 Officer II 

Antonia Aquino 
Revenue Collection Clerk II 

4. Go to 2nd floor for registration, 
interview, and collection of 
specimen. 

Official Receipt  15 Minutes Susan Bello 
Midwife II 

Editha Abadiano 
Midwife II 

Josephine Castillo 
Medical Technologist I 

5. Come back after 2 weeks for the 
result at the Admission Area. 

Official Receipt  Ricelle Concepcion 
Nursing Attendant I 

Julie Ann Pinzon 
Administrative Aide III 

Accomplish Client Feedback Form & drop at designated drop box infront of City Public Relations & Information Office at Vigan City Hall. 

TOTAL RESPONSE TIME: 19 Minutes 

 
F. PROVISION OF ANTI-TUBERCULOSIS DRUGS 
THE SERVICE: 

This service provides free tuberculosis drugs based on the TB-DOTS program. It is available for all cases diagnosed with 
pulmonary tuberculosis.  TB-DOTS drugs are given free to patients. 
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PLEASE FOLLOW THESE STEPS YOU WILL NEED TO PRESENT/PAY IT WILL TAKE YOU PLEASE APPROACH 

1. Sign in Client Log Book at 
Information Desk 

 

3 Minutes Analyn Corpuz 
Medical Services Aide 

Ana Pamela Balangue 
Laboratory Aide I 

Erlinda Pineda 
Midwife III 

2. Go to the admission area where 
you will get sputum cup with 
instructions. 

x-ray film and result if done 5 Minutes Guillermo Arcellana 
Nurse I 

Julie Ann Pinzon 
Administrative Aide III 3. After collecting sputum at the 

sputum collection area, give the 
specimen at the nurse’s station 
and wait for further instructions. 

Sputum cup with phlegm 5 Minutes 

4. Come back the following day for 
result at the Admission Area and 
for the initiation of the treatment. 
a. If sputum is positive 

- treatment will immediately 
be started 

b. If sputum is negative 
-  x-ray film and result will be 

referred to TBOC 
-  come back to CHO after 1 

week for the result of         
referral 

-  if treatment is needed 
treatment will be started. 

Result of sputum exam 
 
 
 
 
 
 
 
 

20 Minutes 
 
 
 
 
 
 
 
 

Elizabeth Quinto 
Nurse II 

Accomplish Client Feedback Form & drop at designated drop box infront of City Public Relations & Information Office at Vigan City Hall. 

TOTAL RESPONSE TIME: 33 Minutes 
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G. PROVISION OF ANTI-LEPROSY DRUGS 
THE SERVICE: 

This service identifies and treats patients with leprosy.  Leprosy drugs are given to patients free of charge. 

PLEASE FOLLOW THESE STEPS YOU WILL NEED TO PRESENT/PAY IT WILL TAKE YOU PLEASE APPROACH 

1. Sign in Client Log Book at 
Information Desk 

 3 Minutes Analyn Corpuz 
Medical Services Aide 

Ana Pamela Balangue 
Laboratory Aide I 

Erlinda Pineda 
Midwife III 

2. Go to the Admission Area for 
assessment. 
a. For New Cases -Inquire for 

the requirements of availing 
free Leprosy drugs. 

b. For Old Cases -Registration/ 
Admission 

   ** Medical Services Aide on duty 
will direct you to the nurse 
coordinator. 

Yellow Service Access Card 15 Minutes Guillermo Arcellana 
Nurse I  

Julie Ann Pinzon 
Administrative Aide III 

3. Proceed to the Doctor’s Room 
for confirmation 
a. For New Cases - Signs and 

Symptoms will be confirmed 
b. For Old Cases -Progress of 

condition will be assessed 
For cases with complications – 
Doctor will assess 

 5 Minutes Dr. Loida Ranches 
City Health Officer II 

Dr. Annalyn Urbano 
Medical Officer V 

Dr. Carmelo Papa, Jr. 
Medical Officer V 
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4. Go back to the Admission Area for 
enrolment of new cases and 
acquisition of free Leprosy Drugs 
for old cases and new cases.  
Patient will be given schedule of 
Leprosy drugs intake and be 
instructed for follow up check-up. 

Treatment Form 7 Minutes Guillermo Arcellana 
Nurse I  

Julie Ann Pinzon 
Administrative Aide III 

Accomplish Client Feedback Form & drop at designated drop box infront of City Public Relations & Information Office at Vigan City Hall. 

TOTAL RESPONSE TIME: 30Minutes 

 
H. PROVISION OF TREATMENT FOR ANIMAL BITES 
THE SERVICE: 

The center has been accredited as animal bites center and provides appropriate medical services and anti rabies vaccine for 
cases of animal bites. 

PLEASE FOLLOW THESE STEPS YOU WILL NEED TO PRESENT/PAY IT WILL TAKE YOU PLEASE APPROACH 

1. Sign Client Log Book at 
Information Desk 

 3 Minutes Analyn Corpuz 
Medical Services Aide 

Ana Pamela Balangue 
Laboratory Aide I 

Erlinda Pineda 
Midwife III 

2. Go to the Admission Area for 
Assessment 

 

Yellow Service Access Card/ Family 
Folder Number 

3  Minutes Guillermo Arcellana 
Nurse I  

Julie Ann Pinzon 
Administrative Aide III 

3. Go to physician for treatment.  5 Minutes 
 
 

Dr. Loida Ranches 
City Health Officer II 

Dr. Annalyn Urbano 
Medical Officer V 

Dr. Carmelo Papa, Jr. 
Medical Officer V 
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4. Go to Admission Area for 
immunization 

a. Get Specific Management  
b. Get Treatment Card and 

instructions for follow-up. 

Doctor’s Order of treatment 

 
40 Minutes 

Guillermo Arcellana 
Nurse I  

Julie Ann Pinzon 
Administrative Aide III 

Accomplish Client Feedback Form & drop at designated drop box infront of City Public Relations & Information Office at Vigan City Hall. 

TOTAL RESPONSE TIME: 51 Minutes 

 
I. PROVISION OF MEDICO-LEGAL SERVICES 
THE SERVICE: 

This service provides medico-legal examination and treatment for victims of abuse and accidents. 

PLEASE FOLLOW THESE STEPS YOU WILL NEED TO PRESENT/PAY IT WILL TAKE YOU PLEASE APPROACH 

1. Sign Client Log Book at 
Information Desk 

  3 Minutes 

Analyn Corpuz 
Medical Services Aide 

Ana Pamela Balangue 
Laboratory Aide I 

Erlinda Pineda 
Midwife III 

2. Go to admission area where: 
a. data will be gathered 
b. Order of payment will be given 

Request for medico-legal from person 
to be examined 
Schedule of Fee: 
Medico Legal Fee – P200.00 

10 Minutes 

Guillermo Arcellana 
Nurse I  

Julie Ann Pinzon 
Administrative Aide III 

3. Pay the required fees at the City 
Treasury Office 

Order of Payment 

5 Minutes 

Corazon Pe Benito 
Local Treasury Operations 

Officer II 

Antonia Aquino 
Revenue Collection Clerk II 
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4. Go to the doctor’s office for 
examination. 

Official Receipt 

7 Minutes 

Dr. Loida Ranches 
City Health Officer II 

Dr. Carmelo Papa, Jr. 
Medical Officer V 

Dr. Annalyn Urbano 
Medical Officer V 

5. Get Medico Legal report. 
 

Official Receipt 

4 Hours 

Dr. Loida Ranches 
City Health Officer II 

Dr. Carmelo Papa, Jr. 
Medical Officer V 

Dr. Annalyn Urbano 
Medical Officer V 

Accomplish Client Feedback Form & drop at designated drop box infront of City Public Relations & Information Office at Vigan City Hall. 

TOTAL RESPONSE TIME: 4 Hours & 25 Minutes 

 
J. PROVISION OF NUTRITION SERVICES 
THE SERVICE: 

The center provides information and counseling on nutrition to mothers of malnourished children, pregnant and lactating mothers 
as well. 

PLEASE FOLLOW THESE STEPS YOU WILL NEED TO PRESENT/PAY IT WILL TAKE YOU PLEASE APPROACH 

1. Sign Client Log Book at Information 
Desk 
 

 3 Minutes Analyn Corpuz 
Medical Services Aide 

Ana Pamela Balangue 
Laboratory Aide I 

Erlinda Pineda 
Midwife III 
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2. Go to the nutrition office (2nd floor) 
and state your request for 
information/ service. 

Yellow Service Access Card 5 Minutes  
Nida Arellano 

Nutrition Action Officer I 
 3. Undergo counseling about proper 

nutrition. 
 15 Minutes 

4. Provide information needed to staff 
for registration on the  nutrition 
office logbook 

 1 Minute 

Accomplish Client Feedback Form & drop at designated drop box infront of City Public Relations & Information Office at Vigan City Hall. 

TOTAL RESPONSE TIME: 24 Minutes 

 
K. ISSUANCE OF HEALTH/MEDICAL/DENTAL CERTIFICATES 
THE SERVICE: 

This provides medical certificates for driver’s license applicant, for employment and for students prior to enrolment and other 
purposes. 

PLEASE FOLLOW THESE STEPS YOU WILL NEED TO PRESENT/PAY IT WILL TAKE YOU PLEASE APPROACH 

1. Sign Client Log Book at Information 
Desk 

 

 3 Minutes Analyn Corpuz 
Medical Services Aide 

Ana Pamela Balangue 
Laboratory Aide I 

Erlinda Pineda 
Midwife III 

2. Inquire on the services, submit 
documents and get order of 
payment. 

For Driver’s License 
a. Result of Drug Test 

For Employment & Other Purposes: 
a. Result of Blood Test 
b. Result of Chest X-ray 
c. Result of Drug Test 
d. Result of Neuro/Psych Test 

2 Minutes 

Guillermo Arcellana 
Nurse I  

Julie Ann Pinzon 
Administrative Aide III 
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3. Pay the required fee at the City 
Treasurer’s office 

Order of Payment 
a. Medical Certificate  

-  P30.00 and  P15.00 per 
additional copy 

-  P10.00 for Students/ Senior 
Citizens and  P5.00 per 
additional copy 

b. Health Certificate – P30.00 
c. Dental Certificate – P30.00 

3-5 Minutes 

Antonia Aquino 
Revenue Collection Clerk II 

Corazon PeBenito 
Local Treasury Operations 

Officer II 

4. Go back to the City Health Office 
for: 
a. assessment and examinations 
b. issuance of medical certificate  

b. Official Receipt 
c. If required: 

** Laboratory Examination 
Results 
** Radiographic Result 

 

3-5 Minutes 
 
 

Dr. Loida Ranches 
City Health Officer II 

Dr. Annalyn Urbano 
Medical Officer V 

Dr. Carmelo Papa, Jr. 
Medical Officer V 

Dr. Lymuel Pascua 
Dentist II 

Accomplish Client Feedback Form & drop at designated drop box infront of City Public Relations & Information Office at Vigan City Hall. 

TOTAL RESPONSE TIME:11-15 MINUTES 

 
L. PROVISION OF DENTAL SERVICES 
SERVICES: 

• Dental Examination 

• Tooth Extraction (Parot ti Ngipen) 

• Oral Prophylaxis (Dalus ti Ngipen) 

• Tooth Fillings (Pasta ti Ngipen) 

• Availing of Dental Certificates 
THE SERVICE: 

These services are available to adults, pregnant mothers, pre-schoolers and school age children to prevent and treat dental 
diseases. Dental Consultation and Tooth Extraction are Available Mondays to Fridays (mornings only) while Oral Prophylaxis and 
Tooth Fillings are by Appointment and done in the afternoon from Mondays to Fridays. 
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TOOTH FILLING AND ORAL PROPHYLAXIS 

HOW TO AVAIL: 

PLEASE FOLLOW THESE STEPS YOU WILL NEED TO PRESENT/PAY IT WILL TAKE YOU PLEASE APPROACH 

1. Sign Client Log Book at 
Information Desk 

 

Yellow Service Access Card 3 Minutes Analyn Corpuz 
Medical Services Aide 

Ana Pamela Balangue 
Laboratory Aide I 

Erlinda Pineda 
Midwife III 

2. Go to the Dental Office (2nd 
Floor) for appointment, 
assessment and get Order of 
Payment. 

Schedule of Fees: 
1. Oral Prophylaxis - P100.00 

*Depends on the severity of caries 
2. Tooth Fillings - P200.00 *Depends 

on the extent of calcular deposits 
3. Dental Certificates/Clearance – 

P30.00 

2 Minutes  
Dr. Lymuel Pascua 

Dentist II 

Jessie Ancheta 
Medical Services Aide 

3. Pay the required fees at the 
City Treasury Office 

Order of Payment 
 

5 Minutes Nancy Recosar 
Administrative Officer I 

Jennifer Ferino 
Local Revenue Collection Officer I 

4. Return to Dental Clinic on 
scheduled date for dental 
service. 

Official Receipt 1 Hour Dr. Lymuel Pascua 
Dentist II 

Accomplish Client Feedback Form & drop at designated drop box infront of City Public Relations & Information Office at Vigan City Hall. 

TOTAL RESPONSE TIME: 55 Minutes - 1 hour & 10 Minutes 
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TOOTH EXTRACTION 
HOW TO AVAIL: 

PLEASE FOLLOW THESE STEPS YOU WILL NEED TO PRESENT/PAY IT WILL TAKE YOU PLEASE APPROACH 

1. Sign Client Log Book at 
Information Desk 

 

Yellow Service Access Card 3 minutes Analyn Corpuz 
Medical Services Aide 

Ana Pamela Balangue 
Laboratory Aide I 

Erlinda Pineda 
Midwife III 

2. Go to Admission Area: 
a. Get a client number from 

the admitting area 
b. Admitting staff takes 

patient’s Blood Pressure 

Yellow Service Access Card 3-5 minutes Guillermo Arcellana 
Nurse I  

Julie Ann Pinzon 
Administrative Aide III 

 

3. Go to dental office and wait for 
your number to be called for 
treatment.  
Dentist to performs:  

a. tooth examination 
b.     tooth extraction (if 

needed) 
c.     Post-extraction 

instruction about oral 
care and prescribe 
medicines 

Yellow Service Access Card 20-25 minutes Dr. Lymuel Pascua 
Dentist II 

 

Accomplish Client Feedback Form & drop at designated drop box infront of City Public Relations & Information Office at Vigan City Hall. 

TOTAL RESPONSE TIME: 29-38 Minutes 
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M. ISSUANCE OF SANITARY PERMITS 
THE SERVICE: 

This service is intended for business establishments requiring sanitary permits to operate. 

PLEASE FOLLOW THESE STEPS YOU WILL NEED TO PRESENT/PAY IT WILL TAKE YOU PLEASE APPROACH 

1. Sign Client Log Book at the 
Information Desk 

 

3 Minutes Analyn Corpuz 
Medical Services Aide 

Ana Pamela Balangue 
Laboratory Aide I 

Erlinda Pineda 
Midwife III 

2. Go to the Second Floor Sanitary 
Office  and get requirement List 

 
7 Minutes Gloria Itchon 

Sanitary Inspector I 

Ricardo Follante 
Sanitary Inspector I 

3. Submit documents for 
verification and assessment and 
get order of payment. 

Requirement Papers 
Sanitary Inspection Fee - P30.00 

7  Minutes 

4. Pay the required fee at the City 
Treasury Office 

Order of Payment 
 

5 Minutes Antonia Aquino 
Revenue Collection Clerk II 

Corazon Pe Benito 
Local Treasury Operations 

Officer II 

5. Go to Sanitary Office for health 
and sanitation reminders and 
get Health ID/ Sanitary Permit. 

Official Receipt 10 Minutes Gloria Itchon 
Sanitary Inspector I 

Ricardo Follante 
Sanitary Inspector I 

Accomplish Client Feedback Form & drop at designated drop box infront of City Public Relations & Information Office at Vigan City Hall. 

TOTAL RESPONSE TIME: 32 Minutes 
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N. ISSUANCE OF DEATH CERTIFICATES 
THE SERVICE: 

Death Certificates are issued to those who die within the premises of Vigan. 

PLEASE FOLLOW THESE 
STEPS 

YOU WILL NEED TO PRESENT/PAY 
IT WILL TAKE 

YOU 
PLEASE APPROACH 

1. Sign Client Log Book at 
Information Desk 

 
 

3 Minutes Analyn Corpuz 
Medical Services Aide 
Ana Pamela Balangue 

Laboratory Aide I 
Erlinda Pineda 

Midwife III 

2. Go to the Sanitary Office: 
a. For Follow up Death 

Certificate 
b. Wait for the Sanitary 

Inspector to type the 
death certificate form 

c. The Sanitary 
Inspector will have the 
form signed by the 
doctor on duty 

a. Death Certificate Form 
b. Personal Information of the Deceased 

 
 

 
15 Minutes 

 
 

Gloria Itchon 
Sanitary Inspector I 

Ricardo Follante 
Sanitary Inspector I 

Moises Guzman 
Administrative Aide III 

Dr. Loida Ranches 
City Health Officer II 
Dr. Annalyn Urbano 

Medical Officer V 
Dr. Carmelo Papa 
Medical Officer V 

Accomplish Client Feedback Form & drop at designated drop box infront of City Public Relations & Information Office at 
Vigan City Hall. 

TOTAL RESPONSE TIME: 18 Minutes 
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O. ISSUANCE OF EXHUMATION OR TRANSFER PERMIT 
THE SERVICE 

This provides permit to exhume cadaver/s from the grave for purposes of transfer or internment of another person on the same 
grave or for other purposes. 

PLEASE FOLLOW THESE STEPS YOU WILL NEED TO PRESENT/PAY IT WILL TAKE YOU PLEASE APPROACH 

1. Sign Client Log Book at 
Information Desk 

 

3 Minutes Analyn Corpuz 
Medical Services Aide 

Ana Pamela Balangue 
Laboratory Aide I 

Erlinda Pineda 
Midwife III 

2. Go to the Admission Area and 
ask for Exhumation Request 
Form  

Death Certificate 3 Minutes Gloria Itchon 
Sanitary Inspector I 

Ricardo Follante 
Sanitary Inspector I 

3. Wait for the Sanitary Inspector 
to fill-up exhumation/ transfer 
permit and have it signed by 
the Doctor-on-duty. 

a. Exhumation Request Form 
b. Death Certificate 

5 Minutes Gloria Itchon 
Sanitary Inspector I 

Ricardo Follante 
Sanitary Inspector I 

Dr. Loida Ranches 
City Health Officer II 

Dr. Carmelo Papa, Jr. 
Medical Officer V 

Dr. Annalyn Urbano 
Medical Officer V 

4. Get Permit  1 Minute Ricardo Follante 
Sanitary Inspector I 

Accomplish Client Feedback Form & drop at designated drop box infront of City Public Relations & Information Office at Vigan City Hall. 

TOTAL RESPONSE TIME:12 Minutes 
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P. PROVISION OF X-RAY SERVICES 
THE SERVICE: 

This division offers x-ray diagnostics for cases that need evaluation and assessment.   

PLEASE 
FOLLOW THESE 

STEPS 
YOU WILL NEED TO PRESENT/PAY 

IT WILL TAKE 
YOU 

PLEASE APPROACH 

1. Sign Client 
Log Book at 
Information 
Desk 

 3 Minutes Analyn Corpuz 
Medical Services Aide 

Ana Pamela Balangue 
Laboratory Aide I 

Erlinda Pineda 
Midwife III 

2. Go to the X-
ray admission 
area where 
Order of 
Payment will 
be given 

Physician’s request for x-ray Procedures 
PhilHealth Indigency Card 

2 Minutes Antonio Urbano 
Radiologic Technologist I 

 

3. Pay the 
required fee 
at the City 
Treasury 
Office  

Schedule of Fees: 

Site 
PhilHealth 
Indigency 

Card Holder 

Vigan 
Residents w/o 

PhilHealth 
Card 

Regular 
Walk-in 
Patient 

Chest Antero-
posterior 

100 120 150 

Antero-postero 
Lateral 
     Adult: 
     Pedia (2 in 1) 
     Pedia (2 
films) 

 
100 
100 
100 

 
240 
160 
200 

 
300 
200 
250 

5 Minutes Antonia Aquino  
Revenue Collection  

Clerk II 

Corazon Pe Benito 
Local Treasury Operations 

Officer II 
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Chest Lateral 
Decubitus 

100 120 150 

Apicolordotic 100 120 150 

Abdomen 
Antero-Postero  

100 160 
 

200 

Abdomen 
Antero-Postero 
Upright 

100 240 
 

300 

Skull Antero-
postero Lateral 

100 160 
 

200 

Nasal Bone 100 160 
 

200 

Cervical APL 100 120 150 

Thoracic APL 200 280 350 

Clavical 100 120 150 

Scapula Antero-
postero Lateral 

100 240 
 

300 

Shoulder Joint 
Antero-postero 
Lateral 

100 240 
 

300 

Humerus 
Antero-postero 
Lateral 

100 200 250 

Elbow Antero-
postero Lateral 

100 160 
 

200 

Forearm Antero-
postero Lateral 

100 160 
 

200 

Wrist Joint 
Antero-postero 
Lateral 

100 160 
 

200 
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Hand Antero-
postero Lateral 

100 160 
 

200 

NOTE:   All Senior Citizens and disabled from Vigan are 
given this service for free. 

 

4. Go to X-ray 
Room for the 
conduct of 
Radiography 

Official Receipt 10 Minutes Antonio Urbano 
Radiologic Technologist I 

5. Wait for the 
result/s  

 
 

 2 Hours (for 
patients in the 

morning) 
12 hours (for 
patients in the 

afternoon) 

Antonio Urbano 
Radiologic Technologist I 

 

6. Get X- Ray 
result 

Official Receipt 5 Minutes Antonio Urbano 
Radiologic Technologist I 

Accomplish Client Feedback Form & drop at designated drop box infront of City Public Relations & Information Office at Vigan City Hall. 

TOTAL RESPONSE TIME: 2 Hours & 25 Minutes - 12 Hours & 25 Minutes 

 
Q. PROVISION OF LABORATORY SERVICES 
THE SERVICE: 

This division offers routine Laboratory Services. 

PLEASE FOLLOW 
THESE STEPS 

YOU WILL NEED TO PRESENT/PAY 
IT WILL TAKE 

YOU 
PLEASE APPROACH 

1. Sign Client 
Log Book at 
Information 
Desk 

 

 

3 Minutes Analyn Corpuz 
Medical Services Aide 

Ana Pamela Balangue 
Laboratory Aide I 

Erlinda Pineda 
Midwife III 
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2. Go to the 
Admission 
Area and get 
Order of 
payment 

Physicians’ Request 
Yellow Service Access Card 
PhilHealth Indigency Card 

2 Minutes Guillermo Arcellana 
Nurse I  

Julie Ann Pinzon 
Administrative Aide III 

3. Pay the 
required fee at 
the City 
Treasury 
Office  

Schedule of Fees: 

Clinical Chemistry 
Vigan City 
Residents/ 
Employees 

Vigan 
PhilHealth 
Indigency 

Card 
Holders 

Non-
Vigan 

Residents 
 

CBC 60 30 60 

Hgb/Hct 45 22.50 45 

Hgb 30 15 30 

Platelet 100 50 100 

Peripheral Smear 50 25 50 

Rt. Urinalysis 40 20 40 

Rt. Fecalysis 25 12.50 25 

Pregnancy Test 120 60 120 

ABO Typing 40 20 40 

Widal Test 130 65 130 

Sputum Exam 50 25 50 

HBSAg 150 75 150 

Blood Sugar 90 45 90 

Pap Smear 150 75 150 

Total Cholesterol 100 80 130 

Triglycerides 120 96 140 

HDL/LDL 120 96 150 

BUN 100 80 130 

Creatinine 100 80 110 

5 Minutes Antonia Aquino 
Revenue Collection Clerk II 

Corazon Pe Benito 
Local Treasury Operations  

Officer II 
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BUA 100 80 130 

NOTE:  All card bearing Senior Citizens of Vigan are 
given this service for free.  

 

4. Go to the 
Laboratory for 
the conduct of 
the Laboratory 
Examinations 

Physician’s Request and 
Official Receipt 

10 Minutes Josephine Castillo 
Medical Technologist I 

Wynee Sanchez 
Laboratory Aide I 

 

5. Get the 
Laboratory 
result 

 
 

5 Minutes- 3 
Hours(It may vary 
depending on the 

examination 
requested) 

Josephine Castillo 
Medical Technologist I 

Wynee Sanchez 
Laboratory Aide I 

Accomplish Client Feedback Form & drop at designated drop box infront of City Public Relations & Information Office at Vigan City Hall. 

TOTAL TIME OF AVAILING SERVICES: 25 Minutes – 3 Hours 
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CITY SOCIAL WELFARE & DEVELOPMENT OFFICE 
 
The office covers services for 

relief and support to the needy, 
impoverish, underprivileged, of the 
community.  It also takes care of 
programs to enforce the rights of 
women, children and disabled.  It is 
in the forefront in relief and 
rehabilitation activities in times of 
natural and man-made calamities. 

LOCATION MAP: 
Ground Floor 
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For more information, please contact City Social Welfare & Development Office ▪ Tel. No. 722 – 8771 - 
75 loc. 107 

 
A. PROVISION OF ASSISTANCE FOR INDIVIDUAL IN CRISIS SITUATION 
THE SERVICE: 

Provision of timely and appropriate aid to individuals/families in extreme difficulty brought about by a stressful situation. 

PLEASE FOLLOW THESE STEPS YOU WILL NEED TO PRESENT/PAY IT WILL TAKE YOU PLEASE APPROACH 

1. Sign Client Log Book a. Yellow Service Access Card 
b. Referral Slip from Mayor’s Office  

3 Minutes Winnie Rabot 
Administrative Aide III 

Irene Vivit 
Administrative Aide III 
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2. Undergo interview a. Yellow Service Access Card 
b. Certificate of Indigency signed by 

Brgy. Capt. 

10 Minutes Jonalyn Ponce 
Social Welfare Officer I 

Winnie Rabot 
Administrative Aide III 

Irene Vivit 
Administrative Aide III 

Sherwin Arce 
Administrative Aide III 

3. Wait for processing of your papers 
at the designated waiting area 
while  CSWDO staff will facilitate   
processing  of  documents                 

 30 Minutes Leonora Recitis 
Administrative Aide III 

 

4. Get financial assistance check at 
the City Treasurer’s Office 

Yellow Service Access Card 5 Minutes Edwin Remigio 
Assistant City Treasurer 

Accomplish Client Feedback Form & drop at designated drop box infront of City Public Relations & Information Office at Vigan City Hall. 

TOTAL RESPONSE TIME: 48 Minutes 

 
B.  EMERGENCY SHELTER ASSISTANCE 
THE SERVICE: 

Intended to help disaster victims whose houses were either partially or totally damaged. Material assistance is given to qualified 
beneficiaries. 

PLEASE FOLLOW THESE STEPS YOU WILL NEED TO PRESENT/PAY IT WILL TAKE YOU PLEASE APPROACH 

1. Sign Client Log Book c. Yellow Service Access Card 
d. Referral Slip from Mayor’s Office 

3 Minutes Winnie Rabot 
Administrative Aide III 

Irene Vivit 
Administrative Aide III 
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2. Undergo interview  to establish 
eligibility 

a. Yellow Service Access Card 
b. Certificate of Indigency signed by 

brgy. Capt. 
c. For fire victims - present report 

from the Bureau of Fire Protection 

10 Minutes Jonalyn Ponce 
Social Welfare Officer I 

Winnie Rabot 
Administrative Aide III 

3. Wait for ocular inspection and the 
preparation of programs of works 

 1 Hour Irene Vivit 
Administrative Aide III 

City Engineer’s Office 
Staff 

4. Wait while CSWDO staff facilitates 
signing of documents. 

 30 Minutes Leonora Recitis 
Administrative Aide III 

5. Get check at the City Treasury 
Office and pay the materials at the 
supplier’s store.  

Yellow Service Access Card 5 Minutes Edwin Remigio 
Assistant City Treasurer 

6. Wait for the delivery of materials at 
the site  

 1 Hour General Service Office 
Dealer of Construction  

Materials 

Accomplish Client Feedback Form & drop at designated drop box infront of City Public Relations & Information Office at Vigan City Hall. 

TOTAL RESPONSE TIME = 2 Hours & 48 Minutes 

 
C. ISSUANCE OF SENIOR CITIZEN’S IDENTIFICATION CARD (ID) 
THE SERVICE: 

Senior Citizen’s Identification Card is issued to all Vigan Residents reaching the age of 60. The card is used to avail of discounts 
as provided for by the Expanded Senior Citizens Act of 2003 (RA 9257). 

PLEASE FOLLOW THESE STEPS YOU WILL NEED TO PRESENT/PAY IT WILL TAKE YOU PLEASE APPROACH 

1. Get Application form from your 
Senior Citizens Barangay 
President and accomplish the 
same. 

Birth Certificate 5 Minutes Senior Citizens Brgy. 
President 

Brgy. Captain 

2. Go to the Office of the Senior 
Citizen’s Affairs/City Social 
Welfare & Development Office for 

Duly signed and accomplished 
Application Form   

5 Minutes Restituto Albalos 
Senior Citizens Affair 

Consultant 
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the signature of the OSCA Head 

3. Go to the City Library for 
processing of digital Identification 
Card 

Approved Application Form 15 Minutes Kristine Tabaco  
Librarian I 

4. Get Identification Card  5 Minutes Mr. Restituto Albalos 
Senior Citizens Affair 

Consultant 

Accomplish Client Feedback Form & drop at designated drop box infront of City Public Relations & Information Office at Vigan City Hall. 

TOTAL RESPONSE TIME: 30 Minutes 

 
D. ISSUANCE OF SOLO PARENTS’ IDENTIFICATION CARD 
THE SERVICE: 

The Solo Parents Identification Cards are issued to identified beneficiaries to avail of benefits embodied in the Solo Parent 
Welfare Act. 

PLEASE FOLLOW THESE STEPS YOU WILL NEED TO PRESENT/PAY IT WILL TAKE YOU PLEASE APPROACH 

1. Sign Client Log Book Yellow Service Access Card 3 Minutes   
 
 
 

 Winnie Rabot 
Administrative Aide III 

 

2. Accomplish application form after 
which you will be interviewed  

Proof of being a solo parent 
a. Yellow Service Access Card 
b. Birth Certificate /Baptismal 

Certificate of child/children 
c. Any one of the following: 

1. Court Decision of Annulled 
Marriage  

2. Death Certificate of Spouse 
3. Certificate of No-Marriage 

(CENOMAR) 
4. Employment Certificate from 

Department of Labor & 
Employment or employer  

10 Minutes 

3. Wait for the processing of 
Identification Card    

Application form duly accomplished by 
the applicant 

10 Minutes 

4. Get Identification Card  1 Minute 
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Accomplish Client Feedback Form & drop at designated drop box infront of City Public Relations & Information Office at Vigan City Hall. 

TOTAL RESPONSE TIME: 24 Minutes 

 
 E. PREPARATION OF CASE STUDY FOR MEDICAL ASSISTANCE FROM PHILIPPINE CHARITY SWEEPSTAKES OFFICE 
THE SERVICE: 

This is a requirement for families who wish to avail of medical assistance from the Philippine Charity Sweepstakes Office. 

PLEASE FOLLOW THESE STEPS YOU WILL NEED TO PRESENT/PAY IT WILL TAKE YOU PLEASE APPROACH 

1. Sign Client Log Book Yellow Service Access Card 3 Minutes Winnie Rabot 
Administrative Aide III 

Irene Vivit 
Administrative Aide III 

2. You will be interviewed for the  
social case study report 

a. Yellow Service Access card 
b. Medical Abstract 
c. Hospital Statement of Account 
d. Personal letter request addressed 

to PCSO Chairman  

10 Minutes Jonalyn Ponce 
Social Welfare Officer I 

Winnie Rabot 
Administrative Aide III 

 Irene Vivit 
Administrative Aide III 

 Sherwin Arce 
Administrative Aide III 
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3. Get  social case study and go to 
the Mayor’s Office to obtain 
Mayor’s endorsement   

 5 Minutes Jonalyn Ponce 
Social Welfare Officer I 

Winnie Rabot 
Administrative Aide III 

 Irene Vivit 
Administrative Aide III 

 Sherwin Arce 
Administrative Aide III 

Accomplish Client Feedback Form & drop at designated drop box infront of City Public Relations & Information Office at Vigan City Hall. 

TOTAL RESPONSE TIME:  18  Minutes 

 
F. ISSUANCE OF SOLICITATION PERMIT 
THE SERVICE: 

In compliance with ordinance governing fund raising activities for charitable or public welfare purposes in Vigan City. 

PLEASE FOLLOW THESE STEPS YOU WILL NEED TO PRESENT/PAY IT WILL TAKE YOU PLEASE APPROACH 

1. Sign Client Log Book  3 Minutes Winnie Rabot 
Administrative Aide III 

Irene Vivit 
Administrative Aide III 

2. Fill up application form a. Request  Letter from the head of 
office/ organization 

b. Any of the following: 
1. Securities & Exchange Commission 

Registration 
2.  Cooperative Development Authority 

Registration 
3.  Department of Labor and 

Employment Registration 
4.  Department of Social Welfare & 

Development Registration   
c. 1x1 picture of the head of the 

organization 

3 Minutes Jonalyn Ponce 
Social Welfare Officer I 

Sherwin Arce 
Administrative Aide III 
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3. Pay the required fee at the City 
Treasury Office 

- Duly approved application form  
- Solicitation Permit Fee : 

*P 200.00 for proceeds of P5,000 – 
P19,999; 

*P300.00 for proceeds of P20,000 - 
P49,000; 

*P 500.00 for proceeds of P50,000 – 
above 

NOTE:  Only Barangay Councils and 
Sangguniang Kabataan Organizations of 
the City of Vigan shall be exempted from 
securing solicitation permit, however, they 
are required to inform the Office of the 
Mayor of such undertaking in writing. 

3 Minutes Jennifer Ferino  
Local Revenue Collection 

Officer I 

4. Get solicitation permit at the 
City Social Welfare & 
Development Office 

Official Receipt  of solicitation permit fee 
NOTE: Submit Financial Statement duly 
certified by a Certified Public Accountant 
not later than 1 month after the fundraising 
at the City Social Welfare & Development 
Office.   
Penalty for non-compliance – fine of 
P2,000.00 or imprisonment of 1 month 

1 Minute Jonalyn Ponce 
Social Welfare Officer I 

Sherwin Arce 
Administrative Aide III 

Accomplish Client Feedback Form & drop at designated drop box infront of City Public Relations & Information Office at Vigan City Hall. 

TOTAL RESPONSE TIME: 10 Minutes 
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CITY CIVIL REGISTRY OFFICE 
 

The office is responsible for the 
civil registration program in the local 
government unit, pursuant to the Civil 
Registry Law, the Civil Code, and 
other pertinent laws, rules and 
regulations issued to implement them. 

LOCATION MAP: 
Ground Floor 
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For more information, please contact City Civil Registry Office ▪ Tel. Nos. (077) 722-8771-75 loc. 112 

 
A. ISSUANCE OF CERTIFIED COPY OF BIRTH, MARRIAGE AND DEATH CERTIFICATES 
THE SERVICE: 

Civil registry documents such as birth, marriage and death certificates maybe availed of by securing a certified transcript from the 
City Civil Registry Office. 

PLEASE FOLLOW THESE STEPS YOU WILL NEED TO PRESENT/PAY IT WILL TAKE YOU PLEASE APPROACH 

1. Sign Client Log Book  3 Minutes Norma R. Pilotin 
Administrative Aide VI 

Teresa A. Pagalanan 
Administrative Aide III 
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2. Wait for verification of the 
availability of the civil registry 
documents in the computer 
database and get Order of 
Payment. 

 
 

10  Minutes Norma R. Pilotin 
Administrative Aide VI 

Michael A. Almachar 
Administrative Aide III 

3. Pay the required fee at the City 
Treasury Office  

Order of payment 
Abroad: P100.00/copy 
Local:  P50.00/copy 
 

5 Minutes 
 

Corazon Pe Benito 
Local Treasury Operations 

 Officer II 

Antonia Aquino 
Revenue Collection Clerk II 

4. Get your requested document 
duly signed by City Civil 
Registrar or authorized 
signatories  

Official Receipt  
2 

Minutes 

Norma R. Pilotin 
Administrative Aide VI 

Michael A. Almachar 
Administrative Aide III 

Susan P. Ancheta 
City Civil Registrar I 

Accomplish Client Feedback Form & drop at designated drop box infront of City Public Relations & Information Office at Vigan City Hall. 

TOTAL RESPONSE TIME: 20 Minutes 

 
B. REGISTRATION OF BIRTH AND MARRIAGE CERTIFICATES 
THE SERVICE: 

Republic Act No. 3753 mandates that acts, events, legal instruments and court orders/decrees concerning the civil status of 
persons shall be recorded. The birth of a child must be registered within thirty (30) days from birth at the City Civil Registry Office. 

The Certificate of Marriage of a Civil or church wedding must be submitted within fifteen (15) days after the solemnization of 
marriage. Registration of birth and marriage certificate is free of charge, pursuant to Sec. 6, P.D. No. 651. 

PLEASE FOLLOW THESE STEPS YOU WILL NEED TO PRESENT/PAY IT WILL TAKE YOU PLEASE APPROACH 

1. Sign Client Log Book  3 Minutes Norma R. Pilotin 
Administrative Aide VI 

2. Submit documents for review. For Registration of Birth: 
* Certificate of Live Birth (COLB) 

For Registration of Marriage: 
* Certificate of Marriage  (COM) 

 
3 Minutes 

Estrelita E. Amorin 
Administrative Aide III 

 

3. Get Certificate of Live Birth or 
Certificate of Marriage duly 
signed by the City Civil 

  
2 Minutes 

Susan P. Ancheta 
City Civil Registrar I 

Grace Melody A. Atianzar 
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Registrar. Administrative Aide VI 

Accomplish Client Feedback Form & drop at designated drop box infront of City Public Relations & Information Office at Vigan City Hall. 

TOTAL RESPONSE TIME: 8 Minutes 

 
C. REGISTRATION OF DEATH CERTIFICATES   
THE SERVICE: 

The registration of the Death Certificate (DC) with the City Civil Registry Office within the period of thirty (30) days is mandatory. 

PLEASE FOLLOW THESE STEPS YOU WILL NEED TO PRESENT/PAY IT WILL TAKE YOU PLEASE APPROACH 

1. Sign Client Log Book  3 Minutes Norma R. Pilotin 
Administrative Aide VI 

Teresa A. Pagalanan 
Administrative Aide III 

2. Submit documents for review 
and get order of payment. 

1. Death Certificate 
2. Approved Transfer Permit from 

the City Health Office if the 
cadaver will be transferred from 
the City to another 
municipality/city. 

Schedule of Fees:  
Burial Permit  P50.00 
Transfer Permit 50.00 

1 Minute 
 

Norma R. Pilotin 
Administrative Aide VI 

Estrelita E. Amorin 
Administrative Aide III 

 

1. Pay the required fees at the 
City Treasury Office 

Order of Payment 
 

 
5 Minutes 

Corazon Pe Benito 
Local Treasury Operations  

Officer II 

Antonia Aquino 
Revenue Collection Officer II 

 

2. Wait for the preparation and 
registration of the Death 
Certificate (DC) 

  5 Minutes Norma R. Pilotin 
Administrative Aide VI 

Estrelita E. Amorin 
Administrative Aide III 

3. Get approved death certificate  
 

Official Receipt 
 

1 Minute Norma R. Pilotin 
Administrative Aide VI 

Estrelita E. Amorin 
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Administrative Aide III 

   Grace Melody A. Atianzar 
Administrative Aide VI 

Susan P. Ancheta 
City Civil Registrar I 

Accomplish Client Feedback Form & drop at designated drop box infront of City Public Relations & Information Office at Vigan City Hall. 

TOTAL RESPONSE TIME: 15 Minutes 

 
D. APPLICATION FOR DELAYED REGISTRATION OF BIRTH, MARRIAGE AND DEATH  
THE SERVICE: 

Delayed registration of birth, marriage or death must be filed at the City Civil Registry Office following the lapse of the prescribed 
period of 30 calendar days from birth, marriage or death. 

PLEASE FOLLOW THESE STEPS YOU WILL NEED TO PRESENT/PAY IT WILL TAKE YOU PLEASE APPROACH 

1. Sign Client Log Book  3 Minutes Norma R. Pilotin 
Administrative Aide VI 

Teresa A. Pagalanan 
Administrative Aide III 

2. Submit documents for review. For delayed registration of Birth: 
a. National Statistics Office negative 

result of registration                              
b. Baptismal Certificate/voter’s  

registration record 
c. Affidavit of two disinterested 

persons 

10 Minutes 
 

Estrelita E. Amorin 
Administrative Aide III 

Teresa A. Pagalanan 
Administrative Aide III 
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 d. Affidavit of the registrant 
collaborated  by two disinterested 
persons (If the registrant is not the 
informant)  

e. Certificate of Live Birth (prepared  
by hospitals,  midwives, nurses or  
attending physicians) 

For delayed registration of Marriage: 
a. National Statistics Office negative 

result of registration 
b. Copy of Certificate of Marriage 
c. Affidavit of husband and wife 
d. Affidavit of two disinterested 

persons  
e. Wedding Pictures 
For delayed registration of Death: 
a. National Statistics Office negative 

result of registration  
b. Certificate of Burial Rites from 

Church 
c. Affidavit of two disinterested 

persons 
d. Certificate of Death (prepared by 

hospitals, attending physicians, 
health  officers) 

e. Pictures  

 
 

 

 

3. Return after 10 working days 
and get Order of Payment  

Schedule of Fees: 
Birth Certificate - P100.00 
Marriage Certificate - P100.00 

10 Working Days  
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Death Certificate - P100.00 

4. Pay the required fees at the 
City Treasury Office  

Order of Payment  
 

 
5 Minutes 

Corazon Pe Benito 
Local Treasury Operations 

Officer II 

Antonia Aquino 
Revenue Collection Officer II 

5. Get certificate of registration. 
Note: Submit to National Statistics 
Office, Vigan City for endorsement 
and request for Security Paper 
(SECPA) 

Official Receipt  1 Minute 

Estrelita E. Amorin 
Administrative Aide III 

Teresa A. Pagalanan 
Administrative Aide III 

Accomplish Client Feedback Form & drop at designated drop box infront of City Public Relations & Information Office at Vigan City Hall. 

TOTAL RESPONSE TIME: 10 Days & 19 Minutes  

 
E. APPLICATION FOR A MARRIAGE LICENSE 
THE SERVICE: 

All couples (either one or both residents of Vigan) of legal age intending to get married must apply for marriage license at the 
City Civil Registry Office. A Marriage license is valid in any part of the Philippines for a period of 120 days from the date of issue.   

PLEASE FOLLOW THESE STEPS YOU WILL NEED TO PRESENT/PAY IT WILL TAKE YOU PLEASE APPROACH 

1. Sign Client Log Book  3 Minutes Norma R. Pilotin 
Administrative Aide VI 

Teresa A. Pagalanan 
Administrative Aide III 

2. Secure marriage application form Requirements: 
a. Birth certificates of applying  couple 
b. Parental Consent for applicant 18- 

20 yrs old. 
c. Parental Advice for applicant 21-24  

yrs. old 
Other Requirements:  

a. Certificate of Legal Capacity to 
Contract Marriage, for citizens of   
a foreign country 

b. Death Certificate of deceased 
spouse, Decree of Divorce or 

1 Minute 
 

Susan P. Ancheta 
City Civil Registrar I  

Teresa A. Pagalanan 
Administrative Aide III 



56  

 

Annulment, for applicants who 
has  been previously married 

c. Certificate of No Marriage 
(CENOMAR)  for 23 years old 
above couples 

3. Submit  application for review and 
get Order of Payment 

Schedule of Fees: 
Marriage Application Fee -  P170.00 
Marriage Counseling Fee - P100.00 
Marriage License - P2.00 
Subscription Fee - P50.00 

10 Minutes Susan P. Ancheta 
City Civil Registrar I  

Teresa A. Pagalanan 
Administrative Aide III 

4. Pay the required fees at the City 
Treasury Office  

Order of Payment 
 

5 Minutes Corazon Pe Benito 
Local Treasury Oprt Officer II 

Antonia Aquino 
Revenue Collection Officer II 

5. Go back to the City Civil  
Registry Office for interview and 
subscription. 

Official Receipt 
Marriage Application Form 

 
10 Minutes 

Susan P. Ancheta 
City Civil Registrar I 

Teresa A. Pagalanan 
Administrative Aide III 

6. Attend the Pre-Marriage 
Counseling (PMC) seminar which 
is conducted every Friday of the 
week at the Vigan Culture and 
Trade Center (VCTC) 

Official Receipt 8 hrs. 
8-12 AM 

 to 
 1-5 PM 

Susan P. Ancheta 
City Civil Registrar I 

Teresa A. Pagalanan 
Administrative Aide III 

Wilfredo A. Cabalteja  
Population Program Worker I 

& Vigan City PMC eam 

7. Return after 10 working days to 
get marriage license. 

Official Receipt 
Certificate of Attendance to Pre-
Marriage Counseling Seminar    

10 Days Teresa A. Pagalanan 
Administrative Aide III 

Elvira F. Hipolito 
Local Treasury Operations 

Officer I 

Accomplish Client Feedback Form & drop at designated drop box infront of City Public Relations & Information Office at Vigan City Hall. 

TOTAL RESPONSE TIME: 10 Days, 8 Hours & 29 Minutes 

 
F. CHANGE OF FIRST NAME, NICKNAME AND FOR CORRECTION OF CLERICAL OR TYPOGRAPHICAL ERROR  
THE SERVICE: 
 Republic Act 9048 authorizes the City Civil Registrar to: 
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a. correct clerical or typographical errors in any entry 
b. change of first name or nickname 

 in the civil registry without need of a judicial order.  However, any petition to correct error that would subsequently change the 
nationality, age, status or sex of a person is not allowed and must be filed with the proper court. 

PLEASE FOLLOW THESE STEPS YOU WILL NEED TO PRESENT/PAY IT WILL TAKE YOU PLEASE APPROACH 

1. Sign Client Log Book  3 Minutes Norma R. Pilotin 
Administrative Aide VI 

Teresa A. Pagalanan 
Administrative Aide III 

2. Inform personnel of problems in 
your registry record 

  
15 Minutes 

Grace Melody A. Atianzar 
Administrative Aide VI 

Susan P. Ancheta 
City Civil Registrar I 

3. Fill up the petition form and 
submit the required documents 
for review and get Order of 
Payment. 

Change of First Name 
Requirements: 
a. Certificate of live Birth in NSO 

Security Paper 
b. Certificate of Baptism or School 

Records (Form 137, diploma)  
c. Police Clearance 
d. NBI Clearance  
e. Employer’s Clearance with no 

Pending Administrative Case, if 
employed or Affidavit of No 
Income/Affidavit of  
Unemployment, if not employed 

In case of unavailability of any of the 
above, present any 2 of the following:  

a. Voter’s Registration Record/ID 
or any Valid ID 

b. Driver’s License, if applicable 
c. Marriage Contract (if 

applicable) 
d. Birth Certificate of Children (if 

applicable) 

 
45 Minutes 

 
 

Grace Melody A. Atianzar 
Administrative Aide VI 

Susan P. Ancheta 
City Civil Registrar I 
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e. Business Permit, if self-
employed  

f. School Clearance with no 
pending Administrative case, if 
student 

Correction of Clerical Error: 
I. Certificate of Live Birth 

• Certificate of Live Birth in 
NSO Security Paper 

• Certificate of Baptism 

• School Records (form 137, 
diploma) 

• Marriage Contract, if 
applicable 

• Birth Certificate of Children, 
if applicable 

Additional requirements for Correction 
of Parents Name 

• Birth Certificate of Father or 
Mother 

• Marriage Contract of Parents 
and Petitioner 

• Birth Certificate of at least 2 
Siblings of Petitioner, if 
applicable 

• Birth Certificate of at least 2 
Siblings of Father or Mother 

• Voter Registration Record or 
valid ID of Petitioner 

• Certificate of Death of father 
or mother 

II. Certificate of Marriage 

• Certificate of Marriage in 
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NSO Security Paper 

• Certificate of Live Birth in 
NSO Security Paper 

• Certificate of Baptism of 
Petitioner 

• Birth Certificate of at least 2 
Siblings  

• School Records (Form 137, 
diploma) 

III. Certificate of Death 

• Certificate of Death in 
Security Paper 

• Certificate of Live Birth in 
NSO Security Paper 

• Certificate of Death from 
Hospital 

• Certificate of Burial Rites 
from Church 

• Certificate of Baptism 
Schedule of Fees: 
Change of First Name – P 3,000 
Correction of Clerical Error - P1,000 
Subscription Fee – P50.00 

4. Pay the required fees at the City 
Treasury Office 

Order of Payment 
 

 
15 Minutes 

Corazon Pe Benito 
Local Treasury Operations  

Officer II 

Antonia Aquino 
Revenue Collection Officer II 

5. Return to the City Civil Registry 
Office to submit proof of 
payment. 
Note: For petition for change of 
name, get Notice for Publication. 

2 Xerox copies of Official Receipt with 
the original 

 
15 Minutes 

 
 
 

Grace Melody A. Atianzar 
Administrative Aide VI 

Susan P. Ancheta 6. For petition for change of name Notice for Publication 2 weeks 
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have your petition publish in a 
local newspaper of general 
circulation for 2 consecutive 
weeks. 
Note: For all other corrections, 
disregard Step No. 6  

City Civil Registrar I 

 

7. Return to the City Civil Registry 
Office after two weeks to submit 
proof of publication. 

Proof of Publication: 
a. Affidavit of Publication of Editor 
b. Newspapers where petition was 

published 

10 Minutes 

8. After three months from 
submission of Proof of 
Publication, get affirmed petition  
with the certificate of finality to 
be submitted to the National 
Statistics Office. 

 
Official Receipt 

3 Months 

Accomplish Client Feedback Form & drop at designated drop box infront of City Public Relations & Information Office at Vigan City Hall. 

TOTAL RESPONSE TIME: 3 Months, 2 Weeks & 2 Hours  

 
G. PETITION FOR LEGITIMATION OF NATURAL CHILD 
THE SERVICE: 

Legitimation is a remedy by which those who were born out of wedlock to be considered legitimate. Only children conceived and 
born outside of wedlock of parents who, at the time of conception of the former, were not disqualified by any impediment to marry 
each other, may be legitimated. Legitimation of children by subsequent marriage of parents shall be recorded in the civil registry office 
where the birth was recorded. 

PLEASE FOLLOW THESE STEPS YOU WILL NEED TO PRESENT/PAY IT WILL TAKE YOU PLEASE APPROACH 

1. Sign Client Log Book  3 Minutes Norma R. Pilotin 
Administrative Aide VI 

Teresa A. Pagalanan 
Administrative Aide III 

2.   Submit accomplished service 
data form and documents for 
review as to completeness and 
authenticity. 

a. Joint affidavit of  legitimation of 
parents 

b. Certificate of live Birth in NSO 
Security Paper 

 
3 Minutes 

Elvira F. Hipolito 
Local Treasury  Operations  

Officer I 

Grace Melody A. Atianzar 
Administrative Aide VI 
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c. Marriage Contract of parents 
d. Affidavit of paternity if children is 

not acknowledged 
e. Certificate of  No marriage of both 

parents (CENOMAR) 

 

3.   Pay the required fee at the City 
Treasury Office 

Order of Payment 
Legitimation Fee - P100.00 
Annotated Birth Certificate - P100.00 

 
5 Minutes 

Corazon Pe Benito 
Local Treasury Operations  

Officer II 

Antonia Aquino 
Revenue Collection Officer II 

4. Wait for the    processing of the   
annotated registry document  

 2 Days 
 

Elvira F. Hipolito 
Local Treasury  Operations  

Officer I 

Grace Melody A. Atianzar 
Administrative Aide VI 

5. Return to the Civil Registry Office 
after a day  and get annotated 
civil registry document  

Note: Submit document to the 
National Statistics Office, Vigan City 
for endorsement and request for 
Security Paper (SECPA) 

Official Receipt  
 

1 Minute Elvira F. Hipolito 
Local Treasury  Operations  

Officer I 

Grace Melody A. Atianzar 
Administrative Aide VI 

Accomplish Client Feedback Form & drop at designated drop box infront of City Public Relations & Information Office at Vigan City Hall. 

TOTAL RESPONSE TIME: 2  Days & 11 Minutes  

 
H.  PREPARATION OF ANNOTATED BIRTH CERTIFICATE OF AN ILLEGITIMATE CHILD TO USE THE FATHER’S SURNAME 
THE SERVICE: 

The City Civil Registry Office processes petition of an illegitimate child to use the father’s surname.   

PLEASE FOLLOW THESE STEPS YOU WILL NEED TO PRESENT/PAY IT WILL TAKE YOU PLEASE APPROACH 

1. Sign Client Log Book  3 Minutes Norma R. Pilotin 
Administrative Aide VI 

Teresa A. Pagalanan 
Administrative Aide III 
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2. Submit documents for review 
 

a. Certificate of live Birth in NSO 
Security Paper 

b. Affidavit to Use the Surname  of 
the Father (Subscribed by the 
CCR, City Legal Officer or 
Notary Public) 

c. Any two of the following 
documents showing the paternity 
between father and child: 

- Employment records 
- SSS/GSIS records 
- Statement of assets and 

Liabilities    
- Income Tax Return 

(ITR) 
- Certification of Brgy. 

Captain 

10 Minutes Elvira F. Hipolito 
Local Treasury  Operations  

Officer I 

Grace Melody A. Atianzar 
Administrative Aide VI 

 

3. Pay the required fee at the City 
Treasury Office  

Order of Payment 
Schedule of Fees: 
Certification Fee - P50.00 
Annotated Birth -Certificate - P100.00 

 
5 Minutes 

Corazon Pe Benito 
Local Treasury Operations  

Officer II 

Antonia Aquino 
Revenue Collection Officer II 

4. Wait for the preparation of the 
annotated registry document.   

 
2 Days 

 

Elvira F. Hipolito 
Local Treasury  Operations  

Officer I 

Grace Melody A. Atianzar 
Administrative Aide VI 

 

5. Return to the Civil Registry 
Office after a day  and get 
registry document  
Note: submit to National 
Statistics Office, Vigan City for 

 
Official Receipt 

2 Minutes 

Elvira F. Hipolito 
Local Treasury  Operations  

Officer I 

Grace Melody A. Atianzar 
Administrative Aide VI 
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endorsement and request for 
Security Paper (SECPA). 

Accomplish Client Feedback Form & drop at designated drop box infront of City Public Relations & Information Office at Vigan City Hall. 

TOTAL RESPONSE TIME: 2 Days & 20 Minutes 

 
I.  REGISTRATION AND ANNOTATION OF COURT DECISIONS AND LEGAL INSTRUMENTS 
THE SERVICE: 

Court Decisions concerning the status of a person must be registered in the Civil Registry Office where the court is 
functioning within ten (10) days after the court decree/order has become final and executory. 

      Court decisions that must be registered are the following:  
- Decree of Adoption 
- Decree of Nullity of Marriage/Declaration of Nullity of marriage 
- Decree of Legal Separation 
- Court decisions or orders to correct, change, cancel or delete entries in any certificate of birth, marriage or 

death. 
- Declaration of Presumptive death 
- Registration or voluntary renunciation of citizenship 
- Court decisions recognizing or acknowledging natural children or impugning or denying such recognition or 

acknowledgement 
- Judicial determination of maternity affiliation 
- Aliases 

Legal instruments that have to be registered.  
- Affidavit of reappearance  
- Marriage settlement  
- Admission of paternity and acknowledgement, legitimation, voluntary emancipation of minor, parental 

authorization or ratification nor artificial insemination 
- Acknowledgement 
- Acquisition of citizenship 
- Option to elect Philippine citizenship 
- Partition and distribution of properties of spouses and delivery of the children’s legitime 
- Waiver of right’s interest of absolute community 

PLEASE FOLLOW THESE STEPS YOU WILL NEED TO PRESENT/PAY IT WILL TAKE YOU PLEASE APPROACH 
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1. Sign in Client Log Book  3 Minutes Norma R. Pilotin 
Administrative Aide VI 

Teresa A. Pagalanan 
Administrative Aide III 

2. Submit documents for review 
and get Order of Payment. 

For Vigan Courts Decisions: 
a. Certified true copy of the decision 

and Certificate of Finality 
b. National Statistics Office (NSO) 

photocopy of the affected registry 
document  

For Court Decisions outside Vigan: 
- Certificate of registration issued 

by the concerned civil registrar 
where the court order was 
rendered. 

For legal instruments: 
- Affidavit or sworn statement  

Schedule of Fees: 
For Court Orders/Decrees 

Correction of Entry -  P 200.00 
Change of Name -         P200.00 
Adoption - P200.00 
Annulment - P500.00 
Presumptive Death -      P500.00 
Certification Fee - P50.00 
Certified Photocopy/copy - P20.00 

For legal instruments 
Registration Fee - P100.00 
Certification Fee – P50.00 

 
3 Minutes 

Elvira F. Hipolito 
Local Treasury  Operations Officer 

I 

Grace Melody A. Atianzar 
Administrative Aide VI 

 
 
 

3. Pay the required fee at the 
City Treasury Office 

 

Order of Payment 
 

5 Minutes Corazon Pe Benito 
Local Treasury Operations  

Officer II 

Antonia Aquino 
Revenue Collection Officer II 
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4. Return to the City Civil 
Registry Office after 2 days to 
get the annotated civil registry 
document. 
 Note: Submit to National 
Statistics Office, Vigan City for 
endorsement and request for 
Security Paper (SECPA) 

Official Receipt 2 Days 
 
 

Elvira F. Hipolito 
Local Treasury  Operations  

Officer I 

Grace Melody A. Atianzar 
Administrative Aide VI 

 

Accomplish Client Feedback Form & drop at designated drop box infront of City Public Relations & Information Office at Vigan City Hall. 

TOTAL RESPONSE TIME: 2  Days & 11 Minutes 

     
J. ENDORSEMENT OF REGISTRY RECORDS TO THE CIVIL REGISTRAR GENERAL (NSO) 
THE SERVICE: 

There are instances when the National Statistics Office does not have  available  records requested by clients, as a last remedy, 
clients check the availability of records at the City Civil Registry Office. 

If the document is available, the City Civil Registrar submits civil registry documents to the Office of the Civil Registrar General 
(OCRG).  

PLEASE FOLLOW THESE STEPS YOU WILL NEED TO PRESENT/PAY IT WILL TAKE YOU PLEASE APPROACH 

1. Sign Client Log Book  3 Minutes Norma R. Pilotin 
Administrative Aide VI 

Teresa A. Pagalanan 
Administrative Aide III 

2. Submit documents for 
endorsement and get Order of 
Payment. 

National Statistics Office Negative 
Certification result issued within the past 
6 months. 
Schedule of Fees: 

Birth Certificate Fee - P100 
Marriage Certificate Fee - P100 
Death Certificate Fee - P100 

1 Minute Teresa A. Pagalanan 
Administrative Aide III 

Rey Michael A. Almachar 
Administrative Aide III 

3. Pay the required fee at the 
Treasury Office 

Order of Payment 
 

5 Minutes 
 

Corazon Pe Benito 
Local Treasury Operations  

Officer II 

Antonia Aquino 
Revenue Collection Officer II 
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4. Go back to City Civil Registry 
Office and get registry 
document. 

Note:  Submit to National Statistics 
Office, Vigan City for endorsement 
and request for Security Paper 
(SECPA) 

Official Receipt 
 

20 Minutes Teresa A. Pagalanan 
Administrative Aide III 

Rey Michael A. Almachar 
Administrative Aide III 

Accomplish Client Feedback Form & drop at designated drop box infront of City Public Relations & Information Office at Vigan City Hall. 

TOTAL RESPONSE TIME: 29 Minutes 

 
K.  ISSUANCE OF SUPPLEMENTAL REPORT 
THE SERVICE: 
 A supplemental report for birth, death and marriage may be filed to supply information inadvertently omitted when the document 
was registered.   
 Every supplemental report shall contain the following items except in the case of Certificate of Marriage wherein items (f) and (g) 
are not applicable. 

a) Province 
b) City/Municipality 
c) Registry No. 
d) Information inadvertently omitted in the original registration 
e) Name (of child, deceased or containing parties, as the case may be) 
f) Informant (of the supplemental report) 
g) Prepared by 
h) Received at the Office of the Civil Registrar 

PLEASE FOLLOW THESE STEPS YOU WILL NEED TO PRESENT/PAY IT WILL TAKE YOU PLEASE APPROACH 

1. Sign Client Log Book  3 Minutes Norma R. Pilotin 
Administrative Aide VI 

Teresa A. Pagalanan 
Administrative Aide III 

2. Submit documents for review 
and get Order of Payment. 

a. National Statistics Office in Security 
Paper photocopy of the affected civil  
registry record (BIRTH, DEATH, 
MARRIAGE) 

b. Supplemental Affidavit, executed by 

10 Minutes Teresa Pagalanan 
Administrative Aide III 

Norma Pilotin 
Administrative Aide VI 
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the  document owner of legal age or 
by the  parents if under age 

c. Form 137/ID’s/Baptismal/voter 
registration record for birth 
certificate  

d. Death Certificate (church 
certification),  

e. Joint affidavit of 2 disinterested 
persons) 

f. Marriage Certificate (affidavit of 
husband  and wife) 

NOTE: All requirements must be 
submitted in 3 xerox copies together with 
the original. 
 
 
Schedule of Fees: 

Birth Certificate Fee - P100 
Marriage certificate Fee - P100 
Death Certificate Fee - P100 

3. Pay the required fee at the 
Treasury Office 
 

Order of Payment 
 

5 Minutes Corazon Pe Benito 
Local Treasury Operations  

Officer II 

Antonia Aquino 
Revenue Collection Officer II 

4. Return to City Civil Registry 
Office after 1 day to get 
registry document  

Note: submit to National Statistics 
Office, Vigan City for endorsement 
and request for Security Paper 
(SECPA) 

Official Receipt 1 Day Teresa A. Pagalanan 
Administrative Aide III 

Rey Michael A. Almachar 
Administrative Aide III 

Accomplish Client Feedback Form & drop at designated drop box infront of City Public Relations & Information Office at Vigan City Hall. 

TOTAL RESPONSE TIME: 1 Day & 18 Minutes 
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L. REGISTRATION OF FOUNDLING/ABANDONED CHILDREN 
THE SERVICE: 

Foundling is a deserted or abandoned infant or child, without known parents, guardians, or relatives, found by another person; or 
a child in an orphanage or similar institution without facts of birth and parentage. 

Registration of the foundling in the office of the City Civil Registry Office shall be undertaken by the finder or charitable institution 
within thirty (30) days from the date of finding/commitment of the child. 

Any report after the 30 day period shall be considered late, and the concerned party (finder) shall be required to state in a sworn 
statement the circumstances that caused the late reporting to the civil registrar. 
 
Agencies to Report to After Finding an Abandoned Child 

Immediately after finding a foundling, the finder shall report to the  
a. Barangay Captain of the place where the foundling was found or to a  
b. Police Station/headquarters, whichever is nearer or a convenient to the finder 

The finder must then commit the child to the care of the Social Welfare and Development (DSWD) or to a duly licensed 
orphanage or charitable institutions, and give his/her copy of the Certificate of Foundling registered with the City Civil Registry Office. 

PLEASE FOLLOW THESE STEPS YOU WILL NEED TO PRESENT/PAY IT WILL TAKE YOU PLEASE APPROACH 

1. Sign Client Log Book 

 3 Minutes Norma R. Pilotin 
Administrative Aide VI 

Teresa A. Pagalanan 
Administrative Aide III 

2. Submit documents for review 
and registration and get Order 
of Payment. 

a. Certification issued by  the 
concerned Barangay Captain or 
Police blotter/report 

b. Affidavit of the finder 
Schedule of Fees: 

Birth Certificate Fee - P100.00 

 
10 Minutes 

Grace Melody A. Atianzar 
Administrative Aide VI 

Susan P. Ancheta 
City Civil Registrar I 

3. Pay the required fee at the 
City Treasury Office. 

 

Order of Payment 
 

5 Minutes Corazon Pe Benito 
Local Treasury Operations  

Officer II 

Antonia Aquino 
Revenue Collection Officer II 
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4. Return to the City Civil 
Registry Office and get 
registry document  

Note: submit to National Statistics 
Office, Vigan City for endorsement 
and request for Security Paper 
(SECPA) 

 2 Days 
 

Grace Melody A. Atianzar 
Administrative Aide VI 

Susan P. Ancheta 
City Civil Registrar I 

Accomplish Client Feedback Form & drop at designated drop box infront of City Public Relations & Information Office at Vigan City Hall. 

TOTAL RESPONSE TIME: 2 Days & 18 Minutes 

 
 
 
 

CITY COOPERATIVE OFFICE 
 

The office is in the frontline of 
cooperatives organization, 
rehabilitation and the provision of 
technical and other forms of assistance 
to existing cooperatives to enhance 
their viability as an economic 
enterprise and social organization.  

LOCATION MAP: 
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For more information, please contact  City Cooperative Officer  ▪ Tel. Nos. (077) 722-8771-
75 loc. 209 

A. COOPERATIVE DOCUMENTS CHECKING 
THE SERVICE: 

This service facilitates and ensure the completeness of the required documents for the issuance of:  

Burgos Street 

Q
ue

zo
n 

A
ve

nu
e 
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a. Business Permit 
b. Bureau Of Internal Revenue Registration/Registration Of Books Of Account 
c. Cooperative Development Authority Registration 
d. Certificate Of Tax Exemption  
e. Certificate Of Good Standing For Cooperatives 

PLEASE FOLLOW THESE STEPS YOU WILL NEED TO PRESENT/PAY IT WILL TAKE YOU PLEASE APPROACH 

1. Sign client  logbook.  3 Minutes Arnold Antonio P. Marquez 
Administrative Aide III 

Ronilda Aninag 
Cooperative Dev’t. Specialist I 

2. Submit  documents for review  For Application of Business Permit: 
a. Photocopy Of  Certificate Of 

Registration 
b. Photocopy Of  Business Permit 
c. Sketch Of Location Of The 

Cooperative 
d. Photocopy Of Articles Of 

Cooperation & By-Laws 
e. Books Of Accounts  
For BIR Registration/Registration Of  
Book Of Accounts: 
a. Items A To E Of Application Of 

Business Permits 
For CDA Registration: 
a. Economic Survey 
b. By-Laws And Duly Notarized 

Articles Of Cooperation 
c. Fidelity Bonds Of The Following: 

• Manager 

• Chairman 

• Treasurer  
d. Duly Notarized Sworn Statement 

Of The Treasurer Showing That At 
Least 25% Of The Authorized 

5 Minutes  
 
 
 
 
 
 
 
 
 
 
 

Herminigildo T. Etrata 
Cooperative Officer I 

Ronilda Aninag 
Cooperative Development 

Specialist I 
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Share Capital Has Been 
Subscribed And At Least 25% Of 
The Total Subscription Has Been 
Paid. 

 
 
 
For Certificate Of Tax Exemption: 
1. Items A To D Of Application For 

Business Permit 
2. Certificate Of Good Standing 

From The Cda 
3. Latest Financial Statements Duly 

Audited By A Cda  Accredited 
Certified Public Accountant. 

4. Certification Under Oath By The 
Chairperson/ Manager : 
a. That The Cooperative Is 

Transacting   Business With 
Members Only/Both 
Members And Non-Members. 

b. As To The Amount Of 
Accumulated General 
Reserve Fund And Undivided 
Net Savings. 

c. That At Least 25% Of The 
Net Surplus Is Retained To 
Members In The Form Of 
Interest On Capital And 
Patronage Refund. 

d. As To The List Of Members 
And The Share Contribution 
Of Each Member. 
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For Certificate Of Good Standing 
a. Application Letter  
b. Annual Report Of The Preceding 

Year 
c. Copy Of The Updated Bond Of 

Accountable Officers/Employees 
of The Cooperative 

d. Minutes Of The Latest General 
Assembly Meeting And The 
Result Of Election Of The Board 
Of Directors 

e. Certification Under Oath By The 
Chairman Or The Board Secretary 
That The Cooperative Is 
Compliance To The Standard 
Chart Of Accounts Of 
Cooperatives With Credit Services 

f. Certification of No Pending Case 
With The CDA Against The 
Cooperative And Its Officers. 

3. Get endorsement.   Herminigildo  T. Etrata 
Cooperative Officer II 

Accomplish Client Feedback Form & drop at designated drop box infront of City Public Relations & Information Office at Vigan City Hall. 

TOTAL RESPONSE TIME:  8 Minutes  

 
B. CONDUCT OF PRE MEMBERSHIP SEMINARS (PMS) FOR COOPERATIVES ABOUT TO ORGANIZE AND CONTINUING 

COOPERATIVE EDUCATION SEMINARS FOR THOSE EXISTING  
THE SERVICE: 

Pre Membership and continuous education seminars for members of cooperatives are required to equip the members with 
capabilities to effectively operate and sustain their mandate.  
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PLEASE FOLLOW THESE STEPS YOU WILL NEED TO PRESENT/PAY IT WILL TAKE YOU PLEASE APPROACH 

1. Sign client  logbook  
 

 3 Minutes Arnold Antonio P. Marquez 
Administrative Aide III 

Ronilda Aninag 
Cooperative Development 

Specialist I 

2. Undergo Interview and make 
arrangements for schedule of 
the conduct of the seminars 

 10 Minutes Herminigildo  T. Etrata 
Cooperative Officer II  

Ronilda Aninag 
Cooperative Development 

Specialist I 
3. Conduct of Continuing 

Education Seminar 
 As scheduled 

Accomplish Client Feedback Form & drop at designated drop box infront of City Public Relations & Information Office at Vigan City Hall. 

TOTAL RESPONSE TIME: 13 Minutes 

 
C. PROVISION OF TECHNICAL & FINANCIAL ASSISTANCE TO COOPERATIVES  
THE SERVICE: 

The City Government of Vigan looks upon the cooperatives as an indispensable instrument for promoting service for others, self 
reliance and harnessing people empowerment towards improving the lives of Biguenos. 

PLEASE FOLLOW THESE STEPS YOU WILL NEED TO PRESENT/PAY IT WILL TAKE YOU PLEASE APPROACH 

1. Sign client  logbook.  3 Minutes Arnold Antonio P. Marquez 
Administrative Aide III 

Ronilda Aninag 
Cooperative Development 

Specialist I 

2. Submit project proposal  for 
review 

Project Proposal 5 Minutes Ronilda Aninag 
Cooperative Development 

Specialist I 

3. Go to Mayor’s Office for 
Project Proposal approval 

Project Proposal 10 Minutes Eva Marie S. Medina 
City Mayor 

 

 

4. Proceed and submit approved a. Approved project proposal  15 Minutes Mrs. Divina Quemi 



74  

 

project proposal to Nueva 
Segovia Consortium of 
Cooperatives  
 

b. Board Resolution of the 
cooperative’s intention to become 
member of (NSCC). 

c. Board Resolution of the 
cooperative intention to apply for 
a loan. 

d. Board Resolution of the 
cooperative authorized 
signatories. 

e. P1,000.00 Share Capital 
f. List of the  cooperative’s officers, 

members and management staff 

CEO 

Mrs. Elvira Rafanan 
 

Accomplish Client Feedback Form & drop at designated drop box infront of City Public Relations & Information Office at Vigan City Hall. 

TOTAL RESPONSE TIME: 33 Minutes 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

CITY ENVIRONMENT & NATURAL RESOURCES OFFICE 
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This office is in the frontline on 

the delivery of services concerning 
the protection of the environment and 
natural resources of the city. 

LOCATION MAP: 
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For more information, please contact the City Environment & Natural Resources Office  ▪ Tel. No. 
(077) 673-0939 

 
A. ISSUANCE AND MONITORING OF TREE CUTTING CLEARANCE FOR THE TREE CUTTING PERMIT 
THE SERVICE: 

Any person or entity that wishes to cut down tree/s are required to secure a Tree Cutting Clearance from the city government as 
a requirement in the issuance of a Tree Cutting Permit by the Community Environment & Natural Resources Office of the DENR as 
required by law. 
 
 

PLEASE FOLLOW THESE STEPS YOU WILL NEED TO PRESENT/PAY IT WILL TAKE YOU PLEASE APPROACH 

1. Sign Client Log Book  3 Minutes Teddy Corpuz 
Environment Management 

Specialist I 
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2. Submit requirements for 
verification 

a) Letter Request of the landowner 
addressed to the CENRO-DENR 

b) Barangay Certification of no objection 
in cutting the said tree/s 

c) Proof of lot ownership (e.g. Land Title 
or RPT Declaration) and most recent 
RPT payment receipt 

d) Cedula/CTC 
 e) Sketch of the exact location of the 

tree/s 

15 Minutes Glenn Concepcion 
City Environment & Natural  

Resources Officer I 

Teddy Corpuz  
Environment Management 

Specialist I 

 

3. Wait for the Ocular Inspection 
and Tree Documentation  

a) Sketch of the exact location of the 
tree/s 

b) Approved Building Plan from the City 
Engineer’s Office, if application for 
tree cutting is related to clearing for 
the construction of a building 

2 Days Glenn Concepcion 
City ENR Officer I 

Teddy Corpuz  
Environment Management 

Specialist I 

4. Get Issuance or Non-Issuance of 
clearances to cut Tree/s 

 2 Minutes Glenn Concepcion 
City ENR Officer I 

5. Planting of Replacement Trees 
and actual cutting of tree/s which 
will be supervised by the City 
ENRO or his authorized 
representative 

a) Tree Cutting Permits issued by 
DENR- CENRO 

b) Trees to be planted (Forest or fruit 
bearing trees) 

2 Hours or  
depending on the 

approved number of 
trees to be cut 

Glenn Concepcion 
City ENR Officer I 

Teddy Corpuz  
Environment Management 

Specialist I 

Accomplish Client Feedback Form & drop at designated drop box infront of City Public Relations & Information Office at Vigan City Hall. 

TOTAL TIME: 2 Working Days 
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B. ISSUANCE OF SOLID WASTE DISPOSAL PERMIT AT THE VIGAN SOLID WASTE MANAGEMENT CENTER 
THE SERVICE: 

The city government regularly collects segregated solid waste from business establishments and residential houses. However, 
business establishments can avail the services of the disposal facility of the city on special cases beyond the scheduled collection 
period of solid waste. 

PLEASE FOLLOW THESE STEPS YOU WILL NEED TO PRESENT/PAY IT WILL TAKE YOU PLEASE APPROACH 

1. Sign Client Log Book  3 Minutes  
 
 
 

Glenn Concepcion 
City Environment & Natural  

Resources Officer I 

Teddy Corpuz  
Environment Management 

Specialist I  

2. Submit requirements for 
verification 

a) Letter Request addressed to the City 
Mayor 

b) Business Permit (most recent) 

10 Minutes 

3. Undergo assessment & 
interview 

a) Sample of the solid waste to be 
disposed 

15 Minutes 

4. Wait for the Ocular or Site 
Inspection of solid waste to be 
disposed 

a) Exact location of the solid waste 30 – 60 Minutes 

5. Get Solid Waste Disposal 
Permit 

 After 1 working day 

Accomplish Client Feedback Form & drop at designated drop box infront of City Public Relations & Information Office at Vigan City Hall. 

TOTAL RESPONSE TIME: 2 Working Days 

 
C. SETTING UP A GROUP TOUR ON VIGAN’S ENVIRONMENTAL MANAGEMENT PROGRAM AND SITE TOUR AT VIGAN 

SOLID WASTE MANAGEMENT CENTER 
THE SERVICE: 

The city government accommodates group tour on Vigan Environmental Management Program (EMP) and site tour at the 
Vigan Solid Waste Management Center for all interested visitors. The City Environment and Natural Resources Officer and his 
personnel shall guide visitors through the different EMP programs of the city. 
 
 
 
 

PLEASE FOLLOW THESE STEPS YOU WILL NEED TO PRESENT/PAY IT WILL TAKE YOU PLEASE APPROACH 

1. Coordinate with the Office of 
the City Mayor thru letter or 
phone or e-mail. 

 3 Minutes Genda Castillo 
Administrative Aide III 
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The Telephone No.: (077) 722-
2466; Telefax No.: (077)722-
3838;  
Email Add.: 
admin@vigancity.gov.ph 

2. Follow given schedule for the 
group 

 As Scheduled Glenn Concepcion 
City Environment & Natural  

Resources Officer I 
3. Conduct of tour (Orientation, 

Film Showing, Guided Tour and 
VSWMC Visitation, etc.) 

 1 day 
It may vary 

depending on the 
coverage of the tour 

Glenn Concepcion 
City Environment & Natural  

Resources Officer I 

Teddy Corpuz 
Environment Management 

Specialist I 

Accomplish Client Feedback Form & drop at designated drop box infront of City Public Relations & Information Office at Vigan City Hall. 

TOTAL RESPONSE TIME: Variable depending on schedule of tour  

 
D. RELEASING OF APPREHENDED DRIVER’S LICENSE FOR VIOLATION OF CLEAN & GREEN ORDINANCES 
THE SERVICE: 

The city government implements various laws and ordinances related to clean and green. As such, violators were apprehended 
and their respective driver’s licenses are confiscated.  

PLEASE FOLLOW THESE STEPS YOU WILL NEED TO PRESENT/PAY IT WILL TAKE YOU PLEASE APPROACH 

1. Sign Client Log Book Citation Ticket 5 Minutes Teddy Corpuz 
Environment Management 

Specialist I 

2. Proceed to Treasurer’s Office 
to pay penalties or fine 

Citation Ticket 5 Minutes Corazon Pe Benito 
Local Treasury Operations 

Officer II 
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3. Redeem Driver’s License  Official Receipt of Payment 
 

2 Minutes Glenn Concepcion 
City Environment & Natural  

Resources Officer I 

Ronel Fernando 
Environmental Guard 

Jerhel dela Cruz 
Environmental Guard 

Accomplish Client Feedback Form & drop at designated drop box infront of City Public Relations & Information Office at Vigan City Hall. 

TOTAL RESPONSE TIME: 12 Minutes 

 
E.  RESPONDING TO COMPLAINT/S RELATED TO POLLUTION, ENVIRONMENTAL LAWS, SANITATION AND NUISANCES  
THE SERVICE: 

The city government receives complaint/s related to pollution, environmental laws, sanitation and nuisances from residents and 
business establishment. These are referred to the City Environment & Natural Resources Office and or the City Health Office for 
immediate investigation and disposition. 

PLEASE FOLLOW THESE STEPS YOU WILL NEED TO PRESENT/PAY IT WILL TAKE YOU PLEASE APPROACH 

1. Sign Client Log Book  3 Minutes Teddy Corpuz 
Environment Management 

Specialist I 

2. Submit complaint and other 
documents  

a. Written complaint addressed to 
either the City Mayor, City ENRO or 
CHO 

b. Valid ID or Cedula/CTC of 
complainants 

c.  Any supporting document/s and 
photos 

d.  sketch of the location  

15 Minutes City Mayor’s Office 
Glenn Concepcion 

City Environment & Natural  
Resources Officer I 

Dr. Loida Ranches 
City Health Officer II 

 

3. Undergo an interview and 
assessment of the complaint.  

NOTE: If there is a violation of 

  
 

1 Day 

Glenn Concepcion 
City Environment & Natural  

Resources Officer I 
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environmental laws or ordinances, 
ocular inspection and On-site 
Investigation will ensue. 

Complainant and Respondent 
may be invited if needed. 

Dr. Loida Ranches 
City Health Officer II 

Ricardo Follante 
Sanitary Inspector I 

Gloria Itchon 
Sanitary Inspector I 

4. Wait for the issuance of 
Sanitary and/or VCENRO 
Violation Order to the 
respondent. ccomplainant shall 
be furnished with a copy of 
order 

 1 Hour Glenn Concepcion 
City Environment & Natural  

Resources Officer I 

Dr. Loida Ranches 
City Health Officer II 

5. Wait for the result within the 
week of the re-inspection of site 
under complaint and follow up 
of compliance. 

*Non-compliance on the part of 
respondent shall be a ground for 
the referral of the case to the City 
Legal Office for proper disposition 

 2 Hours Glenn Concepcion 
City Environment & Natural  

Resources Officer I 

Ricardo Follante 
Sanitary Inspector I 

Gloria Itchon 
Sanitary Inspector I 

Accomplish Client Feedback Form & drop at designated drop box infront of City Public Relations & Information Office at Vigan City Hall. 

TOTAL RESPONSE TIME:  2 Working Days 
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CITY GENERAL SERVICES OFFICE 

 
 The office is in charge of the 
supplies, equipment and services 
needed by the City Government.  It 
also covers the maintenance and 
safekeeping of properties/records 
likewise ensures the efficient delivery 
of services to the people. 

LOCATION MAP: 
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For more information, please contact the City General Services Office ▪ Tel. No. (077) 722 – 8771 - 
75 loc. 108 

 
A. GARBAGE (SEGREGATED) COLLECTION SERVICES 
THE SERVICE: 

The City General Services Office (CGSO) regularly collects solid waste from residences and commercial establishments. 
For this purpose it operates and maintains four (4) Garbage Collection Teams that serve four (4) areas in the City  

Aside from these fourteen (14) Street Sweepers are assigned to clean the road network within the poblacion. One (1) 
Roving team with three (3) personnel also ply the same areas.  Two (2) gardeners take care of garden pavements.  
 

The following details of schedule and route covered under each area :  

AREA I - EASTERN ROUTE   

Collection schedule Daily  

 6:00 pm - 10:00 pm 

Area Covered Quirino Blvd. 
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 E. delos Reyes Street 

 V. delos Reyes Street 

 Calderon Street 

 Encarnacion Street 

 Diego Silang Street 

 Gen. Tinio Street 

 Abaya Street 

 Formoso Street 

 Quema Street 

AREA II - Central Business District  

Collection schedule Daily 

 6:00 pm - 10:00 pm 

Area covered Crisologo Street 

 Plaridel Street 

 A. Reyes Street 

 Quezon Avenue 

 Nueva Segovia 

 Sikatuna Street 

 Mabini Street 

 Liberation Blvd. 

AREA III - WESTERN ROUTE   

Collection Schedule Daily 

 6:00 pm - 10:00 pm 

Area Covered J. P. Rizal Street 

 Del Pilar Street 

 Gomez Street 

 Libertad Street 

 Zamora Street 

 Escrileano Street 

 Burgos Street 

 Florentino Street 
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 Bonifacio Street 

 Gen. Luna Street 

 Salcedo Street 

 Katipunan Street 

AREA IV - MARKET AREA   

Collection Schedule Daily 

 6:00 pm - 11:00 pm 

Area Covered Del Pilar Extension 

 Alcantara Street 

 Rivero Street 

 Vigan Parking Terminal 

 Vigan Public Market 
 

AREA Commercial/Business District     

Street Sweeping Schedule Daily  

 8:00 am - 12:00 nn  

 2:00 pm - 6:00 pm  

STREETS PERSONNEL ASSIGNED   

V. delos Reyes Street   

Gen. Luna Street Michael Tadeo  

A. delos Reyes Street Rogelio Artajos  

Bonifacio Street George Castro  

Del Pilar Street Alfredo Blaza  

Salcedo Street Elmer Gonzales  

Mabini Street Lolito Aquino  

Florentino Street Angel Gampayon  

J. Singson Street Marcelino Cachero  

 Daily   

 6:00 am – 10:00 am  

 2:00 pm – 6:00 pm  

Plaza Burgos, Plaza Lagoon (northside) Quirino dela Cruz  
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Quezon Avenue Ramon Artajos  

Liberation Blvd. Mariano Regua  

Crisologo Street Albert Rivad  

Burgos St. (West of Quezon Ave.) Carlito Cortel  

ROVING TEAM     

Cleaning /clearing schedule Daily  

 8:00 am - 12:00 nn  

 1:00 pm - 5:00 pm  

Area covered Teritorial jurisdiction of the 

 City of Vigan especially CBD district 

GARDENERS     

Maintenance schedule Daily  

 8:00 am - 12:00 nn  

 1:00 pm - 5:00 pm  

Area covered Heritage Village (Wednesday) 

 Jose Singson St. (Friday)  

 Alcantara St. (Friday)  

 Playa de Oro - 1 day (any day) 

 Mira Hills - 1 day (any day) 

 Terminal - 1 day (any day) 

 Market - 1 day (any day)  

WATER TRUCK     

Water / Flushing schedule Daily  

 6:00 pm - 10:00 pm  

 4:00 am - 8:00 am  

Area covered South East (Plaza Burgos) 

 South East (Cathedral)  

 South West (Cathedral)  

 Infront (Cathedral)  

 Infront Plaza Hotel  

 South East Plaza Salcedo 
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 Crisologo Street  

 Quirino Blvd.  

 Jose Singson Street  

 Around Public Market  
 

B. LENDING OF CITY EQUIPMENT 
THE SERVICES: 

Any Brgy. Officials, resident or firms of Vigan City may request from CGSO City equipments for rental.  The CGSO will respond 
immediately within the day if the request is received in the morning, otherwise action will be taken the next day.                                                                                                                                                                                                                                                                       

PLEASE FOLLOW THESE STEPS YOU WILL NEED TO PRESENT/PAY IT WILL TAKE YOU PLEASE APPROACH 

1. Sign Client Log Book Request letter  
3 Minutes 

Winston M. Favis 
City General Services Officer I 

Alejo P. Arcena 
Administrative Officer I 

2. Inform personnel in–charge the 
details of the transaction 

  
10 Minutes 

Winston M. Favis 
City General Services Officer I 

Alejo P. Arcena 
Administrative Officer I 

3. Wait for the approval of the 
transaction, sign agreement of 
use and get Order of Payment 

 

 
 
 

 
12 Minutes 

Winston M. Favis 
City General Services Officer I 

Alejo P. Arcena 
Administrative Officer I 

Genda Castillo 
Administrative Aide III 

4. Pay the required fees at the 
City Treasury Office 

Order of Payment  
Schedule of Fees: 
a. Water truck - P2,970.00/day 
b. Pay Loader (TCM 50B) - 
P3,750.00/day 
c. Grass Cutter - P   420.00/day 
d. Dumptruck - P2,270.00/day 
e. Mini Dump Truck - P1,500.00/day 
f. Back Hoe - P3,750.00/day 
g. Bulldozer - P4,500.00/day 
h. Jack Hammer - P    510.00/hr. 

 Antonia Aquino 
Revenue Collection Clerk II 

Corazon PeBenito 
Local Treasury Operations 

Officer II 
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i. Concrete cutter - P    510.00/hr. 
* Excluding fuel & lubricants 

5. Get Service Order 
 

  
5 Minutes 

 

Winston M. Favis 
City General Services Officer I 

Alejo P. Arcena 
Administrative Officer I 

Accomplish Client Feedback Form & drop at designated drop box infront of City Public Relations & Information Office at Vigan City Hall. 

TOTAL RESPONSE TIME: 30 Minutes 
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C. REPAIR OF CITY VEHICLES & EQUIPMENT 
THE SERVICE: 
 The City General Services Office is in-charge of the registration, maintenance and repair of all City motor vehicles. 

PLEASE FOLLOW THESE STEPS YOU WILL NEED TO PRESENT/PAY IT WILL TAKE YOU PLEASE APPROACH 

1. Sign Internal Service Log Book Defective Vehicle or Equipment for 
damage  assessment 3 Minutes 

Winston M. Favis 
City General Services Officer I 

Alejo P. Arcena 
Administrative Officer I 

2. Wait for report of damage and 
canvass  

   

3. Wait for approval of Job Order 
Contract for labor and Purchase 
Order for materials 

   

4. Wait for repair of vehicle or 
equipment 

   

5. Receive vehicle or equipment 
and conduct test run 

   

TOTAL RESPONSE TIME:  Depends on extent of damage and repair to be undertaken. 
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VIGAN CITY POLICE STATION 
 

 
The Vigan City Philippine National 

Police is mandated for the maintenance 
of peace and order, insurance of public 
safety and security with the active 
support of the community. 

LOCATION MAP: 
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For more information, please contact  the Vigan City Police Station ▪ Tel. Nos. (077) 722-0890; 
Hotline 166 

 
A. ISSUANCE OF POLICE REPORT 
THE SERVICE: 

The Police Report are issued for legal proceedings, insurance claims, and other related matters for record purposes. 

PLEASE FOLLOW THESE STEPS YOU WILL NEED TO PRESENT/PAY IT WILL TAKE YOU PLEASE APPROACH 

1. Sign Client Log Book Proof of Identity 
Any ID, 
Community Tax Certificate (Cedula) 

5 Minutes SPO1 Avelino Ramos 
PO3 Edgar Realin 

2. Go to the Public Market Terminal 
for the Payment of fees 

Order of payment 5 Minutes Eva Jayne Afroilan  
Revenue Collection Clerk I 

Veneranda Robinol 
Revenue Collection Clerk I 
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Edmund Ayco 
Market Supervisor II 

3. Go to the Administrative Section 
for Records/Blotter Check. 

Official Receipt 20 Minutes SPOIV Jaime Laguesma 
POI Avanaizer Rubiaco 

4. Wait for the encoding of the 
Police Report and affixing of 
signature 

 20 Minutes SPOIV Jaime Laguesma 
POI Avanaizer Rubiaco 
PI Nestor P. Caballes 

Dep. Chief of Police 

PCI Maximo A. Taclas  
Chief of Police 

5. Get Police report  1 Minute POI Avanaizer Rubiaco 
Accomplish Client Feedback Form & drop at designated drop box infront of the Information Desk at Vigan City Police Station. 

TOTAL RESPONSE TIME: 51 Minutes  

 
B.  ISSUANCE OF POLICE CLEARANCE 
THE SERVICE: 

Police Clearance is needed for application for business, employment and other related purposes necessary for the client.  

PLEASE FOLLOW THESE STEPS YOU WILL NEED TO PRESENT/PAY IT WILL TAKE YOU PLEASE APPROACH 

1. Sign Client Log Book  3 Minutes  
 
 

SPO1 Avelino Ramos 
PO3 Edgar Realin 

2. Go to the Duty Desk Officer Clearance For Employment  
a. Receipt of payment for Police 

Clearance (Local/Abroad) from the 
City Treasurer’s Office 

b. MTCC & RTC Clearance 
c. Fiscal Clearance 
d. Barangay Clearance 
e. Residence Certificate 
f. 2 copies 2x2 ID picture 
Clearance For Business 
Registration/Permit Only 
a. Barangay Clearance 
b. Residence Certificate 
c.  2 copies 2x2 ID picture 

5 Minutes 

3. Go to the Investigation Section  16 Minutes Duty Investigators 
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and wait for the encoding and 
signing of the Police Clearance  

Team “A” 
SPOI Crisanto Alon Jr. 
SPOI Jovito Rabang 

Team “B” 
SPOI Natalio Paz 

POIII Joseph Acosta 
SPOIV Rogelio Magpali 
PCI Maximo A. Taclas  

Chief of Police 

4. Get Police Clearance   1 Minute Same Duty Investigator 
Accomplish Client Feedback Form & drop at designated drop box infront of the Information Desk at Vigan City Police Station. 

TOTAL  RESPONSE TIME: 25 Minutes  

  
C.  FILING OF PERSONAL COMPLAINTS 
THE SERVICE: 
 Filing of complaints is necessary for the purpose of establishing facts and events for legal action by the client.  

PLEASE FOLLOW THESE STEPS YOU WILL NEED TO PRESENT/PAY IT WILL TAKE YOU PLEASE APPROACH 

1. Sign Client Log Book  3 Minutes SPO1 Avelino Ramos 
PO3 Edgar Realin 

2. Go to the Duty Desk Officer Provide proof of identity and facts of the 
complaint 

5 Minutes SPOI Avelino Ramos 

 

3. Go to the Investigation Section 
for the preparation and encoding 
of Sworn Statements of the 
complainant and other 
witnesses. 

 1 Day Duty Investigators 
Team “A” 

SPOI Crisanto Alon Jr. 
SPOI Jovito Rabang 

SPOIV Rogelio Magpali 
Team “B” 

SPOI Natalio Paz 
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POIII Joseph Acosta 

4. Go to the Prosecutor’s Office for 
the notarization of the Sworn 
Statement. 

Sworn statements of complainant and 
other witnesses 

  

5. Submit notarized statement to 
Investigation Section and other 
required documents for further 
endorsement to the City 
Prosecutor’s Office  

a. Sworn Statement 
b. Medico-legal Report 
c. Certificate to File Action for those 

cases under the jurisdiction of 
Lupong Tagapamayapa but failed 
to arrive for an amicable 
settlement. 

d. And other documents required 

15 Minutes Duty Investigators 
PCI Maximo A. Taclas  

Chief of Police 

Accomplish Client Feedback Form & drop at designated drop box infront of the Information Desk at Vigan City Police Station. 

TOTAL  RESPONSE TIME:1 Day & 23 Minutes 
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VIGAN CITY FIRE DEPARTMENT 
 

The fire bureau has a quadruple 
mission: 

a. Fire prevention 
b. Fire protection, suppression and 

control  
c. Fire and arson investigation 
d. First aid and rescue operation 

 

LOCATION MAP: 
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For more information, please contact City Fire Station ▪  Tel. No. (077) 722-0990, (077)  722-2657, 
Hotline. No. 160 

 
A. ISSUANCE OF FIRE CLEARANCE TO APPLICANTS OF BUSINESS PERMITS 
THE SERVICE: 

The issuance of fire clearance is one of the requirements in the application of business permits (new/renewal), and to ensure fire 
safety rules and regulations has been complied.    

 

PLEASE FOLLOW THESE STEPS YOU WILL NEED TO PRESENT/PAY IT WILL TAKE YOU PLEASE APPROACH 

1. Sign in Client Log Book.  3 Minutes FO1 Elmer Acapuyan 
Building Inspector 
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2. Go to Fire Safety Enforcement 
Section (FSES) 
Wait for the verification of the Fire 
Safety Inspection Report and the 
preparation of the clearance. 
If not yet inspected, fire safety 
inspection is immediately 
conducted 
If inspected and after having 
complied with all the requirements 
of PD 1185. 

a. Duly accomplished application form 
of Business Permit with assessment 
from City Budget Office 
 
Fire Code Fee:  
- 10% of all fees charged by City 

Treasury Office 

 
 
 
 
 

1 Hour 
 
 

5 Minutes 

FO1 Elmer Acapuyan 
Building Inspector 

 
 

Duty Fire Safety 
Inspectors 

 
SFO1 Edison Preza 

Chief Fire Safety 
Enforcement Section 

3. Get Fire Clearance  1 Minute FSI Floro L. Obrero 
City Fire Marshal 

Accomplish Client Feedback Form & drop at designated drop box infront of Information Desk Command. 

TOTAL RESPONSE TIME: If not yet inspected - 1Hour & 7 Minutes 
                  If inspected -  9 Minutes  

 
B. ISSUANCE OF FIRE SAFETY INSPECTION CERTIFICATE (FSIC) FOR ALL TYPES OF BUILDING OCCUPANCY 
THE SERVICE: 
 Fire Safety Inspection Certificate for the following building occupancy shall be issued after said building or occupancy has 
been inspected for fire safety with the finding that it has substantially complied with the fire safety and protection requirements of the 
Fire Code of the Philippines (PD 1185) and its implementing rules and regulations. 

PLEASE FOLLOW THESE STEPS YOU WILL NEED TO PRESENT/PAY IT WILL TAKE YOU PLEASE APPROACH 

1. Sign in Client Log Book  3 Minutes FO1 Elmer Acapuyan 
Building Inspector 



94  

 

2. Go to the Fire Safety Enforcement 
Section (FSES) for verification and 
conduct of fire safety inspection in 
compliance to PD 1185 and its 
Implementing Rules and 
Regulations 

Previous FSIC and Official receipt of 
Fire Inspection Fee  
If not yet inspected, immediately 
conduct of Fire Safety Inspection 
If inspected and after having complied 
with all the requirements of PD 1185 

 
 

1 Hour 
1 Minute 

 
 

FO1 Elmer Acapuyan 
Building Inspector 

 
SFO1 Edison Preza 

Chief FSES 

3. Get Fire Safety Inspection 
Certificate (FSIC) 

 1 Minute FSI Floro  Obrero 
City Fire Marshal 

Accomplish Client Feedback Form & drop at designated drop box infront of Information Desk Command. 

TOTAL RESPONSE TIME: If not yet inspected - 1 Hour & 2 Minutes 
 If inspected - 5 Minutes 

 
C.  BUILDING PLANS APPROVAL 
THE SERVICE: 

The Engineering Office shall refer one set of the plans and specification to the Chief of the Local Fire Service (CLFS) for h is 
evaluation, review and/or recommendation with respect to fire safety and control requirements. 

PLEASE FOLLOW THESE STEPS YOU WILL NEED TO PRESENT/PAY IT WILL TAKE YOU PLEASE APPROACH 

1. Sign in Client Log Book  3 Minutes FO1 Elmer Acapuyan 
Building Inspector 

2. Submit documents to the Fire 
Safety  Enforcement Section and 
get Order of Payment 

 

1. One (1) set of plan, 
2. Certified bill of Materials , 

specifications,  
3. Approved Plan of Fire Protection 

System (if any) 
4. Endorsement letter from City 

Engineering Office 
Fire Code Fee: 10% of all fees charged 
by City Engineering Office plus 0.1% of 
the verified estimated cost of project. 

2 Minutes SFO1 Edison Preza 
Chief FSES 

FO1 Elmer Acapuyan 
Building Inspector 
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3. Pay the required fees to the City 
Treasury Office  

Order of Payment 
 

5 Minutes Corazon Pe Benito 
Local Treasury Collection  

Officer II 

Antonia Aquino 
Revenue Collection Clerk II 

4. Wait for the evaluation, review, 
and/or recommendation for 
compliance under PD 1185 and 
its IRR 

 Within five (5) working 
days upon receipt 

SFO1 Edison Preza 
Chief FSES 

FO1 Elmer Acapuyan 
  Building Inspector 

5. Get approved Building Plans 
with recommendation 
 

Official receipt and photocopy  SFO1 Edison Preza 
Chief FSES 

FSI Floro  Obrero 
City Fire Marshal 

Accomplish Client Feedback Form & drop at designated drop box infront of Information Desk Command. 

TOTAL RESPONSE TIME: 5 Days & 10 Minutes 

 
D. ISSUANCE OF CERTIFICATE OF FINAL ELECTRICAL INSPECTION (CFEI) FOR ELECTRICAL TAPPING 
THE SERVICE: 

This certificate is issued for the purpose of electrical tapping. 

PLEASE FOLLOW THESE STEPS YOU WILL NEED TO PRESENT/PAY IT WILL TAKE YOU PLEASE APPROACH 

1. Sign in Client Log Book.  3 Minutes  
 
 

FO1 Dennis Martinez 
Electrical Inspector 

FO1 Jojo Toquero 
Electical inspector 

2. Submit documents to Fire Safety 
Enforcement Section (FSES) / 
Electrical Inspection Unit (EIU) 

Certificate of Final Electrical Inspection 
and as Built Electrical Plan from City 
Engineering Office 

1 Minute 

3. Wait for inspection and 
verification in compliance to PD 
1185 and its IRR  

If not yet inspected, immediately conduct 
of  Fire Safety Inspection 
If inspected and after having complied 
with all the requirements of PD 1185 

1 Hour 
 
 

5 Minutes 
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4. Get  Certificate of Final Electrical 
Inspection (CFEI) 

 1 Minute  

Accomplish Client Feedback Form & drop at designated drop box infront of Information Desk Command. 

TOTAL RESPONSE TIME: If not yet inspected – 1 Hour & 10 Minutes  
     If inspected – 10  Minutes  

 

DEPARTMENT OF INTERIOR AND LOCAL GOVERNMENT 
  
 The Department shall promote 
peace and order, ensure public safety 
and strengthen capability of local 
government units through active 
people participation and a 
professionalized corps of civil servants. 

LOCATION MAP: 
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For more information, please contact Department of Interior and Local Government Office. ▪ Tel. No. 
(077) 722-8771-75 loc. 205 

 
A. ISSUANCE OF CERTIFICATION/ENDORSEMENT  OF CIVIL SERVICE BARANGAY OFFICIALS ELIGIBILITY (CSBOE) 
THE SERVICE: 

Civil Service Commission requirements on the civil service barangay officials eligibility (CSBOE) application after the 
completion of their term of office as mandated by the Local Government Code of 1991. 
 

Burgos Street 
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PLEASE FOLLOW THESE STEPS YOU WILL NEED TO PRESENT/PAY IT WILL TAKE YOU PLEASE APPROACH 

1. Sign in Client Log Book.  3  Minutes Cecilia T. Ayco 
Revenue Collection Clerk II 

Miriam Tabios 
Administrative Aide III 

2. Submit requirements for 
verification.  
Staff prepares endorsement to 
be signed by the City Local 
Government Operations Officer if 
in order  

a. Certificate of service years 
rendered as barangay official 
issued by the Punong Barangay, 
City Mayor and DILG City Office 

b. Original & Photocopy of   Oath of 
Office 

c. Original & Photocopy of at least 
one valid ID w/ picture & signature 
of the applicant (new) 

d. Three (3) Identical 1”x1” picture 
within e months before date of 
application (new) 

e. Original & Photocopy of Birth 
Certificate authenticated by the  
National Census and Statistics 
Office (NSO) (New) 

5 Minutes Cecilia T. Ayco 
Revenue Collection 

Clerk II 

3. Get endorsement letter  3 Minutes Victor P. Aquino, Jr. 
City Local Government  

Operations Officer 
Cecilia T. Ayco 

Revenue Collection 
Clerk II 

Accomplish Client Feedback Form & drop at designated drop box infront of City Public Relations & Information Office at Vigan City Hall. 

TOTAL RESPONSE TIME: 11 Minutes 
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B. ISSUANCE OF CERTIFICATION/ENDORSEMENT  OF THE AVAILMENT OF DEATH CLAIM  BENEFITS OF INCUMBENT 
ELECTED & APPOINTED BARANGAY OFFICIALS 

THE SERVICE: 
Death benefit forms requirements for the elected and appointive barangay officials 

PLEASE FOLLOW THE STEP YOU WILL NEED TO PRESENT/PAY IT WILL TAKE YOU PLEASE APPROACH 

1. Sign  in Client Logbook  3 Minutes Cecilia T. Ayco 
Revenue Collection Clerk II 

Miriam Tabios 
Administrative Aide III 

2. Present the following documents: 
* If documents are in order the staff will 
prepare the Endoresement to be signed 
by the City Local Government Operations 
Officer  

a. Death Certificate  
b. Certificate of Incumbency 
c. Marriage Certificate (if the 

claimant is the widow/widower of 
the deceased Brgy. Official) 

d. Birth Certificate of each of the 
beneficiary/claimant to show 
proof of relationship to the 
deceased barangay official duly 
authenticated by the Local City 
Registrar 

e. If single, birth certificate of the 
deceased or affidavit of two 
disinterested parties (if the 
claimant is a parent) 

5 Minutes 
 

Cecilia T. Ayco 
Revenue Collection Clerk II 

 
 
 
 
 

3. Get endorsement  Complete documentary requirements 
for endorsement of the availment  of 
death claim benefits of incumbent 
elected and appointed barangay 
officials  

3 Minutes Victor P. Aquino, Jr. 
City Local Government  

Operations Officer 

Cecilia T. Ayco 
Revenue Collection Clerk II 

Accomplish Client Feedback Form & drop at designated drop box infront of City Public Relations & Information Office at Vigan City Hall. 

TOTAL RESPONSE TIME: 11 Minutes 

 
 



 99 

 



100  

 

BUSINESS PERMIT & LICENSING DIVISION 
 

The office is tasked to issue 
permits to business establishments 
operating in the city in coordination 
with various line offices of the Local 
Government Unit and concerned 
National Agencies, it ensures that 
operators of businesses have 
complied with safety and business 
taxation measures. 

LOCATION MAP: 
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For more information, please contact the Business Permit & Licensing Division Office ▪ Tel. No. (077) 
722-8771-75 loc. 111 

 
A.  PROCESSING OF BUSINESS PERMITS 
THE SERVICE: 

The business permit is a requirement for all enterprises operating within the territorial jurisdiction of the City. It is a 
document that affirms the legitimacy of the business as well as a proof that it has complied with mandatory requirements and has 
settled regulatory fees and taxes due to the city government. 

PLEASE FOLLOW THESE 
STEPS 

YOU WILL NEED TO PRESENT/PAY 
IT WILL 

TAKE YOU 
PLEASE APPROACH 

1. Get application form at 
the receiving desk, fill-
up and have it 
notarized.   

Application forms may be 
downloaded from the official 
website of the city 

For New Business 
a. Barangay Clearance 
b. Police Clearance 
c. Sanitary Permit/ 

Health Certificate 
(Health Office) 

d. Tax Identification 

Renewal of Business 
Permit 
a. Items a to c for new 

business 
 
 
 

10 Minutes Ernie Tugade 
Administrative Aide III 

Glenda Rimay 
Administrative Aide VI 

Erlinda A. Quintal 
Licensing Officer II 

Flordeliza Somera 
Licensing Inspector II 
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government: 
www.vigancity.gov.ph.   
 
Wait for the verification of 
the completeness of the 
documents. 
  

Number (TIN) 
e. Dept. of Trade & 

Industry (DTI) 
Registration  (for 
single    
proprietorship) or 
Security & Exchange 
Commission    (SEC) 
Registration  (for 
corporation) 

 
Other Requirement: 
(Depending  on the line of  
business) 
 
*Piggery/poultry 
,hospital/clinic, funeral 
parlor  - 
Environment clearance  
 
*Business within Vigan 
Public Market - Market 
Clearance 
 
*Business       
within Vigan Bus terminal - 
Terminal Clearance  
 
*Drugstore, Bakeshop, 
Food Supplement 
Distributor & Food 
Processor - Bureau of 
Foods & Drugs (BFAD) 
Permit   

 
 
 
 
 
 
 
 
 
 
 
Other Requirement: 
(Depending  on the line of  
business) 
 
* Piggery/poultry 
,hospital/clinic, funeral 
parlor  - 
Environment clearance  
 
*Business within Vigan 
Public Market - Market 
Clearance 
 

*Business       
within Vigan Bus terminal - 
Terminal Clearance  
 
*Drugstore, Bakeshop, 
Food Supplement 
Distributor & Food 
Processor - Bureau of 
Foods & Drugs (BFAD) 
Permit   
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*Security Agency, 
Firecrackers/ Pyrotechnic 
Devices & Firearms Dealer 
Camp Crame License to 
Operate 
 
* Banking Institutions  -         
Central Bank Authority  
 
* Financing & Lending 
Institutions - Certificate of 
Authority from Security & 
Exchange Commission 
(SEC)  
 
* Gasoline Stations  and 
LPG Dealer-  Certificate of 
Compliance & Standards 
Compliance Cert. from the 
Dept. of Energy  
 
* Review Center & Similar 
Entities - Commission on 
Higher Education (CHED) 
Clearance 
 
* Pre-Elementary & 
Elementary Courses - 
Department of Education 
(DepEd) Registration 
 
* Recruitment Agency- 
Dept. of Labor & 

 
*Security Agency, 
Firecrackers/ Pyrotechnic 
Devices & Firearms Dealer 
Camp Crame -  License to 
Operate 
 
 
 
 
* Financing & Lending 
Institutions - Certificate of 
Authority from Security & 
Exchange Commission 
(SEC)  
 
* Gasoline Stations  and 
LPG Dealer-  Certificate of 
Compliance & Standards 
Compliance Cert. from the 
Dept. of Energy  
 
 
 
 
 
 
 
 
 
 
 
* Recruitment Agency - 
Photocopy of DOLE & 
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Employment 
(DOLE)/Philippine 
Overseas Employment 
Authority (POEA) 
Clearance/Authority to 
establish a branch 
 
 * Drug Testing Laboratory, 
Drug Distributor - Dept. of 
Health (DOH) Accreditation 
Certificate 
 
* Day Care Service (below 
5 yrs. old) - Dept. of Social 
Welfare &Dev’t (DSWD) 
License to Operate 
 
* Motor Repair Shop, 
Electronics Repair Shop & 
Cellphone Repair Shop - 
Dept. of Trade & Industry 
Certificate of Accreditation 
 
* Vehicle Emission Testing 
Center – DTI Accreditation  
 
* Fertilizer & Pesticides 
Dealer/ Distributor - 
Fertilizer & Pesticide 
Authority License 
  
* Rice/Corn 
Retailer/Distributor/ 
Wholesaler, Rice Mill - 

POEA 
Clearance/Authority to 
establish a branch  
 
 
 
 

* Drug Testing Laboratory, 
Drug Distributor - Dept. of 
Health (DOH) 
Accreditation Certificate 
 
 
 
 
 
 

* Motor Repair Shop, 
Electronics Repair Shop & 
Cellphone Repair Shop - 
Dept. of Trade & Industry 
Certificate of Accreditation 
 
* Vehicle Emission Testing 
Center – DTI Accreditation 
  
* Fertilizer & Pesticides 
Dealer/ Distributor - 
Fertilizer & Pesticide 
Authority License 
  
* Rice/Corn 
Retailer/Distributor/ 
Wholesaler, Rice Mill - 



104  

 

National Food Authority 
(NFA) Registration 
 
* Insurance Company - 
National Insurance 
Commission (NIC) 
Certificate/ 
Authority/Registration 
 
* General Specialty & 
Engineering Contractor & 
Sub-Contractor –Phil. 
Contractors Accreditation 
Board (PCAB) License  
 
* Water Refilling Station - 
Sanitary Engineer’s 
Clearance & Water 
Analysis  
 
* Training Center/ 
Vocational Institution - 
Technical Education & 
Skills Development 
Authority (TESDA) 
Clearance  
 
* Pre-Need Plans, 
Educational Plans, Life 
Plans & Pension Plans - 
Security & Exchange 
Commission (SEC) 
Authority to Act as Dealer 
 

National Food Authority 
(NFA) Registration 
 
* Insurance Company - 
National Insurance 
Commission (NIC) 
Certificate/ 
Authority/Registration 
 
* General Specialty & 
Engineering Contractor & 
Sub-Contractor –Phil. 
Contractors Accreditation 
Board (PCAB) License  
 
* Water Refilling Station - 
Sanitary Engineer’s 
Clearance & Water 
Analysis  

 
 
 
 
 
 
 
 

* Pre-Need Plans, 
Educational Plans, Life 
Plans & Pension Plans - 
Security & Exchange 
Commission (SEC) 
Authority to Act as Dealer 
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* Travel & Tour Agency - 
Dept. of Tourism (DOT) 
Accreditation Cert. or Dept. 
of Foreign Affairs (DFA) 
Registration                          

* Travel & Tour Agency - 
Dept. of Tourism (DOT) 
Accreditation Cert. or 
Dept. of Foreign Affairs 
(DFA) Registration  

2. Go to the Budget 
Office for assessment  
of gross sales  

a. Accomplished application form  
b. Sworn statement of capital investment for new 

business/ sworn statement of gross sales & receipt 
or books of account for renewal 

25 Minutes Irene Queppet 
City Budget Officer I 

3. Go to the Engineer’s 
Office and Secure 
clearance/certification 
for annual inspection 
of business 
establishments. 

Accomplished application form 6 Minutes Ceasar Asperilla 
Engineer I 

 

4. Go to the Treasurer’s       
Office for the 
computation of tax and 
payment of tax due 
and the required 
Community Tax 
Certificate based on 
the gross receipts. 

Accomplished application form 5 Minutes Jennifer Ferino 
Local Revenue Collection I 

Milagros Contreras 
City Treasurer I 

Antonia Aquino 
Revenue Collection Clerk II 

5. Go to the Bureau of 
Fire Protection and 
secure fire clearance 

Accomplished application form, computation of taxes and 
receipt of payment 

1 Hour & 7 
Minutes 

SFO1 Edison C. Preza 

6. Return to Business 
Permit & Licensing 
Office for the 
processing, release of 
Mayor’s permit and 
sticker. 

a. Official Receipt and complete documents duly 
signed by the concerned departments 

 

15 minutes Ernie Tugade 
Administrative Aide III 

 

Accomplish Client Feedback Form & drop at designated drop box infront of City Public Relations & Information Office at Vigan City Hall. 

TOTAL RESPONSE TIME: 2 Hours & 8 Minute 
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B. PROCESSING OF MAYOR’S PERMIT FOR PUBLIC UTILITY VEHICLES 
THE SERVICE: 

The Mayor’s permit is a requirement for all public utility vehicles (buses, mini-bus jeepneys, tricycles) plying the territorial 
jurisdiction of the City. It is a document that proves that the operator has complied with safety requirements and settled regulatory 
fees and taxes due to the city government. 

PLEASE FOLLOW THESE STEPS YOU WILL NEED TO PRESENT/PAY IT WILL TAKE YOU PLEASE APPROACH 

1. Get and fill-up application form   3 Minutes Ernie Tugade 
Administrative Aide III 

Flordeliza Somera 
Licensing Inspector II 

2. Submit documents for 
verification 

Accomplished application form  
Tricycle-for- hire: 
a. Brgy. Clearance,  
b. Community Tax Certificate, 
c. Valid Franchise,  
d. Land Transportation Office Official 

Receipt & Certificate  of 
Registration (photo copy), 

e. Medical Certificate of the driver 
Bus/Minibus/Jeepney: 
a. Items b to e of tricycle-for-hire 

5 Minutes Erlinda Quintal 
Licensing Officer II 

Flordeliza Somera 
Licensing Inspector II 

3. Get Order of Payment and go to 
the Public Safety Division for 
inspection of Vehicle 

Schedule of Fees: 
Bus: 
1. Sticker – P 30 
2. Mayor’s Permit fee – P400 
3. Registration fee – P 20 
4. Garbage fee – P360 
Mini-bus 
1. Sticker –P30 
2. Mayor’s Permit fee – P275 
3. Registration fee – P 20 
4. Garbage fee – P360 
Jeepney  

 Jennifer Racsa 
Traffic Aide I 

SPO4 Edwin Arde 
Vigan PNP Chief Traffic 

Enforcer 
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1. Sticker –P30 
2. Mayor’s Permit fee – P225 
3. Registration fee – P 20 
4. Garbage fee – P360 
Tricycle 
1. Police Inspection fee –P50 
2. Mayor’s Permit fee – P200 
3. Registration fee – P100 
4. Garbage fee – P120 
Accomplished Application Form  
Vehicle 

4. Pay the required fees at the City 
Treasury Office 

Order of payment 
 

5 Minutes Antonia Aquino 
Revenue Collection 

Clerk II 
Corazon Pe Benito 

Local Treasury 
Operations Officer II 

5. Return to Business Permit & 
Licensing Office for the 
processing, release of Mayor’s 
permit and sticker 

Official Receipt 15 Minutes 
 

Ernie Tugade 
Administrative Aide III  

Erlinda Quintal 
Licensing Officer II 
Flordeliza Somera 

Licensing Inspector II 

Accomplish Client Feedback Form & drop at designated drop box infront of City Public Relations & Information Office at 
Vigan City Hall. 

TOTAL RESPONSE TIME: 28 Minutes 

 
C. PROCESSING OF BUSINESS PERMIT FOR CALESA-FOR-HIRE 
THE SERVICE: 

The business permit is a requirement for all calesas plying within the territorial jurisdiction of the City. It is a document that 
proves that the operator has complied with safety requirements and settled regulatory fees and taxes due to the city government. 
 

PLEASE FOLLOW THESE STEPS YOU WILL NEED TO PRESENT/PAY 
IT WILL TAKE 

YOU 
PLEASE APPROACH 
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1. Get and fill up application form   3 Minutes Ernie Tugade 
Administrative Aide III 

Flordeliza Somera 
Licensing Inspector II 

2. Submit documents for verification 
and get Order of Payment 

a. Accomplished application form,  
b. Brgy. Clearance, 
c. Community Tax 
      Certificate 
d. Cuchero License with Official 

receipt (every 3 yrs.) 
e. Medical Certificate of the 

Cuchero 
f. Veterinary clearance 
Schedule of Fees: 
1. Sticker –P30 
2. Mayor’s Permit fee – P30 
3. Registration fee – P 20 
4. Garbage fee – P180 
5. Sanitary fee – P26 

5 Minutes Erlinda Quintal 
Licensing Officer II 
Flordeliza Somera 

Licensing Inspector II 
 

3. Pay the required fees at the City 
Treasury Office  

Order of Payment 
 

5 Minutes Antonia Aquino 
Revenue Collection Clerk 

II 
Corazon Pe Benito 

Local Treasury Operations  
Officer II 

4. Go to the Public Safety Division for 
the inspection  of the Calesa-for-hire 

a. Official Receipt 
b. Accomplished Application form  
c. Calesa 

20 Minutes Jennifer Racsa 
Traffic Aide I 

SPO4 Edwin Arde 
Chief Traffic Enforcer 

5. Return to Business Permit & 
Licensing Office for the processing, 
release of Mayor’s permit and 
sticker 

a. Official Receipt 
b. Accomplished Application Form 

17 Minutes 
 

Ernie Tugade 
Administrative Aide III  

Erlinda Quintal 
Licensing Officer II 
Flordeliza Somera 
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Licensing Inspector II 

Accomplish Client Feedback Form & drop at designated drop box infront of City Public Relations & Information Office at 
Vigan City Hall. 

TOTAL RESPONSE TIME: 50 Minutes 

 
D.  PROCESSING OF RETIREMENT OF BUSINESS 
THE SERVICE: 
 Any operator/owner of a registered business establishment shall upon termination of the business, submit a sworn 
statement of the gross sales or receipts for the current calendar year within thirty (30) days following the closure.  Any tax or rent due 
to the City Government shall first be paid before any business is terminated.  
 

PLEASE FOLLOW THESE STEPS YOU WILL NEED TO PRESENT/PAY 
IT WILL TAKE 

YOU 
PLEASE APPROACH 

1. Get and fill-up application form, 
submit it for review and encoding. 

a. Four copies of retirement letter, 
b. Clearance from the Market 

Supervisor III for business within 
the Vigan Public Market  

c. Clearance from the Market 
Supervisor II for business within 
Vigan Public Market Annex and 
Terminal 

5 Minutes 
 

Erlinda Quintal 
Licensing Officer II 
Flordeliza Somera 

Licensing Inspector II 
Glenda Rimay 

Administrative Aide VI 

2. Go to the City Budget Office for  the  
assessment of gross sales 

a. application form, retirement letter 
b. sworn statement of  gross sales & 

receipt & books of account 

25 Minutes Irene Queppet 
City Budget Officer I 

3. Go to the City Treasury Office for 
the computation of taxes and pay 
the required tax 

Assessed gross sales from the Budget 
Office 
 
Corresponding amount of the 
computed taxes due before the 
retirement of business   

10 Minutes Jennifer Ferino 
Local Revenue Collection  

Officer I 
Claire Alda 

Revenue Collection Clerk 
I 

Accomplish Client Feedback Form & drop at designated drop box infront of City Public Relations & Information Office at 
Vigan City Hall. 

TOTAL RESPONSE TIME: 40 Minutes 



110  

 

 
 
 
E. PROCESSING OF PERMIT TO HANG STREAMER, CONDUCT OF MOBILE ADVERTISEMENT TO PROMOTE A 

PRODUCT, PARADE OR MOTORCADE, WORK PERMIT AND USE OF VIGAN YOUTH CENTER/ PLAZA BURGOS 
THE SERVICE: 

These permits are regulatory in nature. Fees are collected to cover the cost of regulation and maintenance of these 
facilities. 
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PLEASE FOLLOW THESE STEPS YOU WILL NEED TO PRESENT/PAY 
IT WILL TAKE 

YOU 
PLEASE APPROACH 

1. Sign Client Log Book, submit 
requirements for review and get 
Order of Payment 

For securing Work Permit: 
a. Brgy. Clearance 
b. Police Clearance 
c. Community Tax Clearance 

For Streamer: 
a. Application Letter stating the 

purpose, location and duration 
For Motorcade/Parade/Mobile 
Advertisement: 

a. Application Letter stating the 
purpose, time, date and route 

Schedule of Fees: 
1. Streamer-P150/streamer/week & 

Cash Bond of P500 
2. Mobile Advertisement – P150.00  
3. Motorcade/Parade – P100.00 
4. Vigan Youth Center –  

* Daytime:  
Basic Rate (for the 1st Hour) if sound 
system will be used – P200.00, for 
additional, P100.00 per hour.  
If sound system & video will be used 
– P300.00, for additional P150.00 
per hour. 
* Nighttime:  
Basic Rate (For the 1st Hour) if lights 
and sound system will be used – 
P400.00, for additional P200.00 per 
hour 
If lights and sound system and video 
will be used – P600.00, for additional 

8 Minutes 
 

Ernie Tugade 
Administrative Aide III 

Glenda Rimay 
Administrative Aide VI 

Flordeliza Somera 
Licensing Inspector II 

Erlinda Quintal 
Licensing Officer II  
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P300.00 per hour 
5. Work Permit – P150.00 

2. Pay the required fees at the City 
Treasury Office  

Order of payment 
 

5 Minutes Antonia Aquino 
Revenue Collection Clerk 

II 
Corazon Pe Benito 

Local Treasury 
Operations  

Officer II 

3. Return to Business Permit & 
Licensing Office for the processing 
and release of Mayor’s permit. 

Official Receipt 17 Minutes Ernie Tugade 
Administrative Aide III 

Erlinda Quintal 
Licensing Officer II 
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Flordeliza Somera 
Licensing Inspector II 

Accomplish Client Feedback Form & drop at designated drop box infront of City Public Relations & Information Office at 
Vigan City Hall. 

TOTAL RESPONSE TIME: 30 Minutes 
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CITY ENGINEERING OFFICE 

 
 

  
The office is in 

charge of LGU 
infrastructure and public 
works.  Aside from 
engineering services, it also 
conducts surveys, technical 
supervision and 
management that redowns 
to the proper 
implementation of projects 
of the LGU. 

LOCATION MAP: 
Ground Floor 
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For more information, please contact the City Engineering Office ▪ Tel. No. (077)722-8771-75 loc. 109 

 
A. ISSUANCE OF BUILDING INSPECTION CLEARANCE FOR BUSINESS PERMIT 
THE SERVICE: 

Business enterprises are required to secure Building inspection approval from the City Engineer’s Office before the start of 
commercial operations and during the annual renewal of business permits. 
This is part of the of the process of securing a Business License/ Mayor’s Permit 

RENEWAL OF BUSINESS PERMIT APPLICATION 

FOLLOW THESE STEPS 
YOU WILL NEED TO 

PRESENT/PAY 
IT WILL TAKE 

YOU 
PLEASE APPROACH 
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1. Sign in Client Log Book 
 

 3 Minutes 
 

Rosalie Retuerne 
Administrative Aide III 

Nicolee Jhaine Labadan 
Administrative Aide IV 

2. Submit documents for the 
assessment of the required Annual 
Inspection Fee. 

 

a. Duly accomplished 
Business Permit Application 
Form 

b. Detailed information about 
the business and sketch of 
location  

3 Minutes Ceasar Asperilla 
Engineer I 

Beda Marie A. Fabriga 
Labor Foreman 
Anastacio Almo 

Const. & Maint. Gen. 
Foreman 
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3. Wait for the processing and release 
of inspection clearance 
 

 3 Minutes Beda Marie A. Fabriga 
Labor Foreman 
Ceasar Asperilla 

Engineer I 

Accomplish Client Feedback Form & drop at designated drop box infront of City Public Relations & Information Office at 
Vigan City Hall. 

TOTAL  RESPONSE TIME: 9  Minutes 

 
FOR NEW ENTERPRISES 

FOLLOW THESE STEPS YOU WILL NEED TO 
PRESENT/PAY 

IT WILL TAKE 
YOU 

PLEASE APPROACH 

1. Sign in Client Log Book  3 Minutes Rosalie Retuerne 
Administrative Aide III 

Nicolee Jhaine Labadan 
Administrative Aide IV 

2. Submit requirements   for verification 
and get schedule of building 
inspection 

a. Duly accomplished 
Business Permit Application 
Form 

b. Contract of Lease/Consent - 
if applicant is a lessee. 

c. Detailed information about 
the business and sketch of 
location 

3 Minutes 
NOTE: All 
inspections are 
scheduled in the 
morning 

Ceasar Asperilla 
Engineer I 

Beda Marie A. Fabriga 
Labor Foreman 

3. Return to City Engineering Office the 
next day  to get Permit Application 
Form duly signed by assigned City 
Engineering Office Personnel 

 
 
 
 

1 day & 3 Minutes 
 

Ceasar Asperilla 
Engineer I 

Beda Marie A. Fabriga 
Labor Foreman 

Accomplish Client Feedback Form & drop at designated drop box infront of City Public Relations & Information Office at 
Vigan City Hall. 

TOTAL  RESPONSE TIME: 1 Day & 9 Minutes 

 
B. ISSUANCE OF BUILDING PERMIT  
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THE SERVICE: 
A building Permit is required prior to construction, alteration, major repair, or renovation or conversion of any 

building/structure owned by government or private entities. 
The permit becomes null and void if work does not commence within 1 year from the date of such permit, or if the building or 

work is suspended or abandoned at any time after it has been commenced for a period of 120 days.  
 

PLEASE FOLLOW THESE STEPS 
YOU WILL NEED TO 

PRESENT/PAY 
IT WILL TAKE 

YOU 
PLEASE APPROACH 

1. Sign in Client Log Book  3 Minutes Rosalie Retuerne 
Administrative Aide III 

Nicolee Jhaine Labadan 
Administrative Aide IV 

2. Submit  Requirements 
 
 

a. Barangay Clearance 
b. Community Tax Certificate 
c. 5 sets of Plans, specifications 

and Estimated  cost 
d. Boring Test and Plate Load 

Test (3 or more storey 
buildings) 

e. Seismic analysis if building is 
more than 7.5 meters in 
height. 

f. VCC Certificate of Approval 
(for Core & Buffer zone) 

15 Minutes 
 
 
 

Ceasar Asperilla 
Engineer I 

Beda Marie A. Fabriga 
Labor Foreman 

 

3. Return after 1 day to get Order of 
Payment 
 

 
 

See Annex “A“ for Schedule of 
Fees 

1 Day Ceasar Asperilla 
Engineer I 

Eric  C. Quadra 
Architect I 

4. Pay Building Permit Fee at the 
Treasury Office while your 
documents are processed 

Order of Payment 
Fees shall be subject to the rate of 
computation stated in the 
Revenue Code 
 

 
40 Minutes 

Antonia Aquino 
Revenue Collection Clerk II 

Corazon Pe Benito 
Local Treasury Operations 

Officer II 
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5. Return to City Engineering Office and 
get Approved Building Permit 

Official Receipt 2 Minutes 
 

Ceasar Asperilla 
Engineer I 

Paciano Singson, Jr. 
City Engineer I 

Accomplish Client Feedback Form & drop at designated drop box infront of City Public Relations & Information Office at 
Vigan City Hall. 

TOTAL RESPONSE TIME: 1  Day & 1 Hour 

 
C. ISSUANCE OF AN OCCUPANCY PERMIT  
THE SERVICE: 

An Occupancy Permit is required before any building or structure is used or occupied.  It is usually secured after the 
completion of a structure.  

It is also required if there is any change in the existing use or occupancy classification of a building, structure or any portion 
thereof. 
 

PLEASE FOLLOW THESE STEPS 
YOU WILL NEED TO 

PRESENT/PAY 
IT WILL TAKE 

YOU 
PLEASE APPROACH 

1. Sign in Client Log Book   
3 Minutes 

Rosalie Retuerne 
Administrative Aide III 

Nicolee Jhaine Labadan 
Administrative Aide IV 

2. Submit Requirements 1. Certificate of Completion 
2. Construction Logbook 
3. As-Built Plans  

 
 
 

3 Minutes 

Ceasar Asperilla 
Engineer I 

Beda Marie Fabriga 
Labor Foreman 

3. Get Schedule of Building Inspection 
and Order of Payment 

See Annex  “A” for Schedule of 
Fees 

1 Hour on site 
inspection 

Ceasar Asperilla 
Engineer I 

Eric C. Quadra 
Architect I 

4. Pay the required fees at the City 
Treasury Office while your 
documents are processed prior to the 
issuance of Occupancy Permit  
 

Order of payment 
 

 
 
 

18 Minutes 

Antonia Aquino 
Revenue Collection Clerk II 

Corazon Pe Benito 
Local Treasury Operations 

Officer II 
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Ceasar Asperilla 
Engineer I 

Paciano Singson, Jr. 
City Engineer I 

5. Return to City Engineering Office 
and Get approved occupancy 
permit. 

Official receipt  
2  Minutes 

Ceasar Asperilla 
Engineer I 

Paciano Singson, Jr. 
City Engineer I 

Accomplish Client Feedback Form & drop at designated drop box infront of City Public Relations & Information Office at 
Vigan City Hall. 

TOTAL RESPONSE TIME: 1 Hour & 26 Minutes 

 
D. ISSUANCE OF ZONING  CLEARANCE FOR BUILDING PERMIT 
THE SERVICE: 
 All enterprises and private persons constructing a new building or applying for expansion/renovation are required to secure 
a zoning clearance upon application for building permit.This should be done before the start of construction to ensure that the 
building/business is allowed in the chosen location as per Vigan Land Use Plan (VLUP). 
 

PLEASE FOLLOW THESE STEPS 
YOU WILL NEED TO 

PRESENT/PAY 
IT WILL TAKE 

YOU 
PLEASE APPROACH 

1. Sign in Client Log Book  3 Minutes Rosalie Retuerne 
Administrative Aide III 

Nicolee Jhaine Labadan 
Administrative Aide IV 

2. Submit pertinent documents for 
review and assessment and get 
Order of Payment 

 
 

a. Application Form for Zoning 
Clearance, duly notarized – 3 
copies 

b. Perspective duly signed by 
an architect – 1 copy 

c. Lot plan – 1 copy 
d. Bill of Materials – 1 copy 
e. Transfer Certificate of Title 

(TCT) or Deed of Sale – 1 
copy 

5 Minutes Paciano Singson, Jr. 
City Engineer I 
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f. Real Property Tax 
Declaration – 1 copy 

g. Certificate of Real Property 
Tax Payment 

h. If lot is not owned: 
- Contract of Lease – 1 

copy 
- Authorization to Occupy 

Lot / Affidavit – 2 copies 

3. Pay the required fees to the City 
Treasury Office 
 

Order of payment 
Refer to attached schedule of 
Zoning/Locational Clearance Fee 

10 Minutes 
 
 
 
 

Antonia Aquino 
Revenue Collection Clerk II 

Corazon Pe Benito 
Local Treasury Operations 

Officer II 

4. Return to the City Engineering Office 
and get approved Locational 
Clearance. 

 5 Minutes Paciano Singson, Jr. 
City Engineer I 

Andrea Quilenderino 
Engineering Aide 

Accomplish Client Feedback Form & drop at designated drop box infront of City Public Relations & Information Office at 
Vigan City Hall. 

TOTAL RESPONSE TIME: 23 Minutes 

 
ANNEX “A” 

 A) SECTION 109. ESTABLISHMENT OF LINE AND GRADE.  
Establishments of Line and Grade, all sides fronting or abutting streets, esteros, rivers and creeks, first ten (10) 
meters…………………………..P 24.00 

 Every meter or fraction thereof in excess of ten (10) m …………………….2.40 
B) SECTION 110.SCHEDULE OF BUILDING PERMIT FEES. Regardless of the type of construction, the cost of 

construction of any building for the purpose of assessing the corresponding permit fees and Certificate of Occupancy is 
hereby fixed as follows: 

LOCATION GROUP 

All Cities and Municipalities A B,C,D,E,G,H
,I 

F J 
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P 6,000 P 10,000 P 8,000.00 P 6,000.00 

 
CLASSIFICATION AND GENERAL REQUIREMENTS OF BUILDINGS BY USE OR OCCUPANCY 

GROUP A  
RESIDENTIAL (DWELLINGS) 

Division A-1 (Residential buildings for exclusive use of single family occupants) 
1. Indigenous family dwelling units; 
2. Single-detached units;  
3. School or company staff housing;  
4. Church rectories;  
5. Single family dwellings;  
6. Churches or similar places of worship;  
7. Community facilities and social centers ; 
8. Parks, playgrounds, pocket parks, parkways, promenades and play lots ; 
9. Clubhouses and recreational uses such as golf courses, tennis courts operated by the government or private individuals as 

membership organizations for the benefit of their members, families and guests and not primarily operated primarily for gain.  
Division A-2 (Residential buildings for the exclusive use of non-leasing occupants not exceeding 10 persons) 

1. Single-attached or duplex or townhouse, each privately owned;  
2. School dormitories (on-campus);  
3. Convents and monasteries;  
4. Military or pocket barracks ; 
5. All uses in Division A-1; 
6. Pre-schools, elementary and high schools with not more than 16 classrooms;  
7. Outpatient clinics, family planning clinics, lying-in clinics, diagnostic clinics, medical and clinical laboratories;  
8. Branch library and museum;  
9. Steam/dry cleaning outlets;  
10. Party needs and accessories.  

GROUP B  
 RESIDENTIAL 

 (BUILDINGS/STRUCTURES, HOTELS AND APARTMENTS) 
Division B-1 

1. All uses in Divisions A-1 and A-2; 
2. Leased single detached dwelling unit, cottage with more than one independent unit and duplexes;  
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3. Boarding and lodging houses;  
4. Multiple housing units for lease or for sale;  
5. Townhouses, each privately owned; 
6. Boarding houses;  
7. Accessories, row houses, townhouses, tenements and apartments;  
8. Multiple privately-owned condominium;  
9. Hotels, motels, inns, pension houses and apartelles;  
10. Private or off-campus dormitories;  
11. Elementary schools and high schools not more than 20 classrooms 

GROUP C 
EDUCATION AND RECREATION ( INSTITUTIONAL) 

Division C-I  
1. Amusement halls and parlors; 
2. Massage and sauna parlors;  
3. Health studios and reducing salons;  
4. Billiard halls, pool rooms, bowling alleys and golf club;  
5. Dancing schools, disco parks, dance and amusement hall; 
6. Gymnasia, pelota courts and sports complex.  

Division C-2 
1. Educational institutions like schools, colleges, universities, vocational, seminaries, convents, including school auditoriums, 

gymnasia, reviewing stands, little theaters, concert halls, opera houses; 
2. Seminar/workshop facilities;  
3. Training centers/facilities;  
4. Libraries, museums, exhibition halls and art galleries;  
5. Civic centers, clubhouses, lodges, community centers; 
6. Churches, mosque, temples, shrines, chapels and similar places of worship;  
7. Civic or government centers ; 
8. Other types of government buildings. 

 
GROUP D  

GOVERNMENT AND HEALTH SERVICES (INSTITUTIONAL) 
Division D-I ( Institutional where personal liberties of inmates are restrained or quarters of those rendering public assistance 
and maintaining peace and order) 

1. Mental hospitals, sanitaria and mental asylums; 
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2. Police and fire stations, guard houses;  
3. Jails, prisons, reformatories and correctional institutions;  
4. Rehabilitation centers;  
5. Leprosaria and quarantine station. 

Division D-2 (Institutional buildings for health care) 
1. Hospitals, sanitaria and homes for the aged; 
2. Nurseries for children of kindergarten age or non-ambulatory patients accommodating more than 5 persons;  

Division D-3 (Institutional for ambulatory patients or children over kindergarten age) 
1. Nursing homes for ambulatory patients; 
2. School and home for children over kindergarten age;  
3. Orphanages. 
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GROUP E 
BUSINESS AND MERCANTILE (COMMERCIAL) 

Division E-I (Business and mercantile where no work is done except change of parts and maintenance requiring no open 
flames, welding or use of highly flammable liquids) 

1. All uses in Division B-1;  
2. Gasoline filling and station;  
3. Storage garage and boat storage;  
4. Commercial garage and parking buildings, display for cars, tractors, etc.;  
5. Bus and railways depots and terminals and offices;  
6. Port facilities;  
7. Airports and heliport facilities;  
8. All other types of transportation complexes;  
9. All other types of large complexes for public services;  
10. Pawnshops, money shops, photo and portrait studios, shoeshine/repair stands, retail drugstores, tailoring and dress shops;  
11. Bakeshops and bakery goods stores; 
12. Construction supplies and building materials such as electrical and electronic stores, plumbing supply stores, clay cement 

and other similar products except CHBs , gravel and sand and other concrete products   
Division E-2 (Business and Mercantile in nature) 

1. Wholesale and retail stores; 
2. Shopping centers, malls and supermarkets;  
3. Wet and dry markets;  
4. Restaurants, drinking and dining establishments with less than one hundred (100)  occupancies;  
5. Day and night clubs, bars, cocktails. 
6. Bakeries, pastries and bake shops; 
7. Office Buildings; 
8. Financial Institution; 
9. Printing  & publishing plants and offices; 
10. Engraving, photo developing and printing shops 
11. Photographer and painter studios, tailoring; 
12. Factories and workshops using less flammable or non-combustible materials; 
13. Battery shops and Repairs shops; 
14. Paint stores without bulk handling; 
15. Funeral parlors; 
16. Memorial and Mortuary chapels, crematories; 
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17. Telephone and telegraph exchanges; 
18. Telecommunications, media and public information complexes including radio and TV broadcasting studios; 
19. Cell (mobile) phone towers; 
20. Police and Fire Stations; 
21. Sporting Goods, supplies, dry goods stores, haberdasheries, ready made and knitted wear stores, footwear shops; 
22. Glassware and metalware stores, household equipment and appliance shops; 
23. Manufacture of insignia, badges and similar emblems except metal; 
24. General retail shops such as curio or antique shops, pet shops and aquarium stores, book stores, art supplies and 

novelties, jewelry shops, liquor wine stores and flower shops; 
25. Employment/recruitment agencies, news syndicate services and office equipment and repair shops and other offices; 
26. Watch sales and services, locksmith and other related services; 
27. Other stores and shops for conducting retail business and local shopping establishments; 
28. Radio, television and other electrical appliance repair shops; 
29. Furniture, repair and upholstering job; 
30. Computer stores and video shops including repair; 
31. Garment manufacturing with no more than twenty (20) machines; 
32. Signboard and streamer painting and silk screening; 
33. Lotto terminals, off-fronton, on line bingo outlets and off track betting stations; 
34. Gardens/landscaping supply/contractors; 
35. Printing, typesetting, copiers and duplicating services; 
36. Photo supply and developing; 
37. Restaurants, canteens, eateries, delicateseen shops, confectionary shops and automats/fastfoods; 
38. Groceries;  
39. Laundries and Laundromats; 
40. Recording and film laboratories; 
41. Auto repair, tire, vulcanizing shops and carwash with minimum one hundred (100) sq. m. service area; 
42. Physical fitness gyms/centers. 

Division E-3 (Business and Mercantile where no repair work is done except exchange of parts and maintenance requiring no 
open flames, welding or use of highly flammable liquid) 

1. All permitted uses in Division E-1; 
2. Aircraft hangars;  
3. Commercial parking lots and garages;  
4. Department stores, shopping malls/centers, commercial and spots complexes/areas; 
5. Institutional uses as university complexes 
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GROUP F 

INDUSTRIAL  
(NON-POLLUTIVE/NON-HAZARDOUS INDUSTRIES AND NON-POLLUTIVE/HAZARDOUS INDUSTRIES) 

Division F-1 (Light industrial) 
1. Ice plants and cold storage facilities; 
2. Power Plants; 
3. Pumping plants; 
4. Dairies and creameries; 
5. Rice mills and sugar centrals; 
6. Breweries, bottling plants, canneries and tanneries; 
7. Factories and workshops using incombustible or non-explosive materials.  

 
GROUP G 

STORAGE AND HAZARDOUS INDUSTRIAL 
(POLLUTIVE/NON-HAZARDOUS INDUSTRIES AND POLLUTIVE/HAZARDOUS INDUSTRIES ONLY) 

Division G-1 (Medium Industrial which shall include storage and handling of hazardous and highly flammable materials) 
1. Storage tanks, buildings for storing gasoline, acetylene, LPG, calcium carbides, oxygen, hydrogen and the like; 
2. Match and fireworks factories; 
3. Cooking oil and soap processing plants; 
4. Water and power generation/distribution complexes; 
5. Liquid and solid waste management facilities; 
6. All other types of large complexes for public utilities. 

Division G-2 (Medium Industrial buildings for storage and handling of flammable materials) 
1. All uses permitted in I-1 class; 
2. Dry Cleaning plants using flammable liquids; 
3. Paint stores with bulk handling; 
4. Paint shops and spray painting rooms; 
5. Sign and billboard painting shops. 

Division G-3 (Medium Industrial buildings for wood working activities, paper cardboard manufacturers, textile and garment 
factories) 

1. Wood working establishments, lumber and timberyards; 
2. Planning mills and sawmills, veneer plants; 
3. Wood drying kilns; 
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4. Pulp, paper and paperboard factories; 
5. Warehouse where highly combustible materials are stored; 
6. Textile and fiber spinning mills; 
7. Garment and undergarment factories; 
8. Factories where loose combustible fiber or dirt are manufactured, processed or generated; 
9. Wood and cardboard factories. 

Division G-4 (Medium Industrial, for repair garages and engine manufacture) 
1. Repair garages and shops; 
2. Factories for engines and turbines and attached testing facilities. 

Division G-5 (Medium Industrial for aircraft facilities) 
1. Hangars; 
2. Manufacture and assembly plants of aircraft engines; 
3. Repairs and testing shops for aircraft engines and parts.  

 
 

GROUP H  
ASSEMBLY FOR LESS THAN 1,000 (CULTURAL AND/OR RECREATIONAL) 

Division H-1 (Recreational, which are assembly buildings with stage and having an occupant load of less than 1,000.) 
1. Theaters and auditoriums; 
2. Concert hall and opera houses;  
3. Convention halls;  
4. Little theater, audio-visual room.  

Division H-2 (Recreational which are assembly buildings with stage and having an occupant load of 300 or more) 
1. Dance halls, cabarets, ballrooms;  
2. Skating rinks; 
3. Cockfighting areas.  

Division H-3 (Recreational which are assembly buildings with stage and having an occupant load of less than 30) 
1. Dance halls, ballrooms;  
2. Skating rinks. 

Division H-4 ( Recreational, tourism estate developments or tourism-oriented establishments which are structures not 
included in Divisions H-1) 

1. Sports stands; 
2. Reviewing stands; 
3. Grandstand and bleachers; 



128  

 

4. Covered amusement parks; 
5. Boxing arenas; 
6. Race tracks and hippodromes; 
7. All types of resort complexes; 
8. All other types of amusement and entertainment complexes 
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GROUP J 
ACCESORY  

( AGRICULTURAL AND OTHER OCCUPANCIES/ USES NOT SPECIFICALLY MENTIONED UNDER GROUPS A-I) 
Division J-1 
Agricultural Structures 

1. Sheds;  
2. Barns;  
3. Poultry houses;  
4. Piggeries; 
5. Hatcheries;  
6. Stables; 
7. Greenhouses;  
8. Granaries.  

Division J-2 ( Accessory) 
1. Private garages, carports;  
2. Towers and silos, smokestacks and chimneys;  
3. Swimming pools including shower and locker room;  
4. Stages, platforms and similar structures;  
5. Pelota, tennis or basketball courts ; 
6. Tombs, mausoleums, niches;  
7. Fence over 1.80 m high;  
8. Steel or concrete tanks;  
9. Aviaries and aquariums and zoo structures; 
10. Banks and record vaults.  

SCHEDULE OF FEES: 
Construction/addition/renovation/alteration of buildings/structures under group/s and Sub-Divisions shall be assessed as follows: 

GROUP 
A- Residential building/structure for exclusive use of single family occupants 
B- For residential buildings/structures, Hotels and Apartments 
C- Education and Recreation (Institutional) 
D- Government and Health Services (Institutional) 
E- Business and Mercantile (Commercial) 
F- Industrial 
G- Storage and Hazardous Industrial 
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H- Cultural &/or Recreational (less than 1,000) 
I- Cultural &/or Recreational (more than 1,000) 
J- Accessory (Agricultural and other Occupancies/Uses not specifically mentioned under Groups A-I) 

I. Division A-1 
Area in sq. m            Fee per sq. m 
Original complete construction up to twenty (20) sq. m …………..P 2.00 
Additional/renovation/alteration up to twenty (20) sq. m  
regardless of floor area of original construction ……………………P 2.40 
Above 20 sq. m to 50 sq. m …………………………………… …….P 3.40 
Above 50 sq. m to 100 sq. m …………………………………….…  P 4.80 
Above 100 sq. m to 150sq. m ………………………………………. P 6.00 
Above150 sq. m ………………………………………………………..P 7.20 
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II. Division A-2 
Area in sq. m            
  Fee per sq. m 
Original complete construction up to twenty (20) sq. m ……………………………………………………………………………..…P 3.00 
Additional/renovation/alteration up to twenty (20) sq. m. regardless of floor area of original construction …………………….P 3.40 
Above 20 sq. m to 50 sq. m …………………………………………………………………………………………………………..……P 5.20 
Above 50 sq. m to 100 sq. m …………………………………………………………………….………………………………………..P 8.00 
Above 150 sq. m …………………………………………………………………………………………………………………………….P 8.40 

III. Division B-1/C-1/E-1, 2, 3/F-1/G-1, 2, 3, 4, 5/H-1, 2, 3, 4/l-1 and J-1 (are mostly accessories) 
Area in sq. m      Fee per sq. m 
Up to 500 ………………………………………………………….. P 23.00 
Above 500 to 600 …………………………………………………….22.00 
Above 600 to 700 …………………………………………………….20.50 
Above 700 to 800 …………………………………………………….19.50 
Above 800 to 900 ………………………………………………….....18.00 
Above 900 to 1,000 …………………………………………………..17.00 
Above 1,000 to 1,500 ………………….……………………………..16.00 
Above 1,500 to 2,000 ………………………………………………...15.00 
Above 2,000 to 3,000 ………………………………………………...14.00 
Above 3,000 …………………………………………………………..12.00 
Note: Computation of the building fee for this division is cumulative. The total area is split up into sub-areas corresponding to the area 
bracket indicated above. Each sub-area  and the fee corresponding to its area bracket are multiplied together. The building fee is the 
sum of the individual products in the following example: 
Sample computation for building fee for a building having a floor area of 3,200 sq. m.: 
 First 500 sq. m @ 23.00………………………………………..P 11,500.00 
 Next 100 sq. m @ 22.00……………………………………….. ..  2,200.00 
 Next 100 sq. m @ 20.50……………………………………….......2.050.00 
 Next 100 sq. m @ 19.50…………………………………………...1,950.00 
 Next 100 sq. m @ 18.00…………………………………………...1,800.00 
 Next 100 sq. m @ 17.00…………………………………………...1,700.00 
 Next 100 sq. m @ 16.00…………………………………………...8,000.00 
 Next 500 sq. m @ 15.00…………………………………………...7,500.00 
 Next 1,000 sq. m @  14.00………………………………………..14,000.00 
 Next 200 sq. m @ 12.00…………………………………………....2,400.00 
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    Total Building Fee              P 53,100.00 
IV. Divisions C-2/D-1, 2 ,3 

  Area in sq. m               Fee per sq. m 
Up to 500 …………………………………………………………...P 12.00 
Above 500 to 600 ……………………………………………………..11.00 
Above 600 to 700 ……………………………………………………..10.20 
Above 700 to 800 ………………………………………………………9.60 
Above 800 to 900 ………………………………………………………9.00 
Above 900 to 1,000 …………………………………………………….8.40 
Above 1,000 to 1,500 …………………………………………………..7.20 
Above 1,500 to 2,000 …………………………………………………..6.60 
Above 2,000 to 3,000 …………………………………………………..6.00 
Above 3,000…………………………………………………………….5.00 
Note: Computation of the building fee above follows the example of Division B-1/C-1/E-1, 2, 3/F-1/G-1, 2, 3, 4, 5/H-1, 2, 3, 4/l-1 and J-
1 (are mostly accessories) above.  
 

V. Division J-2 structures shall be assessed fifty percent (50%) of the rate of the principal building which they are 
accessories (Section 110 I-V) 

C) SECTION 111. Schedule of Sanitary/Plumbing Permit Fees: 
a. Installation fees, one (1) UNIT composed of one(1) water 

  Closet, two (2) floor drains, one(1) lavatory, one (1) sink 
  With ordinary trap, three (3) faucets and one (1) shower 
  Head. A partial part thereof shall be charged as that of the 
  Cost of a whole UNIT …………………………………………P 24.00 

b. Every fixture in excess of one unit: 
  Each water closet ……………………………………………….P  7.00 
  Each floor drain ……………………………….…………………...3.00 
  Each sink ……………………………………….……………….….3.00 
  Each lavatory …………………………………….………………...7.00 
  Each faucet ……………………………………….………………. 2.00 
  Each shower head ……………………………….……………....2.00 

c. Special Plumbing Fixtures: 
  Each slop sink …………………………………………………..P 7.00 
  Each urinal ………………………………………….….…………..4.00 
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  Each bath tub ……………………………………….……………..7.00 
  Each grease trap ……………………………………….….…..……7.00 
  Each garage trap …………………………………………….……..7.00 
  Each bidet …………………………………………………….…...4.00 
  Each dental cuspidor …………………………………………....4.00 
  Each gas-fired water heater …………………………………….4.00 
  Each drinking fountain ……………………………………………2.00 
  Each bar or soda fountain sink …………………………………4.00 
  Each laundry sink …………………………………………………4.00 
  Each laboratory sink ………………………………………………4.00 
  Each fixed-type sterilizer …………………………………………2.00 

d. Each water meter ………………………………………….........P2.00 
  12 to 25 mm Ø ……………………………………………………8.00 
  Above 25 mm  Ø ………………………………………………10.00 

e. Construction of septic tank, applicable in all Groups 
  Up to five (5) cu. m of digestion chamber …………………….P 24.00 
  Every cu. m or fraction thereof in excess of  
  Five (5) cu. m ………………………………………………………….7.00 
D) SECION 112. Schedule of Electrical Permit Fees 

a. Lighting and Power System: 
1. Each switch, lighting and/or convenience outlets…………………………………….P   1.50 
2. Each remote control master switch………………………………………………………………24.00 
3. Each special purpose and outlet of 20 amperes capacity or more……………………..3.00 
4. Each time switch………………………………..………………………………………….......…..3.00 

b. Appliances for Commercial/Industrial use: 
1. Each range or heater: Up to 1 KW……………………………………………..………....P 3.00 
2. Each KW or fraction thereof in excess of 1 KW…………….……………………………..1.50 
3. Each refrigerator or freezer……………………………………………………….…………...5.00 
4. Each washing machine or dryer……………………….……………………………..………5.00 
5. Each commercially used hair curling apparatus or hair dryer…………………………...5.00  
6. Each fixed-type electric fan……………………………….………………………………….3.00 
7. Each electric type writer, cash register or adding machine……………………………………3.00 

c. Electrical equipment or apparatus for commercial/industrial use: 
1. Each electrical bell, annunciator system……………….…P 5.00 
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2. Each arc (light) lamp …………………………….………………5.00 
3. Each flasher, beacon light……………………….………………..5.00 
4. Each X-Ray equipment …………………….…………………...30.00 
5. Each fire alarm unit ………………………………….…………...3.00 
6. Each battery charging rectifier …………………………….……15.00  
7. Each electric welder 

(i) Up to KVA/KW…………………..…………………………..……...5.00 
(ii) Every KVA/KW or fraction thereof in excess of 1 KVA/KW …...…..3.00 

8. Each Neon sign transformer …………………………………...3.00 
9. Each Neon sign unit ……………………………..……………….3.00 

d. Motion Picture Projector for commercial use: 
1. 16 mm, per unit …………………….………………………….P 80.00 
2. 35 mm, per unit ………………………………………….……..100.00 
3. 70 mm and above, per unit ………………………………….180.00 

e. TV Cameras for commercial and industrial use: 
  Per unit ………………………………………………………………..P 50.00 

f. Motors and Controlling Apparatus, per unit: 
1. Up to .2 KW ………………………………………….…….P  5.00 
2. Above .2 KW up to 1 KW ………………………………..……..10.00 
3. Above 1 KW up to 5 KW ……………………………..………...20.00 
4. Above 5 KW up to 10 KW ………..…………………………….30.00 
5. Above 10 KW up to 20 KW …………………………..………...40.00 
6. Every KW or fraction thereof above 20 KW ….………………2.00 

g.  Generators/UPS Capacity (AC or DC), per unit: 
1. Up to 1 KW or less ………………………………….……...P 40.00 
2. Above 1 KW up to 5 KW …………………………………..…..150.00 
3. Above 5 KW up to 10 KW …………..…………………………800.00 
4. Above 10 KW up to 20 KW …………….………………....…2,300.00 
5. Every KW or fraction thereof in excess of 20 KW ………….3,365.00 

                        Plus P2.00 for every KW in excess of 1,000 KW 
h. Transformer and Sub-Station Equipment: 

1. Each transformer up to 1 KVA ………………………………...P 3.00  
2. For every KVA or a fraction thereof in excess of 

1 KVA, up to 2,000 (bases on nameplate)…………........................2.00 
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3. Each transformer above 2,000 KVA…………………….…..…...3,000.00 
4. Each safety switch or circuit breaker up to 50m amperes 

and not exceeding 600 volts…………………………………..…...…..3.00 
5. Each safety switch, air circuit breaker, oil circuit breaker 

   or vacuum circuit breaker, other than motor controlling 
   apparatus, above 50 amperes up to 100 amperes, and not 
   exceeding 600 volts ………………………………………………....5.00 

6. For every 50 amperes or fraction thereof in excess of 100 
   amperes ……………………………………………………..………...2.00 

7. For every 10,000 amperes or fraction thereof of interrupting 
   capacity of every air circuit breaker, oil circuit breaker or 
   vacuum circuit breaker operating above 600 volts ..………………....5.00 

8. Other electrical apparatus or appliances not otherwise  
provided for in this section: 
Every KW or fraction thereof …………………………...………..5.00 

i. Temporary Service Power Connection: 
1. Temporary Service Power Connection Permit shall be issued 

  for testing purposes only in commercial and/or industrial 
   establishments for sixty (60) days, per KW requested ……………….P 2.00 

2. Each temporary lighting or convenience outlet for  
celebrations, ferias or construction purposes……………………………1.50 
3. Regular fees shall be charged and collected in accordance 
with the fees prescribed in this Section. 
4. If no approval is issued within sixty (60) days, a new  
electrical permit shall be secured and all corresponding permit 
fees shall be paid. 

j. Pole/Attachment Location Plan Permit: 
1. Approved Pole Location Plan Permit, per pole …………………P   30.00 
2. Approved attachment Location Plan Permit,  

   per attachment ………………………………………..………...30.00 
 Miscellaneous Fees: Electric meter for union separation, alteration, reconnection or relocation and Electrical permit for 
cancellation: 

User or Character   Electric Meter              Issuance of Wiring Permit 
of Occupancy     
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Residential                                    P 15.00        P 15.00 
Commercial/Industrial               60.00                                                      36.00 
Institutional                               30.00                                                      12.00 

k. Whenever the connected exceeds 200 KVA, the following procedure using KVA shall be applied: 
1. Aggregate Connected Load 

  Total Connected Load*            Fee 
Over 200 KVA to 1000 KVA ………………………………...…P6,325.00 Plus P15.00/KVA in excess of 200 KVA 
Over 1000 KVA …………………………………………………P16,825.00  Plus P10.00/KVA   in excess of 1000 KVA 

*Total Aggregate Connected Load as shown in the load schedule. The KVA capacity of the service entrance conductors 
shall be used when it exceeds five percent (5%) of the aggregate connected load. 

2. Aggregate Transformer Capacity** 
Total Connected Load (kVA)     Fee 
i.  5 kVA or less P   200.00 
ii. Over 5 kVA to 50 kVA P   200.00   + 20.00/kVA 
iii. Over 50 kVa to 300 kVA P1,100.00   + 10.00/kVA 
iv. Over 300 kVA to 1,500 kVA P3,600.00   +   5.00/kVA 
v. Over 1,500 kVA to 6,000 kVA P9,600.00   +   2.50/kVA 
vi. Over 6,000 kVA P20,850.00 +   1.25/kVA 

Note: Total Connected Load as shown in the load schedule.  
 ***Aggregate generators/UPS capacity shall include all generators/UPS rated 5 KVA and above which are owned/installed 
by the Owner/Applicant. 

Total Tranasformer/Uninterrupted Power Supply (UPS)/Generator Capacity (kVA) 
i. 5 kVA or less P      40.00 
ii. Over 5 kVA to 50 kVA P      40.00   +  4.00/kVA 
iii. Over 50 kVa to 300 kVA P    220.00   +  2.00/kVA 
iv. Over 300 kVA to 1,500 kVA P    720.00   +   1.00/kVA 
v. Over 1,500 kVA to 6,000 kVA P1,920.00    +    0.50/kVA 
vi. Over 6,000 kVA P4,170.00    +    0.25/kVA 

Note: Total Transformer/UPS/Generator Capacity shall include all transformer, UPS and generators which are owned, installed by the  
owner/applicant as shown in the electrical plans and specifications. 
E) Section 113. Schedule of Mechanical Permit Fees and Electronics Fees: 

I. MECHANICAL PERMIT FEES 
a. Refrigeration, Air Conditioning and Mechanical Ventilation: 

1. Refrigeration (cold storage), per ton  
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or fraction thereof ……………………………………………..P 40.00 
2. Ice plants, per ton or fraction thereof ……………………..60.00 
3. Packaged/Centralized Air Conditioning Systems: Up to  

100 tons, per ton …………………………………………......90.00 
4. Every ton or fraction thereof above 100 tons …………...40.00 
5. Window type air conditioners, per unit……………............60.00 
6. Mechanical Ventilation, per KW or fraction thereof of 

Blower or fan, or metric equivalent ………………………….40.00 
7. In a series of AC/REF systems located in one establishment  
the total installed tons of refrigeration shall be used as the 
basis of computation for purposes of installation/inspection 
fees, and shall not be considered individually. 

For evaluation purposes: 
For Commercial/Industrial Refrigeration without Ice making (refer to Section 113.a.1.) 
 1.10 KW per ton, for compressors up to 5 tons capacity. 
 1.00 KW per ton, for compressors above 5 tons up to 50 tons capacity. 
 0.97 KW per ton , for compressors above 50 tons capacity. 
For Ice Making  (refer to Section 113.a.2) 
 3.50 KW per ton, for compressors up to 50 tons capacity. 
 3.25 KW per ton, for compressors above 5 up to 50 tons capacity. 
 3.00 KW per ton, for compressors above 50 tons capacity. 
For Air Conditioning (refer to Section 113.a.3) 
 0.90 KW per ton, for compressors 1.2 to 5 tons capacity 
 0.80 KW per ton, for above 5 up to 50 tons capacity 
 0.70 KW per ton,. For compressors above 50 tons capacity. 

b. Escalators and Moving Walks, Funiculars and the like: 
1. Escalator and moving walk, per KW or  

fraction thereof …………………………………..….P  10.00 
2. Escalator and moving walks up to twenty 

(20) lineal m, per lineal m or fraction thereof…...…………20.00 
3. Every lineal m or fraction thereof in excess of 

twenty (20) lineal m ……………………………………......10.00 
4. Funicular, per KW or fraction thereof ………………..….200.00 

           Per lineal m travel …………………………….....20.00 
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         6. Cable car, per KW or fraction thereof ………………… 40.00 
Per lineal m travel …………………………...…...5.00 

c. Elevators, per unit: 
1. Motor driven dumbwaiters ………………………….P  600.00 
2. Construction elevators for material …………..……....2,000.00  
3. Passenger elevators ………………………………..…5,000.00 
4. Freight elevators ……...………………………………5,000.00 
5. Car elevators ……………………………………...…..5,000.00 

d. Boilers, per KW: 
1. Up to 7.5 KW ………………………………………..P 500.00 
2. Above 7.5 KW to 22 KW …………………………..….700.00 
3. Above 22 KW to 37 KW ………………………………900.00 
4. Above 37 KW to 52 KW …………………………….1,200.00 
5. Above 52 KW to 67 KW ……………………………..1,400.00 
6. Above 67 KW to 74 KW ……………………………..1,600.00 
7. Every KW or fraction thereof above 74 KW ……………..5.00 

 Note: (a) Boiler rating shall be computed on the basis of one (1.00) sq. m of heating surface for one (1) boiler KW. 
           (b) Steam from this boiler used to propel any prime mover is exempted from fees 
           (c) Steam engines/turbines/etc. propelled from geothermal source will use the same schedule of fees above.  

e. Pressurized water heaters, per unit …………………………………..P 200.00 
f. Water, Pump and sewage pumps for commercial/industrial  

use, per KW or fraction thereof …………………………………………60.00 
g. Automatic fire extinguishers, per sprinkler head …………………………4.00   
h. Diesel/Gasoline ICE, Steam, Gas Turbine/Engine, Hydro, Nuclear or Solar Generating Units and the like: 

1. Every kW up to 50 KW ………………………….………P   25.00 
2. Above 50 KW up to 100 KW …………………………….…20.00 
3. Every KW above 100 KW ………...……………………….…3.00 

i. Compressed Air, Vacuum, Commercial, Institutional 
and/or  Industrial Gases, per outlet ……………………………….…..P   20.00 

j. Power Piping of gas/steam, etc, per lineal m or fraction thereof  
whichever is higher…………………………………………..………...P    4.00 

k. Other internal combustion engines, including cranes, forklifts, loaders, pumps, mixers, compressors and the like, not 
registered with the LTO, per KW: 

1. Up to 50 KW …………………………………………….P 10.00 
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2. Above 50 KW up to 100 KW ……………………...............12.00 
3. Every above 100 KW or fraction thereof………………….…3.00 

l. Pressure vessels, per cu.m or fraction thereof ……………………..…....60.00 
m. Other Machinery/Equipment for commercial/industrial/ 

Institutional use not elsewhere specified, per KW or  
Fractional thereof ………………………………………………………..60.00 

n. Pneumatic tubes, conveyors, monorails for materials  
handling, per lineal m or fraction thereof ………………………………10.00 

NOTE: Transfer of machine/equipment location within a building requires a mechanical permit and payment of fees. 
II. ELECTRONICS FEES 

a. Central office switching equipment, remote switching units, concentrators, PABX/PBX’s, 
cordless/wireless telephone and communication systems and other types of 
switching/routing/distribution equipment used for voice, data image text, facsimile, internet 
service, cellular, paging and other types/forms of wired or wireless 
communications…………………. 

 
 
P 2.40 per port  

b. Broadcast station for radio and TV for both commercial and training purposes, CATV headed, 
transmitting/receiving/relay radio and broadcasting communications stations, communications 
centers, switching centers, control centers, cell sites, equipment silos/shelters and other similar 
locations/structures used for electronics and communications services, including those used for 
navigational aids, radar, telemetry, tests and measurements, global positioning and 
personnel/vehicle location………………………... 

 
 
 
P1,000.00 per location  

c. Automated teller machines, ticketing, vending and other types of electronic dispensing machines, 
telephone booths, pay phones, coin changers, location or direction-finding systems, navigational 
equipment used for land, aeronautical or maritime applications, photography and reproduction 
and other apparatus/equipment used for medical, biomedical, laboratory and testing purposes 
and other similar electronic or electronically-controlled apparatus or devices, whether located 
indoor or outdoors………………………………… 

 
 
 
P 10.00 per unit 

d. Electronics and communications outlets used for connection and termination of voice, data, 
computer (including work stations, servers, routers, etc.), audio, video or any form of electronics 
and communications services, irrespective of whether a user terminal is 
connected…………………………………………………………… 

 
 
P2.40 per unit 

e. Station/terminal/control point/port/central or remote panels/outlets for security and alarm systems 
(including watchman system, burglar alarms, intrusion detection systems, lighting controls, 
monitoring and surveillance system, sensors, detectors, parking management system, barrier 
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controls, signal lights, etc.), electronics fire alarm (including early-detection systems, smoke 
detectors, etc) sound reinforcement/background, music/paging/ conference systems and the like, 
CATV/MATV/CCTV and off-air television, electronically-controlled installations whether a user 
terminal is connected…………………………………………………………… 

 
P2.40 per termination  

f. Studios, auditoriums, theaters and similar structures for radio and TV broadcast, recording, 
audio/video reproduction/simulation and similar 
activities…………………………………………………….. 

 
P1,000.00 per location  

g. Antenna towers/masts or other structures for installation of any electronic and/or communications 
transmission/reception ………… 

P1,000.00 per 
structure  

h. Electronic or electronically-controlled indoor and outdoor signages and display systems, 
including TV monitors, multi-media signs, 
etc…………………………………………………………………… 

 
P 50.00 Per unit 

i. Poles and attachment: 
1. Per pole (to be paid by pole owner)………………………….. 
2. Per attachment (to be paid by any entity who attaches to the  

Pole of others)………………………………………………... 

 
P20.00 
 
P20.00 

j. Other types or electronics or electronically-controlled device, apparatus, equipment, instrument 
or units not specifically identified above…………………………………………………….  

 
P50.00 per unit 

 
 
F.) SECTION 114. FENCING PERMIT FEES  

a.  Made of masonry, metal, concrete up to 1.80 meters in height, per lineal m or fraction 
thereof……………………………………………. 

 
P 3.00 

b.  In excess of 1.80 m in height, per lineal m or fraction thereof ………    4.00 
c. Made of indigenous materials, barbed, chicken or hog wires, per linear 

m………………………………………………………………. 
 
   2.40 

 
G) SECTION 115. CONSTRUCTION OF PAVEMENTS AND OTHER ACCESSORY FEES  

I. Construction of Pavements  
 a) Construction of Pavements,  
 up to twenty (20) sq. m ……………………………………….P 24.00 
 b) In excess of twenty percent (20%) or fraction  
 thereof  of paved areas intended for  
 commercial/industrial/institutional use, such as  



 141 

 

 parking and sidewalk areas, gasoline station  
 premises, skating rinks, pelota courts, tennis  
 and basketball courts and the like …………………………… P  3.00 

II. Ground Preparation and Excavation Fee  
While the application for Building Permit is still being processed, the BO may issue Ground Preparation and 

excavation permit for foundation, subject to the verification, inspection and review by the line and grade section of the 
inspection and enforcement division to determine compliance to line and grade, setbacks, yards/easements and parking 
requirements.  

a. Inspection and Verification Fee…………………………….………P 200.00 
b. Per cu. M. of excavation………………………………………….……...3.00 
c. Issuance of GP & EP, valid only for 30 days or superceded 

Upon issuance of Building Permit……………………………………...50.00 
d. Per cu. M. of excavation for foundation  with basement……….…… 4.00 
e. Excavation other than foundation or basement, per cu. m...............3.00 
f. Encroachment of footings or foundations of buildings/ 

Structures to public areas as permitted, per sq. m or fraction 
Thereof of footing or foundation encroachment……………………...250.00 

III. Use of streets and sidewalks, enclosures and occupancy of sidewalks  
d. Up to twenty (20) sq. m, per calendar month…………………….….P240.00 
e. Every sq. m or fraction thereof in excess of 20 sq. m……….…….    12.00 

IV. Erection of Scaffoldings occupying public areas, per calendar month  
a. Up to ten (10) m in length……………………………………………P150.00 
b. Every lineal m or fraction thereof in excess of ten (10) m…….......12.00 

V. Repairs Fees 
a. Alteration/renovation/improvement on vertical dimensions of 

Buildings/structures in square m, such as facades, exterior and  
Interior walls, shall be assessed in following rate, for all groups…….P  5.00 

b. Alteration/renovation/improvement on horizontal dimensions 
of buildings/structures, such as floorings, ceilings and roofing  
shall be assessed in accordance with the following rate,  
for all groups…………………………………………………………     5.00 

c. Repairs on buildings/structures in all groups costing more than 
Five thousand pesos (P5,000.00) shall be charged one percent (1%)  
of the detailed repair cost (itemized original materials to be replaced 
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with same or new substitute and labor) 
VI. Raising of Buildings/Structures Fees 

a. Assessment of fees for raising of any buildings/structures  shall be based  
on the new usable area generated. 

b. The fees to be charged shall be as prescribed under Section 110 (I-V).  
VII. Accessories of the Building/Structure Fees 

a. All parts of buildings which are open on two or more sides, such as balconies, terraces, lanais and the like, shall 
be charged fifty percent (50%) of the rate of the principal building of which they are a part. 

b. Buildings with a height of more than eight (8.00) m shall be charged an additional fee of twenty five centavos 
(P0.25) per cubic m above eight (8.00) m. The height shall be measured from the ground level up to the bottom 
of the roof slab or the top of gifts, whichever applies. 

c. Bank and Records Vaults with interior volume  
up to twenty (20) cu. m...........................................................................P20.00 

i. In excess of twenty (20) cu. m……………………………8.00 
d. Swimming Pools, per cu. m or fraction thereof 

i. Group A Residential…………………………………………….3.00 
ii. Commercial/Industrial Groups B, E,F,G……………….…...36.00 
iii. Social/Recreational/Institutional Groups C, D,H,I……......24.00 
iv. Swimming Pools improvised from local indigenous 

materials such as rocks, stones and/or small boulders 
and with plain cement flooring shall be charged fifty 
percent (50%) of the above rates  

v. Swimming pool shower rooms/locker rooms: 

 Per unit or fraction thereof…………………………..60.00 

 Residential Group A………………………………….6.00 

 Group B, E, F, G…………………………………….18.00 

 Group C, D, H……………………………………….12.00 
e. Construction of firewalls separate from the building: 

i. Per sq. m or fraction thereof………………………………3.00 
ii. Provided, that the minimum fee shall be………………...48.00 

f. Construction/erection of towers: Including Radio and TV towers, water tank supporting structures and the like: 

Use or character of Occupancy Self-Supporting  Trilon (Guyed)  

i. Single detached dwelling 
units………………………... 

 
P500.00 

 
P150.00 
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ii. Commercial/Industrial (Groups B,E,F, 
G) up to ten (10) m in 
height……………. 

➢ Every m or fraction thereof in 
excess of ten 
(10)m………………... 

 
 
P2,400.00 
 
 
     120.00 
 

 
 
P240.00 
 
 
   12.00 

iii. Educational/Recreational/ 
Institutional (Groups C,D,H,I) up to ten 
(10) m in height……………………….. 

➢ Every m or fraction thereof 
in excess of ten (10) 
m…………. 

 
 
 
P1,800.00 
 
 
    120.00 

 
 
 
P120.00 
 
 
    12.00 

g. Storage Silos, up to ten (10) m in height…………………………….P2,400.00 
i. Every m or fraction thereof in excess of ten (10) m….....150.00 
ii. Silos with platforms or floors shall be charged an  

Additional fee in accordance with Section 110 (V)  of the Vigan Revenue Code. 
h. Construction of smokestacks and chimneys for Commercial/Industrial Groups B, E, F, and G: 

i. Smokestacks up to ten (10)  in height, measured  
from the Base ……………………………………………P 240.00 

 Every m of fraction thereof in excess of ten 
(10) m………………………………………………..12.00 

ii. Chimney up to ten (10) m in height, measured from  
 the base …………………………………………………48.00 

 Every m or fraction thereof in excess of ten (10) m….2.00 
i. Construction of Commercial/Industrial Fixed ovens, per sq. m or  

Fraction thereof of interior floor areas…………………………………..48.00 
j. Construction of Industrial Kiln/Furnace, per cu.m or fraction  

Thereof of volume……………………………………………………….12.00 
k. Construction of reinforced concrete or steel tanks or above ground  

Groups A and B up to two (2) cu. m…………………………………….12.00 
i. Every cu. m or fraction thereof in excess of  
Two (2) cu.m…………………………………………………12.00 
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ii. For all other than Groups A and B up to ten (10) cu.m...480.00 

 Every cu.m or fraction thereof in excess 
 of ten (10) cu.m……………………………………..24.00 

l. Construction of Water and waste water treatment tanks: (Including  
Cisterns, sedimentation and chemical treatment tanks) per cu. m  
Of volume…………………………………………………………………7.00 

m. Construction of reinforced concrete or steel tanks except for  
Commercial/Industrial Use: 

i. Above ground, up to ten (10) cu. m…………………..P480.00 

 Every cu. m or fraction thereof in excess of  
Ten (10) cu.m………………………………………..24.00 

ii. Underground up to twenty (20) cu. m…………………540.00 

 Every cu. m or fraction thereof in excess of  
Twenty (20) cu. m…………………………………...24.00 

n. Pull-outs and Reinstallation of Commercial/Industrial Steel Tanks: 
i. Underground, per cu m or fraction thereof of 

Excavation………………………………………………..3.00 
ii. Saddle or trestle mounted horizontal tanks, per cu. m 

Or fraction thereof of volume of tank……………………3.00 
iii. Reinstallation of vertical storage tanks shall be the  

Same as new construction fees in accordance with Section 115 VII-k above. 
o. Booths, Kiosks, Platforms, Stages and the like, per sq. m or fraction thereof of floor area: 

i. Construction of permanent type………………………….P10.00 
ii. Construction of temporary type…………………………….5.00 
iii. Inspection of knock-down temporary type per unit……….24.00 

p. Construction of buildings and other accessory structures within cemeteries and memorial parks: 
i. Tombs, per sq. m of covered ground areas………………P  5.00 
ii. Semi-enclosed mausoleums whether canopied  

Or not, per sq. m of built-up area…………………………...5.00 
iii. Totally enclosed mausoleums, per. sq. m of floor area……12.00 
iv. Multi-level interment niches, per sq. m of floor area,  

Per level…………………………………………………….5.00 
v. Columbarium, per sq. m…………………………………..18.00 

H) SECTION 116.  SCHEDULE OF SIGN PERMIT FEES 
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a. Erection and anchorage of display surface, up to four (4) sq. m of signboard area 
………………………………………………………... 

vii. Every sq. m or fraction thereof in excess of four (4) sq. 
m……………………………………………………... 

 
P120.00 
 
    24.00 

b. Installation Fees, per sq. m. or fraction thereof of display surface:  
Type of Sign Display  Business Signs Advertising Signs 
Neon  P36.00 P52.00 
Illuminated  P24.00 P36.00 
Others  P15.00 P24.00 
Painted-on  P  9.60 P18.00 

c. Annual Renewal Fees, sq. m of display  surface or fraction thereof  

Type of Sign Display Business Signs Advertising Signs 

Neon  P36.00, min. fee shall be P124.00  P46.00, min. fee shall be P200.00 

Illuminated  P18.00, min. fee shall be P72.00  P38.00, min. fee shall be P150.00 

Others  P12.00, min. fee shall be P40.00  P20.00, min. fee shall be P110.00 

Painted-on  P8.00, min. fee shall be P30.00  P 12.00, min. fee shall be P100.00  

I) SECTION 117. DEMOLITION/MOVING OF STRUCTURES/ BUILDINGS 
Demolition/Moving of Buildings/Structures Fees, per sq. m of area or dimensions involved: 

a. Buildings in all Groups per sq. m floor area…………………..……..P 3.00  
b. Building Systems/Frames or portion thereof 

  per vertical or horizontal dimensions, including 
  fences ………………………………………………...…………4.00 

c. Structures of up to ten (10) m in height …………...…………………800.00 
Every meter or portion thereof in excess of ten 

   (10) m ………………………………………………….50.00 
d. Appendage of up to three (3.00) cu. m/unit……………………………50.00 

   Every cu. m or portion thereof in excess of three 
   (3.00) cu.m………………………………………….…..50.00 
 

e.    Moving fee, per sq. m. of area of building/structure to be 
  moved ……………………………………….…………………..3.00 

J. SECTION 118.  ANNUAL INSPECTION FEES AND CERTIFICATE OF USE OR OCCUPANCY  
I. ANNUAL INSPECTION FEES: 
a. Divisions A-1 and A-2: 
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1. Single detached dwelling units and duplexes are not subject to annual inspections 
2. If the owner request inspections, the fee for each of the services enumerated below 

is………………………………………………P120.00   Land Use Conformity   
        

Architectural Presentability 
   Structural Stability 
   Sanitary and Health Requirements 
   Fire-Resistive Requirements 

b. Divisions B-1/D-1, 2, 3/E-1, 2, 3/F-1/G-1, 2, 3, 4, 5/H-1, 2, 3, 4, and I-1, Commercial, Industrial Institutional buildings and 
appendages shall be assessed area as follows: 

1. Appendage of up to three (3.00) cu.m/unit………...………P150.00 
2. Floor area to one hundred (100) sq. m………………………120.00 
3. Above one hundred (100) sq. m up to  

    two hundred (200) sq. m………………………………...240.00 
4. Above two hundred (200) sq. m  

        up to three hundred(300) sq.m ………………………………480.00 
5. Above three hundred (300) sq. m  

         up to five hundred (500) sq. m ……………………………...720.00 
6. Above five hundred (500) sq.m up to  

        seven hundred fifty (750)………………………………….…960.00                                            
7. Above seven  hundred fifty (750) sq. m up to one  
      thousand (1,000) sq. m……………………………….…….1,200.00   
8. Above one thousand (1,000) sq. m or its  

portion in excess of one thousand (1,000)  sq. m  ………… 1,200.00 
c. Division C-1, 2, Amusement Houses, Gymnasia and the like: 

2. First class cinematographs or theaters ………….…...P 1,200.00 
2. Second class cinematographs or theaters………………...720.00 
3. Third class cinematographs or theaters ………………….520.00 
4. Grandstand/Bleachers and the like……………………….720.00 
5. Gymnasia, grandstand, bleachers, concert halls, little theaters and the like, that are integral 

parts of a school, college or university complex shall be charged in accordance with Section 118 (b) above. 
d. Annual plumbing inspection fees, each plumbing unit………………………..60.00 

 
e. Electrical Inspection Fees: 
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i. A one time electrical inspection fee equivalent to ten percent (10%) of Total Electrical Permit Fees shall be 
charged to cover all inspection trips during construction.  

f. Annual Mechanical Inspection Fees: 
 

1. Refrigeration and Ice Plant, per ton: 
i. . Up to one hundred (100) tons capacity ………………...P 25.00 
ii. Above one hundred (100) tons up to one  

    hundred fifty (150) tons …………………………..... 20.00 
iii.  Above one hundred fifty (150) tons up to 

    three hundred (300) tons ………………………….…15.00 
iv. Above three hundred (300) tons up to  

Five hundred (500) tons ………………….…….……10.00 
v. Every ton or fraction  thereof above five  

hundred (500) tons …………………………………….5.00 
        2. Air Conditioning Systems: 
   i. Window type air conditioners, per unit…………..………...40.00 
   (Group A is not subject to annual inspection). 
        3. Packaged or centralized air conditioning systems: 
   i.  First one hundred (100) tons, per ton ……………………..25.00 
   ii. Above one hundred (100) tons up to 
   150 tons, per ton ……………………………………………..20.00 

iii. Every ton or fraction thereof above five hundred 
   (500) tons ……………………………………………………...8.00 
  4. Mechanical ventilation, per unit, per KW 
   i. Up to one (1) KW ……………………………….……….P 10.00 
   ii. Above one (1) KW to seven point five (7.5) KW………….50.00 
   iii. Every KW above seven  point five (7.5) KW ……………..20.00 
  5. Escalators and Moving Walks; Funiculars and the like: 
   i. Escalator and Moving Walks, per unit ………………..…P 120.00 
   ii. Funiculars, per KW or fraction thereof ……………….……50.00 
   iii. Per lineal meter or fraction thereof ………………………..10.00 
   iv. Cable Car, Per KW or fraction thereof …………………….25.00 
   v. Per lineal meter or fraction thereof travel …………………...2.00 
  6. Elevators, per unit: 
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   i. Passenger elevators ……………………………………..P 500.00 
   ii. Freight elevators …………………………………………..400.00 
   iii. Motor driven dumbwaiters ………………………………...50.00 
   iv. Construction elevators for materials ………………………400.00 
   v. Car elevators ………………………………………………500.00 
   vi. Every landing above first five (5) landings for all  
   the above elevators ……………………………………………50.00 
  7. Boilers, per unit: 
   i. Up to seven point five (7.5) KW ………………………..P 400.00 
   ii. Seven point five (7.5) KW up to twenty two 
   (22) KW ……………………………………………………...550.00 
   iii. Twenty-three(23)KW up to thirty seven (37)KW…….…..600.00 

iv. Thirty eight (38) KW up to fifty two (52) KW………….. 650.00 
v. Fifty three (52) KW up to sixty seven (67) KW ………..…800.00 
vi. Sixty eight (68) KW up to seventy four (74) KW ………..900.00 
vii. Every KW or fraction thereof above seventy four (74) KW…………………………………………. 4.00  

8. Pressurized Water Heaters, per unit……………………………….120.00 
 
9. Automatic Fire Extinguishers, per sprinkler head……………………2.00 
10. Water, Sump and Sewage pumps for building/structures  
for commercial/industrial purposes, per KW:  

i. Up to five (5) KW …………………………………….…….55.00 
ii. Above five (5) KW to ten (10) KW………………….….......90.00 
iii. Every KW or fraction thereof above ten (10) KW…………..2.00 

11. Diesel/Gasoline Internal Combustion Engine, Gas Turbine/Engine, Hydro, Nuclear or solar generating units 
and the like per kW 

i. Per KW, up to fifty (50) KW ………………………………15.00 
ii. Above fifty (50) KW up to one hundred (100) 

KW………………………………………………..………...10.00 
iii. Every KW or fraction thereof above one hundred (100) 

KW………………………………………………….…..……2.40 
12. Compressed air, vacuum, commercial/institutional/industrial gases, per outlet 

………………………………………………...……....10.00 
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13. Power piping for gas/steam/etc.  per lineal m or fraction  thereof or per cu. 
m.………………………………..…………..………...2.00 
14. Other internal Combustion Engines, including Cranes, Forklifts, Loaders, Mixers, Compressors and the 
like, 

i. Per unit, up to ten (10) KW…………………………… 100.00 
ii. Every KW above ten (10) KW …………………………...3.00 

15. Others machineries and/or equipment for commercial/ industrial. Institutional use not elsewhere 
specified, per unit:  

i. Up to one-half (1/2) KW ……………………………………. 8.00 
ii. Above one-half (1/2) KW up to one (1) KW………….….….. 23.00 
iii. Above one (1) KW up to three (3) KW………………….…...39.00 
iv. Above three (3) KW up to Five (5) KW………………….…..55.00 
v. Above five (5) KW up to ten (10) KW……………….….……80.00 
vi. Every KW above ten (10) KW or fraction thereof……………4.00 

16. Pressure Vessels, per cu. m or fraction thereof………………………40.00 
17. Pneumatics tubes, Conveyors, Monorails for materials handling,  

per lineal m or fraction thereof ……………………………………….2.40 
18. Testing/Calibration of pressure gauge, per unit ……………………..24.00 

Each Gas Meter, tested, proved and sealed, per gas m…….…….30.00 
19. Weighing Scale Structure per ton or fraction thereof………………..30.00 
20. Every mechanical ride inspection, etc., used in amusement 

Centers such as ferris wheel and the like per unit…………………... 30.00 
II. CERTIFICATES OF USE OR OCCUPANCY  

a. Division A-1 and A-2 Buildings: 
1. Costing up to P150,000.00……………………………….P100.00 
2. Costing more than P150,000.00 up to P400,000.00……….200.00 
3. Costing more than P400,000.00 up to P850,000.00……….400.00 
4. Costing more than P850,000.00 up to 1.2 M………………800.00 
5. Every million or portion thereof in excess of P1.2 M……..800.00 

b. Divisions B-1/E-1, 2,3/F-1/G-1,2,3,4,5/H-1, 2, 3, 4/and I-1 Buildings: 
1. Costing up to P150,000.00……………………………….P200.00 
2. Costing more than P150,000.00 up to P400,000.00……….400.00 
3. Costing more than P400,000.00 up to P850,000.00……….800.00 
4. Costing more than P850,000.00 up to 1.2 M…………….1,000.00 
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5. Every million or portion thereof in excess of P1.2 M……1,000.00 
c. Divisions C-1, 2/D-1, 2,3 Buildings: 

1. Costing up to P150,000.00……………………………….P150.00 
2. Costing more than P150,000.00 up to P400,000.00……….250.00 
3. Costing more than P400,000.00 up to P850,000.00……….600.00 
4. Costing more than P850,000.00 up to 1.2 M………………900.00 
5. Every million or portion thereof in excess of P1.2 M……..900.00 

d. Division J-l Buildings/Structures: 
1. With floor area up to twenty (20) sq. m……………………..50.00 
2. With floor area above twenty (20) sq. m up to five hundred  

(500) sq. m …………………………………………………240.00 
 3. With floor areas above five hundred (500) sq. m up to  
    One thousand (1,000) sq. m…………………………………360.00 

4. With floor area above one thousand (1,000) sq. m 
Up to five thousand (5,000) sq. m………………………… 480.00 

5. With floor area above five thousand (5,000) sq. m 
Up to ten thousand (10,000) sq. m…………………………200.00 

6. With floor area above ten thousand (10,000) sq. m………2,400.00 
e. Division J-2 structures: 

1. Garages, carports, balconies, terraces, lanais and the like: fifty (50%) of the rate of the principal 
building of which they are accessories. 

2. Aviaries, aquariums, zoo structures and the like: same rates for Division J-1 Building/Structures 
above. 

3. Towers such as for radio, and TV transmissions, cell site, sign (ground or roof type) and water tank 
supporting structures and the like in any location shall be imposed fees as follows: 

i. First ten (10) m of height from the ground…….P800.00 
ii. Every m or fraction thereof in excess of  
 Ten (10) m………………………………………..50.00 

f. Change in Use/Occupancy, per sq. m or fraction thereof of area  
 Affected…………………………………………………………………... 5.00 

K) SECTION 119. ISSUANCE OF CERTIFICATION  
 a. Certified True Copy of building permit…………………………………P50.00 
 b. Certified true copy of Certificate of Use/Occupancy…………………….50.00 
 c. Issuance of Certificate of Damage………………………………………..50.00 
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 d. Certified True Copy of Certificate of Damage…………………………...50.00 
 e. Certified true copy of Electrical Certificate………………………………50.00 
 f. Issuance of Certificate of Gas Meter Installation………………………....50.00 
 g. Certified true copy of Certificate of Operation………………………......50.00 
 h. Other Certifications……………………………………………………….50.00 
L) SECTION 121. SURCHARGE AND PENALTY. The following fees shall be collected for non-compliance with works stoppage for 
construction without permit. 

a. Light violations 
i. Failure to post certificate of Occupancy/Use/Operation  
ii. Failure to post building permit construction information sign  
iii. Failure to provide or install appropriate safety measures for the protection of workers, inspectors, immediate 

neighbors and pedestrians 
b. Less Grave Violations  

i. Non-compliance with the work stoppage order for the alteration/addition/conversion/repair without permit 
ii. Use or occupancy of building/structure without appropriate Certificate of Occupancy/Use/Operation 

c. Grave Violations  
i. Unauthorized change, modification or alteration during construction in the duly submitted plans and specifications 

on which the building permit is based 
ii. Unauthorized change in type of construction from more fire-resistive to less fire-resistive. 
iii. Non-compliance with order to abate or demolish 
iv. Non-compliance with work stoppage order for construction/demolition without permit. 
v. Change in the existing use of occupancy without Certificate of Change of Occupancy/Use/Operation 
vi. Excavations left open without any work being done in the site for more than one hundred twenty (120) days.  

AMOUNT OF FINES 
 Light Violations ………………………………………………P 5,000.00 
 Less Grave Violations…………………………………………P 8,000.00 
 Grave Violations………………………………………………P10,000.00 
1. Without prejudice to the provisions of the preceding section, the City Engineer/Building Official is hereby authorized to 

impose a penalty or surcharge in the following cases in such amount and in the manner as hereunder fixed and determined: 
For constructing, installing, repairing, altering, or causing any change in the use of any building or part hereof or 
appurtenance thereto without any permit, there shall be imposed a surcharge or twenty five percent (25%) of the building 
permit fee. When the work in the building or structure is started during the pendency of the final action or pending approval 
by the City Engineer/Building Official of the application for the building permit, the amount of the surcharge shall be 
according to the following: 
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1. Excavation for foundation    10 % 
2. Construction of foundation (including  

pile driving and laying of reinforcing bars)  25 % 
3. Construction of superstructure up 
  to 2 meters above established grade   50 % 
4. Construction of superstructure above 2 meters 100 % 

2. For failure to pay the annual inspection fee within thirty (30) days from the prescribed date, a surcharge of 25% of the 
inspection fee shall be imposed.  

M) SECTION 145.  RULES AND REGULATIONS (Impounding of Astray Animals)  
a.   Astray animals caught by officers of the City Veterinarian Office shall be impounded  at the City Pound. 
b.   Astray animals caught shall be reported to the Local PNP or the  Public Safety  Division or the Motor 

pool Officer for record purposes. 
c.   The impounding agency herein specified shall use every  possible means of communication to notify the owner 

or owners of the astray animal. 
d.  Impounding period of astray animals shall be for a maximum period of five (5) days  
e.  The impounding agency shall release the animals to the  owner – claimant only upon the presentation of an 

official receipt of paid penalties from the City treasurer or any revenue collection officer from the Public Market, 
the Parking area beside the Provincial Capitol and the Vigan Terminal, as the case may be. 

f. In the event that there is a failure of the owner to retrieve the impounded animals within the prescribed period of 
five (5)  days, the City Government shall have the option to offer for auction the said animals to compensate the 
expenses incurred during the impounding of the same.  The proceeds shall be turned over to the owner less the 
penalties and losses incurred. If there is no claimant, the proceeds shall be held in the trust fund of the city 
government.  

g. In case of loss or death of the animal during the period of impoundment, it shall be exclusively the responsibility of 
the owner. .  

N) SECTION 149. IMPOSITION OF FEES (Land Use and Zoning Fees).There shall be levied and  collected a Land Use 
and Zoning Fees based on the following schedule: 
 

SCHEDULE OF FEES 
NAME OF FEE        FEE 

I. ZONING / LOCATIONAL CLEARANCE    
      a) Single residential structure attached or detached 

 1. P 100, 000 and below     P 200.00 
 2. Over P 100,000 to P 200,000    P 400.00 
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3. Over P 200,000 P 500.00 + 1/10 of 1% in excess of P 
200,000 

b) Apartments/Townhouses 
 1. P 500,000 and below     P 1,000.00 
 2. Over P 500,000 to P 2 Million    P 1,500.00 

3. Over P 2 Million P2,500.00 +1/10 of 1% of  cost in excess of 
P2M regardless of the number of doors                       

      c) Dormitories 
 1. P 2 Million and below     P 2,500.00 

2. Over P 2 Million    P2,500+1/10 of 1% of cost  in excess of 
P2M Regardless of the number  of doors 

          d) Institutional Project cost of which is 
 1. Below P 2M      P 2,000.00 

2. Over P 2M       P 2,000.00 +1/10 of 1% of cost in excess of 
P2M 

     e) Commercial, Industrial and Agro- Industrial project Cost of which is: 
1. Below P 100,000      P 1,000.00 
2. Over P 100,000 – P 500,000       P 1,500.00 
3. Over P 500,000 – P 1M     P 2,000.00       
4. Over P 1M – P 2M      P 3,000.00 
5. Over P2M          P 5,000.00 +1/10 of 1% of Cost in excess of 

P2M 
     f) Special uses/Special Projects 

(Gasoline station, cell sites, slaughterhouse, treatment plant, etc.) 
1. Below P 2M       P 5,000.00 
2. Over P 2M       P5,000.00 of 1% of cost in excess of P 2 

       g)Alternation/Expansion (affected areas/cost only)  Same as original application 
II.SUBDIVISION AND CONDOMINIUM PROJECTS (under PD 957) 

    a) Approval of subdivision Plan (including town houses) 
1. Preliminary Approval and Locational 

Clearance (PALC)/Preliminary Subdivision) 
Development Plan (PSDP)   P 250/ha. Or a fraction thereof 

• Inspection Fee    P 1,000/ha. Regardless of density 
2. Final approval and development Permit  P 2,000/ha. Regardless of density 
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• Additional fee on Floor Are of Houses And building sold with lot  P 2.00 /sq.m. 

• Inspection fee    P 1,000/ha. Regardless of density 

• (not applicable for projects already inspected for PALC application) 
3. Alteration of Plan (affected areas only)  Same as final Approval andDevt. permit 
4. Certificate of registration Processing fee  P 2,000 
Application for CR/LS with DP issued by  
LGUs shall be charged inspection fee 
5. License to Sell (per saleable lot)   P 150.00 

• Additional Fee on Floor area of 
Houses and building sold with lot  P 10.00/sq.m. 

• Inspection fee    P 1,000/ha. Regardless of density 
6. Certificate of Completion 

• Certificate Fee    P 150.00 

• Processing fee    P 2,000.00/ha. Regardless of density 
7. Extension of time to Develop    P 350.00 

• Inspection fee     P 1,000.00/ha. Regardless of Density (affected/unfinished areas 
only)  

b) Approval of Condominium Project 
   Final approval and Development Permit 

1. Processing fee 
a.  Land area     P 5.00/sq.m. 
b.  No. of Floors     P 200.00/floor 
c.  Building areas     P 4.00/sq.m. 

• Inspection Fee    P 12.00/sq.m. of GFA 
2. Alteration of Plan (affected areas only)  Same as Final Approval and Dev’t. Permit  

      
3. Conversion (affected areas only)   Same as Final Approval and Dev’t. Permit  

      
4. Certificate of registration 

• Processing fee    P 2,000.00 
5. License to Sell 

• Residential (saleable areas)  P 12.00/sq.m. 

• Commercial/Office (saleable areas) P 25.00/sq.m. 
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6. Extension of Time to develop 

• Processing fee    P 350.00 

• Inspection fee    P 12.00/sq.m. of GFA (affected /unfinished areas only) 
7. Certificate of Completion 

• Certificate fee    P 150.00 

• Processing fee    P 12.00/sq.m. of GFA 
III. PROJECTS UNDER BP 220 

A. Subdivision 
1. Preliminary approval and locational Clearance 

a.  Socialized housing    P 75.00 /ha. 
b.  Economic housing    P 150.00/ha. 

• Inspection fee 
a. Socialized Housing    P 200.00/ha. 
b. Economic Housing    P 500.00/ha.   

2. Final approval and development Permit 
▪ Processing fee 

a. Socialized Housing   P 200.00/ha. 
b. Economic Housing    P1,000.00/ha. 

• Inspection fee 
a. Socialized Housing   P 500.00/ha. 
b. Economic housing   P 500.00/ha. 

(Project already inspected for PALC application may not be charged inspection fee) 
3. Alteration of Plan (affected areas only)  Same as final Approval and Dev’t/ Permit 
4. Building Permit (floor area of Housing Unit)  P 5.00/sq.m. 
5. Certificate of registration 

• Application fee 
a. Socialized housing   P 350.00 
b. Economic Housing   P 500.00 

6. License to sell (per saleable lot) 
a. Socialized Housing    P 20.00/lot 
b. Economic Housing    P 50.00/lot 

(additional fee on floor area of houses/building sold with lot)   P 2.00/sq.m. 
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• Inspection fee     
a. Socialized Housing    P 200.00/ha. 
b.  Economic Housing    P 500.00/ha. 

7. Extension of Time to develop 

• Filing fee  
a. Socialized Housing    P 350.00 
b. Economic Housing    P 350.00 

• Inspection fee (affected/unfinished areas only) 
a. Socialized Housing    P 200.00/ha. 
b. Economic Housing    P 500.00/ha. 

8. Certificate of Completion 

• Certificate fee 
a. Socialized housing    P 150.00 
b. Economic Housing     P 150.00 

• Processing fee  
a. Socialized housing    P 200.00/ha. 
b. Economic housing    P 500.00/ha. 

9. Occupancy Permit     P 2.00/sq.m. 

• Inspection fee (saleable floor areas of the Housing unit) 
a. Socialized Housing    P 5.00/sq.m. 
b. Economic Housing    P 5.00/sq.m. 

10. Condominium 
1. Preliminary approval and  

Locational Clearance    P 500.00 
2. Final approval and Dev’t. Permit 

a. Total land area     P 5.00/sq.m. 
b. Number of Floor    P 100.00/floor 
c. Building area     P 2.00/sq.m. of GFA 

• Inspection fee    P 2.00/sq.m. of GFA 
3. Alteration of Plan (affected areas only) Same as final Approval and Dev’t. permit 
4. Certificate of registration    P 500.00 
5. License to sell     P 5.00/sq.m. 
6. Extension of time to develop   P 350.00 
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• Inspection fee (FAxP2x% of Remaining dev’t cost)  P 2.00/sq.m. of saleable area 
7. Certificate of Completion 

• Certificate fee     P 150.00 

• Processing fee     P 3.00/sq.m. of GFA 
IV. APPROVAL OF INDUSTRIAL/COMMERCIAL SUBDIVISION 

1.  Preliminary Approval and Locational Clearance  P    300.00/ha. 

• Inspection fee     P 1,000.00/ha. Regardless of location 
2.  Final approval and Development Permit   P 5,000.00/ha.  Regardless of location 

• Inspection fee     P 1,000.00/ha. Regardless of location 
(Projects already inspected for PALC application may not be charged inspection fee) 

3.  Alteration Plan (affected areas only)     
Same as final approval And Devt. Permit 

4. Certificate of Registration     P 2,000.00 
5.  License to sell      P 2.00/sq.m. of the land area 

• Inspection fee     P 1,000.00/ha. Regardless of location 
6.   Extension of time to develop    P 350.00 

• Inspection fee (affected/unfinished areas only)  P 1,000.00/ha. 
7.  Certificate of Completion 

a. Industrial      P 350.00/ha. regardless of location 
b. Commercial     P 500.00/ha. regardless of location  

V. APPROVAL OF FARM LOT SUBDIVISION 
1.  Preliminary approval and Locational Clearance  P 200.00/ha. 

• Inspection Fee     P 500.00/ha. 
2. Final approval and Development Permit   P 1,000.00/ha. 

• Inspection fee     P 500.00/ha. 
(Projects already inspected for PALC application may not be charged inspection fee) 

3.  Alteration of Plan (affected areas only)   Same as final approval And Devt. Permit 
4.  Certificate of Registration     P 2,000.00 

 
5. License to sell       P    500.00/lot 

• Inspection fee      P 1,000.00/lot 
6. Extension of time to develop     P 350.00 

• Inspection fee (Affected and unfinished areas only)   P 1,000.00/ha. 
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7.  Certificate of Completion 
a. Industrial        P 150.00 
b. Commercial       P 1,000.00/ha. 

VI. APPROVAL OF MEMORIAL PARK/CEMETERY PROJECT/COLUMBARIUM 
1. Preliminary Approval and Locational Clearance 

a. Memorial projects      P 500.00/ha. 
b. Cemeteries      P 200.00/ha. 
c. Columbarium      P 2,500.00/ha. 

• Inspection fee 
a. Memorial Projects      P 1,000.00/ha. 
b. Cemeteries      P 500.00/ha. 
c. Columbarium      P 12.00/sq.m. of GFA 

2.  Final Approval and Development Permit 
a. Memorial projects      P  2.00/sq.m. 
b. Cemeteries      P  1.00/sq.m. 
c. Columbarium      P  200.00/floor 

        P  4.00/sq.m. of GFA 
        P  5.00/sq.m. of Land Area 

• Inspection Fee (Projects inspected for PALC application may not be charged inspection fee)  
a. Memorial Projects      P1,000.00/ha. 
b. Cemeteries      P   500.00/ha. 
c. Columbarium      P     12.00/sq. m of GFA 

3. Alteration Fee       Same as Final Approval/Development 
Permit 

4. Certificate of Registration       P2,000.00 
5. License to Sell  

a. Memorial Projects      P    50.00/2.5 sq. m 
- Apartment type     P    20.00/unit 

b. Cemeteries       P    20.00/tomb 
c. Columbarium      P    50.00/vault  

• Inspection Fee  
b. Memorial Projects     P1,000.00/ha. 
c. Cemeteries      P   500.00/ha 

6.  Extension of Time to Develop     P   350.00 
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• Inspection Fee  (affected/unfinished areas only)  
a. Memorial Projects      P1,000.00/ha 
b. Cemeteries      P  500.00/ha. 
c. Columbarium      P    12.00/sq. m of of the remaining GFA 

7. Certificate of Completion 

• Certificate Fee      P   150.00 

• Processing Fee  
a. Memorial Projects    P1,000.00/ha. 
b. Cemeteries      P  500.00/ha. 
c. Columbarium      P     4.00/sq. m of GFA 

 
VII. OTHER TRANSACTIONS/CERTIFICATIONS  

A. Application/Request for: 
1.  Advertisement Approval      P  500.00 
2. Cancellation/Reduction of Performance Bond    2,000.00 
3. Lifting of Suspended License to Sell     2,000.00 
4. Exemption from cease and desist order        150.00 
5. Clearance of Mortgage       1,000.00 
6. Lifting of cease and desist order     2,000.00 
7. Change of Name/Ownership      1,000.00 
8. Voluntary cancellation of CR/LS     1,000.00 
9. Revalidation/Renewal of Permit (Condominium) 50% of assessed current Processing fees including Inspection 

fee 
B. Other Certifications 

1.  Zoning Certifications        P  500.00/ha. 
2.  Certification of Town Plan/Zoning Ordinance Approval        150.00 
3. Certification of new rights/sales              150.00 
4. Certificate of Registration (form)             150.00 
5. License to Sell (form)                   150.00 
6. Certificate of Creditable Withholding tax (Maximum of 5 lots per certificate)     150.00 
7. Others to include: 

a. Availability of records/public request      200.00 
b. Certificate of records on file    200.00 
c. Certification of with or without CR/LS     200.00 
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d. Certified Xerox copy of documents  
- Document of five (5) pages or less       30.00 
- Every additional page      3.00 

e. Photocopy of documents              2.00  
VIII. REGISTRATION OF DEALERS/BROKERS/SALESMEN 

A. Dealers/Brokers P 500.00 
B. Salesmen/Agent P 200.00 

IX. HOMEOWNER ASSOCIATION OF HOA  
1. Registration of HOA  

• Articles of Incorporation     P 650.00 

• By-laws            650.00 

• Books         200.00 
2. Amendments  

• Articles of Incorporation     P 500.00 

• By-laws      P 500.00 
3. Dissolution of Homeowners Association    P 500.00 
4. Certification of the new set of officers    P 350.00 
5. Other certifications      P 150.00 

• Inspection Fee (CMP projects)   P 500.00/ha.  
X. LEGAL FEE  

A. Filing Fee  P1,000.00 
B. Additional Fee for claims (for refund, damages, attorney’s fee, etc.) 

1. Not more than P20,000.00     P   120.00 
2. More than P20,000 but less than P80,000   P   400.00 
3. P80,000 or more but less than P100.000   P   600.00 
4. P100,000 or more but less than P150,000   P1,000.00 
5. For each P1,000 in excess of P150,000                       5.00 

C. Petition for Review      P2,000.00 
D. Pauper-litigants are exempt from payment of legal fees 

1. Those whose gross income is not more than P6,000.00 per month and residing within M.M. 
2. Those whose gross income is not more than P4,000.00 per month and residing outside M.M. 
3. Those who do not own real property  

E. Government agencies and its instrumentalities are exempted from paying legal fees 
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F. Local government and government owned or controlled corporations with or without independent charters are not 
exempted in paying legal fees.  

XI. UPLC Legal Research Fee 
  Composition of Legal research Fee for the University of the Philippines Law Center remains at one percent (15) of 
every fee charged but shall in no case be lower than P10.00  

XII. RESEARCH/SERVICE FEE (50% discount for students)  
A.   1. Photocopy (maps, subd./condo, plans: presentation size) P100.00 

2. Hard copy of from diskettes (license to sell data)      30.00 1st pages  
       P5/page in excess of 5 

3. Electronic File (License to sell available data)  P500.00/diskette 
          Additional P50 For rush job  

4. Electronic File (Land Use Maps available)   P10,000.00 
5. Certified True Copy Map (Land use Plan)   P     100.00 

B. Sale of Forms, Publications , etc. 
1. Proforma Articles of incorporation  and By-Laws  P   150.00 
2. Books and other CLUP publications  

a. CLUP Guidelines: 
Volume I  Demography    P120.00 
Volume II Social Sector    P380.00 
Volume III Economic Sector   P380.00 
Volume IV Infrastructure and Utilities  P250.00 
Volume V Land Use   P300.00 
Volume VI Local Administration   P100.00 
Volume VII Mapping    P250.00 
Volume VIII Report Writing   P  50.00 
Volume IX Plan Review, Adoption 
  And Approval Process  P230.00 
Volume X Model  Zoning Ordinance  P150.00 

b. PD 957       P200.00 
c. BP 220       P200.00 
d. Planning Strategically Guidelines    P200.00 

O) SECTION 245. SECRETARY’S FEES. There is hereby imposed a secretary’s fee for the  issuance of copies of official 
records and documents as follows:  
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a) all issuance of copies of official records and documents in all departments including  the police report in the City 
Government of Vigan…………………P50.00 

 b) Xerox copies or any other copy produced by copying machine………………………………………………….P  5.00 
c) any individual requesting for a judge clearance for any purpose should pay the amount of 
……………………………………………………….P50.00 

 d) Clearance certificate………………………………………………P50.00 
e) Certified true copy and/or certified Xerox copy and certification for Every tax 

declaration………………………………………………..P50.00 
f) For hard copy/copies of data/information requestedfrom any office………………………………………………………P 5.00 
g) For soft copy  in CD Form………………………………………..P15.00 

  
 
P) SECTION 248. EXEMPTIONS. The fees imposed in this Article shall not be collected for the following: 

a) For copies furnished to other bureaus, offices and branches of the government for official business (except those 
copies required by the court at the request of the litigants, in which case, charges should be made in accordance with 
the above schedule fee) 

b) All issuance of copies of official records and documents of the Social Welfare Office 
Q) SECTION 250. IMPOSITION OF FEES (Local Civil Registry Fees)  
  d) Burial Permit Fee        
   a) Fee for exhumation of cadaver    P 50.00 
   b) Fee for transfer of cadaver    P 50.00 
  f) Miscellaneous and other certification fee 
   a) Processing fee      P 100.00 
   b) Subscription fee     P   50.00 
   c) Certification and other fees     P   50.00 
R) SECTION 331. RATES (FIL-SPANISH FRIENDSHIP PARK)  
  a) Entrance fee  
   i) Adult      P 15.00/head 
   ii) 15 years old and below    P 10.00/head 
   iii) Group of 30 students with ID   P 5.00/head 
   iv) children below 2 years old 
    are exempted 
  c) Swimming Pool 
   i) Daytime       P 50.00/head 
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   ii) Nighttime      P 60.00/head 
  e) Open Ampi-theatre 
   i) Daytime – P 2,000.oo for the first two hours and an  additional P 300.00 per hour for the 
succeeding hours 
   ii) Night time – P 2,500.oo for the first two hours and an additional P 500.00 per hour for the succeeding 
hours  
  f) BURIDEK CHILDREN’S MUSEUM ENTRANCE FEE 
   i. Child       P10.00/head 
   ii. Adult       P20.00/head 

Public elementary and high school students of Vigan, street children and indigents are exempt from 
the payment of entrance fees  on a day as may be determined by the Local Chief Executive.  

S) SECTION 346. IMPOSITION OF FEES (Rental of Heavy Equipment)  
 High Tension Wire Insulation Cover   P50.00/pc. Per day  

➢ A  deposit of P1,000.00 is required, refundable upon returning the said equipment.  
T) SECTION 349. IMPOSITION OF FEES ( Service Charge for Garbage Collection)  There shall be collected from every owner or 
operator of a business establishment an annual garbage fee in accordance with the following schedule. 

Types of Business 
1. Cinemas and other amusement business, video center, trucking companies, gasoline stations, banks, dry goods stores, and 

similar establishments and stores . . . …200.00/month 
2. Dry goods with capitalization of P200,000 and below and 6 square meters or less store area shall pay ……….P50.00/month 
3. For hardware, lumber, constructionSupplies . . . . . . . . . . ……………. . . . . . . . . . . . . . . . . . …….. . . . . . . . . . . 
P300.00/month 
4. Wholesale stores, bus companies, restaurant, Bakeries, bake shops, hotels, beerhouses . . . . . . . ……….. .  ..  
P100.00/month 
5.      A.    Fast food service establishments . . . ……….  …...……… . ………………………………………………. .  

P300.00/month 
B. For sari-sari stores, halo-halo,Empanada, sinanglawan, and similar stores 

  a) with gross sale of P30,000.00 for the previous year . . . . . . . . . . . . . . . . . …………... . . .  P 
30.00/month 
  b) Above P30,000 gross sale for previous year . . . . . . . . . . . . . . . …………... . . . . . . . .  P 
40.00/month 

6. Carinderias 
  a) with gross sale of P30,000 for previous year       P 40.00/month 
  b) above P30,000 gross sale for previous year       P 50.00/month 
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7.  Coconut Vendors                       P 50.00/month 
8. Jeepneys and Buses                                  P 30.00/month 
9. For Tricycles                         P 10.00/month 
10. For Calesas             P 15.00/month 
11. Funeral Parlors             P 120.00/month 
12. Private Schools             P 100.00/month 
13. Hospitals             

 a) Primary/Clinic            P 100.00/month 
 b) Secondary            P 150.00/month 
 c) Tertiary            P 250.00/month 

14. Dormitories                  P 100.00/month 
15. For offices and other business 

   Not otherwise specified in this ordinance             P 30.00/month  
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CITY ASSESSOR’S OFFICE 
 

  
The office ensures the implementation of laws 

and policies governing appraisal and assessment of real 
properties for taxation purposes. 

 
It recommends ways and means to enhance 

practices in the valuation of real properties. 

LOCATION MAP: 
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For more information, please contact the Assessor’s Office ▪ Tel. Nos. (077) 722-8771-75 loc. 104 

 
A. PROCESSING TRANSFER OF REAL PROPERTY  
THE SERVICE: 

An updated owner’s copy of tax declaration is issued upon transfer of ownership of subject property from the previous to the 
new owner or as a result of subdivision or consolidation of real property. 

 

PLEASE FOLLOW THESE STEPS 
YOU WILL NEED TO 

PRESENT/PAY 
IT WILL TAKE 

YOU 
PLEASE APPROACH 

1. Sign in Client Log Book 

 3 Minutes 

Medardo Dumbrique 
Assessment Clerk I 
Sheila Joy Blando 

Administrative Aide III 
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2. Present requirements 
( If requirements are complete, staff  
verifies & identifies property number for 
assessment by the Local Assessment 
Operations Officer) 
 
 

a. Deed of Conveyance (Sale, 
Donation, Quitclaim, etc.) 

b. Deed of Partition (if subdivided) 
c. Real Property Tax Receipt 

(transferred property) 
d. Photocopy of Title (if titled) 
e. Copy of approved 

subdivision/consolidation plan 
(whichever is applicable) 

f. BIR Clearance (payment of 
Capital Gains tax/Estate tax, 
etc.) 

g. DAR Clearance (if agricultural) 
h. Certificate of Registration 

(Registry of Deeds) 
Official Receipt (Transfer fee) 

30 Minutes Braulio Tolentino 
Tax Mapping Aide 
Lorenzo Pugrad 

Tax Mapping Aide 

3. Wait while a duly accomplished Field 
Appraisal & Assessment Sheet is 
encoded in the database of Real Property 
Assessment System and an updated 
owner’s copy of tax declaration is printed 
for the owner/declarant to conform and 
affix his signature.  

City Assessor or authorized 
signatory reviews and signs the Tax 
Declaration and Field Appraisal & 
Assessment Sheet (FAAS) 

 

60 Minutes (May 
vary depending 

upon the volume 
of the transaction 

and the 
accessibility of 
the computer-

server) 

Florida Fieldad 
Local Assessment 

Operations Officer II 
Jojie S. Pelayo 

Local Assessment 
Operations Officer I 
Medardo Dumbrique 
Assessment Clerk I 
Bernardo Alcantara 

City Assessor I 
Dante Hipolito 

Asst. City Assessor I 

4. Get   updated owners’ copy of tax 
declaration. 

 1 Minute 
Sheila Joy Blando 

Administrative Aide III 

Accomplish Client Feedback Form & drop at designated drop box infront of City Public Relations & Information Office at 
Vigan City Hall. 

TOTAL RESPONSE TIME: 1 Hour 34  Minutes  may vary depending on the volume of transactions 
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B. ISSUANCE OF RECLASSIFIED TAX DECLARATION OF A REAL PROPERTY 
THE SERVICE: 

This service is requested by a taxpayer for purposes of declaring the predominant use of his property.   
 

PLEASE FOLLOW THESE STEPS 
YOU WILL NEED TO 

PRESENT/PAY 
IT WILL TAKE 

YOU 
PLEASE APPROACH 

1. Sign in Client Log Book 

 

3 Minutes Medardo Dumbrique 
Assessment Clerk I 
Sheila Joy Blando 

Administrative Aide III 

2. Submit requirement  for review 
 

 

Owner’s Letter Request 
Latest Real Property Tax Receipt 

3 Minutes Medardo Dumbrique 
Assessment Clerk I 
Sheila Joy Blando 

Administrative Aide III 
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3. Accompany Appraiser or office 
personnel to inspect and verify subject 
property.  
 

 

4 Hours 
 

Bernardo Alcantara 
City Assessor I 
Dante Hipolito 

Asst. City Assessor I 
Lorenzo Pugrad 

Tax Mapping Aide 
Braulio Tolentino 
Tax Mapping Aide 

4. Wait while accomplished Field Appraisal 
& Assessment Sheet is encoded in the 
database of Real Property Assessment 
System and an updated owner’s copy of 
tax declaration is printed for the 
owner/declarant to conform and affix his 
signature.  
City Assessor or authorized signatory 
reviews and signs the Tax Declaration 
and Field Appraisal & Assessment Sheet 
(FAAS) 
 

 

1 Hour 
 

Florida Fieldad 
Local Assessment 

Operations Officer II 
Jojie Pelayo 

Local Assessment 
Operations Officer I 
Medardo Dumbrique 
Assessment Clerk I 
Bernardo Alcantara 

City Assessor I 
Dante Hipolito 

Asst. City Assessor I 

5. Get updated  owners’ copy of tax 
declaration  
 

 1 Minute 
 
 
 

Medardo Dumbrique 
Assessment Clerk I 
Sheila Joy Blando 

Administrative Aide III 

Accomplish Client Feedback Form & drop at designated drop box infront of City Public Relations & Information Office at 
Vigan City Hall. 

TOTAL RESPONSE TIME: 5 hours and 7 Minutes, 
May vary depending on the property’s size & location and the number of clients. 

 
 
C. ISSUANCE OF CERTIFIED TRUE COPY OF TAX DECLARATION & OTHER CERTIFICATIONS 
THE SERVICE: 
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This document is often requested by a taxpayer or his authorized representative who wants to secure a certified true copy of 
Tax Declaration (TD), and other certifications (e.g. landholdings, non improvement, latest tax declaration. etc,) for personal records or 
for legal purposes. 
 

PLEASE FOLLOW THESE STEPS 
YOU WILL NEED TO 

PRESENT/PAY 
IT WILL TAKE 

YOU 
PLEASE APPROACH 

1. Sign in Client Log Book 

 

3 Minutes Medardo Dumbrique 
Assessment Clerk I 
Sheila Joy Blando 

Administrative Aide III 
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2. Wait while request is verified on the 
database of Real Property Assessment 
system (computer-based real property 
records).  A copy of tax declaration 
and/or certification is printed.  
City Assessor or authorized signatory 
reviews and signs the requested 
certifications.  

 

1 Hour 
(May vary 

depending on the 
number of 

clients) 

Medardo Dumbrique 
Assessment Clerk I 
Sheila Joy Blando 

Administrative Aide III 
Bernardo Alcantara 

City Assessor I 
Dante Hipolito 

Asst. City Assessor I 

3. Pay required fees at the Treasury Office Order of Payment Certification Fee 
of  P50.00/copy 

5 Minutes Corazon Pe Benito 
Local Treasury 

Collection 
Officer II 

Antonia Aquino 
Revenue Collection 

Clerk II 

4. Get  certified true copy of tax declaration 
and/or certification  

Official Receipt 1 Minute Medardo Dumbrique 
Assessment Clerk I 
Sheila Joy Blando 

Administrative Aide III 

Accomplish Client Feedback Form & drop at designated drop box infront of City Public Relations & Information Office at 
Vigan City Hall. 

TOTAL RESPONSE TIME: 1 hour 9 Minutes may vary 
depending on the number of clients 

 
D. ANNOTATION AND/OR CANCELLATION OF ENCUMBRANCES/MORTGAGED PROPERTIES  
THE SERVICE: 

This service is often requested by a mortgagor or any concerned taxpayer to annotate or cancel annotations of bail bond, 
encumbrances/mortgaged property in the books of real properties at the City Assessor’s Office.  
 

PLEASE FOLLOW THESE STEPS 
YOU WILL NEED TO 

PRESENT/PAY 
IT WILL TAKE 

YOU 
PLEASE APPROACH 

1. Sign in Client Log Book  3 Minutes Medardo Dumbrique 
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Assessment Clerk I 
Sheila Joy Blando 

Administrative Aide III 

2. Submit documents for verification  
.   

a. Copy of Real Estate Mortgage/ 
Cancellation of Mortgage, bail 
bond whichever is applicable 

b. Official Receipt (Annotation Fee 
of P50.00) 

3 Minutes Jojie S. Pelayo 
Local Assessment 
Operations Officer I 
Sheila Joy Blando 

Administrative Aide III 
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3. Wait while document is verified and 
annotated on the Assessor’s file of real 
property books and records.   
City Assessor or authorized signatory 
signs the annotated documents.  

30 Minutes Jojie S. Pelayo 
Local Assessment 
Operations Officer I 
Sheila Joy Blando 

Administrative Aide III 
Bernardo Alcantara 

City Assessor I 
Dante Hipolito 

Asst. City Assessor I 

4. Get  copy of Annotated document  

 

1 Minute Jojie S. Pelayo 
Local Assessment 
Operations Officer I 
Sheila Joy Blando 

Administrative Aide III 

Accomplish Client Feedback Form & drop at designated drop box infront of City Public Relations & Information Office at 
Vigan City Hall. 

TOTAL RESPONSE TIME: 37 Minutes 

 
E. APPRAISAL AND ASSESSMENT OF NEW BUILDING OR MACHINERY 
THE SERVICE: 

This SERVICE is requested by a taxpayer who wants to declare his newly constructed building or newly installed machinery 
and be issued an owner’s copy of tax declaration. 

FOLLOW THESE STEPS 
YOU NEED TO PRESENT /PAY IT WILL TAKE 

YOU 
PLEASE APPROACH 

1. Sign in Client Log Book a. Blueprint of approved building 
plan or photocopy of building 
sketch plan 

b. Building permit or occupancy 
permit 

c. Sworn Statement of Owner (if 
building permit is not available) 

3 Minutes 

Medardo R. Dumbrique 
Assessment Clerk 
Sheila Joy blando 

Administrative Aide III 

2. Accompany Assessor or Appraiser to 
inspect and appraise the new building 

 
3 Hours 

(May vary 
Bernardo A. Alcantara 

City Assessor 
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or machinery 
 

depending on the 
property’s size & 

location) 

Dante G. Hipolito 
Asst. City Assessor 
Lorenzo T. Pugrad 
Tax Mapping Aide 

Braulio A. Tolentino 
Tax Mapping Aide 

3.  Wait for the processing, encoding and 
printing of Field Appraisal & 
Assessment Sheet and updated 
owner’s copy of tax declaration. 

 

  
 

1 Hour (May vary 
depending upon 
the accessibility 
of the computer-

server) 

Florida F. Fieldad 
Local Assessment 

Operations Officer – II 
Jojie S. Pelayo 

Local Assessment 
Operations Officer – I 

Medardo R. Dumbrique 
Assessment Clerk 
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4. Wait for the review and approval of 
the  Field Appraisal & Assessment 
Sheet and Tax Declaration  

 

  
 

10 Minutes 
 

Dante G. Hipolito 
Asst. City Assessor 

Bernardo A. Alcantara 
City Assessor 

5. Get owners’ copy of tax declaration. 
 

  Braulio A. Tolentino 
Tax Mapping Aide 
Sheila Joy blando 

Administrative Aide III 

Accomplish Client Feedback Form & drop at designated drop box infront of City Public Relations & Information Office at 
Vigan City Hall. 

TOTAL RESPONSE TIME: 4 Hours & 13 Minutes 

 
F. CORRECTION OR REASSESSMENT OF PROPERTY VALUATION 
THE SERVICE: 

Reassessment of property valuation or correction of assessment is done when there is a change in physical attributes of a 
property (e.g. partial destruction, dilapidated structures, etc.) 
 

PLEASE FOLLOW THESE STEPS 
YOU WILL NEED TO 

PRESENT/PAY 
IT WILL TAKE YOU PLEASE APPROACH 

1. Sign in Client Log Book and submit 
documents 

a. Authorization letter (if  owner 
is not present) 

b. Real Property Tax Receipt 

3 Minutes Medardo Dumbrique 
Assessment Clerk I 
Sheila Joy Blando 

Administrative Aide III 

2. Accompany Assessor/Appraiser in 
conducting site inspection to verify if 
there is a basis for correction or 
reassessment.    

3 Hours 
(may vary 

depending on 
property location) 

Bernardo Alcantara 
City Assessor I 
Dante Hipolito 

Asst. City Assessor I 
Lorenzo Pugrad 

Tax Mapping Aide 
Braulio Tolentino 
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Tax Mapping Aide 

3. Wait while the duly accomplished Field 
Appraisal & Assessment Sheet is 
encoded in the database of Real 
Property Assessment System and an 
updated owner’s copy of tax 
declaration is printed. 
Asst. City Assessor reviews and signs 
Field Appraisal & Assessment Sheet 
and Tax Declaration for approval. 
City Assessor approves & signs Tax 
Declaration 

 

40 Minutes (May 
vary depending 

upon accessibility of 
the computer-

server) 
 

Florida Fieldad 
Local Assessment 

Operations Officer  II 
Medardo Dumbrique 
Assessment Clerk 

Dante Hipolito 
Asst. City Assessor I 
Bernardo  Alcantara 

City Assessor I 

4. Get copy of tax declaration 

 

1 Minute Sheila Joy Blando 
Administrative Aide III 

Jojie Pelayo 
Local Assessment 

Operations Officer  I 

Accomplish Client Feedback Form & drop at designated drop box infront of City Public Relations & Information Office at 
Vigan City Hall. 

TOTAL NO. OF MINUTES: 3 Hours & 44 Minutes 

 
G.  VERIFYING PROPERTY LOCATION AND VICINITY 
THE SERVICE: 

This service enables a taxpayer to identify ownership and location of a property in the tax map.    
 

PLEASE FOLLOW THESE STEPS 
YOU WILL NEED TO 

PRESENT/PAY 
IT WILL TAKE YOU PLEASE APPROACH 

1. Sign in Client Log Book.  
  

3 Minutes Braulio A. Tolentino 
Tax Mapping Aide 
Sheila Joy Blando 
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Administrative Aide III 

2. Wait while tax mapping aide identifies 
property location and a vicinity map is 
photocopied. 

 

30 Minutes 
 
 

Lorenzo Pugrad 
Tax Mapping Aide 
Braulio Tolentino 
Tax Mapping Aide 

3. Pay required fees at the Treasury 
Office 

Certification Fee of  P50.00/copy 5 Minutes Corazon Pe Benito 
Local Treasury 

Collection 
Officer II 

Antonia Aquino 
Revenue Collection 

Clerk II 

4.  An authorized signatory affix his 
signature on the photocopy of vicinity 
map  

 

 3 Minutes Bernardo Alcantara 
City Assessor I 
Dante Hipolito 

Asst. City Assessor 

5. Get  document  1 Minute Braulio Tolentino 
Tax Mapping Aide 
Lorenzo T. Pugrad 
Tax Mapping Aide 

Accomplish Client Feedback Form & drop at designated drop box infront of City Public Relations & Information Office at 
Vigan City Hall. 

TOTAL RESPONSE TIME:  42 Minutes 
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CITY TREASURY OFFICE 
 

  
The office takes custody and exercises 

management of the City Government funds and all 
others that may be entrusted by law or competent 
authority.  It also maintains and updates the tax 
information system of the LGU. 

 

LOCATION MAP: 
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For more information, please contact the City Treasury Office ▪ Tel. Nos. (077) 722-8771-75 loc. 103 

 
A. COLLECTION OF REAL PROPERTY TAXES                                                             
THE SERVICE: 

Owner of land, machineries and buildings have to pay real property taxes annually. Taxes are percentage of the property’s 
taxable value. 
Taxable value is based on the City Assessor’s Schedule of Fair Market Values. 
Taxpayers may choose to pay on an Annual or Quarterly basis. 
Discounts are given to those who pay in advance. 
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PLEASE FOLLOW THESE STEPS 
YOU WILL NEED TO 

PRESENT/PAY 
IT WILL TAKE 

YOU 
PLEASE APPROACH 

1. Sign in Client Log Book  3 Minutes 

Nancy A. Recosar 
Administrative. Officer I 

Lilibeth P. Ben 
Revenue Collection Clerk 

II 
 

2. Go to counter 1 or 2 for the 
computation of real proerty tax due  

a. Notice of Assessment from the 
City Assessor’s Office  

b. Previous tax receipt 

2 Minutes 
 

3. Pay the amount indicated in the bill 
& get official receipt. 

Note: For check payments only 
Manager’s Check are accepted. 

Basic Real Property Tax = Assessed 
Value x 1.00% 

Additional Tax (Special Education 
Fund) = Assessed Value x 
1.00% 

Payment of Real Property Taxes in 
Installments 

1st Installment – on or before 
March 31 

2nd Installment – on or before 
June 30 

3rd Installment – on or before 
September 30 

4th Installment – on or before 
 December 31 

Discount 
17% prompt payment 
20% before January 1- full 
payment 
Interest on Unpaid 
Real Property Tax 
2% per month but not to exceed 
72% 

4 Minutes 
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Accomplish Client Feedback Form & drop at designated drop box infront of City Public Relations & Information Office at 
Vigan City Hall. 

TOTAL RESPONSE TIME: 9 Minutes 

                                                  
B. ISSUANCE OF COMMUNITY TAX CERTIFICATE 
THE SERVICE: 
 Community tax certificate is required when an individual or corporation acknowledges any document before a notary public, 
takes an oath of office upon election or appointment to any position in the government service, receives any license, certificate or 
permit from an public authority, pays any tax or fee, receives money from any public fund, transacts other official business. 
Community Tax Certificate can be availed at the City Treasury Office.  
 

PLEASE FOLLOW THESE STEPS 
YOU WILL NEED TO 

PRESENT/PAY 
IT WILL TAKE 

YOU 
PLEASE APPROACH 

1. Proceed to counter 4 or 5 and fill 
up service data form 

- For individual (Personal only) 
- For business (Application form with 
assessed gross income from City 
Budget Office 

3 Minutes Corazon Pe Benito 
Local Treasury Operations  

Officer II 
Antonia Aquino 

Revenue Collection Clerk 
II 

2. Pay the required fee and get 
Community Tax Certificate 

Basic:  
- For Individuals - P5.00 + P1.00 for 
every P1,000.00 gross income 
- For Corporatiion - P500.00 + P2.00 
for every P5,000.00 gross income 
* Penalty of 24% shall be imposed on 
individuals or corporations securing 
their Community Tax Certificate from 
March 1 up to the end of the year. 

6 Minutes Corazon Pe Benito 
Local Treasury Operations  

Officer II 
Antonia Aquino 

Revenue Collection Clerk 
II 

Accomplish Client Feedback Form & drop at designated drop box infront of City Public Relations & Information Office at 
Vigan City Hall. 
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TOTAL RESPONSE TIME: 9 Minutes 
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C. ISSUANCE OF PROFESSIONAL TAX RECEIPT 
THE SERVICE: 
 The Revenue Code provide for the imposition of an annual professional tax on each person in the exercise of practice of 
his/her profession requiring government examinations or not. Professionals employed in the government sector are exempt from the 
payment of the tax. The professional tax shall be paid before any profession can be pursued. 
 

PLEASE FOLLOW THESE STEPS 
YOU WILL NEED TO 

PRESENT/PAY 
IT WILL TAKE 

YOU 
PLEASE APPROACH 

1. Proceed to counter 4 or 5 Professional Regulation Commission 
Identification Card 

1 Minute Corazon Pe Benito 
Local Treasury 

Operations 
 Officer II 

Antonia Aquino 
Revenue Collection Clerk 

II 

2. Pay the required fee. Schedule of Fees : 
P300.00 – w/ Professional 
license 
P150.00 – Non-Professional 

5 Minutes Corazon Pe Benito 
Local Treasury 

Operations  
Officer II 

Antonia Aquino 
Revenue Collection Clerk 

II 

3. Get official receipt  1 Minute Corazon Pe Benito 
Local Treasury 

Operations  
Officer II 

Antonia Aquino 
Revenue Collection Clerk 

II 

Accomplish Client Feedback Form & drop at designated drop box infront of City Public Relations & Information Office at 
Vigan City Hall. 
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TOTAL RESPONSE TIME: 7 Minutes 

 
 
D. COMPUTATION AND PAYMENT OF BUSINESS TAX 
THE SERVICE: 

Any individual or corporation, who establishes, operate, conduct or maintain their respective business within the City is 
subject for business tax payment annually. Taxpayers may choose to pay on an annual or quarterly, payments are made at the City 
Treasurer’s Office. 
 

PLEASE FOLLOW THESE STEPS YOU WILL NEED TO 
PRESENT/PAY 

IT WILL TAKE 
YOU 

PLEASE APPROACH 

1. Proceed to counter 7 for the 
computation of Business Tax due 

 

Accomplished business application 
form with assessed gross income 
from budget officer & clearance to 
City Engineering Office. 

3 Minutes Jennifer N. Ferino 
Local Revenue Collection 

Officer II 
Claire P. Alda 

Revenue Collection Clerk 
I 

2. Pay the tax due as in indicated in 
the business computation slip. 

For Installment: 
- First Installment: on or before 
February 20; 
- Second Installment: on or before 
April 20; 
- Third Installment: on or before July 
20;  
- Fourth Installment: on or before 
October 20 
Note:  Failure to pay within the 
time required shall subject the 
taxpayer to a surcharge of twenty-
five (25%) of the original amount plus 
one percent (1%) per month of the 

6 Minutes 
 

Milagros S. Contreras 
City Treasurer 

Jennifer N. Ferino 
Local Revenue Collection 

Officer II 
Claire P. Alda 

Revenue Collection Clerk 
I 
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unpaid taxes including surcharge 
until fully paid. 

3. Proceed to the City Treasurer for 
the Signing of Tax Clearance 

 1 Minute Milagros S. Contreras 
City Treasurer 
Edwin Remigio 

Asst. City Treasurer 

Accomplish Client Feedback Form & drop at designated drop box infront of City Public Relations & Information Office at 
Vigan City Hall. 

  TOTAL RESPONSE TIME: 10 Minutes 

                                               
E. PAYING TRANSFER TAXES & ISSUANCE OF CERTIFICATION 
THE SERVICE: 

Transfer taxes are paid for transactions involving transfer of ownership of real property. The tax should  be paid within 60 
days  from the date of execution of   deeds  as regards to sale, barter, donation or any mode of transferring ownership; or from the 
date of the decedent’s death, in case of transfer by succession. 
 

PLEASE FOLLOW THESE STEPS YOU WILL NEED TO 
PRESENT/PAY 

IT WILL TAKE 
YOU 

PLEASE APPROACH 

1. Sign in Client Logbook  3 Minutes 

Nancy A. Recosar 
Administrative. Officer I 

Lilibeth P. Ben 
Revenue Collection Clerk 

II 
 

2. Proceed to counter 1 or 2 for the 
computation of Transfer Tax. 
 
 

- Deed of conveyance, duly 
notarized. 
- Copy of RPT declaration indicated 
in deed of conveyance.  
- Official Receipt from BIR 
- Latest Real Property Tax receipt.   

15 Minutes 

3. Pay the required transfer tax & wait 
for the processing and releasing of 
the certification and Official 
Receipt. 

- Transfer Tax - 75% of 1% of total 
consideration of fair market value, 
whichever is higher. 
- Certification fee  P50.00 

10 Minutes 

Accomplish Client Feedback Form & drop at designated drop box infront of City Public Relations & Information Office at 



184  

 

Vigan City Hall. 

TOTAL RESPONSE TIME: 28 Minutes 
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CITY PLANNING & DEVELOPMENT OFFICE 
 

 
The office 

formulates integrated 
economic, social, physical 
and other development 
plans of the City 
Government.  It 
undertakes studies and 
researches for the 
innovation of the City’s 
plans and programs of 
development.  It prepares 
the socio-economic profile 
of the City based on data 
and statistics gathered up 
to the barangay level. 
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For more information, please contact City Planning & Development Office ▪ Tel. No. (077) 722-8771-75 
loc. 213 

 
A. PROVISION OF TECHNICAL INFORMATION 
THE SERVICE: 
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The city government provides technical information such as the Socio-Economic Profile, Development Plans, Investment 
Plans, Accomplishment Reports and other vital documents to researchers, businessmen and others who need it for a specific/legal 
purpose. 
 

PLEASE FOLLOW THESE STEPS YOU WILL NEED TO PRESENT/PAY IT WILL TAKE 
YOU 

PLEASE APPROACH 

1. Sign in Client Log Book Valid Identification Card 3 Minutes Genalyn Alquiza 
Statistician Aide I 

Bernadette Ayunon 
Administrative Aide III 
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2. Undergo Brief Background 
Interview (if needed) 

 

5 Minutes Geozita Guerrero 
Planning Officer II 

Desiderius Martinez 
Project Development Office I 

3. Get Order of  Payment and pay 
required fees at the City Treasury 
Office 

Order of Payment 
Schedule of Fees: 

a. P5.00 per page of 
Photocopy/Hard Copy 

b. P15.00 – CD Form 

10 Minutes 
Depends on 

volume of data 
requested. 

Minimum of 2 
minutes per 25KB 
(equivalent to a 1 

page doc.) 

Corazon Pe Benito 
Local Revenue Collection Officer 

II 
Antonia Aquino 

Revenue Collection Clerk I 

4. Get requested data Official Receipt 2 minutes Daniel Benzon 
Engineering Aide 
Elpidio Palapala 

Statistician  I 
Jaunito Banaga 

Project Development Assistant 
Spencer Arde 
Economist I 

Accomplish Client Feedback Form & drop at designated drop box infront of City Public Relations & Information Office at Vigan 
City Hall. 

TOTAL RESPONSE TIME: Minimum of 20 minutes may vary depending on volume of transactions 

 
B. PROVISION OF TECHNICAL ASSISTANCE IN THE PREPARATION OF PROJECT PROPOSALS AND TRAINING DESIGNS  
THE SERVICE: 

The Planning Office provides technical assistance to barangays, accredited Non-Government Organizations and other 
offices within the city government in the implementation of projects and conduct of trainings.  
 

PLEASE FOLLOW THESE STEPS YOU WILL NEED TO PRESENT/PAY IT WILL TAKE PLEASE APPROACH 
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YOU 

1. Sign in Client Log Book.  3 Minutes Genalyn Alquiza 
Statistician Aide I 

Bernadette Ayunon 
Administrative Aide III 

2. Undergo interview. 
 

Request Letter and Valid Identification 
Card 

10 Minutes Geozita Guerrero 
Planning Officer II 

Desiderius Martinez 
Project Development Officer I 

3. Wait for the preparation of project 
proposal/training design. 

 
5 working days 

4. Get documents.  1 Minute 

Accomplish Client Feedback Form & drop at designated drop box infront of City Public Relations & Information Office at Vigan 
City Hall. 

TOTAL RESPONSE TIME: Maximum of 5 working days & 14 minutes 
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VIGAN CULTURE & TRADE CENTER 
 

  
The Vigan Culture and 

Trade Center was constructed to 
accommodate various programs 
and activities of the City 
Government and Private Sectors. 

LOCATIONAL MAP: 

F L O R E N T I N O   S T R E E T 

Q
  U

  E
  Z

  O
  N

   
   

A
  V

  E
  N

  U
  E

B U R G O S    S T R E E T

UP

PROVINCIAL CAPITOL MART 1

VIGAN CITY HALL

SALCEDO
PLAZA

NATIONAL
LIBRARY

NORTH

VIGAN CULTURAL
AND TRADE CENTER

VCTC

 
 

For more information, please contact the Vigan Culture & Trade Center ▪ Tel. Nos. (077) 722-
8771-75 loc. 113 

 
C. AVAILING OF FACILITIES OF THE VIGAN CULTURE & TRADE CENTER 
THE SERVICE: 

The City of Vigan provides space for various functions and activities at the Vigan Culture & Trade Center.  The facilities of 
the center can be availed at reasonable fees depending on the space required. 
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PLEASE FOLLOW THESE STEPS 
YOU WILL NEED TO 

PRESENT/PAY 
IT WILL TAKE 

YOU 
PLEASE APPROACH 

1. Sign in Client Log Book  3 Minutes Kenneth Victa 
Culture & Arts  Assistant II 

Sharon Raquepo 
Community Affairs Assistant 

I 
Christopher Joaquin 
Administrative Aide V 
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2. Discuss/Negotiate with the VCTC 
personnel and get Order of 
Payment 

 

• Function Room 1  
* Capacity – 80 persons 
* Php 2,500.00 first 2 hrs. 
* Php 500 per succeeding hr. 
* Plus Php 300 for Video Camera use 

• Function Room 2 
* Capacity – 50 persons 
* Php 1,000.00 first 2 hrs. 
* Php 300 per succeeding hr. 
* Plus Php 300 for Video Camera use 

• Function Room 1&2 
* Capacity –130 persons 
* Php 3,000.00 first 2 hrs. 
* Php 600 per succeeding hr. 
* Plus Php 300 for the use of Video 
* Facilities Included: air-conditioning, 

chairs, microphones, sound system, 
TV, VHS, LCD, lights  

• Auditorium 
* Capacity – 300 persons including 

mezzanine 
* Php 5,000.00 first 2 hrs. 
* Php 1,000 per succeeding hr. 
* Plus Php 150 for maintenance of 

sound system 
* Plus 150 for utility service 
* Facilities included: – Air-conditioning, 

Microphones, sound system, lights, 
chairs, male & female dressing 
rooms w/ toilets 

10 Minutes Kenneth Victa 
Culture & Arts Assistant II 

Sharon Raquepo 
Community Affairs 

Assistant I 
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3. Pay the required fees at the City 
Treasury Office  

Order of Payment 5 Minutes Corazon Pe Benito 
Local Treasury Operations  

Officer II 
Antonia Aquino 

Revenue Collection Clerk 
II 

 

• Gallery 
* Daily Rate 

– Php 2,000 for the first day 
– Php 1,500 per succeeding day 

Note: A deposit of 50% of the basic 
rate shall be required from the lessee 
and paid to the City Treasurer upon 
reservation of the facility, at least 3 
days prior to date of use. Full payment 
shall be made on/or before date of use. 

  

4. Go back to Vigan Culture & Trade 
Center for reservation 

Official Receipt 5 Minutes Kenneth Victa 
Culture & Arts Assistant II 

Sharon Raquepo 
Community Affairs 

Assistant I 

Accomplish Client Feedback Form & drop at designated drop box infront of City Public Relations & Information Office at 
Vigan City Hall. 

TOTAL RESPONSE TIME: Minimum of 23 minutes 

 
D.  PROVISION OF SKILLS TRAINING ON SLAUGHTERING (ESKWELA DE LOS MATADEROS) 
THE SERVICE: 

The City Government of Vigan provides skills training program on slaughtering to promote industry and manpower 
development and a tool to enhance the capability of local butchers. This program is in cooperation with Technical Education and Skills 
Development Authority (TESDA) and other concerned agencies.   
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PLEASE FOLLOW THESE STEPS 
YOU WILL NEED TO PRESENT/PAY IT WILL TAKE 

YOU 
PLEASE APPROACH 

1. Sign in Client Log Book .  3 Minutes Daniel Benzon 
Engineering Aide 

2. Submit/present  requirements If 
Qualified, you will be notified 
regarding the details of training 
(Time & Venue). 

a. NSO Birth & Marriage    
Certificate 

b. NBI, Brgy., Police Clearance 
c. High School Diploma 
d. 2x2 Photo 
e.  Medical Certificate 
f. Endorsement Letter from 

TESDA, Mayor, Congressman 
g. P 17,000 Training Fee From the 

Countrywide Development Fund 
of the endorsing Congressman or 
TESDA and other agencies 

10 Minutes Desiderius Martinez 
Project Development 

Officer I 
Daniel Benzon 

Engineering Aide 
 
 

3. Attend Training Proper. 
 

 280 Hours 
 

Dr. Arnulfo Quitoriano 
Slaughterhouse Master III 

Desiderius Martinez 
Project Development 

Officer I 

Accomplish Client Feedback Form & drop at designated drop box infront of City Public Relations & Information Office at 
Vigan City Hall. 

TOTAL RESPONSE TIME: 280 hours & 13 Minutes 

 
E. CONDUCT OF MONITORING & EVALUATION OF DEVELOPMENT PROJECTS/PROGRAMS/ACTIVITIES 
THE SERVICE: 

As mandated by MC 2004-76, the Planning Office serves as the Secretariat of the Project Monitoring Committee.  This 
involves the monitoring and evaluation in the implementation of programs/projects/activities by the Local Government Unit. 
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PLEASE FOLLOW THESE STEPS YOU WILL NEED TO PRESENT/PAY 
IT WILL TAKE 

YOU 
PLEASE APPROACH 

1. Sign in Client Log Book   
3 Minutes Daniel Benzon 

Engineering Aide 

2. Submit required documents • Request letter addressed to the 
City Mayor thru the Project 
Monitoring Committee Secretariat 

• Pictures of Project 

• Statement of Work 
Accomplished/Acceptance 

• Bid Documents from Bids and 
Awards Committee Secretariat 

• Plan/As Built Plan and 
Specifications 

10 Minutes Daniel Benzon 
Engineering Aide 
Geozita Guerrero 
Planning Officer II 
Victor F. Fieldad 
City Planning & 

Development Officer I 

3. Wait for inspection schedule 
 

 
3 Days 

 
PMC Chairman 

PMC Secretariat (CPDO) 

4. Return after 3 days and get 
monitoring & evaluation report. 

 
5 Minutes PMC Secretariat 

(CPDO) 

Accomplish Client Feedback Form & drop at designated drop box infront of City Public Relations & Information Office at 
Vigan City Hall. 

TOTAL RESPONSE TIME: Minimum of 3 working days & 18 minutes 
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CITY AGRICULTURE OFFICE 
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The office’s duties 

focus on the development 
of farming, fishing, livestock 
raising and marketing of 
products.  It oversees the 
implementation and 
strengthening of the 
agricultural services of the 
City Government to sustain 
food security as well as the 
promotion of the well being 
of farmers and fishermen. 

LOCATION MAP: 
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For more information, please contact  the City Agriculture Office ▪Tel. Nos. (077) 722-8771-75 loc. 105 

 
A. PROVISION OF TECHNICAL TRAINING/CLASS/DEMONSTRATION ON AGRICULTURE & FISHERY 
THE SERVICE: 

 The City Agriculture Services Office conducts technical training / classes/ demonstration. These are based on the priority 
needs & requests of farmers, fishermen, women & youth. 
 Among others, trainings/classes and demonstrations maybe along the lines of: 

a. Integrated pest management (Rice & Corn) 
b. Soil conservation 
c. Rice & corn production 
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d. Cattle fattening/breeding 
e. Swine raising 
f. Fish hatchery /fishpond management 
g. Meat ,  fish & vegetable preservation 

Please contact the City Agriculture Services Office or the Agricultural Technologist (AT) assigned to your barangays. (As 
per priority need of the client) 

List of Agricultural Technologists 

• Agricultural Technologists (AT’s) are assigned to the City’s Agricultural barangays. 

• They attend to the needs of farmers, fishermen regarding the Agricultural Services of the city 
government. 

 
 

Barangay Name of Agricultural Technologist 

Raois & Rugsuanan 
Purok a Dackel & Nagsangalan 

Purok a Bassit & San Julian Norte 
San Jose, Cabaroan Daya/Laud 

San Julian Sur,Cabalangegan & Bongtolan 
Camangaan & Beddeng 
Cuta/Tamag & Salindeg 

Pong-ol/Barraca & Paratong 
Bulala, San Pedro & Mindoro 

Ayusan Norte & Pantay Fatima 
Pantay Daya & Pantay Laud 

Fishing Barangays : Mindoro, San Pedro, P. Laud 
Ayusan Sur/Norte, Tamag & Barraca 

Corazon D.  Dagdag 
Susan Billones 

Josie Alibin 
Narcisa Alejon 
Herbert Fiestan 

Mark Anthony Pugrad 
Isabelita Acena 
Rodolfo Peralta 

Reynaldo Formoso 
Rafael Acena 

Teresita Raboy 
Segundino Badiola 

 
B. PROVISION OF TECHNICAL ASSISTANCE ON CROP & FISH PRODUCTION 
THE SERVICE: 

Agricultural Technologists (AT’s) fielded in the agricultural barangays of the city can answer client queries regarding ; 
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PLEASE FOLLOW THESE STEPS 
YOU WILL NEED TO 

PRESENT/PAY 
IT WILL TAKE 

YOU 
PLEASE APPROACH 

1. Fill-up Service Data Form  
(Walk-in) 

Farmer’s Identification Card (ID) 
 

3  Minutes 
 

Agricultural Technologist 
assigned in your barangay 

2. Obtain information or technical 
assistance on: 
▪ Crop production technology 
▪ Pest & Disease Management 
▪ Soil conservation (organic 

farming) 
▪ Water Management 
▪ Post Harvest Facilities 
▪ Demonstration Trials 
▪ Promotion & Development of 

Aqua – Marine Projects 

  
1 Hour 

Agricultural Technologist 
assigned 

Accomplish Client Feedback Form & drop at designated drop box infront of City Public Relations & Information Office at 
Vigan City Hall. 

TOTAL RESPONSE TIME: 1hour & 3 Minutes 

    
C. PROVISION OF TECHNICAL ASSISTANCE ON SOIL ANALYSIS 
THE SERVICE: 
 The City Agriculture Services Office provides assistance in soil sampling/analysis services so that farmers can determine 
the recommended types of agricultural inputs required before planting of any crop. 
 Clients may approach the Agricultural Technologist (AT) assigned to their barangay. 
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PLEASE FOLLOW THESE STEPS 
YOU WILL NEED TO 

PRESENT/PAY 
IT WILL TAKE 

YOU 
PLEASE APPROACH 

1. Fill-up Service Data Form. Farmer’s Identification Card (ID) 3 Minutes Assigned Agricultural 
Technologist 

2. Submit collected soil samples for 
analysis.  
Agricultural technologists will 
assist collection of soil samples. 

Soil samples air- dried in clear & 
ventilated       room for 3 days, 
labeled indicating      your name, 
farm location, area & the crops to 
be planted. 

5 Minutes Concerned Agricultural 
Technologists 

3. Wait for the result of the Soil 
Analysis 

       The Agriculture Technologist 
brings the samples to the Provincial 
Soils Laboratory for analysis; and the 
results are released within a period of 
one week. 

 7 Days  

4. Get result of soil analysis at the 
City Agriculture Office 

 1 Minute Cecilio Acena 
City Agriculturist 

Accomplish Client Feedback Form & drop at designated drop box infront of City Public Relations & Information Office at 
Vigan City Hall. 

TOTAL RESPONSE TIME: 7 Days 9 Minutes 
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CITY VETERINARY OFFICE 
 

 
The office 

maintains and promotes 
good health through 
eradication, prevention 
and cure of animals 
diseases.  Its functions 
also include the 
enforcement of laws on 
cruelty to animals as well 
as the regulation of the 
keeping of domesticated 
animals to prevent them 
from harming the public. 

LOCATION MAP: 
Ground Floor 
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For more information, please contact the City Veterinary Office ▪ Tel. Nos. (077) 722-8771-75 loc. 106 

 
A.  PROVISION OF VETERINARY SERVICES 
THE SERVICE: 

The City Veterinary Office provides veterinary services for livestock, poultry and pet animals, especially dogs. Veterinary 
Services include consultation, vaccination (Hog Cholera, Anti – Rabies), deworming (small and large ruminants), castration, treatment 
and medication, etc. Clientelles may bring their livestock/poultry/pets directly to the City Veterinary Office for treatment; or request that 
services be scheduled in their area. 
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PLEASE FOLLOW THESE STEPS 
YOU WILL NEED TO 

PRESENT/PAY 
IT WILL TAKE 

YOU 
PLEASE APPROACH 

1. Sign in Client Log Book  
    In case of home service, schedule the 
services with the City Veterinarian  at your 
most convenient time, day and place 
 

 livestock/poultry/ pet for treatment. 3 Minutes 
 
 

Jo Ann Rualizo 
Administrative Aide III 
Erickson Del Castillo 
Administrative Aide III 
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2. Interview/Assessment  
      Give to the  Veterinarian the necessary 
information about yourself and the animal 
(medical history)   
Scheduled services: 
Next day or any other day most convenient to 
the owner (e.g. availability of FARM HANDS) 

Walk – in clients: 
Urgent requests:  
(e.g. calving, farrowing, debilitated and 
accidentally wounded animals) 
Immediate Response. 

 10 Minutes 
 
 
 
 
 
 

30 Minutes 
20 Minutes 

Dr. Liborio F. Arca 
City Veterinarian I 

Mark Anthony Pugrad 
Agricultural 

Technologist 
Dr. Liborio F. Arca 
City Veterinarian I 

Mark Anthony Pugrad 
Agricultural 

Technologist 
Rodolfo Peralta 

Agricultural 
Technologist 

 

3. Treatment/ Vaccination/ Deworming/ 
Castration 

 Wait while Veterinarian treats, 
vaccinate, deworms, castrates the animal. 
Further wait for relevant information & 
prescription of medicine for home medication, 
if any. Whenever available, veterinary supplies 
are provided by the City Veterinary Services 
Office. Otherwise you will have to secure these 
on your own. 

  
 
 

40 Minutes 

Dr. Liborio F. Arca 
City Veterinarian I 

Mark Anthony Pugrad 
Agricultural 

Technologist 
Rodolfo Peralta 

Agricultural 
Technologist 

 

Accomplish Client Feedback Form & drop at designated drop box infront of City Public Relations & Information Office at 
Vigan City Hall. 

TOTAL RESPONSE TIME: 1 hour 43 Minutes 

 
B.  BRANDING AND SECURING CERTIFICATE OF OWNERSHIP OR TRANSFER OF LARGE ANIMALS (CATTLE, CARABAO & 

HORSE) 
THE SERVICE: 
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To help maintain responsible pet ownership, the City Veterinary Services Office brands and issues certificate of ownership 
or transfer of large animals from the time they reach the age of eight (8) months and above. This is one way of establishing the true 
ownership of such animal. 
 

PLEASE FOLLOW THESE STEPS YOU WILL NEED TO PRESENT/PAY IT WILL TAKE YOU PLEASE APPROACH 

1. Sign in Client Log Book  
 

 3 Minutes Joan Rualizo 
Administrative Aide III 

2. Obtain schedule of Branding. 
 

Locational Sketch 2 Minutes 
 
 

Mark Anthony Pugrad 
Agricultural Technologist 

Rodolfo Peralta 
Agricultural Technologist 

3. Wait for the City Veterinarian for the branding as 
scheduled. 
City Vet prepares Certificate of Ownership or 
Transfer 

 40 Minutes per animal 
* May vary depending 

on the disposition of the 
animal, (docile or wild). 

Dr. Liborio F. Arca 
City Veterinarian I 

4. Pay and get Certificate of  Ownership or transfer Forty (P 40.00) pesos per head 3 Minutes Dr. Liborio F. Arca 
City Veterinarian I 

Accomplish Client Feedback Form & drop at designated drop box infront of City Public Relations & Information Office at Vigan City Hall. 

TOTAL RESPONSE TIME: 48 minutes 

 
CITY POUND (MOTORPOOL) 
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For more information, please contact the City Veterinary Office ▪ Tel. No. (077) 722-8771-75 loc. 106 

 
C.  RELEASE OF IMPOUNDED ASTRAY ANIMALS 
THE SERVICE: 

The City maintains a city pound located at the motorpool compound. Two (2) animal catchers under the employ of the CVO 
make regular rounds within the city to catch and impound astray animals. Large animals (cattle, carabao, and horse) owner’s f ine is 
One Thousand (P1, 000.00) pesos per head.   Small animals (dog, cat, sheep and goat) owner’s fine is Five Hundred (P 500.00) 
pesos per head. Impounding period is five (5) days, with a fee of P 100.00/hd./day, after which will be auctioned or ready for adoption. 
 

PLEASE FOLLOW THESE STEPS YOU WILL NEED TO 
PRESENT/PAY 

IT WILL TAKE 
YOU 

PLEASE APPROACH 

1. Sign in Client Log Book  3 Minutes  
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2. Approach the motorpool guard on 
duty. Identify your pet/livestock at the 
City Pound.  

Residence certificate or Cedula or 
any I.D. of your own. 

 
10 Minutes 

 
Guard on duty 
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3. Go to the City Veterinary Office to 
secure Order of Payment of Penalty 
and Impounding Fee.  

Verification Slip issued by the 
Motorpool Guard on duty. 

15 Minutes Joan Rualizo 
Administrative Aide III 

4. Pay the corresponding fine and 
penalty at the City Treasury Office  

Order of Payment 
Schedule of Fees: 
For large animals: 

P 1,000.00 + P 100.00 per head 
per day Impounding fee  

For small animals: 
P 500.00 per head +  
P 100.00 per head per day 

impounding fee. 

3 Minutes Corazon Pe Benito 
Local Treasury 

Operations Officer II 
Antonia Aquino 

Revenue Collection 
Clerk II 

5. Go back to the city pound and retrieve 
impounded animal. 

Official Receipt 10 Minutes Guard on duty 

Accomplish Client Feedback Form & drop at designated drop box infront of City Public Relations & Information Office at 
Vigan City Hall. 

TOTAL RESPONSE TIME: 41 Minutes 
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CITY PUBLIC MARKET OFFICE 
 

 
 

LOCATION MAP: 
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For more information, please contact the City Public Market Office▪Tel. No. (077) 722-5525 
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A. ISSUANCE OF MARKET CLEARANCE/CERTIFICATION 
THE SERVICE: 
 Market Clearance and Certification is one of the requirements for the renewal of business permit and application of stall at the 
Vigan Public Market. 
 

PLEASE FOLLOW THESE STEPS YOU WILL NEED TO PRESENT/PAY 
IT WILL TAKE 

YOU 
PLEASE APPROACH 

1. Sign in Client Logbook   3 Minutes Rosemarie Domingo 
Administrative Aide IV 

Jonathan Frando 
Administrative Aide III 

2. Wait for result of verification  5 Minutes Rosemarie Domingo 
Administrative Aide IV 

Jonathan Frando 
Administrative Aide III 

3. Pay Clearance Fee P 50.00 3 Minutes Agnes Acas 
Revenue Collection Clerk 

I 
Marites Ramos 

Revenue Collection Clerk 
I 

4. Get Market Clearance  1 Minute Bonifacio Corpuz 
Market Supervisor III 

Accomplish Client Feedback Form & drop at designated drop box infront of the City Public Market Office. 

TOTAL RESPONSE TIME: 12 Minutes 

 
B. PROCESSING OF APPLICATIONS FOR MARKET STALLS  
THE SERVICE: 
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 The Governor Evaristo “Titong” Singson Commercial Complex or the Vigan Public Market, divided into various sections, to 
wit: fish section, meat section, dry goods section, fruits and vegetables section, eatery section, rice and corn section, ice storage fish 
section, dried and salted marine products fish section, dressed chicken section, lechon section, livestock section, and miscellaneous 
section is available for occupancy and lease. 
   

PLEASE FOLLOW THESE STEPS YOU WILL NEED TO PRESENT/PAY 
IT WILL TAKE 

YOU 
PLEASE APPROACH 

1. Sign in Client Log Book  
 
 
 

3 Minutes 
 
 

Rosemarie Domingo 
Administrative Aide IV 

Jonathan Frando 
Administrative Aide III 

2. Secure and accomplish  
application form to lease a market 
stall 

Applicants: 
a. Police clearance 
b. Residence certificate 
c. Medical clearance 
d. 4 pcs – 2x2 picture 
e. Duly notarized application form 
Additional Requirements for Old 
Occupants: 
f. Surrender Letter of Occupant 
g. retirement of mayors permit  
h. certification of no liability from 

market & treasurer’s office 

5 Minutes Rosemarie Domingo 
Administrative Aide IV 

Jonathan Frando 
Administrative Aide III 

 

3. Pay the required fee Application fee – P 200.00 3 Minutes Agnes Acas 
Revenue Collection Clerk I 

Marites Ramos 
Revenue Collection Clerk I 

4. Submit accomplished application 
form for verification 

Official Receipt  5 Minutes Bonifacio Corpuz 
Market Supervisor III 
Rosemarie Domingo 

Administrative Aide IV 
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5. Wait for the approval of 
application (you will be notified by 
the market supervisor) 

 3 Days  

6. Get Order of Payment and pay 
the required fees 

Schedule of Fees: 
a. Occupancy Fee (Prime 

space) –    P11,160.00/stall 
b. (Ordinary) – P7,800/stall 

2 Minutes Agnes Acas 
Revenue Collection Clerk I 

Marites Ramos 
Revenue Collection Clerk I 

7. Get notice of Award of market 
stall and sign Contract of Lease 

 15 Minutes Bonifacio Corpuz 
Market Supervisor III 

Accomplish Client Feedback Form & drop at designated drop box infront of the City Public Market Office. 

TOTAL RESPONSE TIME:  3 days and 33 minutes 

 
D. CALIBRATION OF WEIGHTS AND MEASURES 
THE SERVICE: 

Ordinance No. 01 series of 2008 requires all scales, weights, balances and measures used for commercial purposes to be 
calibrated and sealed at the City Treasurer’s Office. The Vigan Public Market Supervisor which is under the Office of the City 
Treasurer had been tasked to oversee the implementation of the ordinance. The ordinance imposes fee for the calibration and sealing 
of these measures as well as prescribing penalties for violation. 
 

PLEASE FOLLOW THESE STEPS YOU WILL NEED TO PRESENT/PAY 
IT WILL TAKE 

YOU 
PLEASE APPROACH 

1.  Sign in Client Log Book  3 Minutes  

2. Submit accomplished form to the 
calibrating officer and wait for the 
weighing scale to be calibrated 
and sealed 

Weighing scale 1 Hour Bonifacio Corpuz 
Market Supervisor III 

Crisanto Rabang 
Market Inspector II 

Rosemarie Domingo 
Administrative Aide IV 

3. Pay the required fees 
 

a. Calibration – P 150.00 
b. Seal -                 30.00 

3 Minutes Agnes Acas 
Revenue Collection Clerk I 
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Total -                P180.00 
 

Marites Ramos 
Revenue Collection Clerk I 

4. Get calibrated and sealed 
weighing scale  

Official receipt 1 Minute Bonifacio Corpuz 
Market Supervisor III 

Crisanto Rabang 
Market Inspector II 

Rosemarie Domingo 
Administrative Aide IV 

Accomplish Client Feedback Form & drop at designated drop box infront of the City Public Market Office. 

TOTAL RESPONSE TIME:  1 HOUR & 7 MINUTES 

 
E.  RESPONDING TO COMPLAINTS AGAINST VIOLATORS OF CONSUMER WELFARE RIGHTS 
THE SERVICE: 
 This service shall address complaints against violation of rights of consumers. 
 

PLEASE FOLLOW THESE STEPS YOU WILL NEED TO PRESENT/PAY IT WILL TAKE 
YOU 

PLEASE APPROACH 

1. Sign in Client Log Book and 
accomplish Complaint Form 

 3 Minutes Crisanto Rabang 
Market Inspector I 

Rosemarie Domingo 
Administrative Aide IV 

2. Approach the Consumer welfare 
desk officer for inquiry regarding 
complaint. 

 

A. Complaint Form for Arrogant and 
Discourteous vendors and market 
staff 

B. Complaint Form and Goods for: 
a. defective weighing scale 
b. spoiled/adulterated/ defective 

products 

1Hour 
 

Bonifacio Corpuz 
Market Supervisor III 

Crisanto Rabang 
Market Inspector I 

Rosemarie Domingo 
Administrative Aide IV 

3. Report for confrontation and 
resolution of the complaint at the 

 
 

10 Minutes Bonifacio Corpuz 
Market Supervisor III 
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Vigan Public Market Office  Crisanto Rabang 
Market Inspector I 

Rosemarie Domingo 
Administrative Aide IV 

Accomplish Client Feedback Form & drop at designated drop box infront of the City Public Market Office. 

TOTAL RESPONSE TIME: 1 Hour & 13 Minutes 

 
 

VIGAN CITY ABBATOIR 
 

 
The Facility is the main 
source of meat that is 
processed as Vigan 
longganiza and bagnet. 
It ensures the steady 
supply of meat for 
consumers from Vigan 
and its neighboring 
towns. 
 
This vintage abbatoir 
houses state of the art 
butchering equipment 
and is also a laboratory 
for aspiring butchers 
enrolled in the City’s 
Eskwela delos 
Mataderos.     

LOCATION MAP: 
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For more information, please contact  the City Slaughterhouse Master 

 
A. INSPECTION AND CORAL OF FOOD ANIMALS PRIOR TO SLAUGHTER (ANTE-MORTEM INSPECTION) 
THE SERVICE: 

Ante mortem inspection is a service of the Slaughterhouse 
 

PLEASE FOLLOW THESE STEPS YOU WILL NEED TO PRESENT/PAY 
IT WILL TAKE 

YOU 
PLEASE 

APPROACH 

1. Present the animal to the 
slaughterhouse 

  Arnulfo Quitoriano 
Slaughterhouse 

Master III 
Michael Arce 

Administrative Aide I 

2.  Inform the Deputized Meat 
Inspection Officer of the origin of 
the animal.  

 

If the animal originates from outside Ilocos 
Sur 
a. Shipping permits 
b.  Veterinary Health Certificate. 

3 Minutes 
 
 

Arnulfo Quitoriano 
Slaughterhouse 

Master III 
 

3. In case of Large Cattle submit 
documents for verification 

a. Shipping permit 
b. Veterinary Health Certificate. 
c. Cert. of Ownership or Cert. of 

Transfer 

2 Minutes 
 
 

Arnulfo Quitoriano 
Slaughterhouse 

Master III 
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4. Wait for the inspection of the 
Animals. 
The City Slaughterhouse master 
shall conduct inspection of 
animals 

 1 Minute/Animal 
 
 

Arnulfo Quitoriano 
Slaughterhouse 

Master III 

5. Leave animals in the coral for 
quarantine purposes  
 

 8 Hours Michael Arce 
Administrative Aide I 

Antero Arcena 
Administrative Aide I 

Accomplish Client Feedback Form & drop at designated drop box infront of the Slaughterhouse Master Office. 

TOTAL RESPONSE TIME: 8 Hours & 6 Minutes 

 
B. INSPECTION AND BRANDING OF FOOD ANIMAL’S CARCASSES, ORGANS AND PARTS (POST-MORTEM EXAMINATION). 
THE SERVICE: 

After the slaughter of hogs and cattle, the Slaughterhouse Master inspect the food animal’s carcasses,organs and parts that 
it is not afflicted with any disease or fit for consumption. After which branding will ensue to show that the it is inspected and for the 
people to know that meat is safe when sold at the public market. 
 

PLEASE FOLLOW THESE STEPS YOU WILL NEED TO PRESENT/PAY 
IT WILL TAKE 

YOU 
PLEASE 

APPROACH 

1. Inform the Slaughterhouse Master 
for inspection and branding. 

 2 Minutes Arnulfo Quitoriano 
Slaughterhouse 

Master III 

2. Wait for the inspection and 
branding of the carcasses, organs 
and parts 

 3 Minutes Arnulfo Quitoriano 
Slaughterhouse 

Master III 

3. Pay the required fee  
 

Order of Payment 
Schedule of Fees: 
Hogs 

Ante Mortem - 5.00 

5 Minutes Rudivalente Rojas 
Revenue Collection 

Clerk I 
Arnulfo Quitoriano 
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Permit Fee - 10.00 
Slaughter Fee - 13.00   
Coral fee - 5.00 
Post Mortem Fee - 0.50c/kilo 

Catlle/Carabao 
Ante Mortem - 5.00 
Permit fee - 20.00 
Slaughter Fee - 22.00 
Coral Fee - 10.00 
Post Mortem Fee -0.75c/kilo 

Slaughterhouse 
Master III 

 

4. Get inspected meat Official receipt 1 Minute Rudivalente Rojas 
Revenue Collection 

Clerk I 
Arnulfo Quitoriano 
Slaughterhouse 

Master III 

Accomplish Client Feedback Form & drop at designated drop box infront of the Slaughterhouse Master Office. 

TOTAL RESPONSE TIME: 11 Minutes 
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C. ISSUANCE OF MEAT INSPECTION CERTIFICATE (MIC). 
THE SERVICE: 

This certificate is issued for the transport or transfer of meat/meat products to other provinces for proof of inspection that it is still 
fit for consumption on the date of inspection. 

It also certify that the products being certified were subjected to ante-mortem and post mortem veterinary inspection 
 

PLEASE FOLLOW THESE STEPS YOU WILL NEED TO PRESENT/PAY 
IT WILL TAKE 
YOU 

PLEASE 
APPROACH 

1. Fill up service data form  3 Minutes  

2. Present the meat/meat products 
and submit documents 

For meat/meat products for transport from 
Vigan to other province 
1. Meat/meat product 
 
For meat/meat products transported to 
Vigan and re-transporting it to other 
province 
1. Meat/meat product 
2. Previous Meat Inspection Certificate 

from point of origin 

1 Minutes Arnulfo Quitoriano 
Slaughterhouse 

Master III 

3. Wait for the product to be 
inspected and verification of 
documents 

 5 Minutes or may 
vary depending on 
the volume of the 

products 

Arnulfo Quitoriano 
Slaughterhouse 

Master III 

4. Wait for the preparation and 
release of the Meat Inspection 
Certificate 

 5 Minutes Arnulfo Quitoriano 
Slaughterhouse 

Master III 

5. Sign the certificate of Meat 
Inspection  

 1 Minute  

6. Get approved Meat Inspection 
Certificate 

 1 Minute Arnulfo Quitoriano 
Slaughterhouse 
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Master III 

Accomplish Client Feedback Form & drop at designated drop box infront of the Slaughterhouse Master Office. 

TOTAL RESPONSE TIME: 16 Minutes 

 
D. ISSUANCE OF CERTIFICATE OF OWNERSHIP AND BRANDING OF LARGE CATTLE.  
THE SERVICE: 

The owner of a large cattle is required to register the cattle with the City Treasurer through the slaughterhouse Master for which 
certificate of ownership shall be issued prior to slaughtering.  

This office likewise provide services of branding of large cattle. 
 

PLEASE FOLLOW THESE STEPS YOU WILL NEED TO PRESENT/PAY 
IT WILL TAKE 
YOU 

PLEASE 
APPROACH 

1. Present the animal to the 
Slaughterhouse Master 

 Certification of ownership from the 
Barangay 

2 Minutes Arnulfo Quitoriano 
Slaughterhouse 

Master III 

2. Pay necessary fees Order payment  
Schedule of Fees: 

Certificate of Ownership – P20.00 
Registration Fee – P15.00 
Branding Fee – P20.00 
Livestock Fee – P5.00 

2 Minutes Arnulfo Quitoriano 
Slaughterhouse 

Master III 
Rudivalente Rojas 
Revenue Collection 

Clerk I 
 

3. Wait for the branding and 
Certificate of ownership 

Official Receipt 20 Minutes Arnulfo Quitoriano 
Slaughterhouse 

Master III 
Michael Arce 
Admin. Aide I 
Antero Arcena 
Admin. Aide I 

4. Sign the certificate   1 Minute  
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5. Get approved certificate of 
ownership 

 1 Minute Arnulfo Quitoriano 
Slaughterhouse 

Master III 
Rudivalente Rojas 
Revenue Collection 

Clerk I 
 

Accomplish Client Feedback Form & drop at designated drop box infront of the Slaughterhouse Master Office. 

TOTAL RESPONSE TIME: 26 Minutes 

 
E. ISSUANCE OF CERTIFICATE OF TRANSFER OF OWNERSHIP OF LARGE CATTLE 
THE SERVICE: 

Transfer of large cattle shall also be registered so that ownership shall be transferred from the original owner. Fees are 
collected for these purposes. 
 

PLEASE FOLLOW THESE STEPS YOU WILL NEED TO PRESENT/PAY 
IT WILL TAKE 
YOU 

PLEASE APPROACH 

1. Sign Client Log Book  3 Minutes  

2. Submit documents Certificate of Ownership 1 Minute Arnulfo Quitoriano 
Slaughterhouse 

Master III 
 

3. Wait for the verification of 
documents and preparation of 
Certificate of Transfer 

 2 Minute Arnulfo Quitoriano 
Slaughterhouse 

Master III 
 

4. Pay transfer fee Transfer fee P20.00 1 Minute Arnulfo Quitoriano 
Slaughterhouse 

Master III 
Rudivalente Rojas 
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Revenue Collection 
Clerk I 

5. Sign the certificate  1 Minute  

6. Get Certificate of Transfer of 
Ownership 

 1 Minute Arnulfo Quitoriano 
Slaughterhouse 

Master III 
Rudivalente Rojas 
Revenue Collection 

Clerk I 

Accomplish Client Feedback Form & drop at designated drop box infront of City Public Relations & Information Office at 
Vigan City Hall. 

TOTAL RESPONSE TIME: 9 Minutes 

 
F. CONSUMERS WELFARE 
THE SERVICE: 

Persons with problems of lost cattle often inform the Slaughterhouse master so that in case the cattle would be presented 
for slaughter the same can be abated and the real owner be notified. 
This service also resolve issues regarding meat products that were bought which were found not fit for consumption. 
 

PLEASE FOLLOW THESE STEPS YOU WILL NEED TO PRESENT/PAY IT WILL TAKE YOU PLEASE APPROACH 

1. Sign Client Log Book  3 Minutes  

2. Inform the slaughterhouse master of the 
nature of the complaint 

Certificate of 
Ownership 

5 Minutes or it may 
vary depending on the 
nature of the complaint 

Arnulfo Quitoriano 
Slaughterhouse Master III 

Rudivalente Rojas 
Revenue Collection Clerk I 

3. Wait for the verification and resolution of the 
complaint  

  Arnulfo Quitoriano 
Slaughterhouse Master III 

Rudivalente Rojas 
Revenue Collection Clerk I 

4. Formal confrontation if there exist a prima  1 Day Arnulfo Quitoriano 
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facie  case regarding the complaint Slaughterhouse Master III 
Rudivalente Rojas 

Revenue Collection Clerk I 

5. Wait for the resolution of the case   1 Day Arnulfo Quitoriano 
Slaughterhouse Master III 

Rudivalente Rojas 
Revenue Collection Clerk I 

Accomplish Client Feedback Form & drop at designated drop box infront of City Public Relations & Information Office at Vigan City Hall. 

TOTAL RESPONSE TIME: 2 Days 
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OFFICE OF THE SANGGUNIANG PANLUNGSOD 

 
          The Sangguniang 
Panlungsod as the legislative 
body of the city, enacts 
ordinances and resolution and 
appropriate funds for the general 
welfare of the city. 
         The Local Government 
Code of 1991 also empowers the 
Sangguniang Panlungsod to 
regulate the operations of 
tricycles and grant franchises for 
their operations.  
 
 

LOCATIONAL MAP: 
Second Floor 

B
A

L
C

O
N

Y

BALCONY BALCONY BALCONY BALCONY BALCONY

A B C HALL W/ D I L G

C
 O

 R
 R

 I
 D

 O
 R

COA
ACCOUNTING

OFFICE
OFFICE

C O R R I D O R

L
A

N
D

IN
G

DN

TOILET HE

LIBRARY

SESSION HALL

C P D O

TOILET SHE

BUDGET OFFICE

LOBBY / LOUNGE

STAFF AREA

DN

STAFF AREA
STAFF AREA

MAYOR'S

OFFICE

CONFERENCE 

ROOM

PANTRY TOILET

LANDING

TOILET

TOILET

TOILET

VICE - MAYOR'S

OFFICE

BURGOS STREET

Q
U

E
Z

O
N

 A
V

E
N

U
E

 
 

For more information, please contact Office of the Sangguniang Panlungsod ▪ Tel. Nos. (077) 
722-8771-75 loc. 206/(077)722-3762 

 
A. PROCESSING OF RENEWAL/CHANGE MOTOR AND TRANSFER OF OWNERSHIP OF TRICYCLE FRANCHISE 
THE SERVICE: 

The Office processes renewal, change motor and transfer of ownership for tricycle-for-hire plying within Vigan. Tricycle 
franchise must be renewed every three years 

PLEASE FOLLOW THESE STEPS 
YOU WILL NEED TO 

PRESENT/PAY 
IT WILL TAKE 

YOU 
PLEASE 

APPROACH 

1. Sign in Client LogBook  3 Minutes Erlyn Albille 
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 Administrative Aide III 
Lydia Castaneda 

Administrative Aide III 

2. Submit duly filled-up application form 
and requirements for review. 

Accomplished application form by the 
operator, duly notarized and the 
following: 
RENEWAL: 
a. Barangay  Clearance 
b. Community Tax Certificate 

(cedula) 
c. Previous Mayor’s Permit 

(Original) 
d. Previous Franchise (Original) 
e. Professional Driver’s license 

(Xerox copy) 
f. Official Receipt/Certificate of 

Registration of motorcycle 
(Original & Xerox) 

g. Picture of operator & Driver 
(2x2) 

CHANGE MOTOR: 
a. Items a to g of renewal 
b. Official Receipt/Certificate of 

Registration of motorcycle (old 
& new) (original & Xerox) 

TRANSFER: 
a. Items a to e of renewal 
b. Item b of change motor 
c. Deed of Absolute Sale/Donation 
(Note: Transfer should be whole unit 
(motorcycle and sidecar). Body 

10 Minutes 
 

For Change motor 
and Transfer 

Elizabeth Quimin 
Community Affairs  

Assistant I 
For Renewal  

Erlyn Albille 
Administrative Aide III 
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number transfer is prohibited) 
d. Franchise Surrender Form 
e. Body number must be 

surrendered  
f. Item g of renewal 

3. Wait for the preparation of the 
franchise and get order of payment 

 

Schedule of fees 
Renewal Fee - P325.00 
 (Franchise Fee 
 P250 + Service Fee P75)   
Transfer Fee – P1,000.00 
(Transfer w/n 1st degree of  
consanguinity or affinity – Exempt) 

2 Minutes Erlyn Albille 
Administrative Aide III 

Lydia Castaneda 
Administrative Aide III 

4. Pay the required of fees at the City 
Treasury Office 

Order of payment  
 

5 Minutes Corazon Pe Benito 
Local Treasury 
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 Collection  
Officer II 

Antonia Aquino 
Revenue Collection 

Clerk II 

5. Wait for review, approval and signing 
of Franchise by the Committee on 
Transportation 

 

Official receipt 
 

1 Day Everin Molina  
City Councilor or 
Benedicto Jose 

Verzosa  
City Councilor or 
Loreto Quibilan 
City Councilor 

6. Return after 1 day and get order of 
payment while the Clearance is 
prepared 

Note: Skip step 6,7 and 8  for renewal 
and change motor 

Clearance Fee P50 1 Minute/ franchise 
 
 
 

Erlyn Albille 
Administrative Aide III 

Lydia Castaneda 
Administrative Aide III  

7. Pay the required fees at the 
Treasurer’s Office 

 

Order of payment 5 Minutes Corazon Pe Benito 
Local Treasury 

Collection Officer II 
Antonia Aquino 

Revenue Collection 
Clerk II 

8. Wait for the Approval of Clearance and 
afterwhich get clearance, then proceed 
to the Land Transportation Office and 
have the new motorcycle be converted 
into tricycle-for-hire 

 

Official Receipt 1 Minute Francisco P. 
Ranches 

City Vice -Mayor 
or 

Jayson P. Avila   
Sangguniang 
Panlungsod 
Secretary 
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9. Get clearance and/or franchise  
 

 
                                                          

Official Receipt  
Official Registration from LTO 
(original and Xerox) and Official 
Receipt  

1 Minute Ma. Angelita 
Asuncion 

Administrative Aide 
VI 

Erlyn  Abille 
Administrative Aide III 

Accomplish Client Feedback Form & drop at designated drop box infront of City Public Relations & Information Office at 
Vigan City Hall.. 

TOTAL RESPONSE TIME: 1 Day & 28 minutes 

 
B. LEGISLATIVE ENACTMENT SERVICES 
THE SERVICE:  

The Sangguniang Panlungsod under the RA 7160 is authorized to approve of legislative measures for private purposes 
such as: 

1) Issuance of authority to construct/install cell site (CS)  
2) Issuance of legislative resolution to bury remains of dead persons in private cemetery (PC) 
3) Issuance  of legislative endorsement for the issuance of Environmental Compliance Certificate (ECC) to DENR 
4) Accreditation of  Non-government organization (NGO) 
5) Land Conversion   

a) when the land ceases to be economically feasible and sound agricultural purposes as determined by the Department of 
Agriculture. 
b) where the land shall have substantially greater economic value for residential, commercial, or industrial purposed as 
determined by the Sanggunian (Section 20 RA 7160). 

 

PLEASE FOLLOW THESE STEPS 
YOU WILL NEED TO 

PRESENT/PAY 
IT WILL TAKE 

YOU 
PLEASE APPROACH 

1. Sign Client Logbook  3 Minutes Sheila Geneveve Llanes 
Community Affairs 

Assistant 
Ma. Angelita Asuncion 
Administrative Aide VI 
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2. Submit requirements for review Letter for legislative actions and the 
following: 
Cellsite 
a. Tax declaration of the 

proposed site and Title 
b. Affidavit of undertaking 
c. structural blue print of the 

antennae 
d. Department of Health 

certification 
e. Air Transportation Office 

clearance 
f. Barangay resolution endorsing 

the proposed cellsite, minutes 
of the meeting, and attendance 
sheet  
(certified Xerox copy) 

g. Neighbors’ consent within 50 
meter radius from the 
proposed cell site 

NGO Accreditation (New or 
Renewal) 
1. Constitution and By Laws 

(Xerox copy) 
2. list of Officers and members 
3. Current Financial statements. 
d. Duly accomplished 

application form 
Environmental Compliance 
Certificate (ECC) endorsement 
a. Locational Clearance from 

5 Minutes Ma. Angelita Asuncion 
Administrative Aide VI 

Jayson P. Avila 
Sangguniang 

Panlungsod  Secretary 



228  

 

Housing and Land Use 
Regulatory Board 

b. Initial Environmental 
Examination Report  

c. City Environment and Natural 
Resources Office assessment 
and recommendation report 

Private Cemetery 
a. Request letter 
b. Title  or Tax declaration of the 

property 
c. Architectural drawing 
d. Barangay Resolution 

endorsing the putting up of 
private cemetery 

e. Sanitary Permit 
Conversion of Lands  
a. Request letter 
Title  or Tax declaration of the 
property 
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4. Wait for Legislative Actions: 
Application letter will be placed in the 
Order of Business under 
Communications for referral to the 
proper Committee. 
 
The Committee/s will conduct public 
hearing and will render/s Committee 
report/s.  
 
A favorable endorsement of the 
Committee/s follows the filing of the draft 
resolution for first reading. Get order of 
payment. 

Order of payment slip 
 
 

 
 

2 City Council 
Sessions 

 
Girlie Pinol 

Administrative Aide IV 
 

Jayson P. Avila 
Sangguniang 

Panlungsod Secretary 
 

The Committee/s to 
which the request was 

referred 

5. Pay the required fee at the City 
Treasury Office upon the filing of the 
draft resolution on the first reading 

Legislative processing fee  
P 3,000.00 

5 Minutes Corazon Pe Benito 
Local Treasury 

Operations   Officer II 
Antonia Aquino 

Revenue Collection 
Clerk II 

5.  Wait for approval of the resolution on the 
second and third reading 

 2 City Council 
Sessions 

 

6. Wait for the Resolution of 
endorsement/accreditation to be signed 
by the Vice Mayor and the City Council 
Members; attested by the Secretary; 
approved by the Mayor 

 15 working Days Ma. Angelita Asuncion 
Administrative Aide VI 

Jayson P. Avila 
Sangguniang 

Panlungsod Secretary 
Felipe dela Cruz 

Administrative Aide II 
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7. Get approved resolution 
 
 

 1 Minute Ma. Angelita Asuncion 
Administrative Aide VI 

Jayson P. Avila 
Sangguniang 

Panlungsod Secretary 

Accomplish Client Feedback Form & drop at designated drop box infront of City Public Relations & Information Office at 
Vigan City Hall. 

TOTAL RESPONSE TIME: 4 City Council Session, 15 working Days and 10 minutes 

 
C. ISSUANCE OF CERTIFIED TRUE COPIES OF CITY COUNCIL DOCUMENTS. 
THE SERVICE: 
The public may request for certified true copies of City council Ordinances and resolution, minutes from the Sangguniang Panlungsod 
 

PLEASE FOLLOW THESE STEPS 
YOU WILL NEED TO 

PRESENT/PAY 
IT WILL TAKE 

YOU 
PLEASE APPROACH 

1. Sign in Client LogBook  3 Minutes Ma. Angelita Asuncion 
Administrative Aide VI 

Sheila Llanes 
Community Affairs 

Assistant I 
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6.  Wait for the documents to be 
researched and get order of payment 

P5.00 per page – photocopy/hard 
copy 
P15.00 – CD Form 

10 Minutes Ma. Angelita Asuncion 
Administrative Aide VI 

Ema Tugade 
Legislative Researcher 

7. Pay the required fees 
at the City Treasury Office  

Order of Payment 
 

5 Minutes Corazon Pe Benito 
Local Revenue 

Collection Officer II 
Antonia Aquino 

Revenue Collection 
Clerk I 

5.   Get  documents Official receipt 1 Minute Ma. Angelita Asuncion 
Administrative Aide VI 

Ema Tugade 
Legislative Researcher 

Accomplish Client Feedback Form & drop at designated drop box infront of City Public Relations & Information Office at 
Vigan City Hall. 

TOTAL RESPONSE TIME: 19 Minutes may vary depending on volume of transactions & availability of equipments 
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VIGAN PUBLIC BUS/JEEPNEY TERMINAL & MARKET ANNEX 
 

 LOCATION MAP: 
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For more information, please contact Market Supervisor 

 
A. ISSUANCE OF LOCATIONAL CLEARANCE FOR BUSES  
THE SERVICE: 
      The Office issues locational clearance for renewal of franchise as required by the Land Transportation Franchising and 
Regulatory Board (L.T.F.R.B.). 
 

PLEASE FOLLOW THESE STEPS YOU WILL NEED TO PRESENT/PAY 
IT WILL TAKE 

YOU 
PLEASE APPROACH 
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1. Register in the client log book  1 Minute Veneranda Robiñol 
Revenue Collection Clerk I 

Eva Jayne Afroilan 
Revenue Collection Clerk I 

2. Present pertinent papers for 
review 

a. Bus Registration 
b. Approved franchise from L.T.F.R.B. 
c. Mayor’s permit to operate within the 

city  

5 Minutes 
 

Veneranda Robiñol 
Revenue Collection Clerk I 

Eva Jayne Afroilan 
Revenue Collection Clerk I 

Edmund Ayco 
Market Supervisor II 

3. Pay the required fee P 50.00 1 Minute Veneranda Robiñol 
Revenue Collection Clerk I 

Eva Jayne Afroilan 
Revenue Collection Clerk I 

4. Wait for the Processing of the  
     Clearance 

 2 Minutes 

5. Get Clearance Official Receipt 1 Minute 

Accomplish Client Feedback Form & drop at designated drop box at the Dispatcher’s Booth. 

TOTAL RESPONSE TIME: 11 Minutes 

 
B. COLLECTION OF PARKING FEE AT THE VIGAN PUBLIC MARKET ANNEX AND TERMINAL 
THE SERVICE: 

The facility is a centralized parking area for public utility vehicles. It is a means to decongest the streets of vehicles for the 
convenience of the public. 
 

PLEASE FOLLOW THESE STEPS YOU WILL NEED TO PRESENT/PAY 
IT WILL TAKE 

YOU 
PLEASE APPROACH 

1. Register your vehicle to the 
assigned Terminal Collector 
(first come first serve basis)  

 
Vehicle 
                 
 

 
1 Minute 

 
 

Fortunie Absolor 
Administrative Aide I 

Dominador Giron 
Administrative Aide I 

2. Park at the loading deck Buses bound for Laoag, San. Fernando 
Buses bound for Bangued 

15 Minutes 
45 Minutes 

Fortunie Absolor 
Administrative Aide I 
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Jeepneys        10-15 Minutes Dominador Giron 
Administrative Aide I 

3. Pay parking fee before 
departure 
 
 
 
 
 
 
 

 

P30.00/Trip - (Buses bound for Laoag, Sn. 
Fernando) 

P20.00/Trip - (Buses bound for Bangued) 
P6.00/Trip- (for Jeepneys)        
 
 

1 Minute 
 

Fortunie Absolor 
Administrative Aide I 

Dominador Giron 
Administrative Aide I 

Percie Gonzales 
Revenue Collection Clerk I 

Balbin Agcarao 
Administrative Aide I 

Madeline Oliva 
Administrative Aide I 
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4. Present exit pass Cash tickets  Percie Gonzales 
Revenue Collection Clerk 

I 
Balbin Agcarao 

Administrative Aide I 
Madeline Oliva 

Administrative Aide I 

Accomplish Client Feedback Form & drop at designated drop box at the Dispatcher’s Booth. 

TOTAL RESPONSE TIME:  1 Hour 

  
C. PROCESSING OF APPLICATIONS FOR STALLS 
THE SERVICE: 

In consonance with the thrust of the City Government to strengthen trade and commerce, it   offers commercial spaces for 
lease at the Vigan Public Market Annex and Terminal. 
 

PLEASE FOLLOW THESE STEPS YOU WILL NEED TO PRESENT/PAY 
IT WILL TAKE 

YOU 
PLEASE APPROACH 

1. Sign in Client Log Book  
 
 
 

3 Minutes 
 
 

Veneranda Robiñol 
Revenue Collection Clerk I 

Eva Jayne Afroilan 
Revenue Collection Clerk I 

2. Secure and accomplish  
application form to lease a market 
stall 

Applicants: 
Police clearance 
Residence certificate 
Medical clearance 
4 pcs – 2x2 picture 
Duly notarized application form 
Additional Requirements for Old 
Occupants: 

10 Minutes Veneranda Robiñol 
Revenue Collection Clerk I 

Eva Jayne Afroilan 
Revenue Collection Clerk I 

Edmund Ayco 
Market Supervisor II 
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Surrender Letter of Occupant 
retirement of mayors permit  
certification of no liability from market 

& treasurer’s office 

3. Wait for the approval of 
application (you will be notified by 
the market supervisor) 

 3 Days  

4. Pay stall deposit 
 

P2,000.00/square  meter (Refundable 
upon surrender of the stall less 
damages and delinquent payments) 

2 Minutes 
 

Eva Jayne Afroilan 
Revenue Collection Clerk I 

Veneranda Robiñol 
Revenue Collection Clerk I 

5. Get notice of Award of market 
stall and sign Contract of Lease 

 15 Minutes Edmund Ayco 
Market Supervisor II 

Accomplish Client Feedback Form & drop at designated drop box at the Dispatcher’s Booth. 

TOTAL RESPONSE TIME:  3 Days & 30 Minutes 
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OLD VIGAN PUBLIC MARKET TERMINAL 
 
 

 LOCATION MAP: 

N
O

R
TH

 
 

For more information, please contact  Market Supervisor  

 
D. COLLECTION OF PARKING FEE AT THE OLD PUBLIC MARKET (QUEZON AVENUE) 
THE SERVICE: 
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The facility is a parking area for tricycle-for-hire and private vehicles. It is a means to decongest the streets of vehicles for 
the convenience of the public.  The parking fee for tricycle-for-hire shall be on daily basis while parking fee for private vehicle is per 
entrance. 

 

PLEASE FOLLOW THESE STEPS 
YOU WILL NEED TO 

PRESENT/PAY 
IT WILL TAKE 

YOU 
PLEASE 

APPROACH 

1. Register your vehicle  Vehicle 
 
 

3 Minute Luis Rayray 
Administrative Aide I 

Marlon Mandac 
Administrative Aide I 

2. Pay parking fee a. Tricycle for hire – P2.00/day 
b. Cars/Jeepney/ Light Utility  

Vehicle – P5.00/Entrance 
b. c) Delivery Trucks/Vans –  

P10.00/Entrance 

2 Minute Luis Rayray 
Administrative Aide I 

Marlon Mandac 
Administrative Aide I 

 

Accomplish Client Feedback Form & drop at designated drop box at the Ticketing Booth. 

TOTAL RESPONSE TIME: 5 Minutes 

HERITAGE FITNESS GYM 
 

 LOCATION MAP: 
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For more information, please contact  Gym Instructor 

 
E.  USE OF FACILITIES AT THE HERITAGE FITNESS GYM 
THE SERVICE: 

Recognizing the importance of physical fitness in the attainment of development, the City Government provides low cost 
gym facilities/activities through the Heritage Fitness Gym.  
 

PLEASE FOLLOW THESE STEPS YOU WILL NEED TO PRESENT/PAY 
IT WILL TAKE 

YOU 
PLEASE APPROACH 

1. Sign in Client Logbook  3 Minutes Rodel Ablog 
Administrative Aide I 

2. Approach the Gym Instructor for 
interview (Health Condition) 

 5 Minutes Rodel Ablog 
Administrative Aide I 

3. Pay the required fee 
 

P 15.00/session for members 
P 25.00/session for non-  members 
(SK, Senior Citizen are exempted from 

2 Minutes Rodel Ablog 
Administrative Aide I 
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payment provided that they will present 
their valid ID’s) 

Accomplish Client Feedback Form & drop at designated drop box inside the gym. 

TOTAL RESPONSE TIME: 10 Minutes 
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PRODUCTIVITY CENTER 
 

 LOCATION MAP: 
 

AIRPORT ROADTO VIGAN AIRPORT TO POBLACION

RIC BUILDING

PRODUCTIVITY OFFICE

BRGY. AYUSAN SUR

NORTH

 
 

For more information, please contact Manpower Development Office ▪ Tel. No. (077) 722-6532 

 
A. PROVISION OF TECHNICAL ASSISTANCE ON THE DESIGN AND PRODUCTION OF VIGAN SOUVENIR ITEMS  
THE SERVICE:  

As Vigan has already established a reputation of being a popular tourist  destination, there has been a demand for souvenir 
materials with Vigan imprints. The City Productivity Center has been created  as a research and development center of  souvenir 
items made of indigenous materials. It makes available technical assistance and information to students, artists   and entrepreneurs 
interested in the Craft,  

 

PLEASE FOLLOW THESE STEPS YOU WILL NEED TO 
PRESENT/PAY 

IT WILL TAKE 
YOU 

PLEASE APPROACH 

1. Fill-up service data form Valid Identification Card 
 

3 Minutes Estrelita Camarillo 
Administrative Aide IV 

2. Undergo orientation/ 
demonstration/hands on processing  

 30 Minutes – 1 
Hour 

Harold de la Cruz 
Manpower Development 
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  Officer II 
Simeon Delgado 

Handicraft Worker II 

Accomplish Client Feedback Form & drop at designated drop box inside the Productivity Center. 

TOTAL RESPONSE TIME: 1Hour and 33 Minutes 

The City Productivity Center also produces customized souvenir items for special occasions; and sells the following Vigan 
souvenir crafts:  

 
Proposed price list for ceramics products: 

 Description Price/piece 

   

Vigan House w/ light       220.00  

 big         80.00  

 small         50.00  

leaf ceramics glossy      200.00  

Hot plate stand glossy        150.00  

lampshade stand         150.00  

Nightingale lamp         120.00  

Nursing Bust         120.00  

Madonna & Child         120.00  

Mug Cathedral       100.00  

 Crisologo       100.00  

Cookie Jar w/    Cover site imprints      300.00  

Cookie jar w/ Cover glossy      300.00  

 plain      300.00  

Plate w/ imprints big       100.00  

 medium         80.00  

 small         50.00  

Jar w/ imprints Big       250.00  

 Medium      200.00  

 small         20.00  
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* (50% down payment for ordered items) 
 
 
 
 

key chain  w/ imprints          25.00  

ashtray shell type         40.00  

 ordinary         30.00  

Glass w/ imprint         50.00  

 shot         20.00  

figurines w/ decal prints glass          10.00  

( or as ordered designs) copita          15.00  

(min. order of 100pcs) bells         40.00  
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CITY PUBLIC SAFETY DIVISION 
 

 
 This Division under 
the Office of the City Mayor 
oversees the implementation of 
rules and regulations that 
augment the efforts of the police 
force.  Its tasks include traffic 
management and security of 
City Government facilities.  It 
also recommends measures 
that will enhance public safety, 
peace and order in the City. 

LOCATION MAP: 
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For more information, please contact City Public Safety Division ▪ Tel. Nos. (077) 722-8771-75 
loc. 116 

 
A. RELEASE OF IMPOUNDED VEHICLES AND CONFISCATED DRIVERS LICENSE FOR VIOLATION OF TRAFFIC RULES 

AND REGULATIONS/AND GOODS OF ILLEGAL PEDDLERS 
THE SERVICE: 

This service will provide the procedure in the release of impounded vehicles and confiscated drivers license for violation of 
traffic rules and regulations.  It also provides for release of goods confiscated in violation of rules and regulations relative to ambulant 
and transient vendors.   
 

PLEASE FOLLOW THESE STEPS YOU WILL NEED TO PRESENT/PAY IT WILL TAKE YOU PLEASE APPROACH 

1. Sign Client Log Book   Citation ticket 5 Minutes Jennifer Racsa 
Traffic Aide I 
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Jeffrey Maru Fernando 
Administrative Aide III 

2. Proceed to Treasurer’s Office to pay penalties 
or fine.  

Order of Payment 
Colorum Tricycles: 
1st Offense – 250.00 & 5 days impoundment 
2nd Offense – 500.00 & 10 days impoundment 
3rd Offense – 750.00 & 15 days impoundment 

5 Minutes Corazon Pe Benito 
Local Treasury Operations 

Officer II 
 

3. Redeem  impounded vehicle/ confiscated 
driver’s license/goods  

Official Receipt  5 Minutes Jennifer Racsa 
Traffic Aide I 

Jeffrey Maru Fernando 
Administrative Aide III 

Accomplish Client Feedback Form & drop at designated drop box infront of City Public Relations & Information Office at Vigan City Hall. 

TOTAL RESPONSE TIME: 15 Minutes 

 
 
B. RESPONDING TO COMPLAINTS ON VIOLATIONS OF PASSENGERS’ RIGHTS  
THE SERVICE 
 This service shall address complaints against erring tricycle drivers for violation of ordinances, rules and regulations rela tive 
to traffic rules and regulations as well as rights of passengers. 
 

PLEASE FOLLOW THESE STEPS YOU WILL NEED TO PRESENT/PAY IT WILL TAKE 
YOU 

PLEASE APPROACH 

1. Fill-up complaint form Accomplished complaint form 3 Minutes Nearest Traffic Aide/ 
any Public Safety 

Office Staff 

2. Wait for response (Traffic Aides 
coordinate through radio, cellphone for 
the apprehension of violator 

 variable  

3.  Report for identification/ confrontation 
and resolution at the Public Safety 
Office 

  Jennifer Racsa 
Traffic Aide I 

SPOIV Edwin Arde 
Chief Traffic Enforcer 

Accomplish Client Feedback Form & drop at designated drop box infront of City Public Relations & Information Office at 



248  

 

Vigan City Hall. 

TOTAL RESPONSE TIME: 2 Hours and 3 minutes 

 
C. INSPECTION OF TRICYCLE-FOR-HIRE, PUBLIC UTILITY VEHICLES & CALESA 
 

PLEASE FOLLOW THESE STEP YOU WILL NEED TO PRESENT/PAY  IT WILL TAKE 
YOU 

PLEASE 
APPROACH 

1. Sign in Client Log Book Accomplished application form  3 Minutes  
 
 
 
 
 

Jennifer Racsa 
Traffic Aide I 
Jeffrey Maru 

Fernando 
Administrative Aide I 

2. Undergo vehicle or Calesa Inspection Vehicle or Calesa complete with: 
Tricycle 
a. muffler/silencer 
b. seminar on all traffic ordinances, 

rules and regulations 
c. professional drivers license 
d. horn; flashers, stop light 
e. trash can inside the  sidecar 
f. light inside the  sidecar 
g. Medical Clearance 

Calesa: 
a. road worthiness 
b. calesa lantern/lamp 
c. receptacles for horse manure 
d. wheel cover  
e. 2x2 reflectorized red sticker 
f. cleaning kit 
g. rope for the wheel 
h. Medical Clearance 

Jeepney/Bus: 
a. horn, flashers, stoplight 
b. trashcan 
c. Professional Driver’s License 
d. Medical Clerance 

15 Minutes 

3. Wait for issuance of report of inspection.  2 Minutes SPOIV Eduardo 
Arde 
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4. Pay the required fees at the City Treasury 
Office and return to Business Permit & 
Licensing Office 

Duly accomplished application form  
Order of Payment 

5 Minutes Corazon Pe Benito 
Local Treasury 

Operations Officer II 

Accomplish Client Feedback Form & drop at designated drop box infront of City Public Relations & Information Office at 
Vigan City Hall. 

TOTAL RESPONSE TIME: 25 Minutes 



250  

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 251 

 

 
 
 
 
 
 
 

CITY HUMAN RESOURCE MANAGEMENT OFFICE 
 
 

        
 The office is in charge of personnel management 
and records keeping in accordance with the constitutional 
provisions on civil service, pertinent laws, rules and 
regulations thereon, including implementation of personnel 
mechanisms, policies, guidelines and standards as the 
Civil service Commission may establish. 

LOCATIONAL MAP: 
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For more information, please contact the City Human Resource Management Office  ▪ Tel. Nos. (077) 
722-8771-75 loc. 208 
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A. PROCESSING OF APPLICATION FOR LEAVE OF ABSENCES 
THE SERVICE: 
 Permanent, temporary, casual, contractual and elective city government officials and employees are entitled to vacation, 
sick leave and other privilege leave. 
 Employee accrue leave credits (1.25 days each for vacation and sick leave every month). 
 Actual leaves are deducted from these leave credits. If an employee’s leave period exceeds the accrued credits, he/she will 
not be entitled to pay for the excess. 
 Applications for vacation leave, if possible, must be filed at least 5 days before the leave. For sick leaves, the application 
must be filed immediately upon return of the employee to work. 
  
 

PLEASE FOLLOW THESE STEPS YOU WILL NEED TO PRESENT/PAY IT WILL TAKE 
YOU 

PLEASE APPROACH 

1. Fill up Application for Leave Form 
and have it approved by your 
supervisor 

2 copies of Application for Leave Form 
(CSC Form #6, Revised 1984)   

2. Submit the accomplished form for 
processing  
Supervising Administrative Officer 
or Administrative Assistant II in the 
absence of the latter, review & 
approves the computation on the 
Application for leave 

a. Medical Certificate for sick leave 
exceeding 3 days 

b.  Clearance from Money or 
Property Accountability if leave 
will last for 30 calendar days or 
more 

18 Minutes Mary Fe C. Alicante 
Librarian Aide 

Marissa C. Pajar 
AdminIstrative Aide III 

Patricia A. Alones 
Administrative Assistant II  

Alexander S. Somera 
Supervising Administrative 

Officer  

3. Get Approved Application for 
Leave  

 
 

2 Minutes Mary Fe C. Alicante 
Librarian Aide 

Marissa C. Pajar 
Administrative Aide III 

Accomplish Client Feedback Form & drop at designated drop box infront of City Public Relations & Information Office at 
Vigan City Hall. 

TOTAL RESPONSE TIME: 20 Minutes 

 
B. APPLYING FOR A JOB WITH THE CITY GOVERNMENT 
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THE SERVICE: 
Application for work at the City Government of Vigan is open to anyone particularly bonafide residents provided that the 

applicant meets the qualifications required for the job opening. 
Job openings are posted at the City Hall bulletin boards, at the HRMO and also published at the Civi l Service Commission 

(CSC) Ilocos Sur Provincial Field Office I Bulletin of Vacant Positions. Applications should be submitted to the HRMO. 
A Personnel Selection Board (PSB) screens applicants particularly on promotion and permanent positions in the Planti lla. 

The PSB Members are: 
- The City Mayor or his duly authorized representative or the City Vice-Mayor if the vacancy is in the legislative 

branch (Chairman) 
- Sangguniang Panlungsod Member particularly the Chairman on Committee on Labor 
- Representative from the 1st Level Positions duly elected by general assembly 
- Representative from the 2nd Level Positions duly elected by general assembly 
- Representative from the City Organization of Vigan Employees (COVE) 
- Department Head of the department which has the vacancy 
- The Supervising Administrative Officer (HRMO IV) (ex-officio, Secretariat) 

PLEASE FOLLOW THESE STEPS YOU WILL NEED TO PRESENT/PAY IT WILL TAKE 
YOU 

PLEASE APPROACH 

1. Inquire/check for Job Vacancy at 
the:  

- Human Resource 
Management Office bulletin 
board 

- Civil Service Commission, 
Ilocos Sur Field Office 
bulletin board 

   

2. Submit Application  
a. Application Letter addressed to 

City Mayor or City Vice-Mayor 
b. Curriculum Vitae w/ 2x2 Picture 
c. Diploma 
d. Transcript of Records 
e. Certificates of Eligibility, if any 
f. Certificates of Trainings, if any 

2 Minutes 

Mary Fe C. Alicante 
Librarian Aide 

Marissa C. Pajar 
AdminIstrative.. Aide III 

Patricia A. Alones 
Administrative Assistant II  

Alexander S. Somera 
Supervising Administrative 

Officer  
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3. Undergo Preliminary Interview 
  

10 Minutes Alexander S. Somera 
Supervising Administrative 

Officer 

4. Wait for Notice of Screening    

5. Undergo Personnel Selection 
Board Screening  

 20 Minutes 
PERSONNEL SELECTION 

BOARD 

6. Wait for notification if you were 
selected by the Personnel 
Selection Board to fill the vacant 
position. 

  

Alexander S. Somera 
Supervising Administrative 

Officer 

Accomplish Client Feedback Form & drop at designated drop box infront of City Public Relations & Information Office at 
Vigan City Hall. 

TOTAL RESPONSE TIME: 32 Minutes may vary depending on the schedule of screening by the Personnel Selection Board 

 
C. ISSUANCE OF SERVICE RECORD, CERTIFICATE OF EMPLOYMENT & OTHER PERSONNEL RECORDS 
THE SERVICE: 

The city government employees and former employees may request the HRMO for copies of service records, certificates of 
employment and other certifications and personnel records. 

These are usually required for Salary loans and other forms of loans, Credit card applications, Step increments/promotions, 
Retirement and terminal leave purposes, Employment by other companies/agencies upon resignation from the city government, 
Benefit claims and Other purposes not mentioned herein. 
 

PLEASE FOLLOW THESE STEPS YOU WILL NEED TO PRESENT/PAY IT WILL TAKE 
YOU 

PLEASE APPROACH 

1. Sign Client Logbook  
 

 3 Minutes 
Human Resource 

Management Division Staff 

2. Wait for the Printing and signing of 
Records  

 6 Minutes 

Alexander S. Somera 
Supervising Administrative 

Officer 
Patricia A. Alones 

Administrative Assistant II 

3. Get Record  
 1 Minute  

Patricia A. Alones 
Administrative Assistant II 
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Alexander S. Somera 
Supervising Administrative 

Officer 

Accomplish Client Feedback Form & drop at designated drop box infront of City Public Relations & Information Office at 
Vigan City Hall. 

TOTAL RESPONSE TIME: 10 Minutes  

 
D. ISSUANCE OF APPOINTMENT PAPERS OF NEWLY HIRED AND PROMOTED PERSONNEL 
THE SERVICE: 

Appointment papers for newly hired employees, promoted employees and renewal of appointment for temporary, casual 
and contractual employees are prepared by the Supervising Administrative Officer (SAO/HRMO IV). 
 

PLEASE FOLLOW THESE STEPS YOU WILL NEED TO PRESENT/PAY IT WILL TAKE 
YOU 

PLEASE APPROACH 

1. Get Form 212 or Personal Data 
Sheet (PDS); Statement of Assets, 
Liabilities & Net Worth (SALN) 
Form; & Medical Certificate Form 
(CSC Form 211) from the Human 
Resource Management Office (For 
New/Promotion) and you will be 
instructed how to fill-up these 
forms. 

 15 Minutes 

Marissa C. Pajar 
Administrative Aide III  
Alexander S. Somera 

Supervising Administrative 
Officer 

2. Submit the duly accomplished 
forms under item #1 to the Human 
Resource Management Office 
(HRMO) for verification 

a. 3 copies NBI Clearance 
b. 3 copies of Certificate of 

Eligibility if needed 
c. 3 copies of Certificate of Training 

& Employment Experience if 
needed 

d. 1 xerox copy of Transcript of 
Records 

e. 1 xerox copy of Diploma 
f. Birth Certificate 
g. Other requirements as may be 

5 Minutes 
Alexander S. Somera 

Supervising Administrative 
Officer 
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deemed necessary  

3. Wait for the Preparation of 
Appointment Forms    29 Minutes 

Alexander S. Somera 
Supervising Administrative 

Officer 

4. Go to your supervisor for the 
signing of the Position Description 
Form  

Position Description Form (PDF) 3 Minutes Concerned Supervisor 

5. Go to the City Accounting Office 
for the signing of Certification of 
Availability of Fund for Allowances 
& Salary 

Certification Form 3 Minutes 
Ma. Fatima C. Antonio 

City Accountant I 

6. Have your appointment papers 
approved by the Mayor for those 
under the Executive Branch or the 
Vice Mayor for those under the 
Legislative Branch 

Appointment papers 5 Minutes 

Eva Marie S. Medina 
City Mayor 

 
Francisco P. Ranches, Jr. 

City Vice Mayor 

Accomplish Client Feedback Form & drop at designated drop box infront of City Public Relations & Information Office at 
Vigan City Hall. 

TOTAL RESPONSE TIME: 1 Hour 

 
E.  PROCESSING OF DOCUMENTS FOR GOVERNMENT   SERVICE INSURANCE SYSTEM (GSIS) MEMBERSHIP AND 

RETIREMENT, PHILHEALTH MEMBERSHIP, PAG-IBIG FUND MEMBERSHIP AND LOANS FROM PARTNER LENDING 
INSTITUTIONS 

THE SERVICE: 
Membership of City Employees (Elective, Permanent, Co-Terminus, Temporary, Contractual & Casual) to Government 

Service Insurance System (GSIS), Philhealth, Pag-ibig Fund is mandatory. 
Loans from GSIS, Pag-ibig and other partner lending institutions are processed by the office. 

 

PLEASE FOLLOW THESE STEPS YOU WILL NEED TO PRESENT/PAY IT WILL TAKE 
YOU 

PLEASE APPROACH 

1. Submit requirements  For membership & retirement to 
Government Service Insurance System 
(GSIS), PhilHealth & Pag-Ibig 

10 min. Patricia A. Alones 
Administrative Assistant II 
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Accomplished 
a. Application Form 
b. Appointment papers 
c. Birth Certificates 
d. 2x2 Picture 
For the processing of papers and 
documents for loan to different 
institutions 
a. Accomplished Application Form 
b. Latest Net Take Home Pay  
c. Payroll or Pay Slip 

2. Wait for the approval of application 
by concerned agencies 

  
Patricia A. Alones 

Administrative Assistant II  

Accomplish Client Feedback Form & drop at designated drop box infront of City Public Relations & Information Office at 
Vigan City Hall. 

TOTAL RESPONSE TIME: 10 Minutes 

 
F. SAFEKEEPING & UPDATING OF 201 FILES 
 
THE SERVICE: 
 All employee records (201 Files) are kept in the Human Resource Management Office for safekeeping & updating for ready 
reference and periodic audit by Civil Service Commission. 
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CITY PLANNING & DEVELOPMENT OFFICE 

 

 
The office formulates 

integrated economic, social, 
physical and other 
development plans of the City 
Government.  It undertakes 
studies and researches for the 
innovation of the City’s plans 
and programs of development.  
It prepares the socio-economic 
profile of the City based on 
data and statistics gathered up 
to the barangay level. 

Location Map 
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For more information, please contact City Planning & Development Office ▪ Tel. No. (077) 722-
8771-75 loc. 213 

 
A. PROCESSING OF VOUCHER AND OTHER DOCUMENTS 
THE SERVICE: 

This service involves recording/ charging of claims chargeable to the Annual Development Plan. 
  

PLEASE FOLLOW THESE STEPS YOU WILL NEED TO 
PRESENT/PAY 

IT WILL TAKE 
YOU 

PLEASE APPROACH 

1. Submit documents to frontline 
personnel 

Obligation Request  and other BID 
Documents 

1 Minute Genalyn Alquiza 
Statistician Aide 
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 Bernadette Ayunon 
Administrative Aide III 

2.  Wait for the release  
     (after recording/signing) 

3 Minutes/ 
documents  

Genalyn Alquiza 
Statistician Aide 
Spencer Arde 
Economist I 

Victor Fieldad 
City Planning & Development 

Officer I 

3.  Get documents and proceed to City 
Budget Office 

 

1 minute Genalyn Alquiza 
Statistician Aide 
Spencer Arde 
Economist I 

Accomplish Client Feedback Form & drop at designated drop box infront of City Public Relations & Information Office at 
Vigan City Hall. 

TOTAL RESPONSE TIME: 5 Minutes 

 
C I T Y  B U D G E T  O F F I C E  

 

 
 The office’s functions revolves on the 
preparation and implementation of the budget in 
coordination with the City Planning and Development 
Officer, Accountant and Treasurer and is in charge of 
Local Government Unit concerns on appropriation. 

LOCATION MAP: 
Second Floor 
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For more information, please contact the City Budget Office ▪ Tel. No. (077) 722-8771-75 loc. 212 

 
A. ISSUANCE OF QUARTERLY ADVICE OF ALLOTMENT 
 THE SERVICE: 

This service of the City Budget office is in keeping with the recording of balance of allotment of the different offices of the 
City of Vigan to automatically inform them of the remaining budget for every quarter. The issuance of the quarterly advice is given 
every three months on the first week of every quarter. 

 
 
B. REVIEW AND ENDORSEMENT OF BARANGAY BUDGET  
THE SERVICE: 
 The City Budget Office is tasked to assist barangays in the preparation of their annual budget. It ensures compliance with 
statutory contractual obligation and budgetary requirements prior to the review and approval by the Sangguniang Panlungsod.  
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 Within ten days (10) from the approval of the barangay budget copies of the Annual Budget shall be furnished to the 
Sangguniang Panlungsod for review through the City Budget Office. 
 

PLEASE FOLLOW THESE 
STEPS 

YOU WILL NEED TO PRESENT/PAY IT WILL TAKE 
YOU 

PLEASE APPROACH 

1. Submit Barangay Budget for 
review and evaluation 
 
 
 
 
 

 

Annual Barangay Budget: 
1. Transmittal letter of the Barangay 

Secretary 
2. Budget Message of the Punong Barangay 
3. The Authorized Expenditure Program for 

the Budget Year or Appropriation Ordinance 
4. Budget of Expenditures and Sources of 

Financing 
5. Barangay Development Plan or Barangay 

Investment Plan 

1 day Irene D. Queppet 
City Budget Officer 

Victor Fieldad  
 

Milagros Contreras 
City Treasurer 

2. Wait for the review and 
recommendation of the 
Sangguniang Panlungsod 

  Sangguniang Panlungsod 

Accomplish Client Feedback Form & drop at designated drop box infront of City Public Relations & Information Office at 
Vigan City Hall. 

TOTAL RESPONSE TIME: 1 Day 

 
C. ASSESSMENT OF GROSS SALES OF BUSINESS ESTABLISHMENT 
THE SERVICE:  
 Prior to the computation of business regulatory fees there is a need to determine the taxation bracket to which the gross 
sales of the establishment would fall. The City Budget Officer undertakes this task and ensures that proper business taxes are 
imposed on establishment operators.  
 

PLEASE FOLLOW THESE STEPS YOU WILL NEED TO PRESENT/PAY 
IT WILL TAKE 

YOU 
PLEASE APPROACH 

1. Present accomplished Application 
Form  
 
 

New Business Establishment 
Sworn Statement of Capital 
Investment 
Renewal: 

 
 
 

25 minutes 

Irene D. Queppet 
City Budget Officer 

 
Milagros Contreras 
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Sworn Statement of Gross Sales and 
Receipts/Books of Account 

City Treasurer 

2. Proceed to City Engineer’s Office 
for Building Inspection 

  Ceasar Asperilla 
Engineer II 

Accomplish Client Feedback Form & drop at designated drop box infront of City Public Relations & Information Office at 
Vigan City Hall. 

TOTAL RESPONSE TIME:  25 Minutes 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
CITY ACCOUNTING & INTERNAL AUDIT SERVICES OFFICE 

 

  LOCATION MAP:  
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 The office takes charge of both accounting and 
internal audit services of the Local Government Unit.  It 
certifies the availability of the budgetary allotment to which 
LGU expenditures and obligations maybe charged. 

Second Floor 
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For more information, please contact the City Accounting & Internal Audit Services Office ▪ Tel. No. 
(077)722-8771-75 loc. 211 

 
A. PROCESSING OF CLAIMS (Barangay and City Transactions) 
 
THE SERVICE: 

To safeguard the use and disposition of the City Government’s assets and to determine its liabilities from claims, pre audit is 
undertaken by the City Accountant to determine that all the necessary supporting documents of vouchers/claims are submitted.  
 

PLEASE FOLLOW THESE STEPS YOU WILL NEED TO PRESENT/PAY IT WILL TAKE 
YOU 

PLEASE APPROACH 
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1. Submit supporting documents 
for pre-audit. 

 
 
 
 

a. Approved Obligation Request 
b. Approved Purchase Request / 

Order 
c. Accomplished Canvass/ Bid 
d. Accomplished Abstract of 

Canvass/Bid 
e. Accomplished Acceptance / 

Inspection 
f. Certificate of registration 

(Philippine Government Electronic 
Procurement Service) 

10 
Minutes 

 
 

For City Transactions: 
Arlene Rafanan  

Administrative Aide VI 
Bernadette Afroilan 

Administrative Aide VI 
For Barangay Transactions 

Milagros Paz 
Administrative Aide III 

Elmer Quibilan  
Administrative Aide IV 

2. Wait for the processing and 
the release of pre-audited 
disbursement voucher. 

Disbursement voucher with complete       
supporting documents. 

2 minutes Ma. Fatima C. Antonio 
City Accountant  
Flora Mariñas 

Administrative Aide III 

Accomplish Client Feedback Form & drop at designated drop box infront of City Public Relations & Information Office at 
Vigan City Hall. 

TOTAL RESPONSE TIME:  12 Minutes 

B. ISSUANCE OF CERTIFICATE OF INCOME TAX WITHHELD FROM EMPLOYEES 
THE SERVICE: 

Government employees’ income taxes are withheld pursuant to the National Internal Revenue Code. The Certificate of 
Compensation Payment/Tax withheld is annually given to show proof that tax due to employees have been paid. 
 

PLEASE FOLLOW THESE STEPS YOU WILL NEED TO PRESENT/PAY 
IT WILL TAKE 

YOU 
PLEASE APPROACH 

1. Sign Client Log Book   
  

3 Minutes Flora Mariñas 
Administrative Aide III 

2. Wait for the processing  and 
releasing of the document  

 3 Minutes Flora Mariñas 
Administrative Aide III  
Ma. Fatima C. Antonio 

City Accountant I 

Accomplish Client Feedback Form & drop at designated drop box infront of City Public Relations & Information Office at 
Vigan City Hall. 
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TOTAL RESPONSE TIME: 6 Minutes 

 
D.  ISSUANCE OF CERTIFICATE OF NET TAKE HOME PAY 
THE SERVICE: 

 Employees shall secure from the City Accounting Office the certificate of net take home pay for whatever purpose it may 
serve them.  
 

PLEASE FOLLOW THESE STEPS YOU WILL NEED TO 
PRESENT/PAY 

IT WILL TAKE 
YOU 

PLEASE APPROACH 

1. Sign Client Log Book  3 minutes Flora Mariñas 
Administrative Aide III 

2. Wait for the processing and 
release of the certificate of Net 
Take Home Pay 

  
  
  

6 Minutes Flora Mariñas 
Administrative Aide III 
Ma. Fatima C. Antonio 

City Accountant I 

Accomplish Client Feedback Form & drop at designated drop box infront of City Public Relations & Information Office at 
Vigan City Hall. 

TOTAL RESPONSE TIME: 9 Minutes 
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 THE BIDS AND AWARDS COMMITTEE - PROCUREMENT MANAGEMENT 
        

  
Republic Act  No. 9184 or the new Government 
Procurement Reform Law integrates the procedures for all 
types of  procurement in all sectors of government. It 
promotes transparency and efficiency   through  electronic 
procurement  system requiring  the presence of observers 
and submission of reports. The Law also requires the 
registration of all suppliers with the Philippine Government 
Electronic Procurement System (PhilGEPS).  RA 9184 
also professionalizes the membership of the Bids and 
Awards Committee which is tasked to undertake all 
procurement of goods, infrastructure and consultancy 
services for the local government unit.   

LOCATION MAP:  
Second Floor 
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For more information, please contact the Bids and Awards Committee Secretariat ▪ Tel. No. (077)722-
8771-75 loc. 209 

 
A. PROCUREMENT OF GOODS THROUGH PUBLIC BIDDING 

PLEASE FOLLOW THESE STEPS YOU WILL NEED TO 
PRESENT/PAY 

IT WILL TAKE 
YOU 

PLEASE APPROACH 

1. Visit the website of the City – 
www.vigancity.gov.ph and PhilGEPS 
– www.philgeps.net for Invitation to 
Apply for Eligibility and to Bid (IAEB)  
for goods  as per purchase request 

 IAEB will be 
posted at LGU 

website, 
PhilGEPS and 
conspicuous 

 

http://www.vigancity.gov.ph/
http://www.philgeps.net/
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approved by the Mayor places for 7 
calendar days 

simultaneous with 
submission of 
Letter of Intent 

and Issuance of 
Bid Documents 

2. Submit Letter of Intent to Bids and 
Awards Committee (BAC) and get 
Order of Payment for bidding 
documents.  

For fees and schedule of bidding 
activities refer to Invitation to Apply for 
Eligibility and to Bid. 

Bids and Awards 
Committee Secretariat 
RM. 209, VIGAN CITY 

HALL 

3. Pay required fee at the City Treasury 
Office.  

Order of Payment 5 Minutes Jennifer Ferino 
Local Revenue Collection 

Officer  

4. Obtain bidding documents. Official Receipt 5 Minutes BAC Secretariat 

5. Attend pre-bid conference.  2 Hours 
Note: 1 day after 
last day of 
publication/posting 

BIDS AND AWARDS 
COMMITTEE 

6. Attend bidding conference. Eligibility Requirements, Technical 
and Financial Documents 
*See Requirements Below 

2 Hours 
Note: 12 days 
after pre-bid 
conference of 
publication/posting 

BIDS AND AWARDS 
COMMITTEE 

7. Wait for result of post qualification 
and evaluation of bids. 

 2 Hours 
Note: 3 days after 
opening of bids 

 

8. Wait for written Notice of Award.  Note: 1 day after 
post evaluation 

 

9. Have Purchase Order approved by 
the Mayor  

Purchase Order  3 Minutes Catherine Portugal 
Administrative Aide VI 

Genda Castillo 
Administrative Aide III 

10.  Deliver goods at General Services 
Office 

  Winston M. Favis 
General Services Officer 

Alejo Arcena 
Supply Officer I 
Raymund Pilorin 
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Store Keeper 

11. Submit Obligation Request for 
processing by the Budget Office with 
supporting documents. 
 
After obligation the documents are 
forwarded to the Accounting Office. 

1. Purchase Request 
2. Abstract of Bids 
3. Bids and Award Committee 

Resolution 
4. Notice of Award 
5. PhilGEPS Certificate of 

Registration 
6. PhilGEPS Proof of Posting 
7. Proof of Publication in 

Newspaper of national circulation 
once a week for 2 consecutive 
weeks, for procurement of goods 
costing 2 million pesos and 
above 

8. Purchase Order 
9. Obligation Request signed by 

concerned Department Heads 
10. Disbursement Voucher 
11. Check 

8 Minutes Irene D. Queppet 
City Budget Officer I 

Merlina Anyog 
Administrative Aide VI 

Lilibeth Rafanan 
Administrative Aide III 

12. Accountant pre-audits transaction and 
signs box A of Disbursement Voucher 
and forwards the same to the City 
Treasury Office. 

3 Minutes Ma. Fatima C. Antonio 
City Accountant 

13. City Treasurer signs box B of voucher 
certifying that funds are available and 
prepares check 

5 Minutes Milagros S. Contreras 
City Treasurer 

14. The Mayor approves transaction of 
the Executive Branch for payment and 
signs check. 
 
The Vice-Mayor approves transaction 
of the Legislative Branch for payment 
and signs check. 

3 Minutes Eva Marie S. Medina 
City Mayor 

 
 

Francisco P. Ranches, Jr. 
City Vice-Mayor 

15. Approved voucher and check are 
forwarded to the Accounting Office 
for Accountant’s Advice. 

Voucher and Check 3 Minutes Ma. Fatima C. Antonio 
City Accountant 

16. Disbursement Officer releases check 
upon acknowledgement of payment 
by the claimant 

Official Receipt 2 Minutes Edwin Remigio 
Asst. City Treasurer 

Accomplish Client Feedback Form & drop at designated drop box infront of City Public Relations & Information Office at 
Vigan City Hall. 

TOTAL RESPONSE TIME: 27 Days and 27 Minutes 

 
Eligibility Requirements for Bidders (GOODS) 
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LEGAL DOCUMENTS 
❑ Department of Trade and Industry (DTI) business name registration or SEC Registration Certificate, whichever may be 

appropriate under existing laws of the Philippines, supported with the necessary information using the prescribed forms 
❑ Valid and current Mayor’s permit/municipal license 
❑ BIR Registration Certification, which contains the Taxpayer’s Identification Number 
❑ Statement of the prospective bidder that it is not “blacklisted” or barred from bidding by Government or any of its agencies, 

offices, corporations or LGUs, including non-inclusion in the Consolidated Blacklisting Report issued by the GPPB or CIAP 
❑ Articles of Incorporation, Partnership or Cooperation, whichever is applicable, including amendments thereto, if any 
❑ Sworn affidavit of the bidder that it is not related to the head of procuring entity, members of the BAC, TWG and Secretariat 

and members of the PMO, and the designers of the project, by consanguinity or affinity up to the third civil degree 
❑ Valid joint venture agreement, in case of a joint venture 
❑ Letter authorizing the BAC or its duly authorized representative/s to verify and or all of the documents submitted for eligibility 

check 
❑ Certification under oath that each of the documents submitted in satisfaction of the eligibility requirements is an authentic 

and original copy, or a true and faithful reproduction of the original, complete, and that all statements and information 
provided therein are true and correct 

❑ Other appropriate licenses as may be required by the procuring entity concerned 
 
TECHNICAL DOCUMENTS 

❑ Statement of ongoing and similar completed government and private contracts within the period specified in the IAEB, 
including contracts awarded but not yet started 

❑ Copies of end-user’s acceptance letters for completed contracts 
❑ Specification of whether or not the prospective bidder is a manufacturer, supplier or distributor 

 
FINANCIAL DOCUMENTS 

❑ Audited financial statements, stamped “received” by the BIR or its duly accredited and authorized institutions, for the 
immediately preceding calendar year, showing among others the total assets and liabilities. 

❑ Computation of Net Financial Contracting Capacity (NFCC), OR 
❑ Certificate of commitment specific to the contract at hand, issued by a licensed bank to extend to the bidder a credit line i f 

awarded the contract, OR 
❑ A cash deposit certificate certifying a hold out on cash deposits issued by a licensed bank, which shall also be specific to 

the contract to be bid, in an amount not lower than that set by the procuring entity in the Bidding Documents, which shall be 
at least equal to ten percent (10%) of the approved budget for the contract 
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BIDDING REQUIREMENTS 
TECHNICAL ENVELOPE               
1. Bid security                                                                                                               
 - Cash, Certified Check, Cashier’s Check, Manager’s    1% of AB C 

- Check, Bank Draft or Irrevocable Letter of Credit, or 
a. Bank Guarantee, or     1.5% of ABC 
b. Surety Bond      2.5% of ABC 

          Validity period      120 calendar days  from opening  
2. Authority of the Signatory  
3. Production Delivery 
4. Manpower Requirements  
5. After- sale service/parts, if applicable 
6. Technical Specifications 
7. Commitment from the supplier’s/ distributor’s bank to extend to him a credit line if awarded the      
    Contract to be bid, or a cash deposit equivalent to 105 of the ABC (___________) 
8. Duly Signed Certificate in compliance with the existing Labor Laws an Standards, in the case of    
    Procurement of Services     
9. Sworn Affidavit of Compliance with the Disclosure under Section 47 of the Act in relation to other   
     Provisions of RA 3019 
10.Duly Signed Statement attesting to have complied with responsibilities lister in GPRA IRR –A    
      Section 17.7.1 
11. Other documents/ materials as stated in the Instruction to Bidders 
Note: Any missing document in the above- mentioned checklist is a ground for outright rejection of the bid 
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A. PROCUREMENT OF CIVIL WORKS THROUGH PUBLIC BIDDING 

PLEASE FOLLOW THESE STEPS YOU WILL NEED TO 
PRESENT/PAY 

IT WILL TAKE 
YOU 

PLEASE APPROACH 

1. Visit the website of the City – 
www.vigancity.gov.ph and 
PhilGEPS – www.philgeps.net 
for Invitation to Apply for 
Eligibility and to Bid (IAEB)  for 
civil works  as per program of 
work approved by the Mayor 

 IAEB will be 
posted at LGU 

website, 
PhilGEPS and 
conspicuous 
places for 7 

calendar days 
 

Note: for projects 
costing 5 million 
and above, 
publication in 
newspaper of 
national circulation 
once a week for 2 
consecutive 
weeks 

 

2. Submit Letter of Intent to Bids 
and Awards Committee (BAC) 
and get Order of Payment for 
bidding documents.  

For fees and schedule of bidding 
activities refer to Invitation to Apply for 
Eligibility and to Bid. 

10 minutes 
 

Note: within 7 
days from last day 

of 
posting/publication 

Bids and Awards 
Committee Secretariat 
Room 209 ,Vigan City 

Hall  

3. Attend eligibility check 
conference 

Eligibility Requirements 
 
See Attached requirements 

2 hours 
 

Note: 1 day after 
the last day of 
submission of 
letter of intent 

Bids and Awards 
Committee 

Refer to Notice of 
eligibility check 

conference for venue 

4. Pay required fee at the City Treasury Order of Payment 5 Minutes Jennifer Ferino 

http://www.vigancity.gov.ph/
http://www.philgeps.net/
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Office.  Local Revenue Collection 
Officer II  

 

5. Obtain bidding documents. Official Receipt 5 Minutes 
 

Note: 7 days after 
eligibility check 

BAC Secretariat 
Room 209 ,Vigan City 

Hall 

6. Attend pre-bid conference.  2 Hours 
 

Note: 12 days 
after last day of 
issuance of 
bidding 
documents 

BAC 
Refer to notice of Pre Bid 

Conference for venue   

7. Attend bidding conference.  
 Technical and Financial Documents  
*See  Requirements below 

2 Hours 
Note: 12 days 
after pre-bid 
conference  

BAC 
Refer to notice of Bidding 

Conference for venue   

8. Wait for result of post qualification 
and evaluation of bids. 

 2 Hours 
Note: 1 day after 
opening of bids 
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9. Wait for written Notice of Award.and 
approval of resolution 

 Note: 1 day after 
post evaluation 

 

10. Preparation and signing of contract Contract 10 Minutes 
Note:2 days after 
notice of award 

Bids and Awards 
Committee  
City Mayor 

11. Issuance of Notice to Proceed  5 minutes 
Note: 1 day after 

signing the 
Contract  

 

12. Submit Obligation Request for 
processing by the Budget Office with 
supporting documents. 
 
After obligation the documents are 
forwarded to the Accounting Office. 

13. Purchase Request 
14. Abstract of Bids 
15. Bids and Award Committee 

Resolution 
16. Notice of Award 
17. PhilGEPS Certificate of 

Registration 
18. PhilGEPS Proof of Posting 
19. Proof of Publication in 

Newspaper for procurement of 
goods costing 5 million pesos 
and above 

20. Contract 
21. Obligation Request signed 

by concerned Department Heads 
22. Monitoring and evaluation 

report of the Project Monitoring 
Committee  

23. Bank Guarantee or callable 
Surety Bond or Letter Credit or 
Cash for project warranty.  

24. Disbursement Voucher 
25. Check 

8 Minutes Irene D. Queppet 
City Budget Officer I 

Merlina Anyog 
Administrative Aide VI 

Lilibeth Rafanan 
Administrative Aide III 

26. Accountant pre-audits transaction and 
signs box A of Disbursement Voucher 
and forwards the same to the City 
Treasury Office. 

3 Minutes Ma. Fatima C. Antonio 
City Accountant 

27. City Treasurer signs box B of voucher 
certifying that funds are available and 
prepares check 

5 Minutes Milagros S. Contreras 
City Treasurer 

28. The Mayor approves transaction of 
the Executive Branch for payment and 
signs check. 
 
The Vice-Mayor approves transaction 
of the Legislative Branch for payment 
and signs check. 

3 Minutes Eva Marie S. Medina 
City Mayor 

 
 

Francisco P. Ranches, Jr. 
City Vice-Mayor 

29. Approved voucher and check are Voucher and Check 3 Minutes Ma. Fatima C. Antonio 
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forwarded to the Accounting Office 
for Accountant’s Advice. 

City Accountant 

30. Disbursement Officer releases check 
upon acknowledgement of payment 
by the claimant 

Official Receipt 2 Minutes Edwin Remigio 
Asst. City Treasurer 

Accomplish Client Feedback Form & drop at designated drop box infront of City Public Relations & Information Office at 
Vigan City Hall. 

TOTAL RESPONSE TIME: 43 Days and 46 Minutes 
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CHECKLIST OF ELIGIBILITY REQUIREMENTS 

 
ELIGIBILITY ENVELOPE: Class “A” Documents    
 

      1    Certification in lieu of Class “A” Documents. 

      

 Note: This document certifies that the Class “A” Documents are complete, current and 
updated. Presence of this document shall forego the checking of the Class “A” Documents.  

       

      OR all requirements listed under Legal, Technical and Financial Documents 

       

       Class “A” Legal Documents 

      1    Valid PCAB license & registration for the type and cost of the contract to be bid. 

       

      2    DTI business name registration or SEC registration certificate. 

       

      3    Valid and current Mayor’s permit/municipal license. 

       

      4    Taxpayer’s Identification Number or VAT registration certificate. 

       

      5    Duly signed statement of the prospective bidder that it is not “blacklisted”. 

        

       Class “A” Technical Documents 

       

      1 Duly signed statement of all Ongoing Government & Private Construction  

       Contracts including contracts awarded but not yet started. 

       

      2 Duly signed statement of all Government & Private Construction Contracts  

       Completed which are similar in nature to the contract to be bid. 

       

      3 Duly signed statement of availability of key personnel that may be used for  

       the contract 

       

      4 Duly signed statement of availability of equipment owned, under lease and/or  



276  

 

       has under purchase agreements that may be used for the contract. 

       Class “A” Financial Documents 

       
      1 Audited financial statements, stamped, received by the BIR or its duly  

       accredited and authorized institutions, for the immediately preceding calendar  

       year, showing among others the total assets and liabilities. 

       

      2 Duly signed computation of NFCC OR a commitment from a licensed bank to  

       extend to him a credit line if awarded the contract OR a cash deposit certificate. 

       

       and Class “B” Documents 

       

      1    Duly signed letter authorizing the BAC or its duly authorized representative/s  

       to verify any or all of the documents submitted for eligibility check 

       

      2 Valid Joint Venture Agreement, if applicable. 

       

      3    Duly signed certification under oath that each of the documents submitted in 

       satisfaction of the eligibility requirements is an authentic and original copy, or a 

       true and faithful reproduction of the original, complete, and that all statements 

       and information provided therein are true and correct 

       

      4    Sworn affidavit of the bidder that it is not related to the head of procuring  

       entity, members of the BAC, TWG and Secretariat and members of the PMO or  

       End-User Unit and the designers of the project, by consanguinity or affinity up  

       to the third civil degree 

       
Note: Any missing document in the above-mentioned checklist is a ground for outright rejection of the bid. 

CHECKLIST OF BID REQUIREMENTS 
 
TECHNICAL ENVELOPE: APPROVED BUDGET for the CONTRACT (ABC)   
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     REQUIRED BID SECURITY 
Form 
a. Cash, Certified Check, Cashier’s  1% of ABC  
Check, Manager’s Check, Bank Draft 
or Irrevocable Letter of Credit, or 
b. Bank Guarantee, or   1.5% of ABC  
c. Surety Bond    2.5% of ABC  
Validity Period    120 calendar days from opening 
Form of Bid Security   ____________________________ 

      

Company    ____________________________  
Number     ____________________________  
Official Receipt No.   ____________________________  
Validity Period    ____________________________  
Callable on Demand   ____________________________  
Bid Security Amount   ____________________________ 

Initials of BAC Members if 
document is included. 

 

      

        1   Bid Security    (  ) Sufficient  (  ) Insufficient       

       2   Authority of the signatory       

       3   Duly Signed Construction Schedule and S-Curve       

       4   Duly Signed Manpower Schedule       

       5   Duly Signed Construction Methods in narrative form       

       6   Duly Signed Contract Organizational Chart       

       7   Duly Signed List of Contractor’s Personnel (PM; PE; ME & Foreman)       

       8   Duly Signed List of Contractor’s Equipment (owned, leased or under purchase   

           agreement)       

       9   Duly Signed Equipment Utilization Schedule       

       10 Affidavit of Site Inspection        

 

      

       11 Commitment from the contractor’s bank to extend to him a credit line if awarded 

          the contract to be bid, or a cash deposit equivalent to 10% of the ABC( ______ )       

       12 Duly Signed Construction Safety and Health Program 
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       13 Duly Signed Certificate in compliance with existing labor laws and standards       

 
      

       14 Duly Signed Statement attesting to have complied with responsibilities listed in 
           GPRA IRR-A Section 17.7.1       

       15 Documents/materials to comply with other non-discretionary criteria of  

           requirements 
 
Note: Any missing document in the above-mentioned checklist is a ground for outright rejection of the bid. 
B. PROCUREMENT THROUGH ALTERNATIVE METHOD 

PLEASE FOLLOW THESE STEPS YOU WILL NEED TO 
PRESENT/PAY 

IT WILL TAKE 
YOU 

PLEASE APPROACH 

1. Prepare Purchase Request  for 
approval by the Mayor 

Purchase Request signed by Head of 
requesting Office 

3 Minutes Catherine Portugal 
Administrative Aide VI 

Genda Castillo 
Administrative Aide III 

1. Bids and Awards Committee 
(BAC)determines and recommends 
for  the Mayor’s approval the method 
of Alternative Procurement to be used: 
a. Limited Source Bidding  
b. Direct Contracting or Single 

Source Procurement  
c. Repeat Order  
d. Shopping  
e. Negotiated Procurement  

Purchase Request approved by the 
Mayor 

10 Minutes Bids and Awards 
Committee  Secretariat 
RM. 209, VIGAN CITY 

HALL 

2. Have Purchase Order approved by 
the Mayor  

Purchase Order and BAC Resolution 
recommending alternative method of 
procurement 

3 Minutes Catherine Portugal 
Administrative Aide VI 

Genda Castillo 
Administrative Aide III 

3. Deliver goods at General Services 
Office 

  Winston M. Favis 
General Services Officer 

Alejo Arcena 
Supply Officer I 
Raymund Pilorin 
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Store Keeper 
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4. Submit Obligation Request for 
processing by the Budget Office with 
supporting documents. 

 
After obligation the documents are 
forwarded to the Accounting Office. 

1. Approved Purchase Request 
2. Bids and Award Committee 

Resolution 
3. Purchase Order 
4. Obligation Request signed by 

concerned Department Heads 
5. Disbursement Voucher 
6. a. For Direct Contracting or Single 

Source:  
- Certificate of Exclusive 

Dealership or Manufacturer 
b. For Negotiated Procurement:  

- BAC Certification on two 
consecutive failures of 
bidding or termination of 
contract due to non 
compliance by the 
contractor. 

- Authority of the Mayor to 
negotiate procurement 
granted by the Sanggunian. 

c. For Shopping: 
- Quotation of at least 3 

suppliers 
- Abstract of Canvass 
 
 

7. Check 

8 Minutes Irene D. Queppet 
City Budget Officer I 

Merlina Anyog 
Administrative Aide VI 

Lilibeth Rafanan 
Administrative Aide III 

5. Accountant pre-audits transaction, 
signs Box A of Disbursement Voucher 
and forwards the same to the City 
Treasury Office. 

3 Minutes Ma. Fatima C. Antonio 
City Accountant 

6. City Treasurer signs Box B of voucher 
certifying that funds are available; and 
prepares check 

5 Minutes Milagros S. Contreras 
City Treasurer 

7. The Mayor approves transaction of 
the Executive Branch for payment and 
signs check. 
 
The Vice-Mayor approves transaction 
of the Legislative Branch for payment 
and signs check. 

3 Minutes Eva Marie S. Medina 
City Mayor 

 
 

Francisco P. Ranches, Jr. 
City Vice-Mayor 

8. Approved voucher and check are 
forwarded to the Accounting Office 
for Accountant’s Advice. 

Voucher and Check 3 Minutes Ma. Fatima C. Antonio 
City Accountant 

9. Disbursement Officer releases check Official Receipt 2 Minutes Edwin Remigio 
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upon acknowledgement of payment 
by the claimant 

Asst. City Treasurer 

Accomplish Client Feedback Form & drop at designated drop box infront of City Public Relations & Information Office at 
Vigan City Hall. 

TOTAL RESPONSE TIME: 40 Minutes 

 
  
 


