Republic of the Philippines
Province of Surigao del Sur
MUNICIPALITY OF CANTILAN

Office of the Municipal Agriculture

L BASIC SUPPORT SERVICES

TYPE OF SERVICE

ENROLLMENT AND / OR UPDATING REGISTRY SYSTEM FOR BASIC SECTORS OF
AGRICULTURE (RSBSA)

SCHEDULE OF AVAILABILITY OF THE SERVICE

Monday-Friday (8:00am -5:00pm)

WHO MAY AVAIL THE SERVICE

Farmers, Fisherfolks, Farm Workers

WHAT ARE THE REQUIREMENTS Valid ID
2x2 picture
Tax declaration or land title or Barangay Certification (for farmer with land /farm
cultivated)
HOW TO AVAIL OF THE SERVICE
STEP CLIENT OFFICE ACTION/ACTIVITY DURATION PERSON RESPONSIBLE FEES
1 Register in the logbook and 1.Check if the client already filled- | 1minutes Agricultural Technologist
state the purpose up RSBSA form (If none interview NONE
the client with the needed
information in the RSBSA form)
2 Wait while the information is 2.Verify information from 5 min Agricultural Technologist
being verified his/her previous RSBSA form NONE
3 Answer the needed 3.1 Ask the client on what data 5min Agricultural Technologist
information needed to update or change
Refer the updated data to
the Municipal Agriculturist NONE
3.2 For Farmer, refer to the
GEO TAG data system; if

Page 1 of 33: Municipal Agriculture — Cantilan-Citizen Charter




not geo tag schedule for geo
tagging survey

3.3 For non- RSBSA farmers,
interview the client and fill-out the

) ) 5min
needed information from the
RSBSA form
3.2 Attached the photocopy of
clients valid ID, proof of
ownership (geo tag map) and
client’s photo to the RSBSA
form
4 Set Schedule for field 4.1 Conduct farm site validation Time varies Agricultural Technologist
validation through Geo — tag survey with the | on the
farmer distance and NONE
area covered
of farm area
5 Sign in the RSBSA form and 5.1 Request the client to sign the | 2 min Agricultural Technologist
place thumb mark RSBSA form and place his/her NONE
thumb mark
6 Look for the signatories of 6.1 Detached RSBSA enrolment 1 min Agricultural Technologist
RSBSA Form clients copy with References NONE
Number
End of Transaction
TOTAL 18 minutes
(except field
validation

Note: Time may vary depending on the number of farm parcel and influx of the clients
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1. CROPS PRODUCTION SUPPORT PROGRAM & SERVICES

TYPE OF SERVICE

DISTRIBUTION OF CERTIFIED RICE SEEDS UNDER THE RICE COMPETITIVENESS
ENHANCEMENT FUND (RCEF)

SCHEDULE OF AVAILABILITY OF THE SERVICE

Monday-Friday (8:00am-5:00pm) - Schedule will be done every planting season of Rice

WHO MAY AVAIL THE SERVICE

Rice Farmers

WHAT ARE THE REQUIREMENTS

Valid ID & RSBSA Enrollment Stub

HOW TO AVAIL OF THE SERVICE

STEP CLIENT OFFICE ACTION/ACTIVITY DURATION PERSON RESPONSIBLE FEES
1 Sign in Logbook and Present 1 Farmer and Farm site validation 1 minute Agricultural Technologist
gov't Philrice Staff

Identification (ID) Card and RSBSA
Enrollment Stub

2 Sign in the Masterlist Assist the farmer in filling up the 5 minutes Agricultural Technologist
masterlist, take picture and issue
withrawal slip

3 Present Withdrawal Slip Release Certified rice seeds 5 minutes Agricultural Technologist

End of Transaction

TOTAL | 11 minutes
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TYPE OF SERVICE

INORGANIC FERTILIZER SUBSIDY PROGRAM (WET SEASON) 50:50 SCHEME

SCHEDULE OF AVAILABILITY OF THE SERVICE

Monday-Friday (8:00am -5:00pm) Schedule will be done every planting season of Rice

WHO MAY AVAIL THE SERVICE

Rice Farmers

WHAT ARE THE REQUIREMENTS

Valid ID & RSBSA Enrollment Stub

HOW TO AVAIL OF THE SERVICE

STEP CLIENT OFFICE ACTION/ACTIVITY DURATION PERSON RESPONSIBLE FEES
1 Sign in Logbook and Present 1 Farmer and Farm site validation 5 min Agricultural Technologist
gov't Identification (ID) Card and
None
RSBSA Enrollment Stub
2 Pay corresponding fees Receive Payment and Issue Official 5 min Agricultural Technologist 50% of
Receipt (OR) and Withrawal Slip the total
amount
3 Sign in the Masterlist Assist the farmer in filling up the 2 min Agricultural Technologist None
masterlist
4 Present Withdrawal Slip & OR Release subsidized fertilizer 5 min Agricultural Technologist None

End of Transaction

TOTAL | 17 minutes |

Note: Time may vary depending on the influx of the clients

Page 4 of 33: Municipal Agriculture — Cantilan-Citizen Charter




TYPE OF SERVICE

CERTIFIED RICE SEEDS SUBSIDY PROGRAM (WET SEASON) 50:50 SCHEME

SCHEDULE OF AVAILABILITY OF THE SERVICE

Monday-Friday (8:00am -5:00pm) Schedule will be done every planting season of Rice

WHO MAY AVAIL THE SERVICE

Rice Farmers

WHAT ARE THE REQUIREMENTS

Valid ID & RSBSA Enrollment Stub

HOW TO AVAIL OF THE SERVICE

STEP CLIENT OFFICE ACTION/ACTIVITY DURATION PERSON RESPONSIBLE FEES
1 Sign in Logbook and Present 1 Farmer and Farm site validation 5 min Agricultural Technologist
gov't Identification (ID) Card and None
RSBSA Enrollment Stub
2 Pay corresponding fees Receive Payment and Issue Official 5 min Agricultural Technologist 50% of
Receipt (OR) and Withrawal Slip the total
amount
3 Sign in the Masterlist Assist the farmer in filling up the 2 min Agricultural Technologist None
masterlist
4 Present Withdrawal Slip & OR Release subsidized fertilizer 5 min Agricultural Technologist None
5 End of Transaction

TOTAL 17 minutes

Note: Time may vary depending on the influx of the clients
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TYPE OF SERVICE

INBRED RICE SEEDS PRODUCTION & CERTIFICATION

SCHEDULE OF AVAILABILITY OF THE SERVICE Monday-Friday (8:00am-5:00pm)

WHO MAY AVAIL THE SERVICE

Accredited Seed Producers

WHAT ARE THE REQUIREMENTS

Valid ID & RSBSA Enrollment Stub

HOW TO AVAIL OF THE SERVICE

DURATION PERSON RESPONSIBLE

STEP CLIENT OFFICE ACTION/ACTIVITY FEES
1 Sign in Logbook and Present the | Interview and assist the client in filling 5 minutes Deputized Seed Inspector
Tag of the Registered/ up the Application Form for Seed (SI)

Foundation Seeds issued by BPI-
NSQCS and sign Application Form

Certification

2 Pay corresponding fees Check filled up form, receive application 5 minutes P200
fee and issue temporary receipt inspection
fee per
hectare
(ha)
3 Accompany Municipal Seed Conduct 1st preliminary seed inspection 1 hour
Inspector (Sl) to the farm in 10 days after transplanting (DAT)
Submit application form, payment and 1 day

first prelim inspection to the BPI - RSQCS
in Taguibo, Butuan City

4 Accompany Municipal Seed
Inspector (Sl) to the farm

Conduct final field inspection when the 1 hour
plant is fully headed (for approval or
disapproval)

5 Harvest, thresh, dry and pack the | Supervise seed producer regarding
seeds in clean bags harvesting, threshing, drying and packing 1 week
6 Accompany Municipal Sl in seed | Conduct seed sampling and receive 1 hour P130 per
sampling and pay laboratory fees | payment for laboratory fee, issue sample;
temporary receipt P1.80 per
tag
7 Submit seed samples and remit payment 1 day
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to the BPI - RSQCS in Taguibo, Butuan
City for analysis and seed certification
8 Follow-up by phone the result of seed 5 minutes
analysis
9 Receive seed analysis result and Notify client on the result of the 30 minutes
Official receipt laboratory analysis and give his Official
Receipt
10 Accompany Municipal Sl in seed | Conduct seed tagging 1 hour
tagging
11 End of Transaction

Note: Time may vary depending on the influx of the clients

TYPE OF SERVICE

CROP NUTRIENT MANAGEMENT: RICE CROP MANAGER (RCM) DISSEMINATION

SCHEDULE OF AVAILABILITY OF THE SERVICE Monday-Friday (8:00am-5:00pm)

WHO MAY AVAIL THE SERVICE

Rice Farmers

WHAT ARE THE REQUIREMENTS

Valid ID & RSBSA Enrollment Stub

HOW TO AVAIL OF THE SERVICE

STEP CLIENT OFFICE ACTION/ACTIVITY DURATION PERSON RESPONSIBLE FEES
1 Sign in Logbook and file 10 days Interviews client and fill-up the RCM 10 minutes Agricultural Technologist

before transplanting form
2 Generate and print rice farmer 5 minutes

recommendation

3 Acknowledge and receive RCM Give the RCM recommendation and 5 minutes

recommendation orient the client on how to use it
5 End of Transaction

TOTAL | 20 minutes

Note: Time may vary depending on the influx of the clients
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TYPE OF SERVICE

DISTRIBUTION OF RODENTICIDES, VEGETABLE SEEDS AND MANGO FLOWER INDUCER

SCHEDULE OF AVAILABILITY OF THE SERVICE Monday-Friday (8:00am-5:00pm)

WHO MAY AVAIL THE SERVICE

Rice Farmers

WHAT ARE THE REQUIREMENTS

Valid ID & RSBSA Enrollment Stub

HOW TO AVAIL OF THE SERVICE

STEP CLIENT OFFICE ACTION/ACTIVITY DURATION PERSON RESPONSIBLE FEES
1 Sign in the Logbook and consult Interview and orient client on available | 5 minutes Agricultural Technologist

for available production support production support services

and interventions
2 Sign in and the distribution list Assist the client in filling up the 2 minutes

and clients satisfaction feed back | distribution list and CSF

(CSF)
3 Claim farm inputs requested Release farm inputs needed by the 5 minutes

farmer
End of Transaction
TOTAL 12 minutes

Note: Time may vary depending on the influx of the clients
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TYPE OF SERVICE

PRODUCTION OF QUALITY SEEDLINGS (VEGETABLES, ABACA AND FRUIT TREES)

SCHEDULE OF AVAILABILITY OF THE SERVICE Monday-Friday (8:00am-5:00pm)

WHO MAY AVAIL THE SERVICE

Rice Farmers

WHAT ARE THE REQUIREMENTS

Valid ID & RSBSA Enrollment Stub

HOW TO AVAIL OF THE SERVICE

STEP CLIENT OFFICE ACTION/ACTIVITY DURATION PERSON RESPONSIBLE FEES
1 Sign in the Logbook and consult Interview and orient client on available | 5 minutes Agricultural Technologist

for available quality seedlings guality seedlings
2 Sign in and the distribution list Assist the client in filling up the 2 minutes

and clients satisfaction feedback distribution list and CSF

(CSF)
3 Claim farm inputs requested Release farm inputs needed by the 5 minutes

farmer

End of Transaction

TOTAL | 12 minutes

Note: Time may vary depending on the influx of the clients
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TYPE OF SERVICE

SOIL SAMPLING AND ANALYSIS

SCHEDULE OF AVAILABILITY OF THE SERVICE Monday-Friday (8:00am-5:00pm)

WHO MAY AVAIL THE SERVICE

Rice Farmers

WHAT ARE THE REQUIREMENTS

Valid ID & RSBSA Enrollment Stub

HOW TO AVAIL OF THE SERVICE

STEP CLIENT OFFICE ACTION/ACTIVITY DURATION PERSON RESPONSIBLE FEES
1 Sign in Logbook Interview and orient client on the 5 minutes Agriculture Technologist
proper procedure of soil sampling
2 Conduct soil sampling Assist Farmer in the conduct of soil 30 minutes —
sampling 1 hour
3 Submit soil sample to the Air drying of soil sample 3-5days
Municipal Agriculture Office
4 Submit soil sample to Provincial
Agriculture Office or BSWM office for 1 day
soil analysis
Soil analysis conducted by OPAG or 2-5days Agriculture Technologist
BSWM
5 FoIIow.—up by phone about results of soil Sminutes Agriculture Technologist
analysis
6 Acknowledge and receive result of | Notify and orient client on the result of
soil analysis the laboratory analysis and fertilizer S5minutes
recommendation
7 End of Transactions

Note: Time may vary depending on the influx of the clients
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TYPE OF SERVICE

ORGANIC FERTILIZER PRODUCTION (VERMICAST AND VERMI TEA)

SCHEDULE OF AVAILABILITY OF THE SERVICE Monday-Friday (8:00am-5:00pm)

WHO MAY AVAIL THE SERVICE

Rice/Corn / HVCC Farmers

WHAT ARE THE REQUIREMENTS

Valid ID & RSBSA Enrollment Stub

HOW TO AVAIL OF THE SERVICE

STEP CLIENT OFFICE ACTION/ACTIVITY DURATION PERSON RESPONSIBLE FEES
1 Sign in Logbook and Consult Assist the client in fiiling up the 5 minutes Agriculture Technologist
available organic fertilizer masterlist form
2 Payment of corresponding fees Payment of fertilizer & issuance of OR 5 minutes Municipal Agriculturist / P300/ bag
and claim stub Municipal Treasurer (Vermicas
t);
P15/liter
(Vermitea
)
3 Present Official Receipt & Claim Release of purchased fertilizer 5 minutes Agriculture Technologist
stub
4 End of Transactions

Note: Time may vary depending on the influx of the clients
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TYPE OF SERVICE

CORN PRODUCTION SEEDS DISTRIBUTION

SCHEDULE OF AVAILABILITY OF THE SERVICE Monday-Friday (8:00am-5:00pm)

WHO MAY AVAIL THE SERVICE

Corn Farmers

WHAT ARE THE REQUIREMENTS

Valid ID & RSBSA Enrollment Stub

HOW TO AVAIL OF THE SERVICE

STEP CLIENT OFFICE ACTION/ACTIVITY DURATION PERSON RESPONSIBLE FEES
1 Sign in Logbook Interview corn farmers profile Sminutes Agricultural Technologist
2 Assist Farmer needs on corn seeds 10minutes

Encourage farmers to be member of

organizations
3 Submit request and approval of corn 2 weeks

seeds to OPAG & DA RFO

Follow up request through phone 2weeks

communication

Distribution of corn seeds to respective 2days

members of organization
5 End of Transaction

Note: Time may vary depending on the influx of the clients
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. LIVESTOCK SUPPORT SERVICES

TYPE OF SERVICE

DISEASE PREVENTION, CONTROL AND TREATMENT OF PET ANIMALS

SCHEDULE OF AVAILABILITY OF THE SERVICE

Monday-Friday (8:00am-5:00pm)

WHO MAY AVAIL THE SERVICE

Pet Owners

WHAT ARE THE REQUIREMENTS

Valid ID & RSBSA Enrollment Stub

HOW TO AVAIL OF THE SERVICE

STEP CLIENT OFFICE ACTION/ACTIVITY DURATION PERSON RESPONSIBLE FEES
1 Register in the Logbook Interview farmers on the situation and 2minutes Agricultural Technologist /
condition and history taking of the ACC / Veterinary Doctor
animals
2 Conduct physical examination of the S5minutes
animal
3 Conduct treatment plan of the animal S5minutes
Provide prescribed drugs for the animal 2 minutes
5 End of Transaction

Note: Time may vary depending on the influx of the clients
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TYPE OF SERVICE

DISEASE PREVENTION, CONTROL AND TREATMENT OF LIVESTOCK AND POULTRY

SCHEDULE OF AVAILABILITY OF THE SERVICE Monday-Friday (8:00am-5:00pm)

WHO MAY AVAIL THE SERVICE

Poultry and Livestock Farmers

WHAT ARE THE REQUIREMENTS

Valid ID & RSBSA Enrollment Stub

HOW TO AVAIL OF THE SERVICE

STEP CLIENT OFFICE ACTION/ACTIVITY DURATION PERSON RESPONSIBLE FEES
1 Register in the Logbook Interview farmers on the situation and 2minutes Agricultural Technologist /
condition and history taking of the ACC / Veterinary Doctor
animals
2 Conduct physical examination of the S5minutes
animal in the animal location
3 Conduct treatment plan of the animal S5minutes
in the animal location
Provide prescribed drugs for the animal 2 minutes
in the animal location
5 End of Transaction

Note: Time may vary depending on the influx of the clients
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TYPE OF SERVICE

HEMORRAHAGIC SEPTICEMIA VACCINATION ON LARGE RUMINANTS

SCHEDULE OF AVAILABILITY OF THE SERVICE

Massive vaccination on scheduled basis

WHO MAY AVAIL THE SERVICE

Livestock Farmers

WHAT ARE THE REQUIREMENTS

Valid ID & RSBSA Enrollment Stub

HOW TO AVAIL OF THE SERVICE

STEP CLIENT OFFICE ACTION/ACTIVITY DURATION PERSON RESPONSIBLE FEES
1 Construction of chute “ PIITAN” Distribution of communication letter to lday Agricultural Technologist /
respective barangay captain of different ACC / Veterinary Doctor
barangays
2 Register in the Logbook Interview farmers on the situation and S5minutes
condition and history taking of the
animals
3 Conduct physical examination of the 1 minute
animal to determine if it is fit for
vaccination
4 Conduct vaccination to large ruminants 1minute
5 Follow the instructions given by Instruct the farmers on the do's and 2minutes
the vaccinator after the dont's on animals after vaccination
vaccination
6 End of Transaction

Note: Time may vary depending on the influx of the clients
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TYPE OF SERVICE

RABIES VACCINATION

SCHEDULE OF AVAILABILITY OF THE SERVICE

Monday — Friday (8:00am-5:00pm)

WHO MAY AVAIL THE SERVICE

Pet owners

WHAT ARE THE REQUIREMENTS

Valid ID & RSBSA Enrollment Stub

HOW TO AVAIL OF THE SERVICE

STEP CLIENT OFFICE ACTION/ACTIVITY DURATION PERSON RESPONSIBLE FEES
1 Pet owners shall bring their pets
to the municipal agriculture
office.
2 Register in the Logbook and fill up | Interview farmers on the situation and S5minutes Agricultural Technologist /
the rabies vaccination form condition and history taking of the ACC / Veterinary Doctor
animals
3 Conduct physical examination of the 1 minute
animal to determine if it is fit for
vaccination
4 Conduct vaccination to large ruminants 1minute
5 Follow the instructions given by Instruct the farmers on the do's and 2minutes
the vaccinator after the dont's on pets after vaccination
vaccination
6 End of Transaction

Note: Time may vary depending on the influx of the clients
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TYPE OF SERVICE

MINOR AND MAJOR (LAGETION; CEASARIAN ON LIVESTOCKS) SURGERIES

SCHEDULE OF AVAILABILITY OF THE SERVICE

Monday — Friday (8:00am-5:00pm)

WHO MAY AVAIL THE SERVICE

Pet owners & Livestock Farmers

WHAT ARE THE REQUIREMENTS

Valid ID & RSBSA Enrollment Stub

HOW TO AVAIL OF THE SERVICE

STEP CLIENT OFFICE ACTION/ACTIVITY DURATION PERSON RESPONSIBLE FEES
1 Pet owners shall bring their pets for livestock field works will be 30minutes Agricultural Technologist /
to the municipal agriculture facilitated ACC / Veterinary Doctor
office.;
2 Register in the Logbook Interview farmers on the situation and S5minutes
condition and history taking of the
animals
3 Conduct physical examination of the 1 minute
animal to determine if it is fit for
surgery
4 Conduct surgery to animals Iminute
buy the prescribed drugs for post- | Prescribed drugs for post-operative Iminute
operative care care
5 Follow the instructions given by Instruct the farmers on the do's and 2minutes
the vaccinator after the dont's on pets after vaccination
vaccination
7 End of Transaction
6 Follow up check-up and register in | Conduct assessment on the animals .
2minutes

the logbook after 3-4days

Note: Time may vary depending on the influx

of the clients
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TYPE OF SERVICE

ARTIFICIAL INSEMINATION ON LIVESTOCK

SCHEDULE OF AVAILABILITY OF THE SERVICE

Monday — Friday (8:00am-5:00pm) or earlier or before

WHO MAY AVAIL THE SERVICE

Livestock & Poultry Farmers

WHAT ARE THE REQUIREMENTS

Valid ID & RSBSA Enrollment Stub

HOW TO AVAIL OF THE SERVICE

STEP CLIENT OFFICE ACTION/ACTIVITY DURATION PERSON RESPONSIBLE FEES
1 Inform the office on the status Prepare the materials that will be used 30minutes Agricultural Technologist /
and signs of estrus showed by to the procedure ACC / Veterinary Doctor
carabao or cattle and livestock
2 Register in the Logbook Interview farmers on the situation and 5minutes
condition of the livestock and large
ruminants
3 Construct a chute "piitan” Conduct pregnancy diagnosis 5 minutes
4 Conduct Artificial Insemination 3minutes
5 Assist the artificial inseminator Instruct the farmers on the do's and 1minute

during the process

dont's on animals for higher
conception rate

on signs of estrus and the
condition of the animals

After 21 days Update the office

6

End of Transaction

Note: Time may vary depending on the influx of the clients and the location of the animals
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TYPE OF SERVICE

ISSUANCE OF PETS, LIVESTOCK & POULTRY SHIPPING PERMIT

SCHEDULE OF AVAILABILITY OF THE SERVICE Monday — Friday (8:00am-5:00pm)

WHO MAY AVAIL THE SERVICE

Pet owners & Livestock Farmers

WHAT ARE THE REQUIREMENTS

Valid ID & RSBSA Enrollment Stub

HOW TO AVAIL OF THE SERVICE

STEP CLIENT OFFICE ACTION/ACTIVITY DURATION PERSON RESPONSIBLE FEES
1 Register in the logbook Interview the farmer 5 min Agricultural Technologist /
ACC / Veterinary Doctor
2 Accompany veterinarian for Inspection of pet, livestock and poultry | 1 hour
inspection of pet, livestock and for health certificate
poultry, Present Certificate of
Ownership for large cattle
3 Issue Veterinary Health Certificate 5 min
4 Pay shipping permit for poultry Receive payment and issue OR 5 min Agricultural Technologist /
only ACC / Veterinary Doctor
5 Present OR and Veterinary Health | Issue Shipping Permit 2 min Agricultural Technologist /
Certificate ACC / Veterinary Doctor
6 End of Transaction

Note: Time may vary depending on the influx of the clients

Page 19 of 33: Municipal Agriculture — Cantilan-Citizen Charter




V. COASTAL & FISHERIES RESOURCE MANAGEMENT DIVISION

TYPE OF SERVICE

REGISTRATION of MUNICIPAL FISHERFOLKS (NEW & RENEWAL)

SCHEDULE OF AVAILABILITY OF THE SERVICE

Monday — Friday(8:00am-5:00pm)

WHO MAY AVAIL THE SERVICE

Fisherfolks

WHAT ARE THE REQUIREMENTS

Valid ID, 2X2 PICTURE

HOW TO AVAIL OF THE SERVICE

STEP CLIENT OFFICE ACTION/ACTIVITY DURATION PERSON RESPONSIBLE FEES
1 Sign in logbook and present Assist client to log-in on the log book 1 min Agricultural Technologist - None
purpose of visit Fisheries
2 Client fill- up FishR Application Assist client in the filling- up of 5 min
form FishR application form None
3 (Client asked to come back on Review the application for Municipal 10 minutes Agricultural Technologist -
specified date for the approved Fisher folk Registration Fisheries None
Municipal Fisher folk
Registration)
4 None Review and certify the correctness of 10 minutes Agricultural Technologist -
the o _ Fisheries None
FishR Application Form of the fisher
folk
5 None Endorsement to the Office of the 1 day Agricultural Technologist -
Municipal Mayor for approval of the Fisheries None
FishR Application
Form
6 None Contact client to get the approved 3 minutes Agricultural Technologist -
F|ShR Registration Fisheries None
7 Receive the FishR Registration Record and release the FishR 5 minutes Agricultural Technologist -
Registration Fisheries None
End of Transaction
TOTAL | 1day /34 minutes

Note: Time may vary depending on the influx of the clients
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TYPE OF SERVICE

REGISTRATION of MUNICIPAL FISHING VESSEL (NEW & RENEWAL)

SCHEDULE OF AVAILABILITY OF THE SERVICE

Monday — Friday (8:00am-5:00pm)

WHO MAY AVAIL THE SERVICE Fisherfolks
WHAT ARE THE REQUIREMENTS WHERE TO SECURE
1. Barangay Clearance Barangay
2. 2x2 1D Picture Client
3. CTC Barangay or MTO
4. Municipal Fishing Vessel Registration Application Form MAO - CRMD
5. Certified Standard Admeasurement and Tonnage Form MAO — CRMD
6. Police Clearance PNP Maritime
OR of Purchase Engine;
Police Clearance that the engine purchased is not from a car
napped/stolen vessel
7. SSES Coast Guard
8. OR evidencing MTO
HOW TO AVAIL OF THE SERVICE
STEP CLIENT OFFICE ACTION/ACTIVITY DURATION PERSON RESPONSIBLE FEES
1 Client fill- up information and Interview and Assist client to log-in on 1 min Agricultural Technologist -
sign in the visitor's logbook the log book Fisheries None
3 Client fill- up Municipal Fishing Assist client in the filling- up of 5 minutes Agricultural Technologist -
Vessel Registration Application the application form Fisheries None
Form
4 Client will assist Fisheries On- site admeasurement of fishing 10 minutes Agricultural Technologist -
Coordinator in the vessel and fill- up Certified Standard Fisheries None
admeasurement of fishing Admeasurement and
vessel Tonnage Form
5 Proceed to MTO for payment of 1 hour Agricultural Technologist -
fishing vessel registration fee, Fisheries
license and Mayor’'s Permit to
operate
6 Submit OR from the MTO of Process fishing vessel registration 3 minutes Agricultural Technologist - N
one

fishing vessel registration fee,

application

Fisheries
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license and Mayor’'s Permit to
operate to MAO
7 None Review the application forms and 5 minutes Agricultural Technologist -
recommend to the Municpal Mayor Fisheries None
for approval
8 None Issuance of Mayor’s Permit to Operate | 5 minutes Agricultural Technologist -
under EO No. 305 Devolution of the Fisheries
Registration of Fishing Vessels 3 GT
and below from MARINA to
LGU
10 Receive the Boat Registration Record and release the BoatR and 5 minutes Agricultural Technologist -
and Mayor’s Permit Mayor’s Fisheries
Permit

End of Transaction

TOTAL |

1 hour and 33 minutes

Note: Time may vary depending on the influx of the clients
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TYPE OF SERVICE

LICENSING of MUNICIPAL FISHING GEAR (NEW & RENEWAL)

SCHEDULE OF AVAILABILITY OF THE SERVICE

Monday — Friday (8:00am-5:00pm)

WHO MAY AVAIL THE SERVICE Fisherfolks
WHAT ARE THE REQUIREMENTS WHERE TO SECURE
1. Barangay Clearance Barangay
2. 2x2 1D Picture Client
3. CTC Barangay or MTO
4. Municipal Fishing Gear Licensing Application Form MAO - CRMD
8. OR evidencing MTO
HOW TO AVAIL OF THE SERVICE
STEP CLIENT OFFICE ACTION/ACTIVITY DURATION PERSON RESPONSIBLE FEES
1 Client fill- up information and Interview and Assist client to log-in on 1 min Agricultural Technologist
sign in the visitor's logbook the log book Fisheries None
3 Client fill- up Municipal Fishing Assist client in the filling- up of 5 minutes Agricultural Technologist
Gear Licensing Application the application form Fisheries None
Form
4 Client will assist Fisheries On- site admeasurement of fishing 10 minutes Agricultural Technologist
Coordinator in the Gear gear inspection Fisheries None
inspection
5 Proceed to MTO for payment of 1 hour Agricultural Technologist
fishing gears licensing fee and Fisheries
Mayor’s Permit to
operate
6 Submit OR from the MTO of Process fishing gear licensing 3 minutes Agricultural Technologist
fishing gear licensing fee and application Fisheries None
Mayor’s Permit to
operate to MAO
7 None Review the application forms and | 5 minutes Agricultural Technologist
recommend to the Municpal Mayor Fisheries None
for approval
8 None Issuance of Mayor’s Permit to Operate | 5 minutes Agricultural Technologist

and fishing License

Fisheries
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10

Receive the Fishing Licensing
and Mayor’s Permit

Record and release the Fishing
License and Mayor’s
Permit

5 minutes

Agricultural Technologist -
Fisheries

End of Transaction

TOTAL

1 hour and 33 minutes

Note: Time may vary depending on the influx of the clients

V.

FARM MECHANIZATION SUPPORT SERVICES

TYPE OF SERVICE

LGU CONTRACT LAND PREPATION (Harrowing and Rotavating)

SCHEDULE OF AVAILABILITY OF THE SERVICE

Monday — Friday (8:00am-5:00pm)

WHO MAY AVAIL THE SERVICE

Rice/ Corn/ HVCC Farmers

WHAT ARE THE REQUIREMENTS

Valid ID & RSBSA Enrollment Stub

HOW TO AVAIL OF THE SERVICE

STEP CLIENT OFFICE ACTION/ACTIVITY DURATION PERSON RESPONSIBLE FEES
1 Sign in logbook and present Record name of farmer, farm area and 5 min Agricultural Technologist
purpose of visit farm location
2 Schedule date of land preparation 5 min
3 Pay corresponding fees Receive payment and issue OR 5 min
4 End of Transaction

Note: Time may vary depending on the influx of the clients
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VI. MICRO FINANCE AND CREDIT PROGRAM

TYPE OF SERVICE

Application on Agricultural Competitiveness Enhancement Fund (ACEF) Loan Program

SCHEDULE OF AVAILABILITY OF THE SERVICE

Monday — Friday (8:00am-5:00pm)

WHO MAY AVAIL THE SERVICE

Rice / CORN / livestock & poultry / HVCC FARMERS

WHAT ARE THE REQUIREMENTS

Valid ID & RSBSA Enrollment Stub

HOW TO AVAIL OF THE SERVICE

STEP

CLIENT

OFFICE ACTION/ACTIVITY

DURATION

PERSON RESPONSIBLE

FEES

1

Sign in Logbook and signify
purpose of loan application

Interview the farmer and assist in the
filling up of application form and
General Information Sheet

10 min

Agricultural Technologist

Submit 1 copy 1x1 picture , Sworn
Affidavit of no Outstanding loans
from any lending institution for
the same project and Barangay
Clearance for individual farmer;
Additional reqt for Micro and
Small Enterprises are DTI/ SEC
Registration Certificate and
current business permit, Articles
of Partnership/ Incorporation, if
applicable and Biodate of owner
and/or partner

Verify the minimum requirements
submitted

10 min

Agricultural Technologist

Accompany in the validation

Conduct farm site validation and farm
documentation

1 hour

Agricultural Technologist

Prepare Business Plan and/ or Farm
Plan and Budget, if applicable

2 hours

Agricultural Technologist

Endorse application and minimum
requirements to DA-RFO 13

1 day

Agricultural Technologist

Verification and approval of submitted
application, business plan and other

15 days

Agricultural Technologist
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requirements

7 Conduct Technical Briefing 4 hours Agricultural Technologist
8 Awarding of financial assistance 10 min Agricultural Technologist
9 End of Transaction

Note: Time may vary depending on the influx of the clients

VII. TECHNICAL AND EXTENSION SUPPORT SERVICES

TYPE OF SERVICE

ORGANIZATION OF FARMERS ASSOCIATION/ COOPERATIVES

SCHEDULE OF AVAILABILITY OF THE SERVICE Monday-Friday (8:00am-5:00pm)

WHO MAY AVAIL THE SERVICE

Registered Farmers / Fisherfolks / RIC / 4H

WHAT ARE THE REQUIREMENTS

Valid ID & RSBSA Enrollment Stub

HOW TO AVAIL OF THE SERVICE

STEP CLIENT OFFICE ACTION/ACTIVITY DURATION PERSON RESPONSIBLE FEES
1 Sign in Logbook and Submit Conduct seminar on cooperatives 3 days Agricultural Technologist
request letter and masterlist of
farmers
2 Conduct briefing and ratification of By- | 4 hours Agricultural Technologist
Laws on farmers association
3 Assist on the registration and 2 days Agricultural Technologist
accreditation to the concerned agency
4 Submit application form to PCIC Tandag | 1 day
City
5 End of Transactions

Note: Time and day may vary depending on the influx of the clients and the completeness of documents

Page 26 of 33: Municipal Agriculture — Cantilan-Citizen Charter




TYPE OF SERVICE

FACILITATE MEETINGS AND SEMINARS AT THE DIFFERENT BARANGAYS

SCHEDULE OF AVAILABILITY OF THE SERVICE

Monday-Friday (8:00am-5:00pm)

WHO MAY AVAIL THE SERVICE

Registered Farmers / Fisherfolks / RIC / 4H

WHAT ARE THE REQUIREMENTS

Valid ID & RSBSA Enrollment Stub

HOW TO AVAIL OF THE SERVICE

STEP CLIENT OFFICE ACTION/ACTIVITY DURATION PERSON RESPONSIBLE FEES
1 Sign in Logbook and Prepare training proposal for 1 day Agricultural
Submit request letter and | approval by the LCE Technologist
masterlist of farmers
2 Conduct farmers meeting/ 2 hrs per
seminar meeting; 1
day per
seminar
5 End of Transactions

Note: Time may vary depending on the agenda of the meetings
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TYPE OF SERVICE

PROVISION OF TECHNICAL ASSISTANCE

SCHEDULE OF AVAILABILITY OF THE SERVICE Monday-Friday (8:00am-5:00pm)

WHO MAY AVAIL THE SERVICE

Registered Farmers / Fisherfolks

WHAT ARE THE REQUIREMENTS

Valid ID & RSBSA Enrollment Stub

HOW TO AVAIL OF THE SERVICE

STEP CLIENT OFFICE ACTION/ACTIVITY DURATION PERSON RESPONSIBLE FEES
1 Request for technical assistance Receive request letter or walk-in 5 minutes Agricultural Technologist
inquiries

2 Present the problem/ purpose of | Interview, validate, diagnose and 10 minutes

visit analyze the situation presented

Accompany the concerned Conduct ocular inspection and 1 hour

Agricultural Technologist (AT) for | management

occular inspection, validation and

examination

Receive recommendation/ Give recommendation/ prescription .

- 15minutes

prescription

5 End of Transactions

Note: Time may vary depending on the influx of clients and the location of farm
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TYPE OF SERVICE

INFRASTRUCTURES

MONITORING AND VALIDATION OF DAMAGED CROPS, LIVESTOCK, FISHERIES AND AGRI

SCHEDULE OF AVAILABILITY OF THE SERVICE

Monday-Friday (8:00am-5:00pm)

WHO MAY AVAIL THE SERVICE

Registered Farmers

WHAT ARE THE REQUIREMENTS

Valid ID & RSBSA Enrollment Stub

HOW TO AVAIL OF THE SERVICE

STEP CLIENT OFFICE ACTION/ACTIVITY DURATION PERSON RESPONSIBLE FEES
1 Register at Logbook Interview client 5 min Agricultural Technologist
2 Submit damaged report and Monitoring and Validation of Damaged | 8 hrs per brgy
masterlist of farmers affected Crops, Livestock, Fisheries and Agri
Infrastructures
3 Prepare Damage Assessment Report 1 hour
(DARS)
4 Submit the consolidated damaged 1 day
report or DARS t to LCE and other
concerned line agencies
5 End of Transactions

Note: Time may vary depending on the location of the farm and influx of the clients
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TYPE OF SERVICE

ACQUISITION OF FARM MACHINERIES & POST-HARVEST FACILITIES, LIVELIHOOD AND
OTHER RELATED PROGRAMS AND PROJECTS FROM THE NATIONAL AGENCIES

SCHEDULE OF AVAILABILITY OF THE SERVICE

Monday-Friday (8:00am-5:00pm)

WHO MAY AVAIL THE SERVICE

Registered Farmers
Registered and Accredited Organization

WHAT ARE THE REQUIREMENTS

Valid ID & RSBSA Enrollment Stub

HOW TO AVAIL OF THE SERVICE

STEP CLIENT OFFICE ACTION/ACTIVITY DURATION PERSON RESPONSIBLE FEES
1 Sign in Logbook and Submit Letter | Prepare Machinery and Equipment 4 hours Agricultural Technologist
of Intent (LOI), Board Resolution, Proposal and other pertinent
Certificate of Registration, documents such as Geotagged Photo of
Organizational Profile and existing farm machinery shed, service
Masterlist of farmer-members area, MAO Endorsement and MAFC
with area Endorsement
2 Verify proposal and endorse to MAFC 1 day
and OPAG SDS for endorsement of the
application and minimum requirements
to DA-RFO 13 thru APCO-SDS, Tandag
City
3 Accompany AT & DA staff during Assist site validation 1 hour
validation
4 Follow-up by phone the result of site 5 min
validation
5 Receive result of project proposal | Notify client on the result of the 5 min
validation (approval or diapproval)
6 Signing of MOA Conduct Technical Briefing 2 hours
7 End of Transactions

Note: Time may vary depending on the location of the farm and influx of the clients
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TYPE OF SERVICE

CONSTRUCTION AND REHABILITATION OF IRRIGATION SYSTEM, SWIP, SFR, AND
COMMUNAL IRRIGATION SYSTEM

SCHEDULE OF AVAILABILITY OF THE SERVICE Monday-Friday (8:00am-5:00pm)

WHO MAY AVAIL THE SERVICE

Registered Farmers
Registered and Accredited Organization

WHAT ARE THE REQUIREMENTS

Valid ID & RSBSA Enrollment Stub

HOW TO AVAIL OF THE SERVICE

STEP CLIENT OFFICE ACTION/ACTIVITY DURATION PERSON RESPONSIBLE FEES
1 Sign in Logbook and Submit Receive request letter and schedule 10 min Agricultural Technologist
request letter and masterlist of immediate site validation
farmers
2 Accompany during the site Conduct site validation together with 2 hours
validation the MPDO and Municipal Engineering
Office
3 Prepare project proposal for approval 4 hours
of LCE
4 Submit site validation report and 1 day
project proposal to DA-RFO 13 and
BSWM
5 Accompany during the site Assist in the site validation conducted 2 hours
validation by DA staff
6 Follow-up by phone the result of site 5 min
validation
7 Receive result of project proposal | Notify client on the result of the 5 min
validation (approval or diapproval)
8 End of Transactions

Note: Time may vary depending on the location of the farm and influx of the clients

Page 31 of 33: Municipal Agriculture — Cantilan-Citizen Charter




VIll.  OTHER SUPPORT SERVICES

TYPE OF SERVICE FARMERS APPLICATION OF INSURANCE ON CROPS, LIVESTOCK’S, POULTRY AND FARM
MACHINERIES TO PHILIPPINE CROP INSURANCE CORPORATION (PCIC)
SCHEDULE OF AVAILABILITY OF THE SERVICE Monday-Friday (8:00am-5:00pm)

WHO MAY AVAIL THE SERVICE

Registered Farmers

WHAT ARE THE REQUIREMENTS

Valid ID & RSBSA Enrollment Stub

HOW TO AVAIL OF THE SERVICE

STEP CLIENT OFFICE ACTION/ACTIVITY DURATION PERSON RESPONSIBLE FEES
1 Sign in Logbook and File crop Interview client and fill-up Application 10 minutes Officer of the day
insurance 10 days before for crop insurance
transplanting
2 Present 1 gov't Identification (ID) | Prepare the form for verification and 5 minutes Agricultural Technologist
Card, RSBSA Enrollment Stub and | signature of the Agricultural
copy of Adjacent Lot Owners for Technologist and Municipal
crops; Agriculturist
3 Photocopy application form for office 2 minutes
file
4 Submit application form to PCIC Tandag | 1 day
City
5 Follow-up by phone the result of 5 minutes
application
6 Notify client on the result of the 5 minutes
application
7 Issue Certificate of Insurance Coverage | 5 minutes

(CIC)
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8 Report damage 20 days before Interview and assist the farmer in filing | 10 minutes
harvesting or outright when up the Claim of Indemnity Report
damaged by natural calamities

9 Accompany adjuster during ocular | Assist PCIC Adjuster during Ocular 1 day
inspection Inspection

10 Follow-up for status of insurance Follow-up by phone the status of 5 minutes

insurance

11 Acknowledge and Receive Notify client on the release of PCIC 5 minutes
indemnity check Indemnity Check

12 End of Transactions

Note: Time may vary depending on the influx of the clients
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