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MUNICIPAL MAYOR’S 

OFFICE 

 
SERVICE PLEDGE 

 

The office of the Municipal Mayor signifies a committed, 

sincere, service oriented and dedicated service to God, 

country and people 
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MUNICIPAL MAYOR’S OFFICE 

 

EXTERNAL SERVICES 
 

Office or

Division:

Classification:

Type of Transaction:

Who may avail:

CLIENT STEPS AGENCY ACTION FEES TO BE PAID
PROCESSING 

TIME

PERSON 

RESPONSIBLE

1. Submission of the 

    requirements

1.1 Receive and check the

      completeness of the

      requirements

1.2 Register data application

       to the system

1.3 Assess equivalent

      business tax and other

      regulatory fees

1.4 Issue Tax Order of Payment

      (TOP)

None 20 Minutes Business Permit 

and Licensing 

Officer Office of the 

Mayor

2. Receive the Transaction

    Identification Number,

    Order of payments; Pay

    the corresponding fees

2.1 Receive payment and

      issue official receipt to client

Cottage Micro:

Sari-sari Store  = ₱ 2,190.00

Cooperative      = ₱ 5,150.00

Services            = ₱ 3,020.00

( Plus Mayor's Permit Per Line of

  Business at ₱ 300.00 / each)

10 Minutes Revenue Collection 

Clerk Municipal

Treasurer’s

Office

3. Submit application form

    with complete requirements

    and Official Receipts to

    BPLO then claim Business

    Permit

3.1 Receive the accomplished

      application form with  official

      receipts  and other

      requirements and verify

3.2 Prepare Business Permit

3.3 Release Business Permit/

      Plate & Sticker

3.4  Give logbook for client’s

        signature

None 30 Minutes Business Permit 

and Licensing 

Officer - Office of 

the Mayor

Cottage Micro:

Sari-sari Store  = ₱ 2,190.00

Cooperative     = ₱ 5,150.00

Services           = ₱ 3,020.00

( Plus Mayor's Permit Per Line of

  Business at ₱ 300.00 / each)

1 hour

Permit issued to all person who will put up a new business operation within the Municipality.

End of Transaction

1. Issuance of Business Permit (New)

Business Owner or Authorized Representative

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

1.    Duly accomplished Unified Application Form 

        (1 copy)

2. • DTI Certificate (For single proprietor)

       (1 Original and 1 Photocopy)

    • SEC Registration (For Corporation)

       (1 Original and 1 Photocopy)

    • CDA Certificate (For Cooperative) 

       (1 Original and 1 Photocopy)

3. Barangay Business Clearance with O.R.

5. Fire Safety Inspection Certificate (FSIC) 

     (1 Original and 1 Photocopy)

1.    Business Permit & Licensing Section

2.  • DTI Negosyo Center, La Purisima, Cagwait, Surigao del Sur

     • SEC Office -  Davao City

     • CDA Office -  Butuan City

3.  Barangay Hall ( Business Address)

5.  Bureau of Fire Protection ( Aras-asan, Cagwait, Fire Station)

Municipal Mayor’s Office -  Business Permit and Licensing Section

Simple Transaction

G2B, G2G

TOTAL
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Office or

Division:

Classification:

Type of Transaction:

Who may avail:

CLIENT STEPS AGENCY ACTION FEES TO BE PAID
PROCESSING 

TIME
PERSON RESPONSIBLE

1. Submission of

    the requirements

1.1 Receive and check the

      completeness of the

      requirements

 

1.2 Register data application to

      the system

1.3 Assess equivalent business

      tax and other regulatory

      fees

1.4 Issue Tax Order of

      Payment(TOP)

None 20 Minutes Business Permit

and Licensing

Officer-Office of

the Mayor

2. Receive the

    Transaction

    Identification

    Number, Order

    of payments; Pay

    the corresponding

    fees

2.1 Receive payment and issue

      official receipt to client

 Retailers -

400,000.00 or less - 2% or (x*0.02)

More than 400,000.00 -1% or (x - 400,000) *0.01 + 8,000

 Wholesaler -

 2,000,000.00 or more at a rate not exceeding fifty percent - (50%) of one 

percent (1%) of (x*0.50) *0.01) 

 Manufacturing -

 6,500,000.00 or more at a rate not exceeding thirty seven and half percent ( 37-

1/2%) of one percent (1%) or (x*0.375)*0.01)

 Financial & Other Business -

 2,000,000.00 or more at a rate not exceeding fifty percent -

(50%) of one percent (1%) of (x*0.50) *0.01) 

10 Minutes Revenue Collection

Clerk Municipal

Treasurer's Office

3. Submit application

    form with complete

    requirements and

   Official Receipts to

   BPLO then claim

   Business Permit

3.1 Receive the accomplished

      application form with

      official receipts and other

      requirements and verify

3.2 Prepare Business Permit

3.3 Release 

        • Business Permit

        • Sticker 

        • Plate is issued upon the

          discretion of the LCE

3.4 Give the  release logbook for

      client’s signature

None 30 Minutes Business Permit and

Licensing Officer - 

Office of the Mayor

BASE ON ABOVE CITED COMPUTATION 1 hour

           * Unless for those who have Introduce New Line of Businesses, or expansion of your Building Establishment,

              will under the processes under the (NEW) category. 

1. Barangay Business Clearance with O.R.

2. Current Community Tax Certificate 

     (CEDULA)

3. Fire Safety Inspection Certificate 

     (FSIC) (1 Original and 1 Photocopy)

4. Audited Financial Statement 

     (Previous Year Financial Statement)

1.  Barangay Hall (Business Address)

2.  Municipal Treasurer’s Office/ BLGU - Place of Residence

3.  Bureau of Fire Protection (Aras-asan, Cagwait, Fire Station)

4.  Agency Concern

End of Transaction

Municipal Mayor’s Office -  Business Permit and Licensing Section

Simple Transaction

G2B

2. Issuance of Business Permit (Renewal)

Business Owner or Authorized Representative

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

TOTAL

Permit issued to business operator who already have existing business within the municipality. *
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Office or

Division:

Classification:

Type of Transaction:

Who may avail:

CLIENT STEPS AGENCY ACTION FEES TO BE PAID
PROCESSING 

TIME

PERSON 

RESPONSIBLE

1.  Submission of the

     requirements

1.1 Receive and check the

      completeness of the

      requirements

1.2 Issue Tax Order of Payment

      (TOP)

None 20 Minutes Peter Lascuna 

(Business & Licensing 

Section)

2. Receive Order of

    Payment and pay

    the corresponding

    fees to the Treasurer

2.2 Receive payment and issue

     Official Receipt to client

New         = ₱ 1,475.00

Renewal  = ₱ 875.00

15 Minutes Revenue Collection

Clerk Municipal

Treasurer's Office

3. Submit Official

    Receipt to BPLO 

    then claim

      • MTOP

      • Sticker

      • Plate  

      • ATD-ID

3.1 Print-out the MTOP and

      ATD-ID

3.2 Release

        • MTOP

        • Sticker

        • Plate  

        • ATD-ID

3.3 Give logbook for client’s signature

None 20 Minutes Business Permit & 

Licensing Section

New          = ₱ 1,475.00

Renewal  = ₱ 875.00
55 Minutes

                                  Issuance of Motorized Tricycle Operator Permit (MTOP) (New/Renewal)

                             Motorized Tricycle Operator’s Permit (MTOP) issued to Tricycle Owner operating within the municipality.

TOTAL

End of Transaction

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

1. Barangay Clearance

     (1 Original copy )

2. Community Tax Certificate (CEDULA)

     (1 Original and 1 Photocopy)

3. Cert. of Registration and Original Official Receipt

     (1 Original and 1 Photocopy)

4. Valid Professional Driver’s License of Operator/Driver

     (1 Original and 1 Photocopy)

5. • Road Worthiness Inspection 

      (1 Original and 1 Photocopy)

    • National Police Clearance

      (1 Original and 1 Photocopy)

6. Application for Franchise to Operate stamped

    received

3. Tricycle New-Renewal

Municipal Mayor’s Office -  Business Permit and Licensing Section

Simple Transaction

G2B

Tricycle Operators/Authorized Representative

1. Barangay Hall – Place of Residence

2. Municipal Treasurer’s Office/BLGU-Place of residence

3. Tricycle Operator

4. Tricycle Operator/Driver

5. PNP - Cagwait, Surigao del Sur

6. Office of the Sangguniang Bayan- Cagwait, SDS
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Office or

Division:

Classification:

Type of 

Transaction:

Who may avail:

CLIENT STEPS AGENCY ACTION FEES TO BE PAID
PROCESSING 

TIME

PERSON 

RESPONSIBLE

1.  Submission of

     requirements

1.1 Receive and

      check the

      completeness of

      the

      requirements

1.2 Issue Tax Orde

      of Payment (TOP)

None 10 Minutes BPLO-Office of the 

Mayor

2. Receive Order

    of Payment and

    pay the 

    corresponding

    fees to the

    Treasurer

2.1 Receive payment

      and issue Official

      Receipt to client

Disco/Benefit Dance  = ₱ 350.00

Promotional Sales      = ₱ 250.00

15 Minutes Revenue Collection

Clerk Municipal

Treasurer's Office

3. Submit Official

    Receipt

    to BPLO then

    claim Mayor’s

    Permit

3.1 Prepare  Mayor’s

      Permit

3.2 Forward it to the

      Mayor for

      signature 

3.3 Release Mayor’s

      Permit and

      logbook for

      client’s signature

None 15 Minutes BPLO – Office of the 

Mayor

Disco/Benefit Dance   = ₱ 350.00

Promotional Sales      = ₱ 250.00
40 MinutesTOTAL

End of Transaction

Municipal Mayor’s Office -  Business Permit and Licensing Section

Simple Transaction

G2C

General Public

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

4. Mayor's Permit

                                   Issuance of Mayor’s Permit (Disco, Benefit Dance, Promotional Sales)

                              Permit issued to all person who will applied within the municipality.

1. Barangay Clearance

2. Community Tax Certificate (CEDULA)

1. Barangay Hall (Place of Activity)

2. Barangay Hall (Place of Residence)
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Office or

Division:

Classification:

Type of 

Transaction:

Who may avail:

CLIENT STEPS AGENCY ACTION FEES TO BE PAID
PROCESSING 

TIME

PERSON 

RESPONSIBLE

1.  Submission

     of the

     requirements

1.1 Receive and

      review the

      completeness of

      the requirements

None 10 Minutes Violeta V. Gloria

 Private Secretary

2. Receive Order

    of Payment

    pay the

    corresponding

    fees to the

    Treasurer

2.1 Receive payment

      and issue Official

      Receipt to client

 ₱ 100.00 10 Minutes Revenue Collection

Clerk Municipal

Treasurer's Office

3. Submit the

    Official 

    Receipt

    then claim

    the Mayor’s

    Clearance

3.1 Print-out the

       Mayor’s Clearance 

3.2 Forward it to the

      Mayor for signature

3.3 Give logbook for

       the client’s

       signature

None 25 Minutes Danica P. Itchon

LCE

Danica P. Itchon

₱ 100.00 45 MinutesTOTAL

End of Transaction

Simple Transaction

G2B

General Public

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

1. Barangay Clearance

2. Community Tax Certificate (CEDULA)

3. National Police Clearance

1. Barangay Hall – Place of Residence

2. Municipal Treasurer’s Office or Barangay Hall -Place of Residence

3. PNP - Cagwait, Surigao del Sur

Municipal Mayor’s Office

5. Mayor's Clearance

                                    Issuance of Mayor’s Clearance for Employment

                              Mayor’s Clearance issued to all person who will applied for employment.
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Office or

Division:

Classification:

Type of 

Transaction:

Who may avail:

CLIENT STEPS AGENCY ACTION FEES TO BE PAID
PROCESSING 

TIME

PERSON 

RESPONSIBLE

1.  Submission

     of the

     requirements

1.1 Receive and

      review the

      completeness of

      the requirements

1.2 Issue Tax Order

      of Payment (TOP)

None 15 Minutes BPLO-Office of the 

Mayor

2. Receive Order

    of Payment

    and pay the

    corresponding

    fees to the

   Treasurer

2.1 Receive payment

      and issue Official

      Receipt to client

 ₱ 1,000.00 15 Minutes Revenue Collection

Clerk Municipal

Treasurer's Office

3. Submit

    Official

    Receipt to

    BPLO then

    claim Special

    Permit

3.1 Prepare the

     Special Permit

3.2 Forward to the

      LCE for signature

3.3 Release Special

      Permit

3.4 Issue logbook for

      client’s signature

None 20 Minutes BPLO – Office of the 

Mayor

₱ 1,000.00 50 MinutesTOTAL

End of Transaction

Simple Transaction

G2B

Business Owner/Stakeholder

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

1.  No Objection Certificate 1. PESO Manager- LGU Cagwait

Municipal Mayor’s Office -  Business Permit and Licensing Section

6. Special Recruitment Activity

                                 Issuance of Special Permit (Special Recruitment Activity)

                            Permit issued to Licensed Recruitment Agency.
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Office or

Division:

Classification:

Type of 

Transaction:

Who may avail:

CLIENT STEPS AGENCY ACTION FEES TO BE PAID
PROCESSING 

TIME

PERSON 

RESPONSIBLE

1.  Submission

     of the

    requirements

1.1 Receive and

      check the

      completeness

      of the

      requirements

1.2  Issue Tax Order

       of Payment

       (TOP)

None 15 Minutes BPLO-Office of the 

Mayor

2. Receive

    Order of

    Payment and

    pay the 

   corresponding

    fees to the

   Treasurer

2.1 Receive payment

      and issue Official

      Receipt to client

2-cock Derby                = ₱ 800.00

3-cock Derby                = ₱ 1,200.00

4-cock derby                 = ₱ 1,500.00

5-cock derby                 = ₱ 2,500.00

Other form of cockfight = ₱ 800.00

15 Minutes Revenue Collection

Clerk Municipal

Treasurer's Office

3. Submit

    Official

    Receipt to

    BPLO then

    claim Special

    Permit

3.1 Prepare the

      Special Permit

3.2 Forward to the

       LCE for signature

3.3 Release Special

      Permit

None 20 Minutes BPLO – Office of the 

Mayor

2-cock Derby                   = ₱ 800.00

3-cock Derby                   = ₱ 1,200.00

4-cock derby                    = ₱ 1,500.00

5-cock derby                    = ₱ 2,500.00

Other form of cockfight = ₱ 800.00

50 MinutesTOTAL

End of Transaction

Simple Transaction

G2B

Business Owner/Stakeholder

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

1. Proof of Payment of Amusement 

     (1 Original copy of Official Receipt)

1. Municipal Treasurer’s Office

Municipal Mayor’s Office -  Business Permit and Licensing Section

7. Special Permit

                                 Issuance of Special Permit (Cockfight)

                            Special Permit issued to registered cockpit operator within the municipality.
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Office or

Division:

Classification:

Type of 

Transaction:

Who may avail:

CLIENT STEPS AGENCY ACTION FEES TO BE PAID
PROCESSING 

TIME

PERSON 

RESPONSIBLE

1.  Submission

     of the

     requirements

1.1 Receive and check

      the completeness

      of the requirements

1.2 Give logbook for

      client’s signature

1.3 Issue transaction

      number

1.4 Issue Tax Order of

      Payment (TOP)

None 10 Minutes Edna L. Cabilao

Peter Lascuna 

(Business & Licensing 

Section)

2. Receive Order

    of Payment

    and pay the

    corresponding

    fees to the

    Treasurer

2.1 Receive payment

      and issue Official

      Receipt to client

2HP & below = ₱ 550.00

3HP-5HP      = ₱ 600.00

10HP-14HP  = ₱ 750.00

Above 14HP = ₱ 800.00

15 Minutes Revenue Collection

Clerk Municipal

Treasurer's Office

3. Submit Official

    Receipt to

    BPLO then

    claim Permit

    to Operate

3.1 Prepare Permit to

     Operate

3.2 Release Business

      Permit to

      Operate and

      logbook for client’s

      signature

None 5 Minutes Business Permit & 

Licensing Section

2HP & below = ₱ 550.00

3HP-5HP        = ₱ 600.00

10HP-14HP    = ₱ 750.00

Above 14HP  = ₱ 800.00

30 MinutesTOTAL

End of Transaction

Simple Transaction

G2B

Business Owner or Authorized Representative

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

1. Barangay Clearance

    (1 Original copy ) 

2. Community Tax Certificate (CEDULA)

3. Accomplished Form A & B

1. Barangay Hall – Place of Residence

2. Municipal Treasurer’s Office or Barangay Hall -Place of Residence

3. Municipal Agriculture’s Office

Municipal Mayor’s Office -  Business Permit and Licensing Section

8. Pumpboat

                                    Issuance of Permit to Operate (Pumpboat)

                               Pumpboat Operator’s Permit (POP) issued to Pumpboat Owner operating within the municipality.
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Office or

Division:

Classification:

Type of 

Transaction:

Who may avail:

CLIENT STEPS AGENCY ACTION FEES TO BE PAID
PROCESSING 

TIME

PERSON 

RESPONSIBLE

1.  Interview

     with AICs

     In-charge

1.1 Interview the client

1.2 Issue the

      logbook for the

      client’s

      signature

1.3 Issue Routing Slip

None 25 Minutes Community Affairs 

Officer- Office of the 

Mayor

2. Secure case

    study to

    MSWD

2.1 Interview the

      client

2.2 Release the case

      study

None 25 Minutes MSWD

3. Submit the

    case

    study then

    claim the

    AICs

3.1 Release the AICs

3.2 Give logbook for

       the client’s

       signature

None 10 Minutes Community Affairs 

Officer- Office of the 

Mayor

1 hourTOTAL

End of Transaction

Simple Transaction

G2B

General Public

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

1. Certificate of Indigency

2. Interview with AICs In-charge

3. Endorsement to DSWD

1. Barangay Hall – Place of Residence

2. Municipal Mayor’s Office

3. Municipal Mayor’s Office

9. AICs

                               Issuance of AICs

Municipal Mayor’s Office
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Office or

Division:

Classification:

Type of 

Transaction:

Who may avail:

CLIENT STEPS AGENCY ACTION FEES TO BE PAID
PROCESSING 

TIME
PERSON RESPONSIBLE

1.  Submission

     of the

     requirements

1.1 Receive and review

      the completeness

      of the requirements

1.2 Issue Tax Order of

      Payment (TOP)

None 10 Minutes Violeta V. Gloria

 Private Secretary

2. Receive Order

    of Payment

    pay the

    corresponding

    fees to the

   Treasurer

2.2 Receive payment and

      issue Official

      Receipt to client

₱ 100.00 10 Minutes Revenue Collection

Clerk Municipal

Treasurer's Office

3. Submit the

    Official Receipt

    then claim

    the affidavit

3.1 Print-out the

      Affidavit

3.2 Forward it to the

      Mayor for signature

3.3 Release the

     Affidavit

3.4 Give logbook for

      the client’s

      signature

None 30 Minutes Danica P. Itchon

LCE

Danica P. Itchon

₱ 100.00 50 MinutesTOTAL

End of Transaction

Simple Transaction

G2C

General Public

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

1. Valid ID

2. Community Tax Certificate (Cedula)

1. Client

2. Client

10. Affidavit

                         Issuance of Mayor’s Clearance for Employment

Municipal Mayor’s Office
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Office or

Division:

Classification:

Type of Transaction:

Who may avail:

CLIENT STEPS AGENCY ACTION FEES TO BE PAID
PROCESSING 

TIME
PERSON RESPONSIBLE

1.  Submission

     of the

     requirements

1.1 Receive and review

      the completeness

      of the requirements

1.2 Issue Tax Order of

      Payment (TOP)

None 15 Minutes BPLO – Office of the 

Mayor 

2. Receive Order

    of Payment

    pay the

    corresponding

    fees to the

    Treasurer

2.2 Receive payment

      and issue Official

      Receipt to client

Certification   = ₱ 100.00

Oath Fee       = ₱ 100.00 

15 Minutes Revenue Collection

Clerk Municipal

Treasurer's Office

3. Submit Official

    Receipt to

    BPLO then

    claim 

    Certification of

    Business

    Retirement

3.1 Prepare Certification

      of Business

      Retirement

3.2 Forward it to the

      Mayor for signature

3.3 Release Certification

      of Business

      Retirement

3.3 Give logbook for

      client’s signature

None 20 Minutes BPLO – Office of the 

Mayor

Certification = ₱ 100.00

Oath Fee      = ₱ 100.00 
50 MinutesTOTAL

End of Transaction

                                   Issuance of Certification (Business Retirement)

G2B

Business Owner or Authorized Representative

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

1. Barangay Certification

    (1 Original copy )

2. Community Tax Certificate (CEDULA)

     (1 Original and 1 Photocopy)

3. Letter Request for closure

4 Accomplished Business Retirement

   Form 

1. Barangay Hall – Place of Residence

2. Municipal Treasurer’s Office/BLGU-Place of residence

3. Registered Owner

4. Mayor’s Office - BPLO

Simple Transaction

11. Business Retirement

                             Certification issued to business operator who closed business operation within the municipality.

Municipal Mayor’s Office -  Business Permit and Licensing Section


