Republic of the Philippines
Province of Southern Leyte
Municipality of Saint Bernard

MUNICIPAL ENVIRONMENT AND NATURAL RESOURCES OFFICE

CITIZEN’'S CHARTER

1. Issuance of No Objection Certification for Chainsaw Registration

The DENR requires that all chainsaws shall be registered. One of the requirements is certification of

no objection from the concerned LGUs.

Schedule of Availability of Service: Monday to Friday, 8:00 AM-5:00 PM (No Noon Break)

Office or Division

Classification

Type Of Transaction

Who May Avail

Municipal Environment and Natural Resources Office

Complex

G2C-Government to Citizen

Chainsaw Owners

CHECKLIST REQUIREMENTS

Letter Request (1 Original Copy)

Client

WHERE TO SECURE

Barangay Certification (1 Original Copy)

Barangay Office of residence

Photo of the chainsaw (1 Original Copy)

Client

Receipt/Proof of ownership of the item (1 Photocopy)

Issued by the store where the item was purchased

CLIENT STEPS AGENCY ACTION FEESTO BE  PROCESSING | PERSON
PAID TIME RESPONSIBLE
1. Submission of 1.1 The FBMR focal person receives and evaluates the None 5 Minutes Darle G. Lim,
application with completeness of the requirements. FBMR Focal
complete documents person
1.2 If documents are complete, the focal person None 10 minutes Darle G. Lim,
prepares the certification. FBMR focal
person
1.3 Prepares the order of payment None 2 minutes Darle G. Lim,
FBMR focal
person
1.4 Review and signed the certification None 2 minutes Mitzi O. Ramada,
MENRO
2. Payment for 2.1 The Municipal Treasurer’s Office receives the Php250.00 15 minutes Cashier/
certification stating payment from the client through the submitted order Treasurer Office
registration and/or of payment and issue the corresponding official
renewal of chainsaw receipt
3. Receives the 3.1 Once the certification is being signed by the Office None 5 minutes Darle G. Lim,
Certification Head and the OR copy is presented by the client, the FBMR Focal
certification now be released to the requesting client. person
End of transaction
TOTAL Php250.00 39 minutes




2. Issuance of no objection certification for tree cutting request or registration of tree plantation

The DENR requires that on basis for their issuance of tree cutting permit is the certification of No

objection from the LGU through MENRO. Same is true for commercial tree plantation ventures through

issuance of certification of registration.

Office Or Division

Classification

Type Of Transaction

Who May Avail

CHECKLIST REQUIREMENTS
Letter Request (1 Copy)

Municipal Environment and Natural Resources Office

Complex

G2C-Government to Citizen

Tree owner

Client

WHERE TO SECURE

Barangay Certification (1 Original Copy)

Barangay Office of where tree is located

Land Title and/or Tax Declaration (1 Original Copy)

Client

Photo Documentation (1 Photocopy)

Client

minutes

CLIENT STEPS AGENCY ACTION FEESTO BE PROCESSING PERSON
PAID TIME RESPONSIBLE
1. Submission of 1.1 The FBMR focal person receives and evaluates the None 5 Minutes Darle G. Lim, FBMR
application with completeness of the requirements. Focal person
complete documents
1.2 If the tree applied is indigenous, an ocular None At least 1 day Mitzi O. Adobas,
inspection will be made depending on MENRO
the location Edilberto O. Sibay,
of trees Jr.
1.3 If documents are complete, the focal person None 10 minutes Darle G. Lim, FBMR
prepares the certification. focal person
1.4 Prepares the order of payment None 2 minutes Darle G. Lim, FBMR
focal person
1.5 Review and signed the certification None 2 minutes Mitzi O. Ramada,
MENRO
2. Payment for 1. The Municipal Treasurer’s Office receives the Php250 15 minutes Cashier/ Treasurer
certification payment from the client through the submitted order Office
of payment and issue the corresponding official
receipt
3. Receives the 1. Once the certification is being signed by the Office None 5 minutes Darle G. Lim, FBMR
Certification Head and the OR copy is presented by the client, the Focal person
certification now be released to the requesting client.
End of transaction
TOTAL Php250.00 1 day and 39




3. Request for tree planting activity

Any person and/or group or organizations, agencies interested to participate, or in some cases, part of
their compliance or requirements in applying for a permit. A request letter is to be submitted to MENRO
indicating the purpose and number of participants for scheduling.

Office Or Division Municipal Environment and Natural Resources Office

Classification Complex
Type Of Transaction G2C-Government to Citizen

Who May Avail Anyone may request but the trees should not be planted at the private lot
CHECKLIST REQUIREMENTS WHERE TO SECURE

Letter request to MENRO (includes purpose, date, number of
participants, and number and name of contact person) (1 Original Copy)
CLIENT STEPS AGENCY ACTION FEES TO BE PAID

PROCESSING TIME PERSON RESPONSIBLE

1. Submission of letter | 1.1 The FBMR focal person receives None 5 minutes Darle G. Lim, FBMR
request the letter request Focal person
1.3 Conduct application assessment: None 2 days Darle G. Lim, FBMR
evaluate, coordination, area Focal person
inspection, and scheduling of the Edilberto O. Sibay, Jr.
tree planting activity
2. Conduct of tree 1.1 Conduct orientation, facilitate, None 4 hours Darle G. Lim, FBMR
planting and document the activity Focal person
Edilberto O. Sibay, Jr.
End of transaction 6 days and 5
minutes

4. Request for tree seedlings

An individual or group of people interested to plant trees and promote planting of trees in their
allocated area for reforestation, protection, beautification, and production.

Office Or Division Municipal Environment and Natural Resources Office

Classification Complex
Type Of Transaction G2C-Government to Citizen

Who May Avail Anyone as long as the trees should be planted
CHECKLIST REQUIREMENTS WHERE TO SECURE
Letter request to ENRO (includes purpose, date, number of participants,
and number and name of contact person) (1 Original Copy)
CLIENT STEPS AGENCY ACTION FEES TO BE PAID

Client

PROCESSING TIME PERSON RESPONSIBLE

1. Submission of letter | 1.1 The FBMR focal person None 5 minutes Darle G. Lim, FBMR Focal
request receives the letter request person
1.2 Conduct request None 15 minutes Darle G. Lim, FBMR Focal
assessment: evaluate, person
recording, and give
instructions




1.3 If seedlings are available None 20 minutes Darle G. Lim, FBMR Focal
at the nursery, then released person

immediately Edilberto O. Sibay, Jr.
End of transaction

TOTAL None 40 Minutes

5. Corresponding actions of reports on illegal activities: tree cutting, kaingin, wildlife collection, sand
and gravel, solid wastes, and others

Any reports and concerns in relation to the environment shall be entertained.

Office Or Division Municipal Environment and Natural Resources Office

Classification Complex

Type Of Transaction G2C-Government to Citizen

Who May Avail Anyone
CHECKLIST REQUIREMENTS WHERE TO SECURE
Complaint letter (1 Original Copy)
Verbal, text, and messages
CLIENT STEPS AGENCY ACTION FEES TO BE PAID

Client

PROCESSING TIME PERSON RESPONSIBLE

1. Submission of 1.1 The unit section chief none Depending on the Darle G. Lim, FBMR focal
complaint letter, or receives the complaint in nature of complaints person (on FBMR concern)
personal appearance letter or in verbal. or reports or

of complainant or Dina P. Bermiso, Pollution
reporter Control focal person (if

pollution matter)

1.2 The head pins instructions none Depending on the Mitzi O. Adobas

to the concerned section to nature of complaints

address provide appropriate or reports

action.

1.3 Conducts initial gathering None 30 minutes Darle G. Lim, FBMR focal
of information (location, person and Edilberto O.
person to contact, etc.) and Sibay, Jr. (on FBMR
coordination with PNP and concern)

other concerned or
Government/Private Officers Dina P. Bermiso, Pollution

Control focal person (if
pollution matter) Frederick

D. Garcia
1.4 Conduct of None 1.5 hours Mitzi O. Ramada, MENRO
inspection/verification and
report writing
1.5 Execution of actions and none Depending on the Mitzi O. Adobas, MENRO
recommendations nature of complaints
or reports

End of transaction

TOTAL None A minimum of 2 hours




6. Request for inspection report of sand and gravel operation

All legitimate sand and gravel operations shall be inspected and assessed as to their Environmental
Protection and Enhancement Program (EPEP) and Social Development and Management Program
(SDMP) compliance as pre-requirement in buying allowable volume quarterly at the province.

Office Or Division

Municipal Environment and Natural Resources Office

Classification Complex

Type Of Transaction G2C-Government to Citizen
Who May Avail

CHECKLIST REQUIREMENTS

Sand and Gravel permit holders
WHERE TO SECURE

Letter of intent from concerned SAG permit holder (1 Original copy) Requesting permit holder
Environmental Protection and Enhancement Program (1 photocopy) Permit holder
Social Development and Management Program (1 photocopy) Permit holder
CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE
1. Submission of 1. The FBMR focal person none 15 minutes Darle G. Lim, FBMR focal
mandatory evaluates completeness of person
requirements documents and set schedules

for ocular inspection
2. Conduct ocular 2.1 Conduct ocular inspection none 2 hours Darle G. Lim, FBMR focal
inspection of the area person

Edilberto O. Sibay, Jr.

2.2 Making of certifications none 1 hour Mitzi O. Ramada, MENRO

from the inspection reports

2.3 Prepare order of payment none 3 minutes Darle G. Lim, FBMR focal

person

3. Payment for 3.1 The Municipal Treasurer’s Php250 15 minutes Cashier/ Treasurer Office
certification Office receives the payment

from the client through the

submitted order of payment

and issue the corresponding

official receipt
4. Receives the 4.1 Once the certification is None 5 minutes Darle G. Lim, FBMR Focal
Certification being signed by the Office person

Head and the OR copy is

presented by the client, the

certification now be released

to the requesting client.

End of transaction

Total Php250.00 3 hours and 38

minutes




7. Application for inspection for business permit (new and renewal) of all industries

All industries shall be inspected prior to its operation.

Office Or Division

Classification

Type Of Transaction

Who May Avail

Municipal Environment and Natural Resources Office

Complex

G2C-Government to Citizen

CHECKLIST REQUIREMENTS

All operating industries

1. Letter of Interest from the client (1 Original copy)

WHERE TO SECURE
Business owner

photocopy)
CLIENT STEPS

2. Environmental Compliance Certificate or Certificate of Non-Coverage
from DENR-EMB to determine impact of the project (1 Original and 3

AGENCY ACTION

FEESTO BE PAID

DENR-EMB via online application

PROCESSING TIME

PERSON RESPONSIBLE

1. Submission of 1.1 The unit focal person none 15 Minutes Darle G. Lim, FBMR focal
mandatory responsible evaluates person or
requirements. completeness of documents. Dina P. Bermiso, Pollution
Control focal person
1.2 Evaluate and set schedule none 20 minutes Darle G. Lim, FBMR focal
for ocular inspection person or
Dina P. Bermiso, Pollution
Control focal person
2. Conduct ocular 2.1 Conduct ocular inspection none 3 hours Frederick D. Garcia
inspection
2.2 Make certification as None 20 minutes Mitzi O. Ramada
compliance
2.3 Prepare order of payment none 3 minutes Darle G. Lim, FBMR focal
person or
Dina P. Bermiso, Pollution
Control focal person
2. Payment for 2.1 The Municipal Treasurer’s Php 250.00 15 minutes Cashier/ Treasurer Office
certification Office receives the payment
from the client through the
submitted order of payment
and issue the corresponding
official receipt
3. Receives the 3.1 Once the certification is None 5 minutes Darle G. Lim, FBMR Focal
Certification being signed by the Office person or Dina P. Bermiso
Head and the OR copy is
presented by the client, the
certification now be released
to the requesting client.
End of transaction
TOTAL Php 250.00 4 hours and 18
minutes




8. Facilitation in the application for sand and gravel quarrying (new or renewal)

For sand and gravel quarrying permit below five (5) hectares only. The MENRO evaluates and facilitates
applications on the commercial and industrial disposition of river quarry and sand and gravel materials
within the municipality. Yearly renewal for commercial, while every three years for industrial.

Office Or Division Municipal Environment and Natural Resources Office
Classification Complex
Type Of Transaction G2C-Government to Citizen
Who May Avail Anybody with capacity and resources
CHECKLIST REQUIREMENTS WHERE TO SECURE
1. Letter of intent (1 original copy) Applicant
2. Barangay resolution interposing no objection Barangay officials in the applied area
3. All other documents are secured in EMB, MGB, and PENRMO applicant
CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE
1. Submission of 1.1 The FBMR focal person none 15 minutes Darle G. Lim, FBMR focal
mandatory evaluates completeness of person
requirements. documents.
1.2 The head of office submits none 20 minutes Darle G. Lim, FBMR focal
to Sangguniang Bayan the person
barangay resolution
1.3 If renewal, an ocular none 15 minutes
inspection shall be conducted
before a certification based on
ECC compliance will be issued
2. Conduct ocular 2.1 Conduct ocular inspection none 3 hours Darle G. Lim, Edilberto
inspection Sibay, Jr., and Mitzi O.
Ramada
2.2 Issuance of certification as none 20 minutes Mitzi O. Adobas, MENRO
to ocular inspection based on
ECC compliance
3. Payment for 3.1 The Municipal Treasurer’s Php 250.00 15 minutes Cashier/ Treasurer Office
certification Office receives the payment
from the client through the
submitted order of payment
and issue the corresponding
official receipt
4. Receives the 4.1 Once the certification is None 5 minutes Darle G. Lim, FBMR Focal
Certification being signed by the Office person
Head and the OR copy is
presented by the client, the
certification now be released
to the requesting client.
End of transaction
TOTAL Php250.00 6 hours and 75
minutes




9. Special garbage collection

All barangays are collected with wastes in segregated collection system, no-segregation-no-collection. In

downtown area, a door-to-door collection is specially imposed, but still segregated. There were times

that a bulk of wastes (mostly in urban areas) coming from general cleanup, plant pruning, demolition

and so on are need for immediate because it blocks roads. There are also waste in glass and aluminum

businesses that needs special collection.

Office Or Division
Classification

Type Of Transaction
Who May Avail

CLIENT STEPS

Municipal Environment and Natural Resources Office

Complex

G2C-Government to Citizen

CHECKLIST REQUIREMENTS

Letter Request (1 Original Copy)

FEES TO BE PAID

AGENCY ACTION

Government Office

WHERE TO SECURE

PROCESSING TIME

PERSON RESPONSIBLE

1. Proceed to ENRO 1.1 The receiving clerk None 10 Minutes Dina P. Bermiso, Focal
and present the receives, record and route the Person - Pollution Control
Request letter for document to the office head.
assessment

1.2 The head pins instructions None 5 Minutes Mitzi O. Ramada, MENRO

to the routing slip addressed

to the concerned section to

provide appropriate action
2. If inquired, provide | 2.1 Conducts initial gathering None 5 minutes Dina P. Bermiso, Focal
further information to | of information (location, Person - Pollution Control
the ENRO Staff person to contact etc.)
3. If approved, follow 3.1 Approve/Deny, If approve, None 5 minutes Dina P. Bermiso, Focal
the procedure and provides schedule Person - Pollution Control
agreements provided
by ENRO

End of transaction 25 minutes

10. Payment of the committed violation through an issued citation ticket

Violators of SWM Ordinates issued with Notice of Violation shall settle their names in MENRO within 72
hours, prior to issuance of citation tickets. There were also instances that citation tickets are issued

upon commission of the violation.

Office Or Division

Classification
Type Of Transaction
Who May Avail

Municipal Environment and Natural Resources Office

Complex

G2C-Government to Citizen

Anyone

CHECKLIST REQUIREMENTS

1.

Notice of Violation (1 original copy)
2. The citation ticket issued (1 Duplicate copy)

WHERE TO SECURE

Client

Solid Waste Management Enforcer




CLIENT STEPS

AGENCY ACTION

FEESTO BE PAID

PROCESSING TIME

PERSON RESPONSIBLE

1. Proceed to ENRO 1.1. The staff will evaluate if None 15 Minutes Dina P. Bermiso, Frederick
and present the notice | the veracity of the violation (if Garcia, or Rembrant Alfaro
of violation and or only notice o violation was
citation ticket issued), for citation ticket

issued, then automatically for

issuance of official receipt
2. Pay the penalty 2.1 Instructed the Client to go | Depending on the 15 minutes Cashier/City Treasurer’s
amount to the to City Treasurers Office violation Office
Municipal Treasurer’s | cashier committed
Office using the issued indicated on the
order of payment ticket
3. Proceed to MENRO | 3.1 Records the payment None 5 minutes Dina P. Bermiso, Frederick
and present the OR made Garcia, or Rembrant Alfaro

End of transaction

TOTAL 35 Minutes

11.Grievance

Complains on environment shall be properly recorded and coordinated to address concerns and will

serve as basis as for future actions.

Office Or Division

Classification
Type Of Transaction
Who May Avail

Municipal Environment and Natural Resources Office

Complex

G2C-Government to Citizen

Anyone

CHECKLIST REQUIREMENTS

CLIENT STEPS

Complaint Letter (1 Original copy)

AGENCY ACTION

WHERE TO SECURE

FEES TO BE PAID

PROCESSING TIME

PERSON RESPONSIBLE

1. Proceed to MENRO | 1.1. Received and routed to None 20 Minutes Dina P. Bermiso, Pollution
and submit the the Office head Control-focal person
complaint letter 1.2 The Head routes the

complaint to the concerned

section with instruction Mitzi O. Adobas, MENRO
2. Provides contact 2.1 Reviews the complaints None 10 Minutes Dina P. Bermiso, Pollution
details or ay and investigate. Then Control-focal person
information if inquired | schedule ocular inspection of

the site if applicable. Informs

the complainant if identified

End of transaction

TOTAL 30 Minutes




Office Address

Contact Information

Municipal Environment and Municipal Hall building,
Natural Resources Office Barangay Himatagon, Saint
Bernard, Southern Leyte,
Philippines

Contact No: 0999 172 7476
Facebook Page: Municipality of
Saint Bernard MENRO

Email:mitzuitwinz@gmail.com




