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. Mandate:

The Department is the government agency responsible for the promotion of
agricultural development by providing the policy framework, public investments, and
support services needed for domestic and export-oriented business enterprises.

Il. Vision:

A modernized and globally competitive agriculture for a food secure, resilient and
sustainable region.

[1l. Mission:

To empower farmers, fisherfolk and the agricultural stakeholders through efficient,
accurate and responsive interventions for development.

V. Service Pledge:

We, the officials and employees of the Department of Agriculture Regional Field Office
lll believe that a public office is a public trust.

We therefore make the following manifestations:

1. That, a good governance is essential for sustainable economic and social
development;

2. That, good governance translates to the delivery of public services in a
responsive, accountable and transparent manner by a public organization;

3. That, the DA philosophy, methods, procedures and standards in delivering its
frontline services are contained in the DA Citizen’s Charter, which we have read
and essentially understood.

4. That, in view hereof, we hereby commit to do the following:

a) To know and abide by DA’s service standards in performing the duties
and responsibilities of my/our appointive/designated position/s,
wherever possible;

b) To seek continued improvement of the service process/es of our service
area;

c) To account for the Citizen’s satisfaction/dissatisfaction in the DA
products and services for which our work group is responsible; and

d) Through example, encourage others to be guided by adhere to the
services standards spelled out in the DA Citizen’s Charter.
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PROCUREMENT PROCESS THROUGH COMPETITIVE BIDDING

The Bids and Awards Committee (BAC) office serves as the starting point of the
procurement process of the Department of Agriculture Regional Field Office IIl to ensure
the effective, and timely implementation of various programs and projects of DA-RFO Il
in accordance with the Revised Implementing Rules and Regulations of Republic Act
9184 otherwise known as the Government Procurement Reform Act.

Office or Division

Bids and Awards Committee

Classification

G2B, G2G

Type of Transaction

Highly Technical

Who May Avail

End-users, Eligible Suppliers compliant
with RA 9184

Fees to be paid

The cost of bidding documents shall
correspond to the ABC range as indicated
in the table below. This shall be the
maximum amount of fee that procuring
entities can set for the acquisition of
bidding documents.

Maximum Cost of
Bidding
Approved Budget Documents
for the Contract . e
(in Philippine
Peso)
500,000 and 500
below
More than 1,000
500,000 upto 1
Million
More than 1 5,000
Millionupto 5
Million
More than 5 10,000
Million up to 10
Million
More than 10 25,000
Million up to 50
Million
More than 50 50,000
Million up to 500
Million
More than 500 75,000
Million

Checklist of Requirements

Where to Secure

10
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1. Accomplished Purchase Request (PR)
with assigned PR Number (1 original

copy)

End-user, GSS

2. Certificate of Availability of Funds

(CAF)

Budget Section

3. Approved Annual Procurement Plan
(APP) or Supplemental APP

BAC Secretariat

4. Certificate of Evaluation from BAC TWG
Technical Working Group (WG) for
ICT, Agricultural Machineries and
Infrastructure projects
5. Pre-Inspection Report for requests for | GSS
repairs
: . Fees to | Processing Person
Client Steps Agency Action be paid Time Responsible
1. Submit | 1.1 Receive, and forward None 2 days
purchase the documents to the
request and office of the Head, BAC End-user
supporting Secretariat_ for vgrifiqation BAC
documents to the of PR and inclusion in the Secretariat
BAC office approved APP
1.2 Set schedules for None 1 day BAC
procurement activities* Secretariat
1.3 Preparation of the None 1 day BAC
bidding documents Secretariat
1.4 Publication/ None 7 days
Advertisement in BAC
PhilGEPS, website and Secretariat
conspicuous places
2. Attend Prebid | 2.1 Conduct of Prebid | Refer to 112 days**
Conference, Conference, Opening | prescribed BAC
Opening of Bids; | of Bids, Bid evaluation, | bid docs
9 e Members,
submission of | Post Qualification, fee BAC
necessary preparation and .
documents approval of BAC Secretariat,
: BAC TWG,
Resolution and End-user
approval of and HoPE '
Issuance of Notice of
Award
3. Submit | 3.1 Receive 10 days BAC
Performance Performance Bond Secretariat
Bond Cashier

11
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3.2 Maintain a copy of 1 day
the documents, and
forward the documents
to the end-user for
preparation of
Obligation Request and
Status (ORS)/Budget
Utilization Request and
Status (BURS)

BAC
Secretariat

3.3 Furnish the poster
with the NOA, and BAC
Resolution  for the
posting of  Award
Notice Abstract (ANA)
in the PhilGEPS

Refer to
prescribed
bid docs
fee

TOTAL 134 days

*Pre-Procurement Conference is conducted for Procurement of Infrastructures with an ABC
of 5 Million and above; Goods and Services with an ABC of 2 Million and above and
Consultancy with an ABC of 1 Million and above.

**Based on the Maximum Operational Timeline for the Procurement of Goods and Services
indicated in the Annex “C” of the RA 9184 and its Revised IRR

12
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REQUEST FOR CERTIFIED COPY OF DOCUMENTS
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In compliance with Republic Act No. 9470, the Records Unit of the Department of
Agriculture Regional Field Office No. Il shall maintain a sound system of documentation,
preservation, dissemination, and disposition of its official records. Other offices
(government and business) and individuals who have valid purposes may request certified

copies of documents.

This process excludes requests covered by a Subpoena issued by the Office of the
Ombudsman and Sandiganbayan and requests of the Commission on Audit for audit
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purposes.
Office or Records Unit Office
Division:
Classification: Simple
Type of G2C-Government to Citizen, G2B-Government to Business, G2G-

Transaction:

Government to Government

Who may avail:

Farmers/Associations, NGAs, NGOs, Private Entities, LGUs, Others

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. Duly Accomplished Certified
Copy of Documents Request
Form (1 original copy, 1
receiving copy)

For personal appearance:

Present Valid ID

Authorization letter duly
signed by the requesting
party with photocopy of
the latter and
representative's Valid ID

DA-RFO lll officials /
employees are not
required to present IDs

. For authorized representative:

Client/Concerned Offices

AGENCY FEES TO | PROCESSING PERSON
CILIERT STERe ACTIONS BE PAID TIME RESPONSIBLE
1. Secure a|l2 Provide a|None 15 minutes Ms. Rolibeth
request form to | request form to the Zapata
the Records | client Administrative
Unit Officer Il (Records

Officer 11)
/
Ms. Divina Gracia
Rebillaco

14
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Administrative
Officer | (Records
Officer 1)

/

Ms. Carlyn Joy
Cortez
Mr. Marlon Dollente
Mr. Lorenzo Ray

Briones
Records Unit Staff
2. Submit a duly | 2.1 Receive the | None Within 2 days Ms. Rolibeth
accomplished duly accomplished and 7 hours Zapata
Certified Copy | Certified Copy of Records Officer Il
of Documents | Documents /
Request Form | Request Form and Ms. Divina Gracia
and attach | other Rebillaco
other requirements  (if Records Officer |
requirements (if | applicable) /
applicable) Ms. Carlyn Joy
Cortez
Mr. Marlon Dollente
Mr. Lorenzo Ray
Briones
Records Unit Staff
2.2 Submit the | None Ms. Rolibeth
duly accomplished Zapata
Certified Copy of Records Officer Il
Documents /
Request Form and Ms. Divina Gracia
the attached Rebillaco
requirements  (if Records Officer |
applicable) to the /
approving Ms. Carlyn Joy
authorities Cortez
Mr. Marlon Dollente
Mr. Lorenzo Ray
Briones
Records Unit Staff
2.3 Evaluate, | None Concerned
review, and Unit/Section Chief
approve the as the reviewing
request officer

Concerned Division
Chief as the
recommending
authority

OIC-RED / RED as
the approving

15
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2.4 Upon receiving
the Approved Duly
Accomplished
Certified Copy of
Documents
Request Form and
the attachments (if
applicable),
retrieve the record
and reproduce the
required number
of copylies of the
requested
document/s

Note:

If the requested
copy of the
document pertains
directly to the
requesting DA-
RFO 3
employee/official/
concerned office
such as a Special
Order,
Memorandum,
Invitation, and the
like, the Records
Officer 1l or | have
the authority to
certify and release
the documents
even without the
approval of the
higher authorities,
and the same can
be provided within
the day.

None

authority or the
concerned RTD if
authorized by the
OIC-RED / RED

Ms. Rolibeth
Zapata Records
Officer Il
/

Ms. Divina Gracia
Rebillaco
Records Officer |
/

Ms. Carlyn Joy
Cortez
Mr. Marlon Dollente
Mr. Lorenzo Ray
Briones
Records Unit Staff

25 Stamp the
documents  with
“Certified True

None

Ms. Rolibeth
Zapata Records
Officer Il

16
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Copy” or “Certified
Copy from a
Machine on File”
(whichever IS
applicable), then
sign and indicate
the date on all
pages of the
document/s

/
Ms. Divina Gracia
Rebillaco
Records Officer |

3. The requesting | 3.1 Present the | None 45 minutes Ms. Rolibeth
party shall signin | receiving logbook Zapata Records
the receiving | to the requesting Officer Il
logbook and | party for signature /
claim the | and release the Ms. Divina Gracia
requested requested certified Rebillaco
certified copy of | copy of documents Records Officer |
the documents /

Ms. Carlyn Joy
Cortez
Mr. Marlon Dollente
Mr. Lorenzo Ray
Briones
Records Unit Staff
3.2 File the | None Ms. Rolibeth
Approved Duly Zapata Records
Accomplished Officer 1l
Certified Copy of /
Documents Ms. Divina Gracia
Request Form and Rebillaco
the attached Records Officer |
requirements  (if /
applicable) Ms. Carlyn Joy
Cortez
Mr. Marlon Dollente
Mr. Lorenzo Ray
Briones
Records Unit Staff
TOTAL: None 3 Days
Note:

1.) For Complex Request —

Process Time shall be 6 working days.

2.) For Highly Technical Request —

Request for certified copies of documents of more than 10
current records and less than 10 non-current records, the corresponding processing
time under Client’s Step 2 shall be within 5 working days and 7 hours. The Total

Request for certified copies of documents of more
than 10 non-current records, the corresponding processing time under Client’s Step
2 shall be within 17 working days and 7 hours. The Total Process Time shall be 18
working days.

17
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RECEIVING, PROCESSING AND RELEASING OF COMMUNICATIONS

The Records Unit serves as the starting point for clients in availing the programs of the
Department of Agriculture Region lll. The flow of incoming communications is controlled
for easy tracking and retrieval of documents. This can be utilized by the clients to follow-
up on their requests and monitor the status of such.
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Transaction:

Government to Government

Office or Records Unit Office

Division:

Classification: Simple

Type of G2C-Government to Citizen, G2B-Government to Business, G2G-

Who may avail:

Farmers/Associations, NGAs, NGOs, Private Entities, LGUs, Others

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. Request letters/Letters of Intent
(1 original and 1 receiving copy)

Client/Concerned Offices

2. Invitations

(1 original and 1 receiving copy)

Client/Concerned Offices

3. Endorsements
(1 original and 1 receiving copy)

Client/Concerned Offices

4. Other forms of communication
concerning the office
(1 original and 1 receiving copy)

Client/Concerned Offices

AGENCY FEES TO | PROCESSIN PERSON
CRIEN SIS ACTIONS BE PAID G TIME RESPONSIBLE
1. Submit | 1.1 Receive, | None 15 minutes
documents record, and a. Ms. Aileen
through at least | forward the Garcia
one of the | document to the Malasakit
following: . Records Unit Help Desk
a) Malasakit Staff
Help Desk Note:_ (for walk-in
for E-mail messages and courier)
receiving shall be printed by
and the concerned
recording | office/staff and b. Ms. Femy
b) E-mail forwarded to the Jean Tuazon
c) Courier/po | Records Unit /' Ms. Desiree
stal Nicole Diaz
services RED’s Staff
Staff of Other
Offices with
e-mail
accounts

18
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1.2 Record and None 15 minutes Mr. Marlon Dollente

stamp “receive” Records Unit Staff

the documents, /

then sign, indicate Mr. Lorenzo Ray

the date of Briones

receipt, and Records Unit Staff

assign the

reference number

indicated in the

logbook of the

Records Unit

1.3 Encode/lnput | None 40 minutes Ms. Divina Gracia

the information Rebillaco

details of the Administrative

documents in the Officer | (Records

Incoming Officer 1)

Communications /

Masterlist (MS Mr. Lorenzo Ray

Excel Form) to be Briones

linked in the Records Unit Staff

Document

Tracking Slip

(Routing Slip),

print the filled-out

DTS, and attach

to the documents

1.4 In the | None 40 minutes Mr. Lorenzo Ray

Document Briones

Tracking Records Unit Staff

Monitoring System /

(DTMS), input the Available Records

required Unit Staff

information of the

documents by the

system, then

forward, and

release to the

Office of the

Regional

Executive Director

(ORED)

1.5 Forward, and | None 15 minutes Mr. Marlon Dollente

release the Records Unit Staff

physical /

documents to the Mr. Lorenzo Ray

ORED through the Briones

logbook Records Unit Staff
TOTAL: None 2 hours and 5

minutes

19
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PROCESS UPON RECEIVING THE PHYSICAL DOCUMENTS WITH WRITTEN

DIRECTIVES / INSTRUCTIONS OF THE RED / OIC-RED

1.1 Receive from | None 15 minutes
the ORED the
physical

documents  with
the attached
directives /
instructions  from
the RED [/ OIC-
RED written in the
DTS (Routing Slip)

Note:

If the RED / OIC-
RED is on official
leave / travel, the
RTD shall be
responsible for
providing
instructions /
directives to the
DA-RFO 3
concerned
offices/personnel
through DTS
(Routing  slip), if
authorized /
instructed by the
RED/OIC-RED

Mr. Marlon Dollente
/
Mr. Lorenzo Ray
Briones
Records Unit Staff

1.2. Input the | None 30 minutes
directives /
instructions of the
RED / OIC-RED in
the Incoming
Communications

Masterlist (MS

Ms. Divina Gracia
Rebillaco
Records Officer |
/

Mr. Lorenzo Ray
Briones
Records Unit Staff

Excel Form)
1.3. Scanned the | None 1 hour Ms. Divina Gracia
DTS and the Rebillaco
documents Records Officer |
/
Mr. Lorenzo Ray
Briones

Records Unit Staff

20
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1.4. Update the | None 40 minutes Mr. Lorenzo Ray
required Briones
information details Records Unit Staff
of the documents /
in the DTMS, Available Records
forward, and Unit Staff
release to the
concerned offices
1.5. Disseminate | None 1 hour Logbook:
the physical Mr. Lorenzo Ray
documents  with Briones / Mr. Marlon
DTS (reproduce Dollente
copy if necessary) Records Unit Staff
through  logbook
and soft-copies (if E-mail:
necessary) Ms. Divina Gracia
through e-mail to Rebillaco
the concerned Records Officer |
offices / officials / /
employees Available Records

Unit Staff

TOTAL.: None 3 hours and
25 minutes

21
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FUNDING OF OBLIGATION REQUESTS

Pursuant to COA Circular 2015-007, the incurrence of obligations shall be made through
the issuance of Obligation Request and Status (ORS). The Head of the
Requesting/Originating Office or his authorized representative shall certify in Box A of the
ORS as to the necessity and legality of charges to the budget under his/her supervision,
and validity, propriety, and legality of SDs. The Head of the Budget Division/Unit shall
certify the availability of allotment, and such is obligated by signing in Section B of the
ORS. This aims to allocate and manage funds for all types of claims.

Office or Division Administrative and Finance Division -
Budget Section

Classification SIMPLE

Type of Transaction G2B,G2G

Who May Avail DA RFO-Ill, LGUS,DA RFO lli
Employees, Contractors/Suppliers

Checklist of Requirements Where to Secure

Public Bidding:

1.Obligation Request and Status with End User

signature in Box A (4 Original copies)

2.Approved Purchase Request (1 | End User

Original copy)

3.Certification of Funds Availability prior to | Budget Section
bidding (1 Original copy)

4. Annual Procurement Plan (APP) Bids and Awards Committee (BAC)
Secretariat/ End User

5. Philgeps Invitation to Bid (1 Original) BAC

6. Bid Notice (1 Original) BAC

7. Abstract of Bid as Read and as BAC

Calculated (1 Original)

8. Evaluation Report (1 Original) BAC

9. Notice of Post Qualification (1Original) BAC

10. BAC Resolution (1 Original) BAC

11. Notice of Award (1 Original) BAC

Small Value Procurement:

22
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1. Obligation Request and Status with End User
signature in Box A (4 Original copies)

2.Purchase Request approved by Head of | End User
Agencyl/alternate signatories and
numbered) (1 Original)

3.Certification of Funds Availability prior to | Budget Section
bidding (1 Original copy)

4. Annual Procurement Plan (APP) — (1 BAC

Original)

5. Request of Quotation (minimum of 3) — BAC Canvasser
(1 Original)

6. Abstract of Quotation — (1 Original) BAC

Reimbursements: (supplies, meals and emergency repairs)

11. Obligation Request and Status with End User
signature in Box A (4 Original copies)

2.Purchase Request (approved by Head of | End User
Agency/alternate signatories and
numbered) — (1 Original)

3. Request of Quotation (minimum of 3) (1 | End User
Original per quotation)

4. Justification for reimbursement- End User
(1 Original)

5. Official Receipt or Sales Invoice- End User
(1 Original)

6. Attendance and minutes for meals-(1 End User
Original)

Travelling Expenses

1. Obligation Request and Status with End User
signature in Box A (4 Original copies)

2.Approved Travel Orders and Certificate of | Claimant such as DA RFO llI officials,

Appearance (1 Original) employees and Local Government
employees

3. Itinerary of Travels (approved by Claimant such as DA RFO lll officials,

Supervisor/Head Agency (10riginal) employees and Local Government
employees

4. a.) Accomplishment Report Claimant such as DA RFO llI officials,
employees and Local Government

b.) Post travel report
employees

(1 Original)

5. Original receipt for fare, toll fees and Claimant such as DA RFO llI officials,

accommodation (if any) (1 Original) employees and Local Government
employees
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Contract of Service —Job Order
1. Obligation Request and Status with End User s
signature in Box A (4 Original copies)
2. Contract of Service HRM Section
3. Project Proposal (for Project-based) Project Implementer such as the banner
Mandatory Expenses (such as Electricity, Water Bill)
1. Obligation Request and Status with End User
signature in Box A (4 Original copies)
2. Billing statements Requesting Unit
Salaries and Other Compensation of Plantilla Employees
1. Obligation Request and Status with End User
signature in Box A (4 Original copies)
2. Approved Payroll HRM Section
3. Department Orders/Special Orders for HRM Section
detailed personnel
Fees Processin Person
Client Steps Agency Action to be . g :
: Time Responsible
paid
1. Forward 4 original | 1.1 Receive | None | 5 minutes Ms. Jerrelyn
copies of Obligation | Obligation Request per voucher Bacani
Request and Status | and Status with Budaet Staff
signed at Box A with | corresponding udget sta
attached  supporting | attachments Mr. Mark Joseph
documents (including DTMS) Zablan
Administrative
Aide VI
1.2 Check the | None | 15 minutes
availability of per voucher
allotment and
process and Ms. Geneva
number the Estravillo
Obligation Request Budget Staff
and Status
according to its
claim, then secure Ms. Audrey Lynne
1 copy of Mendoza
Obligation Request
and Status to be Administrative
fled at Budget Officer Il
Section.
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1.3 Control and | None | 15 minutes
record the per voucher
Obligation Request
and. Status in Ms. Audrey Lynne
Registry of
Mendoza
Allotment,
Obligation and Budget Officer
Disbursement for
all  banner and
regular programs
in accordance to
their claims
1.4 Review and | None | 15 minutes Ms. Elizabeth
Signs the per voucher Grace Canlas
Obligation Request Chief, Budget
and Status Box B Officer
OIC-Budget
Officer
15 Release | None | 10 minutes Ms. Jerrelyn
vouchers/ per voucher Bacani Budget
documents to Staff
Accquntlng . Mr. Mark Joseph
Section (including Zablan
DTMS)
Administrative
Aide VI
Total: None | lhour per
voucher
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ISSUANCE OF ORDER OF PAYMENT

The order of payment issued by the Accounting Office serves as the basis of the Cashier
in receiving collections.

Office or Division

Administrative and Finance Division —
Accounting Section

Classification

SIMPLE

Type of Transaction

G2C, G2B, G2G

Who May Avail

FARMERS, EMPLOYEES, COS
PERSONNEL, SUPPLIERS,
CONTRACTORS,NGAs,NGOs, and LGUs

Checklist of Requirements

Where to Secure

1. Request for issuance of order of payment
(for payment of bidding documents,
receipt of performance/bidders/bail bonds
and collections of various fees)

(1 Original Copy)

BAC (for payment of bidding documents,
receipt of performance/bidders/bail
bonds), Regulatory and Integrated
Laboratory Division (for collection of
various fees)

2. Request for issuance of order of payment
(for refund of unexpended cash advance,
pre-payment, fund transfer and over
payment of expenses)

(1 Original Copy)

NGAs, LGUs, NGOs/PO and DA -
Personnel

3. Copy of Notice of Award (for payment of BAC
performance bond)
(1 Certified True Copy)
. . Fees to | Processing Person
Client Steps Agency Action be paid Time Responsible
1. Forward the copy of | 1.1 Receive the | None | 2 minutes per | Ms. Mary Joyce
request for issuance of | request for request Dayrit

issuance of Order of
Payment for refund
of cash advance or
unexpended

balance from fund
transfers, refund for
overpayment of
expenses, receipt of
inter-agency

transferred  funds,
payment of bidding
documents, receipt
of performance/
bidder/ bail bonds
and collections of
various fees

order of payment by
accounting staff

Accounting Staff

Mr. Laieson C.
Cabigao

OIC-Chief,
Accounting
Section
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1.2 Prepare Order | None | 5 minutes per | Ms. Mary Joyce
of Payment based request Dayrit
on client's request Accounting Staff
and forwards the
same to the Mr. Laieson C.
Accountant for Cabigao
signature

OIC-Chief,

Accounting

Section

1.3 Sign the Order | None | 3 minutes per | Mr. Laieson C.

of Payment and request Cabigao
forwards the same _
to the Accounting OIC-Chief,
Staff Accounting
Section

1.4 Issue the Order | None | 2 minutes per | Mr. Laieson C.

of Payment to the request Cabigao
client
OIC-Chief,
Accounting
Section

2. Receive the order of | 2.1 Release the | None 3 minutes per | Mr. Laieson C.
payment and related | Order of Payment request Cabigao

supporting documents
PP J OIC-Chief,

Accounting
Section

Total: None | 15 minutes
per request
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DISBURSEMENTS BY CHECKS

Process of paying of outstanding debts or liabilities owed by the department to its
suppliers, creditors, employees, LGU’s, and others private institutions. This involves
issuing checks, electronic transfer or cash payments and managing the cash flow
efficiently.

Office or Division ADMIN AND FINANCE DIVISION —
CASHIER UNIT

Classification SIMPLE

Type of Transaction G2G - G2B - G2C

Who May Avail EXTERNAL CREDITORS AND DA
EMPLOYEES

Checklist of Requirements Where to Secure
1. Disbursement Vouchers Accounting Section

(1 original and 2 photo copies)

2. Obligation Request and Status Budget Section

3. Supporting Documents Accounting Section/End User (Concern
Banner Programs)

4. Document Tracking Slip End User (Concern Banner Programs);
DA Employees

HEle Processing Person
Client Steps Agency Action | to be : .
paid Time Responsible
1. Forward the signed | 1.1 Receive and
Disbursement check the
Voucher (DV) with | completeness of
complete supporting | signatories in the Jeanny P. Aquino
documents from the | Disbursement (Chief, Cashier)
Accounting Section Voucher (DV) with | None | 5 Minutes Grace S. Supan
supporting (Asst. Cashier)
documents for
preparation of
Checks

1.2 Prepare the
check through the
Check Writer | None
software installed

Jeanny P. Aquino
(Chief, Cashier)

in the computer 10 Minutes
. Grace S. Supan

and typewriter .

. (Asst. Cashier)
(electric or manual
typewriter)
1.3 Prepare the Jeanny P. Aquino
Advice of Checks | None | 10 Minutes (Chief, Cashier)
Issued and
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Cancelled (ACIC)
through EMDS

Grace S. Supan
(Asst. Cashier)

1.4 Retrieves from

file the
CkADARec(Check
Advice to Debit
Account
Disbursement
Record)
maintained per
bank account and | None | 10 Minutes Grace S. Supan
(Asst. Cashier
records the date
and number of
check; amount of
the covering DVs
and indicate the
new balance of the
NCA/balance
account
1.5 Signs the
Check and release Jeannv P. Aduino
them together with ny . Agt
(Chief, Cashier)
the set of | None .
10 Minutes
documents to the
. Grace S. Supan
Authorized s
I (Asst. Cashier)
Countersigning
Official
Dr. Eduardo L.
Lapuz, Jr
OIC Regional
Executive Director
1.6 Receives and Dr. Arthur D.
Countersigns the | None , Dayrit
Check and return 20 Minutes Regional
to the Cashier Unit Technical Director
Dr. Irene M. Adion
Regional
Technical Director
2. Claimant will sign | 2.1 Releases the
on the Box E of the | original check and :

: Jeanny P. Aquino
Disbursement attaches (Chief, Cashier)
Voucher OR/Invoice issued !

by _ the 10 Minutes Grace S. Supan
payee/claimant to | None

sign on the Box E
of the DV and the

(Asst. Cashier))

29




‘\ Z
N ST
S
IEY
Dtral L
Check
Registry/Logbook
1 hour and
Total None | 15 minutes

30



DISBURSEMENTS THROUGH CASH

I~

~

(

}", \éo( /

/ \":

IL\.ﬂ

TEES Processin Person
Client Steps Agency Action | to be . 9 bl
paid Time Responsible
1. Forward the signed | 1.1 Receive and
Disbursement check the
Voucher (DV) Wlth cpmpletgnegs of Jeanny P. Aquino
complete supporting | signatories in the . )
> Chief, Cashier
documents from the | Disbursement .
. . . None 5 Minutes
Accounting Section Voucher (DV) with
subportin Grace S. Supan
bp 9 (Asst. Cashier)
documents for
preparation of
Checks
1.2 Prepare the Jean_ny P. Aqgmo
. Chief, Cashier
check and Advice .
None | 10 Minutes
of Checks Issued
and Cancelled Grace S. Supan
(Asst. Cashier
1.3 Sign the
Check and Jeanny P. Aquino
release them . )
. Chief, Cashier
together with the .
None | 10 Minutes
set of documents
. Grace S. Supan
to the Authorized )
o (Asst. Cashier
Countersigning
Official
Dr. Eduardo L.
Lapuz, Jr
OIC Regional
Executive Director
1.4 Receive and Dr. Arthur D.
Countersigns the . Dayrit
Check and return None | 20 Minutes Regional
to the Cashier Unit Technical Director
Dr. Irene M. Adion
Regional
Technical Director
1.5 Encash the
amount of Cash Jeanny P. Aquino
Advance from the Chief, Cashier
Government Section
None 1 Hour

Servicing  Bank
(GSB) and keeps
cash in the safety
vault

Grace S. Supan
(Cashier Staff)
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2. Receive the Jeanny P. Aquino
payment 2.1 Pays officials Chief, Cashier
and None | 10 Minutes Section
employees/other
payees Grace S. Supan
(Cashier Staff)
Total None | 1 hour and
25 minutes
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DISBURSEMENTS THROUGH LIST OF DUE AND DEMANDABLE
ACCOUNTS PAYABLE-ADVICE TO DEBIT ACCOUNT (LDDP-ADA)

e Processin Person
Client Steps Agency Action to be Ti 9 ibl
paid Ime Responsible
1.Forward the | 1.1 Receive the
Disbursement Disbursement
Vouchers (DVs) with | Voucher (DVs) with Jeanny P.
Obligation Request | Obligation Request Aquino
and Status (ORS) | and Status (ORS) Chief, Cashier
with Supporting | and Supporting Section
documents from the | documents from the | None | 5 Minutes
authorized signing | authorized signing Jose Jaime
officer officer and record Guintu
them transmit to Joy Agosto
Accounting for (Cashier Staff)
LDDAP-ADA
preparation
1.2 Inform the
suppliers/contractors
and other DA clients Jeanny P.
whenever payments _Aqumo .
are ready for ADA to Chief, Cashier
: y .. | None | 10 Minutes Section
issue an official
receipts  on their Grace S. Supan
claims & to sign the .
Di (Asst. Cashier)
isbursement
Voucher
2. 'I_'he Accquntlng 2.1 Receives the Jose Jaime
Section will give the . ; ;
copies of prepared copies of prepared . Guintu
LDDAP-ADA, None | 5 Minutes Joy Agosto
LDDAP-ADA, :
: Copies of DVs and Grace S. Supan
Copies of DVs and .
SDs (Cashier Staff)
SDs.
Jeanny P.
- Aquino
2.2 Verifies the total Chief, Cashier
amount  of ~ DVs None | 5 Minutes Section
together with the
LDDAP-ADA Grace S. Supan
(Asst. Cashier)
2.3 Prepare the
Checks and Advice None | 10 Minutes Grace S. Supan
of Checks Issued (Cashier Staff)
and Cancelled.
Retrieves rom file Grace S. Supan
the Check Advice to | None | 5 Minutes =- Sup
) (Cashier Staff)
Debit Account
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Disbursement
Record
(CKADADREec)
maintained per bank
account and records
the date and
number, name of
payee, nature of
payment and
amount of the
covering DVs date
and number  of
LDDAP-ADA, and
indicated the new
balance of the Notice
of Cash Allocation
(NCA) /bank account

2.4 Sign the portion Jeanny P.
of LDDAP-ADA form Aquino
intended for the Chief, Cashier
Cashier Unit and | None | 5 Minutes Section
Advice of Checks
Issued and Grace S. Supan
Cancelled. Asst. Cashier
2.5.Forward the
LDDAP-ADA,
FINDES, DVs and Norina L. David
supporting Chief AO
documents to the | None | 20 Minutes Milagros Z.
Chief Admin Singian
Officer/Asst. Admin Asst. AO
Officer for signing of
FINDES
Dr. Eduardo L.
Lapuz, Jr
OIC Regional
Executive
Director
(2)1.:6 Forward to Head Dr. érthl.” D.
. ayrit
Agency/Authpnzed None | 20 Minutes Regional
Representative/ .
Approving Officer for Te_chnlcal
A Director
countersigning
Dr. Irene M.
Adion
Regional
Technical
Director
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Jeanny P.
Aquino
2.7 Forward the Chief, C_ashler
Section

designated bank for None One Day
. Grace S. Supan
processing/payment Asst. Cashier
Manuel Nicdao
TOTAL None | 2 Days,
1Hour & 27
minutes
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PAYMENTS FOR BID DOCUMENTS, REGISTRATION FEES,
LABORATORY FEES, REFUNDS & OTHER FEES

This can include paying fees to participate in bidding processes, accessing laboratory
services or covering various administrative charges.

Office or Division ADMIN AND FINANCE DIVISION — CASHIER
UNIT
Classification SIMPLE
Type of Transaction G2G - G2B — G2C
Who May Avail DA Employees; Suppliers, Creditors,
Farmers,LGUs, NGAs, NGOs, and other private
institutions
Checklist of Requirements Where to Secure
1. Order of Payment Accounting Section
. Agency Fees to Processing Person
e Sisps Action be paid Time Responsible

1.1 Receives
cash/check
from  payor
representing
collection
based on the

Jeanny P. Aquino

1. Secure Order Chief, Cashier

OT Payment Order of None 5 Minutes Section
signed by the P
ayment
Accountant Grace S. Supan
(OP) .
Cashier Staff
prepared by
the
Accounting
Section
2. Receive the é.flﬁdallssues Jeanny P. Aquino
Official Receipts ; Chief, Cashier
(OR) to Receipts Section
(OR) to None 10 Minutes
acknowledge
: acknowledge
receipt of receint of Grace S. Supan
cash/check P Cashier Staff
cash/check
Total: None 15 Minutes
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PROCESSING OF CLAIMS CHARGEABLE AGAINST PETTY CASH
FUND (PCF)

This service pertains to financial transactions or requests by employees relative to, among
others, claims for payment petty operating expenses of the office

Office or Division ADMIN AND FINANCE DIVISION -
CASHIER UNIT
Classification SIMPLE
Type of Transaction G2G
Who May Avail DA EMPLOYEES
Checklist of Requirements Where to Secure
1. Petty Cash Voucher (PCV) Requesting Entity/FAD
Fees Processing Person
Client Steps Agency Action to be : .
paid Time Responsible
1. Claimant Norina L. David,
submits PCV CPA
Chief Administrative
Officer (AO)
Dr. Eduardo L.
Lapuz, Jr.
OIC-Regional
1.1 Receive the PCV None | 1 hour Executive
Director(RED);

Dr. Irene M. Adion/
Arthur D. Dayrit,
Ph.D.
Regional Technical
Director (RTDs)

Jeanny P. Aquino
Chief, Cashier
Section

Norina L. David,

1.2 Review/Evaluate CPA
and recommend None | 2 hours Chief Administrative
approval of PCV Officer (AO)

Dr. Irene M. Adion/
Arthur D. Dayrit,
Ph.D.
Regional Technical
Director (RTDs)
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Jeanny P. Aquino
Chief, Cashier
Section

Norina L. David,
CPA
Chief Administrative
None Officer (AO)

Dr. Irene M. Adion/
2 hours Arthur D. Dayrit,
Ph.D.
Regional Technical
Director (RTDs)

1.3.Recommend/Review
and approve PCV

Dr. Eduardo L.
Lapuz, Jr.
OIC-Regional
Executive
Director(RED

. Jeanny P. Aquino

1.4 Received approved None | 2 hours Chief, Cashier

PCV :
Section

2. Receipt of cash Jeanny P. Aquino
Chief, Cashier
Section

Norina L. David,
CPA
Chief Administrative
Officer (AO)

Dr. Eduardo L.
Lapuz, Jr.
OIC-Regional
Executive
Director(RED);

None

2.1 Release of cash 1 hour

Dr. Irene M. Adion/
Arthur D. Dayrit,
Ph.D.
Regional Technical
Director (RTDs)
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PTRANSFER TO OTHER AGENCY THRU PROPERTY TRANSFER
RECEIPT (PTR) — OUTGOING

The purpose of this process shall be used every time there will be transfer of property
from accountable officer/employee to another entity.

Office or Division Admin And Finance: General
Services Section (Property)

Classification Simple
Type of Transaction Government to Government
Who May Avail PLGU'’s (Provincial Local

Government Unit) and Head of the
other Agency

Checklist of Requirements Where to Secure
1. Letter of Intent of other Agencies or Local PLGU'’s (Provincial Local
Government Unit requesting Property, Plant and | Government Unit) and Head of the
Equipment (PPE). other Agency and Property Unit
Fees Processin Person
Client Steps Agency Action to be : 9 :
: Time Responsible
paid
Divina Grace
1. Submit the Letter of | 1.1 Receive the letter T. Rebillaco
. . 2 hours and Staff
Intent requesting PPE to | of intent by Records | None .
. , 5 minutes
Records Unit. Unit. Records
Officer |
Divina Grace
T. Rebillaco
Staff
1.2 Route the Letter of Records

Intent to Property | None 3hoursand | officer I /

Uni 25 minutes
nit. Lorenzo Ray
Briones
Records Unit
Staff
1.3 Receive the Letter ) Kei Rocel
None 10 minutes
of Intent. Canlas
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Property
Staff

1.4 Prepare the None | 15 minutes Reymon

four (4) original Lardizabal

PTR to be route to

Property
the concerned
Staff

Banner Program

Coordinator.

1.5 Receive the PTR | None | 10 minutes Banner

and affix his initial Coordinator

under the “Approved”

column and route to

the Office of the OIC-

RED for his signature.

1.6 The Office of the | None 20 minutes

OIC-RED will receive

the PTR and the OIC- fri_idl‘j;"g?

RED will sign the - -apuz, .

“Approved by” portion OIC-RED

of the PTR and return

to the Property Unit.

1.7 Receive the PTR | None | 10 minutes Jesusa B.

from the OIC-RED Patiu

and signed the Kei Rocel

“Issued/Released” Canlas

i fthe P

portion of the roperty Property

Transfer Receipt Staff

(PTR).

1.8 Issue the None | 10 minutes Clark
PPE to be V\Iigi]ge"
transferred and the g
PTR to the Supply
requesting party. Officer |

Jesusa B.
Patiu Chief,

Property Unit
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2. Receive the PPE and | 2.1Receive  four None | 10 minutes Clark
sign the “Received by” | (4) original copies Wendell
and “Intended to” portion | of Lising
of the PTR and return the Property  Transfer Supply
PTR Property Unit. Receipt (PTR) and Officer |
duly
accomplished Jesusa B.
and signed and get a Plz;itllér?hg}:]’it
copy of Journal Entry perty
Voucher (JEV) from
the Accounting of the
requesting party.
2.3 Get a 3 copies to 10 minutes Jesusa B.
the releasing agency None Patiu
and 1 copy for the .
requesting part Chief,
a g party. Property Unit
3. Fill out the Client| 3.1Issuethe CSMto | None 10 minutes | Requesting
Satisfaction the Client party
Measurement (CSM)
and drop at the drop
box
3.2 Prepare the None | 20 minutes Jesusa B.
Memorandum Patiu
. hief,
signed by  OIC- Procerlte Unit
Regional perty
Executive Director
(RED) to

Commission on
Audit (COA) and
Accounting

Section
requesting for
dropping the

transferred Property
Plant Equipment
(PPE) in the DA
Book Accounts.
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HIRING OF PLANTILLA PERSONNEL

This service is covered by the special laws under Civil Service Commission’s 2017
Omnibus Rules on Appointments and Other Human Resources Actions (ORAOHRA),
revised July 2018.

OFFICE OR Administrative and Finance Division-Human Resource Management
DIVISION Section (HRMS)

CLASSIFICATION Highly Technical

TYPE OF "

TRANSACTION G2C-Government to Citizens

WHO MAY AVAIL All interested applicants
CHECKLIST OF
REQUIREMENTS
For Application

WHERE TO SECURE

1. Application Letter Applicant
(1 original)

2. Fully accomplished and notarized Please download the form at
Personal Data Sheet (PDS) (CS https://bit.ly/darfo3appreqgs
Form No. 212, Revised
2017)

(2 Original, 2 photocopy)

3. Work Experience Sheet Please download the form at
(1 original, 1 photocopy) https://bit.ly/darfo3appreqs

4. Employment Application Form Please download the form at
(1 original) https://bit.ly/darfo3appreqs

5. Recruitment and Selection Process Please download the form at
Info and Agreement https://bit.ly/darfo3appreqgs
(1 original)

6. Certificate of Employment Previous/current employer
(1 original)

7. Performance Rating in the last Previous/current employer

rating period (if applying for
promotion or transfer in the
government)

(1 photoconv)
8. Diploma Previous School

(1 photocopy)

9. Transcript of Records Previous School
(1 photocopy)
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10. Certificate of Eligibility
(1 photocopy)

If PRC License Holder:
a. Certificate of Passing/ Board
Rating
(1 photocopy)

Civil Service Commission (CSC)

Professional Regulation Commission(PRC)

11. Valid PRC License (if applicable) PRC
(1 photocopy)

12. Certificate of Trainings Applicant
(1 photocopy)

13. Certificate of Non-Academic Applicant

Awards

(1 nhnatacar

Upon Promotion:

14. Position Description Form(PDF)
(DBM-CSC Form No. 1(revised
version no. 1 series of 2017)

(1 original)

Please download the PDF at
www.dbm.gov.ph

15. Valid PRC License (if applicable) PRC
(2 Authenticated Copy)
16. Certificate of Passing or Board PRC

Rating (if applicable)
(2 Authenticated copy)

17. Valid NBI Clearance
(1 original )

National Bureau of Investigation (NBI)

18. Fully accomplished and notarized
Personal Data Sheet (PDS) (CS
Form No. 212, Revised
2017)

(3 original)

Please download the form at
https://bit.ly/darfo3appreqs

19.Work Experience Sheet
(1 original, 1 photocopy)

Please download the form at
https://bit.ly/darfo3appregs

Upon Original Appointment

20. Position Description Form(PDF)
(DBM-CSC Form No. 1(revised
version no. 1 series of 2017)

(1 original)

Please download the PDF at
www.dbm.gov.ph

21. Valid PRC License (if applicable)
(1 Authenticated Copy)

PRC
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22. Certificate of Passing or Board PRC

Rating (if applicable)

(2 Authenticated copy)
23. Certificate of Eligibility CSsC

(if applicable)

( 2 Authenticated copy)
24. Valid NBI Clearance NBI

(1 original)

25. Medical Certificate (CSC Form
211, revised 2018)
(1 Original Copy with test result
attached)

Please download the Medical Certificate at
www.csc.gov.ph and have it signed by a
government physician

26. Transcript of Records
(1 Authenticated Copy)

Previous School

27. Diploma
(1 Authenticated copy)

Previous School

28.Work Experience Sheet
(1 original, 1 photocopy)

Please download the form
https://bit.ly/darfo3appreqs

Upon Appointment (For transfer
with prior Government Service)

29.Fully accomplished and notarized
Personal Data Sheet (PDS) (CS
Form No. 212, Revised
2017)

(3 original)

Please download the form at
https://bit.ly/darfo3appreqs

30. PSA Birth Certificate
( 2 photocopy)

Philippine Statistics Authority

31. Sworn Statement of Assets
Liabilities and Net Worth (SALN)

(3 original)

Please download the form at www.csc.gov.ph

32. Certification of Leave Credits
(1 Original)

Previous Employer

33. Transcript of Records
(1 Authenticated Copy)

Previous School

34.Diploma
(1 Authenticated copy)

Previous School
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35. Medical Certificate (CSC Form
211, revised 2018)
(1 Original Copy with test result
attached)

Please download the Medical Certificate Form at
www.csc.gov.ph and have it signed by a
government physician

36.Work Experience Sheet
(1 original, 1 photocopy)

Please download the form
https://bit.ly/darfo3appregs

37. Valid PRC License (if applicable)
(1 Authenticated Copy)

PRC

38. Certificate of Passing or Board
Rating (if applicable)
(2 Authenticated copy)

PRC

39. Certificate of Eligibility
(if applicable)
( 2 Authenticated copy)

CSC

40. Valid NBI Clearance
(1 original)

NBI

41. Performance Rating in the last
rating period (if applying for
promotion or transfer in the
government)

(1 Certified True Copy)

Previous employer

42. Office Clearance
(2 originals)

Previous employer

43. Service Record
(1 original)

Previous employer

CLIENT STEPS AGENCY
ACTION

FEES | PROCESSING PERSON

1. Submit all thel 1.1 Record the
complete received
requirements  to requirements
the Records Unit | and endorse it

to the Office of

the Regional

TO TIME RESPONSIBLE
PAID
None 2 hours and 5| Ms. Carlyn Joy
minutes Cortez
Records

Unit Staff / Ms.
Rolibeth Zapata
Chief, Records

appropriate
action on the
request and
return it back to
the  Records
Unit

Executive Unit
Director
1.2 Conduct None 3 hours and 25 | Dr. Eduardo L.

minutes Lapuz, Jr.

OIC- Regional
Executive
Director
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1.3 Route to None 3 hours and 50 | Ms. Carlyn Joy
HRMS for minutes Cortez
appropriate Records
action Unit Staff / Ms.
Rolibeth Zapata
Chief, Records
Unit
1.4 Receive None 45 minutes Ms. Kelly Ann
and review the B. Zapata
application
HRMPSB
Secretariat
1.5 Scan the None 3 hours Ms. Joahna
application and Mae Turla/ Ms.
encode the Nikki Dyan
needed Colorado
information
HRMPSB
Secretariat
1.6 Schedule None 1 hour Ms. Nikki Dyan
the evaluation Colorado
of applicants
HMPSB
Secretariat
1.7  Conduct None 5 days HRMPSB,
evaluation  of Concerned
applicants Division Chief,
HRMPSB
Secretariat
1.8 Email the None 1 day Ms. Joahna
qualified Mae Turla/ Ms.
applicants for Kelly Ann
the schedule of Zapata
Pre-Qualifying
Exam HRMPSB
(PREQX) Secretariat
(for DA RFO llI

Contract of
Service and
Outsider)
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2. Takethe PREQX |2.1  Conduct None 1 hour and 30| Ms. Kelly Ann
the PREQX minutes Zapata
HRMPSB
Secretariat
2.2 Checking of None 3 days Ms. Joahna
PREQX Mae Turla/ Ms.
Kelly Ann
Zapata
HRMPSB
Secretariat
2.3 Notify the None 2 days Ms. Joahna
applicants Mae Turla/ Ms.
regarding the Kelly Ann
results of Zapata
PREQX
HRMPSB
Secretariat
2.4  Conduct None 1 hour HRMPSB,
meeting Concerned
regarding the Division Chief,
number of HRMPSB
applicants who Secretariat
will take the
Job Knowledge
Test (JKT) and
schedule the
JKT
2.5 Prepare the None 10 days Concerned
JKT Division Chief
2.6 Submit the None 10 minutes Concerned
JKT to Chief, Division Chief
HRMS or
HRMPSB
Secretariat
2.7 Notify the None 2 days Ms. Joahna
applicants Mae Turla/ Ms.
regarding the Kelly Ann
schedule of Zapata
JKT
HRMPSB
Secretariat
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3. Take the JKT 3.1 Conduct None 3 hours Ms. Joahna
the JKT Mae Turla/ Ms.
Kelly Ann
Zapata
HRMPSB
Secretariat
3.2 Checking of None 10 days Concerned
JKT division chief,
DAEA
President, Level
Representative
3.3 Meeting None 2 hours HRMPSB,
regarding the Concerned
number of Division Chief,
applicants who HRMPSB
passed the Secretariat
JKT and
scheduling of
job interview
3.4 Notify the None 2 days Ms. Joahna
applicants Mae Turla/ Ms.
regarding with Kelly Ann
their job Zapata
interview
schedule HRMPSB
Secretariat
4. Take the Jobl4.1 Conduct None @45 minutes per HRMPSB
Interview the Job applicant
Interview
4.2 Prepare the None 1 day HRMPSB
top five (5) Secretariat
short list and
rank the
applicants
using the
criteria for
evaluation
based on the
Department of
Agriculture-
Merit Selection
Plan (MSP)
revised  July
20109.
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4.3 Deliberate None 1 day HRMPSB,
the ranking of Concerned
the applicants Division Chief,
HRMPSB
Secretariat
4.4 Prepare the None 5 days HRMPSB
Background Chairperson
Investigation and Secretariat,
Bacground
Investigation
Committee
(BIC)
45  Conduct None 5 days Bacground
the Investigation
Background Committee
Investigation (BIC)
4.6 Prepare the None 3 days Bacground
Background Investigation
Investigation Committee
Report and (BIC)
submit to
HRMPSB
4.7 Review the None 1 day HRMPSB
Background
Investigation
Report
4.8 Deliberate None 1 day HRMPSB
the final
ranking of the
applicants
4.9 Endorse None 1 day HRMPSB
the shortlist of
applicants to
OIC-RED
4.10 Review, None 1 day Dr. Eduardo L.
select, and Lapuz, Jr.
approve the OIC-Regional
shortlist Executive
Director
4.11 Prepare None 1 day HRMPSB
all the Secretariat
necessary
documents
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4.12 Endorsed None 1 day Dr. Eduardo L.
the Lapuz, Jr.
recommended OIC-Regional
applicants for Executive
appointment to Director
DA Secretary
4.13 Route the None 1 day Ms. Ms.
Endorsement Milagros Z.
and Shortlist to Singian
DA OSEC Acting, Chief
HRMS

4.14 Sign the None 20 days Secretary
recommendati (it may vary) Francisco Tiu-
on for Laurel
appointment DA Secretary
and issue a
memorandum
on the approval
of the selected
applicant  for
appointment
4.15 Notify the None 1 day Ms. Joahna
successful Mae Turla/ Ms.
applicants Nikki Dyan
regarding with Colorado
the schedule of
Oath taking HRMPSB
and prepare Secretariat
the
appointment
form and oath
form
4.16 Schedule None 1 day Ms. Nikki Dyan
the oath taking Colorado

HRMPSB

Secretariat
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5. Attend the oath 5.1  Conduct None 1 hour Dr. Eduardo L.
taking ceremony the oath taking Lapuz, Jr.
ceremony OIC-Regional
Executive
Director
HRMPSB,
Concerned
Division Chief,
HRMPSB
Secretariat
5.2 Signing of None 1 hour Dr. Eduardo L.
Appointment Lapuz, Jr.
Form OIC-Regional
Executive
Director
Ms. Milagros Z.
Singian
Acting Chief,
HRMS
6. Attend the On- 6.1Conduct the None 2 hours Ms. Milagros Z.
Boarding Program On-Boarding Singian
Program
Acting Chief,
HRMS
6.2 Submit the None 4 hours Ms. Nancy N.
appointment to Calma
CSC Field
Office Administrative
Officer V
TOTAL None 81 days, 6
hours and 40
minutes
(This may
vary)
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RELEASING OF COMMUNICATIONS

It is the responsibility of the Records Unit to process outgoing communications in
accordance with the existing policy including its classification, mode of dispatch, and other
control processes as may be needed for its easy retrieval.

Office or Division:

Records Unit Office

Classification:

Simple

Type of
Transaction:

G2B, G2G

Who may avail:

RED’s Office/other offices of authorized signatories

ral mt°°

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
a) Original signed/approved Office of the Regional Executive Director (ORED)
outgoing communication/s (1 and other offices of DA-RFO 3
copy)
FEESTO | PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS BE PAID TIME RESPONSIBLE
1. Forward the | 1.1 Receive the | None 5 minutes Ms. Rolibeth Zapata
original signed/approved Administrative Officer
signed/approved outgoing Il (Records Officer II)
outgoing communication from /
communications to | the RED’s Office or Ms. Carlyn Joy Cortez
the Records Unit for | offices of authorized Records Unit Staff
release and | signatories
dissemination
1.2 Record/Log the | None 5 minutes Ms. Rolibeth Zapata
document, and Records Officer Il
indicate  reference /
number Ms. Carlyn Joy Cortez
Records Unit Staff
1.3 Scan, encode, | None 30 minutes Ms. Rolibeth Zapata
and photocopy the Records Officer Il
document if /
necessary Ms. Carlyn Joy Cortez
Records Unit Staff
1.4 Maintain a file (a | None 1 hour Ms. Rolibeth Zapata
hard copy if Records Officer Il
needed), and /
forward the Ms. Carlyn Joy Cortez
communication  to Mr. Marlon Dollente
the client via hand- Mr. Lorenzo Ray
carry, courier/postal Briones
services, e-mail, or Records Unit Staff
pick-up
15 In mailing | None 10 minutes Ms. Rolibeth Zapata
communications, Records Officer Il
segregate first the /
documents and Ms. Carlyn Joy Cortez
identify if they are for Records Unit Staff
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registered mail,
ordinary or via
courier
1.6  Prepare/Type | None 30 minutes Ms. Rolibeth Zapata
the address of some Records Officer Il
documents /
submitted with no Ms. Carlyn Joy Cortez
attached mailing Records Unit Staff
envelopes
1.7 Then  after | None 30 minutes Ms. Rolibeth Zapata
segregation, put Records Officer Il
some stamps and /
return card for postal Ms. Carlyn Joy Cortez
and fill up the Mr. Marlon Dollente
delivery receipt for Mr. Lorenzo Ray
courier Briones

Records Unit Staff
1.8 For internal | None 1 hour Ms. Rolibeth Zapata
communications Records Officer Il
such as Special /
Orders or Office Ms. Carlyn Joy Cortez
Orders, and others Mr. Marlon Dollente
(assign control Mr. Lorenzo Ray
number) and Briones
Memoranda (assign Records Unit Staff
reference number),
among others,
generate copies of
the communications
(if necessary) and
disseminate them to
the concerned
officials/offices  or
through e-mail
TOTAL.: None 3 hours and 50

minutes

55




)

\\,«

HIR

REQUEST FOR COPIES OF KNOWLEDGE MATERIALS

This is to disseminate the programs, projects, and activities of the Department of
Agriculture Regional Field Office 3 by providing the requested copy of posters, brochures,
leaflets, audiovisual presentation, or other related knowledge materials.

Office or Division

Regional Agriculture and Fisheries Information
Section (RAFIS)

Classification

Simple

Type of Transaction

G2G- Government to Government; G2B —
Government to Business; G2C — Government to

Citizen

Who May Avail

All

Checklist of Requirements

Where to Secure

1. Request letter
(1 original copy)

Note: The request letter should
be addressed to the Regional
Executive Director and
attention to Ms. Ozanne Ono O.
Allas, the Chief of the Regional
Agriculture and Fisheries
Information Section.

2. Duly accomplished Client
Request Form

(1 original copy)

¢ Requesting party

Client Steps ':%?inocny Ege:aES Pro_IcEier:jng Person Responsible
1. 1.1 None 15 minutes
Submit the | Receive the
printed letter of | request letter
formal request for | from the Ms. Rolibeth B.
knowledge requesting Zapata
materials at the | party and _ )
Records Unit. assign Chief, Records Unit
document
reference
number, and
record the
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document/s
received.
1.2
Forward the | None 5 minutes
request letter Ms. Rolibeth B.
to the Office of Zapata
the Regional . _
Executive Chief, Records Unit
Director
1.3 None 30 minutes
Receive the Dr. Eduardo L. Lapuz,
request letter Jr.
and endorse it .
to the RAFIS c O'C;.Re%c.’”a't
Chief xecutive Director
14
Process, None 1 hour
check the

availability  of
the knowledge
material,
approve the
request, and
assign
personnel to
prepare  the
requested
knowledge
material

Ms. Ozanne Ono O.
Allas

Chief, Regional
Agriculture and
Fisheries Information
Section (RAFIS)
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1.5 Mr. Ernesto Y.
Hand the 1 hour F?ayawal'
Public Relations
requested .
Officer Il
knowledge
materials over
to the
r in .
peaqr'ltjyizz‘ic% Ms. Rica G. Salas
Information Officer I
Mr. Gerald E. Tongol
Information Officer |
(RAFIS)
2. Receive | 2.1
t .
:zsazr;tse ° Record the 5 minutes
a knowledge Requesting
materials party/office
received into
the
acknowledge
ment receipt
2.2
Client party/office
Satisfactory
Form
Total: None 3 hours
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REGISTRATION FOR FARMERS AND FISHERFOLK

ENTERPRISE DEVELOPMENT INFORMATION SYSTEM (FFEDIS)

(Online Application)

The FFEDIS Registry System is a web-based registry system for Agri- Fishery Enterprises
pursuant to section 10 of Sagip Saka Act (RA 11321). This system assists the government
in formulating plans and programs on enterprise development, and to enable producer
groups, the private sector, the LGUs and potential donors to respond to the needs of the
local and world markets and in generating resources for further enterprise development.
The system shall contain a list of possible and implemented programs and projects, a
registry of agriculture and fishery enterprises and a roster of private companies engaged
in these enterprises or have interest in participating in the Program, and other information
that may be identified by the Department or by the council.

Division/Section/Unit

AGRIBUSINESS AND MARKETING
ASSISTANCE DIVISION
(AMAD)/AGRIBUSINESS AND
INDUSTRY SUPPORT SECTION (AIPS)

Classification

Simple transactions

Type of Transaction

G2B & G2C

Who May Avail

Agri-fishery Enterprises.

Checklist of Requirements

Where to Secure

scanned copy)

1. Latest Business Permit/ Mayor’s Permit (1

2. Business Registration (DTl CDA, SEC,
DOLE) (1 scanned copy)

3. Valid ID to be presented upon claiming or

1. Mayor’s Office

2. Department of Trade and Industry
(DTI), Cooperative Development
Authority (CDA), Security and Exchange
Commission (SEC), Department of Labor
and Employment (DOLE)

authorization letter of customer 3. Customer
: . Fees to | Processi Person

e SEps AEEMEY A be paid | ng Time Responsible
1. The client will open | 1.1 Provide
the FFEDIS website: | instruction and | None |10 Geraldine M.
www.ffedis.da.gov.ph information in the minutes Herrera
and will sign up to|process of online Agriculturist II,
acquire user account. | registration AISS AMAD
2. Fill out online |21 Evaluate if all| None 10
enrollment form and | fields of the minutes Geraldine M.
attached requirements | enrollment form are Herrera
in PDF format the | properly filled up and Agriculturist 11,
following: Mayor’s | if attachments are AISS AMAD
Business Permit, and | complete
SEC or CDA
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Certificate of Business
Registration.

3. Downloads and/or
prints the
accomplished
Enrollment Form as
proof of application.

3.1 Print the
accomplished
enrollment form and
documentary
requirements

None

2 minutes

Geraldine M.
Herrera
Agriculturist II,
AISS AMAD

3.2 Verification of the
data encoded and the
attached supporting
documents

3.3 Validates the
SEC/CDA/DTI

Certificate of
Registration using the
DA-ICTS list of
organizations

registered with SEC,
CDA and DTI, and
Checks if the
enterprise is  not
included in the list of
companies with
“‘Cease and Desist
Order” in the SEC
Official website

3.4 If upon verification
there are issues on
the legality,
authenticity and
integrity of the
enterprise, the DA
reserves the right to
deny the registration
and the Registration
officer’s issues to the
Registrants the Notice
of Disapproval signed
by the Regional
Executive Director
(RED)/ Agribusiness
and Marketing
Assistance  Division
(AMAD)Chief  citing

None

None

None

5 minutes

5 minutes

5 minutes

Geraldine M.
Herrera
Agriculturist II,
AISS AMAD

Geraldine M.
Herrera
Agriculturist I,
AISS AMAD

Geraldine M.
Herrera
Agriculturist II,
AISS AMAD
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the reason for the
denial of the
application.
Email decision to
customer citing the
reason.
3.5 FFEDIS database | None 10 Charito C. Libut,
system online pre- minutes Marketing
approval  prior to Specialist Ill, AISS
iIssuance and printing AMAD
of FFEDIS Certificate
Maricel L. Dullas,
PhD., OIC Chief
AMAD
3.6 Final approvaland | None | 5 minutes | Maricel L. Dullas,
signing of FFEDIS PhD., OIC Chief
Certificate AMAD
2 hours Dr. Eduardo L.
Lapuz Jr., OIC
Regional
Executive Director
3.7 Notification via| None 5 Geraldine M.
call, SMS and e-mail minutes Herrera
for the Issuance of Agriculturist I,
FFEDIS Certificate AISS AMAD
Janette N. Garcia,
Project Assistant
Il, AISS AMAD
Christian Paul
Perez, Project
Assistant Il, AISS
AMAD
4. The client may | 4.1 Release or issue | None |5 minutes Geraldine M.
claim the FFEDIS | FFEDIS Certificate Herrera
Certificate by Agriculturist II,
presenting any valid AISS AMAD

ID, and signing in
logbook

Janette N. Garcia,
Project Assistant
Il, AISS AMAD

Christian Paul
Perez, Project
Assistant Il, AISS
AMAD
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3 hours
and 2
minutes

None

Total:
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DESK REGISTRATION ON FARMERS AND FISHERFOLK ENTERPRISE
DEVELOPMENT INFORMATION SYSTEM (FFEDIS)

(Face to Face)

The FFEDIS Registry System is a web-based registry system for Agri- Fishery Enterprises
pursuant to section 10 of Sagip Saka Act (RA 11321). This system assists the government
in formulating plans and programs on enterprise development, and to enable producer
groups, the private sector, the LGUs and potential donors to respond to the needs of the
local and world markets and in generating resources for further enterprise development.
The system shall contain a list of possible and implemented programs and projects, a
registry of agriculture and fishery enterprises and a roster of private companies engaged
in these enterprises or have interest in participating in the Program, and other information
that may be identified by the Department or by the council.

Division/Section/Unit

AGRIBUSINESS AND MARKETING
ASSISTANCE DIVISION
(AMAD)/AGRIBUSINESS INDUSTRY
SUPPORT SECTION (AISS)

Classification

Simple transaction

Type of Transaction

G2C, G2B

Who May Avail

Agri-fishery Enterprises FCAs, MSMEs

Checklist of Requirements

Where to Secure

1. Duly accomplished enrollment form (1
original copy)

2. Latest Business Permit/ Mayor’s Permit
(Certified photocopy)

3. Business Registration (DTl CDA, SEC,
DOLE) (Certified photocopy)

4. Valid ID to be presented

1. DA-AMAD

2. Mayor’s Office

3. Department of Trade and Industry
(DTI), Cooperative Development Authority
(CDA), Securities and Exchange
Commission (SEC), Department of Labor
and Employment (DOLE)

: . Fees to | Processing Person
Client Steps Agency Action be paid Time Responsible
1. The registrant fills- | 1.1 Examines if all
out the FFEDIS Form | fields of the | None 10 minutes | Charito C. Libut
A: Agri-Fisheries | Enrollment Form Market
Enterprise Enrollment | are properly filled- Specialist I,
Form. out and if AISS AMAD
attachments are
complete. If Geraldine M.
complete, he/she Herrera
accomplishes the Agriculturist I,
Routing slip. AISS AMAD
Janette N.
Garcia, Project
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2. Submit duly filled up Assistant Il,
enrollment form and | 2.1 Verification of | None 5 minutes AISS AMAD
documentary the authenticity of
requirements the photocopies of Charito C. Libut
supporting Market
documents with the Specialist I,
original documents. AISS AMAD
(Authenticated”  if
original copy, Geraldine M.
scanned copy or Herrera
digital image of the Agriculturist I,
original copy of the AISS AMAD
business permit and
certificate of Janette N.
registration is Garcia, Project
presented by the Assistant Il,
Registrants.) AISS AMAD
2.2 Encodes the None 5 minutes Geraldine M.
data from the Herrera
Enrollment Form to Agriculturist II,
FFEDIS Website. AISS AMAD
Janette N.
Garcia, Project
Assistant Il,
AISS AMAD
Christian Paul
Perez, Project
Assistant Il,
AISS AMAD
2.3 Verification of | None 5 minutes Geraldine M.
the data encoded Herrera
and the attached Agriculturist II,
supporting AISS AMAD
documents if
proper.
2.4 Validates the| None 5 minutes Geraldine M.
SEC/CDA/DTI Herrera
Certificate of Agriculturist I,
Registration using AISS AMAD

the DA-ICTS list of
organizations

registered with
SEC, CDA and DTI,
and Checks if the
enterprise is not

65



~

N /,
Iin \%"‘ %

IL\S‘

included in the list of
companies with
“Cease and Desist
Order” in the SEC
Official website.

2.5 If upon | None 5 minutes Geraldine M.
verification there are Herrera
issues  on the Agriculturist I,
legality, authenticity AISS AMAD
and integrity of the
enterprise, the DA
reserves the right to
deny the registration
and the Registration
officer's issues to
the Registrants the
Notice of
Disapproval signed
by the Regional
Executive Director
(RED)/
Agribusiness  and
Marketing
Assistance Division
(AMAD)Chief citing
the reason for the
denial of the
application.
If none proceed to
2.6
2.6 FFEDIS | None 10 minutes | Charito C. Libut,
database  system Marketing
online pre-approval Specialist I,
prior to issuance AISS AMAD
and printing  of
FFEDIS Certificate Maricel L.
Dullas, PhD.,
OIC Chief
AMAD
2.7 Final approval | None 5 minutes Maricel L.
and signing  of Dullas, PhD.,
FFEDIS Certificate OIC Chief
AMAD
Dr. Eduardo L.
2 hours Lapuz Jr., OIC
Regional
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Executive
Director

2.8 Notification via None 5 minutes Geraldine M.
cal, SMS and e- Herrera
mail for the Agriculturist I,
Issuance of FFEDIS AISS AMAD
Certificate
Janette N.
Garcia, Project
Assistant Il,
AISS AMAD

Christian Paul
Perez, Project
Assistant Il,
AISS AMAD

4. The client may claim | 4.1 Release of | None 5 minutes Geraldine M.
the FFEDIS Certificate | FFEDIS Certificate Herrera
by presenting any valid Agriculturist I,
ID, and signing in AISS AMAD
logbook
Janette N.
Garcia, Project
Assistant Il,
AISS AMAD

Christian Paul
Perez, Project
Assistant Il,
AISS AMAD

Total: None 3 hours
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ISSUANCE OF FOODLANE CERTIFICATE OF ACCREDITATION &

STICKER

The Foodlane Project is spearheaded by the Department of Agriculture (DA) in
collaboration with the Metro Manila Development Authority (MMDA), Department of
Interior and Local Government (DILG) and the Philippine National Police (PNP). The DA
ensures efficient distribution of agricultural products from the production sites to the major
demand centers in Metro Manila. Designates Foodlane routes to provide a 24-hour
access (truck-ban free) to truck/vehicles accredited by the project. The project is in line
with the former President Rodrigo Duterte’s anti-corruption/anti-kotong campaign by
ensuring the elimination of additional fees and checkpoints, which are added cost to
farmers, fisherfolk and truckers which also becomes a source of corruption in some cases.

Division/Section/Unit

AGRIBUSINESS AND MARKETING
ASSISTANCE DIVISION
(AMAD)/AGRIBUSINESS INDUSTRY
SUPPORT SECTION

Classification

Simple transactions

Type of Transaction

G2B, G2B

Who May Avail

Agri-fishery truckers, traders,
distributors and producers

Checklist of Requirements

Where to Secure

1: Duly accomplished application form (1
original copy)

- Agribusiness and Marketing
Assistance Division (AMAD)

2: Latest “1x1 ID picture (2 copies)

- Customer

3: Photos of truck (front, rear and side by
side) (1 copy per angle)

- Customer

4: Business Registration (SEC, DTI, CDA)
(Certified photocopy)

- - Securities and Exchange
Commission (SEC), Department of
Trade and Industry (DTI), Cooperative
Development Authority (CDA)

5: Mayor’s Permit (Certified photocopy)

- Municipal Business Licensing Office
(MLGU)

6: Board Resolution authorizing representative
to transact business in relation to the Foodlane
Project (for coops, corporations, associations)
as it may apply.
(1 original copy)

- Customer

7: Photocopy of Official Receipt of
Registration
(Certified photocopy)

- Customer
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8. Valid ID to be presented in claiming -Customer

9: Photocopy of Certificate of Registration - Customer

(Certified photocopy)

10: Copy of Handler’s License and
accreditation of transport carrier.
(Certified photocopy)

- Bureau of Animal Industry (BAI)/
National Meat Inspection Service
(NMIS)

11: Photocopy of Driver’s License
(Certified photocopy)

- Customer

Note: All original copies of required documents must be presented during the
orientation & inspection.

: , Fees to | Processi Person
S S ARG G100 be paid | ng Time | Responsible
1. Submit 1.1 Check the None | 5 minutes | Geraldine M.
application form | requirements submitted. Herrera
with complete Inform the client via call, Agriculturist II,
documentary SMS or e-mail the client if AISS AMAD
requirements there is lacking documents
(walk in or via or clarifications on the Janette N.
email) submitted documents. Garcia,
Project
Assistant Il,
AISS AMAD
1.2 Notify clients via call, None | 5 minutes | Charito C. Libut
SMS or e-mail regarding Market
the schedule of orientation Specialist IlI,
of truckers and drivers & AISS AMAD
inspection of trucks
Geraldine M.
Herrera
Agriculturist II,
AISS AMAD
Janette N.
Garcia,
Project
Assistant Il,
AISS AMAD
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2. Attend in the | 2.1 Facilitate the conduct of | None 4 hours | Charito C. Libut
orientation of orientation on foodlane Market
truckers & project. Specialist I,
drivers and AISS AMAD
present truck for
inspection Geraldine M.
Herrera
Agriculturist II,
AISS AMAD

2.2 Assist in the inspection None 4 hours
of hauling/delivery trucks.
Charito C. Libut
Market
Specialist I,
AISS AMAD

Geraldine M.
Herrera
Agriculturist II,
AISS AMAD

Representative
from Regional
PNP &
Provincial PNP.

2.3 Prepare Certificate of | None 10 Charito C. Libut
Foodlane Accreditation & minutes Market

Sticker. Specialist I,
AISS AMAD

Geraldine M.
Herrera
Agriculturist II,
AISS AMAD

Janette N.
Garcia,
Project

Assistant Il,

AISS AMAD
2.4 Certificate of Foodlane | None | 2 minutes Maricel L.
Accreditation to be initial by Dullas, Ph.D.
AMAD Chief. OIC-Chief,
AMAD

2.5 Approval and signing of | None 1 hour Dr. Eduardo L.
Certificate of Foodlane Lapuz Jr.
Accreditation & Foodlane OIC, Regional
Sticker. Executive
Director
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2.6 Notification via call,| None 10 Geraldine M.
SMS and e-mail for the minutes Herrera
Issuance  of Foodlane Agriculturist Il
Certificate & Sticker AISS AMAD
Janette N.
Garcia, Project
Assistant Il
AISS AMAD
Christian Paul
Perez, Project
Assistant Il
AISS AMAD
3. The client | 3.1. Release Certificate of | None | 3 minutes | Geraldine M.
may claim the | Foodlane Accreditation & Herrera
Foodlane Foodlane Sticker to the Agriculturist 11
Certificate & | Applicant. AISS AMAD
Sticker by
presenting any Janette N.
valid ID, and Garcia,
signing in Project
logbook Assistant Il
AISS AMAD
Total: None 1day,1
hour
and 35
minutes
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ENDORSEMENT OF LOAN APPLICATION TO ACPC

This involves evaluation and reviewing of loan application requirements of Farmers
Cooperative and Associations (FCAs), and Micro Small Enterprises (MSES) up to
endorsement to the Agricultural Credit Policy Council (ACPC). Wherein ACPC had set a
program to help the farmers, cooperative and association (FCAs) and Micro Small
Enterprises (MSES) to start and/or expand their agribusiness through the provision of loan

programs.

Division/Section/Unit

Agribusiness and Marketing Assistance
Division (AMAD)/Agribusiness Promotion
Section (APS)

Classification

Simple Transaction

Type of Transaction

G2C & G2B

Who May Avail

Farmer
Groups/Association/Cooperative/MSMES

Checklist of Requirements

Where to Secure

1. Letter of Intent (1 original copy,
Certified photocopy)

2. Business Permit (Certified photocopy)
3. Mayor’s Permit (Certified photocopy)

4. Certificate of Registration (CDA/SEC)
(Certified photocopy)

5. Audited FS (Certified photocopy)

6. FFEDIS Certification (Certified
photocopy)

7. Board Resolution for FCA (Certified
photocopy)

8. Certificate of Compliance (CDA)
(Certified photocopy)

9. Business Plan (Certified photocopy)

From the requesting client

Municipal Business Licensing Office MLGU

Cooperative Development Authority (CDA),
Security and Exchange Commission (SEC)

Department of Trade and Industry (DTI)

Agribusiness and Marketing Assistance
Division (AMAD)

, . Fees to | Processing Person
Client Steps Agency Action be paid Time Responsible
1. The applicant | 1.1 Received at| None 1 hour Record Section

record section to
recording or log in and
endorse to office of
RED for action.

must submit
complete set of
requirements to
AMAD
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1.2 Refer documents | None 10 mins Research and
to AMAD Extension
Division
None 1 hour .
1.3 The AMAD wil Maricel L.
Dullas, Ph.D.
evaluate all the
requirements for the Regional Agri
loan, once verified Credit Desk
and found complete, Officer/OIC-
and correct, Chief, AMAD
endorsement letter to
Lending Institutions
will be prepared Ms. Chanda
Magbag, Project
Development
Assistant Il
(COS)
1.4 The RACDO will | None 5 minutes Maricel L.
affix her initial in the Dullas, Ph.D.
endorsement letter Regional Agri
Credit Desk
Officer/OIC-
Chief, AMAD
1.4 Approval and | None 2 hours Dr. Eduardo L.
signing of loan Lapuz Jr., OIC
endorsement Regional
Executive
Director
1.5 Send scan copy of | None 5 minutes Maricel L.
loan endorsement Dullas, Ph.D.
and _ application Regional Agri
requirements to .
ACPC and client via Crgd|t Desk
email. Officer/OIC-
Chief, AMAD
1.6 Notify the client | None 2 minutes
that the loan
endorsement is Ms. Chanda
approved Magbag, Project
Development
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Assistant Il
(COS)
2. Customer | 2.1 Record the date of | None 5 minutes Ms. Chanda
confirmation and | confirmation and Magbag, Project
completion of | consolidate CSF Development
Customer Assistant Il
Satisfaction Form (COS)
(CSF) Facilitate filling up of
feedback form
Malasakit
Center
Total: None 4 hours and
27 minutes
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ENHANCED KADIWA FINANCIAL GRANT ASSISTANCE PROGRAM

The financial grant assistance aims to enhance the capacity of farmer/fisherfolk
organizations to become reliable food commodity suppliers to consumers and to the
community-based organizations to sustainably operate the KADIWA wholesale and retail
stores and to expand their agribusiness operations.

Division/Section/Unit

Agribusiness and Marketing Assistance Division
(AMAD)/Agribusiness Promotion Section (APS)

Classification

Highly technical transactions

Type of Transaction

G2C, G2G & G2B

Who May Avail

FCAs, LGUs, SUCs and CBOs

Checklist of Requirements

Where to Secure

For LGUs/SUCs

1. Project Proposal (1 original copy)
2. Letter of Intent (1 original copy)
3. SB Resolution (1 original copy)

4. Certificate of no unliquidated fund
(1 original copy)

5. Memorandum of Agreement (MOA)
(3 copies original)

For FCA/NGOs
1. Letter of application

-with attached notarized board
resolution (1 original copy)

2. Filled up FFEDIS Enrollment Form
(1 original copy)

3. Certificate of Registration from
SEC, CDA or DOLE

(1 photocopy)

from the requesting customer

DA RFO Il Accounting Section

DA RFO Il and customer

from the requesting customer

Agribusiness and Marketing Assistance Division

Security and Exchange Commission (SEC),
Cooperative Development Authority (CDA),
Department of Labor and Employment (DOLE)
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4. Articles of Incorporation or Articles
of Cooperation (1 photocopy)
from the requesting customer
5. Secretary’s certificate of incumbent
officers (1 original copy/notarized)
from the requesting customer
6. 3 years Audited Financial
Statement (1photocopy)
from the requesting customer
7. Disclosure statement (1 photocopy)
8. Work and Financial Plan from the requesting customer
(1 original signed copy)
from the requesting customer
9. Project Proposal
(Loriginal signed copy)
from the requesting customer
10. List and/or photographs of
previous similar project
(1 original signed copy) .
from the requesting customer
11. Sworn affidavit of the Secretary of
FCA/CBO
(1 original copy/notarized from the requesting customer
12. Civil Society Organization
Accreditation certificate Planning Monitoring and Evaluation Division
(1 photocopy)
13. Memorandum of Agreement Agribusiness and Marketing Assistance Division
(MOA) (3 copies original) (AMAD)
Client
: : Fees to Processing Person
Client Steps Agency Action be paid Time Responsible
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1. Submission of | 1.1 AMAD will None 5 minutes Raiza G. Franco
letter of intent | receive the . .

. . Agriculturist 11,
applying for the | required APS AMAD
KADIWA Grant to | documents
DA RFO 11
addressed to the .

Regional Director Karl Gio Ocampo
Agriculturist I, APS
AMAD
Maribel Tiongco,
Project Assistant Il
1.2. Evaluate and None 30 minutes Raiza G. Franco
Zﬁ::?életeness ;23 Agriculturist I,
APS AMAD
correctness of
submitted Karl Gio Ocampo
documentary _ _
requirements Agriculturist I, APS
AMAD
Allissa Cartilla,
Market Specialist |,
APS AMAD
1.3. Project None 30 minutes Maricel L. Dullas,
Proposal PhD., OIC Chief
evaluation AMAD

(Table evaluation)

Raiza G. Franco

Agriculturist II,
APS AMAD

Karl Gio Ocampo

Agriculturist I, APS
AMAD

Alaissa Cartilla

Market Specialist |,
APS AMAD

77



)

i \gw w=
1.4. Site validation None 1 day Maricel L. Dullas,
to ensure the PhD., OIC Chief
existence of the AMAD
applicant and
assess the
existing operation Raiza G. Franco
Agriculturist I,
APS AMAD
Karl Gio Ocampo
Agriculturist I, APS
AMAD
Alaissa Cartilla,
Market Specialist I,
APS AMAD
1.5. Prepare the None 1 day Raiza G. Franco
g{;?;;tzggorzalort Agriculturist I,
P APS AMAD
and ensure that all
the supporting
documents are | Gi
attached to the Karl Gio Ocampo
evaluation report. Agriculturist I, APS
AMAD
Alaissa Cartilla
Market Specialist |,
APS AMAD
The evaluation
report shall be None 1 hour el !
then reviewed by Maricel L. Du as,
the Chief AMAD., PhD., OIC Chief
AMAD
Maricel L. Dullas,
151 PhD., OIC Chief
Recommending AMAD
Approval and None 2 hours

signing of the
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project proposal Arthur D. Dayrit,
evaluation report PhD., RTD for

Operations &
Extension &
1.5.2 Approval AMAD, DA RFO Il

and signing of the

project proposal None 2 hours
evaluation report Dr. Eduardo L.
Lapuz, Jr., OIC
Regional
Executive Director,
DA RFO Il
1.6 Preparation of None 1 hour Raiza G. Franco
MOA for signi : .
OA for signing Agriculturist I,
1.6.1 Notify the APS AMAD
client for the
signing of MOA
Karl Gio Ocampo
. Agriculturist I, APS
None 10 minutes AMAD
Alaissa A. Cartilla
Market Specialist |,
APS AMAD
2.
Submission/comp Customer
letion of MOA None 1 day
signed
2.1 Signing of None lday Budget and
obligation Accounting
2.2 Process of None 5 days

disbursement
vouchers and
approval of
disbursements
fund
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2.3 Review and None Laieson Cabigao
Evaluation of .
OIC Regional
documentary
. Accountant
requirements
based on
accounting rules
and regulation
3. Compliance on | 3.1 Notify client None 5 days Raiza G. Franco
th mments of | regarding th . .
€ comments o egarding the Agriculturist I,
the regional result of the
. . APS AMAD
accountant in the | review and
clients Kadiwa evaluation of the
proposal and regional | Gi
documentary accountant Karl Gio Ocampo
requirements Agriculturist I, APS
AMAD
Alaissa A. Catrtilla,
Market Specialist I,
APS AMAD
None 5 days Customer
4. Receives fund | 4.1 Release of None 1 day Accounting and
from cahier fund Cashier
5. Client 5.1 Facilitate filling None 5 minutes Malasakit Center
completion of up of feedback
Client form
Satisfaction
Measurement
(CSM) Form
Total: None 20 days 6
hours and 20
minutes
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PROVISION OF MARKETING ASSISTANCE

(MARKET LINKAGE)

Suppliers are link to buyers and vice versa with the ultimate goal of finding a long term

and sustainable market.

Division/Section/Unit

Agribusiness and Marketing Assistance
Division (AMAD)/Market Development Section
(MDS)

Classification

Complex transactions

Type of Transaction

G2C & G2B

Who May Avail

Individual farmer, groups, MSMEs, Institutional
buyers

Checklist of Requirements

Where to Secure

1.Profile form of the buyer/supplier or
whoever is requesting for the service
(1 photocopy or electronic copy)

2. Business registrations

(1 photocopy CTC)

3. Business Permit or Mayor’'s Permit if
SME/Group

4. FEEDIS Registration Certificate
Refer of intent address to RED

1. Agribusiness and Marketing Assistance
Division (AMAD)

2. Department of Trade and Industry

Cooperative Development Authority (if
cooperative)

Securities and Exchange Commission (if sec
registered)

3. Business Licensing Office MLGU

: , Feesto | Processi ,
Client Steps Agency Action be paid ng Time Person Responsible
1.The customer | 1.1 If email None 5 mins Carmencita Nogoy,
request for . Senior Agriculturist,
assistance to Conduct of profiling MDS AMAD
. of customer.
look for supplier
or buyer and
vice versa Jennelyn Ibale,
Market Specialist Il,
MDS AMAD
1.2 Validation of the N 14 Eugenio Patawaran,
production site/ | "ON€ ay Market Specialist |,
facility MDS AMAD
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1.3 Set up and|None 1 day Carmencita Nogoy,
schedule market Senior Agriculturist,
linkage or MDS AMAD
negotiation between
buyer and supplier
and vice versa. The Jennelyn Ibale,
MDS to facilitate the Market Specialist I,
event MDS AMAD
2. The customer | 2.1 Facilitate the | None 1 day Carmencita Nogoy,
will attend the | conduct of market Senior Agriculturist,
market linkage and assist MDS AMAD
matching and | the client in the
will negotiate | negotiation in
with buyers & | complying with the Jennelyn Ibale,
customer buyer’s Market Specialist I,
submit. requirements MDS AMAD
2.2 Determine
AMAD  assistance
needed
2.3 Encode in the | None 1 hour Jennelyn Ibale,
report sheet the Market Specialist I,
details of the activity MDS AMAD
(including buyer and
suppliers’  details,
volume and value Eugenio Patawaran,
consummated. Market Specialist |,
Provide logistics or MDS AMAD
any technical
assistance to the
supplier or buyer as
necessary.
3. Client | 5. Facilitate filling up | None 5 minutes Malasakit Center
completion  of | of feedback form
Client
Satisfaction
Measurement
(CSM) Form
Total: None 3 days, 1
hour and
10 mins
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PARTICIPATION TO LOCAL TRADE FAIR

A promotional activity which helps small-micro-enterprises (SMESs) to have a direct access
to the consuming public thereby cutting layers of marketing resulting to lower cost of agri-

products.

Division/Section/Unit

Agribusiness

and Marketing Assistance

Division (AMAD)/Market Development Section

(MDS)

Classification

Complex transaction

Type of Transaction

G2C, G2B & G2G

electronic copy)

2. Certificate of Contract Form (1
photocopy or electronic copy

3. Farmers and Fisherfolks Enterprise
Development Information System
Certificate (for group)

(1 photocopy or electronic copy)

4. Registry System for the Basic
Sectors in Agriculture (RSBSA) (for
individual) (1 photocopy or electronic

copy)

Who May Avail Individual farmer, groups, MSMESs, Institutional
buyers
Checklist of Requirements Where to Secure
1. Profiling Form (1 photocopy or 1. Market Development Section (MDS)

Market Development Section (MDS)
Agribusiness and Marketing Assistance
Division (AMAD)

Market Development Section (MDS)
Agribusiness and Marketing Assistance
Division (AMAD)

Agribusiness Industry Support Section
(AISS) Agribusiness and Marketing
Assistance Division (AMAD)
Downloadable

4. Municipal Agriculture Office (MAO)

request for
assistance for trade
fair participation/
product promotion

profiling form

5. DA- RFO I
5. CSF
Agency Action Fees to Processing Person
gency be paid Time Responsible
1.The customer will | 1.1 Provision of None 2 minutes Jennelyn Ibale,

Market Specialist
Il, MDS AMAD

83




)

M\ \W *’=
Eugenio
Patawaran,
Market Specialist
I, MDS AMAD
2. The applicant to | 2.1 Conduct None 15 minutes Carmencita
submit evaluation of Nogoy
requirements requirements _
2.2Validation  of Senior
If FCA/SME the production Agriculturist,
1. Business site/ _ MDS AMAD
registration }oar((:)i(l:i(teyssmg
2. Business .
Permit together - with | Nope 1 day Jennelyn Ibale,
3. FFEDIS the P/M/ILGU Market Specialist
Certificate II, MDS AMAD
(Notify
applicant to
apply  for Eugenio
FFEDIS if it Patawaran.
'S not yet Market Specialist
o _avallable) | MDS AMAD
If individual farmer
RSBSA
3. Schedule the|3.1 the AMAD None 1 day Carmencita
participation of the | shall endorse the Nogoy
customer applicant to the Senior
LGU-Office of the : ,
Provincial Agriculturist,
Agriculture for the MDS AMAD
exhibitor to be
included in the list
of exhibitors for Jennelyn lbale,
KADIWA Market Specialist
schedules I, MDS AMAD
(provincial level)
Eugenio
(For regional level Patawaran,
trade fair, the Market Specialist
provincial |, MDS AMAD
agribusiness
coordinators  will
endorse
exhibitors to
AMAD per agreed
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schedule of
events)

3.2 Invite the
exhibitor to the

scheduled trade
fair
4. The customer to | 4.1 Collect and None 3 minutes Jennelyn Ibale,
sign into an exhibit | evaluate the Market Specialist
contract form exhibit  contract I, MDS AMAD
form
Eugenio
Patawaran,
Market Specialist
I, MDS AMAD
5. Exhibitor to | 5.1 Facilitate the None 3 days Carmencita
participate and | conduct of trade Nogoy, Senior
conduct selling of | fair Agriculturist,
agricultural MDS AMAD
r
products Jennelyn Ibale,
Market Specialist
II, MDS AMAD
Eugenio
Patawaran,
Market Specialist
I, MDS AMAD
6. Submit sales|6.1. Consolidate None 1 day Jennelyn Ibale,
report and client | and analyze sales Market Specialist
satisfaction form report. I, MDS AMAD
6.1 Consolidate Eugenio
and submit to Patawaran,
Planning Market Specialist
Monitoring  and I, MDS AMAD
Evaluation
Division (PMED)
7. Client completion | 7.1 Facilitate None 5 minutes Malasakit Center

of Client
Satisfaction
Measurement
(CSM) Form

filling up of
feedback form
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DISTRIBUTION OF AGRICULTURAL

Pesticides under Corn Program)
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INPUTS (Seeds, Fertilizer,

Seeds, planting materials, and other farm inputs can be availed by duly registered farmer
beneficiaries. These interventions from the Department of Agriculture aims to assist
farmers to increase grain yield resulting to higher income.

IL\ﬂ

Office or Division

Field Operations Division (FOD)

Classification

Simple Transactions

Type of Transaction

G2C - government services whose
client is the transacting public

Who May Avail

Qualified Farmers’ Associations/
Cooperatives (FCAS)

Checklist of Requirements

Where to Secure

. Letter of Intent stating the requests for

interventions
(1 original copy)

. Board Resolution with Master list/ List of

Members indicating the Cultivated Area with
RSBSA Control Number
(1 original copy)

. Certificate of Registration

(SEC/ CDA/ DOLE/ DA-RFO Il RCEF
Accreditation and other agencies certification)
(1 photocopy)

. In case of absence of the beneficiaries, an

Authorization Letter with valid ID should be
presented.
(1 original copy)

Requesting Farmers’ Associations/
Cooperatives (FCASs)

Fees Processin Person
Client Steps Agency Action to be : g :
: Time Responsible
paid
1. Review of the|1.1 Review, log in and| None | 1hour and Mr. Marlon
submitted documentary | encode to the Data Tracking 50 minutes Dollente
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requirements for the | and Monitoring System Records Unit
request/s intervention | (DTMS) the  submitted Staff
in accordance to the | documents requirements for /
Banner Program | the request intervention and
Guidelines route to the Record Section Mr. Lorenzo
Unit. Ray Briones
Records Unit
Staff
1.2 The request/s will then | None | 15 minutes Mr. Lorenzo
be routed to the Office of the Ray Briones
Regional Executive Director. .
J Records Unit
Staff
1.3 Review and instruct the | None | 1 day Dr. Eduardo L.
concerned Division Office to Lapuz, Jr.
make an appropriate action OIC-Regional
on the request/s. :
Executive
Director
1.4 The request/s will then | None | 5 minutes Ms. Femy
be routed to the Office of the Jean Tuazon /
Field Operations Division Ms. Desiree
Chief. Nicole Diaz
RED’s Staff
1.5 Review and instruct the | None | 1 day Ms. Elma S.
concerned Banner Program Mananes
to .make an appropriate FOD Chief
action on the request/s.
1.6 Check the availability of | None | 10 minutes | Engr. Kathleen
the requested intervention O. Caingat
Agriculturist Il
1.7 Inform the client/ FCAs | None | 10 minutes Ms.
for the availability of their Jessaminecleir
request. Ramos
COS
1.8 Prepare the Requisition | None | 15 minutes Ms. Kaila
Issuance Slip (RIS). Tiongson
COSs
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Engr. Kathleen
O. Caingat

Agriculturist Il

2. Affix the signature to | 2.1 Assist the requesting | None | 1 day Ms. Kaila
the RIS. party to sign the Requisition Tiongson
Iss_uance S!Ip prior releasing coS
of interventions.
Engr. Kathleen
O. Caingat
Agriculturist 11
3. Present the valid ID | 3.1 Evaluate the presented | None | 10 minutes Mr. Leo
for proper identity and | ID, Requisition Issuance Slip Gonzales
Requisition  Issuance | and release the Farm
Slip to the Authorize | interventions to the client. .
. Superintendent
Inventory  Custodian I
and Stock Card Keeper
at Research Outreach
Stations (ROS).
TOTAL None | 3 days and
3 hours
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PROVISION OF SEEDS, FERTILIZERS AND OTHER AGRICULTURAL

INPUTS

Seeds, planting materials, and other agricultural inputs can be availed by duly registered
farmer’s association and cooperatives which members are registered in the Registry
System for Basic Sectors in Agriculture (RSBSA). These interventions from the
Department of Agriculture through the Corn Program aim to improve the productivity,
profitability, and sustainability specifically on corn farming operations through targeted

interventions and support mechanisms.
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Office or Division

Field Operations Division (FOD) -
Corn Program

Classification

Simple

Type of Transaction

Government to Citizens (G2C)

Who May Avalil

Qualified Farmers’ Cooperatives/ Associations
(FCASs)

Checklist of Requirements

Where to Secure

1. Letter of Intent with attached Board
Resolution stating the need for
interventions such as Corn Seeds,
Fertilizers and other agricultural inputs
with the total number of Farmer —
Members (1 original copy)

2. Pre-masterlist of target beneficiary
indicating the following information:
RSBSA control number, full name of
members, farm location and farm
area (1 original copy)

3. Certificate of Registration
(SEC/CDA/DOLE/DA and other
agencies accreditation/ certification)
(1 photocopy)

4. In case of absence of the beneficiary
when claiming the intervention, an
Authorization Letter with valid
Identification Card should be
presented.

(1 original copy)

Requesting Party (FCAS)
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Endorsements from the following:

1. Municipal/ City Agriculturist
(1 original copy)

2. Provincial Agriculturist
(1 original copy)

Municipal Agriculture Office (MAO)/
City Agriculture Office (CAO)

Provincial Agriculture Office (PAO)

and forward the
documents to

. , Fees to | Processing ,
Client Steps Agency Action be paid Time Person Responsible
1. Submit the | 1.1 Receive, | None 15 minutes a. Ms. Aileen Garcia -
complete record and Malasakit Help Desk
documentary forward Staff
requirements  for | documents  to
the request of | Records Unit b. Agricultural Program
intervention in Coordinating Officers'
accordance to the (APCOs)
gorn Banner *Aurora
rogram Ms. Zenaida Castafieda
Guidelines through
at least one of the *Bataan
following: Ms. Marilou Ramos
a. Malasakit  Help *Bulacan
Desk for receiving Mr. Memito Luyun IlI
and recording *Pampanga
Mr. Gil David
b. APCOs
*Nueva Ecija
. (1st & 2" District)
C. Courller/ Postal Ms. Analou Morelos
Services
*Nueva Ecija
(3 & 4™ District)
Mr. June Lacasandile
*Tarlac
Dr. Ricky Manguerra
*Zambales
Mr. Jan Exequiel Soriano
c. Courier/ Postman
1.2 Receive, | None 1 hour and Ms. Rolibeth Zapata
record, control 50minutes Chief, Records Unit
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the office of the

Regional
Executive
Director (RED)
with the
Document

Tracking Slip
(DTS)

Carlyn Joy Cortez

Records Unit Staff

1.3 Receive and | None 15 minutes Ms. Melinda Dizon/
record the Femy Jean Tuazon
documents,

maintain a f||e RED,S Ofﬁce Staff
and attach a

DTS for the

action of the

RED

1.4 Review and | None | 40 minutes | Dr. Eduardo L. Lapuz, Jr.
provide OIC - Regional Executive
instructions  to Director

the Field

Operations

Division (FOD)

Chief to make an

appropriate

action on the

request/s

through  written

directives

1.5 Maintain and | None 10 minutes Ms. Melinda Dizon/
forward the Femy Jean Tuazon
documents with

written directives RED’s Office Staff
to the Records

Unit

1.6 Record the | None | 3 hours and Ms. Rolibeth Zapata
written 25 minutes Chief, Records Unit
directives,

reproduce

copies of the
document/s and
forward to the
Field Operations
Division Chief

Carlyn Joy Cortez

Records Unit Staff
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1.7 Receive and | None | 10 minutes Engr. Aga-Angelica
maintain a file Pascual
forwarded by the Agriculturist |
Records Unit
and forward to
the Office of the Ms. Fedeliza Dizon/
FOD Chief Mr. Mark Jun Lazatin/

Ms. Maricon David

FOD Staff

1.8 Review and | None 10 minutes Ms. Elma S. Mananes
provide FOD Chief
instructions  to
the Corn
Program to
make an approp
riate action on
the request/s
1.9 Receive and | None | 10 minutes | Engr. Kathleen Caingat
maintain a file Agriculturist Il
forwarded by the
Office of the
FOD Chief and Ms. Quenie Mendoza
forward to the
Regional Corn Corn Program Staff
Program Focal
Person for
appropriate
action
1.10 Validate the | None 1 day Agricultural Program

requesting party
for possible
recommendation

Coordinating Officers'
(APCOs)

*Aurora
Ms. Zenaida Castafieda

*Bataan
Ms. Marilou Ramos

*Bulacan
Mr. Memito Luyun Il

*Pampanga
Mr. Gil David

*Nueva Ecija
(18t & 2" District)

94




~

\\ m 4 “54
\ *’«

}", \é /

Ms. Analou Morelos

*Nueva Ecija
(39 & 4™ District)
Mr. June Lacasandile

*Tarlac
Dr. Ricky Manguerra

*Zambales
Mr. Jan Exequiel Soriano

Ms. Melody G. Nombre
Regional Corn Program
Focal Person/
Engr. Kathleen Caingat
Agriculturist 11/

Mr. Genesis Martin
Agriculturist 11

Corn Program Staff

1.11 Draft a| None | 10 minutes | Engr. Kathleen Caingat
reply letter & Agriculturist II/
validation report Mr. Genesis Martin
based on the Agriculturist Il
result of the

conducted Corn Program Staff
validation and

forward to the

Regional Corn

Program Focal

Person for

review

1.12 Review and | None | 10 minutes | Ms. Melody G. Nombre
countersign the Regional Corn Program
draft reply letter Focal Person

and sign the

validation report

1.13 Receive | None | 10 minutes Engr. Aga-Angelica

and record the

reply letter with
validation report
and forward to
the Office of the
FOD Chief for

Pascual
Agriculturist |

Ms. Fedeliza Dizon/
Mr. Mark Jun Lazatin/
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countersign and
approval

Ms. Maricon David

FOD Staff
1.14 Review and | None | 10 minutes Ms. Elma S. Mananes
countersign the FOD Chief
reply letter with
validation report
1.15 Forward the | None | 10 minutes Engr. Aga-Angelica
reply letter with Pascual
validation report Agriculturist |
to the Office of
the Regional
Technical Ms. Fedeliza Dizon/
Director for Mr. Mark Jun Lazatin/
Operations, Ms. Maricon David
Extension and
AMAD (ORTD) FOD Staff
1.16 Receive | None | 15 minutes Mr. Henry llagan
and document Planning Officer 1lI
the reply letter
with  validation Arleen Pamintuan
report for
signature  and ORTD Staff
approval of the
RTD
1.17 Review and | None 1 hour Dr. Arthur D. Dayrit
sign the reply RTD for Operations,
letter with Extension and AMAD
validation report
as
recommending
approval
1.18 Receive | None | 10 minutes Ms. Melinda Dizon/
and document Femy Jean Tuazon
the reply letter
with  validation RED’s Office Staff
report for
signature  and
approval of the
RED
1.19 Review, | None 1 hour Dr. Eduardo L. Lapuz, Jr.

sign and
approve the

OIC - Regional Executive
Director
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reply letter with
validation report

1.20 Forward the | None | 10 minutes Ms. Melinda Dizon/
approved reply Femy Jean Tuazon
letter with
validation report RED’s Office Staff
to the office of
the Corn
Program
*1.21 Receive, | None | 15 minutes | Engr. Kathleen Caingat
file a copy and Agriculturist Il
inform the
requesting party Ms. Jesamineclier
regarding the Ramos
status of their
request and Corn Program Staff
further
instructions
through e-mail,
post mail or call
1.22 Draft the| None | 15 minutes | Engr. Kathleen Caingat
Requisition and Agriculturist 11/
Issuance  Slip Mr. Genesis Martin
(RIS) and Agriculturist 11
forward to the . :
. Ms. Jesamineclier
Regional Corn
Ramos
Program Focal
Person for Corn Program Staff
signature
1.23 Review and | None 10 minutes Ms. Melody G. Nombre
sign the draft Regional Corn Program
RIS Focal Person
1.24 Receive | None | 10 minutes Engr. Aga-Angelica
and record the Pascual
RIS and forward Agriculturist |
to the Office of
the FOD Chief Ms. Fedeliza Dizon/
for signature and Mr. Mark Jun Lazatin/
approval Ms. Maricon David
FOD Staff
1.25 Review, | None | 30 minutes Ms. Elma S. Mananes
sign and FOD Chief

approve the RIS
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1.26 Forward the | None | 10 minutes Engr. Aga-Angelica
approved RIS to Pascual
the Office of the Agriculturist |
Corn Program
Ms. Fedeliza Dizon/
Mr. Mark Jun Lazatin/
Ms. Maricon David
FOD Staff
2. Affix the signature | 2.1 Assist the | None | 30 minutes | Engr. Kathleen Caingat
to the Requisition and | requesting party Agriculturist Il
Issuance Slip (RIS). |to sign the RIS _ _
prior releasing of Ms. Jesamineclier
interventions. Ramos
Maintain and file Corn Program Staff
a copy of the
signed RIS
3. Releasing of the | 3.1 Present the | None 10 minutes Ms. Josephine Muioz
interventions at DA- | valid ID together OIC Station Manager,
Central Luzon | with the DA-CLIARC
Integrated approved RIS to
Agricultural Research | the Authorize Mr. Leo Gonzales
Center — Lowland | Inventory Inventory Custodian and
Development Custodian and Stock Card Keeper,
(DA-CLIARC) Station | Stock Card DA-CLIARC
Keeper
Exequiel Macugay
(*In case of absence
of the beneficiary )
when claiming the DA-CLIARC Station Staff
intervention, an
Authorization Letter
with valid
Identification Card
should be
presented.)
3.2 Prepare the | None 10 minutes Mr. Leo Gonzales
gate pass and Inventory Custodian and
release the Stock Card Keeper,
interventions  to DA-CLIARC
the client. Exequiel Macugay
DA-CLIARC Station Staff
3.3 Conduct | None 5 minutes Mr. Leo Gonzales

photo
documentation

Inventory Custodian and
Stock Card Keeper,
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as a proof of the
released
interventions

DA-CLIARC

Exequiel Macugay

DA-CLIARC Station Staff

4.Completion and
submission of the
Signed List of
Recipients, Customer
Satisfaction
Measurement (CSM)

Form and Oath of

41 Sign the
masterlist;

accomplish  the
CSM Form and
Oath of
Undertakings by

the client

None

10 minutes

Requesting Party (FCAS)

Undertakings

4.2 Submission | None 5 minutes
of the signed-list
of recipients,
CSM Form,
Photo

documentation,
Oath of
Undertakings to
the Accounting
Section for their
transmittal to
Commission on

Audit (COA)

Engr. Kathleen Caingat
Agriculturist 11

Ms. Jesamineclier
Ramos

Corn Program Staff

TOTAL None 2 days,
4 hours and
25 minutes

* In any case that the requesting party will not be granted with interventions, client steps will end at 1.21
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PROVISION OF SEEDS, PLANTING MATERIALS, AND OTHER FARM
INPUTS

Seeds, planting materials, and other farm inputs can be availed by any interested bonafide
Filipino individual residing in urban and peri-urban areas, corporate and support
organizations, and other government agencies within urban and peri-urban areas. These
interventions from the Department of Agriculture through the National Urban and Peri-
Urban Agriculture Program (NUPAP) aim to ensure food security for the urban and peri-
urban population; reduce food miles to food steps to lower fuel consumption and logistics
costs; create livelihood opportunities; and promote a healthy lifestyle by making nutritious
food available for Filipinos, specifically in urban and peri-urban areas. The program shall
promote Urban and Peri-Urban Agriculture (UPA) and other emerging agricultural
practices through the Plant Plant Plant Program by providing materials, technical support,
and funding to its projects, activities, and programs.

Field Operations Division - National
Office or Division Urban and Peri-Urban  Agriculture
Program (FOD-NUPAP)

Classification Simple

Government to Citizens (G2C) and

Type of Transaction Government to Government (G2G)

Interested Individuals, Corporate and
Support organizations including the

Who May Avail Farmers Cooperatives and Associations
(FCAs), and other government agencies
Checklist of Requirements Where to Secure

Interested Individuals

1. Letter of Intent stating the need for
interventions such as seeds, planting
materials, and other farm inputs (1

original copy)

o Requesting Party
Corporate and Support Organizations

2. Letter of Intent with attached Board
Resolution stating the need for
interventions such as seeds, planting
materials, and other farm inputs and
the total number of Farmer-Members
(1 original copy)

3. List of farmer-members with
signature, cultivated area, and
RSBSA control number
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(1 original copy)
4. Certificate of Registration
(SEC/CDA/DOLE/DSWD)
(1 photocopy)
Government Agencies
1. Project Proposal/Business Plan
(1 original copy)
Endorsements from the following:
1. Municipal/City Agriculturist Municipal Agriculture Office
(1 original copy)
2. Provincial Agriculturist Provincial Agriculture Office
(1 original copy)
Fees | Proces
Client Steps Agency Action |to be | sing Person Responsible
paid Time
1. Submit document/s | 1.1 receive, record | None | 15 a) Aileen Garcia -
through at least one of | and forward the minutes Malasakit Help
the following: documents to Desk Staff
a) Malasakit Help Records Unit
Desk for b) Femy Jean
receiving and Tuazon/Other
recording Offices with Email
b) E-mall accounts
c) Courier/postal
SeIVICes Office of OIC-
Regional
Executive Director
(OIC-RED)
staff/other staff of
offices with e-mail
accounts
c) Courier/Postman
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1.2 Receive, | None | 1 hour Ms. Rolibeth Zapata
record control and 50 ) )
’ ' . Chief, Records Unit
and forward the minutes

documents to the
office of the OIC-

RED with the Carlyn Joy Cortez
Document
Tracking and _
Monitoring Slip Records Unit Staff
(DTMS)
1.3 Receive and | None 10 Ms. Melinda Dizon/
record the minutes

Femy Jean Tuazon
documents,

maintain a file, and
attach a DTMS for

action by the OIC- OIC-RED’s Office Staff

RED
1.5 Provide | None 10 Dir. Dr. Eduardo L.
instructions to the minutes Lapuz, Jr.

Field Operations

Division Chief, OIC-Regional Executive

Agriculture Director
Program

Coordinating

Officer/s

(APCOs), and

NUPAP  through

written directives

1.6 Maintain and | None 4 Ms. Melinda Dizon/

forward the minutes
documents with
written directives to
the Records Unit

Femy Jean Tuazon

OIC-RED’s Office Staff

1.7 Record the None | 3 hours Ms. Rolibeth Zapata

written and 25 . .
. ) : Chief, Records Unit

directives, minutes

reproduce

copies of the
document/s, and
forward them to
the Office of the _
FOD Chief, Records Unit Staff

APCO’s and

Carlyn Joy Cortez
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NUPAP

1.8 Receive and | None 15 Christine Joy L. Corpuz
maintain a file for minutes
the documents
forwarded by the
Records Unit and
Office of the FOD
Chief, then forward Clarisse Asas
it to the Office of
the Regional
NUPAP Focal NUPAP Staff
Person for
instructions or
appropriate action

Agriculturist Il

1.9 Validate the | None | 1 day APCOs
requesting  party
for possible
recommendations Ms. Zenaida
Castafieda (APCO
Aurora)

Ms. Marilou Ramos
(APCO, Bataan)

Mr. Memito Luyun, Il
(APCO, Bulacan)
Ms. Analou S. Morelos

(APCO, Nueva Ecija
Districts | and II)

Mr. June H.
Lacasandile

(APCO, Nueva Ecija
Districts Il and V)

Mr. Gil David
(APCO, Pampanga)
Dr. Ricky Manguerra

(APCO, Tarlac)

Mr. Jan Exequiel
Soriano
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(APCO, Zambales)

APCO Staff

Engr. AB P. David

Regional NUPAP Focal
Person

1.10 Draft a reply | None | 3 hours Engr. AB P. David
letter based on the

result of the Regional NUPAP Focal

conducted Person
validation
1.11. Draft the Clarisse Asas/Melody
issuance slip/gate Alejandre
pass (if the request
Is granted)

NUPAP Staff
1.12 Receive and | None | 1 hour Ms. Elma S. Mananes
documen_t the letter a_nd 15 Chief, FOD
for review and minutes

countersignature
by the Chief, FOD,

then forward it to Fedeliza Dizon/ MJ

the Office of the Lazatin/ Maricon David
Regional Technical

Director for

Operations,

Extension, and FOD Staff

AMAD (ORTD)

1.13 Receive and | None | 1 hour Arthur D. Dayrit, Ph. D.
document the letter and 15
for review and minutes
countersignature

by the RTD, then

forward the letter to I _
the Office of OIC- Arleen Pamintuan

RTD for Operations,
Extension and AMAD

RED for signature

ORTD Staff
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1.14 Receive and | None | 1 hour | Dr. Eduardo L. Lapuz, Jr.
document the letter and 30 . .
: : OIC-Regional Executive
for review and minutes .
: Director
signature by the
OIC-RED, then
return the signed linda. Dizon/
letter to the office Ms. Melinda Dizon
of the NUPAP Femy Jean Tuazon
OIC-RED’s Office Staff
*1.5 Receive, file a | None | 1 hour | Christine Joy L. Corpuz
copy, and qurm Agriculturist 1l
the requesting
party regarding the
status of their lari
request and further Clarisse Asas
instructions NUPAP Staff
through email,
postal mail, or
phone call
2. Affix signaturetothe | 2.1  Assist the | None 30 NUPAP Releasing Officer
issued Issuance Slips | requesting party in minutes -
P ~qu g party Christine Joy L. Corpuz
signing the . .
) . : Agriculturist Il
issuance slip prior
to release.
Melody Alejandre
Maintain and file a
copy of the signed
issuance slip NUPAP Staff
3. Receive the | 3.1 Provide the | None 30 NUPAP Releasing Officer
interventions through | interventions to the minutes Christine Jov L. Cor
the following: requesting party Istine Joy L. Lorpuz

a) NUPAP Office

b) DA-Central
Luzon
Integrated
Agricultural

Agriculturist Il
Melody Alejandre
NUPAP Staff

Ms. Josephine Mufioz

105

G

—
T OF 4
(gé G%‘

*

é/((

i)e

Nt



Research
Center -
Lowland
Development

c) (for bulk
guantity of
interventions)

OIC Station Manager, DA
CLIARC LD

Exequiel Macugay

DA CLIARC LD Staff

TOTAL

None

2 days,
3 hours
and 36
minutes

* In any case that the requesting party will not be granted with interventions, client

steps will end at 8.1
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PROVISION OF SEEDS, PLANTING MATERIALS AND OTHER FARM
INPUTS

Seeds, planting materials, and other farm inputs can be availed by duly registered
farmer’s associations and cooperatives whose members are registered in the Registry
System for Basic Sectors in Agriculture (RSBSA). These interventions from the
Department of Agriculture are facilitated through the High Value Crops Development
Program (HVCDP), which aims to address food security, poverty alleviation, and
sustainable growth. It helps to promote the production, processing, marketing, and
distribution of high-value crops. Strategically, HYCDP helps to increase income, create
livelihood opportunities, and contribute to the national agricultural development of the
Philippines

Crops Development Program

(FOD-HVCDP)

Office or Division

Field Operations Division — High Value

Classification Simple

Government to Citizens (G2C) and

Type of Transaction Government to Government (G2G)

Who May Avail and other government agencies

Farmer Cooperatives/Associations (FCAS)

Checklist of Requirements Where to Secure

1. Letter of Intent with attached Board
Resolution stating the need for
interventions such as seeds, planting
materials, and other farm inputs and
the total number of Farmer-Members
(1 original copy)

2. List of farmer-members with Requesting Party (FCAs)
signature, cultivated area, and
RSBSA control number
(1 original copy)

3. Certificate of Registration
(SEC/CDA/DOLE/DSWD) (1
photocopy)

4. Certificate of Accreditation in Civil
Service Society (CSO) for the
availing projects amounting to
P1,000,000.00 and above in total
(1 photocopy)

Endorsements from the following:
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1. Municipal/City Agriculturist

(1 original copy)

2. Provincial Agriculturist

(1 original copy)

Municipal Agriculture Office

Provincial Agriculture Office

Fees | Proces
Client Steps Agency Action |tobe | sing Person Responsible
paid | Time
1. Submit document/s | 1.1 Receive, | None | 15 1. Aileen Garcia -
through at least one of | record, and minutes Malasakit Help
the following: forward the Desk Staff
. documents to the
a) Malasakit Help Records Unit . Femy Jean
Desk for Tuazon/Other
receiving and Offices with E-mail
recording accounts
b) E-mall
C) Couyier/postal Office of OIC-
services Regional
Executive Director
(OIC-RED)
staff/other staff of
offices with e-mail
accounts
1.2 Receive, | None | 1 hour Ms. Rolibeth Zapata
record, control, and 50 Chief, Records Unit
and forward the minutes
dopuments to the Carlyn Joy Cortez
office of the QIC- Records Unit Staff
RED with the
Document
Tracking and
Monitoring Slip
(DTMS)
1.3 Receive and | None 10 Ms. Melinda Dizon/
record the minutes
documents, Femy Jean Tuazon

maintain a file, and
attach a DTMS for
action by the OIC-
RED

OIC-RED’s Office Staff
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1.4 Provide | None 10 Dir. Dr. Eduardo L.
instructions to the minutes Lapuz, Jr.
Field Operations

Division Chief, OIC-Regional Executive

Agriculture Director
Program
Coordinating
Officer/s
(APCOs), and
HVCDP  through
written directives
1.5 Maintain and | None 4 Ms. Melinda Dizon/
forward the minutes
. Femy Jean Tuazon
documents with
written directives to OIC-RED’s Office Staff

the Records Unit

1.6 Record the None | 3 hours

written and 25 Ms. Rolibeth Zapata
directives, minutes Chief, Records Unit
reproduce

copies of the Carlyn Joy Cortez

document/s, and Records Unit Staff

forward them to
the Office of the
FOD Chief,
APCO’s and
HVCDP

1.7 Receive and | None 15 Christine Joy L. Corpuz
maintain a file for minutes Agriculturist 11

the documents
forwarded by the
Records Unit and Clarisse Asas
Office of the FOD HVCDP Staff
Chief, then forward
it to the Office of

the Regional
HVCDP Focal
Person for
instructions or

appropriate action

1.8 Validate the | None | 1 day APCOs

requesting  party

for possible Ms. Zenaida
recommendations Castafneda

(APCO Aurora)
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Ms. Marilou Ramos
(APCO, Bataan)

Mr. Memito Luyun, Il
(APCO, Bulacan)

Ms. Analou S. Morelos
(APCO, Nueva Ecija
Districts | and II)

Mr. June H.
Lacasandile
(APCO, Nueva Ecija
Districts Ill and 1V)

Mr. Gil David
(APCO, Pampanga)

Dr. Ricky Manguerra
(APCO, Tarlac)

Mr. Jan Exequiel
Soriano
(APCO, Zambales)

APCO Staff

Engr. AB P. David
Regional HYCDP Focal
Person

HVCDP Staff

1.9 Draft a reply | None | 3 hours Engr. AB P. David
letter based on the

result of the Regional HVCDP Focal

conducted Person
validation Clarisse Asas/Melody
1.10. Draft the Alejandre
issuance slip/gate HVCDP Staff
pass (if the request

Is granted)
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1.11 Receive and | None | 1 hour Ms. Elma S. Mananes
documen.t the letter None and 15 Chief. FOD
for review and minutes
countersignature
by the Chief, FOD,
then forward it to
the 'Office of .the Fedeliza Dizon/ MJ
Regional Technical Lazatin/ Maricon David
Director for
Operations, FOD Staff
Extension, and
AMAD (ORTD)
1.12 Receive and | None | 1 hour Arthur D. Dayrit, Ph. D.
document the letter and 15 )
for review and minutes RTD for Operations,
: Extension and AMAD
countersignature
by the RTD, then
forward the letter to
the Office of OIC-
RED for signature Arleen Pamintuan
ORTD Staff
1.13 Receive and | None | 1 hour | Dr. Eduardo L. Lapuz, Jr.
d t the lett d 30 . )
ocumen_ € letter aT‘ OIC-Regional Executive
for review and minutes .
i Director
signature by the
OIC-RED, then
return the signed _ )
letter to the office Ms. Melinda Dizon/
of the HVCDP Femy Jean Tuazon
OIC-RED'’s Office Staff
*1.14 Receive, file | None | 1 hour | Christine Joy L. Corpuz

a copy, and inform

the requesting
party regarding the
status of their

request and further
instructions

through email,
postal mail, or
phone call

Agriculturist 1l

Clarisse Asas

HVCDP Staff
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2. Affix signatures to | 2.1  Assist the | None 30 HVCDP Releasing Officer
the issued Issuance | requesting party in minutes
Slips signing the
iIssuance slip prior Christine Joy L. Corpuz
to release. Agriculturist Il
Maintain and file a Melody Alejandre
copy of the signed
iIssuance slip
HVCDP Staff
3. Receive the | 3.1 Provide the | None 30 HVCDP Releasing Officer
interventions through | interventions to the minutes
the following: requesting party
Christine Joy L. Corpuz
Agriculturist Il
HVCDP Offi ,
3) CDP Office Melody Alejandre
HVCDP Staff
b) DA-Central
Luzon Integrated
Agricultural Ms. Josephine Mufioz
Research Center — _
Lowland OIC Station Manager, DA
Development CLIARCLD
(for bulk quantity of Exequiel Macugay
interventions)
DA CLIARC LD Staff
2 days,
5 hours
TOTAL None and 57
minutes

* In any case that the requesting party will not be granted with interventions, client

steps will end at 8.1
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AVAILMENT OF GULAYAN RELATED PROGRAMS

Gulayan related programs such as Gulayan sa Barangay and Gulayan sa Paaralan aim
to attain self-sufficiency, empower its constituencies by enhancing their capability to
produce their own food through the adoption of various technologies on food production
and vegetable growing. The programs provide vegetable seeds, farm tools, fertilizers and
other farm inputs with training on agricultural crop productions.

Office or Division

Field Operations Division — High Value
Crops Development Program
(FOD-HVCDP)

Classification

Simple

Type of Transaction

Government to Citizens (G2C) and
Government to Government (G2G)

Who May Avail

Public Primary and Secondary Schools for
the Gulayan sa Paaralan Program (GPP)
Barangay Councils for the Gulayan sa
Barangay Program (GSB)

Checklist of Requirements

Where to Secure

Gulayan sa Paaralan Program (GPP)
1. Letter of Intent (1 original copy)
Gulayan sa Barangay Program (GSB)

5. Letter of Intent with attached Board
Resolution stating the need for
interventions for the establishment of
Gulayan (1 original copy)

Requesting Party

Endorsements from the following:
Gulayan sa Paaralan Program (GPP)
1. School’s Division Superintendent
(1 original copy)
2. Municipal/City Agriculturist
(1 original copy)
3. Provincial Agriculturist
(1 original copy)
Gulayan sa Barangay Program (GSB)
1. Municipal/City Agriculturist
(1 original copy)
2. Provincial Agriculturist
(1 original copy)

School’s Division Office

Municipal Agriculture Office

Provincial Agriculture Office

Municipal Agriculture Office

Provincial Agriculture Office

Fees | Proces
Client Steps Agency Action |tobe | sing Person Responsible
paid | Time
1. Submit document/s | 1.1 receive, record | None | 15 mins a) Aileen Garcia -
through at least one of | and forward the Malasakit Help
the following: documents to Desk Staff
a) Malasakit Help | Records Unit
Desk for b) Femy Jean
receiving and Tuazon/Other
recording Offices with E-mail
b) E-mall accounts
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c) Courier/postal
services

Office of OIC-
Regional Executive
Director (OIC-RED)
staff/other staff of
offices with e-mail

accounts
1.3 Receive, | None | 1 hour Ms. Rolibeth Zapata
record, control, and 50 Chief, Records Unit
and forward the minutes
documents to the Carlyn Joy Cortez
office of the OIC- Records Unit Staff
RED with the
Document
Tracking and
Monitoring Slip
(DTMS)
1.4 Receive and | None 10 Ms. Melinda Dizon/
record the minutes Femy Jean Tuazon
documents,
maintain a file, and OIC-RED’s Office Staff
attach a DTMS for
action by the OIC-
RED
1.5 Provide | None 10 Dir. Dr. Eduardo L.
instructions to the minutes Lapuz, Jr.
Field Operations OIC-Regional Executive
Division Chief, Director
Agriculture
Program
Coordinating
Officer/s
(APCOs), and
HVCDP  through
written directives
1.6 Maintain and | None 4 Ms. Melinda Dizon/
forward the minutes Femy Jean Tuazon
documents  with
written directives to OIC-RED'’s Office Staff
the Records Unit
1.7 Record the None | 3 hours Ms. Rolibeth Zapata
written and 15 Chief, Records Unit
directives, minutes
reproduce Carlyn Joy Cortez
copies of the

document/s, and
forward them to
the Office of the
FOD Chief,

Records Unit Staff
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APCO’s and
HVCDP
1.8 Receive and | None 15 Christine Joy L. Corpuz
maintain a file for minutes Agriculturist 1l
the documents
forwarded by the
Records Unit and Clarisse Asas
Office of the FOD
Chief, then forward
it to the Office of HVCDP Staff
the Regional
HVCDP Focal
Person for
instructions or
appropriate action
1.9 Validate the | None | 3 hours Engr. AB P. David
requesting  party Regional HYCDP Focal
through checking Person
on the previous list
of beneficiaries Clarisse Asas/Melody
Alejandre

Draft a reply letter

1.10 Draft the HVCDP staff
issuance slip/gate
pass (if the request
is granted)

1.1 Receive and | None | 1 hour Ms. ElIma S. Mananes
document the letter and 15 )

for review and minutes Chief, FOD
countersignature
by the Chief, FOD,
then forward it to
the Office of the

Regional Technical Fedeliza Dizon/ MJ

Director for Lazatin/ Maricon David
Operations,

Extension, and

AMAD (ORTD) FOD Staff

1.12 Receive and | None | 1 hour Arthur D. Dayrit, Ph. D.
document the letter and 15 RTD for Operations,
for review and minutes Extension and AMAD
countersignature

by the RTD, then Arleen Pamintuan
forward the letter to

the Office of OIC- ORTD Staff

RED for signature
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1.13 Receive and | None | 1 hour | Dr. Eduardo L. Lapuz, Jr.
document the letter and 30 | OIC-Regional Executive
for review and minutes Director
signature by the
OIC-RED, then
return the signed Ms. Melinda Dizon/
letter to the office Femy Jean Tuazon
of the HVCDP
OIC-RED'’s Office Staff
*1.14Receive, file | None | 1 hour | Christine Joy L. Corpuz
a copy, and inform Agriculturist Il
the requesting
party regarding the
status of their Clarisse Asas
request and further
instructions _ HVCDP Staff
through email,
postal mail, or
phone call
2. Affix signaturetothe | 2.1  Assist the | None 30 HVCDP Releasing Officer
issued Issuance Slips | requesting party in minutes
signing the Christine Joy L. Corpuz
issuance slip prior Agriculturist Il
to release. _
Melody Alejandre
o . HVCDP Staff
Maintain and file a
copy of the signed
issuance slip
3. Receive the | 3.1 Provide the | None 30 HVCDP Releasing Officer
interventions through | interventions to the minutes
the following: requesting party Christine Joy L. Corpuz
Agriculturist Il
a) HVCDP Office
Melody Alejandre
HVCDP Staff
b) DA-Central Luzon
Integrated
Agricultural Ms. Josephine Mufioz
Research Center — OIC Station Manager, DA
Lowland CLIARC LD
Development
(for bulk quantity of Exequiel Macugay
interventions)
DA CLIARC LD Staff
TOTAL None | Lday.7
hours
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* In any case that the requesting party will not be granted with interventions, client

steps will end at 8.1
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DISTRIBUTION OF FROZEN SEMEN

The Unified National Artificial Insemination Program (UNAIP) continuously provides
frozen beef cattle and buffalo semen region-wide in order to provide better opportunities
for livestock farming communities by enhancing their productivity and competitiveness
through institutionalized Al delivery systems at the village level.

Division/Section/Unit

Field Operations Division (FOD) / Livestock
Program

Classification

Simple Transaction

Type of Transaction

G2G -

Who May Avail

Provincial Veterinary Offices (PVOs), Municipal
Agriculture/Veterinary Offices (MAOs/CVOs), City
Veterinary Offices (CVOSs), Al Technicians from
LGUs and Village-Based Al Technicians (VBAIT)

Checklist of Requirements

Where to Secure

letter and check
the availability of
frozen semen.

1. Letter of Intent stating the
detalls and number of Provincial Veterinary Offices (PVOs), Municipal
requested frozen semen ) ) . :
Straws. Agriculture/Veterinary Offices (MAOs/CVOs), City
Veterinary Offices (CVOs), Al Technicians from
LGUs and Village-Based Al Technicians (VBAIT)
2. Liquid Nitrogen (LN2) tank
filled with LN.
Client Steps Agency Action Fees JFO B Progessmg Person Responsible
paid Time
1. Submit | 1.1 Record the None 2 hours and | Ms. Rolibeth Zapata
Letter of Intent | request letter, 5 minutes Chief, Records Unit
through email | indicate the
or messenger | action to be done Carlyn Joy Cortez
through the | and transmit to )
Records Unit | the  Livestock Records Unit Staff
Section.
1.2 Receive the None 10 minutes Ms. Elisa Mallari

Regional Al
Coordinator

Mr. August Magat,
Project Assistant |
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Mr. Marlon Nicdao,
Administrative Aide |

1.3 Inform the None 5 minutes Ms. Elisa Mallari
t f th .
requester ot the Regional Al
availability of .
Coordinator
frozen semen.
Mr. August Magat,
Project Assistant |
Mr. Marlon Nicdao,
Administrative Aide |
2. Inform the | 2.1 Prepare the None 10 minutes Ms. Elisa Mallari
Livestock requested frozen .
Regional Al
Program (LP) | semen. Coordinat
for the oordinator
schedule of
collection of
requested I\P/Ir. Augxst !\/Iagatl,
frozen semen. roject Assistant
Mr. Marlon Nicdao,
Administrative Aide |
3. Provide the | 3.1 Check if the None 15 minutes Ms. Elisa Mallari

LN2 tank to
collect the
requested

frozen semen.

LN2 tank is filled
with LN

if the LN2tank is
not filled with
Liquid Nitrogen,
the LP  Staff
instructs the
client to proceed
to the process for
the Sales of
Liquid Nitrogen to
avail.

Regional Al
Coordinator

Mr. August Magat,
Project Assistant |

Mr. Marlon Nicdao,
Administrative Aide |
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if the LN2 tank is
filled with Liquid
Nitrogen, fill the
tank with frozen
semen and return
to the customer.
4. Receives the | 4.1 Issue Client None 3 minutes Ms. Elisa Mallari
LN2 Tank with | Satisfaction Regional Al
Frozen Semen | Feedback (CSF) .
) Coordinator
Form to fill up by
the customer Mr. August Magat,
Project Assistant |
Mr. Marlon Nicdao,
Administrative Aide |
5. Receive and | 5.1 Compile the None 15 minutes Ms. Elisa Mallari
Fill  u the | CSF filled by the .
Client i Customer ’ Reglopal Al
. . Coordinator
Satisfaction
Feedback
(CSF) Form
provided by the Mr. _AUQUSt Magat,
LP Staff Project Assistant |
Mr. Marlon Nicdao,
Administrative Aide |
TOTAL None 3 hours and
3 minutes
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DISTRIBUTION OF LIVE ANIMALS

To increase livestock production and improve livestock productivity and to help ensure
the availability, accessibility, and affordability of livestock products. It also provides access
to technology, resources and support services to increase the incomes of livestock
farmers.

This service does not directly release animals and other intervention, instead issues
Memorandum of Agreement, issuance slip and gate pass to facilitate releases of animals
from the Production Centers.

Division/Section/Unit Field Operations Division (FOD) / Livestock
Program

Classification Complex Transaction

Type of Transaction G2C - government services whose client is

the transacting public; G2G

Who May Avail Registered individuals, farmers’
associations/cooperatives (FCAs), State
Universities and Colleges (SUCs), Local
Government Units (LGUS)

Checklist of Requirements Where to Secure

For individual customer

1. Letter of Intent stating the Individual customer
name of requester/group, the
requested project, and their
contact information

2. Photocopy of valid ID with 3
specimen's signatures

3. Geotagged photo/s of animal
housing

4. 3 pcs - 2x2 photo ID (white
background)

5. Photocopy of registration to
the RSBSA with certified true

copy
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6. Endorsement of Municipal
Agriculturist or Veterinarian

(original) Office of the Municipal/City Agriculturist

People's organization / Civil Society
Organization / Cooperatives / Non-
government organizations

1. Letter of Request / Letter of
Intent stating the number of
animal/s request and
justification and contact
details. (original)

2. Board resolution including the

following number of People's organization / Civil Society
beneficiaries registered in Organization / Cooperatives / Non-
RSBSA, authorized government organizations

representative and signed at
least by the chairman and the
majority of the Board of
Directors

3. List of members with RSBSA
control number and signature

4. Fill-up Utilization proposal
provided by the DARFOIII

5. Geotagged photo/s of animal
housing

6. Photocopy of valid ID with 3 Authorized representative
specimen's signatures
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7. 3 pcs 2x2 photo ID of the
Authorized Representative

8. Geotagged photos of the Department of Agriculture

animal housing

9. Certificate of Registration

(SEC, CDA, DOLE, etc.,) _ . _ _ _
Office of the Municipal/City Agriculturist

10. Photocopy of Certificate of
Accreditation with the
Department of Agriculture with
certified true copy

11. Endorsement of Municipal Office of the Provincial Veterinarian
Agriculturist or Veterinarian
(original)

12.Endorsement from Provincial
Veterinary Office (original)

Local Government Units, State
College/University, and other
government institutions

1. Project proposal stating the
objectives, strategy of Local Government Units, State
implementation, production College/University, and other government
plan, and budget allocation for | institutions
the project approved and
endorsed by duly authorized
officers.

2. Letter of request / letter of
intent stating the number of
requests and justification and
contact details.

3. Endorsement from PVO (if
MLGU and SUC is requesting)

Office of the Provincial Veterinarian (if MLGU

4. Geotagged photo of the animal and SUC is requesting)

housing
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5. 2x2 | D picture with white Authorized representative
background of the authorized
representative
. , Fees to | Processin Person
Client Steps Agency Action be paid g Time Responsible
1. Submit the 1.1 The staff None | 3 hours and | Ms. Rolibeth Zapata
complete from the 25 minutes | Chief, Records Unit
documentary Records Unit
requirements. will route to the Carlyn Joy Cortez
Office of the .
RED. Records Unit Staff
1.2 Review the None | 10 minutes Dr. Eduardo L.
request/s and Lapuz, Jr.
[ h .
instruct the OIC - Regional
concerned

personnel to act Executive Director

on the request.

1.3 The None 10 minutes | Administrative Staff

requests will be from the Office of the
routed to the Regional Executive

Office of the Director

FOD Chief.

1.4 Review the None 15 minutes | Ms. ElIma Mananes
request/s and

instruct the FOD Chief
Program

Coordinator for

action.

1.5 Review the None | 10 minutes Dr. Agnes Uera

request/s and
instruct the
concerned
personnel to act
on the request.

Livestock Program
Coordinator

1.6 Check for None 1 hour Engr. Marie Chris
the availability Manlutac,

of stocks in Agriculturist |
Government

Stock Farms or
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Research
stations.

1.7 Inform the
customer of the
availability of
stocks.

If the animals
are not
available, the
staff will inform
the customer; if
the animals are
available the
staff proceed to
step 1.8.

None

30 minutes

Engr. Marie Chris
Manlutac,
Agriculturist |

1.8 Scheduling
of activity (site
validation and

evaluation)

None

7 days

Engr. Marie Chris
Manlutac,
Agriculturist |

1.8 Validation
of customer.

None

2 days

Engr. Marie Chris
Manlutac,
Agriculturist |

Ms. Zenaida
Castaneda

APCO Aurora

Ms. Marilou Ramos

APCO Bataan

Mr. Memito Luyun 11l
APCO Bulacan

Ms. Analou Morelos

APCO Nueva Ecija
(Dist.1&2)
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Mr. June
Lacansadile

APCO Nueva Ecija
(Dist. 3&4)

Mr. Gil David

APCO Pampanga

Mr. Ricky Manguerra
APCO Tarlac

Mr. Jan Exequiel
Soriano

APCO Zambales

M/PLGUs
1.9 Inform the None 3 days Engr. Marie Chris
customer of the Manlutac,
result of Agriculturist |
validation.
Once feasible,
prepare MOA.
2. Review and sign | 2.1 Review and | None 5 days Dr. Eduardo Lapuz,
the MOA sign the MOA Jr.
OIC - RED

Dr. Agnes Uera

Livestock Program
Coordinator

3. Get the MOA 3.1 receive the None 3 days Engr. Marie Chris
notarized and MOA and Manlutac,
submit to Livestock | Prepare Agriculturist |
Program documents for

Release
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(Veterinary

Dr. Marielle Dizon

Health Science Research
Certificate, Specialist |1
Shipping P

permit,

Issuance Slip)

Dr. Agnes Uera

Regional Livestock
Coordinator

Regional Veterinary
Quarantine Officer

Staff
4. Collect and sign | 4.1 Assist the None Livestock Staff from
the issuance slip customer in the concerned
and gate pass. signing the Stations
issuance slip
and gate pass
prior to the
releasing of the
animals.
5. Present the 5.1 None 5 minutes | Livestock Staff from
signed gate pass Countercheck the concerned
and issuance slip the presented Stations
to the assigned gate pass and
personnel where issuance slip
the animals will be | and release the
picked up. animals to the
client.
5.2 Issue CSF | None 3 minutes | Livestock Staff from
to be fill up by the concerned
the customer Stations
6. Fill up Client 6.1 Collect the | None 10 minutes | Livestock Staff from
Satisfaction filled up CSF the concerned
Feedback (CSF) Form Stations

Form

TOTAL | None 19 days
and 7 hours
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SALES OF LIQUID NITROGEN

The Unified National Artificial Insemination Program (UNAIP) maintains the operation of
a Liquid Nitrogen Plant that continuously produces liquid nitrogen which is a vital
component for the implementation of Artificial Insemination in Central Luzon at P80.00
per liter.

Office or Division Livestock — Field Operations Division
Classification Simple transaction
Type of Transaction G2G
Who May Avail PVOs, CVs, MVs, MAs, MAOs, Al Technicians
,VBAITs & nearby RFOs
Checklist of Requirements Where to Secure
1. LN2 Tank customer

2. Required to call to assure | You may call to the numbers:
availability of liquid nitrogen to

set schedule for refilling. DA-RFO III - Livestock Program Staff/s

0920-538-5406 - Elisa E. Mallari
0916-675-2563 - August Magat

3. Avoid Liquid Nitrogen tank to | customer
be empty (dried-up) of LN2 to
minimized spill- out of LN2
when refilling.

. : Fees to Processing Person
Client Steps Agency Action be paid Time Responsible
1. Call for the|1l.1 Check the |none 5 minutes Ms. Elisa E. Mallari
ayallablllty of liquid ayallablllty of Regional Al
nitrogen tank nitrogen tank

from the plant Coordinator

August Magat,
Project Assistant I,
Livestock Program

Marlon Nicdao,
Administrative Aide
I, Livestock
Program
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2. if there is | 2.1 Measure the | none 5 minutes Ms. Elisa E. Mallari
available: level of the )
. Regional Al
excess LN in the )
Coordinator
tank.
the customer bring
the . LN2 tank August Magat,
container to the DA- ) :
Project Assistant I,
RFO I .
Livestock Program
Marlon Nicdao,
Administrative Aide
I, Livestock
Program
2.2 Refill the LN2
tank and
measure the
volume of refilled Ms. Elisa E. Mallari
LN2 ) .
3 minutes Regional Al
- Field Tank Coordinator
(Moist)
none
- Field 5 minutes August Magat,
TAnNk (dry) Project Assistant I,
Livestock Program
- Mother 30 minutes
Tank .
(Moist) Ma_rl_on N!cdao_,
Administrative Aide
Il, Livestock
- Mother 45 minutes Program
Tank (dry)
Ms. Elisa E. Mallari
2.3 Prepare the | none 5 minutes Regional Al

Statement of
Account (SOA)

Coordinator

August Magat,
Project Assistant I,
Livestock Program
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Marlon Nicdao,
Administrative Aide

Il, Livestock
Program
2.4 none 3 minutes Ms. Elisa E. Mallari
Approval of Regional Al
Statement of Coordinator
Account (SOA)
3.Receive the | 3.1Receive the
Approved SOA and | Statement of non 5 minut A ntina Section
submit to the (SOA) | Account and | "ON¢ Inutes ccounting sectio
to Accounting | prepare the
Section Order of
Payment
4. Receive the Order | 4.1 Receive the
of anment a_nd Order of 80.00 per | 10 minutes Cashier Section
submit to the Cashier | Payment and liter
Section for payment | provide Official
receipt (OR)
Ms. Elisa E. Mallari
5. Received the (OR) | 5.1  Photocopy | none 5 minutes Regional Al
from the Cashier and | the OR and file. Coordinator
present to the the
UNAIP staff
Release the August Magat,
refilled LN2 Project Assistant |,
tank/s Livestock Program
Marlon Nicdao,
Administrative Aide
Il, Livestock
Program
Total:

Php 80.00 | 2 hours and 1
minute
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LIVESTOCK ECONOMIC ENTERPRISE DEVELOPMENT(LEED)
PROGRAM

The livestock and Poultry Multiplier Farm Modules will involve the distribution of multiplier
farms modules as grant, which could either be chicken, ducks, small ruminants, rabbits
and cattle depending on the priority of the area or the group beneficiaries.

The Livestock Banner Program of the Department of Agriculture RFO Il will provide
technical assistance and production support to help the small-hold farmers bring their
production into enterprise level.

This program evaluates the application of recipients and to be endorsed by the Office of
the Regional Executive Director to the Central Office of the Department for funding
consideration.

Field Operations Division — Livestock

Office or Division .
Section

Highly Technical Transactions — 20

Classification Working Days

Type of Transaction G2C - Government to Farmers (Group);

G2G -
: Farmers Association, Farmers
Who May Avall Cooperative, Groups, SUCs, LGUs
Checklist of Requirements Where to Secure
1. Letter of Intent (original) Customer

- Name of the group / organization
- Specify the requested project
- With contact details

2. Photocopy of Certificate of Registration | Customer

3. Articles of Incorporation and By-Laws of
the Group (CDA/SEC)

4. List of Members and Officers with the
following data (in hardcopy and softcopy):

RSBSA Control Number

Birth date

Sex

Farm Address (including Sitio and
Barangay)

o Designation

O O O O
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5. Geotagged Photos of proposed site
taken within 30 days

6. Map of Service Area
7. Photocopy Proof of Land Ownership
8. Board Resolutions (not notarized)
- name of the group
- office address of the group
- availment of the project
- total number will be benefited to the
project
- specific address/ location of the
granted project
-authorized representative
* all pages must have signed at least
by the Chairman and majority of the

Board.

9. Endorsement letter from MLGU signed

by MAO and Mayor (original) Municipal Agriculture Office / City
Veterinary Office

10. Certificate of Good Standing (original)

Municipal Agriculture Office / City

Veterinary Office
11. Municipal Clearance of No Objection for

the project requested (signed by Mayor)
(original) Municipal Office

Provincial Agriculture Office and Provincial

12. Endorsement letter from PLGU Veterinary Office

(original)

if the customer is feasible from the | Customer
validation result of the DA-RFO III provide
the additional requirements:
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13. Notarized Board Resolution (same
content from the initial requirement)

14. Proof of Notarized Deed of Donation /
Usufruct Agreement

15.Business Proposal / Project Proposal
approved by the DA-RFO IlI

16. Photocopy of Passbook with the name
of the organization and last three
transactions signed by the Chairman

17. Financial Statement for past three
years signed by the Chairman

18. Certification to allocate funds for the
counter parts in the requested project
signed by the Chairman

19. Barangay Clearance / Permit for the | Respective Barangay where to locate the
requested project project

20. Fill-up Utilization Plan Form
21. DA Accreditation
22. CSO Accreditation

DA-RFO llI
23. Certification from RSBSA
24. Notarized Memorandum of Agreement
(MOA)

DENR-EMB

25. Notarized Certificate of Non-Coverage
(CNC)

Respective Municipality of the customer
26. Building Permit

Agency Fees to | Processing | Person

Client Steps Action be paid | Time Responsible
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1. Submit the following 1.1 Receive None 2 hours and Mr. Marlon
documentary the documents 5 minutes Dollente
requirements from the Records Unit
(requirement #1-12) to customer/s Staff
the Records Unit. and sign as /

received. Mr. Lorenzo

Forward the Ray Briones

received Records Unit

documents to Staff

the Office of

the Regional

Executive

Director

(ORED)

1.2 Receive None 15 minutes Ms. Melinda

the documents Dizon/ Femy

and review the Jean Tuazon

request.

Write a letter of RED’s Office

instruction and Staff

forward the

documents to

the Field

Operations

Division (FOD)

and Livestock

Banner

Program (LBP)

1.3 The LBP None 3 minutes Noemi D

receives Guintu,

documents Agriculturist Il

with the

instructions

from ORED.

1.4 Review the | None 1 hour Noemi D

submitted Guintu,

requirements; Agriculturist Il

plot the

geotagged

photos into

Google earth
verifying that
the area meets
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the
qualification of
the program.

if found
qualified,
inform the
customer via
SMS, calls or
email and
proceed to
step 3

if not qualified,

inform the
customer via
SMS, calls or
email.
1.5 Scheduling | None 7 days Noemi D
of Site Guintu,
validation and Agriculturist Il
evaluation
1.6 Prepare None 1 hour Noemi D
communication Guintu,
letter for the Agriculturist 11
activity
addressed to
the concern
LGUs signed
by the ORED
None Noemi D
Guintu,
Agriculturist Il
1.7 Conduct
Site Validation
and Evaluation 3 days Agriculture
Program

Coordinator
Officer (APCO)
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Municipal
Agriculture

Office (MAQO)

Provincial
Veterinary
Office (PVO)
1.8 Notify the | None Noemi D
applicant  for Guintu,
the result of 1 days Agriculturist 11
validation and
evaluation
1.9 If the| None Noemi D
applicants Guintu,
found to be Agriculturist Il
feasible:
Informed the
customer 0 30 minutes
submit the
additional
documentary
requirements
(#13-21) refer
to the list of
requirements
stated above
5 Submit the additional 2.1 Rgview the None 1 day Noe_mi D
requirements (#13-26) submitted Qumtu_,
documents Agriculturist Il
2.2 Prepare None 3 days Noemi D
the Guintu,
Memorandum Agriculturist Il
of Agreement

to be signed by
the Livestock
Banner
Program,
APCQOs, and
ORED
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2.3 Inform the None 1 hour Noemi D
customer to Guintu,
sign MOA Agriculturist Il
3. Receive, sign and None
notarization of MOA
4.1Copy and None 45 minutes Noemi D
4. Submit the signed I(\:/lo(r)n/f ”?ot\r;i?je a A I‘(I:J:Lljll?lj:st I
MOA to LBP Provic 9
copy to Audit
Section
4.2 Notify the None 4 days Engr. Marie
customer of Chris T
the status and Manlutac,
to wait for Agriculturist |
further notice.
4.3 Turn Over None FOD, LBP,
the Project ORED
19 days, 6
TOTAL None hours and
39 minutes
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PROVISION OF AGRICULTURAL MACHINERY AND EQUIPMENT

The program provides agricultural production, processing and postharvest machinery and
equipment to the duly registered and organized farmers’ cooperatives /associations
(FCAs) in support of the DA’s farm mechanization program to increase production, lessen
post-harvest losses and promote farm efficiency.

Office or Division

Field Operations Division (FOD)

Classification

Highly Technical Transaction

Type of Transaction

G2C - government services whose client is
the transacting public

Who May Avail

Qualified farmers’ associations/cooperatives
(FCAs)

Checklist of Requirements

Where to Secure

\l

Letter of Intent with attached
Board Resolution stating the need
for intervention and the total
number of Farmer-Members (1
original copy)

Certificate of Registration (SEC/
CDA/DOLE/DA RFO Il and other
agencies)

(1 original, 1 photocopy)

FCA/ FO/ IA/ RBO Profiles with
List of farmer-members with
cultivated area, and RSBSA
control number

(1 original, 1 photocopy)

Geo-tagged photos of existing
shed or proof of availability of land
for shed

(1 original, 1 photocopy)

Geo-tagged location of the service
area (1 original, 1 photocopy)
Machinery and Equipment
Utilization Proposal with business
plan (1 original, 1 photocopy)

. Operation Manual Policy

Requesting Party (FCAS)
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(1 original, 1 photocopy)

8. RSBSA Certification (1 original, 1
photocopy)

Endorsements from the following:

9. Municipal/City Mayor
(1 original copy)

Municipal/City Mayor Office

10. Municipal/City Agriculturist

(1 original copy) Municipal Agriculture Office (MAO)/City

Agriculture Office (CAO)

11.Provincial Agriculturist . . .
Provincial Agriculture Office

(1 original copy)

12. Memorandum of Agreement
(MOA) and Deed of Donation
(DOD) - (3 original copies)

Banner program/Agriculture Program
Coordinating Officer (APCO) where the
FCAs have requested

Banner program/Agriculture Program
Coordinating Officer (APCO) where the
FCAs have requested

13. Gate Pass and Issuance Slip (3
original copies)

14. Releasing Slip (1 original copy) Office of the FOD Chief

Fees Processin Person
Client Steps Agency Action | to be . g .
: Time Responsible
paid
1. Submit the | 1.1. Consolidate | None 1 day APCOs and
complete the requests of Regional Banner
documentary FCAs per Program
requirements banner program
(Numbers 1 to 11) as | and check the
required by  the | completeness of Aurora
respective banner | the documentary Ms. Zenaida
program through the | requirements. Castaneda
APCOs or the
. Bataan
respective banner
programs. Ms. Marilou Ramos
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1.2. Submit the | None | 10 minutes Bulacan
complete Mr. Memito Luyun, Il
documentary
requirements to Pampanga
the_ Records Mr. Gil David
Unit.
Nueva Ecija, 1st to
2nd District
Ms. Analou S.
Morelos

Nueva Ecija, 3rd to
4t District

Mr. June H.
Lacasandile

Tarlac
Dr. Ricky Manguerra

Zambales

Mr. Jan Exequiel
Soriano

Rice

Dr. Lowell D.
Rebillaco

Corn

Ms. Melody Nombre

HVCDP
Engr. AB P. David
Livestock

Dr. Agnes DC. Uera
OAP

Ms. Mary Joy Daguro

1.3 Receives, | None 1 hour and | Ms. Rolibeth Zapata
records, controls 50 minutes
and forward the
documents to
the office of the

Regional
Executive Records Unit Staff

Chief, Records Unit

Carlyn Joy Cortez
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Director (RED)
with the
Document
Tracking Slip
(DTS).

14 Receives | None 10 minutes Ms. Melinda Dizon/
and records the Femy Jean Tuazon
documents,
maintain a file
DTS for action of
the RED
15 Provide | None 10 minutes | Dir. Dr. Eduardo L.
instructions  to Lapuz, Jr.
the respective .
P OIC-Regional
banner program . .
. Executive Director

through  written
directives
1.6 Maintain and | None 4 minutes Ms. Melinda Dizon/
forward the Femy Jean Tuazon
documents with y
written directives
to the Record’s ]
Uni RED’s Office Staff

nit
1.7 Record the | None | 3 hours and | Ms. Rolibeth Zapata
written 25 minutes ) )

) ) Chief, Records Unit
directives,
reproduce
copies of the |
document/s and Carlyn Joy Cortez
forward to the Records Unit Staff
concern banner
program
1.8 Receives the | None Until set APCO& Regional
file from the deadline Banner Program

Records Unit
and consolidate
the requests of
the FCAs per
banner program.

Aurora

Ms. Zenaida
Castaneda

Bataan
Ms. Marilou Ramos

Bulacan
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Mr. Memito Luyun, llI
Pampanga
Mr. Gil David

Nueva Ecija, 1st to
2nd District

Ms. Analou Morelos

Nueva Ecija, 3rd to
4th

Mr.June Lacasandile
Tarlac
Dr. Ricky Manguerra
Zambales

Mr. Jan Exequiel
Soriano

Rice

Dr. Lowell D.
Rebillaco

Corn
Ms. Melody Nombre
HVCDP
Engr. AB P. David
Livestock
Dr. Agnes Uera
OAP

Ms. Mary Joy Daguro

1.9 Evaluate None 2 days Evaluation Team
and rank the (Authorized

qualified FCAs Representatives)
applicants per

banner program. Banner Program

Rice

Dr. Lowell D.
Rebillaco

Corn
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Ms. Melody Nombre
HVCDP
Engr. AB P. David
Livestock
Dr. Agnes Uera
OAP

Ms. Mary Joy Daguro

APCO
Aurora

Ms. Zenaida
Castaneda

Bataan
Ms. Marilou Ramos
Bulacan
Mr. Memito Luyun, llI
Pampanga
Mr. Gil David

Nueva Ecija, 1st to
2nd District

Ms.Analou Morelos

Nueva Ecija, 3rd to
4th

Mr.June Lacasandile
Tarlac
Dr. Ricky Manguerra
Zambales

Mr. Jan Exequiel
Soriano

RAED-
Engr. Elmer F. Tubig
OPA
PAFC
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1.10 Validate None 7 days Evaluation Team
the authentlf:lty (Authorized
of the submitted .
Representatives)
documents
through ground
validation or site
visit
1.11 Finalize the | None 1 day Engr. Arwen D.
ranking of the Lacanilao
FCA applicants Agricultural
Machinery and
Equipment
Releasing Officer
1.12 Prepare the | None 30 minutes | APCOs and Regional

releasing
documents and
coordinate to the
client/s for their
signature

Banner Program

Aurora

Ms. Zenaida
Castaneda

Bataan

Ms. Marilou Ramos
Bulacan

Mr. Memito Luyun, llI
Pampanga

Mr. Gil David

Nueva Ecija, 1st to
2nd District

Ms. Analou S. Morelos

Nueva Ecija, 3rd to
4t District

Mr. June H.
Lacasandile

Tarlac
Dr. Ricky Manguerra

Zambales
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Mr. Jan Exequiel
Soriano
Rice
Dr. Lowell D.
Rebillaco
Corn

Ms. Melody Nombre
HVCDP/NUPAP
Engr. AB P. David
Livestock

Dr. Agnes DC. Uera
OAP

Ms. Mary Joy Daguro

2. Receive and submit | 2.1 Review the | None 7 days Regional Banner
the signed MOA | completion  of Program

releasing documents | the  submitted
and with a photocopy | releasing

of the client's valid ID. | documents

2.2 Review the | None 15 minutes | Regional Banner
completion  of Program

the  submitted

releasing

documents

2.3 The | None 15 minutes | APCO& Regional
documents  will Banner Program

be signed by the
concern APCO,

banner focal and Chief, FOD

the FOD. Chief, Elma S. Mananes
and  will be

endorsed to

RTD for

Operations and

Extension

2.4 The forms | None 30 minutes | RTD for
will be signed by Operations and
the RTD for Extension

Operations and
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Extension and
will be endorsed
to Regional
Executive
Director (RED)

Dr. Arthur D. Dayrit

2.5 The forms
will be signed by
the RED

None

30 minutes

OIC-Regional
Executive Director

Dr. Eduardo L.
Lapuz Jr.

2.6 Received
back by the
concern
APCO/Banner
Program

None

10 minutes

APCO& Regional
Banner Program

2.7 The concern
APCO will
coordinate with
the client/s for
notary of MOA
and DOD.

None

1 day

APCO

3. The client will
receive the releasing
documents, facilitate
the notary of the MOA
and DOD, and submit
back the notarized
documents to concern
APCO

3.1 Review the
completeness of
the  submitted
releasing

documents and
iIssue a releasing
slip as well as
secure a copy of
the documents
for filing.

Notary
Fee for
MOA
and
DOD

30 minutes

Releasing Officer

Engr. Arwen D.
Lacanilao

4. The client will
present the signed and
notarized releasing
documents to the
assigned personnel at
designated station
where the machinery
and equipment will be
picked up.

4.1
Countercheck
the
completeness
and file the
documents
presented by the
client/s.

None

15 minutes

Releasing Officer
from Research
Outreach Stations
(ROS)
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4.2 Complete | None | 15 minutes Releasing Officer
the details in the from Research
form/s and take Outreach Stations
pictures for (ROS)
documentation
Total: None | 13 day and
55minutes
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HYBRID AND INBRED RICE SEEDS FOR DISTRIBUTION / DISASTER
RESPONSE: SEED RESERVEDS (HYBRID AND CERTIFIED SEEDS)

To ensure sufficient rice supply in the country in times of global food crisis, unforeseen

emergencies and calamities.

Office or Division

Rice Program

Classification

Simple

Type of Transaction

G2G- Government to Government

Who May Avail

Office of the Provincial Agriculturist (PLGU-
OPA), Municipal Local Government Unit-
Agriculture Office (MLGU) thru their specific

project focal / coordinators.

Checklist of Requirements

Where to Secure

copy)

copy)

5. List of affected farmers

1. Certification of RSBSA Registration.
2. Request Letter MAO/CAO (1 original

3. Endorsement from PAO (1 original

4. Government-issued ldentification Card
with a photocopy by the MAO/CAO

1. From MAO/CAO
2. From MAO/CAO and PAO
3. Any Government issuing of ID

Client Steps AA%thinoCny Ege;agg Pro_lcziens“salng Person Responsible
1. Submission of Lowell D. Rebillaco,
Damage Reports Ph.D.

DRRMO Focal Person
Rice Program
1.1 R ivin .
of Zgﬁagg None 5 minutes Jake Oneal Garcia
DRRMO Alternate
report from the Eocal P
LGUs ocal Person
Rice Program
APCOs and staff
Rice Program
1.2 Conduct Lowell D. Rebillaco,
field validation 4 hours Ph.D
on the reported | None DRRMO Focal Person
damage areas Rice Program
Jake Oneal Garcia
DRRMO Alternate
Focal Person
Rice Program
APCOs and staff
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1.3 Determine | None 8 hours Lowell D. Rebillaco,
the final Ph.D
Damage DRRMO Focal Person
Report Rice Program

Jake Oneal Garcia

DRRMO Alternate
Focal Person
Rice Program

APCOs and staff

2. Submit Christian T. Ramos
endorsement Regional Seed
letter of the Coordinator
Provincial 2.1 Checking Seed Component
Agriculturist  on | the None
the request letter | completeness Olivia Franciso
of the Municipal | of the required 5 minutes Project Assistant Il
Agriculturist documentary (COS)
regarding the | requirements Seeds Component
affected/damage Program
rice areas APCOs and staff
Rice Program
2.2 Prepare Christian T. Ramos
and issue three Regional Seed
(3) copies of | None 10 minutes Coordinator
Issuance Slip Seed Component

and Gate pass
Olivia Franciso
Project Assistant Il

(COS)
Seeds Component
Program
2.3 Inform the Christian T. Ramos
client on the| None Regional Seed
designated 5 minutes Coordinator
ROS station Seed Component
where the
seeds are APCOs and staff
stored Rice Program
3. 3.1 Check Elma S. Mananes
Receiving and | authenticity of Chief, Field
signing of the | presented Operations Division
Issuance Slip and | documents
Gate pass by the None 10 minutes Christian T. Ramos
MAO/CAO Regional Seed

Coordinator
Seed Component
Olivia Franciso
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Project Assistant Il
(COS)
Seeds Component
Program

APCOs and staff
Rice Program

4 .Proceed

designated ROS

to

4.1 Released
seeds indicated

Josephine J. Mufioz
Center Chief

Station in the issuance ROS Tarlac Station
slip and gate
pass Dr. Marielle S. Dizon
None 20 minutes Center Chief
ROS Magalang
Station
Warehouseman
4.2 Photo Josephine J. Mufioz
documentation Center Chief
as proof of the ROS Tarlac Station
released seeds
by the None 3 minutes Dr. Marielle S. Dizon
Municipal/City Center Chief
Agriculture ROS Magalang
Offices Station
Warehouseman
5.Completion of | 5.1 Consolidate Christian T. Ramos
the Customer | and submit the Regional Seed
Satisfaction Form | CSF  in  the Coordinator
and Signlist of the | Planning, Seed Component
Municipal/City Monitoring and
Agriculture Evaluation Olivia Franciso
Offices Division None 3 minutes Project Assistant Il
(PMED) (COS)
Seeds Component
Program
APCOs and staff
Rice Program
5.2 Submission *May vary City/Municipal
of signed-list of depending on Agricultural Extension
recipients None ) Workers (AEWS)
circumstance
S APCOs and staff
1 day
Total: None | 5hoursand1
minute
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HYBRID SEED DISTRIBUTION

This program aims to improve the productivity and income of rice farmers by expanding
the distribution and utilization of hybrid rice seeds. Specifically, the program intends to:
e Increase the adoption of hybrid rice seeds up to 40%; and
¢ Obtain an average hybrid rice yield level of up to 6.0 ton/ha in the wet season and up
to 8.0 ton/ha in the dry season in target areas by 2028.

Office or Division Rice Program
Classification Simple
Type of Transaction G2G
Who May Avail Municipal/City Agriculture Offices
Checklist of Requirements Where to Secure
1. Municipal List of qualified Rice - : . .
Farmer enrollees in the RSBSA (1 L (Mlvlf:g;gﬂ/g)'ty Agriculture Offices
original copy)
2. List of Farmers registered in RSBSA 2 P(?partment ofcf\grlculture_— .
(1 original copy) nformation and Communications
Technology Unit (DA-ICTU)
, Agency Fees to | Processin ,
Client Steps Action be paid g Time Person Responsible
1. Submission of | 1.1. Alvin M. David
Municipal List of | Verification of Chief, ICTU
qualified Farmer | the municipal RSBSA
enrollees in the | list of farmers
RSBSA with | inthe Farmers | None | 30 minutes
preferred seed | and Fisheries
variety Registration
System
(FFRS)
1.2. Alvin M. David
Notification of Chief, ICTU
LGUs with the RSBSA
verified list of
farmer Christian T. Ramos
beneficiaries Regional Seed
thru email Coordinator
None |1 day Seed Component
Olivia Franciso
Project Assistant Il
(COS)
Seeds Component
Program
2. LGUs will|21 LGUs thru the
identify farmer | Scheduling of | None | 15 minutes | Municipal/City Agriculture
beneficiaries from Offices
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the verified list/
FFRS based on
the allocation of
the

municipality/city.

delivery of
Hybrid Seeds

Christian T. Ramos
Regional Seed
Coordinator
Seed Component

Olivia Franciso
Project Assistant Il
(COS)
Seeds Component
Program

2.2 Christian T. Ramos
Notification of Regional Seed
LGUs on the Coordinator
scheduled Seed Component
delivery of None 5 minutes
Hybrid Seeds Olivia Franciso
Project Assistant Il
(COS)
Seeds Component
Program
2.3 Delivery of | None 3 hours Contracted Seed Supplier
Hybrid Seeds
to LGUs
3. Acceptance on | 3.1 Inspection LGUs thru the
the delivery of | on the Municipal/City Agriculture
hybrid seeds by | positioned of Offices
MAO/CAO the delivered
Hybrid Seeds N . APCOs and staff
one | 20 minutes )
on the Rice Program
identified
warehouse by Internal Inspection
the LGUs Committee
Seed Component
4. Completion of | 4.1 -
the Customer | Consolidate Ché'gt'%r;];' géaergos
Satisfaction Form | and  submit C%or dinator
and Signlist of the | the CSF in the Seed Component
Municipal/City Planning,
Agriculture Offices | Monitoring Olivia Eranciso
and . )
. . Project Assistant Il
Evaluation None 5 minutes (COS)
Division Seeds Component
(PMED)
Program
4.2

Submission of
signed-list of
recipients

APCOs and staff
Rice Program
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1 day ,4
hours and
15 minutes

None

Total:
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FERTILIZER DISCOUNT VOUCHER

This activity aims to augment the fertilizer applied by farmers for rice production in the
targeted areas through the distribution of fertilizer support via voucher.

Office or Division Rice Program
Classification Highly Technical
Type of Transaction G2C/G2G/G2B
Who May Avail Rice farmers registered in the RSBSA
Checklist of Requirements Where to Secure
1. Certified list of RSBSA registered rice 1. CAO/MAO
farmers
: Agency Fees to Processing Person
Client Steps Action be paid Time Responsible
1. Execution and | 1.1. Affix Dr. Eduardo L.
approval of | signature  on Lapuz, Jr.
Supplemental the OIC- Regional
Agreement  (SA) | Supplemental £ tive Direct
between DA and | Agreement xecutive Director
DBP (SA)
None 2 days Arthur D. Dayrit,
Ph.D.
RTD for Operations
and Extension
DBP CSFP Branch
1.2. Notary of Lowell D. Rebillaco,
signed Ph.D.
Supplemental ACC-I
Agreement
(SA) Regional Rice
Program Focal
None 1 hour Person
Joana Marie Pantig
Administrative
Assistant VI (COS)
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Rice Program

1.3. Obligation
of funds

None

1 hour

Dr. Eduardo L.
Lapuz, Jr.

OIC- Regional
Executive Director

Arthur D. Dayrit,
Ph.D.

RTD for Operations
and Extension

Lowell D. Rebillaco,
Ph.D.

ACC-II

Regional Rice
Program Focal
Person

Joana Marie Pantig

Administrative
Assistant VI (COS)

Rice Program

Elizabeth Grace N.
Canlas

Chief, Budget
Section

1.4. COA to
review
Supplemental
Agreement
(SA)

None

1 hour

Ms. Abigail L.
Miranda

State Auditor 1l

Commission on
Audit

1.5. Transfer of
funds

None

1 day

Lowell D. Rebillaco,
Ph.D.
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ACC-II

Regional Rice
Program Focal
Person

Joana Marie Pantig

Administrative
Assistant VI (COS)

Rice Program

DBP CSFP Branch

2. Fertilizer
Merchant
Accreditation

2.1. LGUs to
determine
qualified
fertilizer
merchant

None

*May vary
depending on
circumstances

LGU thru the office
of the city/municipal
agriculturist

2.2. Collect
and submit
documentary
requirements
of fertilizer
merchants

- Endorsement
Letter from
C/MAO and
PAO

Letter of Intent

- Registration
under
Department of
Trade and
Industry (DTI),
Securities and
Exchange
Commission
(SEC) or
Cooperative
Development
Authority
(CDA) & CDA

None

*May vary
depending on
circumstances

LGU thru the office
of the city/municipal
agriculturist

APCOs and staff
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Certificate  of
Compliance
- BIR
Registration
- Fertilizer and
Pesticides
Authority (FPA)
License
- Copy of
passbook for
bank account
- Copy of BIR-
issued receipts
or invoices
-Memorandum
of Agreement
2.3. Conduct None DA NRP
fertilizer
merchant 1 day
training DAICTS
2.4. Conduct None Lowell D. Rebillaco,
fertilizer Ph.D.
merchant ACC-II
orientation
Regional Rice
Program Focal
Person
1 day
Billy Roy Anthoy G.
Aquino
Agriculturist Il
(COS)
Rice Program
2.5. Release of None Lowell D. Rebillaco,
Certificate  of 5 minutes Ph.D.
Accreditation ACCHI]
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Regional Rice
Program Focal
Person

Billy Roy Anthoy G.
Aquino

Agriculturist Il
(COS)

Rice Program

3. Validation of list | 3.1. LGUs to None

of RSBSA | submit list of
registered rice | farmers  with *May vary LGU thru the office
farmers area planted . ) .
. depending on | of the city/municipal
during the . . .
) circumstances agriculturist
particular
cropping
season
3.2. Validation | None Lowell D. Rebillaco,
of LGU Ph.D.
submitted  list ACCHI]
of farmers

Regional Rice
Program Focal
Person

Abelita V. Pascual

Admin Assistant Il
1 day (COS)

Rice Program

Renalyn S. Culala

Admin Assistant V
(COS)

Rice Program

Crizelle M. Morales
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Project Assistant Il
(COS)

Rice Program

4. Generation and | 4.1. None Lowell D. Rebillaco,
Sending of | Consolidation Ph.D.
Fertilizer Discount | of the LGU- 1 day ACCHI]
Vouchers (FDV) to | validated list of
LGU farmers Regional Rice
4.2. None 1 day Program Focal
. Person
Generation of
Fertilizer
Discount Abelita V. P |
Vouchers elita V. Pascua
(FDV) Admin Assistant Il
4.3. Sending of | None 1 day (COS)
FDV to LGUs Rice Program
Crizelle M. Morales
Project Assistant Il
(COS)
Rice Program
Renalyn S. Culala
Admin Assistant V
(COS)
Rice Program
5_. _Prlr_mng and | 5.1. Printing of | None *May vary Clty/Mun|C|paI
distribution of FDV | FDVs dependina on Agricultural
by LGUs circpumstagces Extension Workers
(AEWS)
5.2. None . City/Municipal
Distribution of de Me?:ji\;]an;n Agricultural
FDVs to circpumstagces Extension Workers
farmers (AEWS)
6. Claiming of FDV | 6.1. Scan of | None 1 minute LGUs Accredited
by farmers FDV and Fertilizer Merchant
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validation  of
[)armers data City/Municipal
ase .
Agricultural
Extension Workers
(AEWS)
APCOs and staff
6.2. Data
capture  and
submission of
the following:
- Farmer-
beneficiary
with the LGUs Accredited
commodity Fertilizer Merchant
- Government
Issued ID
- BiR-issued |0 5 minutes City/Municipal
Receipts  or Agricultural
Invoices Extension Workers
- RSBSA (AEWS)
Updating slip A
(if applicable)
APCOs and staff
- Authorization
letter and
supporting
documents (if
applicable)
6.3. Farmer to | None LGUs Accredited
affix signature Fertilizer Merchant
on the signed-
list and
accomplishme City/Municipal
nt of Client 1 minute Agricultural
Satisfactory Extension Workers
Feedback (AEWS)
(CSF) Form
APCOs and staff
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7. Payment of FDV | 7.1. Review | None Lowell D. Rebillaco,
transactions to | and validation Ph.D.
accredited fertilizer | of _ FDV ACCHI]
merchant transactions
Regional Rice
1 day Program Focal
Person
Rice Program Staff
7.2. Credit of | None Lowell D. Rebillaco,
payment of Ph.D.
valldateq ACCHI]
transactions
Regional Rice
Program Focal
Person
Billy Roy Anthoy G.
Aquino
Agriculturist Il
(COS)
2 days Rice Program
Laieson C. Cabigao
Accountant I
OIC- Chief,
Accounting Section
DAICTS
DBP
7.3. City/Municipal
Submission of Agriculture Office
. . *May vary
signed-list of .
. None depending on
recipients .
circumstances -
Provincial
Agriculture Office
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APCOs and staff

Total:

None

12 days ,3
hours and 12
minutes

162



INTEGRATED
LABORATORIES
DIVISION

=/

—
AR
5\\\\‘%;3 ‘
RN
Y= S

Junne®



LABORATORY [SOIL, FERTILIZER, PLANT TISSUE, WATER]
ANALYSIS SERVICES

Soil analysis or soil testing is a tool to diagnose fertility status of soil. It determines the
amount of essential nutrients in the soil, and if deficient, allows the recommendation of
the right kind and the right amount of fertilizer or other soil ameliorant and right timing of
application. Moreover, soil analysis may be used to determine the salinity, acidity and
presence of heavy metals in the soil.

Fertilizer analysis (inorganic or organic) is done to determine if the guaranteed analysis
printed on the product label is accurate or true. For new organic products, the test
determines the nutrient content of the product and whether it passes the standard nutrient
requirement set by the Philippine National Standard (PNS) for organic soil amendments.

Plant tissue analysis, on the other hand, is done to determine nutrient absorption capacity
of crops under a given set of soil and other environmental conditions. This is mostly done
for research purposes and is primarily used in research.

Water analysis is performed to determine the amount of nutrients present in the water and
determine water suitability for irrigation purposes.

Office or Division REGIONAL SOILS LABORATORY
(RSL) - INTEGRATED LABORATORIES
DIVISION

Classification G2B, G2C, G2G

Type of Transaction Highly Technical Transaction

Who May Avail

Farmers, Farmer Cooperatives and
Associations, LGUs, SUCs, Academe,
Researchers, Students, DA Attached
Bureaus, other Government Agencies,
DA RFO Il (Research Stations,
Divisions, Banner Programs and other
Programs), other DA RFOs, Private
Companies, Private Farm Owners and
Private Individuals

Checklist of Requirements Where to Secure

1.SAMPLE FOR ANALYSIS
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a). Soil sample

(Minimum of 1kg)

CLIENT

(Proper collection of soil samples can be
downloaded on this link:

https://rfo3.da.gov.ph)
b). Fertilizer sample
(Minimum of 5009 (solid) or 250 mL CLIENT
(liquid))
c). Plant tissue sample
CLIENT
(Minimum of 100g, air dried and grinded)
CLIENT

d) Water sample

(Minimum of 1L, submitted within 24hrs
upon sampled)

(Proper collection and handling of water
samples can be downloaded on this link:
https://rfo3.da.gov.ph)

2. Sample Receiving Form (SRF)

Regional Soils Laboratory

(Forms can be downloaded on this link:
https://rfo3.da.gov.ph)

3. Request Letter for Discount (for
CLIENTS eligible for discount as stated
in the RSL’s Guidelines in Giving
Discount)

CLIENT

(Guidelines can be downloaded on this
link: https://rfo3.da.gov.ph)

4. Order of payment (1 original copy)

RSL and Accounting Section

5. Official receipt (1 original copy)

Cashier Section

: : Fees to be | Processin Person_
Client Steps Agency Action . . Responsibl
paid g Time o
1. Submit sample/s. | 1.1 Receive None 5 minutes/ | Josephine
sample / interview M. Ocampo,
CLIENT to verify sample Agriculturist |

the correctness of
the sampling
procedure done.
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2. Fill out Sample 2.1 Give SRF to None 10 minutes | Josephine
Receiving Form the CLIENT. M. Ocampo,
(SRF). Interview the Agriculturist |
CLIENT, check
the samples and
verify the
information from
the SRF. Discuss
the turnaround
time of analysis
and cost of
analysis
3. Secure Request 3.1 Issue Request | None 5 minutes | Josephine
of Order of Payment | of Order of M. Ocampo,
Payment Agriculturist |
4. Pay laboratory 4.1 Issue Order of | Guidelines | 1 hour** Laieson C.
fees Payment for Cabigao,
Laboratory Accountant
Fees* Il
Accounting
Section
4.2 Issue Official | Guidelines | 1 hour** Jeanny P.
Receipt (OR) for Aquino,
Laboratory Administrativ
Fees* e Officer 1l
Cashiering
Section
5. Present OR to 5.1 Verify None 1 minute Josephine
RSL payment and give M. Ocampo,
a copy of signed Agriculturist |
SRF to the
CLIENT
6. Wait for the test 6.1 Prepare None 3 days Josephine
report. (The CLIENT | samples for M. Ocampo,
may follow up via analysis: Agriculturist |
omoer " | Sot G aryng
pulverizing and
Facebook page as .
sieving)
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indicated in the Water (filtering Erris A.
SRF.) and preservation) Alvarado,
COSs
Luckylyn A.
Reyes, COS
Rosalie T.
Laxamana,
Chemist IV
SOIL ANALYSIS 20 DAYS
6.2 Analysis of Eustaquio S.
Soil Texture (Feel Tayag, Jr.,
Method) COS
P30.00 5 minutes Rosalie T.
Laxamana,
Chemist IV
6.3 Analysis of pH | P100.00 2 hours Lourdes R.
Regala,
Agriculturist
Il
6.4 Analysis of P 160.00 2 hours Lourdes R.
Electrical Regala,
Conductivity (EC) Agriculturist
Il
6.5 Analysis of P 250.00 2 days Jessica F.
Organic Carbon Ubaldo,
(OC)/ Organic COSs
Matter (OM)
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Rosalie T.
Laxamana,
Chemist IV
6.6 Analysis of P 250.00 1 day Luckylyn A.
Available Reyes, COS
Phosphorus (P)
Rosalie T.
Laxamana,
Chemist IV
6.7 Analysis of P 160.00 1 day Justine O.
Exchangeable per element Estabillo,
Bases: Chemist 111
Potassium (K)
Calcium (Ca) Dalma M.
. Tamayo,
Magnesium Agricu%turist
(Mg) I
Sodium (Na)
6.8 Analysis of P 160.00 2 days Jenny Rose
Trace Elements: per element M.

: Guevarra,
Zinc (Zn) COS
Copper (Cu)

Manganese Rosalie T.
(Mn)
Laxamana,
Iron (Fe) Chemist IV
6.9 Analysis of P 250.00 1 day Leony F.
Sulfate Gaite, COS
Rosalie T.
Laxamana,
Chemist IV
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6.10 Analysis 