
Registration of Farmers in Registry System for Basic Sector in 
Agriculture (RSBSA) for New Applicant

 (Kind of Service/s)

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

Office or Division:

Classification:

Type of Transaction:

File Copy

Step 1. Proceed to Agricultural Technologist (AT) in the 
assigned barangay or approach MAO Staff and verbalized 
request for Registration of RSBSA

Submit the document to the AT incharge for the 
assigment of RSBSA Reference No. MAO Staff: Bernadette O. Wenceslao , Jaelynn G. 

Corbeta,  Lily Brian V. Brodrick                         

Step 2. Present the complete requirements needed MAO Staff/AT concerned facilitate for  the signature of 
the Punong Barangay and MAFC Chairman

AT: Berlin M. Espenido, Esterlita T. Pagador, Junalyn 
T. Avila, Jayson B. Animas, Isaac D. Bolanio, Jr.

Step 3. Answer some important data in the interview and 
sign the document after the interview (end of transaction to 
the client)

Submit the completed documents to DA RFO8 with 
transmittal and endorsement

Office of the Punong Barangay (Residence or Farm Location)3. Certification from the Barangay on the agricultural activity he/ she engaged in

4. Photocopy of Ownership Documents File Copy

*****END OF TRANSACTION*****

PROCESSING 
TIME

1 day

5. Photocopy of Death Certificate of previous owner ( in cases that the area to be registered was owned by a registered 
farmer)

FEES TO BE PAID PERSON RESPONSIBLEAGENCY ACTIONSCLIENT STEPS

2. 2 x 2 ID Picture

NONE

CITIZEN'S  CHARTER (LGU - Saint Bernard)

Municipal Agriculture's Office

Simple

Government to Citizen 

Who may avail Farmers 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

1. Photo copy of Valid ID (Government Issued ID)



Updating of Registration of Farmers in Registry System 
for Basic Sector in Agriculture (RSBSA)

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

Office or Division:

Classification:

Type of Transaction:

File copy

Step 1. Proceed to Agricultural Technologist (AT) in the 
assigned barangay or approach MAO Staff and verbalized 
request for Registration of RSBSA

Submit the document to the AT incharge for the 
assigment for signature MAO Staff: Bernadette O. Wenceslao , Jaelynn G. 

Corbeta,  Lily Brian V. Brodrick                         

Step 2. Present the complete requirements needed MAO Staff/AT concerned facilitate for  the signature of 
the Punong Barangay and MAFC Chairman

AT: Berlin M. Espenido, Esterlita T. Pagador, Junalyn 
T. Avila, Jayson B. Animas, Isaac D. Bolanio, Jr.NONE 1 day

CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE

3. Certification from the Barangay on the agricultural activity he/ she engaged in Office of the Punong Barangay (Residence or Farm Location)

4. Photocopy of Ownership Documents 
File copy

5. Photocopy of Death Certificate of previous owner ( in cases that the area to be registered was owned by a registered 
farmer)

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

1. Photo copy of Valid ID (Government Issued ID)

2. 2 x 2 ID Picture

Municipal Agriculture's Office

Simple

Government to Citizen 

Who may avail Previously Registered Farmers with necessary data to be updated

CITIZEN'S  CHARTER (LGU - Saint Bernard)



Step 3. Archive the previous RSBSA registration of the 
farmer applying for updating and copy the basic information 
in the previous documents

Submit the completed documents to DA RFO8 with 
transmittal and endorsement

Step 4.  Answer some important data during Interview 
particularly in the Updating SLIP B : Change of Farm 
Parcel Information 
Step 5. Review and sign the documents and give it to MAO 
Staff

Availment of Rice Competitiveness Enhancement Fund 
(RCEF) - E - Binhi Rice Seed Program

 (Kind of Service/s)
Schedule of Availability of Service: April - May/ October -  December

Schedule depends on the date set PhilRice RCEF 
Office or Division:
Classification:
Type of Transaction:

4. Incase of Death of Registered farmer: Photocoopy of Death Certificate
5. Filled - up Form: Certificate of Confirmation signed by Municipal Agriculturist

AT: Berlin M. Espenido, Esterlita T. Pagador, Junalyn 
T. Avila, Jayson B. Animas, Isaac D. Bolanio, Jr.

Step 1. Registered farmers will go to the enrollment site set 
by the RCEF - PhilRICE and Municipal Agriculture's Office 

Send "Bandillo"to the barangay informing the farmers 
about the E-Binhi Registration Schedule

1 day

3. Authorization Letter approved by PhilRice

CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID
PROCESSING 

TIME

*****END OF TRANSACTION*****

CITIZEN'S  CHARTER (LGU - Saint Bernard)

Municipal Agriculture's Office

1.Valid ID (Government Issued ID)
2. Enrolled in RCEF E-Binhi Program List of farmer beneficiaries provided by PhilRice RCEF Program Personnel

Complex
Government to Citizen 

Who may avail RSBSA Registered Farmers encoded in Farmers and Fisherfolks Registry System (FFRS) of PhilRice

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

PERSON RESPONSIBLE



MAO Support Staff: Bernadette O. Wenceslao, 
Jaelynn G. Corbeta, Lily Brian V. Brodrick, Flordeliza 
Entenia, Racquel C. Rufin

Step 2. Wait for the schedule Distribution of Seeds Send "Bandillo"to the barangay informing the farmers for 
the Distribution schedule  

Prepare the venue and distribution flow 
AT: Berlin M. Espenido, Esterlita T. Pagador, Junalyn 
T. Avila, Jayson B. Animas, Isaac D. Bolanio, Jr.

MAO Support Staff: Bernadette O. Wenceslao, 
Jaelynn G. Corbeta, Lily Brian V. Brodrick, Flordeliza 
Entenia, Racquel C. Rufin, Irish Mae Y. Manalili, 

Step 4. Get the Rice Seeds Distribute Seeds
1 day

MAO Support Staff: Marlon G. Libato, Ismael 
Aclon, Leonardo Salig, Eric Candole, Benjamin 
Anduyan

Availment of Rice Competitiveness Enhancement Fund 
(RCEF) - Rice Seed Regular Program

 (Kind of Service/s)
Schedule of Availability of Service: April - May/ October -  December

Schedule depends on the date set PhilRice RCEF 
Office or Division:
Classification:
Type of Transaction:

3. Authorization Letter approved by PhilRice

CITIZEN'S  CHARTER (LGU - Saint Bernard)

NONE

*****END OF TRANSACTION*****

Step 3. Follow instruction set during the actual distribution 
of Rice Seeds

1 day

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1.Valid ID (Government Issued ID)
2. Listed in the Masterlist of farmer beneficiaries List of farmer beneficiaries provided by PhilRice RCEF Program Personnel

Municipal Agriculture's Office
Complex
Government to Citizen 

Who may avail RSBSA Registered Farmers encoded in Farmers and Fisherfolks Registry System (FFRS) of PhilRice who are not enrolled in E Binhi Program



MAO

MAO

AT: Berlin M. Espenido, Esterlita T. Pagador, Junalyn 
T. Avila, Jayson B. Animas, Isaac D. Bolanio, Jr.

 
 Rice Program Coordinator will encode the list of farmers 

and submit the masterlist to PhilRice RCEF Program 
including the request for additional rice seeds allocation

Time allocation 
depending on the 
availability of rice 
seeds and 
approval from 
PhilRice

Berlin M. Espenido

Step 2. Wait for the approval of the request Wait for the approval of the request;
 If the request is approved wait on the delivery of rice 
seeds

Step 3. Wait for the schedule Distribution of Seeds Send "Bandillo"to the barangay informing the farmers for 
the Distribution schedule

 

Step 4. Follow instruction set during the actual distribution 
of Rice Seeds

Prepare the venue and distribution flow AT: Berlin M. Espenido, Esterlita T. Pagador, Junalyn 
T. Avila, Jayson B. Animas, Isaac D. Bolanio, Jr.

Step 5. Fill up the Transactional Customer Satisfaction 
Survey Form (TCSSF) - Client Satisfaction Measurement 
(CSM) and get the distribution stub

Allow the farmer to fill up and signe the TCSSF - CSM MAO Support Staff: Bernadette O. Wenceslao, 
Jaelynn G. Corbeta, Lily Brian V. Brodrick, Flordeliza 
Entenia, Racquel C. Rufin, Irish Mae Y. Manalili, 

Step 6. Receive the seeds Get the distributio stub and release the seeds
1 day

MAO Support Staff: Marlon G. Libato, Ismael 
Aclon, Leonardo Salig, Eric Candole, Benjamin 
Anduyan

Availment of National Rice Program (NRP) - Hybrid Rice 
Seeds Intervention

 (Kind of Service/s)
Schedule of Availability of Service: April - May/ October -  December

Schedule depends on the availability of Hybrid seeds fro DA NRP

*****END OF TRANSACTION*****

CITIZEN'S  CHARTER (LGU - Saint Bernard)

Step 1. Registered farmers who are not found in the 
masterlist of recipient will proceed to AT assigned in the 
Barangays and verbalized their request of rice seeds

List down farmers who requested rice seeds under RCEF 
Regular Program

NONE

1 day

1 day

CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID
PROCESSING 

TIME

4. Incase of Death of Registered farmer: Photocoopy of Death Certificate and Filled up form Certificate of 
Confirmation signed by Municipal Agriculturist
5. If   the case of farmer not listed in the masterlist: Filled up Form - Certificate of Affirmation signed by Municipal 
Agriculturist

PERSON RESPONSIBLE



Office or Division:
Classification:
Type of Transaction:

MAO  ( to be given during distribution)
4. For Farmers with Corrections in their names in the 
masterlist : Signed  and Approves SLIP A & SLIP B MAO (to be given during distribution)

Step 1. Registered farmers who are members of Irrigators 
Association will go directly to the Irrigator's Association (IA) 
concern and verbalized his/ her intention to avail the 
program

 IA President & Secretary

Step 2. IA will encode the masterlist and submit hard copy 
and e-copy of the materlist to the Municipal Agriculture's 
Office (MAO)

Filter the List of Beneficiaries submitted by the IA versus 
the List of Farmers in the FFRS provided by the DA RFO 8 
NRP

1 day Berlin M. Espenido

Submit the clean list of farmer beneficiaries through 
online

1 day
Berlin M. Espenido

DA RFO 8 for checking and seed allocation

Step 3. Wait for the delivery of seeds Follow up to DA RFO 8 on the availability of seeds 1 day Berlin M. Espenido

Step 4. Wait for the schedule Distribution of Seeds If seeds are delivered, DA RFO 8  conduct seed testing 
and inspection

30 days
DA RFO8 Personnel

If the seeds pass its requirement, DA RFO 8 will advise 
for the distribution of the seeds

 Send "Bandillo"to the barangay informing the farmers for 
the Distribution schedule  

Step 5. During distribution: Follow instruction set during 
the actual distribution of Rice Seeds

Prepare the venue and distribution flow 
AT: Berlin M. Espenido, Esterlita T. Pagador, Junalyn 
T. Avila, Jayson B. Animas, Isaac D. Bolanio, Jr.

Who may avail
RSBSA Registered Farmers encoded in Farmers and Fisherfolks Registry System (FFRS) of the Department of Agriculture (DA) who are members of the 
Irrigators Association beneficiaries of NRP Hybrid Rice Intervension

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

1.Valid ID (Government Issued ID)

1 day

2. Listed in the Masterlist of farmer beneficiaries MAO (List of farmer beneficiaries provided by DA RFO 8)

3. Authorization Letter approved by DA RFO 8

CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID
PROCESSING 

TIME
PERSON RESPONSIBLE

NONE

Municipal Agriculture's Office
Complex
Government to Citizen 



Step 6. Fill up the Transactional Customer Satisfaction 
Survey Form (TCSSF) - Client Satisfaction Measurement 
(CSM) and get the distribution stub

Allow the farmer to fill up and signe the TCSSF - CSM
MAO Support Staff: Bernadette O. Wenceslao, 
Jaelynn G. Corbeta, Lily Brian V. Brodrick, Flordeliza 
Entenia, Racquel C. Rufin, Irish Mae Y. Manalili, 

Step 7. Receive the seeds Get the distribution stub and release the seeds
1 day

MAO Support Staff: Marlon G. Libato, Ismael 
Aclon, Leonardo Salig, Eric Candole, Benjamin 
Anduyan

*****END OF TRANSACTION*****

1 day



Fertilizer Discount Voucher Distribution (FDV)/ Fertilizer 
Distribution (In kind)

 (Kind of Service/s)
Schedule of Availability of Service: April - May/ October -  December

Schedule depends on the availability of Fertilizer Discount Voucher
Office or Division:
Classification:
Type of Transaction:

4. For Farmers with Corrections in their names in the 
masterlist : Signed  and Approves SLIP A & SLIP B

Step 1. Farmer should avail RCEF Rice Program and DA 
NRP Hybrid Seeds Intervension

Encode and submit masterlist of Rice farmers to DA RFO 
8 for checking and validation

30 days Brlin M. Espenido

  MAO Staff will wait for the emailed voucher fro DA RFO 8   DA RFO 8

 If FDV is avalailable, MAO Staff will print the FDV 1 day Berlin M. Espenido / Jaelynn M. Espenido

Seggregate the FDV by Barangay 1 day MAO Support Staff: Bernadette O. Wenceslao, 
Jaelynn G. Corbeta,  Flordeliza Entenia, Racquel C. 
Rufin, Irish Mae Y. Manalili, 

Send "Bandillo"to the barangay informing the farmers for 
the Distribution schedule

1 day Ismael Aclon Benjamin Anduyan, Mark Jordan Ilan, 
Eric Candole

Who may avail
Rice farmers who availed the RCEF Rice Seeds and DA NRP - Hybrid Rice Seeds Intervention
Rice farmers who used Home Save Seeds, Registered and Certified seeds

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1.Valid ID (Government Issued ID) MAO 
2. Listed in the Masterlist of farmer beneficiaries MAO (List of farmer beneficiaries provided by DA RFO 8)
3. Authorization Letter approved by DA RFO 8

CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE

NONE

CITIZEN'S  CHARTER (LGU - Saint Bernard)

Municipal Agriculture's Office
Complex
Government to Citizen 



Prepare the venue and distribution flow MAO Support Staff: Marlon G. Libato, Ismael 
Aclon, Leonardo Salig, Eric Candole, Benjamin 
Anduyan

Step 2.  Farmer beneficiaries will go to the Distribution 
venue

Facilitate the attendance as basis for distribution queing 1 day Racquel Rufin

Step 3. During distribution: Follow instruction set during the 
actual distribution of FDV

Facilitate during distribution 1 day
AT: Berlin M. Espenido, Esterlita T. Pagador, Junalyn 
T. Avila, Jayson B. Animas, Isaac D. Bolanio, Jr.

Receive the filled up TCSSF - CSM from farmers and give 
claim stub for the fertlizer

Advise farmers where to claim the FDV/Fertilizer

Step 4. Receive Fertilizers Accept the claim stub and release the voucher / fertilizer 1 day MAO Support Staff: B. Anduyan, Marlo Lingutan, 
Eric Candole, Ismael Aclon

*****END OF TRANSACTION*****

MAO Support Staff: Bernadette O. Wenceslao, 
Jaelynn G. Corbeta, Lily Brian V. Brodrick, Flordeliza 
Entenia, Racquel C. Rufin, Irish Mae Y. Manalili, 

1 day



Vegetable Seeds Distribution (Backyard Vegetable 
Production)

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

Office or Division:
Classification:
Type of Transaction:

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

CITIZEN'S  CHARTER (LGU - Saint Bernard)

Municipal Agriculture's Office
Simple

CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE

1. Clients must sign in the distribution masterlist MAO 

Government to Citizen 

Who may avail Walk in client (Household member) who are interested to plant vegetable (for backyard)



Step 1. Walk in clients proceed to MAO Staff and verbalize 
their intension to avail vegetable seeds

Verify the area to be planted 1 day MAO Staff on Duty

Step 2. If the request is valid, distribution of requested 
materials will be given

Assist the clients in signing the Vegetable Seeds 
Distribution List of Beneficiaries

1 day MAO Staff on Duty

Step 3. Receive the vegetable seeds Distribute seeds 1 day
Shortly Brief the farmers regarding the cultural 
management  practices in vegetable production and 
advise to coordinate with the AT assigned in their 
Barangay

Massive Dog Vaccination
 (Kind of Service/s)

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

Office or Division:
Classification:
Type of Transaction:

1. Dogs 3 month old and above Owners
2. Masterlist of Dogs and Dog Owners Barangay

Simple
Government to Citizen 

Who may avail Dog Owners

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

NONE AT: Berlin M. Espenido, Esterlita T. Pagador, Junalyn 
T. Avila, Jayson B. Animas, Isaac D. Bolanio, Jr.

*****END OF TRANSACTION*****

CITIZEN'S  CHARTER (LGU - Saint Bernard)

Municipal Agriculture's Office



Step 1. The Barangay Council Committee on Agriculture will 
submit updated Dog Population Survey every ist month of 
the year

Accept Dog Population Masterlist and compile AT: Berlin M. Espenido, Esterlita T. Pagador, Junalyn 
T. Avila, Jayson B. Animas, Isaac D. Bolanio, Jr.
MAO Support Staff: Flordelisa Entenia

Schedule Massive Dog Vaccination Isaac D. Bolanio, Jr, Flordeliza Entenia 

Send "Bandillo"to the barangay for announcement of 
schedule of the Massive Dog Vaccination

1 day Isaac D. Bolanio, Jr, Ismael Aclon

Step 2. Dog owners bring their dogs to the venue where 
dogs vaccination takes place

Facilitate the signing of the List of Dogs vaccinated 1 day AT: Berlin M. Espenido, Esterlita T. Pagador, Junalyn 
T. Avila, Jayson B. Animas, Isaac D. Bolanio, Jr.
MAO Support Staff: Flordelisa Entenia

Step 3. Dog owners must hold their dogs during vaccination Advise the dog owners what to do after their dogs has 
been vaccinated

1 day MAO Support Staff: Flordeliz Entenia, Racquel 
Rufin, Ismael Aclon

Dog Registration
 (Kind of Service/s)

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

Office or Division:
Classification:

CITIZEN'S  CHARTER (LGU - Saint Bernard)

Municipal Agriculture's Office
Simple

NONE

*****END OF TRANSACTION*****

CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE

1 day



Type of Transaction:

Step 1. Dog Owners proceed to AT assigned or MAO Staff on 
duty and verbalize request for dog registration

List down farmers and dogs to be registed and advise 
dog owner to bring the dog to the office

 

1 day AT: Berlin M. Espenido, Esterlita T. Pagador, Junalyn 
T. Avila, Jayson B. Animas, Isaac D. Bolanio, Jr.
MAO Support Staff: Flordelisa Entenia

Step 2. Bring the dogs to the office Archive dog registration in the Dog Population Survey 
submitted by the barangay, if not found on the list add 
the dog owners and dogs in the masterlist

1 day Isaac D. Bolanio, Jr, Flordeliza Entenia 

Step 3. Dog owners proceed to MTO for Payment Issue receipts of payment and advise the client to return 
back to the MAO

Php 100.00
1 day Revenue Collection Clerk (MTO Personnel)

Step 4. Present OR to MAO assigned staff/ detailed in the 
office

Record the OR # and advise the client to wait for the 
preoatation of documents

1 day MAO Staff: Flordeliza Entenia

Take picture with the dog owner and the dog 1 day MAO Staff: Jaelynn G. Corbeta
Prepare Dog Identification Card and dog tag 1 day

Step 5. Dog Vaccination While the clerk is preparing for the Dog Identification 
card and dog tag, AT available in the Office will perform 
dog vaccination

1 day AT available in the office

Step 6. Receive Dog registration card and keep for future 
use

Release Dog Identification Card and Dog tag 1 day MAO Staff: Jaelynn G. Corbeta

CITIZEN'S  CHARTER (LGU - Saint Bernard)

CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE

*****END OF TRANSACTION*****

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Dogs 3 month ols and above Owners

Government to Citizen 

Who may avail Dog Owners



Artificial Insemination
 (Kind of Service/s)

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

Office or Division:
Classification:
Type of Transaction:

Step 1. Farmer Client proceed to office or call AT and 
verbalize request for Artificial Insemination

Facilitate the farmer to sign in the logbook and write his/ 
her request and indicate his/ her contact number

1 day

 Inform AT Livestock and AI Technician about the request 1 day

Step 2. Prepare chute and bring their their livestock at the 
most accessible area

Conduct farm visitation and examine the livestock for 
insemination

1 day

 If the livestock is in natural heat, perform artificial 
Insemination immediately

1 day

If not, perform pregnacy diagnosis and if found out that 
the livestock is not pregnant, perform Estrus 
Synchronization (ES)

1 day

Step 3. Observe their livesock if shows sign of in heat and 
call the AI Technician

Attend to caller and revisit 1 day

Examine the livestock and conduct testing 1 day
Prepare and conduct Artificial Insemination (AI) 1 day
Advise farmer - owner the do's and don’t  after AI 1 day

Step 4. Take good care of the livestock and observe for 
possible recurrence of in heat period 

Advise farmer - owner to inform the AI Technician on 
his/her observation

30 day

Step 5. Call the AI Technician after 48 hours from AI Examine the livestock, if found not pregnant conduct AI 
again
If found pregnant, advise owner to take good care of the 
livestock and let it rest to avoid abortion

1 day

Step 6. Closely coordinate with the AI Technician and 
Agricultural Technician (AT)

Conduct PD after 5 months 1 day

Conduct regular visitation and vitamin supplementation 
until calf drop

monthly

Step 7. Inform the AI Technician when the  livestock is 
calving

Conduct visit, after 2 weeks from calving administer 
vitamins to the calf/caracalf

1 day

1. Livestock owned ( Carabao or Cattle) Owners
2. Chute Prepared by Livestock Farmer/Owners

CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE

Municipal Agriculture's Office
Technical
Government to Citizen 

Who may avail Livestock Farmers ( Carabao and Cattle)

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

MAO Staff: Office Detail of the Day 

NONE

AT Livestock - Isaac D. Bolanio, Jr.
AI Technician - Ismael Aclon



Conduct deworming after one month from calving 1 day

Issuance of Livestock Inspection Certificate (LIC)
 (Kind of Service/s)

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

Office or Division:
Classification:
Type of Transaction:

3. Official Receipts Municipal Tresurer'e Office

Facilitate the request and let the client to sign in the 
logbook and write his/ her request and indicate his/ her 
contact number

 
1 day

Inform AT Livestock Technician about the request 1 day
Conduct farm visitation and inspect the health status of 
the livestock to be transported

1 day AT Livestock - Isaac D. Bolanio, Jr.

While the Livetock Technician is preparing the Livestock 
Inspection Certificate, advise the client to pay for the 
Livestock Inspection Fee

Step 2. Pay corresponding amount to the Municipal 
Treasurer's Office

Issue corresponding Official Receipts to the client
Php 520.00

1 day
Revenue Collection Clerk : Pete Ramada

Step 3. Return to the Municipal Agriculture's Office and 
present the Official Receipts

Attached the Official Receipts to the Livestock 
Inspection Certifcate

1 day AT Livestock - Isaac D. Bolanio, Jr.

Step 4. Receive the signed Livestock Inspection Certificate 
(LIC)

Let the client acknowledge the receipt of the LIC 1 day AT Livestock - Isaac D. Bolanio, Jr.

*****END OF TRANSACTION*****

CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE

MAO Staff: Office Detail of the Day 

*****END OF TRANSACTION*****

Complex
Government to Citizen 

Who may avail Meat Shop Owners, Livestock/Meat Handlers

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Hog Transport Pass (HTP)

CITIZEN'S  CHARTER (LGU - Saint Bernard)

Municipal Agriculture's Office

Provincial Veterinary Office, Maasin City
2. Certification of Hog Growers Barangay 

Step 1. Meat Shop Owners, Livestock/ Meat Handlers or its 
representative will go to the office and vervalized his/ his 
request (a day prior to the transport of the hogs)



Issuance of MAO Certification
 (Kind of Service/s)

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

Office or Division:
Classification:
Type of Transaction:

2. Official Receipt MTO

Step 1. Client will proceed to the Office and verbalized his/ 
her request and present the required document

MAO Staff will examine the documents 
 

1 day

 If complete, advise the client to pay for MAO 
Certification

1 day

Step 2. Pay corresponding amount to the Municipal 
Treasurer's Office

Issue corresponding Official Receipts to the client
Php 250.00

1 day Revenue Collection Clerks

 Prepare the MAO Certification documents  1 day
Step 3. Return to the Municipal Agriculture's Office and 
present the Official Receipts

Attached the Official Receipts to the MAO Certifcation 1 day

Step 4. Receive the signed MAO Certificate Let the client acknowledge the receipt of the MA 
Certification

1 day

CITIZEN'S  CHARTER (LGU - Saint Bernard)

Municipal Agriculture's Office
Complex
Government to Citizen 

Who may avail Farmers, Fisherfolks, Meatshop Owners, and other residents of Saint Bernard 

MAO Staff: Office Detail of the Day 

*****END OF TRANSACTION*****

MAO Staff: Bernadette O. Wenceslao

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Certification for Hogs for Slaughtering: Certification of the Barangay where the hogs was purchase Barangay

  

CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE



Corn Seeds Distribution
 (Kind of Service/s)

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

Office or Division:
Classification:
Type of Transaction:

2. Pre Masterlisted to AEW Corn Focal Person
3. Government issued Valid ID

Step 1. Farmer approach to Corn Focal Person for the Pre 
Masterlisting

Assist farmers in signing the attendance
 

1 day

Step 2.  Farmer beneficiaries will go to the Distribution 
venue

Facilitate the attendance as basis for distribution queing 1 day

Step 3. During distribution: Follow instruction set during the 
actual distribution of FDV

Facilitate during distribution 
Php 250.00

1 day

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Farmers must be RSBSA Registered encoded in Farmers ans Fisherfolks Registry System (FFRS)

  

CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE

Corn Focal Person : Lily Brian V. Brodrick

CITIZEN'S  CHARTER (LGU - Saint Bernard)

Municipal Agriculture's Office
Simple
Government to Citizen 

Who may avail Corn Farmers



Step 4. Affix signature on the masterlist provided and fill up 
Client Satisfaction Matrix (CSM)

Assist farmers in filling up the form
 

1 day

Step 5. Receive the seeds Take geotagged pictures during Distribution 1 day

Fisherfolks Registration (FishR)
 (Kind of Service/s)

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

Office or Division:
Classification:
Type of Transaction:

2. 2 x 2 ID Picture

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Government Issued Valid ID

  

CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE

Municipal Agriculture's Office
Simple
Government to Citizen 

Who may avail Fisherfolks (Fishermen, Fish Vendors, Gleaners, Fish Workers)

*****END OF TRANSACTION*****

CITIZEN'S  CHARTER (LGU - Saint Bernard)



Step 1. Fisherfolks will go directly to the MAO and 
verbalized his/ her request

Assist the fisherfolks in his/ her request 1 day
MAO Staff: Bernadette O. Wenceslao

Step 2. Provide the information needed in the registration 
following the FishR Form

Intervie the client and input his/her answer in the FishR 
Form

1 day

Step 3. Affix his/ her signature in the form Encode the newly ristered fisherfolk in the Fisherfolks 
Registry System (FishRS)
See to it that the encoded name of fisherfolks must be 
uploaded
From time to time check the system for update

Municipal Fishing Vessel and Gear Registration (MFVR)
 (Kind of Service/s)

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

Office or Division:
Classification:
Type of Transaction:

*****END OF TRANSACTION*****

AT Fisheries: Mark Jordan S. Ilan

CITIZEN'S  CHARTER (LGU - Saint Bernard)

Municipal Agriculture's Office
Complex
Government to Citizen 

Who may avail Fisherfolks with motorized banca (3 gross tonnage below) and non motorized banca

depends on the 
strength of the 
internet



2. 2 x 2 ID Picture
3. Banca ( motorized and non- motorized) 3 gross tonnage and below

Step 1. Fisherfolks will go directly to the MAO and 
verbalized his/ her request

Assist the fisherfolks in his/ her request 1 day
MAO Staff: Bernadette O. Wenceslao

Step 2. Assist the Fishery Technician in the 
Admeasurement of the boat in their area

Conduct admeasurement of the banca to be registered 1 day

Step 3. Provide additional info in the MFVR Form Fill up MFVR Form

Examine and identify the type of gear used
Encode the newly registered boat to the BoatR System 
See to it that the encoded data must be uploaded
From time to time check the system for update

Issuance of Municipal Fishing Permit
 (Kind of Service/s)

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

AT Fisheries: Mark Jordan S. Ilan

*****END OF TRANSACTION*****

CITIZEN'S  CHARTER (LGU - Saint Bernard)

depends on the 
strength of the 
internet

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Government Issued Valid ID

  

CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE



Office or Division:
Classification:
Type of Transaction:

2. Duly registered fishing vessel ( 3 gross tonange and below)
3. Resident Certificate (Cedula) Barangay 

Step 1. Fisherfolks will go directly to the MAO and 
verbalized his/ her request. 

Assist the fisherfolks in his/ her request
MAO Staff: Bernadette O. Wenceslao

Step 2. Present the requirements for licensing Receive the requirements submitted and examine the 
completeness

Step 3. Wait for the necessary document MAO Staff incharge will prepare MFVR Form 1 - MFVR 
Application Form; MFVR Form 2 - Certified Standard 
Admeasurements Form; MFVR Form 3 - Certificate 
Number
Assess the payment and advise to proceed to the 
Municipal Treasurer's Office

Step 4. Receive the documes and Proceed to MTO for 
payments

Issue OR for the payment

Step 5. Proceed to PNP Issue Certification
Step 6. Proceed to Mayor's Office Approval/ advise to go back to MAO 
Step 7. Submit photocopy of Mayors Permit

Fishing Gear:

Hand Instruments:

Speargun with or without light - 
100.00
Scoop/dip nets for bolinao  - 
free
Gaff hook - Free

Spears (Sapang) - Free

TRAPS or Bobo

Bobo  (Small or 3 ft length first 
10 pcs 50.00 excess of 10  - 
10.00 per unit
Bobo (Big or more than 3 ft ) 50 
.00/unit/annum
Bantak - free

Tambunan - P25.00/ unit/annum

AT Fisheries: Mark Jordan S. Ilan

*****END OF TRANSACTION*****

Motorized:
Less than one (1) gross ton - Php 
- 50.00
1 to 1.9 gross tons -                   Php 
- 75.00
2.0 - 2.9 gross -                            Php 
100.00
Certificate Number  (CN) -   Php 
50.00 (once)
Builder's Certificate (BC) -    Php 
50.00 once
Non Motorized banca : 
3 tons below                                 Php 
50.00 renewable every 3 years
Fishing Permit/License/Permit 
to Operate: Php 100.00
Subscription Fee : Php 100.00
Sticker:                       Php 75.00

1. Duly registered fisherfolks  

4. Barangay Cetification of the ownership of boat Barangay 

CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE

Municipal Agriculture's Office
Complex
Government to Citizen 

Who may avail Fisherfolks with motorized banca (3 gross tonnage below) and non motorized banca

CHECKLIST OF REQUIREMENTS WHERE TO SECURE



Issuance of Municipal Fishing Permit
 (Kind of Service/s)

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

Office or Division:
Classification:
Type of Transaction:

2. Duly registered fishing vessel ( 3 gross tonange and below)
3. Resident Certificate (Cedula) Barangay 

LINES:
Long line (palangre)
 500 hooks below - Php 50.00/ 
unit/annum
501 hooks above - Php 100.00 
/unit/annum
Jigger (saranggat) wit or 
without light - free

NETS:
(no less than 3 cm mesh nets, 
not more than 200 meters in 
length)
Bungsod            - Php 500.00 
/unit/annum
Palutaw Nets - Php 500.00/ 
unit/ annum
Palaran             - Php 500.00/ 
unit/ annum
Pamawo (without scaring 
device - Php 500.00 
/unit/annum 

PALUBOG NETS: 

Pang -ilak     - Php 100.00/unit/ 
annum

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Duly registered fisherfolks

4. Barangay Cetification of the ownership of boat Barangay 

CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID
PROCESSING 

TIME
PERSON RESPONSIBLE

CITIZEN'S  CHARTER (LGU - Saint Bernard)

Municipal Agriculture's Office
Simple
Government to Citizen 

Who may avail Fisherfolks with motorized banca (3 gross tonnage below) and non motorized banca



Panglonggot 
(Mabgas/Bolinao) - Php 
100.00/unit/ annum
Pang mangodlong - Php 
500.00/unit /annumPanghawol hawol - Php 
200.00/unit /annumPangmangsi    - Php 
200.00/unit /annum

For Hook & Line & Nets

Pressure light (Petromax) - Php 
100.00 per annum
25 watts below - php 50.00

51 watts above illegal

Agricultural Technical Assistance
 (Kind of Service/s)

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

Office or Division:
Classification:
Type of Transaction:

Step 1. Proceed to AT assigned in the barangay/detailed in 
the office and verbalized request for technical assistance

Assist the client in signing the Clients Logbook 1 day
MAO Staff on duty

  Interview the client for initial info regarding the request 
and advised to wait for the field visitation

1 day

 Refer the Client to the AT concerned 1 day

AT concerned: Esterlita T. Pagador, Berlin M. 
Espenido, Jayson B. Animas, Junalyn T. Avila, Isaac 
D. Bolanio, Jr., Lily Brian V. Brodrick

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Residents of Saint Bernard

 

CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID
PROCESSING 

TIME
PERSON RESPONSIBLE

*****END OF TRANSACTION*****

CITIZEN'S  CHARTER (LGU - Saint Bernard)

Municipal Agriculture's Office
Simple
Government to Citizen 

Who may avail Any interested farmers



Step 2. Wait for the schedule of field visitation Contact the farmer caller and schedule the field 
visitation

1 day AT concerned: Esterlita T. Pagador, Berlin M. 
Espenido, Jayson B. Animas, Junalyn T. Avila, Isaac 
D. Bolanio, Jr., Lily Brian V. Brodrick

Step 3. Assist the AT in field visitation Conduct field visitation 1 day AT concerned: Esterlita T. Pagador, Berlin M. 
Espenido, Jayson B. Animas, Junalyn T. Avila, Isaac 
D. Bolanio, Jr., Lily Brian V. Brodrick

Give recommendation based on the field observation. If 
the situation is beyond control of the AT, refer the 
problem to the MA

1 day

Step 4. Assist MA/AT in further field inspection Condct field re validation anf give recommendation 1 day

 

Assistance to Farmers in Insurance Application
 (Kind of Service/s)

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

Office or Division:
Classification:
Type of Transaction:

2. Government Issued Valid ID

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1.Registered Farmers in RSBSA

 

CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID
PROCESSING 

TIME
PERSON RESPONSIBLE

*****END OF TRANSACTION*****

MA Erma K. Capilitan

CITIZEN'S  CHARTER (LGU - Saint Bernard)

Municipal Agriculture's Office
Complex
Government to Citizen 

Who may avail Farmers



Step 1. Proceed to AT assigned in the barangay/detailed in 
the office and verbalized request for insurance application

Assist the client in signing the Clients Logbook 1 day

Step 2. Provide information on the Insurance Application 
Form

Interview the client and filled up the form 1 day

 Step 3. Affix their signature in the application form Assisist the client in signing 1 day

Step 4. Wait for the advice of approval from PCIC Cooordinate with the Philippine Crop Insurance 
Corporation (PCIC) for the submission of the application

1 day

Advice client to report at the MAO when there is damage 
of the crop both pest and natural calamities

1 day

Assistance to Farmers in Filing Insurance Indemnity 
Claim

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

 
Office or Division:
Classification:
Type of Transaction:

*****END OF TRANSACTION*****

CITIZEN'S  CHARTER (LGU - Saint Bernard)

Municipal Agriculture's Office
Complex 
Government to Citizen 

NONE

AT concerned: Esterlita T. Pagador, Berlin M. 
Espenido, Jayson B. Animas, Junalyn T. Avila, Isaac 
D. Bolanio, Jr., Lily Brian V. Brodrick

MAO Staff on duty, Jaelynn G. Corbeta, Bernadette 
Wenceslao

MAO Staff: Jaelynn G. Corbeta, Bernadette O. 
Wenceslao



2. Government Issued Valid ID
3. Farmers who applied Crop Insurance

Step 1. Proceed to the office and verbalized his/ her 
intension to file notice of loss 

Assist the client in  filing notice of loss 1 day

Step 2. Provide information on the Insurance Application 
Form

Interview the client and filled up the form 1 day

Step 3. Affix their signature in the notice of loss Assist the client in signing

Inform the PCIC about the notice of loss and submit it 
through online

Compile all the notice of loss and submit the hard copy 
to PCIC

Step 4. Wait and assist for the PCIC Adjuster for validation 
of the reported damage

In the case of PCIC: Conduct site validation of the 
reported damage

PCIC Adjuster

Step 5. Wait for the PCIC notice of approval/ 
conditional/denial

Follow up the status of the claim

Step 6. If conditional, comply the the needed requirements 
and submit to MAO Office

Receive the documents and facilitate the submission to 
PCIC

Step 7. Wait for the release of payment Send notice if check is available
Step8. Receive Indemnity payment Facilitate the release of Indemnity checks PCIC Personnel

*****END OF TRANSACTION*****

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1.Registered Farmers in RSBSA

CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID
PROCESSING 

TIME
PERSON RESPONSIBLE

AT concerned: Esterlita T. Pagador, Berlin M. 
Espenido, Jayson B. Animas, Junalyn T. Avila, Isaac 
D. Bolanio, Jr., Lily Brian V. Brodrick

1 day
MAO Staff on duty, Jaelynn G. Corbeta, Bernadette 
WenceslaoNONE

depends on the 
schedule set by 
PCIC

MAO Staff on duty, Jaelynn G. Corbeta, Bernadette 
Wenceslao

Who may avail Registered Farmers


