
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

DIRECTORY 
OFFICE PERSON-IN-CHARGE  TEL. NO./S 

Office of the City Mayor Hon. Mario O. Salvador 
City Mayor 

 

(044)511-1978 / 940-1404 

Office of the City Administrator Mr. Alexander Glen Bautista 
City Administrator 

 

(044)940-1481 

City Engineering Office Engr. Carlito O. Peralta 
City Gov’t. Asst. Dept. Head I/ OIC-CEO 

 

(044) 958-5181/511-4042 

City Agriculture’s Office Ms. Violeta DR. Vargas 
Supervising Agriculturist 

 

 

Franchising and Regulatory Office Engr. Vimar V. Ila 
City Gov’t. Dept. Head I 

 

(044) 951-0529 

City Population Office Mr. Nathaniel O. Vergara 
Population Officer IV 

 

(044) 940-0489 

C S W D O Ms. Lourdes S. Medina 
City Social Welfare & Dev’t Officer 

 

(044) 940-2845 

City Civil Registrar Ms. Virginia M. Veneracion 
City Civil Registrar 

 

(044) 940-0004 

City Health Office Dr. Marissa Bunao 
City Health Officer 

 

(044) 940-2146 / 940-5721 

Permits & License Division – OCM Ms. Segundina V. Tuloza 
Licensing Officer III 

 

 

Office of the City Assessor Mr. Antonio Morales Jr. 
City Assessor 

 

(044) 940-2722 

C P D O Engr. Benilda B. Viernes 
City Planning & Dev’t. Coor. 

 

 

Office of the City Treasurer Mr. Arnold A. Escuadro 
City Treasurer 

  

(044) 940-3191 

City Public Market Office Ms. Maria Caridad Barlaan 
GSO / OIC - Public Market Office  

 

 

City Budget Office Mr. Cyrus Wilson F. Vizcarra 
City Budget Officer 

 

(044) 958-9865 

C H R M O Ms. Alejandra M. Martin 
City Human Resource Mgt. Officer 

 

(044) 951-1108 

C E N R O Ms. Trina D. Cruz 
City ENRO 

 

(044) 940-4284 

P I O 
 

MR. Joseph Francisco 
City Information Officer 

 

(044) 940-2790 

City Accounting Office Ms. Frediz B. Daquila 
City Accountant 

 

(044) 940-3236 

City Vice-Mayor’s Office / SP Mr. Sigfredo R. Iñigo 
SP Secretary 

 

(044) 940-0059 

City Cooperative Office Ms. Ma. Cristina Corpuz 
City Cooperative Officer 

 

(044) 940-3884 

City Veterinary Office Dr. Rustan V. Patacsil 
City Veterinarian 

 

(044) 940-3510 

City General Services Office Mr. Jesus D. Sioson 
OIC - City General Services Office  

 

(044) 940-2986 

City Tourism Office Mr. Darmo A. Escuadro 
City Tourism Officer 

 

(044) 940-9658 

Community Affairs Office Mr. Julio G. Madriaga 
Community Affairs Officer III 

 

 

D I L G Ms. Rowena S. Adriano 
CLG Operations Officer 

 

 

City Library Mrs. Helen H. Ercilla 
Librarian IV 

 

(044) 940-9668 

M I S Mr. Basilio M. Rivera, Jr. 
City Gov’t. Dept. Head I 

 

(044) 940--2013 

City Slaughterhouse Dr. Mercedita A. Vergara 
City Gov’t. Dept. Head I  

(City Slaughterhouse Master) 
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Requesting for Pre-Marriage Counseling (PMC) Seminar 
Certificate 
 

     Schedule of Availability of Service  : Monday-Friday (8:00am – 5:00pm) 
     Who May Avail of the Service : Would – be Couples 
       What are the Requirements : Notice of Application of Marriage  
        
     Duration : 25 minutes – Application 
     4 hours  - Seminar/Counseling 
     Fees : P100.00 – PMC Seminar                   
 

How to avail of the service? 
 

Follow these steps 
Response 

Time(under 
normal 

condition) 

 
Person/s in 

Charge 

 
Location 

¶ Proceed to City Population 
and present the notice of 
Application of Marriage 
 

 
 
 
 

20 minutes 

 
 
 
 
 

Jovicita C. dela 
Rosa 

Admin. Asst. IV 
 

 
 
 

City Population 
Office, Ground 
Floor, City Hall 

Compound 
¶ Fill up the Information 

Sheet and Questionaire 
on Marriage Expectation 
 

¶ Evaluation of Applicant 
Information Sheet and 
Questionaire 
 

- Applicants will be 
advised to attend the 
required seminar on 
scheduled date 
 

 
 
 

5 minutes 

¶ Attend the Pre-Marriage 
Counseling (PMC) Session 

 
 
 

4 hours 

 
PMC 

Counselors 
 

 
 

City Population 
Office, PMC 
Session Hall, 
Ground Floor, 

City Hall 
Compound 

¶ Issuance of (PMC) 
Certificate to 
applicants 

 
Mr. Nathaniel 

O. Vergara 
Population 
Program 
Officer IV 

 
 

END OF TRANSACTION 
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ñTapat  na  Paglilingkod  

Maunlad at Matatag na Lungsodò 
 

 
  

Much  has  been  said  about bureaucracy  being  a huge  

block in  this  nation’s  walk  to  the  road  of  real  and  

sustainable  progress, and  thus, the  

 is  a  great  step taken  by  the Philippine government in  

underlining  its  true essence  or  purpose:  Public Service. 
 The  San Jose City  I want  us  to have  now and  in the  

future is  one  with  a  government  that  practices  honesty  and 

integrity in  all  its  activities and  functions,  wholeheartedly 

serving  our constituents and  continuously thinking of  

improvements in  government  processes. 

 Along with the continued implementation of the 

, it is my administration’s mission to uphold the 

 practice. You will never see my name or initials in any 

government-owned properties and government-paid projects, 

for these are the projects of the people, paid for by the money of 

the people, and deserving recognition in the name of the people. 

It is high time this city recognized the true contributions of its 

citizens in the community.  

 You  are part  of the local government;  you  are the 

reason  why we  have this  local  government; and  therefore  I 
encourage  you  to participate in the process. Your  bright  ideas  

are welcome  for  discussion  and  consideration;  your  little  

good acts  in  helping this  administration  achieve its  vision  

will ultimately make  our  beloved  city  a place  to be  proud  

of. 

 

 
 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 
 

Requesting for Certified True Copy of Birth, Marriage and 
Death Certificate 
 

  Schedule of Availability of Service  : Monday-Friday (8:00 am – 5:00 pm) 
  Who May Avail of the Service :    
           Persons allowed to request documents (Rule 24 of Adm. Order No. 1 s. 1993) 

 

a) the concerned person himself/herself or any person authorized by him/her; 
    b) his/her spouse, parents, siblings or guardian or institution legally in-charge of   
                    him/her if he/she is a minor   

c) the court or proper public official whenever absolutely necessary in administrative,  
    judicial or other official proceedings to determine the identity of the child’s parents  
    or other circumstances surrounding his/her birth; and 
d) in case of a person’s death, the nearest kin 
e) any authorize person   

 

    What are the Requirements :   Request Slip 
     Duration   :    24 minutes 
     Fees   :    P100.00/copy 

 

How to avail of the service? 
Follow these steps: Response 

Time 
(under 
normal 

condition) 

Person/s in 
Charge 

 
Location 

¶ Request of document (birth, 
marriage and death) 
 

       Applicant goes to the frontline personnel 
of the City Civil Registrar and states 
his/her  request then fill-up request slip. 

 
2 mins 
 

 
Ms. Dolores 

Torres 

Admin. Asst. I 
 

 

 
 
 

Office of the 
City Civil 
Registrar, 

Ground Floor, 
City Hall 

Compound 

¶ Verification 
 

           - Registry Book 
 
           - Computer 
 

 
 

5 mins 
 
 

5 mins 

 
 
 
 

Ms. Dolores S. 
Torres 

Admin. Asst. I  
 
 
 
 

 

Ms. Jocelyn 
Gabasan 

Admin. Officer I 
 

 
 

¶ Preparation/review of 
documents 

 

         (Types / encodes / prints) 

 
10 

mins 

¶ Payment of fees to the 
collection officer 

 
2 mins 

 

 
Revenue Colln. 

Clerk 

City Treasurer’s 
Office, Ground 
Floor, City Hall 

Compound 

¶ Final review/signature to 
documents for Issuance 

 

2 mins 
 

 

 
Ms. Virginia M. 

Veneracion 
City Civil Registrar 

Office of the City 
Civil Registrar, 
Ground Floor, 

City Hall 
Compound 

¶ Releasing of the requested 
documents.  

END OF TRANSACTION 

     Note: Allowable period for extension due to unusual circumstances: 1 day 1 
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Requesting Motorized Tricycle Operator’s Permit 
 
     Schedule of Availability of Service: Monday-Friday (8:00am – 5:00pm) 
     Who May Avail of the Service : Tricycle Drivers and operators 
       What are the Requirements : Registration of motor vehicle;  
       Proof of Residency/Voter’s Certification/
       identification Card (ID) 
     Duration : 18 Minutes 
     Fees : New                  1,000.00   Body Number 100.00 (for every 5 yrs.) 

                            Renewal (3 years)      300.00   MTOP Sticker  10.00   
                            Annual Fee            80.00  
How to avail of the service? 

 
Follow these steps 

Response 
Time(under 

normal 
condition) 

 
Person/s in 

Charge 

 
Location 

¶ Proceed to the Franchising and 
Regulatory Office 

 

          Applicant goes to the frontline 
personnel of the Franchising Office 
and submits required documents. 

 
1 minute 

 
Frontline 

Personnel 

 
 

Franchising and 
Regulatory 

Office, Ground 
Floor, New 

Building, City 
Hall Compound 

¶ Inspection of tricycle unit 3 minutes Mr. Santiago 
Bumulo 

Laborer I 
 

Traffic Enforcer 
On duty 

¶ Examination of Documents 
      Frontline personnel examinees 
the completeness of the required 
documents/ conduct research 

 

5 minutes 
 

 
Ms. Mary-jill E. 

Macayanan 
Administrative 

Aide VI 
 

Mr. Miguel G. 
Lindain Jr. 

Franchising 
Regulatory Officer III 

¶ Processing of Documents 
      Processes. Assesses and 
issues order of payment 
 

 
5 minutes 

¶ Payment of Fees 
           Applicant goes to the Cash 

Receipts Division, Treasurer’s Office 
and pay the corresponding fees. 

 
2 minutes 

 
Revenue 

Collection 
Clerk 

City Treasurer’s 
Office, Ground 
Floor, City Hall 
Main Building 

¶ Approval and Releasing of 
Permit 

 
2 minutes 

Engr. Vimar 
V. Ila 

City Gov’t. Dept. 
Head I 

Franchising and 
Regulatory 

Office, Ground 
Floor, New 

Building, City 
Hall Compound 

END OF TRANSACTION 
 

Note: Allowable period for extension due to unusual circumstances: 1 day 
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CITY OF SAN JOSE  

 

San Jose City is one of the five (5) cities in the province of Nueva 

Ecija. It became a city by virtue of Republic Act. No. 6051 otherw ise known 

as ò The Charter of San Jose City ó, formally organized and proclaimed as 

City Government through Presidential Proclamation No. 595 on August 10, 

1969. 

 

The city is situated in the northern part of Nueva Ecija, 47 kms. 

away from the seat of  Caba natuan City, 160 kms. north of Manila, 116 

kms. south of Baguio City, and approximate 150 kms. west of the Clark 

Special Ecomonic Zone. It is nestled at the foot of the Caraballo Mountain 

Range, bounded by the Sierra Madre Mountain in the east, Municipalit y of 

Carranglan in the north, Municipalities of Lupao and Talugtog in the west, 

and Muñoz and Llanera in the south. The city is generally accessible from 

all four directions.  It has a total land area of 18, 641 hectares, 10 urban and 

28 rural baranga ys with  a total population of 14 1,581 (37,791 families and 

33,046 households) as of December 2015. To date, the Income 

Classification of San Jose City is Class B . 

 

The two (2) major dialects spoken and used in the city are Tagalog 

and Ilocano. 

 

The constituents o f the city are primarily engaged in agriculture : 

planting and reaping vegetables , palay and onion .  

 

San Jose City is the crossroads of regional development for trade, 

service, technical training and agro-industrialization.  

 

 

 

 

 

Payment Real Property Tax 
     Schedule of Availability of Service  : Monday-Friday  
                                                                    (8:00 am – 5:00 pm) 
     Who May Avail of the Service :  Real Property owners or their  
                                                                    authorized representative/s 
     What are the Requirements  :   Latest Receipt  
     Duration                        :    11 Minutes 
     Fees   : Assess Value of Property  x 2% (1% for  
                                            Basic Tax and 1% for Special Education Fund) 
How to avail of the service? 

 
Follow these steps 

Response 
Time 

(under normal 
condition) 

Person/s in Charge  
Location 

¶ Proceed to the Real  
   Property Tax Division,  
   City Treasurer’s Office     
    (CTO) 

   Taxpayer proceeds to the frontline 
personnel of the Real Property Tax 
Division, CTO and state his/her 
purpose 

 
 

1 minute 

 
Ms. Georgina V. 

Gonzales 
Local Treasury Optn. Officer IV 

 
 

Ms. Evelyn H. Lacorte 
Local Treasury Optn. Officer III 

 

 
 
 
 
 
 

Real 
Property 

Tax 
Divison, 
Ground 
Floor, 

City Hall 
Main 

Building 

¶ Verification 
 
       Frontline personnel verifies 

/ researches the latest 
payment 

 
5 minutes 

 
Mr. Michael T. 

Abalos 

Rev. Coll’n. Clerk I 
 

Mr. Joel A. Dela Cruz 
Rev. Col’n Clerk II 

 
 

 

¶ Billing / Order of  
    Payment 
 

            Frontline personnel 
prepares the order of payment 

 
2 minutes 

Mr. Michael T. Abalos 
Rev. Coll’n. Clerk I 

 

Mr. Edgardo M. Martin 
Data Entry Machine Optr. III 

 

Ms. Geraldine T. 
Samaniego 

Data Entry. Machine Optr. III 

¶ Payment of Fees 
 

        Frontline Personnel 
encodes the billing of taxes for 
payment and issues 
corresponding receipt 

 
3 minutes 

 

 
 

Ms. Mary Fe E. Pagad 
Rev. Coll’n Clerk I 

 
 

Ms. Drendell P. 
Domingo 

Rev. Coll’n. Clerk I 

END OF TRANSACTION  
      
     Note: Allowable period of extension due to unusual circumstances: 1 day 
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Requesting Electrical Permit 
    Schedule of Availability of Service: Monday-Friday (8:00am – 5:00pm) 
     Who May Avail of the Service   : Applicants for electrical installation 
     What are the Requirements         : Application and inspection report from  
                                       SAJELCO, Clearance from Land Tax and Assessor’s Office, Mayor  
                                      and Barangay Clearance, Duly accomplished Electrical Permit Form,  
                                       Lot owner’s consent 
     Duration : 4 Hours (for site inspection) and 25 minutes (for processing). 
     Fees   : Residential Building     - 230.00     (for a total connected  load of 5KVA or less) 

                    Institutional Building     - 242.00    (for a total connected  load of 5KVA or less) 
                   Commercial Building    - 296.00    (for a total connected  load of 5KVA or less) 
          NOTE: Fee may vary depending on the size of total connected load (in KVA) 
How to avail of the service? 

Follow these steps Response Time 
(under normal 

condition) 

Person/s in 
Charge 

 
Location 

¶ Proceed to the Office of the 
City Engineer 

        Applicant goes to the Office of the City 
Engineer and submits required documents 

 
3 minutes 

 

Ms. Elvie M. Abello 
Admin. Aide I 

 

Engr. Nancy R. 
Mirano 

Engineer I 
 

Engr. Joey B. 
Bustamante 

Building Inspector I 
 

 
 
 
 
 
 
 
 
 
 
 

Building & 
Industrial 

Safety 
Division,  

Office of the 
City 

Engineer 

¶ Examination of Documents 
        Frontline personnel examines the 

completeness of the documents 

 
 5 minutes 

 

¶ Site Inspection 
 

        Frontline personnel schedules the 
time, date, and person in charged to 
render actual site inspection 

 
 

Half Day 
 

Mr. Ronald DC 
Roldan 

Elect’l. Inspector I 
 

Engr. Joey B. 
Bustamante 

Building Inspector I 
 

¶ Processing of Documents 
         Frontline personnel processes the 

documents and assesses fees 

 
10 minutes 

Engr. Nancy R. 
Mirano 

Engineer I 
 

Engr. Ernesto S. 
Domingo  

Engineer II (E.E.) 
 

¶ Payment of Fees 
        Personnel issues official receipt 

for electrical permit fees 

 
3 minutes 

 
 Revenue 

Collection Clerk 

 

¶ Approval 
 

 
2 minutes 

Engr. Carlito O 
Peralta 

City Gov’t. Asst. Dept. 
Head I/OIC-CEO 

¶ Recording and Releasing of Permit 

        Frontline personnel records 
approved electrical permit and 
assigns permit number 

 
2 minutes 

 

Ms. Elvie M. Abello 
Admin. Aide I 

END OF TRANSACTION 

        Note: Allowable period for extension due to unusual circumstances: 2 days 

Requesting for Ambulance 
 
     Schedule of Availability of Service: Monday-Sunday (24 hours) 

   Check-up (Every Monday, Wednesday and Friday) 
 
     Who May Avail of the Service     : Patient who needs to be  

checked-up and transferred to other hospital 
 
     What are the Requirements    : Referral Slip (if transferred patient) 
     Duration      : 8 minutes 
     Fees      : Resident of San Jose City – FREE 

         Non-Resident of San Jose City – 
                                                         Fuel consumption to be shouldered  
                                                         by the requesting party 
How to avail of the service? 
 

 
Follow these steps 

Response 
Time 

(under 
normal 

condition) 

 
Person/s in 

Charge 

 
Location 

 

¶ Proceed to the Pergola 
– LDRRMO 
 
      Requesting person goes 
to the Pergola – LDRRMO 
and states his/her purpose  
 

 
3 minutes 

 
 

Team 
Leader  

 
 
 
 

 
 
 

Command, 
Center, 
Ground 

Floor, New 
City Hall 

Building, San 
Jose City 

 

 

¶ Preparation of 
Documents 
 
      Frontline personnel 
prepares the Trip Ticket and 
Gasoline Slip 

 
3 minutes 

 

¶ Approval of the 
Request 
 

 
2 minutes 

Mr. Amor 
R. Cabico  
 Local Disaster 
Risk Reduction 

Mgt. Officer 

  

END OF TRANSACTION 

 
Note: Subject to the availability of the ambulance. 

 
 

 
 

15 
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Requesting Service of City Health Office – Birthing Station 
 

     Schedule of Availability of Service  : Monday-Sunday (24 Hours) 
     Who May Avail of the Service :  Pregnant women 
    What are the Requirements :   - 

     Duration :       Non- Member Philhealth          Philhealth Member 
     Fees :       Private Room   - P 2,050.00               - FREE 

        Semi-Private    - P 1,700.00 
        Charity Ward    - P 1,360.00 

How to avail of the service? 

Follow these steps Response 
Time under 

normal 
condition) 

Person/s in 
Charge 

 
Location 

¶ Information / Frontline Desk 
      Patient goes to the information / 

frontline desk and states his/her 
purpose. 

 
 

1-2 
minutes 

 
 

 
Frontline 

Personnel / 
Midwife / 

Nurse 
(Officer of the 

day) 
 
 
 
 

 
 

Birthing 
Station / 

Lying In. In 
front of 

City Health 
Office Main 

Building 

¶ Records verification 
 

 
2 minutes 

¶ Assessment with Patient 
Complaint 

 
       Front Desk Officer (nurse / 

midwife) conducts interview and 
gather data.  

    If positive for a sign of complication, 
refer to other hospital (non-
admission) 

     Normal Delivery Patient (admitted) 

 

¶ Delivery and Recuperation  

¶ Recording of Data, Medical 
Prescription 

 
 
 

¶ Payment of Fees 
     Applicant pays the prescribed 

amount to the collection officer 
     Room: Private, Semi-Private, 

Charity  Ward 

 
 

2 minutes 

 
Revenue 

Colln. Clerk 

Ground 
Floor, City 

Health 
Office 

MainBldg. 

 

¶ Final Check up / For 
Discharge 

 

 
2 minutes 

Dr. Marissa 
B. Bunao 
Rural Health 
Physician /  

City Health Office 

Birthing 
Station / 

Lying In. In 
front of City 

Health 
Office Main 

Building 

END OF TRANSACTION 

     Note: Subject to availability of midwife/ attending physician 

 

Requesting for Building Permit 
     Schedule of Availability of Service: Monday-Friday (8:00am – 5:00pm) 
     Who May Avail of the Service : Applicants for building construction 
     What are the Requirements : Five (5) sets of Building plan, Lot plan with vicinity  
                            map, bill of materials, specifications, structural analysis for concrete &  
                           steel structures, land title, tax declaration with current tax receipt, zoning 
                          permit & locational clearance, construction signboards, barangay clearance 
     Duration :   2 hrs. & 37 minutes 

     Fees  :   Based on the rates prescribed by the National Building Code 

How to avail of the service? 

 
Follow these steps 

Response 
Time 

(under 
normal 

condition) 

 
Person/s in 

Charge 

 
Location 

¶ Proceed to the Office of the City 
Engineer (CEO) 

       Applicant goes to the frontline personnel of the 
CEO and states his/her purpose 

 
 
 
5 

minutes 

 
 
 

Ms. Elvie M. Abello 
Admin. Aide I 

 

Engr. Nancy R. 
Mirano 

Engineer I 

 
 
 
 
 
 

Building 
& 

Industrial 
Safety 

Division,  
Office of 
the City 

Engineer 

¶ Receive, Record and Evaluate 
Documents 
     Frontline personnel receives, records and evaluates 
documents for the application of building permit  

¶ Technical Review and Evaluation of 
Documents 
 
        Frontline personnel reviews and 
evaluates building documents as to 
technical requirements 

 
1 hour 

Engr. Mario V. Ila 
Engineer II (G.E.) 

Arch. Qurino F. Delos 
Santos 

Architect II  
Engr. Emmanuel D. 

Agustin 
Engineer II (C.E.) 
Engr. Ernesto S. 

Domingo 
Engineer II (E.E.) 

¶ Assessment of Fees 
Frontline personnel computes based on the 
submitted documents 

10 
minutes 

Engr. Joey B. 
Bustamante 

Building Inspector I 

¶ Payment of Fees 
        Personnel issues official receipt for building 

permit fees 

3 
minutes 

 
Revenue Collection 

Clerk 

¶ Evaluation and Approval of Local Fire Service 1 hour Chief of Local Fire 
Service 

¶ Proceed to Office of the City Engineer (CEO) 
for the final processing and recommendation 
of application for building permit 

15 
minutes 

Engr. Nancy R. Mirano 
Engineer I 

Engr. Emmanuel D. 
Agustin 

Engineer II  
¶ Approval 
        Frontline personnel submit s the documents for 

approval of the bldg official 

 
2 

minutes 

Engr. Carlito O 
Peralta 

City Gov’t. Asst. Dept. Head 
I/OIC-CEO 

¶ Recording and Releasing of Permit 
Frontline personnel records approved building 
permit and assigns number 

 
2 

minutes 

 

Ms. Elvie M. Abello 
Admin. Aide I 

 END OF TRANSACTION 

Note: Allowable period for extension due to unusual circumstances: 2  days 
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Zoning Clearance for Building Permit 
 
     Schedule of Availability of Service  : Monday-Friday  
                                                                   (8:00 am – 5:00 pm) 
     Who May Avail of the Service :  Any authorized individual  
                                                    requesting for construction of new building 

     What are the Requirements  :   (For New Applicants)  

Certified xerox copy of Transfer Certificate of Title (TCT) from  
Register of  Deeds, Certified  Xerox copy of Tax Declaration from the  
City Assessor, Five (5) sets of  Structural Plan, Sketch Plan, Tax  
Receipt (recent), Bills of materials, Specification, Brgy. Clearance  

 

     Duration   :    5 minutes 
     Fees   :    Based on the rates provided by HLURB. 
How to avail of the service? 

 
Follow these steps 

Response 
Time (under 

normal 
condition) 

Person/s in 
Charge 

 
Location 

¶ Proceed to the City Planning 
& Development Office 
(CPDO) 
      Applicant goes to the CPDO 
frontline personnel, states his/her 
purpose and submits the required 
documents. 

 
1 minute 

 
 
 
 

Ms. Virginia 
M. Quiniones 

Economist II  
 

 
 
 
 

Engr. 
Benilda B. 

Viernes 
City Planning & 

Dev’t. Coordinator 

 
Ms. Daisy 

E. Pimentel 
Project Dev’t 

Officer I 

 
 
 
 
 

City 
Planning & 

Dev’t Office, 
2

nd
 Floor 

City Hall 
Compound 

¶ Evaluation/Assessments of 
documents 
Zoning officials assessed as to 
compliance of the required document. 

 
2 minutes 

¶ Site Inspection 

 
15-30 

minutes 
 

 

¶ Approval / Signature 
 

Frontline personnel submits 
documents for approval / signature 
of the Zoning Administrator 

 

 
1 minute 

¶ Releasing of documents 
 
 

1 minute  

END OF TRANSACTION 

 
          Note:  Response time may vary depending on the sufficiency of 

requirements presented/submitted/location. 

 

Requesting Medical Check-up / Consultation   
(in your Barangay Health Station / Rural Health Unit)  
 
     Schedule of Availability of Service  : Monday-Friday  
                                                                    (8:00 am – 5:00 pm) 
     Who May Avail of the Service          :  Open to all individuals (Residents  
                                                                    & Non-Residents of San Jose City) 
    What are the Requirements            :   Personal Appearance of patient 

     Duration               :   7 minutes 
     Fees               :   FREE 
 
How to avail of the service? 

Follow these steps Response 
Time 

(under normal 
condition) 

Person/s in 
Charge 

 
Location 

 

¶ Information / Frontline 
Desk 
 
      Patient goes to the 
information / frontline desk 
and states chief complaints / 
illness / general information / 
retrieve folder / records 

 
3 minutes 

 
Frontline 

Personnel 
Brgy. Health 

Worker / 
Midwife 

 
 

Rural Health 
Unit Located 
at Different 

Barangays in 
San Jose City 

 
Dr. Francisco 
D. Lardizabal 

Jr. 

RHU 1 – Brgy 
Palestina/Sibut 

 
Dr. Noel B.  

De Vela 
RHU 2 – Brgy. 

Calaocan 
 

Dr. Rizza 
Gregoria M. 

Esguerra 
RHU 3 – Brgy. 

Abar 1st 
 

Dr. Josephine 
P. Pascual  

RHU 4 – Brgy. 
Sto. Niño 1st 

 

¶ Assessment  
(Vital Signs) 

  
Midwife / 

Public Health 
Nurse 

 

¶ Consultation 
(Laboratory) 

  
Rural Health 

Physician 
 

City Health 
Officer 

 

 

¶ Pharmacy 
 
     Provides medicine (if 
available) 
 

 
3 minutes 

 
Pharmacist 

 

¶ Releasing of patient 1 minute Rural Health 
Physician / 
City Health 

Officer 
END OF TRANSACTION 

    Note: Subject to availability of midwife/Public Health Nurse/Physician 
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Dental Services (Check-up / Consultation) 
     Schedule of Availability of Service  : Monday-Friday  

    (8:00 am – 5:00 pm) 
     Who May Avail of the Service : Open to persons with dental problems 
    What are the Requirements    :  Personal Appearance of patient 

     Duration :   10 minutes  
     Fees :   Dental X-ray Fee  P 150.00             
      Dental Certificate Fee P50.00  
How to avail of the service? 

Follow these steps Response 
Time 

(under normal 
condition) 

Person/s in 
Charge 

 
Location 

¶ Proceed to the Dental 
Services of the nearest 
RHU in the Barangay 

 

      Patient goes to the 
frontline personnel of the 
Dental Services of the City 
Health Office and state 
his/her purpose 

 
3 minutes 

 
 
 

Frontline 
Personnel / 
Dental Aide 

 
 

 
Rural Health 

Unit Located at 
Different 

Barangays in 
San Jose City 

 
Dr. Rolando 

Valencia 
RHU 1 –Brgy 

Sibut 
 

Dr. Cristina 
Menguito  

RHU 2 – Brgy. 
Calaocan 

 
Dr. Shirley 

Allas  

RHU 3 – Brgy. 
Abar 1st 

 
Dr. Anglorina 

Pabilonia 
RHU 4 – Brgy. 
Sto. Niño 1st 

 

¶ Medical Examination / 
Treatment Room (Vital 
Signs) 

 
 

 

¶ Recording of Data 

 

3 minutes 
 

¶ Dental care treatment or 
extraction 

 
     Attending dentist provides 
dental care treatment or 
extraction to patient 

 
 

 

Dr. A. Pabilonia 
Dentist IV 

Dr. S. Allas 
Dentist III 

Dr. R. Valencia Jr. 
Dentist III 

Dr. C. Menguito 
Dentist II 

¶ Releasing of Patient 1 minute 

 

¶ Payment of fees to the 
collection officer 
 

 
3 minutes 

 
Revenue 

Collection Clerk 

Ground Floor, 
City Health  
Office main 

Building 

END OF TRANSACTION 

      Note: Subject to availability of the dentist. 

                *Mobile dental bus with complete amenities for public schools 
 

 

Requirements for Business Permits and Licenses 
 

¶ New Business  - Barangay Clearance for the Business 
 

TYPE OF BUSINESS DOCUMENTS NEEDED 

ü Partnership / Corporations - SEC Registration 

ü School - DepEd / CHED / TESDA 
Registration 

ü Firearms / Ammunition Store - Crame Clearance 

ü Pawnshops - Central Bank Accreditation 

ü Pubhouse / Night Clubs - Brgy. Clearance 
- GRO’s Requirements 
Á Brgy. Clearance 
Á Biodata with original  Pictures  
Á Health Clearance / Certificate 
Á Police Clearance 
Á NSO Birth Certificate 

ü Amusement Places / Amusement Dev 
ü Manufacturers/ Assemblers 
ü Wholesalers/Distributors 
ü Dealers 
ü Exporters/ Importers 
ü Millers 
ü Producers 
ü Retailers 
ü Services/Contractors 
ü Bank and other Financial Institutions 
ü On Cafes, Cafeterias, Ice Cream Parlor 
ü Lessors, Dealers, Brokers, boarding house, 

motels 
ü Travel Agencies & travel Agents 
ü Subdivision Operators, Private 

Cemeteries & Memorial Parks 
ü Hospitals, Laboratories, Medical and 

Dental Clinics 
ü Cockpit Operations 
ü Operators of Cable Network System 
ü Operators of computer services 

establishments 
ü General Consultancy Services 
ü Operators of public utility vehicles 
ü Tax on Ambulant & itinerant 

Amusement operators 
ü All other services establishments 
ü Advertising Agencies 
ü Franchise Tax 
ü Printing and Publication Tax 

 
 
1. Land Tax 
2. Fire Inspection 
3. Building Inspection 
4. Health Card 
5. Public Market Certification 
6. Zoning Clearance 
7. Tourism Order of   
      Payment/Clearance 
8. Environmental compliance  
       clearance 
 
 
Note: #5 – if business is located 
at the Public Market 
         #6 – if business status is New 
         #3 – not applicable for   
              peddlers and trucking  
                  business 

ü Peddlers  
ü Tax on every delivery truck/van 

- Requirements no. 
1,2,4,5 & 7 only 
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Application for Business Permits & Licenses (New & 
Renewal of Business) 
  Schedule of Availability of Service  : Monday-Friday (8:00 am – 5:00 pm) 
  Who May Avail of the Service :  Any single proprietorship, partnership,  
                                                corporation operating their business within the city  

   What are the Requirements     :   Requirements vary depending on the     
                                                            type of business (see next page) 
   Duration     :  11 Minutes 
  Regulatory Fees : Plumbing Fee - 60.00/CR  Health Fee - 75.00  Annual Inspect’n   -  120.00 
           Electrical Fee    - 200.00  Business Plate  -110.00(New)       Other/Tourism Fee  -   75.00 
           Mechanical Fee -  20.00/aircon                  - 5.00(Renewal)   CENRO Cert. Fee   - 100.00 
           Fire Code Fee    - 10% of    Mayor’s Fee     -  200.00               Sanitary Fee          -  50.00 
           all Regulatory Fees   Garbage Fee  -  320.00 (minimum)       Land Tax Cert. Fee -  75.00
          Except for Fire Code Fee, Tourism, CENRO and land Tax, other regulatory 
fees vary depending on the type and area of  business and number of employees. 

How to avail of the service? 

 
Follow these steps 

Response Time 
(under normal 

condition) 

Person/s in 
Charge 

 
Location 

¶ Proceed to the Business 
Permits & Licenses Office 

           Taxpayer goes to the frontline 
personnel of the Business Permit and 
License Office and states his/her 
purpose. 

           Taxpayer fills-up Business License 
and Mayor’s  Permit’s Application Form 

 
3 minutes 

Ms. Dulce N. Lorenzo 
License Inspector I 

 

Mr. Rodolfo E. Toralba Jr. 

Admin. Aide III  
 

Mr. Jefferson Villuan  
Admin. Aide II 

 

 

 
 

Permits 
and 

License 
Division, 
Ground 

Floor, City 
Hall Main 
Building 

¶ Processing of Business License 
and Mayor’s Permit 
V Evaluation of application form 

and requirements 
V Encoding of business taxes and 

fees 

V Printing of Business License and 
Mayor’s Permit 

 
 

2 minutes 
 

3 minutes 
 

1 minute 

Ms. Lea D. Grospe 
Licensing Officer I 

Mr. Christopher R. 
Pabalan 

  Licensing Officer II 
Ms. Gessela M. 

Tolentino 
Admin. Aide IV  

Mr. Rodolfo E. 
Toralba Jr. 

Admin. Aide III 

 

¶ Approval and Releasing of 
Business Permits and 
Licenses 

 
2 minutes 

Ms. Gessela M. Tolentino 

Admin. Aide IV  
 

Ms. Segundina V. Tuloza 

Licensing Officer III 
 

Mr. Alexander Glen 
Bautista 

City Administrator 
 

Hon. Mario O. 
Salvador 
City Mayor 

Office of 
the City 

Mayor, 2nd 
Floor 

City Hall 
Main Bldg. 

END OF TRANSACTION 
     Note: Allowable period for extension due to unusual circumstances: 2-3 days 

Requesting Mayor’s Clearance 
 
     Schedule of Availability of Service: Monday-Friday (8:00am – 5:00pm) 
     Who May Avail of the Service : Students, Applicants  for  
                                                                   employment, OFWs, and others 
     What are the Requirements             : Police Clearance; Community Tax  
                                                                    Certificate (Cedula)  
     Duration    :  15 Minutes 
     Fees    :  P 150.00 
        (indigent FREE of charge)  
 
How to avail of the service? 

 
Follow these steps 

Response 
Time 

(under 
normal 

condition) 

 
Person/s in 

Charge 

 
Location 

¶ Proceed to the Frontline Personnel, Office 
of the City Mayor  

 
       Applicant goes to the frontline personnel 

of the City Mayor’s Office and states 
his/her purpose 

 
3 minutes 

 
 

Frontline 
Personnel / 

 
 

 
Office of 
the City 
Mayor 

2nd Floor, 
City Hall 

Main 
Building 

 

¶ Presentation and review of 
Documents 

 
3 minutes 

 

¶ Payment of Fees 
 
        Applicant goes to Cash Receipts 

Division, Office of the City Treasurer for the 
payment of fee. 

 
3 minutes 

 
Revenue 

Collection 
Clerk 

 
Ground 

Floor 
City Hall 

Compound 

¶ Preparation and Approval of 
Documents 

 

 
5 minutes 

Frontline 
Personnel / 

 
Mr. 

Alexander 
Glen 

Bautista 

City 
Administrator 

 
Office of 
the City 
Mayor 

2nd Floor, 
City Hall 

Main 
Building 

 

¶ Recording and Issuance of 
Requested Document 

 
1 minute 

 
Frontline 

Personnel 

END OF TRANSACTION 

  Note: Allowable period for extension due to unusual circumstances: 1 day 
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Requesting Mayor’s Permit 
 
     Schedule of Availability of Service: Monday-Friday (8:00am – 5:00pm) 
     Who May Avail of the Service : Businessmen, solicitors, transient  
                                                                    vendors and others 
     What are the Requirements              :  Request letter / verbal request 
     Duration                           :  11 minutes 
     Fees                :   P 75.00  
 
How to avail of the service? 

 
Follow these steps 

Response 
Time 
(under 
normal 

condition) 

 
Person/s in 

Charge 

 
Location 

 

¶ Proceed to the Frontline 
Personnel, Office of the City 
Mayor and present the document. 
 
     Applicant states and presents the 
required document (request letter). 

 
1 minute 

 
 
 

Ms. Rona V. 
Pascual  
Admin. 

Assistant I 
(Bookbinder III) 

 
 

Office of 
the City 
Mayor 

2nd Floor, 
City Hall 

Main 
Building 

 

¶ Examination and Preparation of 
Documents 
 
      Frontline personnel examines and 
prepares necessary documents. 

 
7 minutes 

 

¶ Payment of Fees 
 
      Applicant goes to Cash Receipts 
Division, Office of the Treasurer for the 
payment of fee. 

 
2 minutes 

 
Revenue 

Collection 
Clerk 

Office of the 
City 

Treasurer, 
Ground 
Floor 

City Hall 
Compound 

¶ Signature of document 
 
      Frontline personnel submits the 
document for signature of approving 
authority. 

 
 

1 minute 

Mr. 
Alexander 

Glen 
Bautista 

City 
Administrator 

 
Office of 
the City 
Mayor 

2nd Floor, 
City Hall 

Main 
Building 

¶ Recording and releasing of 
documents 

Ms. Rona V. 
Pascual  

Admin. Assistant 
I (Bookbinder III) 

END OF TRANSACTION 

  Note: Allowable period for extension due to unusual circumstances: 1 day 
  

 

 

 Application / Issuance of Community Tax Certificate 
(Cedula) 
 

     Schedule of Availability of Service  :   Monday-Friday  
     (8:00 am – 5:00 pm) 

     Who May Avail of the Service :  Open to all individuals (Residents  
                                                                   and Non-residents of San Jose City) 
 

     What are the Requirements  :   Accomplished Personal  
     Information Slip 

     Duration    :    10 Minutes 
     Fees    :    Basic Community Tax – P 5.00
         Voluntary or Exempted – P 1.00 
 Additional : Salaries or Gross receipt or earnings derived  
       from exercise of Profession or pursuit of any occupation  - P 1.00 for every P 1,000.00 
 
How to avail of the service? 
 

Follow these steps Response 
Time 

(under 
normal 

condition) 

Person/s in 
Charge 

 
Location 

¶ Proceed to the City 
Treasurer’s Office 
(CTO) 
 

    Applicant goes to the 
frontline employee of the 
Cash Receipts Division, 
CTO and states his/her 
purpose (fill-up Personal 
Information Slip) 

 
 
 
 
 
 
 

5 minutes 
 
 

 
 

Ms. Rhodora B. 
Lanozo 

Rev. Coll’n. Clerk II 
 
 

Ms. Elnora V. Libed 
Ticket Checker 

 
 

Ms. Esmeralda R. 
Sansano 

Admin. Asst. I 
 
 

Mr. Roderick SJ. 
Valdez 

Rev. Coll’n. Clerk I  
 
 
Mr. Jobett King 

L. Sahagun 

Data Entry Machine 
Operator III 

 
 
 
 
 

Cash 
Receipts 
Division, 
Ground 

Floor, City 
Hall Main 
Building 

¶ Processing of 
Documents 
 

Frontline personnel 
encodes the data in the 
computer. 

¶ Payment of Fees 
 

Amount of fees depend on 
the declared income of 
applicant 

 
3 minutes 

¶ Issuance of 
Community Tax 
Certificate 

2 minutes 

END OF TRANSACTION 
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