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AGENCY PROFILE 
 
I. Mandate: 
 

Ito ay patakaran ng bansa na isulong ang integridad, pananagutan, at maayos na 

pangangasiwa sa public affairs, at itaguyod ang epektibo at positibong hakbang laban sa 

pangungurakot at korapsyon sa gobyerno. Dahil dito, isinabatas ang Republic Act No. 

9485 o ang Anti-Red Tape Act (ARTA) noong 2007. 

  

Isinasaad sa Anti-Red Tape Act o ARTA Law na unahin ang interes ng taong-

bayan bilang pagbibigay kahulugan sa serbisyo-publiko. Inaatasan ang lahat ng ahensya 

ng gobyerno na ihatid ang serbisyo-publiko sa epektibo at mahusay na paraan. Layunin 

nito na alisin ang red tape sa pamamagitan ng pag-aalis ng nakahihirap na pamamaraan 

ng pagbibigay ng pangunahing serbisyo na nagiging dahilan upang mabuo ang Citizen’s 

Charter sa bawat ahensya ng gobyerno at sangay nito. 

  

Dahil dito, ang Citizen’s Charter ay naglalayon na: 

 

1. Magkaroon ng pinabuti at mas pinalinaw na sistema at pamamaraan ng paghahatid ng 

serbisyo sa bayan; 

2. Bawasan ang insidente ng korapsyon; 

3. Mapataas ang tiwala at kompyansa ng taong-bayan sa gobyerno; at Itaas ang 

produksyon at kahusayan bunga ng pagsunod ng mga lingkod-bayan sa batayan ng 

pagbibigay serbisyo. 

 
II. Vision: 
 
Calamba is a globally-competitive green city with a progressive inclusive economy and 
resilient community where God-centered people learn, live and work in a safe, secured 
and healthy environment, and ably led by proactive and integrity-driven leaders. 

 
 
III. Mission: 
 
Work in partnership with its citizenry to deliver, exceptional, effective, fiscally responsible 
and gender-responsive services while preserving and protecting the environment and 
enhancing a high standard of community living. 
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IV. Service Pledge: 
 

• Walang application o request na ibabalik nang walang kaukulang aksyon (maaring 

aprubado/di-aprubado) 

 

• Hindi aabot sa tatlong (3) araw na paggawa para sa simple transaction, pitong (7) 

araw para sa complex transaction at dalawampung (20) araw para sa highly 

technical transaction. 

 

• Ang dokumento ay limitado sa tatlong (3) pipirma lamang 

 

• Ang taga-hatid ng pangunahing serbisyo ay dapat laging nakasuot ng opisyal na 

identification card o ID o anumang pagkakakilanlan sa kanya habang 

nakikipagtransaksyon sa taong-bayan 

 

• Ang bawat opisina ay dapat nagbibigay ng angkop na schedule sa pagbibigay ng 

pangunahing serbisyo upang masiguro na maasikaso ang mga kliyente anumang 

oras kahit na lunch break o lampas na ng oras ng pagtatrabaho  (maaaring 

magkaroon ng 7am hanggang 7pm shift sang-ayon sa ilang personnel 

mechanisms gaya nito ngunit hindi limitado sa rotation system ng mga empleyado, 

sliding flexi-time, reliever system lalo na sa peak times ng mga transaksyon o 

paglalaan ng sapat na bilang ng empleyado sa oras ng tanghalian at merienda)    

 

• Ang mga tawag sa telepono ay dapat sagutin sa loob ng dalawang pagtunog nito. 

 

• Ang walk-in clients ay dapat kilalanin sa loob ng 2 minuto lamang 

 

• Ang mga taga-bigay ay dapat maging magalang sa mga kliyente 
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1. Application for Vacant Positions 
 

Office or Division : CHRMO – Personnel Transaction Division 

Classification : Complex 

Type of Transaction : 
G2C – Government to Citizen; G2G – Government to 
Government 

Who may avail : All qualified internal and external applicants 

 INITIAL CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Application Letter (indicating the position 
and item number applied for) addressed to Ms. 
Maxima O. Lapastora, City Human Resource 
Management Officer 

 

2. Personal Data Sheet (CS Form No. 212) 
with Work Experience Sheet 

CSC Website 

3. Academic Credentials (Transcript of 
Records and Diploma, or any Certification 
indicating the number of units completed) 

School/University/Institution where 
client studied/graduated 

4. Certificate of Eligibility/Ratings/License 
PRC, CSC, or other government 
agencies granting eligibility or license to 
practice profession 

5. Performance Ratings in the last two (2) 
rating periods (if previously employed; if 
previous employer has no existing 
performance evaluation system or not 
employed, this need not be submitted) 

 

CLIENT STEPS AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSONS 
RESPONSIBLE 

1. Submit 
application 
requirements via 
email 

1.1 Receive 
application and other 
requirements and 
check for 
completeness. 

Walang 
Babayaran 

5 minutes 
HRMPSB 

Secretariat 

1.2 Evaluate the 
requirements vis-à-vis 
the prescribed CGC 
Competency-based 
Qualification 
Standards 

10 minutes 
HRMPSB 

Secretariat 

1.3 Notify the 
applicant of the 
results of the 
evaluation. If 

3 working days 
after the end of 
the publication 

period 

HRMPSB 
Secretariat 
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qualified, invite to 
attend assessment 
activities 

2. If qualified, 
attend 
assessment 
activities. 

2.1 Conduct the 
assessment activities* 

 45 minutes 
HRMPSB 

Secretariat 

2.2 Consolidate the 
results of the 
assessment activities 
and transmit the 
results and the 
appropriate rating 
sheets to the 
HRMPSB for rating 

Walang 
Babayaran 

3 working days 
HRMPSB 

Secretariat 

2.3 Rate all applicants 
individually based on 
their assessment 
results 

 7 days HRMPSB 

2.4 Consolidate the 
ratings and prepare 
comparative 
assessment results 
matrix and Selection 
Line-up 

 4 hours 
HRMPSB 

Secretariat 

2.5 Deliberate on the 
results of the 
comparative 
assessment and 
finalize the selection 
line-up for the 
appropriate action of 
the appointing 
authority 

 2 hours HRMPSB 

2.6 Prepare and sign 
the HRMPSB 
Resolution and 
Minutes 

 1 working day 

HRMPSB 
Secretariat 

 
HRMPSB 

2.7 Transmit the 
selection line-up and 
the signed resolution 
and minutes to the 
appointing authority 
for formal selection. 

 5 minutes 
HRMPSB 

Secretariat 
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2.8 Select the 
applicant to be 
appointed to the 
vacant position 

 ** 
Appointing 
authority 

2.9 Notify the 
applicants of the 
selection results  

 

3 working days 
upon receipt of 

selection 
results 

HRMPSB 
Secretariat 

TOTAL : None   

 
* Note that the applicant may be required to attend more than one assessment activity 
depending on the level of position. 
** Pursuant to CSC ORA-OHRA, the appointing authority may select among the most 
qualified candidates within the nine (9) month validity of the publication of the position, 
otherwise, the position shall be republished. 

 

2. Application for Internship 
Pagtanggap sa mga Estudyanteng On-the-Job Training 
 

Office or Division : 
CHRMO – Career Planning & Personnel Assistance 
Division 

Classification : Simple 

Type of Transaction : G2C – Government to Citizen 

Who may avail : All Students 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Application Letter (indicating the reason 
or motivation for application) addressed to 
the City Mayor, thru Ms. Maxima O. 
Lapastora, City Human Resource 
Management Officer 

Requesting School 

2. Résumé or Curriculum Vitae Student 

3. Personal Data Sheet (CS Form No. 212)  

4. Letter of Recommendation or 
Endorsement (indicating the name, degree 
program, year of the student and the 
required number of hours, and that the 
student has good moral character) 

HEI or institution where the student is 
enrolled 

5. Certificate of Indigency (if applying for 
allowance) 

Barangay  
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CLIENT STEPS AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Isumite ang 
mga 
kinakailangang 
dokumento 
 

1.1 Tanggapin at 
suriin ang mga 
dokumento 

Walang 
Babayaran 

 5 minuto 

Administrative 
Officer V 1.2 I-endorso sa mga 

itinalagang opisina o 
departamento 

10 minuto 

2. Dumalo sa 
screening session 
ng departamento 

2.1 Pagsagawa ng 
interview sa 
estudyante 

10 minuto 

Department 
concerned  2.2 Isumite ang 

rekomendasyon at 
resulta sa CHRMO  

1 day 

3. If accepted, 
mag report sa 
CHRMO para sa 
oryentasyon 

3.1 Bigyan ng  
internship 
agreement, 
acceptance at ibang 
dokumento ang 
estudyante Walang 

Babayaran 

30 minuto 

Administrative 
Officer V 

3.2 Isagawa ang 
oryentasyon 

30 minuto 

3.3 I-endorso ang 
estudyante 5 minuto 

TOTAL : None 
1 araw, 1 
oras at 30 

minuto 
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3. Issuance of Certifiied True Copies of Employment Documents 
Pagbibigay ng Pinagtibay na Sipi ng mga Dokumento 
 

Office or Division : CHRMO – Personnel Transaction Division 

Classification : Simple 

Type of Transaction : 
G2C – Government to Citizen; G2G – Government to 
Government 

Who may avail : 

1. Nagmamay-ari ng dokumento; 
2. Korte o anomang kinatawang administratibo na may  
kapangyarihang quasi-judicial o magsiyasat sa  
pamamagitan ng sapilitang proseso na subpoena  
duces tecum, upangmakatulong sa determinasyon o  
resolusyon ng mga nakabinbing kaso; at, 
3. Opisyal o katawang pinapahintulutan ng batas o may  
kapangyarihan. 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Requisition Form CHRMO 

2. Valid ID (if the requesting body and the 
representative if applicable) 

Kliyente 

3. Authorization Letter (if requested 
through a representative) 

Authorized Representative 

CLIENT STEPS AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Punan at Ipasa 
ang Requisition 
Form at kailangan 
dokumento 

1.1 Tanggapin at 
Suriin ang 
dokumento 

Walang 
babayaran 

2 minuto 
Administrative 

Assistant V 

1.2 Beripikahin at 
Iproseso ang 
dokumento 

5 minuto 

Administrative 
Officer IV 

Administrative 
Officer II 

 1.3 Sertipikahan ang 
mga dokumento 2 minuto 

Department 
Head 

2. Pagpirma sa 
logbook at 
pagtanggap sa 
pinagtibay na 
mga sipi ng 
dokumentong 
hinihiling. 

2. Ibigay ang 
dokumento 

2 minuto 

Administrative 
Officer IV 

Administrative 
Officer II 

TOTAL : None 11 minuto  
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4. Issuance of Certificate of Employment / Engagement  
Pagbibigay ng Pinagtibay na Sipi ng mga Dokumento 
 

Office or Division : CHRMO – Personnel Transaction Division 

Classification : Simple 

Type of Transaction : 
G2C – Government to Citizen; G2G – Government to 
Government 

Who may avail : 

1. Nagmamay-ari ng dokumento; 
2. Korte o anomang kinatawang administratibo na may  
kapangyarihang quasi-judicial o magsiyasat sa  
pamamagitan ng sapilitang proseso na subpoena  
duces tecum, upangmakatulong sa determinasyon o  
resolusyon ng mga nakabinbing kaso; at, 
3. Opisyal o katawang pinapahintulutan ng batas o may  
kapangyarihan. 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Requisition Form CHRMO 

2. Valid ID (if the requesting body and the 
representative if applicable) 

Kliyente 

3. Authorization Letter (if requested 
through a representative) 

Authorized Representative 

CLIENT STEPS AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Punan at Ipasa 
ang Requisition 
Form at kailangan 
dokumento 

1.1 Tanggapin at 
Suriin ang 
dokumento 

Walang 
babayaran 

2 minuto 
Administrative 

Assistant V 

1.2 Beripikahin at 
Iproseso ang 
dokumento 

5 minuto 

Administrative 
Officer IV 

Administrative 
Officer II 

 1.3 Sertipikahan ang 
mga dokumento 2 minuto 

Department 
Head 

2. Pagpirma sa 
logbook at 
pagtanggap sa 
pinagtibay na 
mga sipi ng 
dokumentong 
hinihiling. 

2. Ibigay ang 
dokumento 

2 minuto 

Administrative 
Officer IV 

Administrative 
Officer II 

TOTAL : None 11 minuto  



 
 

232 
 
 

 
 
 
 
 
 
 
 
 
 
 
 

Internal Services 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 

233 
 
 

5. Issuance of Certified Copy of Payslips  
 

Office or Division : CHRMO – Personnel Transaction Division 

Classification : Simple 

Type of Transaction : G2G – Government to Government 

Who may avail : All Employees 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Payslip (photocopy) 
2. Government ID (photocopy) 

Kliyente 

CLIENT STEPS AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Isumite ang 
photocopy ng 
payslip at ID 

1.1 Tanggapin at 
suriin ang dokumento 

Walang 
babayaran 

2 minuto 

Administrative 
Assistant II 

Administrative 
Assistant V 

1.2 Sertipikahan at 
lagdaan ang 
dokumento 

2 minuto 
Department 

Head 

2. Tanggapin ang 
Sertipikadong 
Dokumento 

2. Ibigay ang 
Sertipikadong 
Dokumento 2 minuto 

Administrative 
Assistant II 

Administrative 
Assistant V 

TOTAL : None 6 minuto  
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6. Application for Official Leave of Absence 
Aplication for Leave of Absence 
 

Office or Division : 
CHRMO – Career Planning & Personnel Assistance 
Division 

Classification : Simple 

Type of Transaction : G2G – Government to Government 

Who may avail : City Employees 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1.Filled up Application Form   

2. Medical Certificate  Hospital 

3. Solo Parent ID (photocopy) City Social Services Office 

4. Birth Certificate of the child (photocopy)  
- for maternity leave 

City Civil Registry Office 
5. Birth Certificate & Marriage Certificate 
(photocopy) - for paternity leave 

6. Clearance from Money and Property 
Accountability (if traveling abroad, or taking 
leave for more than 30 days) 

City Treasury Office and City General 
Services Office 

7. Contract of Agreement for Study Leave City Human Resource Management Office 

8. Barangay Protection Order (BPO), 
Temporary/ Permanent Protection Order 
(TPO/PPO), or Police Report and Medical 
Certificate (for VAWC leave) 

Barangay, Court or Police Station 

9. Proof of Resignation, Retirement or 
Separation from the service (for terminal 
leave) 

City Human Resource Management Office 

10. Letter of Request to the City Mayor 
(indicate valid and justifiable reasons) 

 

11. Pre-Adoptive Placement Authority 
(authenticated copy) 

Department of Social Welfare and 
Development (DSWD) 

CLIENT STEPS AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Isumite ang 
Application for 
Form na aprubado 
ng Department 

1. Tanggapin at 
suriin ang Application 
Form 

Walang 
babayaran 

2 minuto 
Administrative 

Assistant V 
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Head at mga 
kailangang 
dokumento 
 
 

1.1 Iproseso ang 
dokumento at 
palagdaan sa 
Department Head 

5 minuto 

Administrative 
Assistant V 

Administrative 
Officer IV 
Guidance 
Service 

Specialist I 
Administrative 

Officer V 

1.2 Dalhin sa City 
Administrator para 
pa-aprubahan 

5 minuto 
Administrative 

Assistant II 

2. Tanggapin ang 
dokumento 

2. Ibigay at itala ang 
aprubadong Leave of 
Absence 

5 minuto 
Administrative 

Assistant II 

TOTAL : None 17 minuto  

 
 
7. Request for Special Payroll  
 

Office or Division : CHRMO – Personnel Transaction Division 

Classification : Simple 

Type of Transaction : G2G – Government to Government 

Who may avail : City Employees, Job Order Worker & COS 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Overtime Request  

2. Daily Time Record  

3. Accomplishment Report  

4. Approved Leave Application (for 
Monetization) 

 

5. Guidelines Governing the Grant and 
Release of Remuneration (as applicable) 

Authorized Agency or authority issuing 
guidelines 

  



 
 

236 
 
 

CLIENT STEPS AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Isumite ang 
Approved 
Overtime Request 
at mga 
kinakailangang 
dokumento 

1.1 Tanggapin at suriin 
ang mga dokumento 

Walang 
babayaran 

5 minuto 
Administrative 

Assistant II 

1.2. Beripikahin ang 
mga dokumento: 
 
Kung Kumpleto: 
Iproseso ang special 
payroll 
 
Hindi Kumpleto: 
Ibalik ang mga 
dokumento 
 

1 araw 

Administrative 
Officer II 

Administrative 
Officer V 

1.3 Palagdaan sa 
Department Head 5 minuto 

2. Kuhanin ang 
payroll at 
palagdaan sa 
mga sumusunod 
na opisina: Admin 
Office, Budget 
Office at 
Accounting Office 

 

 

TOTAL : None 
1 araw at 10 

minuto 
 

 
Note: Makukuha ang sweldo para sa special payroll sa loob ng pitong (7). 
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8. Issuance of ID Cards 
 

Office or Division : CHRMO – Personnel Transaction Division 

Classification : Simple 

Type of Transaction : G2G – Government to Government 

Who may avail : All Employees 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Filled up Request Form City Human Resource Management Office 

2. Affidavit of Loss (for lost ID Cards) Any Legal Office 

3. Old ID Card (for replacement or 
damaged cards) 

Kliyente 

CLIENT STEPS AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Isumite ang 
Request Form 

1.1 Tanggapin at 
suriin ang Request 
Form 

Walang 
babayaran 

5 minuto 

CHRMO Staff 

1.2 Bigyang ng Claim 
Slip / Stub 2 minuto 

 1.3 Iproseso ang ID  10 minuto 

2. Tanggapin ang 
ID 

2. Ibigay ang ID 
2 minuto 

TOTAL : None 19 minuto 

 
 

 
 
 
 
 

 
 
 
 
 
 
 
 
 


