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1. PROVISION OF SELF-EMPLOYMENT ASSISTANCE/ANGAT 

PANGKABUHAYAN  
 

Office or Division: Municipal Social Welfare and Development Office (MSWDO 

Classification: Complex 

Type of Transaction: Government to Citizen (G2C) 

Who may avail: 

Needy family heads and other family members who have no vocational or 
business management skills or have no capital to start livelihood project or 
have existing income generating project but lack of capital 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
 

1. Certificate of Residency 
 

 

Barangay Hall where the client resides 

2. Barangay Clearance Barangay Hall where the client resides 

3. Business Permit BUSINESS ONE STOP SHOP(Municipal Hall) 

CLIENT STEPS AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1st Step: 

Businessman/woman 
seek for capital 
assistance  

MSWDO/ - master list 
of beneficiaries  
-for verification 

none  

MGDH I(MSWDO) 
SWO III/ 
MSWDO Staff 
 

2nd Step: 

Businessman/woman 
applies for business 
permit/Clearances 

BUSINESS ONE 
STOP SHOP-
application form 

  
none 

 
 (BPLO/ MTO) 
 

 
SANITARY PERMIT- 
Clearance 

 
none  SANITATION(MHO) 

 
POLICE STATION- 
Clearance 

 
none  

Police Officer on 
duty 

 
FIRE STATION- 
Clearance 

 
none  Fire Marshal on duty 

 
MPDC 
 

 
none  MGDH I (MPDC) 

 

MSWDO/MAYOR’S 
OFFICE 
-for signing/ approval 

 
none 

 

Mayor/ 
MGDH I (MSWDO)/ 
MGDH I (MTO)/ 
 

TOTAL : 5-7 days  
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2. Issuance of Senior Citizens I.D. 
 

Office or Division: Municipal Social Welfare and Development Office (MSWDO 

Classification: Simple 

Type of Transaction: Government to Citizen (G2C) 

Who may avail: Senior Citizens  (60 years old and above 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
 

1. Application form 
 

MSWDO 

2. Affidavit of loss (in case of lost ID) Mayor’s Office 

3. Police blotter (in case of lost ID) Police Station 

CLIENT STEPS AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1st Step: Senior Citizens 
(60 years old and 
above) applies for 
OSCA I.D. 
Fill- up forms 

MSWDO/ OSCA 
- for verification 
- assist the Seniors in 
filling- up the 
application forms 
Encode the OSCA ID 
and print. 
For signature of 
OSCA Head 
For signature of the 
Mayor 

none 

15 minutes  
* ID will be 
released 
upon 
submission of 
requirements 
and 
availability of 
signatories 

MGDH I(MSWDO)/ 
SWO III/ 
MSWDO Staff 
 

2nd Step:  

Senior Citizens applies 
for replacement of Loss 
I.D 

MSWDO-information 
POLICE STATION- 
Police blotter 
MAYOR’S OFFICE- 
affidavit of Loss 

Affidavit of 
Loss: 
P130.00 
 

30 minutes 
* ID will be 
released 
upon 
submission of 
requirements 
and 
availability of 
signatories 

 

3rd Step:  

MSWDO 
Encode the OSCA ID 
and print. 
For signature of 
OSCA Head 
For signature of the 
Mayor 

none  

Senior Citizen Focal 
Person (MSWDO 
Staff) 

TOTAL : 30 minutes  
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3. Provision of Financial Assistance under Aid to Individual in Crisis 
Situations (AICS)/ Emergency Shelter Assistance (ESA) 
 

Office or Division: Municipal Social Welfare and Development Office (MSWDO 

Classification: Simple 

Type of Transaction: Government to Citizen (G2C) 

Who may avail: Less fortunate and Disadvantage sector of the Community 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
 

1. Certificate of Indigency 
 

 

Barangay Hall where the client resides 

2. Medical Certificate Hospital/ Clinic 

3. Death Certificate for burial Funeral home 

4. Proof of billing as the case maybe  Hospital/ Clinic 

5. Police blotter for ESA Police Station 

6. Fire certification for ESA BFP 

7. Project proposal for ESA  

8. Certificate eligibility  

CLIENT STEPS AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1st Step: Less fortunate 
and Disadvantage 
sector of the Community 
in Crisis seek financial 
assistance 

MSWDO 
Interview/ Intake, 
verify documents 
presented 

None 
 

15- 20 mins 

MGDH I(MSWDO)/ 
SWO III/ 
MSWDO Staff 
 

2nd Step: Client submit all 
requirements. Client 
waits for the preparation 
of the requirements 

MSWDO 
preparation of social 
case study reports 
Encode or typewritten 
as the case maybe 

None 
 

15 mins. 

 

MSWDO 
For signature 

None 
 

1-2mins 

MGDH I(MSWDO) 
SWO III/ 
 

 

Budget Office 
- for budget allocation/ 
existence of 
appropriation 
Accounting Office 
- for obligation of 
allotment 

None 
 

5-10mins 

MGDH I (MBO) & 
Staff  
MGDH I (MAO) & 
Staff 

 
Mayor’s Office 
For signature 

None 
 

1 min.( if the 
Mayor is in) 

Municipal Mayor 

3rd Step: 
Treasury Office 
- for disbursement 

None 
 

3-5mins 
TREASURY Staff 
(in-charge) 
 

4th Step: 

Less fortunate and 
Disadvantage sector 
of the Community in 
Crisis receives 
financial assistance 

None 
 

1-2mins 
 

 

TOTAL : 
41-55 

minutes 
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4. Issuance of Social Case Study Reports To Different Agencies 

 
 

Office or Division: Municipal Social Welfare and Development Office (MSWDO 

Classification: Simple 

Type of Transaction: Government to Citizen (G2C) 

Who may avail: Less fortunate and Disadvantage sector of the Community 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
 

1. Certificate of Indigency 
 

 

Barangay Hall where the client resides 

2. Medical Certificate Hospital/ Clinic 

3. Death Certificate for burial Funeral home 

4. Proof of billing as the case maybe  Hospital/ Clinic 

5. Request letters  

6. Request letter reference from other agency  

CLIENT STEPS AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSIN
G TIME 

PERSON 
RESPONSIBLE 

1st Step: Less fortunate 
and Disadvantage 
sector of the Community 
avail of Social case 
Study Report as 
requirement by other 
agencies for them to 
avail assistance. 
Submit all requirements 

MSWDO 
Interview/ Intake, verify 
documents presented 

None 
 

15- 20 mins 

MGDH I(MSWDO)/ 
SWO III/ 
MSWDO Staff 
 

2nd Step: Home visitation 
None 
 

1 day 
MGDH I(MSWDO)/ 
SWO III/ SWO I 

3rd Step: 

MSWDO 
preparation of social 
case study reports 
Encode or typewritten 
as the case maybe 

None 
 

15 mins. 

MGDH I(MSWDO)/ 
SWO III/ 
MSWDO Staff 
 

 

For signature – SWO III 
For signature – MGDH 
I(MSWDO)/ 
For signature – 
Municipal Mayor 

None 
 

1-2mins 
SWO III/ 
MGDH I(MSWDO) 

4th Step:  

Client returns and 
receives Social Case 
Study Report 

 
None 
 

1-2mins 
 

 

TOTAL : 
1 day and 
37 minutes 
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5. Issuance of Referral Letters to Different Agencies 
 

 

Office or Division: Municipal Social Welfare and Development Office (MSWDO 

Classification: Simple 

Type of Transaction: Government to Citizen (G2C) 

Who may avail: Less fortunate and Disadvantage sector of the Community 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

 
1. Certificate of Indigency 

 

 
Barangay Hall where the client resides 

2. Request letter reference from other agency  

CLIENT STEPS AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSI
NG TIME 

PERSON 
RESPONSIBLE 

1st Step: Less fortunate 
and Disadvantage 
sector of the Community  
in Crisis seek referral for 
them to avail social 
services 

MSWDO 
Interview/ Intake, verify 
documents submitted 

None 
 

15- 20 mins MGDH I(MSWDO)/ 
SWO III/ 
MSWDO Staff 
  

2nd Step:  
Client waits while 
reports being prepared 

MSWDO 
Encode or typewritten 

None 
 

15 mins. 

3rd Step: 

For signature – SWO III 
For signature – MGDH I 
(MSWDO) 
For signature – 
Municipal Mayor 

None 1-2mins 
SWO III/ 
MGDH I(MSWDO) 

4th Step:  
Receive the Referral 
Letter 

 None 
1 minute 
 

 

TOTAL : 43 minutes  
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6. Issuance of Persons With Disabilities I.D. 

 

Office or Division: Municipal Social Welfare and Development Office (MSWDO 

Classification: Simple 

Type of Transaction: Government to Citizen (G2C) 

Who may avail: Less fortunate and Disadvantage sector of the Community 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
 

1. Application form 
 

MSWDO 

2. Medical Certificate Hospital/ Clinic 

CLIENT STEPS AGENCY ACTIONS 
FEES 
TO BE 
PAID 

PROCESSIN
G TIME 

PERSON 
RESPONSIBLE 

1st Step:  

Person with Disabilities 
Applies for I.D. 
Fill up forms 

PDAO 
-information 
 

None 
 

1-5 minutes  
 

PDAO 

2nd Step:  
 

PDAO 
-identification/ evaluation/ 
verification 
 

None 
 

1-5 minutes  
 

MGDH I(MSWDO)/ 
SWO III  
MGDH I (MHO) 
PDAO 

3rd Step:  

PDAO 
-encode/ type the PWD 
ID  
For signature- Mayor  

None 
 

 

 
PDAO 
Municipal Mayor 

TOTAL : 15 minutes  
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7. Children In Conflict With Law 

 

Office or Division: Municipal Social Welfare and Development Office (MSWDO 

Classification: Simple 

Type of Transaction: Government to Citizen (G2C) 

Who may avail: Minor Children 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
 

1. Police Report 
 

 
Police Station 

2. Others  

CLIENT STEPS AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSIN
G TIME 

PERSON 
RESPONSIBLE 

1st Step:  

Children in Conflict with 
Law 

MSWDO 
Interview/ Intake, verify 
submitted reports 

None 
1 hour- 
more 

MGDH I(MSWDO)/ 
SWO III/ 
MSWDO Staff 
 

2nd Step: 
Preparations of initial 
report 

None 
1 hour- 
more 

3rd Step: Home visitation None 
1 day or 
more 

4th Step:  
 

Evaluation/ finalization 
of the case study 
reports 

None 1-2mins 
MGDH I(MSWDO)/ 
SWO III 

TOTAL : 
1 day or 

more 
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8. VICTIM OF ABUSED VIOLENCE 

 

Office or Division: Municipal Social Welfare and Development Office (MSWDO 

Classification: Simple 

Type of Transaction: Government to Citizen (G2C) 

Who may avail: 
Abused Person/Citizen 
 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
 

1. Police Report 
 

 
Police Station 

2. Others  

CLIENT STEPS AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1st Step:  

Victim of abused 
violence 
seeks assistance 

MSWDO 
Interview/ Intake, verify 
submitted reports 

None 1 hour- more 

MGDH I(MSWDO)/ 
SWO III/ SWO I 

2nd Step: 
Preparations of social 
case study report 

None 1 hour- more 

3rd Step: Home visitation None 1 day or more 

4th Step:  
 

Evaluation/ finalization 
of the case study 
reports 

None 1 day or more 

 
Encode/ type study 
reports None 30 minutes 

 

For signature – SWO III 
For signature – MGDH I 
(MSWDO) 
For signature – 
Municipal Mayor 

None 1-2mins 
SWO III/ 
MGDH I(MSWDO) 

TOTAL : 1 day or more  
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9. Issuance of Solo Parent I.D 

 

Office or Division: Municipal Social Welfare and Development Office (MSWDO 

Classification: Simple 

Type of 
Transaction: 

Government to Citizen (G2C) 

Who may avail: 
Single/ Solo Parent 

 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
 

1. Application form 
 

MSWDO 

2. Birth Certificate of child/ children  

3. Sworn Affidavit  

4. Additional Requirements for: 
A. As a consequence of Rape:  
1. Complaint Affidavit      2. Medical Record on the Incident of Rape 
B. Due to the Death of Spouse:  
1. Marriage Certificate     2. Death of Spouse 
C. Due to the Detention or Criminal Conviction of Spouse:  
1. Marriage Certificate or affidavit of Co-habitation   2. Certificate of Detention  
D. Due to Physical or Mental Incapacity of the Spouse:  
1. Marriage Certificate   2. Medical Record or Medical Abstract evidencing the physical or mental 

state of the incapacitated spouse. 
E. Due to Legal or de facto Separation of spouse: 
1. Marriage Certificate   2. Judicial decree of legal separation, in case of de facto separation, an 
affidavit of two (2) disinterested persons attesting to the fact of separation.  
F. Due to Declaration of Nullity:  
1. Marriage Certificate 2. Judicial decree of nullity or Annulment of marriage or judicial 

recognition of foreign divorce 
G. Due to Abandonment by the Spouse:  
1. Marriage Certificate or Affidavit of the applicant 2. Affidavit of two (2) disinterested persons 

attesting the abandonment of the spouse 3. Police or Barangay record of the fact of 
abandonment. 

H. For the Spouse or any Family of An OFW:  
1. Marriage Certificate or Affidavit of the applicant 2. Overseas Employment Certificate or its 

equivalent documents 3. Copy of passport stamps showing continuous twelve (12) months of 
overseas work 

I. For the Unmarried father or mother who keeps and rear the child/children: 
1. Certificate of NO Marriage (CENOMAR) 2. Affidavit of a barangay official attesting that the 

solo parent is a resident of the barangay and that child/ children are under the parental care 
and support of the solo parent applicant. 

J. Who is a Legal Guardian, adoptive or foster parent: 
1. Proof of guardianship, foster care or adoption   2. Affidavit of a barangay official attesting that 

the solo parent is a resident of the barangay and that child/ children are under the parental 
care and support of the solo parent applicant. 

K. For any relative within the Fourth (4th) civil degree of consanguinity or affinity of the parent or 
legal guardian who assumes parental care and support of the child or children. 

1. Death certificate of the parents or legal guardian, police or barangay records evidencing the 
fact of disappearance or absence of the parents or legal guardian for at least six (6) months.   
adoption   2. Affidavit of a barangay official attesting that the solo parent is a resident of the 
barangay and that child/ children are under the parental care and support of the solo parent 
applicant. 
 

CLIENT STEPS AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1st Step:  

Solo parent 
MSWDO 
Intake, verify documents 

None 
30 mins – 1 
hour 

MGDH I(MSWDO)/ 
SWO III/ SWO I 
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Interview for social case 
study 

2nd Step:  
 

Home visitation None 1 day 

3rd Step:  

Encode the Social Case 
Study 
Encode/ type the ID  

None 5-10 mins 

 

For Signature- SWO III 
For Signature- MSWDO 
For Signature- Municipal 
Mayor 

None 
1-2 mins  
 

4th Step:  

Client will receive 
the I.D 

 None 

* I.D will be 
released after 
7 days upon 
submission of 
requirements 

TOTAL : 1 day or more  
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10. Couple Applying For Marriage Counseling Certificate 

 

Office or Division: Municipal Social Welfare and Development Office (MSWDO 

Classification: Simple 

Type of Transaction: Government to Citizen (G2C) 

Who may avail: 
Couple (below 25 years old but not less than 18 years old) 
 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
 

1. Police Report 
 

 
Police Station 

2. Others  

CLIENT STEPS AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1st Step:  

Victim of abused 
violence 
seeks assistance 

MSWDO 
Intake/ Interview 

None 30 mins 

MGDH I(MSWDO)/ 
SWO III 
 

2nd Step: 

Marriage counseling 
session 
 

None 

1 hour 

3rd Step: 

Marriage counseling 
certificate release 
SWO III- Accredited 
Marriage Counselor 

None 

TOTAL : 
1 hour and 30 

minutes 
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11. Provision of Wheelchairs and Other Assistive Devices for the 
Persons With Disabilities and Senior Citizens 
 

Office or Division: Municipal Social Welfare and Development Office (MSWDO 

Classification: Complex 

Type of Transaction: Government to Citizen (G2C) 

Who may avail: Indigent Persons With Disabilities and Senior Citizens 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
 

1. Certificate of Indigency 
 

 

Barangay Hall where the client resides 

2. Request letter   

3. Medical Certificate indicating the need for 
assistive device 

 

4. Whole body picture  

CLIENT STEPS AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSIN
G TIME 

PERSON 
RESPONSIBLE 

1st Step: Less fortunate 
persons with Disabilities 
And Senior Citizens  

MSWDO 
Interview/ Intake, verify 
documents presented 

None  15- 20 mins 

MGDH I(MSWDO)/ 
SWO III 
PDAO Head (DAO 
III) 

2nd Step:  
 

Prepares supporting 
papers 
Sign Supporting papers 

None 25 mins. 
PDAO Head (DAO 
III) 

3rd Step: 

Budget Office – For 
budget allocation, 
existence of 
appropriation 

None 5 mins 
MBO Staff  
MGDH I (MBO) 

4th Step:  

Receive the Referral 
Letter 

Accounting Office – For  
Obligation of allotment 

None 
1-2 days 
minute 
 

Accounting Staff (in-
charge)  
MGDH I – (Mun. 
Accountant) 

5th Step: 

Mayor’s Office – For 
Mayor’s approval/ 
signature 

None 3 mins. Municipal Mayor 

6th Step: 
Treasurer’s Office – For 
payment 

None 2 mins. 
MGDH I - Mun. 
Treasurer 

7th Step 

Purchase of needed 
wheelchair and other 
assistive devices 

None 2 mins. 

PDAO Head (DAO 
III) 

8th Step  

Distribution of 
wheelchair and other 
assistive devices 

None 

1 hour if 
supply 
readily 
available 

9th Step: Received 
wheelchair and other 
assistive device 

 

None   

TOTAL : 
2 days and 

more 
 

 

 

 


