OFFICE OF THE PROVINCIAL GOVERNOR

CITIZEN’S CHARTER

HOW TO AVAIL OF THE SERVICE:

APPLICANT/CLIENT I'IME FRAME PERSON IN CHARGE

INQUIRE AT THE INFORMATION DESK 30 MINUTES INFORMATION OFFICER
FOR AVAILABILITY OF VEHICLE & DRIVER 4 ON DUTY

2 PROVIDE THE FUEL NEEDED FOR THE TRIP

INFORM THE DESIGNATED DRIVER THAT | DEPENDS ON THE
| THE PATIENT IS READY TO BE TRANSPORTED| TRAVELTIME | DFSIGNATED DRIVER

TOTAL PROCESSING TIME

HOW TO AVAIL OF THE SERVICE:

APPLICANT/CLIENT I'IME FRAME PERSON IN CHARGE

ASSESSMENT / EVALUATION OF

1 s 10 MINUTES PSWDO
IF ASSESSMENT IS BELOW P1000, i
Z CASH IS PROVIDED HIMINUTES
, |1FABOVE PHP1000, CLIENT WILL FOLLOW-UP ﬁf,ifmslgﬂ'gﬁ
WHEN TO CLAIM THE CASH/CHECK ey
PRESENT VALID ID IN CLAIMING THE .
4 CASH/CHECK 15 MINUEES
TOTAL PROCESSING TIME 35 MINUTES

HOW TO AVAIL OF THE SERVICE:

APPLICANT/CLIENT TIME FRAMI PERSON IN CHARGE

ASSESSMENT OF PRESCRIPTION IF
! IN-PATIENT OR OUT-PATIENT 10 MINUTES PHO

IF IN-PATIENT, ISSUE REFERRAL TO

2 et 10 MINUTES
IF OUT-PATIENT, ISSUE REFERRAL SLIP

3 TO BE PRESENTED AT PHO TUMINVEES

TOTAL PROCESSING TIME 30 MINUTES

HOW TO AVAIL OF THE SERVICE:

APPLICANT/CLIENT I'IME FRAME PERSON IN CHARGE

RECEIVING CLERK

1 SUBMISSION OF DOCUMENTS / REQUEST 5 MINUTES GOVERNOR'S OFFICE

FORWARD DOCUMENTS TO
“FOR GOVERNOR'S READING”

3 UPDATE DOCUMENT TRACKING SYSTEM 1 DAY

1. SORT AND FORWARD DOCUMENTS REQUESTS
ACCORDING TO GOVERNOR'S MARGINAL NOTE
TO CONCERNED DEPARTMENT / PERSON FOR
INTERNAL COMMUNICATION

1 DAY HEAD OF OFFICES

2. PREPARE LETTER FOR ENDORSEMENT,
REFERRALS & RECOMMENDATIONS. FORWARD TO 1 DAY
CONCERNED AGENCY OR INDIVIDUAT

TOTAL PROCESSING TIME




HOW TO AVAIL OF THE SERVICE:

APPLICANT/CLIENT TIME FRAMI PERSON IN CHARGI
1 FILL-OUT INFORMATION FORM 2 MINUTES FRONT DESK
. IF GOVERNOR IS AVAILABLE,
2 USHER CLIENT TO GOVERNOR 5 MINUTES PRIVATE SECRETARY
TOTAL PROCESSING TIME 7 MINUTES

HOW TO AVAIL OF THE SERVICE:

APPLICANT/CLIENT TIME FRAME PERSON IN CHARGE

i SUBMIT THE RESOLUTION/REQUEST 5 MINUTES RECEIVING CLERK
FORWARD DOCUMENTS TO B
2 “FOR GOVERNOR'S READING” 5 MINUTES CHIEF OF STAFF
SORTING OF RESOLUTIONS/REQUESTS
3 WITH GOVERNOR'S MARGINAL NOTE 12A% SSHIEE ORSTARE
PROVINCIAL
4 PREPARATION OF MOA 1 DAY LEGAL OFFICER
CHIEF OF STAFF
5 SIGNING OF MOA 1 DAY GOVERNOR
6 NOTARIZATION OF MOA 3 DAYS CHIEF OF STAFF
PREPARATION OF VOUCHER &
: =
7 OBLIGATION REQUEST 10 MINUTES EXECUTIVE ASSISTANT
TOTAL PROCESSING TIME

HOW TO AVAIL OF THE SERVICE:

APPLICANT/CLIEN’ : PERSON IN CHARGHE
1 SUBMIT THE REQUEST AND FILL-OUT FORM 5 MINUTES RECEIVING CLERK
FORWARD DOCUMENTS TO EVENTS &
’ SERVICES SECTION FOR AVAILABILITY, SMINUTES EVEST COORDINATOR
EXECUTIVE ASSISTANT
3 FOR APPROVAL 1 DAY OR
CHIEF OF STAFF

TOTAL PROCESSING TIME




