CITIZEN'S CHARTER (Tech4ED Center - LGU Saint Bernard)

Zoning Certification Issuance

(Kind of Service/s)
Schedule of Availability of Service: Monday to Friday 8:00 AM - 5:00 PM
1. Free Computer & Internet Access

Office or Division: Municipal Hall, Saint Bernard, Leyte

Classification: Simple / Complex / Highly Technical Simple
Type of Transaction: Government to Citizen (G2C) Government To Citizen
Who may avail Students, Job Seekers, Farmers, Fisherfolk, General Public
CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Log Book Registration Tech4ED Center

CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE
Refister in Log Book Check, review, and verify log book registration 1day Tech4ED Center Staff
Wait For Available Computer Assist client and assign available computer unit Tech4ED Center Staff

Use computer/internet

Monitor usage and provide assistance if needed Tech4ED Center Staff

2. ICT / Digital Literacy Training

**XXXEND OF TRANSACTION*****
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- CITIZEN'S CHARTER (SAINT BERNARD Tech4ED DTC)

BAGONG PILIPINAS

INFORMATION & COMMUNICATION TECHNOLOGY

(Kind of Service/s)

Schedule of Availability of Service:

Monday to Friday 8:00 AM - 5:00 PM

1. Free Computer & Internet Access

Office or Division:

Tech4ED Clients

Classification:

Simple

Type of Transaction:

Government To Citizen

Who May Avail?

Students, Job Seekers, General Public

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Log Book Registration

Tech4ED Center front desk

CLIENT STEPS

3. Assistance for Online Government Services

Office or Division:

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

AGENCY ACTIONS FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE
Register in Log Book Check, review, and verify log book registration Free 1 day Tech4ED Center Staff
Use computer/internet Monitor usage and provide assistance if needed Free Tech4ED Center Staff
%% *XEND OF TRANSACTION*****
2. Registration for ICT / Digital Literacy Training
Office or Division: Tech4ED Clients
Classification: Simple
Type of Transaction: Government To Citizen
Who May Avail? Newly Graduated Teachers, General Public
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Training Registration Form, payment, OR Tech4ED Center
CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE
Fill out registration form Staff checks completeness 250 (per session 3days) Tech4ED Center Staff
Payment to MTO once paid, get the OR No. to be recorded 1 day Tech4ED Center Staff
Wait for the schedule of the training Staff confirms registration and give schedule Tech4ED Center Staff

Tech4ED Clients

Classification: Simple
Type of Transaction: Government To Citizen
Who May Avail? All Citizen
CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Valid ID, Personal Information

Client / Tech4ED Staff Assistance
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PROCESSING TIME

PERSON RESPONSIBLE

CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID
Request assistance Staff identifies service needed Free
Provide required information Staff assists with online registration or retrieval Free

1 day

Receive results

4, Printing / Scanning / Photocopying / Lamination

Staff provides printed or digital copy 10
**%X*X*END OF TRANSACTION* ****

Tech4ED Center Staff

Tech4ED Center Staff

Tech4ED Center Staff

Office or Division:

Tech4ED Clients

Classification:

Simple

Type of Transaction:

Government To Citizen

Who May Avail?

General Public

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Logbook entry

Tech4ED Center

CLIENT STEPS

AGENCY ACTIONS FEES TO BE PAID

PROCESSING TIME

PERSON RESPONSIBLE

Request printing/scanning/photocopying/lamination

Printing & Scanning - 5 (B&W) 7 (COLORED)
Photocopy - 2 (B&W) 5 (COLORED)
Laminate - 25 Small (SMALL&THICK),
30 Medium (SMALL&THICK),
20 Large (THIN)

Staff checks equipment availability

1 day

Submit document

Staff processes request

Receive printed/scanned/laminated document

5. Rush ID for Senior Citizens and Others

Client collects output

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

Tech4ED Center Staff

Tech4ED Center Staff

Tech4ED Center Staff

Office or Division:

Tech4ED Clients

Classification:

Simple

Type of Transaction:

Government To Citizen

Who May Avail?

Senior Citizens, Job seekers, General Public

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

None

Tech4ED Center

CLIENT STEPS

AGENCY ACTIONS FEES TO BE PAID (Php)

PROCESSING TIME

PERSON RESPONSIBLE

Submit request

Staff checks requirements

Prepare and print ID

Staff generates ID

1 day

Receive ID

6. Assisting Barangay BAC for Posting at PhilGeps

20.00 (3 pcs 2x2, 4 pes 1x1)
**%X*X*END OF TRANSACTION* ****

Released printed ID

Tech4ED Center Staff

Tech4ED Center Staff

Tech4ED Center Staff

Office or Division:

Tech4ED Clients

Classification:

Simple




' CITIZEN'S CHARTER (SAINT BERNARD Tech4ED DTC)

BAGONG PILIPINAS

Type of Transaction:

Government To Citizen

Who May Avail?

Barangay BAC Members / LGU Staff

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

ITB, Bid Documents, PhilGeps Account username and password

Tech4ED Center

AGENCY ACTIONS

FEES TO BE PAID

PROCESSING TIME

PERSON RESPONSIBLE

CLIENT STEPS
Submit bid documents soft copy Staff reviews files Free Tech4ED Center Staff
Assisted by staff in online posting Staff uploads docs to PhilGeps Free 1day Tech4ED Center Staff
Free Tech4ED Center Staff

Received confirmation

confirms that ITB been posted

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




