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1. DISTRIBUTION OF FREE/SUBSIDIZED FARM PRODUCTION INPUTS 
(Provision of farm inputs assistance to registered farmers such as certified/hybrid rice 

seeds, corn seeds, vegetable seeds,fertilizer and other available planting materials.) 
 

Office or Division: MUNICIPAL AGRICULTURE OFFICE (MAO) 

Classification: Simple Transaction 

Type of 
Transaction: 

Government to Citizens 

Who may avail: 
Bonafide and registered Farmers, Fisherfolks, Livestock raisers, Agri-
based Associations and clients in the Municipality 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

RSBSA Registration/Reference Number Municipal Agriculture Office (MAO) 

1 valid I.D.  

Barangay Certification, if necessary  

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES 
TO BE 
PAID 

PROCESSIN
G TIME 

PERSON 
RESPONSIBLE 

1. Farmer-client shall 
approach/coordinate 
to assigned AEW 
together with the 
requirements  

AEW assigned 
shall verify identity/ 
documents 
presented and its 
inclusion of the list 
of qualified 
recipient. 

None 1  minute 
Agricultural 
Extension Worker 
assigned /incharge 

2. After 
Verification,Farmer-
client shall sign in the 
post -masterlist of 
recipient for the farm 
inputs availed 

AEW shall record, 
issue release slip 
for the farm inputs 
availed 

None 2 Minutes 
Agricultural 
Extension Worker 
assigned /incharge  

3. Farmer-client shall 
present the release 
slip for the releasing 
of farm inputs 
assistance availed 

AEW incharge 
shall release the 
farm inputs availed 

None 3 Minutes 
Agricultural 
Extension Worker 
assigned /incharge 

TOTAL : 6 minutes  
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2. AVAILMENT OF ANIMAL HEALTH SERVICES 
 Provision of Free anti-rabies vaccines for dogs/cats and dewormer for large and small 

animals, provision of available biologicals/supplements to promote animal health. 
 

Office or Division: MUNICIPAL AGRICULTURE OFFICE (MAO) 

Classification: Simple Transaction 

Type of 
Transaction: 

Government to Citizens 

Who may avail: 
Bonafide and registered Farmers, Fisherfolks, Livestock raisers, Agri-
based Associations, pet owners and clients in the Municipality 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

RSBSA Registration/Reference Number Municipal Agriculture Office (MAO) 

1 valid I.D.  

Barangay Certification, if necessary  

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSIN
G TIME 

PERSON 
RESPONSIBLE 

1. Farmer-client shall 
approach/coordinate 
to the AEW/ 
Agriculturist assigned 
together with their pet 

Interview and 
technical 
instructions, 
physical 
examination of pet 
if to be 
vaccinated/ 
dewormed 

None 3  minutes Agricultural 
Extension Worker 
assigned /incharge 

2. Farmer/pet owner 
/ livestock raiser shall 
fill-out prescirbed 
forms for 
recording/data 
purposes, if pets are 
to be vaccinated 

AEW shall kept 
record/ details of 
pets and owners; 
the AEW/LI/Vet 
shall administer 
vaccination/dewor
ming 

None 3 Minutes Agricultural 
Extension Worker, 
L.I. assigned 
/incharge 

3.Farmer/ pet owner/ 
livestock raiser shall 
receive the availed 
dewormer/vaccines/ 
supplements/ 
biologics available 

AEW incharge 
shall release/ 
provide requested 
inputs 

None 2 Minutes Agricultural 
Extension Worker, 
L.I. assigned 
/incharge 

TOTAL : 8 minutes  
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3. ISSUANCES OF FARMER’S CERTIFICATION, ENDORSEMENTS, 

AGRICULTURAL DATA AND OTHER RELATED DOCUMENTS 

REQUESTED/ NEEDED BY FARMERS AND CLIENTS. 
(Issuance of certification, endorsements, documents requested/ needed by farmers 

and clients.) 
 

Office or Division: MUNICIPAL AGRICULTURE OFFICE (MAO) 

Classification: Simple Transaction 

Type of 
Transaction: 

Government to Citizens 

Who may avail: 
Bonafide and registered Farmers, Fisherfolks, Livestock raisers, Agri-
based Associations and clients in the Municipality 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

RSBSA Registration/Reference Number Municipal Agriculture Office (MAO) 

1 valid I.D.  

Barangay Certification, if necessary  

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES 
TO BE 
PAID 

PROCESSIN
G TIME 

PERSON 
RESPONSIBLE 

1. Farmer-client shall 
approach/coordinate 
to assigned AEW 
concern  

Verification of 
identity /documents 
required /Interview 

None 2 minutes 
Agricultural 
Extension Worker 
assigned /incharge 

2. After 
Verification,Farmer-
client shall sign in to 
the logbook while 
waiting for the 
requested documents 

AEW concern shall 
perpare the 
requested 
documents/ data 
for verification and 
signature by M.A. 

None 3-5 Minutes 
Agricultural 
Extension Worker 
assigned /incharge  

3. Farmer-client shall 
present the release 
slip for the releasing 
of farm inputs 
assistance availed 

AEW incharge 
shall release the 
farm inputs availed 

None 3 Minutes 
Agricultural 
Extension Worker 
assigned /incharge 

TOTAL : 8 minutes  
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4. EXTEND TECHNICAL ASSISTANCE, ONLINE 

REGISTRATION/UPDATING IN RSBSA/FFEDIS, CONSULTATION AND 

RECOMMENDATIONS TO FARMERS/CLIENTS ON VARIOUS 

AGRICULTURAL ISSUES AND CONCERN. 
(Provision of technical assistance, consultation and recommendation to farmer-clients 

on various farming issues and concerns and other related matters) 
 

Office or Division: MUNICIPAL AGRICULTURE OFFICE (MAO) 

Classification: Simple Transaction 

Type of 
Transaction: 

Government to Citizens 

Who may avail: 
Bonafide and registered Farmers, Fisherfolks, Livestock raisers, Agri-
based Associations and clients in the Municipality 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

RSBSA Registration/Reference Number Municipal Agriculture Office (MAO) 

1 valid I.D.  

Barangay Certification, if necessary  

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES 
TO BE 
PAID 

PROCESSIN
G TIME 

PERSON 
RESPONSIBLE 

1. Farmer-client shall 
approach/coordinate 
to assigned AEW 
together with the 
requirements, if 
necessary  

AEW assigned 
shall verify identity/ 
documents 
presented.  

None 2  minutes 
Agricultural 
Extension Worker 
assigned /incharge 

2. Farmer-clients 
shall discuss 
concerns to be 
addressed 

AEW/Agriculturist 
shall interview, 
consultation and 
process 
requirements if 
online 
registration/updatin
g is conducted. 

None 5 Minutes 
Agricultural 
Extension Worker 
assigned /incharge  

5. Farmer-client 
shall received 
assistance, 
recommendati
ons, and/or 
prescriptions 
for the mgt 
and solution 
of the 
concerns. 

AEW/agriculturist 
shall provide 
technical 
assistance, 
recommendations, 
advise and 
prescriptions for 
mgt and solution of 
the concern raised 

None 3 Minutes 
Agricultural 
Extension Worker 
assigned /incharge 

TOTAL : 10 minutes  

 


