MUNICIPAL HUMAN RESOURCE MANAGEMENT OFFICE

EXTERNAL SERVICES

1. SUBMISSION AND RECEIVING OF APPLICATION LETTERS AND

COMMUNICATION

The office accepts application letter for hiring purposes and receives communication for
instructions and updates.

Office or Division:

HUMAN RESOURCE MANAGEMENT OFFICE

Classification:

Simple

Type of Transaction:

G2C - Government to Citizen

Who may avail:

All

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Log Book Human Resource Management Office
AGENCY FEES TO | PROCESSING PERSON
ACTION
CLIENT STEPS BE PAID | TIME RESPONSIBLE
1. Employees or 1. Log L. B. Beboso/L.B
iti ' - Bermudo/E.C.
Citizen delivers communication None 5 Minutes il
letters and amilo
o and letters
communications.
1.1 Check and 3 minutes L. B. Beboso/L.
take action to the B. Bermudo/E.
letters and C. Camilo
communication. None
1.2 After
checkl_ng, the HR L. B. Beboso/L.
staff will compile
) B. Bermudo/E.
the letters and None 2 minutes .
T C. Camilo
communication.
TOTAL: None 10 minutes

102




INTERNAL SERVICES

1. ISSUANCE OF CERTIFICATE OF EMPLOYMENT

The request of Certificate of Employment is being issued to whatever legal intentions that will help
the recipient provide a document that will serve its purpose best. Document is essential for various
purposes and shows proof of employment.

Office or Division: HUMAN RESOURCE MANAGEMENT OFFICE
Classification: Simple
Type of Transaction: | G2G — Government to Government
Who may avail: All Employees
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Personal or Letter Request Client
AGENCY ACTION | FEES TO | PROCESSING | PERSON
CLIENT STEPS
BE PAID | TIME RESPONSIBLE
1. Client must submit 1. Accept the L. B.
request personally or request and None 5 minutes Beboso/L. B.
send Letter Request. prepare the Bermudo
certification.
2. Receive Certificate 2. Sign and
of Employment release the None 3 minutes Shane Marie
Certificate of Propetiado
Employment.
TOTAL.: None 8 minutes
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2. ISSUANCE OF SERVICE RECORDS

This is a collection of either electronic or printed material which provides a documentary history of

employee’s data while serving as an employee of the Local government Unit.

Office or Division:

HUMAN RESOURCE MANAGEMENT OFFICE

Classification:

Simple

Type of Transaction:

G2G - Government to Government

Who may avail:

All Employees

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Personal or Letter Request Client
AGENCY ACTION | FEES TO | PROCESSING | PERSON
CLIENT STEPS
BE PAID | TIME RESPONSIBLE
1. Submit request. 1. Accept the L. B.
request and None 5 minutes Beboso/L. B.
prepare the Bermudo
certification.
2. Receive the 2. Sign and Shane Marie
certification duly release the None 3 minutes Propetiado
signed Certificate of E. Camilo
Employment.
TOTAL: None 8 minutes
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3. SUBMISSION AND PROCESSING OF APPLICATION FOR LEAVE

The employees are entitled for leave privileges, such as force leave, and monetization of leave
credits were adopted for the well-being and benefit of government employees.

Office or Division: HUMAN RESOURCE MANAGEMENT OFFICE
Classification: Simple
Type of Transaction: | G2G — Government to Government
Who may avail: All Employees
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Leave Card Human Resource Management Office
FEES TO | PROCESSIN | PERSON
CLIENT STEPS AGENCY ACTION BE PAID G RESPONSIBLE
TIME
1. Secure and submit 1. Check if all L. B. Beboso/ L.
all requirements for the | requirements None 5 Minutes B. Bermudo /E.
Application for Leave. | needed are C. Camilo
complete.
2. Receive approved 2. Release the None 3 minutes | L. B. Beboso/L.
application for leave. application for B. Bermudo/E. C.
leave. Camilo
TOTAL.: None 8 minutes

105



4. RETIREMENT PROCESS

This includes pensions, terminal leave benefits and other benefits given to an official or
employee by reason of his/her retirement from government service.

Office or Division:

HUMAN RESOURCE MANAGEMENT OFFICE

Classification:

Simple

Type of Transaction:

G2G - Government to Government Employee

Who may avail:

All Employees

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Approved Intent Letter

Clearances (Internal, Municipal, Ombudsman,

Legal, CSC)

Copy (SALN, 1% Appointment

Human Resource Management Office

FEES TO | PROCESSIN | PERSON

CLIENT STEPS AGENCY ACTION BE PAID G RESPONSIBLE
TIME
1. Employee must 1. HR Staff receive L. B. Beboso/ L.
submit approved Intent | Letter of Intent. None 3 Minutes | B. Bermudo /E.
Letter. C. Camilo
2. Request for 2. HR Staff will None 25 minutes | L. B. Bebosol/L.
Clearance Form. provide clearance B. Bermudo/E. C.
form to be Camilo

2.1 Process Clearance
form for signatures.

2.2 Submit signed
Clearance Form for
review.

2.3 Ask for other
required documents.

accomplished by
the retirees.

2.1 Review
accomplished and
signed clearances.

2.2 Facilitate
compliance for
other documents
needed (leave
credits and service
records).
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3. Wait for approval and

release of terminal pay
claim papers.

3. Process
documents if
complete.

3.1 Compute
retiree’s terminal
pay and send copy
to the Municipal
Budget Office for
allocation.

12 minutes

L. B. Beboso/L.
B. Bermudo/E. C.
Camilo

TOTAL:

40 minutes
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5. SUBMISSION OF APPOINTMENTS, REPORTS AND PUBLICATION

The submission of the following documents are being submitted in the CSC-Provincial Field Office

for compliance and approval

Office or Division:

HUMAN RESOURCE MANAGEMENT OFFICE

Classification:

Complex

Type of Transaction:

G2G - Government to Government

Who may avail:

All Employees

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Appointment Forms
Transmittal

Publication Form

Human Resource Management Office

AGENCY ACTION | FEES TO | PROCESSING | PERSON

CLIENT STEPS
BE PAID | TIME RESPONSIBLE

1. Prepare and secure | 1. Receive and L. B. Bebosol/L.
all requirements check the B. Bermudo/E.
needed and must appointment, C. Camilo
accomplished all transmittal and None 5 Minutes
required by the CSC. publication.

2. Submission of Shane Marie

appointment to the Propetiado

Municipal Mayor’s 2 minutes

Office for approval

and signature.

3. After checking, None 3 minutes L. B. Bebosol/L.

the HR staff submit B. Bermudo

the appointment

and published

publication at CSC

Publication Office

thru email.
TOTAL: None 10 minutes
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