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1. Emergency Response 
 

A quick response to any emergency shall be delivered to ensure the efficient and timely 

response of the office and in order to preserve life and guarantee the safety and well-being of 

the general public. 

 

Office or Division: Municipal Disaster Risk Reduction and Management Office 

Classification: Simple 

Type of 
Transaction: 

Government to Citizen 

Who may avail: Client/Applicant 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

  

None (Request done verbally via any 
electronic communication device) 

Client 

  

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES 
TO BE 
PAID 

PROCESSIN
G TIME 

PERSON 
RESPONSIBLE 

1. Personal or 
Call thru 
Hotline 
numbers of 
the MDRRMO 

Interview the 
client for all 
details needed; 
Time, Date, 
Location, name of 
person and 
incident happen. 
 

 3 minutes MGDH 1(MDRRMO) 
MDRRMO STAFF 
 

2. Completing all 
Details 
Needed; 
Time, Date, 
Name of 
Person, Place 
and Incident 
Happen 

 

Prepare the 
equipment 
needed and 
dispatch the 
Emergency 
Response Team. 
 

 3 minutes MGDH 1(MDRRMO) 
MDRRMO STAFF 

3. Wait the 
Emergency 
response 
Team 

  5 minutes MDRRMO, PNP, BFP, 
MHO personnel 

TOTAL : 11 minutes  
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2. Request for MDRRMO Certification 
 

A process of issuing a document available to the general public for any legal purposes that 

may serve them.  

 

Office or Division: Municipal Disaster Risk Reduction and Management Office 

Classification: Simple 

Type of Transaction: Government to Citizen 

Who may avail: Client/Applicant 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

  

Request letter from the Client addressed to 
the Local Chief Executive or MDRRMO 
indicating what type of Certification is 
needed 

Client 

  

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES 
TO BE 
PAID 

PROCESSING 
TIME 

PERSON RESPONSIBLE 

1. Submit letter of 
request 

1.1 Receipt of 
request letter. 
1.2 Endorsed to 
MDRRM Officer for 
Verifications 

 5 minutes MGDH 1(MDRRMO) 
MDRRMO STAFF 

2. Client will be 
advised to wait 
for the 
approval 

2.1 Prepare the 
Certification. 
2.2 Approval and 
Signing of 
Certification 
 

 5 minutes MGDH 1(MDRRMO) 
MDRRMO STAFF 

3. Receipt of 
Certification 

3. Issuance of 
Certification 

 2 minutes MGDH 1(MDRRMO) 
MDRRMO STAFF 

TOTAL : 12 minutes  

 


