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Mandate:

Republic Act No. 7160, as amended, and its Implementing Rules and
Regulations.

Vision:

To sustain Quezon City as Quality Community — a progressive and peaceful,
clean and orderly place, conducive and hospitable to living, employment, and
business.

Mission:

To provide quality service, making Quezon City an ideal community where
people live, work and do business in a hospitable, progressive and peaceful
environment.

Service Pledge:
We commit to:

e Provide quality service with integrity and dedication through competent,
efficient and caring employees;

e Promote transparency and accountability in all our transactions in the
delivery of public service;

e Implement simplified and re-engineered processes in lessening
unnecessary documentary requirements;

e Give equal attention to our transacting clients within the City Hall
Compound and at our satellite offices at all times, prior to the opening and
closing of official office hours and even during lunch breaks.
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PAGE
DEPARTMENT/OFFICES/UNITS NUMBER

OFFICE OF THE CITY MAYOR

REQUEST FOR ISSUANCE OF MAYOR’S CLEARANCE AND/OR 2
CERTIFICATION

OFFICE OF THE VICE MAYOR

MATTERS THAT REQUIRE CITY COUNCIL ACTION 4

CERTIFIED TRUE COPIES OF LOCAL ORDINANCES OR 5
RESOLUTIONS

APPROVED LEGISLATIVE MEASURES FOR SIGNATURE 6

OFFICIAL COMMUNICATIONS/ CORRESPONDENCE (FROM OUTSIDE 8
THE QUEZON CITY GOVERNMENT)

OFFICIAL COMMUNICATIONS/ CORRESPONDENCE (FROM OFFICES 9
WITHIN THE QUEZON CITY GOVERNMENT)

PERSONNEL RELATED TRANSACTIONS 10

PURCHASE REQUESTS FROM LEGISLATIVE OFFICES 11

OFFICE OF THE CITY ADMINISTRATOR

PROCESSING OF INCOMING CORRESPONDENCE COVERING 13
VARIOUS REQUESTS, COMPLAINTS AND PROPOSALS

IMPLEMENTATION OF PROJECTS UNDER THE BASIC EDUCATION 15
ENHANCEMENT PROGRAM (BEEP)

USAGE OF ELECTRONIC FLEET CARDS ON FUEL, LUBRICANTS AND 17
OTHER SERVICES CONSUMPTION

USAGE AND PAYMENTS OF UTILITIES (TELEPHONE LINES, WATER 18
AND ELECTRICITY CONNECTIONS)

QUEZON CITY BUS AUGMENTATION PROGRAM (CITY BUS) 19

PROGRAMS/PROJECTS/ACTIVITY COORDINATION AND 20
MONITORING

APPLICATION AND ISSUANCE OF QCITIZEN ID 22

NEW INSTALLATION OF STREETLIGHTS 23

REPAIRS AND MAINTENANCE OF EXISTING STREETLIGHTS 24

EVALUATION OF REQUESTS FOR MONETIZATION OF LEAVE 26
CREDITS

PROCESSING OF SELECTED FINANCIAL DOCUMENTS 27

TECHNICAL ASSISTANCE IN THE RATIONALIZATION OF QUEZON 29
CITY GOVERNMENT DEPARTMENTS/OFFICES

USAGE OF ELECTRONIC FLEET CARDS ON FUEL, LUBRICANTS AND 30
OTHER SERVICES CONSUMPTION

REQUESTS ON INSTALLATION OF UTILITIES (TELEPHONE LINES, 33
WATER AND ELECTRICITY CONNECTIONS)

AMORANTO SPORTS COMPLEX

USE OF SPORTS FACILITIES — TRACK AND FIELD OVAL ARENA AND 36
GRANDSTAND

USE OF SPORTS FACILITIES — TRACK AND FIELD OVAL 37

USE OF SPORTS FACILITIES — COVERED BASKETBALL COURT 38

USE OF SPORTS FACILITIES — WEIGHTLIFTING GYM 39
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BARANGAY AND COMMUNITY RELATIONS DEPARTMENT

PARTNERSHIP PROGRAM 41

COMMUNITY ASSISTANCE PROGRAM 42

SUPPORT AND ASSISTANCE FOR INCUMBENT AND FORMER 43
BARANGAY OFFICIALS

QUEZON CITY BOARD OF ASSESSMENT APPEALS

APPEAL FOR REASSESSMENT OF RPT COLLECTION AND OTHER 45
SPECIAL LEVIES

BUSINESS PERMITS AND LICENSING DEPARTMENT

APPLICATION OF NEW BUSINESSES 49

APPLICATION FOR RENEWAL OF BUSINESS PERMITS 51

BUSINESS PERMIT AMENDMENT 52

APPLICATION FOR A SPECIAL PERMIT 55

ISSUANCE OF AN OCCUPATIONAL PERMIT (WORK PERMIT) 56

ISSUANCE OF CERTIFICATION OR CERTIFIED TRUE COPY OF 57
BUSINESS PERMIT

CITY ACCOUNTING DEPARTMENT

PRE-AUDIT OF PAYROLL/S EMPLOYEES 60

DISBURSEMENT VOUCHER — PROCUREMENT OF GOOD, 62
INFRASTRUCTURE PROJECTS, AND CONSULTANCY SERVICES

PREPARATION OF BARANGAY FINANCIAL STATEMENT 64

ISSUANCE OF CERTIFICATION FOR TAXES WITHHELD 67

ISSUANCE OF CERTIFICATION FOR EMPLOYEES MANDATORY 68
DEDUCTIONS / CONTRIBUTION

VERIFICATION OF APPLICATION FOR REFUND OF RETENTION FEES 70
(GUARANTEE / SECURITY DEPOSITS PAYABLE)

CERTIFICATION OF OUTSTANDING CASH ADVANCE BALANCE 72

PREPARATION OF LIQUIDATION REPORT 73

ABSTRACT OF REVENUE 74

PROCESSING OF ACCOUNTANT’S ADVICE FOR LOCAL CHECK 75
DISBURSEMENT TRANSMITTED BY CASH DIVISION, CTO

CITY ARCHITECT DEPARTMENT

HIGHLY TECHNICAL PROJECTS — NEW PROJECTS 79

HIGHLY TECHNICAL — HOUSING PROJECTS 80

FURNITURE LAYOUT AND PURCHASE REQUEST 82

MASTER DEVELOPMENT PLANNING 83

EXTERNAL SERVICES 85

CITY ASSESSOR’S OFFICE

REQUEST FOR ISSUANCE OF NEW TAX DECLARATION 87

TRANSFER OF OWNERSHIP OF (LAND, BUILDING AND MACHINERY) 88
TO NEW OWNER ON THE BASIS OF NEW TITLE/S ISSUED

CONSOLIDATION/SUBDIVISION OR SEGREGATION OF 95
LOT/IMPROVEMENT OR BUILDING

CONSOLIDATION/SEGREGATION WITH TRANSFER OF REAL 95
PROPERTY

CONSOLIDATION OF OWNERSHIP OF REAL PROPERTY 95

APPRAISAL & ASSESSMENT OF NEW BUILDING/IMPROVEMENT 102

AND/OR MACHINERY




eaoo 2

& B
55 O
Ay 7

PILIPINAS

REQUEST FOR REASSESSMENT/RECLASSIFICATION 108

REQUEST FOR UPDATING OF ENTRIES/ANNOTATIONS 114

ANNOTATIONS (ANNOTATION OF WARRANT OF LEVY, LIEN, 120
MORTGAGE& OTHER ENCUMBRANCES)

CANCELLATION OF ASSESSMENT RECORDS (TOTAL DEMOLITION/ 127
CESSATION OR RETIREMENT OF MACHINERY OPERATION

CANCELLATION OF ASSESSMENT BASED ON CLOSURE/ 133
TERMINATION OF BUSINESS

DECLARATION OF NEW/UNDECLARED LAND (TITLED PROPERTY) 138

REQUEST FOR CERTIFIED TRUE COPY OF REAL PROPERTY 145
ASSESSMENT DOCUMENTS, TAXMAPPING INFORMATION AND
PROPERTY CERTIFICATION

CERTIFICATION OF ADJOINING LOT OWNERSHIP 147

CERTIFICATE OF PROPERTY LOCATION & VICINITY 149

ISSUANCE OF PROPERTY HOLDING CERTIFICATION (WITH 153
PROPERTY/NO PROPERTY) & CERTIFICATION OF NO
IMPROVEMENT (WITH IMPROVEMENT/NO IMPROVEMENT)

COUNTER VERIFICATION/ISSUANCE OF COMPUTER PRINT-OUT 157

ISSUANCE OF CERTIFIED TRUE COPY OF TAX DECLARATION 158

RECORDING, ROUTING AND MAILING OF OUTGOING 163
COMMUNICATIONS/CORRESPONDENCE

RECORDING AND ROUTING OF REGISTERED MAIL 164
CORRESPONDENCE

RECEIVING AND ROUTING OF HAND CARRIED 165
COMMUNICATIONS/CORRESPONDENCE

CITY BUDGET DEPARTMENT

PREPARATION AND GENERATION OF RELEASE OF ALLOTMENT 167

CERTIFICATION AS TO AVAILABILITY OF APPROPRIATION 168

PREPARATION OF ANNUAL/SUPPLEMENTAL BUDGET OF THE CITY 169

REVIEW OF ANNUAL/SUPPLEMENTAL BARANGAY BUDGET 170

CITY CIVIL REGISTRY DEPARTMENT

REGISTRATION OF REGULAR AND TIMELY CERTIFICATE OF LIVE 172
BIRTH

LATE REGISTRATION OF CERTIFICATE OF LIVE BIRTH 173

APPLICATION AND ISSUANCE OF MARRIAGE LICENSE 175

REGISTRATION OF MARRIAGE CERTIFICATE 178

LATE REGISTRATION OF MARRIAGE CERTIFICATE 179

REGISTRATION OF REGULAR AND TIMELY CERTIFICATE OF DEATH 181

LATE REGISTRATION OF CERTIFICATE OF DEATH 182

REQUEST FOR EXHUMATION PERMIT 184

BURIAL PROCESS 186

CREMATION PROCESS 190

REQUEST FOR ISSUANCE OF CERTIFIED TRUE COPY OF BIRTH 192
CERTIFICATES

REQUEST FOR ISSUANCE OF CERTIFIED TRUE COPY OF MARRIAGE 193
CERTIFICATES

REQUEST FOR ISSUANCE OF CERTIFIED TRUE COPY OF DEATH 195
CERTIFICATES

ADMISSION OF PATERNITY/R.A. 9255 (AN ACT ALLOWING 196

ILLEGITIMATE CHILDREN TO USE THE SURNAME OF THE
FATHER)
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LEGITIMATION WITH ADMISSION OF PATERNITY, LEGITIMATION 199
INCLUDING R.A. 9858 / SUPPLEMENTAL REPORT

R.A. 9048 — PETITION FOR CHANGE OF FIRST NAME (CFN) 201

R.A. 9048 - PETITION FOR CORRECTION OF CLERICAL OR 204
TYPOGRAPHICAL ERROR (CCE)

R.A. 10172 - CORRECTION IN THE ENTRY OF SEX, CORRECTION IN 206
THE ENTRY OF THE DAY AND/OR MONTH IN THE DATE OF BIRTH
(IN THE CERTIFICATE OF LIVE BIRTH)

CITY GENERAL SERVICES DEPARTMENT

ISSUANCE OF CERTIFICATE OF EMPLOYMENT 211

ISSUANCE OF OFFICE CLEARANCE 212

PREPARATION OF DISBURSEMENT VOUCHER — PROCUREMENT OF 213
GOODS, INFRASTRUCTURE, PROJECTS, AND CONSULTANCY
SERVICES

PROVISION / FAST TRACKING OF COPY/IES OF DOCUMENTS, 215
LETTERS AND OTHER FORMS OF CORRESPONDENCE

DISPOSAL OF VALUELESS RECORD 216

PROVISION OF ORIGINAL COPIES OF CITY-OWNED TCT'S 217

POSTING OF NOTICES, ADVISORIES AND BULLETINS AND 218
ISSUANCE OF CERTIFICATE OF POSTING

ISSUANCE OF GENERAL CLEARANCE 220

INVENTORY OF MOVABLE ASSETS 221

INSPECTION OF DELIVERIES OF GOODS AND SERVICES 222

RENEWAL OF REGISTRATION OF CITY-OWNED VEHICLES 223

RETURN / TURN-OVER OF UNSERVICEABLE PROPERTIES 225

DISPOSAL OF UNSERVICEABLE PROPERTIES AND WASTE 226
MATERIALS

PERMIT FOR LEAFLETTING / DISTRIBUTION OF FLIERS 227

ISSUANCE OF GATE PASS 228

JOB ORDER (REPAIRS) 229

REQUEST FOR VENUE (MEETINGS / SEMINAR / EVENTS) 230

REQUEST FOR LOGISTICS / MANPOWER ASSISTANCE (SOUND 232
SYSTEM/ TABLES/ CHAIRS/ ROSTRUM/ BACKDRAFT)

REQUEST FOR CLOSE CIRCUIT TELEVISION (CCTV) FOOTAGE 233

PROCESSING OF PURCHASE REQUEST (PR) / AGENCY 234
PROCUREMENT REQUEST (APR) / REQUISITION ISSUE SLIP (RIS)

RECEIVING OF GOODS / DELIVERIES 235

ISSUANCE OF COMMONLY USED SUPPLIES FROM CENTRALIZED 236
STOCKING THRU FUNDED REQUISITION AND ISSUE SLIP (RIS)

PROVISION OF COPY/IES OF REQUESTED CITY TITLES 237

INCOMING COMMUNICATION (QUERY / REQUEST OF DOCUMENTS) 238
ISSUES AND CASES RELATIVE TO FIXED ASSETS

DISPOSAL OF FIXED STRUCTURES OWNED BY QUEZON CITY 239
GOVERNMENT

FACILITATE THE ISSUANCE OF ASSIGNMENT FOR UTILIZATION 240

INVENTORY OF CITY OWNED LAND AND BUILDING 242

PROVISION OF TRANSPORT SUPPORT SERVICE 244

REPAIRS / MAINTENANCE OF CITY-OWNED MOTOR VEHICLE 245
(UNDER CGSD AND OTHER CITY OFFICES/DEPARTMENTS)

VEHICLE PRE-INSPECTION (LTO REGISTRATION) 246

CITY LEGAL DEPARTMENT

INVESTIGATION AND HEARING OF ADMINISTRATIVE COMPLAINTS 249

RENDERING LEGAL ADVICE 250
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ISSUANCE OF AFFIDAVIT OF CIRCUMSTANCES OF DEATH 251

RENDERING LEGAL OPINIONS AND LEGAL REPRESENTATION IN 252
COURT AND QUASI-JUDICIAL BODIES

ISSUANCE OF CERTIFICATION OF NO PENDING ADMINISTRATIVE 254
CASE

CITY PLANNING AND DEVELOPMENT DEPARTMENT

RECEIPT AND ENDORSEMENT OF INCOMING COMMUNICATIONS / 257
CORRESPONDENCE

SECURING OF STATISTICAL DATA 259

SPECIAL STUDIES/ RESEARCHES/ PROJECT PROPOSALS AND 261
EVALUATION

LAND / PROPERTY ACQUISITION PROGRAM 263

LOCATIONAL CLEARANCE FOR BUSINESS PERMIT: NEW @ QC 267
eServices

LOCATIONAL CLEARANCE FOR BUSINESS PERMIT: RENEWAL AND 269
COMPLIANCE @ QC eServices

LOCATIONAL CLEARANCE FOR BUSINESS PERMIT: WALK-IN 271
RENEWAL AND COMPLIANCE

LOCATIONAL CLEARANCE FOR BUILDING PERMIT/FOR NEW 272
(SIMPLE), RENOVATION AND INTERIOR RENOVATION - ONE
STOP SHOP (OSS)

LOCATIONAL CLEARANCE FOR BUILDING PERMIT: NEW (REGULAR), 275
RENOVATION, REPAIR, AND ADDITIONAL®@ BUILDING
REGULATION ONE-STOP-SHOP (BROSS)

LOCATIONAL CLEARANCE FOR BUILDING PERMIT: CELL SITE @ 279
BUILDING REGULATION ONE-STOP-SHOP (BROSS)

LOCATIONAL CLEARANCE FOR BUILDING PERMIT: SUBDIVISION 283
FOR COMMUNITY MORTGAGE PROGRAM (CMP) ON REGULAR
PROCESS

LOCATIONAL CLEARANCE FOR BUILDING PERMIT: CERTIFICATE OF 286
EXCEPTION (COE) ON REGULAR PROCESS

LOCATIONAL CLEARANCE FOR BUILDING PERMIT: FOR SPECIAL 289
USE PERMIT (SUP) ON REGULAR PROCESS

ZONING CERTIFICATE 292

DEVELOPMENT PERMIT FOR SUBDIVISION APPROVAL 293

CITY TREASURER’S OFFICE

PAYMENT OF TRANSFER TAX 297

PAYMENT OF CONTRACTORS TAX 298

PROPERTY TRANSFER APPLICATION PROGRAM (PTAP) 299

EVALUATION OF BUSINESS TAX 301

ASSESSMENT OF BUSINESS TAX 302

COLLECTION OF BUSINESS TAX 303

EXAMINATION OF BOOKS OF ACCOUNTS 304

ISSUANCE OF COMMUNITY TAX CERTIFICATE (INDIVIDUAL) 306

ISSUANCE OF COMMUNITY TAX CERTIFICATES (CORPORATION) 308

PAYMENT OF MISCELLANEOUS TAXES AND FEES 310

COLLECTION OF MARKET BUSINESS TAX AND OTHER FEES 317

SEALING OF WEIGHTS AND MEASURES 318

MARKET RAID 321

COLLECTION OF AMUSEMENT TAX 322

APPLICATION OF BUSINESS RETIREMENT CERTIFICATE 324

ISSUANCE OF REAL PROPERTY TAX CLEARANCE (WALK-IN) 326
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ONLINE APPLICATION OF REAL PROPERTY TAX CLEARANCE 328
ASSESSMENT AND BILLING OF REAL PROPERTY TAX 330
COLLECTION OF REAL PROPERTY TAX (WALK-IN) 333
ONLINE REAL PROPERTY TAX ASSESSMENT AND PAYMENT 333
ISSUANCE OF ACCOUNTABLE FORMS 335
REMITTANCE OF CASH COLLECTION 336
SECURING CERTIFICATE OF EMPLOYMENT 337
APPLICATION / RENEWAL OF FIDELITY BOND 338
RECEIVING INCOMING AND OUTGOING CORRESPONDENCE 339
CTO BRANCHES - EXTERNAL SERVICES
ASSESSMENT OF BUSINESS TAX 341
COLLECTION OF BUSINESS TAX 342
ISSUANCE OF COMMUNITY TAX CERTIFICATE (INDIVIDUAL) 342
ISSUANCE OF COMMUNITY TAX CERTIFICATES (CORPORATION) 344
PAYMENT OF MISCELLANEOUS TAXES AND FEES 346
COLLECTION OF MARKET BUSINESS TAX AND OTHER FEES 347
CITY VETERINARY DEPARTMENT
REDEMPTION OF IMPOUNDED ANIMALS 351
SURRENDER/PICK-UP OF ANIMALS 351
MEAT HANDLERS ID 352
MEAT TRANSPORT VEHICLE STICKER 352
VETERINARY CLEARANCE 353
VETERINARY HEALTH CERTIFICATE (SHIPPING PERMIT) 354
VACCINATION AND REGISTRATION 354
SPAY AND NEUTER 355
ADOPTION OF ANIMALS 355
MEAT INSPECTION (POST-ABATTOIR) 356
MEAT INSPECTION (ABATTOIR INSPECTION) 357
DEPARTMENT OF THE BUILDING OFFICIAL
ISSUANCE OF CONSTRUCTION PERMITS 358
ISSUANCE OF ELECTRICAL OR WIRING PERMITS WITH 367
CERTIFICATES OF FINAL ELECTRICAL INSPECTION
ISSUANCE OF CERTIFICATES OF FINAL ELECTRICAL INSPECTION 371
(CFE))
ISSUANCE OF STAND-ALONE MECHANICAL PERMITS 375
ISSUANCE OF ELECTRONICS PERMITS and/or ELECTRONICS 378
CERTIFICATE
ISSUANCE OF FINAL CERTIFICATES 382
ISSUANCE OF CONSTRUCTION PERMITS WITH FINAL CERTIFICATES 387
(FOR AS-BUILT/LEGALIZATION APPLICATIONS/PROJECTS)
ISSUANCE OF CERTIFICATES OF OPERATION/ USE (MACHINERIES 392
AND ACCELEROGRAPH)
ISSUANCE OF SIGN PERMIT 396
ISSUANCE OF EXCAVATION PERMIT 403
ISSUANCE OF CERTIFICATES OF ANNUAL INSPECTION 409
ISSUANCE OF GREEN BUILDING PRELIMINARY CERTIFICATES 412
ISSUANCE OF GREEN BUILDING FINAL CERTIFICATES 416
ISSUANCE OF CERTIFICATES OF RECORD 419
ADMINISTRATIVE SUMMARY PROCEEDNGS 420
ATTEND QUESTIONS / QUERIES / COMPLAINTS / CONCERNS 421




DEPARTMENT OF ENGINEERING

ASPHALT PATCHING 424
DECLOGGING/DESILTING, CRACK SEALING AND INSTALLATION OF 425
MANHOLE COVER AND REPAIR OF SIDEWALK/CURB AND
GUTTER/INLETS
ROAD REPAIR 425
BUILDING MAINTENANCE 426
DEMOLITION PERMIT 427
MECHANICAL PERMIT 428
ISSUANCE OF RENEWAL FOR ANNUAL MECHANICAL CERTIFICATE 429
TO OPERATE
MOTORPOOL DIVISION 431
EXCAVATION CLEARANCE PROCESSING 432
ELECTRICAL PERMIT 433
REQUEST FOR CERTIFICATE OF FINAL ELECTRICAL INSPECTION 434
(CFEI)
PREPARATION OF DETAILED ENGINEERING DOCUMENTS 435
INFRASTRUCTURE BILLING CYCLE 436
RECEIVING/RELEASINGOF VARIOUS COMMUNICATIONS, 438
COMPLAINTS, REQUESTS, BILLINGS, ETC.
ISSUANCE OF CERTIFIED PHOTOCOPIES 439
APPLICATION FOR EMPLOYMENT 440
APPLICATION FOR PROMOTION 441
APPLICATION FOR LEAVE OF ABSENCES 442
APPLICATION FOR RETIREMENT 442
APPLICATION FOR TERMINAL LEAVE 443
ISSUANCE OF CERTIFICATE OF EMPLOYMENT 444
ISSUANCE OF OFFICE CLEARANCE 445
REQUEST FOR CERTIFICATION OF LEAVE CREDITS 445
AUTHENTICATION OF PERSONNEL RECORDS 446
DEPARTMENT OF PUBLIC ORDER AND SAFETY
RECRUITMENT AND HIRING OF DPOS PERSONNEL 448
PROCESS IN THE RECOMMENDATION FOR PROMOTION AND 454
HIRING OF PLANTILLA PERSONNEL
RECEIVING OF ALL INCOMING DOCUMENTS 456
ISSUANCE OF CERTIFICATE OF EMPLOYMENT 457
ISSUANCE OF LEAVE CARDS 458
ISSUANCE OF OFFICE CLEARANCE (A) 459
ISSUANCE OF OFFICE CLEARANCE (B) 460
APPLICATION FOR LEAVE 461
PROCESSING OF PAYROLL OF DPOS EMPLOYEES 463
CERTIFICATE OF EMPLOYMENT (PERMANENT AND CONTRACTUAL) 464
LANDBANK ELECTRONIC SALARY LOAN (eSL) 465
REPLACEMENT OF DAMAGE LANDBANK ATM e-Card 466
REPLACEMENT OF LOST LANDBANK ATM e-Card 467
NEW LANDBANK ATM e-CARD FOR CONTRACT OF SERVICE (COS) 468
GOVERNMENT SERVICE INSURANCE SYSTEM (GSIS) DEATH CLAIM 469
AND SURVIVORSHIP
GOVERNMENT SERVICE INSURANCE SYSTEM (GSIS) APPLICATION 470

FOR RETIREMENT/SEPARATION/LIFE INSURANCE BENEFITS

10
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GOVERNMENT SERVICE INSURANCE SYSTEM (GSIS) MULTI- 471
PURPOSE, POLICY, COMPUTER LOAN

GASOLINE CONSUMPTION (FINANCE) 472

LOYALTY AND LONGEVITY 473

NOTICE OF SALARY ADJUSTMENT 476

CERTIFICATION OF EMPLOYMENT WITH COMPENSATION 477

OFFICE CLEARANCE 478

DPOS CLEARANCE FOR PRIVATE SECURITY GUARD 479

DPOS CLEARANCE FOR PRIVATE SECURITY AGENCY, TRAINING 480
CENTERS, DEALER OF AMMUNITION AND FIREARMS

DPOS CLEARANCE FOR RETAILER OF FIRECRACKERS 481

DPOS CLEARANCE FOR FIREWORKS DISPLAY PYROTECHNICS 482

DPOS CLEARANCE FOR FIRING RANGE 483

PROCEDURE IN THE CONDUCT OF CLEARING OPERATION 484

INSPECTION/VERIFICATION OF VARIOUS PUBLIC SAFETY AND 486
SECURITY RELATED COMPLAINTS

PROVISION OF SECURITY PERSONNEL TO DIFFERENT 488
GOVERNMENT FACILITIES TO ENSURE SECURITY AND SAFETY

ISSUANCE OF CCTV CLEARANCE FOR THE IMPLEMENTATION OF 489
QC ORD. NO. SP-2965, S-2018

ENFORCEMENT AND IMPLEMENTATION OF ORDINANCES 490
PERTAINING TO HEALTH PROTOCOLS

FILING OF PROTEST 491

PAYMENT OF OVR TICKETS 492

MONITORING/INSPECTION OF DISTRIBUTED ELECTRIC TRICYCLES 493

REGISTRATION OF BICYCLES AND OTHER ACTIVE MODE OF 494
TRANSPORTATION

MONITORING AND INSPECTION OF BIKE LANE PHASE 1 495

DAILY DEPLOYMENT OF BIKE PATROLS TO THEIR AREA OF 496
RESPONSIBILITY

CONDUCT VERIFICATION, INSPECTION AND OPERATION OF 497
COMPLAINTS/ REQUEST ALONG BIKE LANE PHASE 1

PROVIDES “LIBRENG SAKAY” TO TAX PAYERS AND QUEZON CITY 499
HALL EMPLOYEES

CONDUCT INSPECTION/PREPARATION FOR PRE-DEMOLITION/ 501
DISMANTLING OF ILLEGAL STRUCTURE

CONDUCT OF CLEARING OPERATION 502

OFFICE OF THE SCHOOLS DIVISION SUPERINTENDENT

PROCESSING OF DISBURSEMENT VOUCHERS (DV) 506

PRE-AUDIT AND RECORDING OF LIQUIDATION REPORTS FROM 507
ACCOUNTABLE OFFICERS

CONSOLIDATION OF FINANCIAL REPORTS FROM IMPLEMENTING 509
UNITS

PROCESSING OF VARIOUS CLAIMS AND BENEFITS 511

FUND REQUEST 513

ISSUANCE OF OFFICIAL RECEIPT 515

LDDAP-ADA/CHECK PAYMENT 516

PETTY CASH 521

ENROLMENT AT THE DEPED-ALTERNATIVE LEARNING SYSTEM 522

ISSUANCE OF ALS PASSERS CERTIFICATION 523

A & E TEST REGISTRATION 523

ACCESS TO LRMDS PORTAL 524

11
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BORROWING PROCEDURES FOR BOOKS AND OTHER MATERIALS 527
OVER NIGHT
SUBMISSION OF EMPLOYMENT APPLICATION (NON-TEACHING 528
RELATED)
APPLICATION FOR ERF (EQUIVALENT RECORD FORM) 530
APPLICATION FOR LEAVE 533
APPLICATION FOR RETIREMENT 537
FOREIGN TRAVEL AUTHORITY REQUEST ON OFFICIAL TIME OR 539
OFFICIAL BUSINESS
ISSUANCE OF CERTIFICATE OF EMPLOYMENT 542
ISSUANCE OF SERVICE RECORD 543
PROCESSING OF APPOINTMENT (ORIGINAL, REEMPLOYMENT, 545
REAPPOINTMENT, PROMOTION AND TRANSFER)
PROCESSING OF TERMINAL LEAVE BENEFITS 548
REQUEST FOR CORRECTION OF NAME AND CHANGE OF STATUS 551
SUBMISSION OF EMPLOYMENT APPLICATION (TEACHING RELATED) 552
APPLICATION FOR ERF (EQUIVALENT RECORD FORM) 553
APPLICATION FOR LEAVE 555
APPLICATION FOR RETIREMENT 559
FOREIGN TRAVEL AUTHORITY REQUEST ON OFFICIAL TIME OR 562
OFFICIAL BUSINESS
PROCESSING OF APPOINTMENT (ORIGINAL, REEMPLOYMENT, 564
REAPPOINTMENT, PROMOTION AND TRANSFER)
REQUEST FOR CORRECTION OF NAME AND CHANGE OF STATUS 567
ISSUANCE OF SERVICE RECORD 569
ISSUANCE OF CERTIFICATE OF EMPLOYMENT 571
PROCESSING OF TERMINAL LEAVE BENEFITS 573
APPLICATION FOR RESIGNATION 576
USER ACCOUNT MANAGEMENT FOR CENTRALLY MANAGED 578
SYSTEMS
TROUBLESHOOTING OF COMPUTER REPAIRS AND MAINTENANCE 580
SMART 5G LOADING 583
GLOBE SIM CARD, SMART SIM CARD & SMART POCKET WI-FI- 585
ISSUES
UPLOADING OF PUBLICATIONS 587
EVENTS/WEBINARS SUPPORT 588
GSIS MEMBERSHIP
GUIDELINES ON CREATION/BUILD-UP OF GSIS BUSINESS PARTNER 590
(BP) NUMBERS FOR NEW MEMBERS
RE-BUILDING-UP AND/OR ACTIVATION OF INACTIVE STATUS 591
TRANSFER OF OFFICE CODE AND/OR AGENCY 593
FOR CHANGE OF NAME AND STATUS DUE TO MARRIAGE 595
FOR REVERSION TO MAIDEN NAME 596
FOR CORRECTION OF NAME & DATE OF BIRTH, IF RECORD IN 598
THE DIVISION OFFICE IS NOT CORRECT
FOR CORRECTION OF NAME AND/OR DATE OF BIRTH DUE TO 600
TYPOGRAPHICAL ERROR IN THE GSIS DATABASE
FOR CHANGE OF MAILING ADDRESS, CELLPHONE NUMBER, 601
EMAIL ADDRESS
FOR UPDATING OF REMITTANCE 603
MULTI-PURPOSE LOAN, POLICY LOAN, EMERGENCY LOAN & 604
COMPUTER LOAN
GFAL / TOP-UP APPLICATIONS 606

12
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LANDBANK LOANS

MUST BE ENROLLED IN LBP IACCESS/LBP MOBILE APP 608
PRIVATE LENDING INSTITUTIONS (PLI'S) LOANS
CITIBANK, EASTWEAST BANK, BDO ETC. 609
PAG IBIG LOANS 611
PROVIDENT LOANS 612
AUTOMATIC PAYROLL DEDUCTION SYSTEM (PRIVATE LENDING 614
INSTITUTIONS)
MANUAL BILLINGS (GSIS, PLI AND PAG-IBIG) 616
SUPPLEMENTARY PAYROLL 619
SPECIAL PAYROLL FOR LOCAL ALLOWANCES 622
DIVISION CLEARANCE 626
SUBMISSION OF REQUEST FOR QUOTATION 630
INVITATION TO BID 632
DIVISION CLEARANCE/ PROPERTY CLEARANCE 634
REQUISITION OF SUPPLIES AND EQUIPMENT 637
REQUEST FOR INSPECTION OF UNSERVICEABLE PROPERTIES 639
ISSUANCE OF REQUESTED DOCUMENTS (NON- CERTIFIED TRUE 641
COPY)
ISSUANCE OF REQUESTED DOCUMENTS (CERTIFIED TRUE COPY 642
AND PHOTOCOPY OF DOCUMENTS)
CERTIFICATION, AUTHENTICATION, VERIFICATION OF 644
RECONSTRUCTED DIPLOMA AND ACADEMIC SCHOOL RECORDS
RECEIVING AND RELEASING OF INCOMING AND OUTGOING 647
COMMUNICATION
HUMAN RESOURCE DEVELOPMENT 650
PLANNING UNIT- REQUEST FOR BASIC EDUCATION DATA 651
(EXTERNAL STAKEHOLDER)
RESEARCH UNIT- REQUEST FOR PERMIT TO CONDUCT STUDY 653
RESEARCH UNIT- REQUEST FOR REVIEW AND APPROVAL OF NON- 654
BERF RESEARCH AND INNOVATION PROPOSALS
RESEARCH UNIT- REQUEST FOR ISSUANCE OF CERTIFICATE OF 656
COMPLETION FOR THE COMPLETED NON-BERF RESEARCH AND
INNOVATION
SCHOOL MANAGEMENT, MONITORING AND EVALUATION 658
SOCIAL MOBILIZATION AND NETWORKING SECTION 662
MEDICAL SECTION 664
DENTAL SECTION 667
EDUCATION FACILITIES SECTION 670
CLIMATE CHANGE AND ENVIRONMENTAL SUSTAINABILITY
DEPARTMENT
GENERAL INQUIRIES, REQUESTS FOR MEETINGS AND 672
ORIENTATIONS AND OTHER COMMUNICATIONS
HOUSING, COMMUNITY DEVELOPMENT AND RESETTLEMENT
DEPARTMENT
SOCIALIZED HOUSING UNIT AND SOCIALIZED CONDOMINIUM UNIT 675
ISSUANCE OF CLEARANCE FOR ELECTRIFICATION PROGRAM 677

(CLEARANCE FOR SOCIALIZED HOUSING BASIC UTILITIES
SERVICE)

13
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ISSUANCE OF CLEARANCE FOR WATER CONNECTION PROGRAM 679
(CLEARANCE FOR SOCIALIZED HOUSING BASIC UTILITIES
SERVICE)
LOT ACQUISITION THROUGH THE COMMUNITY MORTGAGE 681
PROGRAM
DIRECT PURCHASE OF LAND FOR DISTRIBUTION TO INFORMAL 684
SETTLER FAMILIES/ACTUAL OCCUPANTS
RENTAL HOUSING PROGRAM 687
DIRECT-SALE PROGRAM 689
ACCREDITATION OF COMMUNITY MORTGAGE PROGRAM (CMP) 691
MOBILIZERS / ORIGINATORS
BENEFICIARY/IES ACCOUNTS SERVICES AND MANAGEMENT — 693
AMORIZATION PAYMENT
BENEFICIARY/IES ACCOUNTS SERVICES AND MANAGEMENT — 694
ISSUANCE OF CERTIFICATE OF FULL PAYMENT
BENEFICIARY/IES ACCOUNTS SERVICES AND MANAGEMENT — 695
REQUEST FOR INDIVIDUAL ACCOUNT BALANCES / STATEMENT
OF ACCOUNT
CENSUS-SURVEY OF QUEZON CITY INFORMAL SETTLERS AND 695
POTENTIAL BENEFICIARIES -REQUEST FOR CENSUS-SURVEY/
VALIDATION
CENSUS-SURVEY OF QUEZON CITY INFORMAL SETTLERS AND 697
POTENTIAL BENEFICIARIES -REQUEST FOR STRUCTURAL
MAPPING
CENSUS-SURVEY OF QUEZON CITY INFORMAL SETTLERS AND 699
POTENTIAL BENEFICIARIES -REQUEST FOR ISSUANCE OF
CENSUS MASTERLIST —(ASSOCIATION/INSTITUTIONS/
LANDOWNER(S)/GOVERNMENT)
CENSUS-SURVEY OF QUEZON CITY INFORMAL SETTLERS AND 700
POTENTIAL BENEFICIARIES —-REQUEST FOR ISSUANCE OF
INDIVIDUAL CENSUS CERTIFICATE
ISSUANCE OF CLEARANCE / CERTIFICATION FOR TAX EXEMPTION 701
PURPOSES OF LOTS INVOLVING SOCIALIZED
HOUSING/OCCUPIED BY INFORMAL SETTLER FAMILIES (ISF) —
SUBJECT PROPERTY IS ALREADY IDENTIFIED AS FULLY
OCCUPIED BY INFORMAL SETTLERS
ISSUANCE OF CLEARANCE / CERTIFICATION FOR TAX EXEMPTION 702
PURPOSES OF LOTS INVOLVING SOCIALIZED
HOUSING/OCCUPIED BY INFORMAL SETTLER FAMILIES (ISF)-
SUBJECT PROPERTY NEEDS SITE INSPECTION/ VERIFICATION
PROVIDE ASSISTANCE TO COMMUNITY ASSOCIATIONS/INDIVIDUAL, 704
LANDOWNER OR OTHER SECTORS OF SOCIETY / GOVERNMENT
INSTITUTIONS IN ACCORDANCE WITH R.A. 7279
RECEIVE COMPLAINTS/REPORTS AND PROVIDE APPROPRIATE 705
ACTION IN ACCORDANCE WITH IRR PURSUANT TO ORDINANCE
NO. SP-2444-SERIES OF 2015 AND LOCAL GOVERNMENT CODE
OF 1991.
RELOCATION AND RESETTLEMENT PROGRAM 706
ACCEPTING APPLICATIONS FOR AVAILABLE POSITIONS 708
ACCEPTING APPLICATIONS FOR LEAVE 710
ACCEPTING APPLICATIONS FOR RETIREMENT 711
ACCEPTING APPLICATIONS FOR TERMINAL LEAVE 712
ISSUANCE OF CERTIFICATIONS NEEDED BY EMPLOYEES 713
ISSUANCE OF FORMS 714
RELEASE COPY OR CERTIFIED TRUE COPY OF DOCUMENT/S 715
SUPPORT WORKFORCE BY PROVIDING AVAILABLE SUPPLIES 716
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HUMAN RESOURCES MANAGEMENT DEPARTMENT

PAYROLL PREPARATION (REGULAR PAYROLL) 719

PAYROLL PREPARATION FOR COS AND PERMANENT FOR 720
BENEFITS/ BENEFITS

PAYROLL PREPARATION (FIRST SALARY/SALARY DIFFERENTIAL) 720
SPECIAL PAYROLL

PAYROLL PREPARATION (LONGEVITY AND LOYALTY BENEFITS) 721
SPECIAL PAYROLL

PAYROLL PREPARATION FOR RATA 722

PREPARATION FOR CONTRACTUAL AND PERMANENT TAX WITHELD 722
(ITR)

PAYROLL PREPARATION TO PROCESS VOUCHERS FOR THE 723
FOLLOWING CONCERNED OFFICES

LOAN DEDUCTION AND DELETION (FOR PERMANENT EMPLOYEES 724
ONLY)

PROCESSING OF LEAVE APPLICATION FOR VACATION LEAVE/SICK 725
LEAVE

PROCESSING OF LEAVE APPLICATION FOR TRAVEL ABROAD 726

PROCESSING OF LEAVE APPLICATION FOR 50% MONETIZATION OF 727
LEAVE CREDITS

PROCESSING OF LEAVE APPLICATION FOR TERMINAL LEAVE 728

PROCESSING OF LEAVE APPLICATION FOR: REHABILITATION 729
LEAVE, MAGNA CARTA FOR WOMEN (RA 9710) AND MATERNITY
LEAVE AND PATERNITY LEAVE

PROCESS FOR APPLICATION FOR RETIREMENT 730

GSIS LOAN APPLICATION VIA ELECTRONIC ONLINE 731

HIRING / PROMOTION OF PLANTILLA PERSONNEL 732

RENEWAL OF CONSULTANCY/ CONTRACT OF SERVICE (COS) 735
UNDER EXECUTIVE BRANCH AND DIVISION OF CITY SCHOOLS
(SEF FUNDED)

ISSUANCE AND RENEWAL OF CONSULTANCY CONTRACTS/ 736
CONTRACT OF SERVICE (COS)/JOB ORDER CONTRACT UNDER
THE LEGISLATIVE BRANCH

JOB APPLICATION 737

ISSUANCE OF AUTHORITY TO TRANSFER 738

CHANGE OF NAME AND MARITAL STATUS 739

ISSUANCE OF NOTICE OF TERMINATION / ORDER OF SEPARATION 740

ISSUANCE OF ACCEPTANCE OF RESIGNATION 741

ISSUANCE OF SERVICE RECORD / CERTIFICATE OF EMPLOYMENT 742
(COE)

PREPARATION OF NOSA 743

UPDATE FOR TAX EXEMPTION / ISSUANCE OF TIN NUMBER 743

REQUEST FOR ATTENDANCE IN SEMINAR/TRAINING (OFFICIAL 744
BUSINESS / OFFICIAL TIME)

REQUEST FOR AUTHORITY TO CONDUCT TRAINING 745

APPLICATION FOR ON-THE-JOB TRAINING (OJT) 746

REQUEST FOR ISSUANCE OF ID 747

REQUEST FOR OFFICIAL TRAVEL AUTHORITY 747

REQUEST FOR LANDBANK ATM 748

INTERNAL AUDIT SERVICE

COMPLIANCE AUDIT 750

MANAGEMENT AUDIT 752
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OPERATIONS AUDIT 754

INVESTMENT AFFAIRS OFFICE

PROCESS FOR UNSOLICITED PROPOSAL 758

PROCESS FOR SOLICITED PROPOSAL 760

QC KABAHAGI CENTER FOR CHILDREN WITH DISABILITIES

QUEZON CITY UNIFIED ID PROCESSING 764

PERSONS WITH DISABILITY REGISTRATION (CHILDREN WITH 765
DISABILITIES)

THERAPY AND REHABILITATION SERVICES FOR CHILDREN WITH 766
DISABILITIES

ASSISTANCE FOR EMPLOYMENT, LIVELIHOOD, EDUCATION AND 768
OTHER MEDICAL SERVICES

SERVICE-LEARNING AFFILIATION 769

ISSUANCE OF RECORDS 770

LOCAL ECONOMIC INVESTMENT PROMOTIONS OFFICE

OPERATIONS 773

PROMOTIONS AND MARKETING 773

SUPPORT SERVICES 773

MARKET DEVELOPMENT AND ADMINISTRATION
DEPARTMENT

PROCESSING OF NEW BUSINESS PERMITS 774

RENEWAL OF BUSINESS PERMITS 776

REGISTRATION OF STREET VENDORS IN DESIGNATED TEMPORARY 778
VENDING SITES

PROCESSING OF HAWKERS PERMIT 779

PROCESSING OF NEW STALL AWARD 781

RENEWAL OF STALL AWARDS / CONTRACT OF LEASE 782

PROCESSING OF STALL AWARD FOR TRANSFER AND SUCCESSION 784

ISSUANCE OF ORDER OF PAYMENT FOR MARKET RENTAL FEES 786

ISSUANCE OF MARKET CERTIFICATION 786

ISSUANCE OF CERTIFIED TRUE COPY OF BUSINESS PERMIT AND 787
MARKET STALL AWARD

ISSUANCE OF PERMIT TO REPAIR/CONSTRUCT STALLS 788

NOVALICHES DISTRICT HOSPITAL

INTERIM SERVICE PROCESSES DURING COVID-19 PANDEMIC

NDH SATELLITE CLINIC CONSULTATION PROCESS 792

NDH RT-PCR SWABBING PROCESS 794

OUT-PATIENT DEPARTMENT ONLINE CONSULTATION PROCESS 795

OUT-PATIENT DEPARTMENT FACE-TO-FACE CONSULTATION 797
PROCESS

ENROLMENT OF ADMITTED COVID-19 RELATED PATIENT TO POINT 798
OF SERVICE

ENROLMENT OF ADMITTED COVID-19 RELATED PATIENT TO POINT 800
OF SERVICE

PROCESS FOR DISCHARGE ASSISTANCE OF COVID-19 RELATED 801
PATIENTS WITHOUT RELATIVE

COORDINATION FOR HOME CONDUCTION OF PATIENTS FOR 802

DISCHARGE
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PHYSICAL THERAPY TELEREHAB PROCESS 803

PHYSIATRIST TELECONSULTATION PROCESS 804

EMERGENCY ROOM REGISTRATION PROCESS 805

ADMISSION PROCESS 806

STATEMENT OF ACCOUNT PROCESS 807

PHILHEALTH PROCESSING 808

PAYMENT PROCESS 810

DENTAL CONSULTATION PROCESS 811

LABORATORY EXAMINATION PROCESS 813

BIRTH CERTIFICATE REGISTRATION PROCESS 817

RELEASE OF HOSPITAL DOCUMENTS PROCESS 818

RETRIEVAL OF PATIENT'S OLD CHART PROCESS 820

RETRIEVAL OF PATIENT'S OLD CHART PROCESS (WITHOUT 820
HOSPITAL CARD)

PURCHASING MEDICINES PROCESS 822

RADIOLOGY EXAMINATIONS PROCESS 823

CONSULTATION TO PHYSIATRIST AND PROVISION OF TREATMENT 827
PROGRAM PROCESS

PHYSIATRIST TREATMENT PROCESS 829

MEDICAL SOCIAL SERVICE ASSISTANCE PROCESS 830

BLOOD TRANSFUSION ASSISTANCE PROCESS 831

ASSISTANCE ON DISCOUNT AT EMERGENCY ROOM AND OUT- 832
PATIENT DEPARTMENT SERVICES PROCESS

PROCESS FOR MALASAKIT OR DOH MAIP ASSISTANCE 833

ASSISTANCE FROM POS (POINT OF SERVICE) PHILHEALTH 834
PROCESS

KANGAROO-MOTHER CARE PROCESS 835

SCREENING TEST FOR NEWBORN 836

SATELLITE CONSULTATION PROCESS 837

EMERGENCY ROOM CONSULTATION PROCESS 839

ADMISSION PROCESS 840

OFFICE FOR SENIOR CITIZENS AFFAIRS

PROCESSING OF SENIOR CITIZEN'S ID WITH ONLINE QCITIZEN- 843
CARD REGISTRATION

REPLACEMENT OF SENIOR CITIZEN'S QCITIZEN ID/ OSCA CARD 845

ISSUANCE OF BOOKLETS FOR MEDICINE, DTI (GROCERY) AND 847
FREE MOVIES

ISSUING RECORD CERTIFICATION FOR OTHER OFFICE 847
TRANSACTIONS

APPLICATION FOR DSWD’S SOCIAL PENSION FOR INDIGENT 848
SENIOR CITIZENS

QUEZON CITY LIVING CENTENARIAN RECOGNITION, AWARD AND 849
BENEFITS

D.B.W.A. FOR THE RELATIVE OF THE DECEASED SENIOR CITIZENS 850
OF QUEZON CITY

OFFICE OF THE SECRETARY TO THE SANGGUNIANG
PANLUNGSOD

ISSUANCE OF CERTIFICATION OF SUBDIVISION PLAN, DEEDS OF 854
DONATIONS AND OTHER RECORDS ON FILE

CERTIFICATION PROCEDURE OF LEGISLATIVE MEASURE 857

DOCUMENTS OF THE QUEZON CITY COUNCIL
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ISSUANCE OF CERTIFICATE OF APPEARANCE 860
PARKS DEVELOPMENT AND ADMINISTRATION DEPARTMENT
REPAIR AND MAINTENANCE OF PARKS AND PLAYGROUND 862
DEVELOPMENT OF OPEN SPACES INTENDED FOR PARKS AND 863
PLAYGROUND/ REHABILITATION OF EXISTING PARKS AND
PLAYGROUND
GREENING SERVICES 866
PUBLIC AFFAIRS AND INFORMATION SERVICES
DEPARTMENT
REQUEST FOR COVERAGE, PHOTOS, VIDEO CLIPS, NEWSPAPER 871
CLIPPINGS, NEWS LETTER MATERIALS, IEC MATERIALS,
BROADCAST MONITORING, SOCIAL MEDIA POSTING AND WEB
POSTING.
REQUEST FOR EDITORIAL SERVICES (CONTENT CREATION) 872
REQUEST FOR SERVICE REFERRALS 872
COMPLAINTS 873
PEOPLE’S LAW ENFORCEMENT BOARD
PEOPLE’S LAW ENFORCEMENT BOARD (PLEB), CITIZEN'S 876
COMPLAINT
PEOPLE’S LAW ENFORCEMENT BOARD (PLEB) CLEARANCE 880
PROCUREMENT DEPARTMENT
PROCUREMENT OF GOODS AND SERVICES
RECEIPT OF PURCHASE REQUEST FOR GOODS AND SERVICES 881
RECEIPT OF PROJECT PROCUREMENT MANAGEMENT PLAN FOR 882
GOODS AND SERVICES
PUBLIC BIDDING ACTIVITIES 883
ALTERNATIVE MODE PROCUREMENT 885
BID/ POST EVALUATION AND POST-QUALIFICATION 886
DOCUMENTATION AND ISSUANCE OF NOTICE OF AWARD, 887
PURCHASE ORDER / CONTRACT AND NOTICE TO PROCEED
PROCUREMENT OF INFRASTRUCTURE PROJECTS
RECEIPT OF REQUEST FOR INFRASTRUCTURE PROJECTS 888
PUBLIC BIDDING ACTIVITIES 889
ALTERNATIVE MODE PROCUREMENT 892
BID/ POST EVALUATION AND POST-QUALIFICATION 893
DOCUMENTATION AND ISSUANCE OF NOTICE OF AWARD, 893
PURCHASE ORDER / CONTRACT AND NOTICE TO PROCEED
PROCUREMENT OF CONSULTANCY SERVICES
RECEIPT OF REQUEST FOR CONSULTANCY SERVICES 895
PUBLIC BIDDING ACTIVITIES 896
ELIGIBILITY, BID EVALUATION AND POST EVALUATION 898
DOCUMENTATION AND ISSUANCE OF NOTICE OF AWARD, 899
PURCHASE ORDER / CONTRACT AND NOTICE TO PROCEED
PUBLIC EMPLOYMENT SERVICES OFFICE
EMPLOYMENT FACILITATION 901
EMPLOYER'S ACCREDITATION 902
WORKERS HIRING FOR INFRASTRUCTURE PROJECTS (WHIP) 903
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KASAMBAHAY PROGRAM 904
CALL CENTER TRAINING PROGRAM 905
MIGRANT/ OVERSEAS FILIPINO PROGRAM 906
JOBSTART PHILIPPINES PROGRAM 907
SPECIAL PROGRAM FOR THE EMPLOYMENT OF STUDENTS AND 908
OUT-OF-SCHOOL YOUTH (SPES)
GOVERNMENT INTERNSHIP PROGRAM (GIP) 909
TULOY PANGHANAPBUHAY PARA SA ATING DISADVANTAGED 910
WORKERS
DOLE INTEGRATED LIVELIHOOD PROGRAM 911
QUEZON CITY TRIPARTITE INDUSTRIAL PEACE COUNCIL 912
QUEZON CITY DISASTER RISK REDUCTION AND
MANAGEMENT OFFICE
ADMINISTRATIVE AND TRAINING SECTION SERVICES 914
RESEARCH AND PLANNING SECTION SERVICES
REQUEST FOR DRRM-RELATED DATA AND/OR MATERIALS 915
REQUEST FOR INTERVIEW OR STUDY TOUR 917
REVIEW AND APPROVAL OF THE BARANGAY DISASTER RISK 919
REDUCTION AND MANAGEMENT PLAN (BDRRMP)
OPERATIONS AND WARNING SECTION SERVICES
REQUEST FOR EMERGENCY MEDICAL SERVICES (EMS) AND 921
SEARCH AND RESCUE (SAR)
REQUEST FOR AMBULANCE TRANSFER/ STAND BY 922
REQUEST FOR CCTV FOOTAGES 923
REQUEST FOR AMBULANCE CONDUCTION TRANSFER 924
REQUEST FOR INSPECTION OF HAZARD AND NON-HAZARD AREAS 925
EDUCATION AFFAIRS UNIT
PROVISION OF FINANCIAL ASSISTANCE TO QUEZON CITY PUBLIC 927
SCHOOL STUDENTS’ PARTICIPATION IN REGIONAL, NATIONAL,
AND INTERNATIONAL COMPETITIONS
PROVISION OF CASH INCENTIVES TO PUBLIC SCHOOL STUDENTS 928
REPRESENTING QUEZON CITY FOR OUTSTANDING
PERFORMANCE IN COMPETITIONS.
PROVISION OF SCHOOL SAFETY SEALS FOR FACE TO FACE 929
CLASSES
QUEZON CITY HEALTH DEPARTMENT
ISSUANCE OF HEALTH CERTIFICATES FOR NEW APPLICANTS WHO 933
WILL AVAIL OF THE LABORATORY SERVICES FROM ANY QCHD
CLINICAL / IN-HOUSE LABORATORY THROUGH THE QUEZON
CITY ONLINE REGISTRATION
ISSUANCE OF HEALTH CERTIFICATES FOR NEW APPLICANTS WHO 936
WILL AVAIL OF THE LABORATORY SERVICES FROM AN
EXTERNAL LABORATORY THROUGH THE QUEZON CITY ONLINE
REGISTRATION
ISSUANCE OF HEALTH CERTIFICATES FOR RENEWAL APPLICANTS 939

WHO WILL AVAIL OF THE LABORATORY SERVICES FROM ANY
QCHD CLINICAL / IN-HOUSE LABORATORY THROUGH THE
QUEZON CITY ONLINE REGISTRATION
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ISSUANCE OF HEALTH CERTIFICATES FOR RENEWAL APPLICANTS 942
WHO WILL AVAIL OF THE LABORATORY SERVICES FROM AN
EXTERNAL LABORATORY THROUGH THE QUEZON CITY ONLINE
REGISTRATION
ISSUANCE OF HEALTH CERTIFICATES FOR RENEWAL APPLICANTS 945
WHO WILL AVAIL OF THE LABORATORY SERVICES FROM ANY
QCHD CLINICAL / IN — HOUSE LABORATORY VIA WALK — IN
APPLICATION
ISSUANCE OF HEALTH CERTIFICATES FOR RENEWAL APPLICANTS 947
WHO WILL AVAIL OF THE LABORATORY SERVICES FROM AN
EXTERNAL LABORATORY VIA WALK — IN APPLICATION
ISSUANCE OF HEALTH CERTIFICATES (NEW AND RENEWAL BULK 949
APPLICATION)
ISSUANCE OF YELLOW HEALTH CERTIFICATES FOR NEW AND 953
RENEWAL APPLICANTS WHO WILL AVAIL OF THE LABORATORY
SERVICES FROM ANY QCHD CLINICAL LABORATORY
ISSUANCE OF YELLOW HEALTH CERTIFICATES FOR NEW AND 957
RENEWAL APPLICANTS WHO WILL AVAIL OF THE LABORATORY
SERVICES FROM AN EXTERNAL LABORATORY
ISSUANCE OF YELLOW HEALTH CERTIFICATES FOR NEW OR 960
RENEWAL BULK APPLICANTS
ISSUANCE OF PROVISIONAL SANITARY PERMIT (FOR NEW 965
BUSINESS PERMIT APPLICATION)
ISSUANCE OF NEW & RENEWAL SANITARY PERMIT VIA QUEZON 966
CITY ONLINE REGISTRATION
ISSUANCE OF NEW & RENEWAL SANITARY PERMIT VIA WALK-IN 969
APPLICATION
ISSUANCE OF HEALTH OCCUPANCY PERMIT 972
ISSUANCE OF CERTIFICATE OF POTABILITY 973
ISSUANCE OF DEATH CERTIFICATE 975
MEDICAL CONSULTATION 979
ISSUANCE OF PRE-MARRIAGE COUNSELING CERTIFICATES 981
INFORMATION TECHNOLOGY AND DEVELOPMENT
DEPARTMENT
MONITORING OF IN-HOUSED PRODUCTION DATABASES 985
PROVIDE BACKUP MEASURES AND SECURITY OF IN-HOUSED 986
PRODUCTION DATABASES
CREATION OF USER ACCOUNT FOR IN-HOUSE DEVELOPED 987
APPLICATION USERS
CONTROL OF DATA SERVICES IN CONFORMITY WITH THE DATA 988
PRIVACY ACT
TECHNICAL ASSISTANCE AND SUPPORT 989
JOB SERVICE (OCULAR, INQUIRY) 990
JOB SERVICE (WITH REPAIR) 991
INTERNET ACCESS COMMISSIONING 992
QC DATA NETWORK ACCESS 993
DATA NETWORK SERVICES (CABLE INSTALLATION, LINE CHECK) 994
INSPECTION OF IT EQUIPMENT AND PERIPHERALS DELIVERY 995
BASED ON P.O. OR CONTRACT
IT EQUIPMENT AND SOFTWARE RECOMMENDATION 996
MAINTENANCE OF IT EQUIPMENT 997
APPLICATION SYSTEMS DESIGN AND DEVELOPMENT 998
APPLICATION SYSTEMS DEPLOYMENT 999
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APPLICATION SYSTEMS SUPPORT 999
FORMULATION OF THE INFORMATION SYSTEM STRATEGIC 1000
PLANNING (ISSP)
REVIEW OF IT RELATED PROPOSALS 1001
PROJECT PROPOSAL VIA EMAIL 1002
QUEZON CITY GENERAL HOSPITAL
PREPARATION OF FINANCIAL STATEMENTS 1005
PREPARATION OF PAYROLL 1006
PROCESSING OF PURCHASE REQUEST, PURCHASE ORDER AND 1007
DISBURSEMENT VOUCHER
PREPARATION OF REMITTANCE REPORT 1009
RECORDS PROCESS 1011
REGISTRATION FOR ER CONSULTATION 1012
REGISTRATION FOR ADMISSION 1013
FOR PRE-ANESTHETIC RISK STRATIFICATION AND EVALUATION/ 1015
PARES CLINIC
ELECTIVE/ SEMIURGENT PROCEDURES 1016
EMERGENCY 1018
BAHAY KALINGA
HIV TESTING 1020
ENROLLMENT TO ANTIRETROVIRAL THERAPY 1023
REQUEST FOR PHILHEALTH BENEFITS ELIGIBILITY FORM (PBEF) 1025
PREPARATION OF HOSPITAL BILL 1028
SUBMISSION OF PHILHEALTH CLAIM FORM 2 (CF2) 1029
COLLECTION OF PAYMENTS (OPD & ER CLIENTS) 1031
COLLECTION OF PAYMENTS (ADMITTED CLIENTS) 1032
ISSUANCE OF CHECKS 1033
PAYMENT TO DOCTORS 1035
PREPARATION OF REPORTS 1036
DENTAL CHECK-UP/CONSULTATION 1037
ORAL PROPHYLAXIS 1039
TOOTH EXTRACTION 1040
TOOTH RESTORATION 1042
FOOD SERVICE - REQUEST FOR PROVISION OF MEALS TO IN- 1043
PATIENT
NUTRITION CLINIC- REQUEST FOR DIETARY/NUTRITION 1045
COUNSELING
FOOD PROCUREMENT- REQUEST FOR PROCUREMENT OF FOOD 1046
SUPPLIES
HANDLING COMMUNICATION 1048
CONSULTATION OF EMERGENT CASES 1049
IMPLEMENTATION OF CORRECTIVE MAINTENANCE OF HOSPITAL 1052
FACILITIES AND EQUIPMENT
IMPLEMENTATION OF PREVENTIVE MAINTENANCE OF HOSPITAL 1053
FACILITIES AND EQUIPMENT
MANAGEMENT OF MOTOR POOL SERVICES 1054
MANAGEMENT OF MOTOR POOL SERVICES 1055
PROVISION OF HOUSEKEEPING SERVICES (LINEN SERVICES) 1056
PROVISION OF HOUSEKEEPING SERVICES (JANITORIAL SERVICES) 1057
IMPLEMENTATION OF WASTE MANAGEMENT PROGRAM 1058
ER ADMISSION AND DISCHARGE OF ORL-HNS PATIENTS 1059
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EMERGENCY ROOM CONSULTATION 1062
CONSULTATION OF COVID-19 (SUSPECT, PROBABLE OR 1064
CONFIRMED) PATIENTS WITH PRIMARILY ENT PROBLEMS
POLICY GUIDELINES AND PROCEDURES ON STAGE ADMISSION 1066
AND MANAGEMENT OF UNKNOWN ASYMPTOMATIC PATIENT AT
ENT-HNS WARD DURING THE TIME OF COVID-19 PANDEMIC
CONSULTATION DURING COVID-19 PANDEMIC SURGE 1068
(TELEMEDICINE)
CONSULTATION DURING COVID-19 PANDEMIC (TELEMEDICINE) 1071
TRIAGING OF PATIENT AT THE OUT-PATIENT DEPARTMENT DURING 1076
COVID-19 PANDEMIC- NEW PATIENTS
TRIAGING OF PATIENT AT THE OUT-PATIENT DEPARTMENT DURING 1077
COVID-19 PANDEMIC- OLD PATIENTS
EVALUATION AND MANAGEMENT OF OUT-PATIENTS (OPD) 1079
IMPLEMENTATION OF COMMUNITY PROGRAMS/ ACTIVITIES DURING 1082
COVID-19 PANDEMIC SURGE (TELEMEDICINE)
ANIMAL BITE TREATMENT CENTER NEW PATIENTS DURING COVID- 1086
19 PANDEMIC
ANIMAL BITE TREATMENT CENTER FOLLOW-UP PATIENTS DURING 1090
COVID-19 PANDEMIC
RECRUITMENT OF PLANTILLA PERSONNEL 1093
RECRUITMENT AND HIRING OF MEDICAL OFFICER III 1096
RECRUITMENT AND HIRING OF NON-MEDICAL CONTRACTUAL 1098
APPLICANTS AT QCGH
APPLICATION FOR RETIREMENT AND PAYMENT OF TERMINAL 1099
LEAVE
ISSUANCE OF CERTIFICATE OF EMPLOYMENT 1102
ISSUANCE OF SERVICE RECORD 1103
HUMAN MILK BANK
PROCEDURE FOR SCREENING POTENTIAL MILK DONORS 1104
PROCEDURE FOR DISPENSING OF PASTEURIZED HUMAN MILK 1105
PROCEDURE FOR PASTEURIZATION OF DONATED MILK 1107
IN-CHARGE IN EVALUATION & MANAGEMENT OF 1108
COMPUTERIZATION PROGRAM
ADMINISTRATION OF HOSPITAL WEBSITE 1109
INTERNAL MEDICINE
PATIENT ADMISSION 1110
REQUEST FOR ELECTROCARDIOGRAM (ECG) 1112
REQUEST FOR ENDOSCOPIC PROCEDURES 1113
AMBULATORY CARE (ER/OPD) 1115
INTENSIVE CARE UNIT ADMISSION CITIZENS CHARTER 1117
RETRIEVAL OF HEALTH RECORDS OF OLD PATIENTS FOR RE-VISIT / 1120
FOLLOW-UP CHECK-UP
REGISTRATION OF NEW OUTPATIENTS AND PROCESSING OF NEW 1122
HEALTH RECORD
RETRIEVAL OF HEALTH RECORDS OF OLD PATIENTS FOR RE- 1123
VISIT / FOLLOW-UP CHECK-UP (LOST CARD)
ISSUANCE OF CERTIFIED TRUE COPY OF DISCHARGE SUMMARY/ 1125
OR WORKSHEET AND OTHER HEALTH RECORDS
ISSUANCE OF CERTIFIED TRUE COPY OF MEDICAL ABSTRACT 1127
SECURING A COPY OF MEDICAL CERTIFICATE WITH HOSPITAL 1129
SEAL (IF PATIENT DON'T HAVE MEDICAL CERTIFICATE)
SECURING A COPY OF MEDICAL CERTIFICATE WITH HOSPITAL 1132

SEAL (IF PATIENT ALREADY HAVE MEDICAL CERTIFICATE)
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REQUEST FOR OFFICIAL MEDICO - LEGAL CERTIFICATE 1133
ISSUANCE OF OFFICIAL MEDICO - LEGAL CERTIFICATE WITH 1134
HOSPITAL SEAL
PREPARATION AND REGISTRATION OF CERTIFICATE OF LIVE BIRTH 1136
(LLEGITIMATE CHILD)
RELEASING OF REGISTERED CERTIFICATE OF LIVE BIRTH 1138
(ILLEGITIMATE CHILD)
PREPARATION AND REGISTRATION OF CERTIFICATE OF LIVE BIRTH 1140
(LEGITIMATE CHILD)
RELEASING OF REGISTERED CERTIFICATE OF LIVE BIRTH 1141
(LEGITIMATE CHILD)
ASSESSMENT FOR ELIGIBILITY ASSISTANCE, COST REDUCTION 1143
AND REFERRAL TO EXTERNAL RESOURCES
ASSISTANCE OF MEDICINES, DRUGS, MEDICAL SUPPLIES, 1145
LABORATORY AND RADIOLOGIC EXAMINATIONS
SOCIAL CASE MANAGEMENT PROCESS OF PRESUMED 1147
ABANDONED/NEGLECTED SERVICE PATIENTS
ASSESSMENT FOR ELIGIBILITY AND COST REDUCTION AT THE 1149
MSS- EMERGENCY ROOM OFFICE
CLASSIFICATION OF SERVICE PATIENTS FOR ADMISSION AND 1151
ISSUANCE OF MSS CARD AT THE MSS- EMERGENCY ROOM
OFFICE
ADMINISTRATION OF MEDICATIONS 1152
HANDOVER/ENDORSEMENT PROCESS 1153
CARRY-OUT OF DOCTOR'S ORDER 1154
DOCUMENTATION PROCESS 1155
ISSUANCE OF MEDICAL SUPPLIES 1156
ISSUANCE OF MEDICAL SUPPLIES 1157
MANAGEMENT OF PREGNANT AND GYNECOLOGIC PATIENTS AT 1158
THE EMERGENCY ROOM
MANAGEMENT OF PREGNANT AND GYNECOLOGIC PATIENTS AT 1162
THE OUTPATIENT DEPARTMENT
OPTHALMOLOGY EYE CENTER DOES EYE RELATED LABORATORY 1164
DIAGNOSTIC PROCEDURES
BLOOD DONATION 1175
PROVISION OF BLOOD AND BLOOD PRODUCTS 1176
LABORATORY TESTING 1178
QUEZON CITY PUBLIC LIBRARY
ACCEPT BOOK/ READING MATERIAL DONATION 1180
ACCESS TO BOOKS AND OTHER REFERENCE MATERIALS (FOR 1181
ROOM USE)
BORROWING BOOKS (ONSITE AND ONLINE TRANSACTIONS) 1183
CHARGING STATION (ELECTRIC USE) 1185
EDUCATIONAL TOUR 1186
INTERVIEW/ SURVEY 1187
EGOVERNMENT SERVICES 1189
REQUEST FOR ONLINE BOOKMOBILE, PUPPET SHOWS AND 1190
LIBRARY TOURS
USE OF COMPUTERS AND INTERNET SERVICES 1191
GSIS LOAN APPLICATION VIA ELECTRONIC ONLINE 1192
MATERNITY LEAVE AND PATERNITY LEAVE 1193
PAYROLL PREPARATION (FIRST SALARY/ SALARY DIFFERENTIAL) 1194
PAYROLL PREPARATION FOR INCENTIVES (REGULAR & SPECIAL) 1195
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PAYROLL PREPARATION FOR LONGEVITY AND LOYALTY BENEFITS 1196

PAYROLL PREPARATION FOR RATA 1197

PAYROLL PREPARATION (REGULAR PAYROLL) 1198

PREPARATION AND SUBMISSION OF ANNUAL PROJECT 1200
PROCUREMENT MANAGEMENT PLAN

PREPARATION AND SUBMISSION OF REQUEST FOR OFFICE 1201
SUPPLIES

PREVENTIVE AND CORRECTIVE MAINTENANCE FOR SAFE AND 1203
EFFECTIVE FACILITY MANAGEMENT

PROCESSING OF LEAVE APPLICATION FOR TERMINAL LEAVE 1205

PROCESSING OF LEAVE APPLICATION FOR VACATION LEAVE/ SICK 1206
LEAVE

PROVISION OF OFFICE AND JANITORIAL SUPPLIES 1207

REQUEST FOR CERTIFICATE OF EMPLOYMENT/ WITH 1208
COMPENSATION

USE OF QUEZON CITY PUBLIC LIBRARY CONFERENCE ROOM AND 1209
ROOF DECK

DISTRICT BRANCH LIBRARIES

ACCESS TO BOOKS AND OTHER REFERENCE MATERIALS 1212

CONDUCT OF BRANCH LIBRARIES ACTIVITIES 1214

E-GOVERNMENT SERVICES 1215

HOME READING OF FICTION BOOKS 1216

USE OF COMPUTERS AND INTERNET SERVICES 1217

QUEZON CITY UNIVERSITY

QCU COLLEGE ADMISSION TEST APPLICATION 1221

APPLICATION FOR RE-ADMISSION (RETURNEE) 1224

ENROLLMENT FOR FRESHMEN STUDENTS 1226

ENROLLMENT FOR TRANSFER STUDENTS (ONLINE) 1227

ENROLLMENT FOR RETURNEE STUDENTS 1228

REQUEST FOR CONTINUING OLD STUDENTS 1229

REQUEST FOR TRANSCRIPT OF RECORD (TOR) 1230

ISSUANCE OF STUDENTS RECORDS 1232

DROPPING OF SUBJECTS (ONLINE) 1233

APPLICATION FOR GRADUATION (ONLINE) 1234

PAYMENT FOR TUITION AND MISCELLANEOUS FEES 1235

PAYMENT FOR ADMISSION TEST 1236

PAYMENT FOR TRANSCRIPT OF RECORDS 1237

APPLICATION FOR TUITION FEE REFUND OF SCHOLARS/ STUDENTS 1238
WITH OVERPAYMENT

TERTIARY EDUCATION SUBSIDY (TES) APPLICATION 1240

RECEIVING THE COMMUNICATIONS FROM DIFFERENT OFFICES 1242

ATTENDING STUDENTS WITH LOST AND FOUND CONCERN (FACE 1243
TO FACE)

ONLINE ISSUANCE OF NEW UNIVERSITY IDENTIFICATION CARD (ID) 1244

REQUEST ID CERTIFICATION FOR DSWD/CHED FOR EDUCATIONAL 1245
ASSISTANCE REQUIREMENT

REQUEST AND ISSUANCE OF EXEMPTION FROM APPEARANCE AND 1246
SCHOOL UNIFORM GUIDELINES

APPLICATION FOR REGISTRATION OF NEWLY FOUNDED 1248
STUDENTS’ ORGANIZATION

RE-ACCREDIATTION /RENEWAL OF STUDENTS’ ORGANIZATION 1250

RECOGNITION/REGISTRATION
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REQUEST TO CONDUCT IN CAMPUS ACTIVITY 1251

LAPTOP AND POCKET WIFI FOR RETURN 1252

LAPTOP FOR REPAIR / MAINTENANCE 1253

ISSUANCE OF LAPTOP AND POCKET WIFI 1254

EVALUATION OF HEALTH DECLARATION FORM 1256

PROVIDE MEDICAL MANAGEMENT, DENTAL SERVICES, HEALTH 1257
EDUCATION, AND COUNSELING

ISSUANCE OF MEDICAL CLEARANCE TO STUDENTS 1257

REGISTRATION & ASSISTANCE FOR LIBRARY ACCESS FOR 1258
QCU/NON-QCU

ATTENDANCE TO QUERIES OF LIBRARY PATRONS 1259

ISSUANCE LIBRARY CARD 1260

RE-ISSUANCE OF LOST/DAMAGE LIBRARY CARD 1261

VALIDATION OF LIBRARY CARD 1262

BORROWING & RETURNING OF BOOKS (IN-HOUSE) 1263

BORROWING OF BOOKS (OVERNIGHT) 1264

RETURNING OF BOOKS (OVERNIGHT) 1265

RENEWING OF BOOKS (OVERNIGHT) 1266

PAYMENT OF FINES BEYOND DUE DATE (OVERNIGHT) 1267

REPLACEMENT OF LOSS BOOK/S 1267

REQUEST TO ACCESS PERIODICAL CLIPPINGS 1268

REQUEST FOR PHOTOCOPY OF BOOKS & PERIODICAL CLIPPINGS 1269

SIGNING OF STUDENT’S CLEARANCE 1270

SIGNING OF FACULTY & ADMIN CLEARANCE (RENEWAL OF 1271
CONTRACT, TRAVEL, LEAVE, RESIGNATION)

GOOD MORAL CHARACTER CERTIFICATE ONLINE REQUEST 1272

ONLINE ADMISSION TEST 1274

STUDENTS UNDER ACADEMIC PROBATION 1275

COUNSELING 1277

EXIT INTERVIEW FOR TRANSFERRING AND GRADUATING 1278
STUDENTS

QUEZON CITY TASK FORCE FOR TRANSPORT AND TRAFFIC
MANAGEMENT

SERVICE NAME: RECRUITMENT, HIRING AND TRAINING OF TFTTM 1282
PERSONNEL

SERVICE NAME: IMPLEMENTATION / ENFORCEMENT OF TRAFFIC 1390
LAWS, REGULATIONS AND ORDINANCES

SERVICE NAME: ISSUANCE OF TRAFFIC CLEARANCE FOR 1294
BUSINESS PERMIT (WITHOUT PAYMENT)

SERVICE NAME: ISSUANCE OF TRAFFIC CLEARANCE FOR 1298
BUSINESS PERMIT (WITH PAYMENT)

SERVICE NAME: ISSUANCE OF PERMIT (TRUCKBAN EXEMPTION, TO 1303
PASS KALAYAAN AVENUE, TO MOVE HEAVY EQUIPMENT

SERVICE NAME: ISSUANCE OF TEMPORARY TERMINAL PERMIT 1307

SERVICE NAME: OVR TICKET REDEMPTION FOR CONFISCATED 1311
DRIVER’S LICENSE/ VEHICLE PLATES/ IMPOUNDED VEHICLES

SERVICE NAME: ISSUANCE OF CERTIFICATE OF NON 1314
APPREHENSION

SERVICE NAME: REMITTANCE OF CONFISCATED ITEMS 1316

SERVICE NAME: ISSUANCE AND RENEWAL OF DEPUTATION 1318

ORDER

25




eaOQ 2

& B
55 O
Ay 7

T PILIPINAS

SERVICE NAME: ISSUANCE OF OVR BOOKLET FOR NEW DEPUTIZED 1320
TRAFFIC ENFORCER
SERVICE NAME: RENEWAL OF OVR BOOKLET 1322
SERVICE NAME: LIFTING OF SUSPENSION ORDER OF DEPUTIZED 1325
TRAFFIC ENFORCER
SERVICE NAME: FILING OF PROTEST/CONTEST AGAINST THE 1327
ISSUED VIOLATION ON THE OVR TICKET AND/OR MULTIPLE
VIOLATIONS/ APPREHENSIONS
SERVICE NAME: ISSUANCE OF TEMPORARY TRICYCLE LOADING / 1333
UNLOADING AREA
SERVICE NAME: REGISTRATION OF TRICYCLES WITH FRANCHISE 1335
SERVICE NAME: REGISTRATION OF PEDICABS WITH FRANCHISE 1339
SERVICE NAME: ASSISTING COMPLAINTS ON THE 1342
IMPLEMENTATION / ENFORCEMENT OF TRAFFIC LAWS,
REGULATIONS, ORDINANCES; EMERGENCY SITUATIONS,
INCIDENTS AND OTHER NATURAL AND MANMADE CALAMITIES
QUEZON CITY YOUTH DEVELOPMENT OFFICE
SCHOLARSHIP APPLICATION 1346
SCHOLARSHIP RENEWAL 1350
SERVICES FOR SANGGUNIANG KABATAAN (SK) COUNCILS 1352
REVIEW OF SANGGUNIANG KABATAAN COMPREHENSIVE
BARANGAY YOUTH DEVELOPMENT PLAN (CBYDP)
REVIEW OF SANGGUNIANG KABATAAN ANNUAL BARANGAY YOUTH 1353
INVESTMENT PROGRAM (ABYIP)
SERVICES FOR YOUTH AND YOUTH-SERVING ORGANIZATIONS
REGISTRATION OF YOUTH AND YOUTH-SERVING ORGANIZATIONS 1354
RADIO COMMUNICATIONS SERVICES OFFICE
PROVIDE FAST AND EASY INTEGRATED TWO-WAY RADIO 1357
COMMUNICATIONS SYSTEM FOR THE CITY GOVERNMENT
QCITIZEN HELPLINE CONTACT CENTER DIAL 122 1358
NTC SEMINARS ON RADIO LAWS AND REGULATION 1360
QUEZON CITY ACTION TEAM OF HELPDESK@QUEZONCITY.GOV.PH/ 1361
QCITIZENSERVICE@QCHELPLINE122.ONMICROSOFT.COM
QCITIZEN HELPDESK@ RCSO FACEBOOK PAGE 1363
ISSUANCE OF RADIO EQUIPMENT 1364
SIGNING OF GENERAL CLEARANCE 1366
QUEZON CITY CITIZENS’ COMPLAINT HOTLINE 8888 ACTION TEAM 1367
ROSARIO MACLANG BAUTISTA GENERAL HOSPITAL
PATIENT ADMISSION FROM EMERGENCY ROOM 1371
BIRTH CERTIFICATE 1372
DEATH CERTIFICATE 1373
REQUEST FOR MEDICAL RECORDS 1375
DENTAL SERVICE 1376
REQUEST FOR MEDICAL SOCIAL SERVICE ASSISTANCE FOR 1379
ER-PATIENTS
REQUEST FOR MEDICAL SOCIAL SERVICE ASSISTANCE FOR 1380
IN-PATIENTS
REQUEST FOR MEDICAL SOCIAL SERVICE ASSISTANCE FOR OUT- 1381
PATIENTS
REQUEST FOR MEDICAL SOCIAL SERVICE ASSISTANCE FOR 1382

PHILHEALTH POINT OF SERVICE
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PROCEDURES IN AVAILING OBSTETRICS AND GYNECOLOGY 1383
ULTRASOUND SERVICES
OPD CONSULTATIONS 1384
OPD TELEMEDICINE CONSULTATION 1385
LABORATORY SERVICE (OUT-PATIENT SERVICES) 1387
RELEASE OF CADAVER 1391
EXPANDED NEWBORN SCREENING 1392
NEWBORN HEARING SCREENING 1394
PHARMACY SERVICES 1396
CT SCAN PROCEDURES 1397
ULTRASOUND PROCEDURES 1400
X-RAY PROCEDURES 1402
COLLECTION OF PAYMENTS (IN SERVICE PATIENTS) 1406
COLLECTION OF PAYMENTS (OUT-PATIENT AND ER PATIENTS) 1406
PHILHEALTH BENEFIT 1408
PROCESSING AND RELEASE OF FINAL BILL FOR IN-PATIENT 1409
DISCHARGE OF IN-PATIENT 1410
SUSTAINABLE DEVELOPMENT AFFAIRS UNIT
PROCESSING OF INQUIRIES, REQUESTS FOR MEETINGS, 1413
PRESENTATION OF PROPOSALS, ORIENTATIONS AND OTHER
GENERAL COMMUNICATIONS
PROGRAMS/ PROJECTS/ ACTIVITY COORDINATION AND 1416
MONITORING
QUEZON CITY SMALL BUSINESS AND COOPERATIVES
DEVELOPMENT AND PROMOTIONS OFFICE
PANGKABUHAYANG QC 1423
COOPERATIVE BUILDING PROGRAM 1426
MFI PROGRAM 1427
COMMUNITY SAVINGS GROUP 1428
QC ESSENTIALS LIVELIHOOD TRAINING 1429
POP QC 1430
LOGISTICS SERVICES PROGRAM WITH GRAB 1431
VARIOUS ENTREPRENEURIAL TRAININGS AND SEMINARS 1432
BUSINESS INCUBATION PROGRAMS 1433
SMALL-SCALE ENTREPRENEURSHIP PROGRAMS 1434
SOCIAL SERVICES DEVELOPMENT DEPARTMENT
PROTECTIVE SERVICE & PROTECTIVE CUSTODY FOR VICTIM OF 1436
ABUSE
ALTERNATIVE PARENTAL CARE SERVICE 1438
REACH OUT OPERATION FOR STREET DWELLERS 1444
EDUCATIONAL ASSISTANCE FOR INDIGENT CHILDREN AND YOUTH 1446
INTERVENTION PROGRAM FOR CHILDREN AT RISK (CAR) AND 1448
DIVERSION PROGRAM FOR CHILDREN IN CONFLICT WITH THE
LAW (CICL)
PROVISION OF CERTIFICATE OF INDIGENCY (COl) 1451
PROVISION OF PHILHEALTH COVERAGE FOR INDIGENT PERSONS 1452
EARLY CHILDHOOD CARE AND DEVELOPMENT (ECCD) / DAY CARE 1455
PROGRAM
PRE-MARRIAGE COUNSELING SERVICE 1456
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MOLAVE YOUTH HOME 1457
RECEPTION AND ACTION CENTER 1462
BAHAY KALINGA 1465
BAHAY ARUGA 1471
PROTECTIVE SERVICE 1476
FACILITATION FOR SOLICITATION PERMIT 1479
EDUCATIONAL ASSISTANCE FOR CHILDREN WITH DISABILITIES 1480
CAPABILITY BUILDING SESSIONS 1480
SENIOR CITIZEN VOLUNTEER PROGRAM 1481
SOLO PARENT SERVICE: ISSUANCE OF SOLO PARENT ID 1482
EDUCATIONAL ASSISTANCE FOR SOLO PARENT ‘S 1484
BENEFICIARIES

MANPOWER BARANGAY BASED SKILLS TRAINING 1485
SOFT TRADE SKILLS TRAINING 1486
SMALL INCOME GENERATING ASSISTANCE (CAPITAL ASSISTANCE) 1487
SIKAP AT GALING PANGKABUHAYAN (SIGAP) 1488
REFERRAL 1491
TRANSPORTATION ASSISTANCE (BALIK-PROBINSYA) 1491
EMERGENCY DISASTER RELIEF PROGRAM (FOOD ASSISTANCE/ 1493

TEMPORARY SHELTER FOR WALK-IN CLIENTS AND VICTIMS OF

CALAMITY)

FOOD FOR WORK 1495
REFERRAL FOR ADDITIONAL ASSISTANCE THROUGH VARIOUS 1496

GOVERNMENT AGENCIES
VOLUNTEER AND AUXILIARY PROGRAM 1499
FINANCIAL ASSISTANCE 1500
QUEZON CITY DRUG TREATMENT AND REHABILITATION

CENTER “TAHANAN”

ADMISSION FOR TREATMENT AND REHABILITATION FOR 1503

VOLUNTARY SUBMISSION OF PERSON WHO USE DRUGS

(PWUDS)

ADMISSION FOR TREATMENT AND REHABILITATION FOR PERSON 1505

WHO USE DRUGS (PWUDS) WITH CRIMINAL CASE/ DRUG CASE/

COURT ORDERS AND CHILD IN CONFLICT WITH THE LAW (CICLS)
RE-ADMISSION PROCESS FOR RELAPSE CASE 1506
QUEZON CITY TOURISM DEPARTMENT
ISSUANCE OF TOURISM CERTIFICATE OF REGISTRATION/ 1511

ENDORSEMENT FOR ACCREDITATION TO DEPARTMENT OF

TOURISM (DOT)

ISSUANCEOF TOUR GUIDE'S |.D./CERTIFICATE 1513
IMPLEMENTATION OF PROGRAMS / ACTIVITIES / PROJECTS 1515
TASK FORCE CONTROL AND PREVENTION AND REMOVAL OF

ALL ILLEGAL STRUCTURES AND SQUATTING
ANTI-SQUATTING AND ILLEGAL STRUCTURES 1518
DEPARTMENT OF SANITATION AND CLEANUP WORKS OF

QUEZON CITY
RECEIVING OF DOCUMENTS WITHIN THE DEPARTMENTS AND 1521

DEPARTMENTS WITHIN LOCAL GOVERNMENTS OF QUEZON
CITY
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RECRUITMENT AND HIRING OF DSQC PERSONNEL 1523

REQUEST FOR SERVICES RELATED TO DSQC 1527

BARANGAY DEDICATED WASTE COLLECTION 1528

BULKY WASTE COLLECTION 1529

MAIN ROAD COLLECTION 1531

IDENTIFIED MARKETS, SCHOOLS AND OTHER INSTITUTIONS WASTE 1531
COLLECTION

DISASTER-RELIEF AND CLEANUP SUPPORT 1532

PROCESSING AND ISSUANCE OF ENVIRONMENTAL CLEARANCE 1534

PAYMENT OF ENVIRONMENTAL VIOLATION RECEIPT (EVR) AND 1538
ORDINANCE VIOLATION RECEIPT (OVR)

REQUEST FOR DEPUTATION SEMINAR 1550

ENVIRONMENTAL AND SANITATION COMPLIANCE ASSISTANCE 1551

FILE A COMPLAINT OR SUBMIT QUERY VIA EMAIL OR FACEBOOK 1552

FILE A COMPLAINT OR SUBMIT QUERY VIA QCITIZEN 122 HELPLINE 1554

FILE A COMPLAINT OR SUBMIT QUERY VIA DSQC CALL CENTER 1555
QUERIES

QC BASUHERO RECYCLABLES TRADING 1557

SPECIAL WASTE COLLECTION REQUEST 1558

SANITATION OPERATIONS REQUEST 1560

PERSONS WITH DISABILITY AFFAIRS OFFICE

REGISTRATION AND ISSUANCE OF PWD ID 1561

FACILITATION SERVICES 1563

REQUEST FOR DATA RELATED PERSONS WITH DISABILITIES 1564
(PWDs)

TASK FORCE FOOD SECURITY

FACILITATION OF CAPACITY BUILDING PROGRAMS RELATED TO 1566
URBAN AGRICULTURE, URBAN AQUACULTURE AND FOOD
SYSTEMS

QUEZON CITY GENDER AND DEVELOPMENT COUNCIL OFFICE

PREPARATION, IMPLEMENTATION AND MONITORING OF GENDER 1568
AND DEVELOPMENT-RELATED PROGRAMS

NOVALICHES DISTRICT CENTER

FRONTLINE SERVICES 1570

QUEZON CITY DISTRICT ACTION OFFICES

FRONTLINE SERVICES 1571

QUEZON CITY ANTI-DRUG ABUSE ADVISORY COUNCIL

REQUEST OF OFFICE SUPPLIES 1572

REQUEST FOR VEHICLE FOR VARIOUS BARANGAY ACTIVITIES 1572

RECEIVE COMMUNICATIONS, ANSWER QUERIES, REQUESTS AND 1573
OTHER INFORMATION

CONDUCT SEMINARS, TRAINING AND WORKSHOPS PERTAINING TO 1574
DRUG EDUCATION AWARENESS

PROFILING OF DRUG SURRENDERERS 1574

CONDUCT DRUG TESTING IN DIFFERENT ORGANIZATIONS 1576

CONDUCT OF DRUG TESTING IN DIFFERENT ORGANIZATIONS 1578
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RECORDS OF DRUG SURRENDERS

1578

FACILITATE PROGRAMS, INTERVENTIONS FOR DRUG SURRENDERS

1579

30




