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I. MANDATE 

Background 
Camp John Hay (CJH) is the former vacation and recreation haven for American 
servicemen during their stay in the Philippines. The Camp is named in honor of John 
Milton Hay, the Secretary of State during the administration of President William McKinley 
and Theodore Roosevelt. CJH is located in Baguio City, the Summer Capital of the 
Philippines. 

In 1991, American military presence in the Philippines ended and Republic Act (R.A.) No 
7227 or the Bases Conversion and Development Act of 1992 was enacted where the 
Bases Conversion and Development Authority (BCDA) was created. The BCDA took over 
the ownership and management of the CJH. 

Mandate 
John Hay Development Corporation (JHDC) was created and operated as the 
implementing arm of the BCDA for the conversion of CJH into an environmental, 
economic, and social development hub in the Northern Luzon and the country in general. 
(Executive Order No. 103 of 1993). 

The John Hay Special Economic Zone (JHSEZ) was established where portions of the 
JHSEZ were leased out for the purpose of developing CJH into a wholesome family- 
oriented tourism complex, multiple-use forest watershed and human resource 
development center. (Proclamation No. 420 and R. A. No. 7227). 

JHMC is also the steward and estate manager of the JHSEZ and the John Hay 
Reservation Area (JHRA). (Executive Order No. 132 of 2002). 

JHMC is mandated to develop, manage, own, lease, sublease and operate restaurants, 
cafes, bars, golf courses, picnic groves, hotels, pavilions, gym, tennis courts and 
establishments and facilities of all kinds for educational, recreational, tourism, 
commercial, amusement, health and other purposes; to maintain and generally operate 
roads, water pump houses, power plants and other utilities in support of or in connection 
with the foregoing purposes and generally to carry out all activities necessary to convert, 
develop, and maintain the facilities and properties within and around the CJH for tourism, 
commercial, industrial, residential, nature reserve and human resource development 
center. (Articles of Incorporation as amended in November 29, 2002). 
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H. VISION 
By 2030, JHMC shall have transformed CJH into a sustainable and safe tourism 
destination in the North with innovative approaches to promote investments, improve 
employment opportunities and quality services while preserving the environment. 

Ill. MISSION 
As the steward of CJH. JHMC develops the estate into a premier tourist and investment 
destination, that contributes to economic growth and job generation; ensures sustainable 
use of the forest watershed, and enforces efficient and effective regulation of the CJH. 

CORE VALUES 
• Stewardship 
• Passion for the Environment 
• Integrity 
• Commitment 
• Excellence 

IV. SERVICE PLEDGE 
As the estate manager and steward of the JHSEZ and the JHRA, JHMC commits to serve 
our clients and customers with a SMILE. 

Simpie processes and procedures which are 

Methodical, while 

Integrity, is evident in all transactions done at the 

Least possible time of completion, and with utmost 

Ethical standards demonstrated, as embodied in 
the Code of Conduct and Ethical Standards for 
Public Officials and Employees 

ATTENTION: 

All applicants or requesting parties who are within the premises of JHMC Office 
Complex prior to the end of official working hours and during lunch break shall be 
attended to. 
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V. LIST OF SERVICES 

Administrative Services Department — General Services Division (ASD  -  GSD) 
Internal Services 

A 

1 Request for Travel Authorization 
2 Travel Request (Within 50-km Radius) 
3 Service Request 
4 Job Order Request 
5 Property Borrowing 
6 Fuel Withdrawal 
Administrative Services Department — Human Resource Division (ASD - HRD) 
External Services 

B 

1 Preparation of Last Pay of Separated Employees 
2 Request for Human Resource Documents, Records or Certifications 

by Former JHMC Personnel 
3 Request for Certificate of Appearance (CA) by JHMC Visitors, 

Clients, Stakeholders, Etc. 
Internal Services 
I Request for Human Resource Documents, Records or Certifications 

by Current JHMC Personnel 
2 Request for Foreign Travel Authority (FTA) by Current JHMC 

Personnel 
3 Request for Human Resource Extra Copy or Certified Copy of Pay 

Slipy Current JHMC Personnel 
Administrative Services Department — Information and Communications 
Technology Division (ASD — ICTD) 
External Service 

C 

1 Request of JHMC Records/Documents 
Internal Services 
1 Request for ICT Service/s 
2 
3 

Request for Document Scanning 
Request for Repairs of ICT Equipment 

4 Request for ICT EQuipment Borrowing 
5 Request for Web Posting 
6 Request for Routing of Outgoing Communications 
7 Request for Records Archival 
8 Request for Documents and/or Records 
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Business Development Department (BDD) 
External Services 

D 

— 

1 Eco-Walk and Photoshoot Bookings at the Historical Core 
2 Events Planning and Management 
3 Handling and Implementation of Process for Venue Booking at the 

Historical Core 
Environment and Asset Management Department — Environment Management 
Division (EAMD-EMD) 
External Services 

E 

1 Endorsement to DEN R-CAR of Applications for Tree 
Cutting/Pruning/Earthballing Permit Affected by New Developments 
Within the John Hay Special Economic Zone (JHSEZ) 

2 Endorsement for Emergency Tree Cutting/Pruning/Retrieval Permit 
Within Camp John Hay 

3 Endorsement for Sanitation Tree CuttinglPruning Within Camp John 
Hay 

4 Permit to Bring Out Forest Products Services Rendered to All Who 
Desire to Benefit From Available Firewood for Family and Other 
Social/Cultural Occasions 

5 Fireworks Display Permit Within the John Hay Special Economic 
Zone (JHSEZ) 

6 Issuance of Certificate of Environment Compliance (CEC) for Food — 
Related Establishment, New A.plication 

7 Issuance of Certificate of Environment Compliance (CEC) for Food — 
Related Establishment, Renewal Application 

8 Issuance of Certificate of Environment Compliance (CEC) for Non 
Food — Related Establishment, New Application 

9 Issuance of Certificate of Environment Compliance (CEC) for Non 
Food — Related Establishment, Renewal Apcation 

Environ ment and Asset Management Department — Land and Asset Management 
Division ((EAMD-LAMD) 
External Service 

F 1 Issuance of Certificate of Coverage (COC) 
Internal Service 
I Issuance of Certificate of Coverage (COC) 
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Environment and Asset Management Department - Project Management Division 
(EAMD-PMD) 
External Services 

6 

1 Request for Payment by Qualified Infrastructure Service Providers - 
Progress Billing 

2 Request for Payment by Qualified Infrastructure Service Providers - 
Final Billing 

Internal Service 
1 Request for Technical Documents 
Finance Services Department (FSD) 
External Services 

H 

1 Collection of Entrance Fees at the Historical Core 
2 'Collection of Permit Fees and Other Payments From Locators, 

Residents, etc. 
Internal Services 
1 Reimbursements by Employees for Official Disbursements Through 

Check Payments 
2 Reimbursements by Employees for Official Disbursements Through 

the Petty Cash Fund 
LEGAL DEPARTMENT (LD) 
Internal Service 
1 1  Resolution of Legal Concerns 
OFFICE OF THE BUILDING OFFICIAL (OBO) 
External Services 

J 1 Issuance of Building Permit for New Application or Repair/Alteration 
2 Issuance of Certificate of Occupancy 
3 Issuance of Certificate of Annual Electrical and/or Mechanical 

Inspection 
SPECIAL ECONOMIC ZONE ADMINISTRATION DEPARTMENT (SEZAD) 
External Services 

K 

1 Application for Accreditation and Permit to Operate (PTO) - New 
2 Application for Renewal of Certificate of Accreditation and Permit to 

Operate (PTO) 
3 Application for a Temporary Permit to Operate (TPTO) for Locators 
4 Application for a Temporary Permit to Operate (TPTO) for Exhibitors 

and Bazaars 
5 Application for Gate pass, Local Purchase Form and Permit to Bring-

In for Locators 
6 Application for Gate pass, Local Purchase Form and Permit to Bring-

In for Exhibitors, Bazaars and Stakeholders 
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7 Application for Permit to Bring-Out for Locators - Local Articles for 
Permanent Pull-out 

8 Application for Permit to Bring-out for Locators - Temporary Transfer 
9 Application for Permit to Bring-Out for Stakeholders 
10 Request for Overtime from Locators 
11 Request for Identification Card (ID) for JHSEZ Employees 
12 Request for Manpower from Accredited/Registered Business 

Enterprises (RBEs) 
New Processes 

L 

13 Request for an Orientation on CREATE, Accreditation Policy, Labor 
Center Policy, CAO 2-98 and OSAC Manual 

14 Request for Creation of Account in SEZRIS 
15 Application for New Certificate of Registration 
16 Application for Renewal of Certificate of Registration 
17 Application for Certificate of Entitlement to Tax Incentives (CETI) 
18 Application for Certificate of Authority to Import 
19 Application for Import Permit (AlP) 
20 Declaration of Admission of Articles Inside JHSEZ (DAA) 
21 Permit to Bring-Out Imported Articles (PBO-IA) 
22 Permit to Bring-Out Tax Exempt Vehicle (PBO-TEV) 
23 Application for Request for Clearance 
24 Request for Overtime from Stakeholders 
SAFETY AND SECURITY DEPARTMENT (SSD) 
External Service 

M 
1 Request for Security Assistance to External Personnel/Agencies 
Internal Service 
1 Request for Security Assistance to JHMC 

Employes/Department/Division/Unit/Office 
AUDIT OFFICE (!AO) INTERNAL 

Internal Service N 
1 Request for Support Activities 
Feedback and Complaints 

Feedback and Complaints Mechanism 0 
List of JHMC Offices P 
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New Schedule of Fees and Other Charges of the Revised 
Implementing Rules and Regulation (IRR) of the National Building 
code of the Philippines (PD 1096) 

Annex A 

1 Bases of Assessment 
2 Cost of construction of any building/structure for the purpose of 

assessing the corresponding fees 
3 Construction/addition/renovation/alteration of buildings/structures 

under Group/s and Sub-Divisions 
4 Electrical Fees 
5 Mechanical Fees 
6 Plumbing Fees 
7 Electronics Fees 
8 Accessory Fees 
9 Certificate of Use or Occupancy 
10 Annual Inspection Fees 
11 Certifications 
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1. REQUEST FOR TRAVEL AUTHORIZATION 

This service is availed by JHMC personnel who needs to travel locally (beyond 50kms in 
radius) and or foreign, which is essential to the effective performance of the official or 
employee's mandate or function. 

DepartmentlDivisionlunit Administrative Services Department — General 
Services Division (ASD - GSD) 

Classification : Simple 
Type of Transaction G2C — Government to Citizen 
Who may avail : All JHMC Employees, regardless of status 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
Filed request in the Help Desk 
Information System (HIS) 

JHMC Helpdesk Information System 
(HIS) portal 192.168.2.9.8080 —ASD-
GSD Request Form 

If travel is for seminar, workshop and/or 
training - Approved Training and 
Nomination Form (TNF) (1 original) 

Human Resource Division - Human 
Resource Officer 

If travel is for meetings/fora and the like — 
Invitation from requesting agency 
through letter, email, text message and or 
other forms of electronic communications 

Requesting Agency 

    

Client Steps ASD-GSD 
Actions 

Fees to 
be oaid 

Processing 
Time 

Person 
Resøonsible 

    

1. Files request 1.1 Receives the None 1 Hour Property Custodian 
using the HIS 
portal. 

request through 
the HIS portal. 

ASD - GSD 

*Please  refer to 
the Policy on the 
Use of JHMC 
Official Vehicles. 

1.2 In coordination 
with Drivers, 
assigns official 
vehicle and Driver 
to perform the 
task. 

None 3 Hours Property Custodian 
ASD - GSD 
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Client Steps ASD-GSD 
Actions 

Fees to 
be paid 

Processing 
Time 

Person 
Responsible 

1.2.1 In cases 
where no official 
vehicle and or 
Driver is available, 
inputs the remarks 
on the 
unavailability of 
official vehicle 
and/or Driver and 
returns the request 
through the HIS 
portal. 

None 3 Hours Property Custodian 
ASD - GSD 

1.3 Approves or 
disapproves the 
request through 
HIS portal. 

None 1 Hour General Services 
Manager 

ASD - GSD 

2. Once the travel 
request was 
approved in the 
HIS portal, submits 
the required 
documents to the 
Supply Assistant. 

2.1 Receives the 
requirements and 
prepares the 
Travel 
Authorization (TA) 
based on the HIS 
portal data then 
forwards to the 
GS/AS Manager. 

None 4 Hours Supply Assistant 
ASO - GSD 

2.2 Endorses and 
signs the TA then 
forwards to the 
Office of the Vice-
President and 
Chief Operations 
Officer (VPCOO)/ 
President and 
Chief Executive 
Officer (PCEO). 

None 4 Hours General Services 
Manager 

ASD - GSD 

OR 

Administrative 
Seniices Manager 

ASD 

Client Steps ASD-GSD 
Actions 

Fees to 
be paid 

Processing 
Time 

Person 
Responsible 

imporiani: This manual is ewlusivelv owiied by the John Hay Management Corporation (JHMC). No portion ,nay be copied 
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2.3 Approves or 
disapproves the 
TA then forwards 
back to the Supply 
Assistant. 

None 4 Hours Vice-President and 
Chief Operations 

Officer 
OVPCOO 

OR 

President and 
Chief Executive 

Officer 
OPCEO 

2.4 Receives the 
signed TA and 
forwards a copy of 
TA to the 
requesting 
personnel. 

None 3 Hours Supply Assistant 
ASD -  GSD 

3. Receives the 
personal copy of 
the TA from the 
Supply Assistant 
and acknowledges 
the service 
through the HIS 
portal. 

* Make sure to 
accomplish the 
Feedback Form in 
the HIS portal after 
receiving the 
requested travel 
authority. 

3. Issues the copy 
ofTAtothe 
requesting 
personnel. 

None 1 Hour Supply Assistant 
ASD - GSD 

TOTAL: None 3 Days 
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2. TRAVEL REQUEST (WITHIN 50 KM-RADIUS) 

This service is availed by JHMC personnel who needs transportation support services for 
official travels within the 50-km radius from the JHMC offices. 

Department/DivisionlUnit : ASD - GSD 
Classification : Simple 
Type of Transaction : G2C — Government to Citizen 
Who may avail All JHMC Employees, regardless of status 

Client Steps ASD-GSD 
Actions 

Fees to 
be paid 

Processing 
Time 

Person 
Responsible 

1. Files request 
using the HIS 
portal. 

*Filing  of travel 
request must be at 
least one (1) day 
before the 
intended travel. 

1.1 Receives the 
request through 
the HIS portal. 

None 1 Hour Property Custodian 
ASD - GSD 

1.2 In coordination 
with Drivers, 
assigns official 
vehicle and Driver 
to perform the 
task. 

None 5 Hours Property Custodian 
ASD - GSD 

1.2.1 In cases 
where no official 
vehicle and or 
Driver is available, 
inputs the remarks 
on the 
unavailability of 
official vehicle 
and/or Driver and 
returns the request 

None 1 Hour Property Custodian 
ASD - GSD 
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through the HIS 
portal. 
1.3 Approves or 
disapproves the 
request through 
HIS portal. 

None 1 Hour General Services 
Manager 

ASD - GSD 

2. If approved, 
proceeds to the 
scheduled time 
and designated 
vehicle; fills out 
and signs in the 
Daily Driver's Trip 
Ticket. Finally, 
acknowledges the 
service through 
the HIS portal. 

*Make sure to 
accomplish the 
Customer 
Feedback Form 
(CSF) in the HIS 
portal after the 
official traveL 

2. Fulfills the 
requested 
services. 

None 2 Days Driver 
ASO - GSD 

TOTAL: None 3 Days 
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3. SERVICE REQUEST 

This service is availed by JHMC personnel which is intended for the following services: 
tables and chairs set-up for meetings and conferences, hauling of properties and file 
records to another place or office, arrangementlre-arrangement of office set-up, 
installation or replacement of furniture and fixtures etc. 

Department/Division/Unit : ASD - GSD 
Classification : Simple 
Type of Transaction : G2C — Government to Citizen 
Who may avail All JHMC Employees, regardless of status 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE  
Filed request in the HIS portal JHMC HIS portal 192.168.2.9.8080 

Client Steps ASD-GSD Actions Fees to Processing 
be paid Time 

Person 
Responsible 

1. Files the 1.1 Receives and None 5 Hours Cottage Attendant 
request using 
the HIS portal. 

evaluates the request 
through the HIS portal. 

ASD - GSD 

OR 
*A meeting may be 
conducted with the 
requesting personnel 
lbr the requested 
service, as may be 
necessaiy. 

Facilities and 
Maintenance 
ASD - GSD 

OR 

Property Custodian 
ASD-GSD 

1.1.1 In cases where 
the request cannot be 
catered, inputs the 
reasons for not 
accommodating the 

None 30 Minutes Cottage Attendant 
ASD - GSD 

OR 

request and returns 
the request through 
the HIS portal. 

Facilities and 
Maintenance 
ASD - GSD 

OR 

Property Custodian 
ASD-GSD 

Impo,tanl: This manual is exclusively owned by the John Hay Management Corporation (JHMC). No portion may be copied 
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1.2 Approves or 
disapproves the 
request as endorsed 
through the HIS portal. 

None 2 Hours General Services 
Manager 

ASD - GSD 

1.3 If approved, fulfills 
the requested 
services. 

*Fulfillment of services 
requested are based 
on the schedules set 
for "first-request, first-
served basis" or 
depending on the 
urgency of the request 
to protect life and 
property. 

None 2 Days Cottage Attendant 
ASD-GSD 

OR 

Facilities and 
Maintenance 
ASD - GSD 

OR 

Property Custodian 
ASD - GSD 

2. Accepts the 
completed 
task and 
accomplishes 
the Customer 
Feedback 
Form (CSF) in 
the HIS after 
completion of 
the requested 
services. 
*Make  sure to 
accomplish the 
CSF in the HIS 
portal after the 
completed 
task as 
requested. 

2. Delivers the 
accomplished task. 

None 30 Minutes Cottage Attendant 
ASD - GSD 

OR 

Facilities and 
Maintenance 
ASD - GSD 

OR 

Property Custodian 
ASD - GSD 

TOTAL: None 3 Days 
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4. JOB ORDER REQUEST 

This service is availed by JHMC personnel for ASD-GSD facilities and maintenance 
personnel to perform the following works: Conduct minor repairs and replacement works 
including plumbing, carpentry, electrical repair, replacing faulty equipment or interior 
parts, roofing, masonry, fabrication, welding works, etc. 

Department/DivisionlUnit ASD - GSD 
Classification ; Complex 
Type of Transaction : G2C — Government to Citizen 
Who may avail All JHMC Employees, regardless of status 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
Filed HIS request JHMC HIS portal 192.168.2.9.8080 

Client Steps ASD-GSD 
Actions 

Fees to 
be paid 

Processing 
Time 

Person 
Responsible 

1. Files request 
using the HIS 
portal. 

1.1 Receives and 
evaluates the 
requested job 
through the HIS 
portal. 

* . 
A meeting may be 

conducted with the 
requesting 
personnel for the 
requested service, 
as may be 
necessary. 

None 1 Day Cottage Attendant 
ASD - GSD 

OR 

Facilities arid 
Maintenance 
ASD- GSD 

OR 

Property Custodian 
ASD-GSD 

1.1.1 In cases 
where the request 
cannot be catered, 
inputs the reasons 
for not 
accommodating 
the request and 
returns the request 
through the HIS 
portal. 

None 1 Hour Cottage Attendant 
ASD - GSD 

OR 

ASD - GSD 

OR 
Property Custodian 

ASD-GSD 

Important: This !lsaflhtal is exclusive/v owned by the Jo/zn Hay Managenieni Corporation (JH1tIC). No portion may be copied 
or reproduced ,'uhout iritte,i an Iluiri lv from the JHftIC- Management. 

OFFICE 

RECEIVED 

DATE 

STAMP 

  

 

OIW()\!TROLLED 

   

    



JOHN HAY MANAGEMENT CORPORATION Document Code JHMC-CC-GSD-004 la 

J}-J]VJIC 
- - r..SS. 

CITIZEN'S CHARTER Revision Number 0 

JOB ORDER REQUEST 
Page Number Page 2 of 2 
Effectivity Date 09 December 2022 

1 2 Approves or 
disapproves the 
requested job as 
endorsed through 
the HIS portal. 

None 3 Hours Genera! Services 
Manager 

ASD - GSD 

1.3 If approved, 
fulfiHs the 
requested job. 

*Fulfillment of 
services requested 
are based on the 
schedules set for 
"first-request, first- 
served basis" or 
depending on the 
urgency of the 
request to protect 
life and property. 

None 5 Days Cottage Attendant 
ASD-GSD 

OR 

Facilities and 
Maintenance 
ASD-GSD 

OR 

Property Custodian 
ASD- GSD 

2. Accepts the 
completed task 
and 
aaccomplishes the 
Customer 
Feedback Form 
(CSF) in the HIS 
after completion of 
the requested job. 

*Make  sure to 
accomplish the 
CSF in the HIS 
portal after the 
completed task as 
requested. 

2. Delivers the 
accomplished 
task. 

None 4 Hours Cottage Attendant 
ASD - GSD 

OR 

Facilities and 
Maintenance 
ASD-GSD 

OR 

Property Custodian 
ASD - GSD 

TOTAL: None 7 Days 

Ituporitmi: This nanuaJ is exclusively owned kv the .Jolzn Hay Maitagenteni ('orporawrn (JHMC.). No portion may be copied 
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PROPERTY BORROWING 
Page Number Page 1 of 2 
Effectivity Date 09 December 2022 

5. PROPERTY BORROWING 

This service is availed by JHMC personnel who intends to borrow property from GSD-
Property Unit for their official use such as but not limited to equipment, tables, chairs, 
binder, cutter, recorder etc. 

[DepartmentioivisioniUnit  
Classification  
Type of Transaction  
Who may avail   

ASD-GSD 
Simple 
G2C — Government to Citizen 
All JHMC Employees, regardless of status 

CHECKLIST OF REQUIREMENTS 

 

WHERE TO SECURE 
Filed request in the HIS JHMC HIS portal 192.168.2.9.8080 

Client Steps ASD-GSD 
Actions 

Fees to 
be paid 

Processing 
Time 

Person 
Responsible 

1. Files request 
using the HIS 
portal. 

*Filing  of request 
must be at least 
one (1) day before 
the intended use 
of the item/s being 
borrowed. 

1.1 Determines the 
availability of the 
requested item/s 
and endorses for 
approval. 

None 4 Hours Property Custodian 
ASD - GSD 

1.1.1 If the 
requested item/s 
is/are not 
available, indicates 
the same in the 
remarks and 
returns the request 
in the HIS portal. 

None 1 Hour Property Custodian 
ASD - GSD 

1.2. Approves the 
request as 
endorsed through 
HIS portal. 

None 1 Hour General Services 
Manager 

ASD - GSD 

Important: This manual is exclusively owned bv the John Hay Management ('orpora ion (JHMC). No portion may be copied 
or reproduced without written auihorui from the JHMC- Management. 
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PROPERTY BORROWING Effectivity Date 09 December 2022 

2. Receives the 
item/s for 
borrowing. 

* Make sure to 
accomplish the 
Feedback Form in 
the HIS portal after 
receiving the 
items. 

2. If approved, 
issues the item/s 
being borrowed. 

None 2 Days Property Custodian 
ASD - GSD 

3. Returns the 3. Inspects the None 2 Hours Property Custodian 
borrowed item/s. borrowed item/s 

before the receipt 
of the same. Items 
returned not in 
good condition 
may be subjected 
to the provisions of 
the COA Circulars 
on Property 

ASD - GSD 

Management! 
Code of Discipline 
and/or other 
applicable policies, 
rules and 
regulations. 

TOTAL: None 3 Days 
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ASD-GSD 

Simple 
G2C — Government to Citizen 

JOHN HAY MANAGEMENT CORPORATION Document Code JHMC-CC-GSD-006 oC. rn.o. 

J}IMiC 
CITIZEN'S CHARTER Revision Number 0 

FUEL WITHDRAWAL 
Page Number Page of I 
Ef1ctivity Date 09 December 2022 

6. FUEL WITHDRAWAL 

This service is availed by concerned employees to refuel equipment such as chainsaws, 
generator-sets, leaf blower, weed eater etc. 

All JHMC Employees, regardless of status 

DepartmentlDivisionlUni 
t  
Classification 
Type of Transaction 
Who may avail   

CHECKLiST OF REQUIREMENTS WHERE TO SECURE 
Filed request in the HIS JHMC HIS portal 192.168.2.9.8080 

Client Steps ASD-GSD 
Actions 

Fees to 
be paid 

Processing 
Time 

Person 
Responsible 

1. Files request 
using the HIS 
portal. 

*Filing  of request 
must be at least 
one (1) day before 
the intended use 
of the fuel being 
re uested 

1.1 Evaluates the 
request, 
availability of fuel 
and endorses for 
approval. 

None 4 Hours Property Custodian 
ASD - GSD 

1.2 Approves or 
disapproves the 
request as 
endorsed through 
HIS portal. 

None 4 Hours General Services 
Manager 

- 

2. Receives the 
fuel as requested. 

*Make  sure to 
accomplish the 
Feedback Form in 
the HIS portal after 
receiving the fuel 
requested. 

2. If approved, 
issues the fuel to 
requesting 
personnel. 

None 1  Day Cottage Attendant 
ASO - GSD 

OR 

Property Custodian 

- 

TOTAL: None 2 Days 

important: [/i,s manual is exchisi;'elv owned by the Jo/in Hay Management Corporation (JHMC). No portion may be copied 
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SEPARATED EMPLOYEES 

Page Number Page 1 of 5 

Effectivity Date 09 December 2022 

1. PREPARATION OF LAST PAY OF SEPARATED EMPLOYEES 

This service is availed by separated employees of JHMC. upon filing a duly accomplished 
JHMC Administrative Services Department — Human Resource Division (ASD - HRD) 
Request Form 025 to the ASD - HRD, with the complete documentary requirements. This 
includes processes involving the Finance Services Department (FSD) for the end-to-end 
output. 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
JHMC ASD-HRD Request Form 025 
(1 original) 

JHMC - ASD-HRD Office 

Accomplished Daily Time Record (DIR) (2 
original) 

JHMC - ASD-HRD Office 

Clearance Form (3 original) JHMC - ASD-HRD Office 
Affidavit of Undertaking (3 original) JHMC - ASD-HRD Office 
Affidavit of Waiver and Quitclaims (2 
original) 

JHMC - ASD-HRD Office 

Client Steps ASD-HRD and FSD Fees to 
Actions be paid 

Processing 
Time 

Person 
Responsible 

1. Submits duly 1.1 Receives, reviews None 30 Minutes HR Assistant 
approved 
Clearance Form, 
together with duly 
accomplished 
(DTR), duly 
notarized Affidavit 
of Undertaking; and 

and accepts the duly 
approved Clearance 
Form of the 
Requestor with the 
attached 
accomplished DIR, 
duly notarized 

ASD - HRD 

Affidavit of Waiver 
and Quitclaims to 
the Human 
Resource (HR) 

Affidavit of 
Undertaking, and 
Affidavit of Waiver 
and Quitclaims. 

Assistant. 
1.2 Prepares the None 4 Hours HR Assistant 
Disbursement ASD -  HRD 
Voucher (DV) and 

Important: This ,napma/ is excIusiv'Iy owned bi i/ic John Hay Ma.nagenzeni ('orjx)ration (JHM(). No portion may be copied 
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Client Steps ASD-HRD and FSD 
Actions 

Fees to 
be paid 

Processing 
Time 

Person 
Responsible 

Budget Utilization 
Report (BUR) of the 
Requestor's last pay 
then transmits to the 
HR Manager for 
review. 
1.3 Reviews and 
signs the DV and 
BUR. 

None 1 Hour HR Manager 
ASD HRD 

1.4 Transmits the 
signed DV and BUR 
by the HR Manager, 
including complete 
required attachments 
to the Budget Officer 
of the FSD for review, 
processing and 
release of check 
payment. 

None 10 Minutes HR Assistant 
ASD -  HRD 

1.5 Receives the DV 
and BUR, checks 
purpose of utilization 
as indicated therein 
and certifies as to 
budget availability 
then transmits to the 
Finance Analyst. 

None 2 Hours Budget Officer 
FSD 

1.6 Receives the 
validated and certied 
documents set from 
the Budget Officer, 
checks completeness 
and propriety of the 
attachments. 

None 1 Hour Finance 
Analyst 

FSD 

1.7 Checks for the 
correctness of 
computation. 

None 30 Minutes Finance 
Analyst 

FSD 

1.8 Updates the 
transaction to affected 

None 2 Hours Finance 
Analyst 

FSD 

Important: This manual jc erel:,sji'ely owned by the John Hay Management Corporation (JHMC). No portion may be copied 
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Effectivity Date 09 December 2022 

Client Steps ASD-HRD and FSD 
Actions 

Fees to 
be paid 

Processing 
Time 

Person 
Responsible 

Subsidiary Ledgers 
and Schedules. 
1 9 Registers the 
transaction in the DV 
Tracer through the 
Microsoft excel file 
and in the ERP 
Acumatica System 
with its proper 
Account Codes. 

None 2 Hours Finance 
Analyst 

FSD 

1 .10 Transmits the 
documents back to 
the Budget Officer. 

None 10 Minutes Finance 
Analyst 

FSD 
1.11 Assigns in the 
ERP Acumatica 
System the proper 
Sub-Account with its 
corresponding budget 
amount and transmits 
to the Accountant. 

None 30 Minutes Budget Officer 
FSD 

1.12 Validates the 
propriety and 
completeness of 
supporting documents 
based on applicable 
laws, rules and 
regulations for each 
type of transactions. 

None 2 Hours Accountant 
FSD 

1.13 Checks 
computations and 
amounts in relation to 
all documents 
attached. 

None 30 Minutes Accountant 
FSD 

1.14 Checks for 
affected ledgers and 
schedules to verify 
correctness of journal 
entries in the ERP 
System and "release" 
the transaction. 

None 30 Minutes Accountant 
FSD 

Important: ii,is ,nanual is exclusive/v owned by the Join, Hay Managenieni Corporation (JHMC). No portion may be copied 
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Client Steps ASD-HRD and FSD 
Actions 

Fees to 
be paid 

Processing 
Time 

Person 
Responsible 

1.15 Signs DV Box B 
to certify as to cash 
availability, 
completeness of 
supporting documents 
and for propriety of 
the amount being 
claimed for amounts 
P500,000.00 and 
below. The Finance 
Manager signs for 
transactions involving 
amounts above 
P500000.00. 

None 10 Minutes Accountant 
FSD 

1.16 Transmits the DV 
with complete 
attachments to the 
Treasury and 
Investment Officer 
(TIO) for check 
preparation. 

None 10 Minutes Accountant 
FSD 

1.17 Double-checks 
the DV and its 
attachments then 
updates the Cash-in- 
Bank Record to 
record the 
disbursement. 

None 15 Minutes Treasury and 
Investment 

Officer 
FSD 

1.18 Process the DV 
through the ERP 
Acumatica System. 

None 2 Hours Treasury and 
Investment 

Officer 
FSD 

1.19 Prepares and 
signs the Side B of 
the check. 

None 5 Minutes Treasuiy and 
Investment 

Officer 
FSD 

1.20 Forwards it to the 
PCEO or VPCOO or 
Administrative 
Services Manager for 
Side A signature. 

None 15 Minutes Treasury and 
In vestment 

Officer 
FSD 

Inpar1an!: This manual is excluiivdv owned by the John Hat' Management Corporation IJHMC). No portion may be copied 
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Client Steps ASD-HRD and FSJ) Fees to 
Actions be paid 

Processing 
Time 

Person 
Responsible 

1.21 Receives the 
documents and signs 
the Side A of the 
check as endorsed 
then returns to the 
Tb. 

None 4 Hours President and 
Chief 

Executive 
Officer 

OPCEO 

OR 

Vice-President 
and Chief 

Operations 
Officer 

OvPCOO 

OR 

Administrative 
Services 
Manager 

ASD 
1.22 Receives the 
DVs and its signed 
check and endorses 
to the Cashier for 
payment. 

None 5 Minutes Treasury and 
Investment 

Officer 
FSD 

1.23 Informs the 
Payee of the 
availability of the 
check payment. 

None 5 Minutes Cashier 
FSD 

2. Claims the check 
at the Cashier. 

2. Releases the check 
to the Payee. 

None 5 Minutes Cashier 
FSD 

TOTAL: None 3 Days 

Inzporkzni: This manual is exclusive/v owned by the John Hay Management Corporation (JFIMC). No portion inv be copied 
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Classification  
Type of Transaction  

rwho may avail 

Department/DivisionlUnit 

JOHN HAY MANAGEMENT CORPORATION Document Code JHMC-CC-HRD-002 

CITIZEN'S CHARTER Revision Number 0 urn.. 

J}IIN4C 

. r... 
REQUEST FOR hUMAN RESOURCE 

DOCUMENTS, RECORDS OR 
CERTIFICATIONS BY FORMER JHMC 

PERSONNEL 

Page Number Page 1 of 2 

Effectivity Date 09 December 2022 

2. REQUEST FOR HUMAN RESOURCE DOCUMENTS, RECORDS OR 
CERTIFICATIONS BY FORMER JHMC PERSONNEL 

This service is availed by former employees of JHMC, upon filing a duty accomplished 
JHMC ASD-HRD Request Form 025 to the ASD—HRD. This involves preparation and 
issuance of Certificate of Employment and Service Records. 

ASD—HRD 
Simple  
G2C - Government to Citizen 
Former JHMC Employees 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
Human Resource Request Form (1 JHMC - ASD-HRD Office 

L  original)   

Client Steps ASD-HRD Actions Fees to 
be paid 

Processing 
Time 

Person 
Responsible 

t Files duly 
accomplished 
JHMC ASD-HRD 
Request Form 025 
for the issuance of 
the following: 

a. Certificate of 
Employment; 
and/or, 
b. Service Records. 

1.1 Accepts and 
initially reviews the 
duly accomplished 
request form then 
forwards to HR 
Manager for approval. 

None 30 Minutes HR Officer 
ASD -  HRD 

1.2 Reviews and 
approves or 
disapproves the said 
request. 

None 30 Minutes HR Manager 
ASD -  HRD 

1.3 If approved, 
verifies the 
employment record of 
the Req uestor, if 
approved. 

None 1 Day HR Officer 
ASD -  HRD 

1.4 Prepares the 
document being 
requested. 

None 30 Minutes HR Officer 
ASD -  HRD 

Imporlani:  This  manual is exclusive/v  owned by the John I-lay Management Corporation (JHMC). No portion may be copied 
or reprnduced without wriuen authoriivfmn,  the JHMC- Management. 
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DOCUMENTS, RECORDS OR 

CERTIFICATIONS BY FORMER JHMC 
PERSONNEL 

Page Number Page 2 of 2 

Effectivity Date 09 December 2022 

Client Steps ASD-HRD Actions Fees to 
be paid 

Processing 
Time 

I Person 
Responsible 

1.5 Reviews and 
signs the requested 
document. 

None 30 Minutes HR Manager 
ASD - HRD 

1.6 Informs the 
Requestor of the 
availability of the 
signed document as 
requested. 

None 1 Hour HR Officer 
ASD - HRD 

2. Claims the 
requested 
document at the 
HRD Office. 

2. Releases the 
requested document, 
record or certification 
to the Requesting 
Personnel. 

None 1 Hour HR Officer 
ASD - HRD 

TOTAL: None I Day and 
4 Hours 

Important: This nianual is exclusive/v oii',,ed hr the John Hay Management Corporation (JHMC). No portion may be copied 
or reproduced u'iil,oui ii'rrrren authority from the JHMC- Manageme,u. 
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REQUEST FOR CERTIFICATE OF 
APPEARANCE (CA) BY JHMC VISITORS, 

CLIENTS, STAKEHOLDERS, ETC. 

Page Number Page 1 of! 

Effectivit' Date 09 December 2022 

3. REQUEST FOR CERTIFICATE OF APPEARANCE (CA) BY JHMC 
VISITORS, CLIENTS, STAKEHOLDERS, ETC. 

This service is availed by requesting visitors, clients, stakeholders and the like, as proof 
that on a certain date and time, they appeared at JHMC for official transactions. 

DepartmentlDivision/Unit : ASD - HRD 
Classification : Simple 
Type of Transaction : G2C - Government to Citizen 
Who may avail JHMC visitors, clients, stakeholders, etc. 

CHECKLIST OF REQUIREMENTS WHERE TO  SECURE 
JHMC ASD-HRD Request Form 025 (1 JHMC - ASD-HRD Office 
original) 

Client Steps ASD-HRD Actions Fees to 
be paid 

Processing 
Time 

Person 
Responsible 

1. Files request for the 1.1 Accepts and 
issuance of a CA using reviews the duly 
the JHMC ASD-HRD accomplished 
Request Form 025. JHMC ASD-HRD 

Request Form 025. 

None 10 Minutes HR Officer 
ASD - HRD 

1.2 Approves or 
disapproves the 
said request. 

None 10 Minutes HR Manager 
ASD - HRD 

1.3 If approved, 
prepares the 
requested 
document, if 
approved. 

None 20 Minutes HR Officer 
ASD - HRD 

1.4 Reviews and 
signs the document. 

None 10 Minutes HR Manager 
ASD - HRD 

2. Claims the 2. Releases the 
requested document at requested document 
the HRD Office. to the Requestor. 

None 10 Minutes HR Assistant 
ASD - HRD 

TOTAL: None 1 Hour 

important: This manual is exclusively owned by the John Hay Management Corporation (JHMC). No portion may be copied 
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CITIZEN'S CHARTER Revision Number 0 

JUN% W 
J}h1N4C REQUEST FOR HUMAN RESOURCE 

DOCUMENTS, RECORDS OR 
CERTIFICATIONS BY CURRENT JHMC 

PERSONNEL 

Page Number Page I of 2 

EffectivitvDate 09 December2022 

1. REQUEST FOR HUMAN RESOURCE DOCUMENTS, RECORDS OR 
CERTIFICATIONS BY CURRENT JHMC PERSONNEL 

This service is availed for the issuance of requested documents, records, and 
certifications to current JHMC personnel such as Certificate of Employment and Service 
Records. 

ASD—HRD 
Simple 
G2C - Government to Citizen 
JHMC Employees 

Department/Division/Unit 
Classification 
Type of Transaction 
Who may avail 

CHECKLIST OF REQUIREMENTS  I 

  

 

WHERE TO SECURE 

  

Filed request in the HIS JHMC HIS portal 192.168.2.9.8080 

Client Steps ASD-HRD Actions Fees to 
be paid 

Processing 
Time 

Person 
Responsible 

1. Files request 
through the HIS for 
the issuance of the 
following: 
a. Certificate of 
Employment 
b. Service Records 

1.1 Receives the 
request through the 
HIS portal. 

None 2 Hours HR Officer 
ASD - HRD 

1.2 Prepares the 
requested document, 
record or certification. 

None 1 Day HR Officer 
ASD - HRD 

1.3 Reviews and signs 
the requested 
document. 

None 2 Hours HR Manager 
ASD - HRD 

linporiwd: This manual is exclush'elv owned by the .lohn Hay Managen,ent Corporation (JJllifC). No portion may be copied 
or reproduced without written authority  from  the JHMC- Management.  
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REQUEST FOR HUMAN RESOURCE 
DOCUMENTS, RECORDS OR 

CERTIFICATIONS BY CURRENT JHMC 
PERSONNEL 

Page Number Page 2 of 2 

EfibetivityDate 09 December2022 

Client Steps ASD-HRD Actions Fees to 
be paid 

Processing 
Time 

Person 
Responsible 

2. Receives the 2. Releases the None 4 Hours HR Officer 
document, record or 
certification and 
accomplishes the 

requested document, 
record or certification 
to the Requesting 

ASD - HRD 

CSF in the HIS 
portal. 

Personnel. 

* Make sure to 
accomplish the 
Feedback Form in 
the HIS after 
receiving the 
requested 
document. 

TOTAL: None 2 Days 

ImpoMani: This manual is exclusively owned by the John Hay Management Corporation (JHAIC). No portion may be copied 
or reproduced wit/iou! wnrten authoriyfmm the JHMC- Management. 
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REQUEST FOR FOREIGN TRAVEL 
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Page Number Page 1 of 2 
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2. REQUEST FOR FOREIGN TRAVEL AUTHORITY (FTA) BY CURRENT 
JHMC PERSONNEL 

This service is availed as a requirement for employees traveling outside the country 
whether the purpose of the travel is official or personal. The same shall be requested 
before the date of the travel. 

Department/Division/Unit ASD — HRD 
Classification Simple 

LTYPe of Transaction G2C — Government to Citizen 
Who may avail : JHMC Employees - 

CHECKLIST OF REQUIREMENTS 

  

 

WHERE TO SECURE 

  

Filed request in the HIS JHMC HIS portal 192.168.2.9.8080 

Client Steps ASD-HRD Actions Fees to 
be paid 

Processing 
lime 

Person 
Responsible 

HR Officer 
ASD -  HRD 

1. Files request 
through the HIS 
portal forthe 
issuance of ETA. 

11 Accepts the 
request through the 
HIS portal. 

None 10 Minutes 

1.2 Reviews and 
approves or 
disapproves the 
request. 

None 20 Minutes HR Manager 
ASD -  HRD 

1.3 II approved 
prepares the document 
requested. 

None 20 Minutes HR Officer 
ASD -  HRD 

1.4 Reviews and signs 
the document 
requested and 
endorses to OPCEO. 

None 20 Minutes HR Manager 
ASD -  HRD 

1.5 Signs the 
document requested 
as endorsed. 

None 30 Minutes President and 
Chief Executive 

Officer 
OPCEO 
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AUTHORITY (FTA) BY CURRENT JHMC 

PERSONNEL 

Page Number Page 2 of 2 

Effectivity Date 09 December 2022 

Client Steps ASD-HRD Actions Fees to 
be paid 

Processing 
Time 

Person 
Responsible 

2. Receives the FTA 2. Releases the duly None 10 Minutes HR Officer 
and accomplishes 
the CSF in the HIS 
portal. 

signed FTA to the 
Requesting Personnel. 

ASD - HRD 

* Make sure to 
accomplish the 
Feedback Form in 
the HIS after 
receiving the 
requested 
document. 

TOTAL: None 1 Hour and 
50 Minutes 

Important: This manual is exclusively owned by the John Hay Management Corporation (JHMC). No portion may be copied 
or reproduced vithour written authoriyfrom the JHMC- Maiwgemeiu. 

OFFICE 

RECEIVED 

DATE 

STAMP 

   

 

    



DepartmentlDivisionlUnit 
Classification 
Type of Transaction 
Who may avail 

ASD—HRD 
Simple 
G2C - Government to Citizen 
JHMC Employees 

Filed request in the HIS JHMC HIS portal 192.168.2.9.8080 
CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

CMI.. 
.f. r....... 

JOHN HAY MANAGEMENT CORPORATION Document Code JHMC-CC-HRSD-006 

JHMC 
. r.,um.... 

CITIZEN'S CHARTER Revision Number 0 

REQUEST FOR HUMAN RESOURCE EXTRA 
COPY OR CERTIFIED COPY OF PAY SLIP 

BY CURRENT JHMC PERSONNEL 

Page Number Page 1 of I 

Effectivity Date 09 December 2022 

3. REQUEST FOR HUMAN RESOURCE EXTRA COPY OR CERTIFIED 
COPY OF PAY SLIP BY CURRENT JHMC PERSONNEL 

This service is availed for the release of extra copy or certified copy of a current JHMC 
personnel's pay slip. 

Client Steps ASD-HRD 
Actions 

Fees to 
be paid 

Processing Person 
Time Responsible 

1. Files request 
through the HIS for the 
issuance of an extra 
copy or certified copy 
of pay slip. 

1 .1 Receives the 
request through 
the HIS portal. 

None 10 Minutes HR Assistant 
ASD - HRD 

1.2 Prepares the 
Extra copy or 
certified copy of 
the pay slip of the 
requesting 
personnel and 
releases the same. 

None 40 Minutes HR Assistant 
ASD - HRD 

2. Receives the 
document, record or 
certification and 
accomplishes the CSF 
in the HIS portal. 

* Make sure to 
accomplish the 
Feedback Form in the 
HIS after receiving the 
requested document. 

2. Releases the 
requested 
document, record 
or certification to 
the Requesting 
Personnel. 

None 10 Minutes HR Assistant 
ASD - HRD 

TOTAL: None 1 Hour 

Important: This manual is exclusively owned hi John Hay Management Corporation (JHMC). No portion may be copied 
or reproduced without nrirren authority from (he JHMC- Management. 

OFFICE 

RECEIVED 

DATE 

STAMP 

J TROLLED 



ADMINISTRATIVE SERVICES DEPARTMENT 
INFORMATION & COMMUNICATIONS 

TECHNOLOGY DIVISION 
EXTERNAL SERVICE 



JOHN HAY MANAGEMENT CORPORATION Document Code JHMC-CC1CTD-0O1 

J}-IINIIC CITIZEN'S CHARTER Revision Number 0 

REQUEST FOR JHMC RECORDS! 
DOCUMENTS 

Page Number Page I of 8 

Effectivity Date 09 December 2022 

1. REQUEST FOR JHMC RECORDS! DOCUMENTS 

This service is available for the processing of external clients' requests of JHMC Records! 
Documents in compliance with the Freedom of Information (FOl). Clients may lodge a 
request through the eFOl portal (foi.govph) or through the Standard FOl. 

This aims to standardize the procedures in requesting for information and the procedures 
undertaken by the John Hay Management Corporation (JHMC) in processing the said 
request in accordance with EQ. No. 02, s. 2016 on 'Operationalizing in the Executive 
Branch the People's Constitutional Rights to Information and the State Policies to Full 
Public Disclosure and Transparency in the Public Service and Providing Guidelines 
Therefore.". 

I .A eFOl PORTAL 

Department/Division/Unit ASD - ICTD 
Classification : Complex 
Type of Transaction : G2C — Government to Citizen; G2B - Government to 

Business Entity; G2G — Government to Government 
Who may avail : All 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
eFOl Request Form eFOl Web portal (foi.gov.ph) 
Valid Identification Card Provided by Client 

Client Steps ASD  -  ICTD I FOI 
Actions 

Fees to be 
paid 

Processing 
Time 

Person 
Responsible 

1.1 Opens 1.1 Receives and None 5 Minutes Records 
www.foi.gov.ph  to reviews requests. Management 

Specialist 
ASD - ICTD 

your browsers 
home address. 

1.2 Clicks the 
Sign Up button, 
provides all the 
required fields, 
attaches a valid 
ID to create an 
account. 

Inzporiant: i/u manual is exclusiidv owned by the John Hay Management Corporation (JHMC). No portion maybe copied 
or rejiroclucec! ujtlwut wniien a,fflv.iri from ihe Ji-fft'IC- Management.  

OFFICE 

RECEIVED 

DATE 



JOHN HAY MANAGEMENT CORPORATION Document Code JHMC-CC-ICTD-O0I 

JiEIIN4C CITIZEN'S CHARTER Revision Number 0 

REQUEST FOR JHMC RECORDS/ 
DOCUMENTS 

Page Number Page 2 of 8 

Effectivity Date 09 December 2022 

Client Steps ASD  -  ICTD / FOI 
Actions 

Fees to be 
paid 

Processing 
Time 

Person 
Responsible 

Note: Once 
logged-in, you will 
be directed to 
your Dashboard. 
The Dashboard 
contains all the 
FOI requests of 
the account 
owner. 

1.3 Click the 
Make a Request 
button then select 
the name of the 
agency you wish 
to ask. 

Note: You will 
now be directed 
to the Make a 
Request Page. 

1 .4 Accomplishes 
all fields then 
clicks "Send my 
Request" button. 

1.2 Routes to the 
Legal Department 
(LD) for review and 
recommendation 

None 5 Minutes Records 
Management 

Specialist 
ASD - lCTD 

13. Reviews request 
and provides 
recommendation to 
the PCEO. 

None 3 Days Legal Manager 
LD 

1.4 Reviews 
recommendation and 
responds to the 
requests. 

None 3 Days President and 
Chief Executive 

Officer 
OPCEO 

Jnportant: Tl,is manual is exdusiveIv owned by the John Hay Management Corporation (JHMC). No portion ,nay be copied 
or repivduc.ed is'ithoi,l wiuen authority from the JHMC- Management. 

OFFiCE 

RECEIVED 

DATE 

STAMP 

 



JII-IItv1IC 
JOHN HAY MANAGEMENT CORPORATION Document Code JHMC-CC-ICTD-001 

CITIZEN'S CHARTER Revision Number 0 

REQUEST FOR JHMC RECORDS! 
DOCUMENTS 

Page Number Page 3 of 8 

Effectivity Date 09 December 2022 

Client Steps ASD  - ICTD / FOI 
Actions 

Fees to be 
paid 

Processing 
Time 

Person 
Responsible 

2. Receives 2.1 If denied, Inform None 1 Hour Records 
request result. the denial to the 

requesting party. 
Management 

Specialist 
If denied, the 
client may submit 
a written Motion 
for 

2.2 If approved, 
upload the requested 
records! documents. 

ASD - ICTD 

Reconsideration 
(MR) at the 
Records 
Receiving 
Section or 
through the 
JHMC official 
email address at 
mgmt(äjhmc.com  
ph 

If the MR is 
denied, the denial 
of such a motion 
may be appealed 
to the Office of 
the Department 
of Justice (DOJ) 
Secretary within 
fifteen (15) days. 
If Hard Copy is 1.1 Release! route PHP 3.00 4 Hours Records 
requested, pays the records! per page Management 
the required fee documents plus Specialist 
to the Cashier to the requesting an 

additional 
ASD - ICTD 

* Make sure to 
secure an Official *Refer  to the Process 

per page if 

Receipt (OR) and of Routing of External Requesting 
that will be issued 
upon payment. 

documents party 
requested 

for the 
Certified 

Copy of the 
Original 

Impartani: This itianual , exchLcn'eIV owned by the John Hay Management Corporation (JHM( ). No portion niay be copied 
or repr(xillcecl iithout ;ril(e,z authority front the JHMC- Management. 

OFFICE 

RECEiVED 

DATE 



JOHN HAY MANAGEMENT CORPORATION Document Code JHMC-CC-ICTD-OO1 

JHIVIC CITIZEN'S CHARTER Revision Number 0 

REQUEST FOR JHMC RECORDS/ 
DOCUMENTS 

Page Number Page 4 of 8 

Effectivity Date 09 December 2022 

Client Steps MD - ICTD I FOI 
Actions 

Fees to be 
pAId 

Processing 
lime 

Person 
Responsible 

* Additional 
fees for 
mailing 

services! 
Courier 
provider 
shall be 

borne by the 
requesting 
party at the 
prevailing 

rates of their 
preferred 
courier. 

TOTAL (if electronic file): None 6 Days, I 
Hour and 

10 
minutes 

TOTAL (if hardcopy is requested): PHP 3.00 
per page 

pIus 
an 

additional 
PHP 5.00 
per page if 

the 
Requesting 

party 
requested 

for the 
Certified 

Copy of the 
Original 

*Additional 
fees for 
mailing 

services! 
Courier 
provider 
shall be 

borne by the 

6 Days, 5 
Hours and 

10 
minutes 

Important: This manna/is exchisive!y owned bv the John Hay Management Corporation (JHMC). No portion may be copied 
or reproduced without written authorityfrom the JHMC- Management.  

OFFICE 

RECEIVED 

DATE 



JOHN HAY MANAGEMENT CORPORATION Document Code JHMC-CC-ICTD-OO1 

J}IIN'IIC CITIZEN'S CHARTER Revision Number 0 

REQUEST FOR JHMC RECORDS/ 
DOCUMENTS 

Page Number Page 5 of 8 

Efibetivity Date 09 December2022 

Client Steps i ASD - ICTD I FOI 
Actions 

Fees to be 
paid 

Processing 
Time 

Person 
Responsible 

requesting 
party at the 
prevailing 

rates of their 
preferred 
courier 

1.B STANDARD FOI 

DepartmentlDivisionlUnit : ASD - ICTD 
Classification : Complex 
Type of Transaction G2C — Government to Citizen; G2B - Government 

to Business Entity; G2G — Government to 
Government 

Who may avail : All 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
Standard FOI Request Form JHMC - Provided by FOI Receiving 

Officers/Records Management Specialist 
ASD-ICTD or it may be downloaded at 
https:I/www.foi.gov.phlhelp   

 

  

Client Steps ASD -  ICTD  I  FOI Fees to be 
Actions paid 

Processing Person 
Time Responsible 

1. Submits 
accomplished 
Standard FOI Form I 
Signed Letter of 
Request at the 
Records Receiving 
Section. 

1.1 Accepts and 
checks the 
accomplished 
Standard FOI Form 
/ Signed Letter of 
Request 

None 5 Minutes 

Records 
Management 

Specialist 
ASD - ICTD 

Records 
Management 

Specialist 
ASD - ICTD 

1.2 Stamps the 
form with 
uReceived with 
date and time 
received. 

None 5 Minutes 

1.3 Encodes and 
uploads in the FOI 
Web Portal. 

None 30 Minutes Records 
Management 

Specialist 
ASD - ICTD 

J,nportant: This manual is exchisively ot'ned by the John Hay Management Corporation (JJiMC). No porno,, ina be copied 
or reproduced without written authorityfrom Ike JHMC- Management. 
OFFICE 

RECEWED 

DATE 

STAMP 
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JOHN HAY MANAGEMENT CORPORATION Document Code JHMC-CC-ICTD-001 

J}JiNIIC 
CITIZEN'S CHARTER Revision Number 0 

REQUEST FOR JHMC RECORDS! 
DOCUMENTS 

Page Number Page 6 of S 

Effectivity Date 09 December 2022 

Client Steps ASD  -  ICTD  I FOJ 
Actions 

Fees to be 
paid 

Processing 
Time 

Person 
Responsible 

1.4 Routes to the 
Legal Department 
for review and 
recommendation 

None 5 Minutes Records 
Management 

Specialist 
ASD - ICTD 

1.3. Reviews 
request and 
provides 
recommendation to 
the PCEO. 

None 3 Days Legal Manager 
LD 

1.4 Reviews 
recommendation 
and responds to the 
requests. 

None 3 Days President and 
Chief 

Executive 
Officer 
OPCEO 

2. Receives 
application result, 

If denied, the client 
may submit a written 
Motion for 
Reconsideration 
(MR) at the Records 
Receiving Section or 
through the JHMC 
official email 
address at 
mqmt(jhmc.com.ph  

2a. If denied, 
issues/Release 
Notice of Denial 

2b. If approved, 
release/route the 
requested 
records/documents 
to the requesting 
party 

* Refer to the 
Process of Routing I 
of External 
documents. 

None if 
electronic 

file 

1 Hour Records 
Management 

Specialist 
ASD - ICID 

If the MR is denied, 
the denial of such a 
motion may be 
appealed to the 
Office of the 
Department of 
Justice (DOJ) 
Secretary within 
fifteen (15) days. 
3. Receives 
receiving copy or 

3.1 Digitization and 
storage of received 

None 1 Hour Records 
Management 

Specialist 
ASD- ICTO 

Important: This manual is exclusive/v owned by the .John Hay Managemeni ( orporaiioi, (JHMC). NI) pornon may be copied 
or reproduced withozu wruten authoriivfm,n the .11-1MG- Managenzeiu. 
OFFiCE 

RECEIVED 

DATE 
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JOHN HAY MANAGEMENT CORPORATION Document Code JHMC-CC-ICTD-001 

J}IIiMIC 
CITIZEN'S CHARTER Revision Number 0 

REQUEST FOR JHMC RECORDS/ 
DOCUMENTS 

Page Number Page 7 of 8 

Effectivity Date 09 December2022 

Client Steps ASD  -  ICTD I FOI 
Actions 

Fees to be 
paid 

Processing 
Time 

Person 
Responsible 

proof of mailing, if 
any. 

records! 
documents. 

If Hard Copy is 
requested, pays the 
required fee to the 
Cashier 

* Make sure to 
secure an Official 
Receipt (OR) and 
that will be issued 
upon payment. 

Release! route the 
records/ documents 
to the requesting 
party. 

*Refer  to the 
Process of Routing 
of External 
documents 

PHP 3.00 
per page 

plus 
an 

additional 
PHP 5.00 
per page if 

the 
Requesting 

party 
requested 

for the 
Certified 

Copy of the 
Original 

* Additional 
fees for 
mailing 

services! 
Courier 
provider 
shall be 

borne by the 
requesting 
party at the 
prevailing 

rates of their 
preferred 
courier. 

4 Hours Records 
Management 

Specialist 
ASD - ICTD 

TOTAL (if electronic file): None 6 Days, 2 
Hours and 

45 
minutes 

TOTAL (if hardcopy is requested): PHP 3.00 
per page 

plus 

additional 

6 Days, 6 
Hours and 

45 
minutes 

important: This manual is exclusively oined by the John Hay Mo no e,neit ('orporation (JHMQ. No portion nay be copied 
or  r.prothvced wjt/,oul ,,ritten  authority from the ,IHMC- Managemein. 
OFFICE 

RECEIVED 

DATE 



JOHN HAY MANAGEMENT CORPORATION Document Code JHMC-CC-ICTD-001 

JJ{]VIC CITIZEN'S CHARTER Revision Number 0 

REQUEST FOR JHMC RECORDS! 
DOCUMENTS 

Page Numbcr Page 8 of 8 

Effectivity Date 09 December 2022 

Client Steps ASD  -  ICTD I FOI 
Actions 

Fees to be 
paid 

Processing 
Time 

Person 
Responsible 

PHP 5.00 
per page if 

the 
Requesting 

party 
requested 

for the 
Certified 

Copy of the 
Original 

Additional 
fees for 
mailing 

services/ 
Courier 
provider 
shall be 

borne by the 
requesting 
party at the 
prevailing 

rates of their 
preferred 
courier 

important: This manual is exclusive/v owned by i/ic .!olm Hay Managenieni Corporation (JHMC). No portion may be copied 
or reproduced u.'ithoui written auihorilrfro,n the JHIt'i- M'wiagemem. 
OFFICE 

RECEIVED 

DATE 



ADMINISTRATIVE SERVICES DEPARTMENT - 
INFORMATION & COMMUNICATIONS 

TECHNOLOGY DIVISION 
INTERNAL SERVICE 



ASD-ICTD 
Simple 

  

G2C — Government to Citizen 

  

All JHMC Employees, regardless of status 

Department/Division/Unit 
Classification 
Type of Transaction 
Who may avail 

JOHN HAY MANAGEMENT CORPORATION Document Code J}IMC-CC-ICTD-002 (10ev - rinls 

J}IiMC 
CITIZEN'S CHARTER Revision Number 0 

REQUEST FOR ICT SERVICEIS 
Page Number Page 1 of 3 

Effectivity Date 09 December 2022 

1. REQUEST FOR ICT SERVICEIS 

This service is availed by JHMC personnel for the following services: file management 
(e.g. file conversion, file back-up and recovery), printing, network and internet concerns 
(e.g. internet or cable connectivity), email concerns, ink refill, multimedia editing, layout 
and design. ICT Equipment set-up for events, photo documentation and other ICT-related 
concerns. 

 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE  
JHMC HIS portal 192.168.2.9:8080 
(Within JHMC LAN) or at 
116.50.174.74:8080 (Outside JHMC LAN)J 

Filed request in the HIS portal 

   

Client Steps ASD-ICTD Fees to 
Actions be paid 

Processing 
Time 

Person 
Responsible 

1. Files the 1.1 Receives the None 4 Hours ICT Officer 
request using the 
Helpdesk 

HIS notification via 
email, proceeds to 

ASD - ICTD 

Information 
System (HIS) 

the HIS portal and 
evaluates the 

OR 

portal under the 
ICT service 
request tab. 

request. If the 
request can be 
catered, inputs in 
the remarks' field 
and clicks the 

ICT Specialist 
ASD - ICTD 

0receive" button. 

In cases where the 
request cannot be 
catered, inputs the 
reasons for not 
accommodating 
the request in the 
"remarks" field and 
clicks the "return" 
button. 

hnportan!: This manual is exchsn'eIy owned  1w the John Hay Management Corporation (JHMC). No portion may be copied 
or reproduced without written authority from the JJIM(  -  Management. 
OFFICE 

RECEIVED 

DATE 



JOHN HAY MANAGEMENT CORPORATION Document Code JH?s4C-CC-ICTD-002 tw 

JIHvIC 

* S. 

CITIZEN'S CHARTER Revision Number 0 

REQUEST FOR ICT SERVICE/S 
Page Number Page 2 of 3 

Effectivity Date 09 December 2022 

    

Processing 
Ti me 

 

Person 
Responsible Client Steps 

  

ASD-ICTD 
Actions 

Fees to 
be paid 

 

1.2 Reviews the None 
request; approves 
or disapproves the 
request as 
endorsed through 
the HIS portal. 

20 Minutes ICTManager 
ASD - ICTD 

For approved 
requests, assigns 
the fulfiller through 
the "remarks" field 
then clicks the 
"approved" button. 

* If disapproved, 
inputs reasons in 
the "remarks" field 
then clicks the 
"reject" button. _j 
2.1 Fulfills the None 
requested 
services. 

2 Days ICT Officer 
ASD - ICTD 

OR 
*Time  of fulfillment 
of service request 
are based on the 
following: 
a. set schedule; 
b. equipment or 
software 
availability; 
c. procurement 
process; 
d. urgency of the 
request to protect 
life and property; 
and, 
e. outsourcing of 
services 

ICTSist 

OR 

ICT Manager 
ASD-lCTD 

important: 1/us manual is exclusively o,inecl hr the John Hay Management Corporation (JHMC). No portion may be copied 
ur reproduced without wriuc,, wtthoruy from the JHMC- Managensent. 

OFFICE 

RECEJVED 

DATE 

STAMP 
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Ofla 

J}-IIVIIC 
.&.*. n.IS.. JOHN HAY MANAGEMENT CORPORATION Document Code JHMC-CC-JCTD-002 

CITIZEN'S CHARTER Revision Number 0 

REQUEST FOR ICT SERVICE/S 
Page Number Page 3 of 3 

Eflctivity Date 09 December 2022 

Client Ste s p 
ASD-ICTD Fees to 

Actions be paid 
Processing Person 

Time Responsible 
3. Receives the 3.1. Logs in the None 30 Minutes ICT Officer 

HIS notification, 
proceeds to the 

HIS portal, inputs 
actions taken in 

ASD-ICTD 

HIS portal and 
reviews the 

the "remarks" field 
and clicks the 

OR 

actions taken. If 
satisfied, inputs in 
the 'remarks" field 
and clicks the 

"fulfill" button. 
ICTSpeciahst 

OR 

"acknowledge" 
button then 
accomplishes the 

ICT Manager 
ASD-ICTD 

Customer 
Feedback Form 
(CSF). If 
unsatisfied, inputs 
in the "remarks" 
field then clicks the 
"return to 
fulfillment" button. 

*Make  sure to 
accomplish the 
CSF in the HIS 
portal after the 
completed task as 
re. uested. 
TOTAL: None 2 Days, 4 

Hours, 50 
Minutes 

Important: This manual is exchss1w1v ou',zed liv il,t John 11ay Management Corporation (JHMC). No portion may be copied 
or reprothiced n'iihom' written ow/ion ty from the JHMC- Management. 

OFFICE 

RECEIVED 

DATE 



CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
Filed request in the HIS portal 

Documents for scanning 

JHMC HIS portal 192.168.2.9:8080 (Within 
JHMC LAN) or at 116.50.174.74:8080 
(Outside JHMC LAN) 
Provided by Client 

Storage device Provided by Client 

JOHN HAY MANAGEMENT CORPORATION Document Code JHMC-CC-JCTD-003 

JI-I]\4C CITIZEN'S CHARTER Revision Number 0 

REQUEST FOR DOCUMENT SCANNING 
Page Number Page I of 4 

Effectivity Date 09 December 2022 

2. REQUEST FOR DOCUMENT SCANNING 

This service is availed by JHMC personnel for digitization of documents. 

DepartmentlDivisionlUnit  : ASD - ICTD 
Classification :: Simple 
Type of Transaction : G2C — Government to Citizen  
Who may avail : All JHMC Employees, regardless of status 

Client Steps ASD-ICTD 
Actions 

Fees to 
be paid 

Processing 
Time 

Person 
Responsible 

1. Files the request 1.1 Receives the None 4 Hours ICT Officer 
using the Helpdesk 
Information System 

HIS notification via 
email, proceeds to 

ASD - ICTO 

(HIS) portal under 
the 'document 

the HIS portal and 
evaluates the 

OR 

ICT Specialist scanning tab. request. If the 
request can be 
catered, inputs in 
the "remarks" field 
and clicks the 

ASD - ICTD 

OR 

Records 
"receive" button. Management 

Specialist 
In cases where the 
request cannot be 
catered, inputs the 
reasons for not 
accommodating 
the request in the 

ASD - ICTD 

"remarks" field and 
clicks the 'return" 
button. 

Important: This manual is exclusively owned b' the Jo/in Hay Managenient Corporation (JHMC). No portion may be copied 
or reproduced without written authority from the  JHIt.IC- Management. 
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RECEIVED 

DATE 

STAMP 
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STAMP 
UNCONTROLLED 

JOHN HAY MANAGEMENT CORPORATION Document Code J}IMC-CC-ICTD-003 

J}11N4C 
S 

— 

CITIZEN'S CHARTER Revision Number 0 

REQUEST FOR DOCUMENT SCANNING 
Page Number Page 2 of 4 

Effectivity Date 09 December 2022 

Client Steps ASD-tCTD 
Actions 

Fees to 
be paid 

Processing 
Time 

Person 
Responsible 

1.2 Reviews the 
request; approves 
or disapproves the 
request as 
endorsed through 
the HIS portal. 

None 2 Hours ICT Manager 
ASD - ICTD 

For approved 
requests, assigns 
the fulfiller through 
the "remarks" field 
then clicks the 
"approved'S button. 

* If disapproved, 
inputs reasons in 
the "remarks" field 
then clicks the 
'reject" button. 
Informs client of 
the approval and 
requests the 
submission of the 
documents for 

None 1 Hour ICT Officer 
ASD - ICTD 

OR 

ICT Specialist Sca nlng. 
ASO - ICID 

OR 

Records 
Management 

Specialist 
ASO - ICTD 

OR 

ICT Manager 
ASD - ICTD 

Imporlani: This n,anual is exclusively owned by the John  Hay Management Corporation (JI-IMC). No portion may be copied 
or rpmduced without written authoriG' from the JHMC-  Management. 
OFFiCE 

RECEIVED 

DATE 



JOHN HAY MANAGEMENT CORPORATION Document Code i}{MC-CC-ICTD-003 i_e 

rnN 
JIE-1II1vIIC 

il ssuJ.sia,1m% 

CITIZEN'S CHARTE R Revision Number 0 

REQUEST FOR DOCUMENT SCANNING 
Page Number Page 3 of 4 

Effectivity Date 09 December 2022 

Client Steps ASD-ICTD 
Actions 

Fees to 
be paid 

Processing 
Time 

Person 
Responsible 

'2.1 2. Submits the Fulfills the None 2 Days ICT Officer 
documents for 
scanning to the 
assigned fulfiller. 

requested 
services. 

ASD -  ICTD 

OR 
*Time  of fulfillment 
of service request 
are based on the 
following: 
a. set schedule; 
b. volume of 
documents; and, 
C. urgency of the 
request. 

ICT Specialist 
ASD -  ICID 

OR 

Records 
Management 

Specialist 
ASD -  ICTO 

OR 

1CT Manager 
ASD - ICTD 

3. Receives the HIS 3.1. Logs in the None 30 Minutes 1CT Officer 
notification, proceeds 
to the HIS portal and 

HIS portal, inputs 
actions taken in 

ASD -  ICTD 

reviews the actions 
taken. If satisfied, 
inputs in the 

the "remarks" field 
and clicks the 
ufuIfihI button. 

OR 

ICT Specialist 

"remarks" field and 
clicks the 

- 

OR 
"acknowledge" button 
then accomplishes 
the Customer 

Records 
Management 

Feedback Form Specialist 
(CSF). If unsatisfied, 
inputs in the 

ASD -  ICTD 

"remarks" field then 
clicks the "return to 
fulfillment" button. 

OR 

ICT Manager 

*Make  sure to 
accomplish the CSF in 
the H/S portal after the 
completed task as 
requested. 

IsnporIanJ: This manual is exchtsiveh' owned by the John Hay Managensen: Corporation 'JHM(). No portion may be copied 
or reproduced i,thoui written auihoriivfrom the  JHMC- Management.  
OFFICE 

RECEIVED 

DATE 



JOHN HAY MANAGEMENT CORPORATION Document Code JHMC-CC-ICTD-003 

J}IIN'IC CITIZEN'S CHART ER Revision Number 0 

REQUEST FOR DOCUMENT SCANNING 
Page Number Page4of4 

Effectivity Date 09 December 2022 

Client Steps ASD-ICTD 
Actions 

Fees to 
be paid 

Processing 
Time 

Person 
Responsible 

TOTAL: None 2 Days, 7 
Hours, 30 
Minutes 

important:  This manual is exclusively owned by the John Hay Management Corporation (JHMC). No portion may be copied 
or reproduced without written auihurityfrom the JHMC-. Management. 
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DATE 
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JOHN HAY MANAGEMENT CORPORATION Document Code JHMC-CC-ICTD-004 £.a.. 

JiHlrvllC 

tn.M.* 

CITIZEN'S CHARTER Revision Number 0 

REQUEST FOR REPAIRS OF 1CT 
EQUIPMENT 

Page Number Page I of 4 

Eflèctivity Date 09 December2022 

3. REQUEST FOR REPAIRS OF ICT EQUIPMENT 

This service is availed by JHMC personnel for the troubleshooting of various ICT 
equipment (laptops, desktops, tablets, printers including its peripherals such as mouse, 
keyboard, webcams, speakers, headset) including software-related concerns. 

Repairs identified for outsourcing upon assessment of the ASD-ICTD will be referred to 
the ASD-GSD for appropriate action. 

DepartmentiDivisionlUnit : ASD - ICTO 
Classification Complex 
Type of Transaction : G2C — Government to Citizen 
Who may avail : All JHMC Employees, rerdless of status 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
I Filed request in the HIS portal JHMC HIS portal 192.168.2.9:8080 (Within 

JHMC LAN) or at 116.50.174.74:8080 
(Outside JHMC LAN) 

Client Ste s p 
ASD-ICTD 
Actions paid 

Processing 
Time 

Person 
Responsible 

1. Files the request 1.1 Receives the HIS None 4 Hours ICT Specialist 
using the Helpdesk 
Information 
System (HIS) 
portal under the 
"repairs of ICT 
equipment" tab. 

notification via email, 
proceeds to the HIS 
portal and evaluates the 
request. If the request 
can be catered, inputs 
in the "remarks" field 
and clicks the "receive" 
button. 

ASD - lCTD 

In cases where the 
request cannot be 
catered, inputs the 
reasons for not 
accommodating the 
request in the remarks 
portion and clicks the 
Ureturn button. 

Important: This manual is exchisivelv owned by the John Hay Manaeme,,i Corporation (JHMC). No portion may be copied 
or reproduced without written authority Iron, the JHMC- Management. 

OFFICE 

RECEIVED 

DATE 

STAMP 

LED 



JOHN HAY MANAGEMENT CORPORATION Document Code JHMC-CC-ICTD-004 wn.. 

JIHIIN4C 
. 

CITIZEN'S CHARTER Revision Number 0 

REQUEST FOR REPAIRS OF ICT 
EQUIPMENT 

Page Number Page 2 of 4 

Effectivity Date 09 December 2022 

Client Steps ASD-ICTD Processing 
Responsible 

1.2 Reviews the 
request; approves or 
disapproves the request 
as endorsed through 
the HIS portal. 

None 2 Hours ICT Manager 
ASD - ICTD 

For approved requests, 
assigns the fulfiller 
through the "remarks" 
field then clicks the 
"approved" button. 

* If disapproved, inputs 
reasons in the 
"remarks" portion then 
clicks the "reject' 
button. 
2.1 Assesses and 
evaluates the problem 
based on the details 
stated in the request. 

None 5 Days ICT Specialist 
ASD - ICTD 

If the repair can be 
catered, fulfills the 
requested services. 

If identified for 
outsourcing, 
accomplishes the 
"request for pre-
inspection" and "pre-
repair inspection report" 
fields of the Request for 
Pre and Post Inspection 
Report (JHMC-GSD 
Form 013) 

If beyond repair, 
accomplishes the 

Important This manual is exclu.civelv owned by the .lolm I-lay Managemeni Comporalion (JHMC) No portion may be copied 
or reproduced s'iI/iou! written authority from the JHMC- Management. 
OFFICE 

RECEIVED 

DATE 

STAMP 

L LED 



JOHN HAY MANAGEMENT CORPORATION Document Code JHMC-CC.-ICTD-004 

CITIZEN'S CHARTER Revision Number 0 

REQUEST FOR REPAIRS OF ICT 
EQUIPMENT 

Page Number Page 3 of 4 

Effectivity Date 09 December 2022 

Client Steps ASD-ICTD 
'U 

Prossin 
Responsible 

"request for pre-
inspection" and "pre-
repair inspection report" 
fields of the Request for 
Pie and Post Inspection 
Report (JHMC-GSD 
Form 013) then 
transfers the property to 
the ASD-GSD for 
appropriate action; 
informs the Client of the 
status and advises to 
present the original 
copy of the ARE to the 
ASD-GSD for 
cancellation. 

*Time  of fulfillment of 
service request are 
based on the following: 
a. set schedule; 
b. equipment or 
software availability; 
c. procurement process; 
and, 
d. urgency of the 
request to protect life 
and property. 

3. Receives the 3.1. Logs in the HIS None 30 Minutes ICT Specialist 
HIS notification, 
proceeds to the 
HIS portal and 
reviews the actions 
taken. If satisfied, 
inputs in the 

portal, inputs actions 
taken in the "remarks" 
field and clicks the 
"fulfill" button. 

ASD - ICTD 

"remarks" field and 
clicks the 
"acknowledge" 

Imporkuzi: Tins manual is exclusivelr owned by the John i-iay Managemein Corporation (JHMC). No portion may be copied 
or reproduced withouui wriflen authoriifron; the  .JHMC- Manageme,,,. 
OFFICE 

RECEIVED 

DATE 



JOHN HAY MANAGEMENT CORPORATION Document Code JHMC-CC-ECTD-004 

J}{MIC CITIZEN'S CHARTER Revision Number 0 

REQUEST FOR REPAIRS OF ICT 
EQUIPMENT 

Page Number Page 4 of 4 

Effectivity Date 09 December 2022 

Client Steps ASD-ICTD 
Actions 

Fees 

°a7 
Processing 

Time 
Person 

Responsible 

button then 
accomplishes the 
Customer 
Feedback Form 
(CSF). If 
unsatisfied, inputs 
in the "remarks" 
field then clicks the 
"return to 
fulfillment" button. 

*Make sure to 
accomplish the 
CSF in the HIS 
portal after the 
completed task as 
requested. 
TOTAL: None 5 Days, 6 

Hours, 30 
Minutes 

In*riant: This manual is exclusively owned by the John Hay Management Corporation (JHMC). No portion may be copied 
or reproduced without writwu authorily from the JHMC- Management. 
OFFICE 

RECE WED 

DATE 

STAMP 
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ASD - ICTD 
Simple 
G2C — Government to Citizen 
All JHMC Employees, regardless of status 

PDepartmentlDivis ion/Unit 
Classification 
Type of Transaction  
Who may avail 

CHECKLIST OF REQUIREMENTS WHERETO SECURE 
Filed request in the HIS JHMC HIS portal 192.168.2.9:8080 

(Within JHMC LAN) or at 
116.50.174.74:8080 (Outside JHMC LAN) 

  

JOHN HAY MANAGEMENT CORPORATION Document Code JHMC-CC-ICTD-005 

J}1ILC CITIZEN'S CHARTER Revision Number 0 

REQUEST FOR ICT EQUIPMENT 
BORRO WING 

Page Number Page 1 of 3 

Effectivity Date 09 December 2022 

4. REQUEST FOR ICT EQUIPMENT BORROWING 

This service is availed by JHMC personnel who intend to borrow ICT equipment for their 
official use such as but not limited to laptops, printers, pocket Wi-Fi, camera, etc. 

The period of borrowing must not exceed five (5) working days. 

Client Steps ASD-ICTD Pro.ssin 
Responsible 

1. Files the request 1.1 Receives the None 4 Hours ICT Officer 
using the Helpdesk HIS notification via 
Information System email, proceeds to 

ASO - lCTD 

(HIS) portal "using the the HIS portal and 
ICT equipment evaluates the 

OR 

borrowing" tab. request. lc ;st 

*Filing  of request must 
be at least one (1) day 
before the intended 
use of the item/s being 
borrowed. 

If the request can 
be catered, inputs 
in the "remarks" 
field and clicks the 
"receive" button. 

In cases where the 
request cannot be 
catered, inputs the 
reasons for not 
accommodating 
the request in the 
uremarks field and 

Important: This manual is exclusive/v owned by the John Hay Management Corporation (JHMC). No portion may be copied 
or repvduced iiiilzo,u isriue,, cu,iizorigv frau,: the JHMC- Management. 
OFFICE 

RECEiVED 

DATE 

STAMP 
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JOHN HAY MANAGEMENT CORPORATION Document Code JHMC-CC-ICTD-005 

J}]I1VEC CITIZEN'S CHARTER Revision Number 0 

REQUEST FOR ICT EQUIPMENT 
BORROWING 

Page Number Page 2 of 3 

Effectivity Date 09 December 2022 

Client Steps ASD-lCTD Processing 
Responsible

I 

clicks the return' 
button. 

1.2. Reviews the 
request; approves 
or disapproves the 
request through 
HIS portal. 

For approved 
requests, assigns 
the fulfiller through 
the "remarks" field 
then clicks the 
approved" button. 

* If disapproved, 
inputs reasons in 
the uremarks  
portion then clicks 
the "reject" button. 

None 2 Hours ICTManager 
ASD - ICTD 

2. Receives the item/s 
for borrowing. 

I 

2.1 Issues the 
item/s being 
borrowed. 

None 4 Hours ICT Specialist 
ASD-ICTD 

OR 

ICT Officer 
ASD-ICTD 

3. Accepts the 3.1. Logs in the 
completed task and HIS portal, inputs 
accomplishes the actions taken in 
Customer Feedback the "remarks" field 
Form (CSF) in the HIS and clicks the 
after completion of the "fulfill" button. 
requested services. 

**Make  sure to 
accomplish the CSF in 
the HIS portal after 
receiving the items. 

None 30 Minutes ICT Specialist 
ASD-ICTD 

OR 

ICT Officer 
ASD-ICTD 

InçortanI: This manual is exelusheir owned b the John Hay Management Corporation (JHAfC). No portion may be copied 
or repv.wJuced wit/bier isnth'u auihur'y frum the .JIIMC- Management. 
OFFICE 

RECEIVED 

DATE 

STAMP 
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JOHN HAY MANAGEMENT CORPORATION Document Code JHMC-CC-ICTD-005 

J}IIiNIIC CITIZEN'S CHARTER Revision Number 0 

REQUEST FOR ICT EQUIPMENT 
BORROWING 

Page Number Page 3 of 3 

Effectivity Date 09 December 2022 

Client Steps 
ASD-ICTD 

Actions 

Fees 
to be 
paid 

Processing 
Time 

Person 
Responsible 

*Make sure to return 
the borrowed item/s 
within five (5) working 
days or committed 
date, whichever 
comes first. 

TOTAL:  None I Day, 2 
Hours, 30 
Minutes 

Important: This manual is exchLcively owned by the John Hay Management Corporation (.JIIMC). No portion may be copied 
or reproduced without written  authority  from the J!-Th'I'C- Management. 

OFFICE 

RECEiVED 

DATE 



JOHN HAY MANAGEMENT CORPORATION Document Code JHMC-CC-ICTD-006 

J}IIN4C CITIZEN'S CHARTER Revision Number 0 

REQUEST FOR WEB POSTING 
Page Number Page 1 of 2 

Effectivity Date 09 December2022 

5. REQUEST FOR WEB POSTING 

This service can be availed by JHMC personnel which is intended for the posting ofJHMC 
official and approved articles and necessary information (e.g. news articles, career and 
procurement opportunities, required postings per A025 IATF/GCG/other oversight 
bodies) in the JHMC Official website (wwwjhmc.com.ph). 

Documents for web posting must be submitted to the ASD-ICTD at least three (3) working 
days before the required date of official posting, except for career opportunities, 
procurement opportunities and asset disposition-related documents. 

DepartmentlDivisionlunit : ASD-ICTD 
Classification Simple 
Type of Transaction : G2C — Government to Citizen 
Who may avail : All J HMC Employees, regardless of status 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
Filed request in the HIS portal JHMC HIS portal 192.168.2.9:8080 (Within 

JHMC LAN) or at 116.50.174.74:8080 
(Outside JHMC LAN) 

Approved Document/ Record (1 hard copy Provided by Client 
or e-copy) 

Client Steps ASD-ICTD 
Actions 

Fees 
Processing to be Time paid 

Person 
Responsible 

1. Files the request 1.1 Receives the HIS None 3 Hours, 30 ICT Officer 
using the Helpdesk 
Information System 

notification via email, 
proceeds to the HIS portal 

Minutes ASD-lCTD 

portal using the and evaluates the request. OR 
"web posting" tab. 

If the request can be 
catered, inputs in the 

ICT Specialist 
ASD-lCTD 

"remarks" field and clicks 
the "receive" button. 

In cases where the request 
cannot be catered, inputs 
the reasons for not 
accommodating the 
request in the "remarks" 

Jnipo,*uw This manual is exch,sivelv owned b;' the Jo/rn Hay Management Corporation (JHMC). No portion may be copied 
or reproduced wit/lout ii'ri lien authority.frorn the  JHMC- Management.  
OFFICE 

RECEIVED 

DATE 



JOHN HAY MANAGEMENT CORPORATION Document Code IHMC-CC-ICTD-006 

JI-iit'IC CITIZEN'S CHARTER Revision Number 0 

REQUEST FOR WEB POSTING 
Page Number Page 2 of 2 

Effectivity Date 09 December 2022 

Client Steps 

 

ASD-ICTD 
Actions 

Fees 
to be 
Daid 

Processing 
Time 

 

Person 
Responsible 

field and clicks the "return" 
button. 
1.2 Reviews the request; 
approves or disapproves 
the request through HIS 
portal. 

For approved requests, 
assigns the fulfiller through 
the "remarks" field then 
clicks the "approved" 
button. 

* If disapproved, inputs 
reasons in the "remarks" 
portion then clicks the 
"reject" button. 

None 2 Hours ICTManager 
ASD-ICTD 

2.1 Fulfills the requested 
services 

None 4 hours ICT Officer 
ASDiCTD 

OR 

ICT Specialist 
ASD-ICTD 

2. Accepts the 
completed task and 
accomplishes the 
Customer Feedback 
Form (CS F) in the 
HIS after 
completion of the 
requested services. 

*Make  sure to 
accomplish the CSF in 
the HiS poilal after the 
completed task as 
requested. 

Logs in the HIS portal, 
inputs actions taken in the 
"remarks" field and clicks 
the "fulfill" button. 

30 Minutes 

TOTAL: None I Day, 2 
Hours 

important: This manual is exdzish'e!p au-ned by the John Hay Management Corporation (JHMC). No portion may be copied 
or reproiiiced without wri((n authority fron: i/ic JHMC- Management. 
OFFICE 

RECEIVED 

DATE 



JHIMIC 
JOHN HAY MANAGEMENT CORPORATION Document Code JHMC-CC-[CTD-007 

CITIZEN'S CHARTER Revision Number 0 

REQUEST FOR ROUTING OF OUTGOING 
COMMUNICATIONS 

Page Number Page I of 2 

Effectivity Date 09 December 2022 

6. REQUEST FOR ROUTING OF OUTGOING COMMUNICATIONS 

This service is available for the processing and routing of all outgoing JHMC 
Communications to external clients. 

Outgoing communications received beyond 4:30 pm for routing via official email will be 
processed on the next working day. Outgoing communications for physical routing must 
be received on or before 1:45 pm to coincide with the 2 pm schedule of errands outside 
JHSEZ. 

Department/Division/Unit : ASD - ICTD 
Classification : Simple 
Type of Transaction : G2C - Government to Citizens 
Who may avail : All JHMC Employees, regardless of status 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
Records! Documents (Communications, 
Memorandum, Requirements, etc.) (2 
original for physical routing) 

Provided by Client 

e-mail address of the recipient Provided by Client 

Fee for registered mail or courier services Provided by Client 

Mobile number of sender and recipient Provided by Client 

Client Steps ASD-ICTD Actions Fees to be Processing 
Time 

Person 
Responsible 

Records 
Management 

Specialist 
ASD-lCTD 

1. Provide the 
signed or 
approved records! 
documents! 
electronic file at 
the Records 
Receiving 
Section. 

*The  employee 
shoulders the fee 
for registered mail 
or courier 

1 .1 Accepts and 
checks the records! 
documents with the 
corresponding fees 
for mailing fee or 
courier services, if 
necessary. 

Mailing fee 
or courier 
services 

fee (based 
on 

published 
rates of the - 

10 minutes 

1.2 Assigns a 
barcode number. 

post-office 
or courier 
service 

provider) 

10 minutes Records 
Management 

Specialist 
ASD-lCTD 

1.3 Requests for 
vehicles through the 

10 minutes Records 
Management 

Specialist 

Ii,ziorianI: This i;ianual is exLIIIstvdt' owned br i/ic .Io/uz 1-lay Managenieni ('o,poralion (.JI-IM( ). No portion may be copied 
or reproduced without m authority front the JHMC- Management. 
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DATE 

STAMP 

   

 

     



JOHN HAY MANAGEMENT CORPORATION Document Code JHMC-CC-!CTD-007 

JHIIVEC CITIZEN'S CHARTER Revision Number 0 

REQUEST FOR ROUTING OF OUTGOING 
COMMUNICATIONS 

Page Number Page 2 of 2 

Effectivity Date 09 December2022 

Client 'Steps ASD4CTD ACtions Fees to be Processing 
R:e 

services or 
obtains petty cash 
from FSD. 

Helpdesk Information 
System (HIS). 

ASD-ICTD 

1.4 Processes and 
assigns a driver and 
vehicle. 

3 Hours Property 
Custodian 
ASDGSD 

1.4 Routes the 
records/ documents. 

4 Hours Records 
Management 

Specialist 
ASD-ICTD 

2. Receives the 
receiving copy or 
proof of mailing, if 
any. 

2.1 Digitization and None 1 Hour and 
storage of received 30 Minutes 
records/ documents. 

Records 
Management 

Specialist 
ASDICTD 

2.2 Uploads file/s None 1 Hour and 
and sends to 30 Minutes 
designated personnel 
through the 
Document Tracking 
System (DTS). 

* Physical documents or 
records be routed upon 
request by the designated 
personnel. 

Records 
Management 

SpecaIist 
ASDiCTD 

TOTAL: Mailing 
fee or 

courier 
services 

fee (based 
on 

published 
rates of the 
post-office 
or courier 
service 

provider) 

I Day, 2 
Hours and 
30 Minutes 

Important: This manual is exdusivelv owned by the John Hay Management Corporation (JHMC). No portion may be copied 
or reproduced without written authority from the JHMC- ManagemenL 
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JOHN HAY MANAGEMENT CORPORATION Document Code JHMC-CC-ICTD-008 (_. 

J}IIMIC 
-- _.___ 

CITIZEN'S CHARTER Revision Number 0 

REQUEST FOR RECORDS ARCHIVAL 
Pace Number Page I of 3 

Effectivity Date 09 December 2022 

7. REQUEST FOR RECORDS ARCHIVAL 

This service is availed by JHMC personnel who intend to Transfer inactive 
documents/records to the ICTD Records Section, duly approved by the 
Department/Office Head.  
Department/Division/Unit  : ASD - ICTD 

Simple  
jype of Transaction G2C — Government to Citizen  
Who may avail All JHMC Employees, regardless of status 

Classification 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
Filed request in the HIS portal 192.168.2.9:8080 (Within JHMC LAN) 

'OR 

116.50.174.74:8080 (Outside JHMC LAN) 
Records Box ASD-lCTD Office 
Physical copies of the records To be provided by Client 
JHMC-ICTD-Form 011 ASD-ICTD or File Server 

Client Steps ASD-ICTD Actions 
Fees 
to 
paid 

Processing 
Time 

Person 
Responsible 

1. Files request 1.1 Receives and None 2 Days, 4 Records 
through the HIS checks the submitted Hours Management 
portal using the physical copies of the Specialist 
"records archival" 
tab and submits 
the physical copies 
of the records 
using the JHMC 

records vis-à-vis the 
filed Records 
Archival Request in 
the HIS portal. 

ASDICTD 

Records Box 
within one (1) day. 

* Records/ 
documents listed 
in the Records 
Archival Request 
in the HIS portal 
shall be sorted and 
matched with the 

Jmpo,tant: This pnan:,a/ is cxcli,..ciwlv owned ht' the .Jolrn Hay Management Corporation (JHMC). No  portion may be copied 
or reproduced sIl!loz,t wi-zudn authority from the JJIMC- Management. 
OFFICE 

RECEIVED 

DATE 
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JOHN HAY MANAGEMENT CORPORATION Document Code JHMC-CC-ICTD-008 t. 

CITIZEN'S CHARTER Revision Number 0 

REQUEST FOR RECORDS ARCHIVAL 
Page Number Page 2 of 3 

Effectivity Date 09 December 2022 

Client Steps ASD-ICTD Actions Processing 
Responsible 

physical records 
for turnover. 

2. Department/Office 
Head reviews, 
assesses and 
approves or 
disapproves the 
request for archival 
of records. 
2. Receives request 
result. 

2.1 If not in order, 
informs the client and 
returns the submitted 
physical copies of the 
records. 

If in order, 
accomplishes the 
JHMC-ICTD-Form 
011 (Transfer of 
Records Form) then 
submits to ICTM. 

None Records 
Management 

Specialist 
ASD-ICTD 

 portal. 

2.2 Reviews the 
submitted JHMC- 
ICTD-. Form 011 then 
approves or 
disapproves the 
request in the HIS 

None 4 Hours ICT Manager 
ASD-lCTD 

3. Accepts the 
completed task 
and accomplishes 
the Customer 
Feedback Form 
(CSF) in the HIS 
after completion of 

None None None None 

Importani: lliis manual is exclusivdt ots'ned bi lht .John Hay Maiiagerneni Corporailon (JHMC). Noporiion may be copied 
or reproduced I'it/iout un!teii authorii from ihe  JHM( Managemeni. 
OFFICE 

RECEIVED 

DATE 

STAMP 
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JOHN HAY MANAGEMENT CORPORATION Document Code JHMC-CC-LCTD-008 d_. 

JIH]VIIC CITIZEN'S CHARTER Revision Number 0 

REQUEST FOR RECORDS ARCHIVAL 
Page Number Page 3 of 3 

Effectivity Date 09 December 2022 

Client Steps ASD-ICTD Actions 
Fees 
to be 

id 

Processing Person 
Time Responsible 

the requested 
services. 

TOTAL: None 3 Days 

lnqo,lant: This manual is erciusirely owned &v the John 1-lay Managenien: Corporation (JHMC). No portion may be copied 
or reproduced without written authority from the JHMC- Management. 
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JOHN HAY MANAGEMENT CORPORATION Document Code JHMC-CC-ICTD-009 

J}]IIN'IC CITIZEN'S CHARTER Revision Number 0 

REQUEST FOR DOCUMENTS AND/OR 
RECORDS 

Page Number Page 1 of 2 

Effectivity Date 09 December 2022 

8. REQUEST FOR DOCUMENTS AND/OR RECORDS 

This service can be availed by JHMC personnel which is intended to provide a specific 
document/s or record/s as requested. 

DepartmentiDivisionlUnit : ASD - ICTO 
Classification : Simple 
Type of Transaction : G2C — Government to Citizen 
Who may avail : All JHMC Employees, regardless of status 

CHECKLIST OF REQUIREMENTS 
Filed request in the HIS portal 

 

WHERE TO SECURE  
JHMC HIS portal 192.168.2.9:8080 
(Within JHMC LAN) or at 
116.50.174.74:8080 (Outside JHMC LAN)   

 

 

Client Ste s p 
ASD-ICTD Fees to 
Actions be paid 

Processing 
Time 

Person 
Responsible 

1. Files the request 1.1 Receives and None 15 Minutes Records 
using the Helpdesk evaluates the Management 
Information request through Specialist 
System portal. the HIS portal. ASD - ICTD 
Local access: 
http:f/192.168.2.9: * In cases where 

therequestcannot 
be catered, inputs 
the reasons for not 
accommodating 
the request and 
returns the request 
through the HIS 
portal. 

8080/ 
External access: 
http://116.50.174.7  
4:8080/ 

1.2 Approves or 
disapproves the 
request as 
endorsed through 
the HIS portal. 

None 15 Minutes President and 
Chief Executive 

Officer 
OPCEO 

(For Confidential 
Documents or 

* . . If disapproved, 
the request returns 
to the requestor 

Records) 

OR 

ICT Manager 

Insporfa,,J: TI, is ,,zanual is exclusive/v owned by the .John Hay Management Corporation (JHMC). No portion maybe copied 
or repnxh,ced witliozif isritlen authoriiv from the JHA4C- Management.  
OFFICE 

RECEIVED 

DATE 



JOHN HAY MANAGEMENT CORPORATION Document Code J}IMC-CC-ICTD-009 

J}I]vIC CITIZEN'S CHARTER Revision Number 0 

REQUEST FOR DOCUMENTS AND/OR 
RECORDS 

Page Number Page 2 of 2 

Effectivity Date 09 December 2022 

Client Ste s p 
ASD-ICTD Fees to 
Actions be paid 

Processing 
Time 

Person 
Responsible 

with the remarks 
for information. 

ASD - ICTD 
(For Non- 

Confidential 
Documents or 

Records) 
2. Receives 
service request. 

2.1 If approved, None 
fulfills the 
requested 
services. 

4 hours Records 
Management 

Specialist 
ASD - ICTD 

3. Accepts the 
completed task 
and accomplishes 
the Customer 
Feedback Form 
(CSF) in the HIS 
after completion of 
the requested 
services. 

* Make sure to 
accomplish the 
CSF in the HIS 
portal after the 
completed task as 
requested. 

3.1. Delivers the None 
accomplished task. 

30 Minutes Records 
Management 

Specialist 
ASD - ICTD 

TOTAL: None 5 Hours 

important: This n,anual is exchsiveIy owned by the John Hay Management Corporation (JHMC). No portion may be copied 
or reproduced without written authori tv from the  Jf-fiK  Managemenr. 
OFFICE 

RECEIVED 

DATE 

STAMP 
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JiE-IIIN'IC CITIZEN'S CHARTER Revision Number 0 

ECO-WALK AND PHOTOSHOOT BOOKINGS 
AT THE HISTORICAL CORE  

Page Number Page 1 of 3 
Effectivity Date 09 December 2022 

1. ECO-WALK AND PHOTOSHOOT BOOKINGS AT THE 
HISTORICAL CORE 

This service is availed for bookings for eco-walks and photoshoots at the Historical Core. 
This process covers from booking until the payment process at the Ticketing Booth. 

Department/Division/Unit : Business Development Department (BDD) 
Classification Simple 
Type of Transaction : G2C — Government to Citizen; G2B - 

Government to Business Entity; G2G — 
Government to Government 

Who may avail : All 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
Client Information Sheet (JHMC BDD 
Form- 001), two (2) copies 

JHMC - BDD Office 

Principal 
Gov't-issued ID Card 
SEC Registration, for corporations 
CDA, for cooperatives, original with one 
(1 shotoco 
Representative 
Special Power of Attorney (SPA) 
Gov't-issued ID card of the person being 
represented (1 original and 3 photocopies 
with three (3) original signatures below) 
Gov't-issued ID card of the 
representative, present original with one 
1 shotoco  

BIR, Post Office, DFA, PSA, SSS/GSIS, 
Pag-lBlG/HDMF, PhilHealth, SEC, CDA 

Person being represented 
BIR, Post Office, DFA, PSA, SSS/GSIS, 
Pag-IBIG/HDMF, PhilHealth 
BIR, Post Office, DFA, PSA, SSS/GSIS, 
Pag-IBIG/HDMF, PhilHealth 

Client Steps BDD and FSD 
Actions 

Fees to 
be paid 

Processing 
Time 

Person 
Responsible 

1. Submits request 
to conduct event I 
activity, 

1.1 Receives the 
request or letter of 
intent from the 
OPCEO. 

None 5 Minutes Business 
Development 
& Marketing 

Assistant 
BDD 

1 .2 Fills in or 
completes the Client 
Information Sheet 

Business 
Development 
& Marketing 

Assistant 

Important: ibis manual is exclusñ'eh' owned by the John Hay Management Corporation (JHMC.). I'io portion may be copied 
or reproduced without i*rllte,i authority from the .IHMC- Management. 
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ECO-WALK AND PHOTOSHOOT BOOKINGS 
AT THE HISTORICAL CORE 

Pace Number Page 2 of 3 
Effectivity Date 09 December 2022 

Client Steps BDD and FSD 
Actions 

Fees to 
be paid 

Processing 
Time 

Person 
Responsible 

(CIS) through the 
following modes: 
• face-to-face 

meetings, 
• electronic mail, 
• phone call, text 

messaging or; 
social media 
accounts. 

BDD 

Business 
Development 
& Marketing 

Assistant 
BDD 

1.3 Computes the 
total charges based 
on the number of 
students. 

None 30 Minutes 

2. Pays the 
necessary charges 
at the Ticketing 
Booth or at the 
Finance 
Department at 
JHMC Office 
Complex. 

*Make sure to 
secure Official 
Receipt (OR) and 
that will be issued 
upon payment. 

2. Accepts the 
payment. 

PHP 
1,000.00 

per 4 
hours 

PhP 
50.00 
per 

student 

10 Minutes Ticketing Clerk 
FSD 

OR 

Cash ier 
FSD 

4 iicketing 
Clerk if paid 
at the 
Ticketing 
Booth at the 
Historical 
Core 
*Cashier  if 
paid at the 
JHMC Office 
Complex 

TOTAL: PHP 
1,000.00 

per4 
hours 
PHP 
50.00 

45 Minutes 

iniportani: This milnual Ic exciusi veil: owned by the .Iohn Hay Management Corporation (JHMC). No portion may be copied 
or reproduced iiithoui un lien auihoniiv fivmn the JIJM( - Managemnent. 
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Client Steps BDD and FSD 
Actions 

Fees to 
be paid 

Processing 
Time 

Person 
Responsible 

per 
student 

e rate is based on the JHMC-BOD approval of Fees and Charges in 2018. 

Insportant: This manna/is exch,sivelv os',,ed by the John Hay Management Corporation (JHMC). No portion may be copied 
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BDD  
Complex  
G2C - Government to Citizen; G2B - 
Government to Business Entity; G2G - 
Government to Government 
All 

JOHN HAY MANAGEMENT CORPORATION Document Code J}{MC-CC-BDD-002 

J1E11N4C CITIZEN'S CHARTER Revision Number 0 

E VENTS PLANNING AND MANAGEMENT 
Page Number Page I of 6 

Effectivity Date 09 December 2022 

2. EVENTS PLANNING AND MANAGEMENT 

This service is availed for events proposal or preparation of events proposal (run, 
launching, etc.). 

I  Department!Division!tlnit 
Classification 
Type of Transaction 

Who may avail 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
Client Information Sheet (JHMC BDD JHMC - BDD Office 
Form- 001), two (2) copies 

Request for Venue Booking (JHMC BDD 
Form- 002), two (2) copies 

JHMC - BDD Office 

Checklist of Requirements (JHMC BOO 
From 3), two (2) copies 

JHMC - BDD Office 

Validation of Requirements (JHMC BDD 
Form 4), two (2) copies 

JHMC - BOO Office 

Principal 
Govt-issued ID Card 
SEC Registration, for corporations 
CDA Registration, for cooperatives 
Note: present original with one (1) 
photocopy 

BIR, Post Office, DFA, PSA, SSS/GSIS, 
Pag-IBIG/HDMF, PhilHealth, SEC, CDA 

Representative 
Special Power of Attorney (SPA) 
Gov't-issued ID card of the person being 
represented (1 original and 3 photocopies 
with three (3) original signatures below) 
Govt-issued ID card of the representative 
Note: present original with one (1) 
photocopy 

Person being represented 
BIR, Post Office, DFA, PSA, SSS/GSIS, 
Pag-IBIG/HDMF, PhilHealth 
BIR, Post Office, DFA, PSA, SSS/GSIS, 
Pag-lBlG/HDMF, PhilHealth 

Post- Event Clearance Form (JHMC BDD 
Form- 006), two (2) copies 

JHMC - BDD Office 

Inportan1: This ,nanz,aJ is ercIusj'eJ; owned by the John Hay Management ("orpomiion (JHMC'). No portion may he copied 
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EVENTS PLANNING AND MANAGEMENT 
Page Number Page 2 of 6 

Effectivity Date 09 December 2022 

Client Steps 

 

BDD Actions Fees to be Processing Person 
Id Time Resøonsible 

1. Submits 
request to 
conduct event or 
activihl 

1.1 Receives the 
request or letter of 
intent from the 
OPCEO. 

None 5 Minutes Business 
Development 
& Marketing 

Officer 
BDD 

1.2 Fills in or 
completes the Client 
Information Sheet 
(CIS) through the 
following modes: 
• face-to-face 

meetings, 
• electronic mail, 
• phone call, text 

messaging or; 
• social media 

accounts. 
1.3 Assesses the Bell House- 30 Minutes Business 
necessary fees and PhP Development 
prepares the authority 4,050.00 & Marketing 

to accept payment per hour Assistant 

(ATAP) and instructs 
client for payment. 

Bell 
Amphitheat 

er- PhP 

BDD 

4,560.00 
Conference 

Room: 
Room: PhP 
3,950.00/ 

hour 
Cleanliness 
Bond: PhP 
3,000.00 

Facility: 

Importani: This manual is exchssive!r owned /,i ,h1' Join, Hay Management Corporation (JHMC). No portion may be copied 
or riiproduced without written aiithor/frfro,,, the JHMC- Mamigernenr. 
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Effectivity Date 09 December 2022 

Client Steps BDD Actions Fees to be 
paid 

Processing 
Time 

Person 
Responsible 

Tables: 
PhP 75.00/ 

PC 
Chair: PhP 
18.00/ pcs 
Chair with 

Cover: PhP 
25.00/ Pc 
Tent: PhP 
1,500.00! 

PC 
Sound 

System: 
PhP 

7,500.00 
exclusive of 

operator 
Projector: 

Php 
250. 0 0/ 

hour 
2. Receives the 2. Accepts the Based on 10 Minutes Ticketing Clerk 
ATAP and pays payment and issues the amount FSD 
for necessary OR. indicated in 
charges 
(cleanliness 
bond, facility/ 
equipment 
rental) 

the ATAP. OR 

Cashier 
FSD 

*Tjcketjng 

* Make sure to 
secure OR for 
the payment 
made. 

Clerk if paid 
at the 
Ticketing 
Booth at the 
Historical 
Core 
*Cash r  if 
paid at the 
JHMC Office 
Complex 

Important: This nianual is excIuiveIy owned by (he .lolm Hay Management Corporation (JHhi4C). No po,*on may be copied 
or reproduced without wrinen aus'horiiv froni (he JHMC- Management. 
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Page Number Page 4 of 6 
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Client Steps BDD Actions Fees to be 
paid 

Processing 
Time 

Person 
Responsible 

3. Submits the 
required 
documents to 
the BDD for 
initial 
assessment and 
verification 

3.1 Drafts the pro- 
forma of the Event 
Details / Activities 
(purpose, logistics, 
budget, etc.) 

*When  necessary, a 
coordination meeting 
IS COfl UC e 

. 

None 

None 

I Day 

3 Hours 

Business 
Development 
& Marketing 

Officer 
BDD 

Development 
& Marketin 

Officer 
BDD 

3.2 Reviews the event 
details; and endorses 
the same for approval 
bytheOPCEO. 

None 1 Day Business 
Development 

Manager 
BDD 

3.3 Endorses the 
event for 
implementation. 
3.4 Coordinates with 
concerned 
departments for the 
approved event 
details. 

None 10 Minutes Business 
Development 
& Marketing 

Officer 
BDD 

*Except for unplanned 
events, for other 
requirements - 
request for assistance 
from other 
departments is 
submitted to HIS. 

None 5 Minutes Business 
Development 
& Marketing 

Officer 
BDD 

3.5 Conducts 
validation after 
completion of the 
requirements by other 
departments using 
JHMC-BDD- Form 4. 

None 4 Hours Business 
Development 
& Marketing 

Officer 
BDD 

3.6 Oversees the 
implementation of the 
event. 

None 4 Hours Business 
Development 
& Marketing 

Officer 
~~~ 

hnporlanl: This manual is exclusively owned by the Join, Hay Management Corporation (JHMC). No portion may be copied 
or reproduced without wjuen authority from the JHMC- Managemeni. 
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Client Steps BDD Actions Fees to be 
paid 

Processing 
Time 

Person 
Responsible 

3.7 Prepares and 
submits the PAR with 
duly accomplished 
Post-Event Clearance 
Form (PECF) to the 
BDM. 

None 1 Day Business 
Development 
& Marketing 

Officer 
BDD 

3.8 Reviews and 
approves the PAR 
and PECF. 

None 30 Minutes Business 
Development 

Manager 
BDD 

3.9 Facilitate 
completion of the 
PECF with the EAMD- 
EMD: and endorses 
the duly 
accomplished form to 
the BDMA. 

None 30 Minutes Business 
Development 
& Marketing 

Officer 
BDD 

3.10 Processes the 
refund for the 
cleanliness bond, if 
the client did not 
violate any conditions 
of the cleanliness 
bond. 

None I Day Business 
Development 
& Marketing 

Assistant 
BDD 

3.11 Informs the client 
of the availability of 
the cleanliness bond 
or there is violation of 
the conditions of the 
cleanliness bond that 
warrants forfeiture. 

None 10 Minutes Business 
Development 
& Marketing 

Assistant 
BDD 

4. Client claims 
the cleanliness 
bond from the 
Cashier at 
Cottage 625. 

4. Issues the 
cleanliness bond to 
the client. 

None 10 Minutes Cashier 
FSD 

TOTAL: Total fees 
= (# of hrs 
requested 

5 Days, I 
Hour and 

36 Minutes 

Important: Th,.s n,a,n,al is exclusi*'e4' owned by the John Hay Management Corporation (JHMC). No portion may be copied 
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Client Steps 

      

 

BDD Actions 

 

Fees to be 
paid 

Processing 
Time 

Person 
Responsible 

  

   

     

       

x rate/hr 
per type of 

facility) 
* The rates are based on the JHMC-BOD approval of Fees and Charges in 2018. 

hnpoNanl: This nianual is erchisiwly owned by the John Hay Managenieni ('orporation (JHMC). No portion may be copied 
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CITIZEN'S CHARTER Revision Number 0 

JIANDLING AND IMPLEMENTATION OF 
PROCESS FOR VENUE BOOKING AT THE 

HISTORICAL CORE 

Page Number Page I of 7 

Effectivity Date 09 December 2022 

3. HANDLING AND IMPLEMENTATION OF PROCESS FOR VENUE 
BOOKING AT THE HISTORICAL CORE 

This service is availed for booking the facilities at the Historical Core as paid venue for 
various activities (wedding, reception, reunion, meeting, conference, etc.). 

Department/Division/Unit BOO 
Classification 
Type of Transaction 

Who may avail  

Complex  
G2C — Government to Citizen; G2B - Government 
to Business Entity; G2G — Government to 
Government 
All 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
Client Information Sheet (JHMC BDD 
Form- 001), two (2) copies 

JHMC - BOD Office 

Request for Venue Booking (JHMC 
BDD Form- 001), two (2) copies 

JHMC - BOO Office 

Principal 
Gov't-issued ID Card 
SEC Registration, for corporations 
CDA Registration, for cooperatives 
Note: present original with one (1) 
photocopy 

BIR, Post Office, DFA, PSA, SSS/GSIS, 
Pag-IBIG/HDMF, PhilHealth, SEC, CDA 

Representative 
Special Power of Attorney (SPA) 
Gov't-issued ID card of the person 
being represented (1 original and 3 
photocopies with three (3) original 
signatures below) 
Gov't-issued ID card of the 
representative 
Note: present original with one (1) 
'hotoco. 

Person being represented 
BIR, Post Office, DFA, PSA, SSS/GSIS, 
Pag-IBIG/HDMF, PhilHealth 
BIR, Post Office, DFA, PSA, SSS/GSIS, 
Pag-IBIG/HDMF, PhilHealth 

Post- Event Clearance Form (JHMC 
BDD Form- 006), two (2) copies 

JHMC- BOO Office 

Important: Tins maniaI is exclusive/v owned by the .John Hay Management Corpomiion (JHMCj. No portion tnay he copied 
r reproduced wiil,o,n written authorur from the JHM( - Management. 
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Client Steps BDD and FSD Fees to be Processing 
Actions paid Time 

Person 
Responsible 

1 Submits 
request to 
use any Of 
the facilities 
at the 
Historical 
Core for 
activities. 

1.1 Receives the 
request to use any of 
the facilities at the 
Historical Core for 
activities from client. 

None 5 Minutes Business 
Development & 

Marketing 
Assistant 

BDD 

1.2 Fills in or 
completes the Client 
Information Sheet 
(CIS) through the 
following modes: 
• face-to-face 

meetings, 
• electronic mail, 
• phone call, text 

messaging or; 
• social media 

accounts. 
2. Submits 
the required 
documents 
to the BUD 
for initial 
assessment 
and 
verification. 

2.1 Drafts the pro- 
forma venue contract. 

None 1 Day Business 
Development & 

Marketing 
Assistant 

BUD 
2.2 Submits the 
contract for review. 

None 10 Minutes Business 
Development & 

Marketing 
Assistant 

BUD 
23 Reviews and 
endorses the contract 
for approval by the 
OPCEO or any of the 
authorized signatories 

None 4 Hours Business 
Development & 

Marketing 
Assistant 

BDD 
linpoMant: This manual is exclusive!;' owned 
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Client Steps BDD and FSD 
Actions 

Fees to be 
paid 

Processing 
Time 

Person 
Responsible 

2.4 Approves the 
contract. 

None 4 Hours President and 
Chief Executive 

Officer 
OPCEO 

2.5 Informs the client 
of the approval of the 
contract. 

None 4 Hours Business 
Development & 

Marketing 
Assistant 

BOD 

imporlaid: This manual is exehoively owned by the John Hay Management Coiporalion (JHMC). No portion may be copied 
or reproduced without written authoruvfmm the .JHMC-  Management. 
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Client Steps BDD and FSD 
Actions 

Fees to be 
paid 

Processing 
Time 

Person 
Responsible 

2.6 Assesses the fees Bell House- 1 Hour Business 
and prepares the PhP Development & 

authority to accept 4,050.00 Marketing 

payment (ATAP) and per hour Assistant 

advices client for the 
payment. 

Bell 
Amphitheat 

er- PhP 

BDD 

4,560.00 
Conference 

Room: 
Room: PhP 
3,950.00/ 

hour 
Cleanliness 
Bond: PhP 
3,000.00 

Facility: 
Tables: 

PhP 75.00/ 
PC 

Chair: PhP 
18.00/ pcs 
Chair with 

Cover: PhP 
25.00/ pc 
Tent: PhP 
1,500.00/ 

PC 
Sound 

System: 
PhP 

7,500.00 
exclusive 

of operator 
Projector: 

Php 
250.00/ 

hour 
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Client Steps BDD and FSD 
Actions 

Fees to be Processing 
paid Time 

Person 
Responsible 

3. Pays the 3.1 Accepts the Bell House- 10 Minutes Ticketing Clerk 
required payment and issues PhP FSD 
venue rental OR. 4,050.00 
amount. per hour OR 

Bell 
Cashier *Make  sure 

to secure OR 
Amphitheat 

er- PhP 
FSD 

for the 4,560.00 *Ticketing  Clerk 
payment Conference if paid at the 
made. Room: 

Room: PhP 
Ticketing Booth 
at the Historical 

3,950.00/ 
hour 

Cleanliness 

Core 
*Cashier  if paid 

at the JI-IMC 
Bond: PhP Office Complex 
3,000.00 

Facility: 
Tables: 

PhP 75.00/ 
PC 

Chair: PhP 
18.00/ pcs 
Chair with 

Cover: PhP 
25.00/ Pc 
Tent: PhP 
1,500.00/ 

PC 
Sound 

System: 
PhP 

7,500.00 
exclusive 

of operator 
Projector: 

Php 
250.00/ 

hour 

hnporlanl: This rnanwi1 is exclusive/v ou,,ed by the .Jolin Hay Management Corporation (JHMC). No portion may be copied 
or rc'produced withozu written authority from the JIIMC- Management. 
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Client Steps BDD and FSD 
Actions 

Fees to be Processing 
paid Time 

Person 
Responsible 

3.2 Endorses the 
contract for 
implementation 

None 10 Minutes Business 
Development 

Manager 
BDD 

3.3 Monitors the event 
implementation. 

None 2 Days, I 
Hour, 30 
Minutes 

Business 
Development & 

Marketing 
Officer 
BDD 

3.4 Accomplishes the 
JHMC-BDD- Form 
006: Post Event 
Clearance Form, 
monitors the 
implementation of the 
activity, and facilitates 
the completion of the 
form upon termination 
of the event. 

None 1 Day Business 
Development & 

Marketing 
Officer 
BDD 

3.5 Endorses the duly 
accomplished form to 
the BDMA. 

None 10 Minutes Business 
Development & 

Marketing 
Officer 
BDD 

3.6 Processes the 
refund for the 
cleanliness bond, if the 
client did not violate 
any conditions of the 
cleanliness bond. 

None 1 Day Business 
Development & 

Marketing 
Assistant 

BDD 

3.7 Informs the client 
of the availability of the 
cleanliness bond or 
there is violation of the 
conditions of the 
cleanliness bond that 
warrants forfeiture. 

None 10 Minutes Business 
Development & 

Marketing 
Assistant 

BDD 

Important: This manual is exdusivelr oii'ned by the .John Hay Management Compora.'ion (JHMC). No portion may be copied 
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Client Steps BDD and FSD 
Actions 

Fees to be 
paid 

Processing 
Time 

Person 
Responsible 

4. Client 4. Refunds the None 20 Minutes Cashier 
claims the 
cleanliness 
bond from 
the Cashier 
atJHMC 

cleanliness bond. FSD 

Office 
Complex — 
Finance and 
Services 
Department 
(FSD). 

TOTAL: Total fees 7 Days 
(#ofhrs 

requested 
x rate/hr 

per type of 
facility) 

*The  rates are based on the JHMC-BOD approval of Fees and Charges in 2018. 
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ECONOMiC ZONE JHSEZ 
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1. ENDORSEMENT TO DENR-CAR OF APPLICATIONS FOR TREE 
CUTTING! PRUNING! EARTHBALLING PERMIT AFFECTED BY NEW 
DEVELOPMENTS WITHIN THE JOHN HAY SPECIAL ECONOMIC 
ZONE (JHSEZ) 

The service is availed by business entities desiring to develop areas within the JHSEZ 

DepartmentIDivisionlUnit : Environment and Management Division - 
Environment Managment Division (EAMO - EMD) 

Classification : Highly Technical 
Type of Transaction G2B — Government to Businesses Entity 
Who may avail : Applicants for tree cutting/pruning/earthballing 

permits within the JHSEZ 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
Letter Request (1 original copy) I Provided by Client 

Site Development Plan showing the 
position of trees affected by the 
development. (1 original copy) 

Provided by Client 

Contract of Lease (1 certified photocopy) Provided by Client 

I  Client Steps ASD  -  ICTD & EAMD  - 
EMD Actions 

Fees to 
be paid 

Processing 
Time 

Person 
Responsible 

1. Submits letter 
request with the 
required 
supporting 
documents 

1.1 Accepts the 
document. 

None 3 Minutes Records 
Management 

Specialist 
ASD - lCTD 

1.2 Records, digitize 
and routes the 
document to EAMD- 
EMD. 

None 4 Hours Records 
Management 

Specialist 
ASD - ICTD 

1.3 Checks 
completeness of 
submitted documents 

None 15 Minutes Environment 
Officer 

EAMD - EMD 

Important: This manual is exch,.si;'eh' owned 1i iiw John Ha Managenien: Corporation (JHMC). No portion may be copied 
or reproduced withow' rrine,z authority  fran,  the JFIMC-  M'anagemeni. 
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TH lvi 'C ENDORSEMENT TO DENR-CAR OF 
APPLICATIONS FOR TREE CUTTING/ 
PRUNING/ EARTHBALLING PERMIT 

AFFECTED BY NEW DEVELOPMENTS 
WITHIN THE JOHN HAY SPECIAL 

ECONOMIC ZONE JHSE 

Page Number Page 2 of 4 

Effectivity Date 09 December 2022 

Client Steps ASD  -  ICTD & EAMD  - 
EMD Actions 

Fees to 
be paid 

Processing 
Time 

Person 
Responsible 

and acknowledges 
receipt of the request. 

13a If complete, 
proceed to Step 2. 

1 .3b If incomplete, 
notifies the client thru 
SMSllelephone to 
submit the lacking 
document 

2. Attends 
inspection 

2.1 Conducts 
inspection with client 

None 2 Days Environment 
Officer 

EAMD - EMD 
2.2 Prepares and 
submits a report 

None 1 Day Environment 
Officer 

EAMD - EMD 
2.3 Reviews and 
finalizes the report 

None 2 Hours Environment 
Officer 

EAMD - EMD 
2.4 Reviews, evaluates 
and approves the 
report 

None 1 Hour Environment 
Manager 

EAMD - EMD 

2.5 Prepares request 
for inspection to 
lnspectorate Team 
composed of the 
following 
representatives: 
JHMC representative, 
City Mayor's Office, 
DENR-CAR, DENR-
PENRO, CENRO-
Baguio, DENR-
WWRRDEC, CEPMO, 

None 15 Minutes Environment 
Officer 

EAMD EMD 

Impostant: This manna! is exclusively owned by the John Hay Managenieni Corporation (JHMC). No portion may be copied 
or reproduced without written authority from the  JHMC- Management. 
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ENDORSEMENT TO DENR-CAR OF 

APPLICATIONS FOR TREE CUTTING/ 
PRUNING/ EARTHBALLING PERMIT 

AFFECTED BY NEW DEVELOPMENTS 
WITHIN THE JOHN HAY SPECIAL 

ECONOMIC ZONE (JHSEZ) 

Page Number Page 3 of 4 

EfFectivity Date 09 December 2022 

Client Steps ASD  -  ICTD & EAMD  - 
EMD Actions 

Fees to 
be paid 

Processing 
Time 

Person 
Responsible 

Barangay 
representative and IP 
representative 

2.6 Approves letter to 
the Inspectorate Team 

None 5 Minutes Environment 
Manager 

EAMD - EMD 

3. Acknowledges 
receipt of the 
letter. 

3. Issue letter to 
Inspectorate Team. 
The client will be 
issued a copy of the 
letter. 

None 1 Day Environment 
Officer 

EAMD - EMD 

4. Attends 
inspection 

4.1 Conducts 
inspection with 
Inspectorate Team 

None 2 Days Environment 
Manager 

EAMD - EMD 

4.2 Reviews report 
from lnspectorate 
Team and recommend 
endorsement of 
application. 

*Rewews and 
endorses the 
application for 
cutting/earthballing/pru 
fling to DENR-CAR. 

None 

None 

1 Hour 

4 Hours 

Environment 
and Asset 

Management 
Manager 
EAMD 

Vice President 
and Chief 
Executive 

Officer 
ovpcoo 

5. Acknowledges 
copy of 
endorsement. 

5. Issues copy of 
endorsement to the 
client, 

None 7 Minutes Executive 
Assistant to 

the 
Vice President 

and Chief 
Executive 

Officer 

Important: 7 'Ii is ,nanual is excl,,sive!v owned the John hay Management Corporation (JHMC). No portion may be copied 
or  rprodiiccd without written authority from the JH1t'IC- Management. 
OFFICE 

RECEIVED 

DATE 

STAMP 
j\ /f .ri UNCONTROLLED 



JOHN HAY MANAGEMENT CORPORATION Document Code JHMC-CC-EMD-OOI 

CITIZEN'S CHARTER Revision Number 0 
o.I.4 

I..I.p,...., 
— r.d... 

lvi JH ENDORSEMENT TO DENR-CAR OF 
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Client Steps ASD  -  ICTD & EAMD  - 
EMD Actions 

Fees to 
be paid 

Processing 
lime 

Person 
Responsible 

- ovPcoo 

*End of Stage 1 

1. Client secures 
permit from the 
CENRO-Baguio 
and issues one 
photocopy to 
JHMC 

1. Acknowledges 
receipt of permit and 
prepares Notice to 
Proceed (NTP) 

None 5 Minutes Environment 
Officer 

EAMO - EMD 

2. Acknowledges 
receipt of Notice 
to Proceed (NTP) 

2. Reviews, approves 
and issues Notice to 
Proceed to Client and 
Inspectorate Team 

None 1 Day 
Environment 

Manager 
EAMD - EMD 

*End of Stage 2 
TOTAL: None 

8 Days, 4 
Hours and 
50 Minutes 

Important: This manz,al is exclusively owned by the John Hay Management Corpora/ion (JHMC). No portion may be copied 
or reprnJ:,ced without ,,rillea authoriiy ftvm the JHAIC-  Mwiagemrn. 
OFFICE 

RECEIVED 

DATE 



CHECKLIST OF REQUIREMENTS I WHERE TO SECURE 
Letter Request with a contact number of Client 
Requestor (1 original copy) 

Certification from the Punong Barangay Concerned Barangay 
endorsing the emergency 
cutting/pru fling/retrieval operation (For 
JHRA only) (1 original copy)   
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JOHN HAY MANAGEMENT CORPORATION Documn Code JHMC-CC-EMD-002 

CITIZEN'S CHARTER Revision Number 0 

ENDORSEMENT FOR EMERGENCY TREE 
CUTTING/PRUNING/ RETRIEVAL PERMIT 

WIThIN CAMP JOH1 HAY 

Page Number Page 1 of 2 

Effectivity Date 09 December 2022 

2. ENDORSEMENT FOR EMERGENCY TREE CUTTING! PRUNING! 
RETRIEVAL PERMIT WITHIN CAMP JOHN HAY 

The service is availed by locators and residents who desire to secure a permit to 
cut/prune/retrieve trees posing imminent danger to lives and/or properties. 

LDepartment/Dlvis,on/unit  
Classification  

=  Type of Transaction 

EAMD — EMO 
Highly Technical — Public Safety 
G2C — Government to Citizen; G2G — Government 
to Government 

 

Who may avail Locators, Residents, and Government Agencies 
located within  Camp John Hay 

Client Steps EAMD - EMD and 
ASD - ICTD 
Actions 

Fees to 
be paid 

Processing 
Time 

Person 
Responsible 

1. Applicant 
submits 
letter request and 
certification 

1.1 Accepts the 
document. 

None 3 Minutes Records 
Management 

Specialist 
ASD - ICTD 

1.2 Records, digitize 
and routes the 
document to EAMD- 
EMD. 

None 4 Hours Records 
Management 

Specialist 
ASD - ICTD 

1.3 Checks 
completeness of 
submitted 
documents and 
acknowledges 
receipt of the 
re. uest. 

None 5 Minutes Environment 
Officer 

EAMO - EMD 

Important: This manual is exchisiveh' ou,zed by the John Hay Management Corporation (JHMC). No portion n,ay be copied 
ur reproduced withoza written mirhoriiyjivns the JHMC- Management. 
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CUTTING/ PRUNING/ RETRIEVAL PERMIT 

VITHIN CAMP JOHN HAY 

Page Number Page 2 of 2 

Effectivity Date 09 December2022 

Client Steps EAMD - EMD and 
ASD - ICTD 
Actions 

Fees to 
be paid 

Processing 
Time 

Person 
Responsible 

1 .3a If complete, 
proceed to Step 2. 

1 .3b If incomplete, 
notifies the client 
thru SMS/ 
Telephone to submit 
the lacking 
document 

2. Joins on-site 
validation 

2.1 Conducts on- 
site validation of 
trees applied for 
cutting! pruning/ 
retrieval. 

None 2 Hours Environment 
Officer 

EAMO - EMO 

2.2 Prepares and 
submits report 

None 3 Hours Environment 
Officer 

EAMD - EMD 
2.3 Prepares 
endorsement letter 
to CENRO-Baguio 

None 15 Minutes Environment 
Officer 

EAMO - EMD 

2.4 Approve the 
endorsement letter 
and schedule to 
conduct emergency 
tree cutting/ pruning/ 
retrieval to CENRO. 

None 5 Minutes Environment 
Manager 

EAMD - EMD 

3. Acknowledges 
receipt of the 
copy of the 
endorsement 
letter 

3. Endorsement 
letter forwarded to 
CENRO. Courtesy 
copy issued to the 
Client. 

None 15 Minutes Environment 
Officer 

EAMO - EMO 

TOTAL: None I Day, I 
Hour and 

43 
Minutes 

Iniportant: This manual is exckac!velv owned by the John Hay Management Corporation (JHMC). No portion may be copied 
or reproduced without written authoriiyfmm the JHMC- Managenent. 
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ENDORSEMENT FOR SANITATION TREE 
CUTTINGRUNING WITHIN CAMP JOHN 

HAY 

Pate Number Paae I of 3 

Effectivity Date 09 December 2022 

3. ENDORSEMENT FOR SANITATION TREE CUTTING/PRUNING 
WITHIN CAMP JOHN HAY 

The service is availed by locators and residents who desire to secure a permit to cut/prune 
dead and/or infested trees posing-danger to lives and/or properties, and forest quality. 

[DepartmentfDivision/Unit : EAMD — EMD 
Classification : Highly Technical — Public Safety 
Type of Transaction : G2C — Government to Citizen; G2G — 

Government to Government 
Who may avail : Locators, Residents, and Government Agencies 

located within Camp John Hay 

CHECKLIST OF REQUIREMENTS WHERETO SECURE 
Letter Request with a contact number of Provided by Client 
Requestor (1 original copy) 
Certification from the Punong Barangay Concerned Barangay 
endorsing the cutting and/or pruning 
operation (For JHRA only) (1 original 
copy)   

Client Steps  EAMD-EMDand 
I  ASD  -  ICTD 
I  Actions 

Fees to 
be paid 

Processing Person 
Time Responsible 

Records 
Management 

Specialist 
ASD - ICTD 

3 Minutes None 1. Applicant submits 1.1 Accepts the 
letter request and document. 
certification 

Records 
Management 

Specialist 
ASD- ICTD 

1.2 Records, 
digitize and routes 
the document to 
EAMD-EMD. 

Environment 
Officer 

EAMD - EMD 

1.3 Checks 
completeness of 
submitted 
documents and 
acknowledges 
receipt of the 
request. 

None 5 Minutes 

None 4 Hours 

Important: 71,is manual L exclusi'e!v owned by the .Jabn Hay Managemeni Corporation (JHA4'C). No portion may be copied 
or reproduced withou, written autharnv from the .JHMC- Managemem. 
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CUTTING/PRUNING WITHIN CAMP JOHN 

Page Number Page 2 of 3 
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Client Steps EAMD - EMD and Fees to 
ASD - ICTD be paid 
Actions 

Processing 
Time 

Person 
Responsible 

1 .3a If complete, 
proceed to Step 2. 

1.3b If incomplete, 
notifies the client 
thru 
SMSrreleph one to 
submit the lacking 
document 

2. Join on-site 
validation 

2.1 Conducts on- 
site validation of 
trees applied for 
sanitation 
cutting/pruning. 

None 2 Hours Environment 
Officer 

EAMD - EMD 

2.2 Prepares and 
submits report. 

None 3 Hours Environment 
Officer 

EAMD - EMD 
23 Prepares 
endorsement letter 
to CENRO-Baguio 
and/or the 
lnspectorate Team 
in the case of 
applicants from the 
JHSEZ 

None 15 Minutes Environment 
Officer 

EAMD - EMD 

2.4 Approves the 
endorsement letter 
and schedule to 
conduct sanitation 
tree cutting and/or 
pruning to CENRO 
Baguio and/or the 
Inspectorate Team 
as applicable. 

None 5 Minutes Environment 
Manager 

EAMD - EMD 

3. Acknowledges 
receipt of the copy 
of the endorsement 
letter 

3. Endorsement 
letter forwarded to 
CENRO Baguio 
and/or the 

None 15 Minutes Environment 
Officer 

EAMD EMD 

Important: This snarnial is exclusiwlv owned kv the John Hay Management Corporation (JHMC). No portion may be copied 
or reproduced william  writlea aal/wri'y from the  .IHMC- Management. 
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Client Steps EAMD - EMD and 
ASD - ICTD 
Actions 

Fees to 
be paid 

Processing 
Time 

Person 
Responsible 

Inspectorate 
Team. Courtesy 
copy issued to the 
client 

TOTAL: None I Day, I 
Hour and 

43 Minutes 

Important  This mamtal is  exchtsive!y owned  by the  John Hay Management Corporation (JHMC). No portion may be copied 
or reproduced without written authorityfrom the .JHMC- Management. 
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Letter Request Client 
CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Duly accomplished Form: Request for 
Firewood and Other Forest Products. 

JHMC website and JHMC Office Complex 
— EAMD-EMD Office 

JOHN HAY MANAGEMENT CORPORATION Document Code JHMC-CC-EMD-004 

CITIZEN'S CHARTER Revision Number 0 
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PERMIT TO BRING OUT FOREST 
PRODUCTS SERVICES RENDERED TO ALL 

WHO DESIRE TO BENEFIT FROM 
AVAILABLE FIREWOOD FOR FAMILY AND 
OTHER SOCIAL! CULTURAL OCCASIONS 

Page Number Page I of 4 

Effectivity Date 

- 
09  December 2022 

4. PERMIT TO BRING OUT FOREST PRODUCTS SERVICES 
RENDERED TO ALL WHO DESIRE TO BENEFIT FROM AVAILABLE 
FIREWOOD FOR FAMILY AND OTHER SOCIAL! CULTURAL 
OCCASIONS 

This service is availed by for the request of firewood being disposed to be used for 
cooking food, bonfires and other similar activites during family and other socio-cultural 
occasions as part of JHMC's Corporate Social Responsibility. 

Department/Division!Unit : EAMD — EMD 
Classification Simple 
Type of Transaction : G2C — Government to Citizen; G2B - Government to 

Business; G2G - Government to Government 
Who may avail  : All 

Client Steps EAMD  -  EMD, ASO Fees to 
-  ICTD and FSD be paid 
Actions 

Processing 
Time 

Person
1 Responsible 

1. The applicant 
submits letter 
request with 
contact number to 
the JHMC-Records 
Unit 
Indicating the 
volume and 
intended use of the 
firewood. 

1.1 Accepts the 
document. 

None 3 Minutes Records 
Management 

Specialist 
ASD - ICTD 

1.2 Records, digitize 
and routes the 
document to EAMD- 
EMD. 

None 4 Hours Records 
Management 

Specialist 
ASD-lCTD 

1.3 Checks 
completeness of 
submitted 
documents and 
acknowledges 

None 5 Minutes Environment 
Officer 

EAMD - EMD 

STAMP 
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Client Steps EAMD - EMD, ASD 
-  ICTD and FSD 
Actions 

Fees to 
be paid 

Processing 
Time 

Person 
Responsible 

receipt of the 
request. 
1 .3a If complete, 
proceed to Step 1.4. 

I .3b If incomplete, 
notifies the client 
thru 
SMS/Telephone to 
submit the lacking 
document 

None 5 Minutes Environment 
Officer 

EAMD-EMD 

1.4 Checks 
availability of 
firewood on stock 

None 30 Minutes Environment 
Officer 

EAMD - EMD 
1.5 Accomplishes 
the PBO-Forest 
Products Form. 
Prepares and issue 
ATAP 

None 1 Hour Environment 
Officer 

EAMD - EMD 

2. Submits ATAP 
and supporting 
document (if any) 
to the Cashier 

2.1 Accepts and 
inspects ATAP and: 

2.2.1 If transaction 
is under SEZRIS, 
Cashier logs on to 
the website to verify 
amount and item to 
be paid by client; 

a) PhP 
500.00/ 
cubic 
meter 

* No P80 
fee for 

firewood 
to be 
used 

dunng 
wake 
/burial 

5 Minutes Cashier 
FSD 

3. Pays the 
assessed fees I 
billed amount / 
amount due in full 

3.1 Confirms amount 
of payment; 

3.2 OR is prepared 

None 5 Minutes Cashier 
FSD 

Jnqrtant: Tht n,anual is exclusively owned by the John Hay Management Corporation (JHMC). No portion may be copied 
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• Client Steps	 EAMD  -  EMD, ASD 
- ICTD and FSD 
Actions 

Fees to 
be paid 

I Processing 
Time 

Person 
Responsible 

*Make  sure to 
secure the OR for 
the payment 
made. 

manually 
3.2.1. Original Copy 
is issued to the 
client 
3.2.2 Duplicate copy 
is to be submitted to 
COA 
3.2.3 ATAP is 
attached to the 
Triplicate Copy 
(Cashier's Copy) 

*Since  transaction is 
under SEZRIS. 
payment details are 
encoded in the 
SEZR!S portal; 

4. Acknowledges 
receipt of the 
approved PBO-. 
Forest • roducts 

3. Approves and 
issues PBO-Forest 
Products 

None 5 Minutes Environment 
Manager 

EAMD - EMD 

TOTAL: Total 
Fees = 
(PhP 

500.00 x 
# of 

cubic 
meter/s) 

* No PBO 
fee for 

firewood 
to be 
used 

during 

5 Hours 
and 58 

Minutes 

Important: This manual is exclusi;'elv owned b; i/ic Jo/ut Hay Manageniens Corporation (JHM'C). No portion may be copied 
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Client Steps EAMD - EMD, ASD Fees to Processing Person 
-  ICTD and FSD be paid Time Responsible 
Actions 

wake 
/burial 

InipoMant: This manual jg exclusively owned by the John Hay Management Coiporalion (JHMC). No portion may be copied 
or reproduced without written authoriyfmm the  JHMC- Management. 
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FIREWORKS DISPLAY PERMIT WITHIN 
THE JOHN HAY SPECIAL ECONOMIC 

ZONE (JHSEZ) 

Page Number Page 1 of 4 

Effectivity Date 09 December 2022 

5. FIREWORKS DISPLAY PERMIT WITHIN THE JOHN HAY SPECIAL 
ECONOMIC ZONE (JHSEZ) 

This service is availed by locators who desire to stage a fireworks display within 
selected areas within the JHSEZ. 

DepartmentlDivisionlUnit EAMD - EMD 

   

 

Classification 
Type of Transaction  
Who may avail 

Simple 
G2B — Government to Business Entity 
Locators within the JHSEZ   

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
Fireworks safety Clearance 
(1 certified true copy) 

BFP 
__________ 

Fireworks display permit (1 certified true 
copy) 

LGU-Baguio City 

Duly accomplished Application Form for 
Fireworks Display within JHSEZ 

JHMC website 

Client Steps EAMD -  EMD, 
ASD  -  ICTD and 
FSD Actions 

Fees to be 
paid 

Processing 
Time 

Person 
Responsible 

1. Submits 
letter request 
with the 
required 
supporting 
documents 
and contact 
number to the 
JHMC 
Records Unit 

1.1 Accepts the 
document. 

None 3 Minutes Records 
Management 

Specialist 
ASD - ICTD 

1.2 Records, 
digitize and routes 
the document to 
EAMD-EMD. 

None 4 Hours Records 
Management 

Specialist 
ASD - ICTD 

1.3 Checks 
completeness of 
submitted 
documents and 
acknowledges 
receipt of the 
request. 

None 5 Minutes Environment 
Officer 

EAMD EMD 

Important: This manual is exclusive/v owned by the John Hay Management Corporation (JHMC). No portion maybe copied 
or reproduced without wnngn awhoruyJivm the  JHMC-  Management. 

OFFICE 

RECE WED 

DATE 

STAMP 

  

U N C O TRO LW) 

   

   

    



JOHN HAY MAN AG EMENT CORPORATiON Document Code JHMC-CC-EMD-005 
CITIZEN'S CHARTER Revision Number 0 

,1 111V1. 
It 9SM.tI It1IO 

FIREWORKS DISPLAY PERMIT WITHIN 
THE JOHN HAY SPECIAL ECONOMIC 

ZONE (JHSEZ) 

Page Number Page 2 of 4 

Effectivity Date 09 December2022 

Client Steps EAMD - EMD, 
ASD  -  1CTD and 
FSD Actions 

Fees to be 
paid 

Processing 
Time 

Person 
Responsible 

1 .3a If complete, 
proceed to Step 
1.4. 

1 .3b If incomplete, 
notifies the client 
thru 
SMS/Telephone to 
submit the lacking 
document 
1.4 Prepares the 
Fireworks Display 
Permit and 
Authority to Accept 
Payment (ATAP) 

None 30 Minutes Environment 
Officer 

EAMD — EMD 

1.5 Issues ATAP None 5 Minutes Environment 
Officer 

EAMD - EMD 
2. Submits 
ATAP and 
supporting 
document (if 
any) to the 
Cashier 

2. Accepts and 
inspects ATAP; 

a) Fee: 
Ph P2,000.00, 
or ten percent 

of the total 
cost of the 

fireworks and 
other 

pyrotechnic 
devices used 

for the 
fireworks 
display, 

whichever is 
higher, 

b) safety 
bond deposit 
amounting to 
50% of the 
manifested 

5 Minutes Cashier 
FSD 

Important:  This manual is ercIusire/ oiined 1w the John Hay Management Corporation (JHMC). No portion may be copied 
or repnxluced 3111/lout iinlleu authority 1mm the JHMC- Management. 
OFFICE 
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DATE 
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JOHN HAY MANAGEMENT CORPORATION Document Code JHMC-CC-EMD-005 

CITIZEN'S CHARTER Revision Number 0 

m%ft,, 
FIREWORKS DISPLAY PERMIT WITHIN 
THE JOHN HAY SPECIAL ECONOMIC 

ZONE (J HSEZ) 

Page Number Page 3 of 4 

Effectivity Date 09 December 2022 

Client Steps EAMD  -  EMD, 
ASD  -  1CTO and 
FSD Actions 

Fees to be Processing 
paid Time 

Person 
Responsible 

total cost of 
the fireworks 
/pyrotechn Ic 

materials 
3. Pays the 
assessed fees 
/ billed amount 
/ amount due 
in full 

*Make  sure to 
secure the OR 
forthe 
payment 
made. 

3.1 Confirms 
amount of 
payment; 

3.2 OR is prepared 
manually 
3.2.1. Original 
Copy is issued to 
the client 
3.2.2 Duplicate 
copy is to be 
submitted to COA 
3.2.3 ATAP is 
attached to the 
Triplicate Copy 
(Cashier's Copy) 

None 5 Minutes Cashier 
FSD 

4. Receives 
the Fireworks 
Display Permit 

4.1 Approves and 
issue Fireworks 
Display Permit 

None 5 Minutes Environment 
Manager 

EAMD - EMD 
TOTAL: Total Fee = 

(PhP2,000.00 
or 10% x total 

cost of the 
fireworks and 

other 
pyrotechnic 

devices used 
for the 

fireworks 
display, 

whichever is 
higher) 

+ 

5 Hours 
and 8 

Minutes 

Important:  This ,m-uival is exchisivelv owned by the .lo!tn Hay Management Corporation (JHMC). No portion may be copied 
or reproduced without  wri iten anthorinJivm i/ic  Ji-ItvfC- Management.  
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JOHN HAY MANAGEMENT CORPORATION Document Code J}IMC-CC-EMD-005 
Vk. 

CITIZEN'S CHARTER Revision Number 0 

N%Ift 
FIREWORKS DISPLAY PERMIT WITHIN 

THE JOHN HAY SPECIAL ECONOMIC 
ZONE (JHSEZ) 

Page Number Page 4 of 4 

Effectivity Date 09 December 2022 

Client Steps EAMD - EMD, 
ASD - ICTD and 

I FSD Actions 

Fees to be 
paid 

Processing 
Time 

Person 
Responsible 

(50% x 
manifested 
total cost of 
the fireworks 
!pyrotechnic 

materials) 

Imporiani: 77,is manual is exchisiwiv owned by the .lol,t, Hay Management Corporation (JHMC). No portion may be copied 
or reproduced without written authority from the JHMC- Management. 
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DATE 
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JOHN HAY MANAGEMENT CORPORATION Document Code JHMC-CC-EMD-006 

CITIZEN'S CHARTER Revision Number 0 

ISSUANCE OF CERTIFICATE OF 
ENVIRONMENT COMPLIANCE FOR FOOD - 

RELATED ESTABLISHMENT (NEW 
APPLICATiON) 

Page Number Page 1 of 4 

Effectivity Date 09 December 2022 

6. ISSUANCE OF CERTIFICATE OF ENVIRONMENT COMPLIANCE 
FOR FOOD - RELATED ESTABLISHMENT (NEW APPLICATION) 

This service is availed by Food — related locators (e.g. restaurants, fast food, food tents/kiosks, 
canteen concessionaires, convenience stores with food items, among others). 

The Certificate of Environmental Compliance (CEC) certifies that a locator or enterprise complies 
with the applicable environmental standards, laws, policies, and guidelines and has passed the 
environment and sanitation audit conducted by JHMC. 

The CEC is a requisite for the issuance of the Permit to Operate within the John Hay Special 
Economic Zone. 

During the period of CEC validity, adverse violations to existing environmental standards shall be 
sufficient ground for the revocation or cancellation of the PlO. 

DepartmentlDivision!Unit EAMD - EMD 
Classification : Highly Technical 
Type of Transaction : G2B — Government to Businesses 
Who may avail Locators of the John Hay Special Economic Zone 

- CHECKUST OF REQUIREMENTS WHERETO SECURE 
Upload electronic files in pdf or jpeg format 
in the least readable resolution possible for 
easy uploading of the following: 

Valid Health Certificate of ALL food 
Handlers 

Bagulo City Health Department 

Permit To Operate - Air Pollution Source 
Equipment, or installation, if applicable 
(standby generator set, boiler, fuel tank) 

Environmental Management Bureau - 
CAR, Baguio City 

Wastewater Discharge Permit, if applicable 
(for wastewater facilities like Sewage 
Treatment Plant, Septic tanks, etc.), if 
applicable 

Environmental Management Bureau - 
CAR, Baguio City 

OR/CR of official vehicles being used in 
operations, if applicable 

Land Transportation Office 

Hazardous Waste Generator's ID, and / or 
Chemical Control Order Registration, if 
applicable 

Environmental Management Bureau - 
CAR 

Important: This manual is exclusii'elv owned hr 1/it' .lo/w Flay Managenuent Corporation (JHM('). No pornouz "uty be copied 
or reproduced without iiriueuu authority from the .JHMC- Management. 

OFFICE 

RECEIVED 

DATE 

MAstERq 
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JOHN HAY MANAGEMENT CORPORATION Document Code JIHMC-CC-EMD-006 

CITIZEN'S CHARTER Revision Number 0 

J}lrvlC ISSUANCE OF CERTIFICATE OF 
ENVIRONMENT COMPLIANCE FOR FOOD - 

RELATED ESTABLISHMENT (NEW 
APPLICATION) 

Page Number Page 2 of 4 

Effectivity Date 09 December 2022 

Client Steps EAMD - EMD and 
FSD Actions 

Fees to be 
paid 

Processing 
Time 

Person 
Responsible 

1 Log on to t Review the 
sezris.jhmc.com. ph application for 
using the SEZAD - completeness in 
designated user form, substance 
name and password and documents 
for the locator, attached. 

None 1 Day Environment 
Officer 

EAMD - EMD 

1 1 Go to Certificate of 
Environmental 
Compliance Section 

1.1 Assesses fees 
and charges; after 
which an email 
notification is sent 
to the locator 
reflecting Order of 
Payment 

None 1 Day Environment 
Officer 

EAMD - EMO 
1.2 Complete all 
necessary locator 
information in the 
fields provided and 
upload the above 
listed requirements 
and click SUBMIT. 
2. Download and 
print the Order of 
Payment (the 
applicant receives an 
email prompt that is 
system generated) 

2. Issues the 
ATAP to the Client. 

None 20 Minutes Environment 
Officer 

EAMD EMD 

2.1 The locator gets 
an Authority To 
Accept Payment 
(ATAP) from EAMD-
EMD 
3. Submits the ATAP 
and pays the CEC 
fees to the Cashier. 

*Make sure to secure 
the OR for the 
payment made. 

3.1 Accepts the 
ATAP and 
payment then 
enters the 
payment 
details in the 
sezris.jhmc.com. 

Note: 

CEC 
Application 

and 
Registra- 

tion = 
P2,000.00 

Inspection 
Fee = 

P 500.00 

1 hour Cashier 
FSD 

Important: liii.s' manual is exdusireiv oui,t'd by the .Jol,n Haj. Management Corporation (JHMC). No portion may  be copied 
or reproduced u'iihozit written anihorily from the JffMC- Managemem. 

OFFICE 

RECEIVED 

DATE 



Client Steps EAMD - EMD and 
FSD Actions  
Within 7 working 
days from 
payment. the 
environment and 
sanitation 
inspection and 
audit will be 
conducted)  
3.2 Conducts an 
environment and 
sanitation 
inspection and 
audit 

3.3 Accomplishes 
the Environment 
and Sanitation 
Audit Report 

Note: The 
Environment and 
Sanitation Audit 
must establish that 
the locator is 
compliant with 
applicable 
environment and 
sanitation 
standards.  
3.4 Recommends 
the CEC Approval 
to the EMD 
Manager  
3.5 Reviews the 
Environment and 

Person 
Responsible 

Processing 
Time 

Fees to be 
paid 

None 

None 

None 

None 

(within 7 
days from 

acceptance 
and input of 
payment in 

the 
SEZRIS)  
2 Days 

I Day 

2 Days, 10 
Minutes 

Environment 
Officer 

EAMD - EMD 

Environment 
Officer 

EAMO -  EMD 

Environment 
Manager, 

1 Day Environment 
Officer 

EAMD - EMD 

JOHN HAY MANAGEMENT CORPORATION Document Code JHMC-CC-EMD-006 

CITIZEN'S CHARTER Revision Number 0 (_. 

JIE-IllYJIC 
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ISSUANCE OF CERTIFICATE OF 
ENVIRONMENT COMPLIANCE FOR FOOD - 

RELATED ESTABLISHMENT (NEW 
APPLICATION) 

Page Number Page 3 of 4 

Effectivity Date 09 December 2022 

Importi:nl: This manual is .xehisiwly owned h' the John Ha t1anagemen! Corporation (JHMC). No /X)rtion may be copied 
or reprodnce1 without iiritten authority flvm the JHJ'vIC- !vlanagenieni. 
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JOHN HAY MANAGEMENT CORPORATION Document Code JHMC-CC-EMD-006 

CITIZEN'S CHARTER Revision Number 0 

Jf11\4 
ffi. 

ISSUANCE OF CERTIFICATE OF 
ENVIRONMENT COMPLIANCE FOR FOOD - 

RELATED ESTABLISHMENT (NEW 
APPLICATION) 

Page Number Page 4 of 4 

Effectivity Date 09 December 2022 

Client Steps EAMD  -  EMD and 
FSD Actions 

Fees to be 
paid 

Processing 
Time 

Person 
Responsible 

Sanitation Report 
and Approves the 
CEC. 

Note: The EMD 
Manager approval 
is the basis for the 
date of the CEC 
issuance and 
approval. 

The approval of 
the Environment 
Manager prompts 
sezris.jhmc. com.p 
h to send an email 
alert to the locator 
and sezris 
notification. 

EAMD - EMD 

4. Checks email and None 
downloads the CEC 
from the 
sezris.jhmc.com. ph. 

None None None 

TOTAL: PhP 
2,500.00 

14 Days, I 
hour 

and 30 
Minutes 

Important: This n,an,a/ is xcIusivd' ouind by the John Hay Management Corporation (JHMC). No portion may be copied 
or reproduced without written authority from the JHMC- Managerneiu. 
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RECEIVED 

DATE 

STAMP 
1-jjONTROLLED 



STAMP 

4$' (olc0\TROLL 

 

JOHN HAY MANAGEMENT CORPORATION Document Code JHMC-CC-EMD-007 

CITIZEN'S CHARTER Revision Number 0 Oflbt. 

JIEJJ\IIC 

* Sk. rvt.M. 

ISSUANCE OF CERTIFICATE OF 
ENVIRONMENT COMPLIANCE FOR FOOD - 

RELATED ESTABLISH M ENT (RENEWAL 
APPLICATION) 

Page Number Page I of 5 

Effectivity Date 09 December 2022 

7. ISSUANCE OF CERTIFICATE OF ENVIRONMENT COMPLIANCE 
FOR FOOD - RELATED ESTABLISHMENT (RENEWAL APPLICATION) 

This service is availed by Food — related locators (e.g. restaurants, kiosks, canteen 
concessionaires, convenience stores with food items, among others). 

The Certificate of Environmental Compliance (CEC) certifies that a locator or enterprise complies 
with the applicable environmental standards, laws, policies, and guidelines and has passed the 
environment and sanitation audit conducted by JHMC. 

The CEC is a requisite for the issuance of the Permit to Operate within the John Hay Special 
Economic Zone. The CEC is valid for a period of one (1) year and an existing enterprise shall 
renew this annually via the online permitting platform of JHMC, sezris.jhmc.com.ph, 1-15 days 
prior to expiration. Penalty for late renewal shall be applied. During the period of CEC validity, 
adverse violations to existing environmental standards shall be sufficient ground for the revocation 
or cancellation of the PTO. 

Department/Division/Unit : EAMD - EMD 
Classification Highly Technical 
Type of Transaction : G2B — Government to Businesses 
Who may avail : Locators of the John Hay Special Economic Zone 

CHECKLIST  OF REQUIREMENTS WHERE TO SECURE 
Upload electronic files in pdf or jpeg format 
in the least readable resolution possible for 
easy uploading of the following: 

Valid Health Certificate of ALL food handlers Baguio City Health Department 

Previous I latest Certificate of Environmental 
Compliance (CEC) 

JHMC — Environment and Asset 
Management Department 

Permit To Operate - Air Pollution Source 
Equipment or Installation, if applicable 
(standby generator set, boiler, fuel tank) 

Environmental Management Bureau - 
CAR, Baguio City 

Wastewater Discharge Permit, if applicable 
(for wastewater facilities like Sewage 
Treatment Plant, Septic tanks, etc.), if 
a. .licable 

Environmental Management Bureau - 
CAR, Baguio City 

Important: This ,minnaJ is exc/j,sjieJy owned b; g/,e John flay Management Corporalion (JHMC). No portion may be copied 
or n!produced without written authority from the JtI%1C- Managernezt. 

OFFICE 

RECEIVED 

DATE 
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JOHN HAY MANAGEMENT CORPORATION Document Code JHMC-CC-EMD-007 

CITIZEN'S CHARTER Revision Number 0 

J}1jvIC ISSUANCE OF CERTIFICATE OF 
ENVIRONMENT COMPLIANCE FOR FOOD - 

RELATED ESTABLISH MENT (RENEWAL 
APPLICATION) 

Page Number Page 2 of 5 

Effectivity Date 09 December 2022 

OR/CR of official vehicles being used in Land Transportation Office 
operations, if applicable  
Hazardous Waste Generator's ID and I or Environmental Management Bureau - 
Chemical Control Order Registration, if CAR 
applicable  

Client Steps EAMD  -  EMD 
and FSD 
Actions 

Fees to be 
paid 

Processing 
Time 

Person 
Responsible 

1. Logs on to 1. Reviews the 
sezris.jhmc.com.ph application for 
using the SEZAD - completeness in 
designated user name form, substance 
and password for the and documents 
locator, attached. 

None 1 Day Environment 
Officer 

EAMD - EMD 

1.1 Goes to 1.1 Assesses 
"Certificate of fees and charges; 
Environmental after which an 
Compliance" section email notification 

None I Day Environment 
Officer 

EAMD - EMD 

1.2 Completes all is sent to the 
necessary locator locator reflecting 
information in the fields Order of Payment 
provided and upload 
the above listed 
requirements and click 
SUBMIT. 
2. Downloads and 2. Issues the 
prints the Order of Authority To 
Payment (the applicant Accept Payment 
receives an email (ATAP) 
prompt that is system 
generated) 

None 20 Minutes Environment 
Officer 

EAMD EMD 

2.1 The locator gets 
the ATAP from EAMD- 
EMD 
3. Pays the fees to the 3.1 Accepts the 
JHMC Cashier. ATAP and 

payment and 
enters the 
payment details 

CEC 
Renewal 

Fee = 
P500.00 

1 Hour Cashier 
FSD 

Important: 7Jz, nzanual is exclusive/v owized by the John Hay Managenieni Corporation (JHif). No portion may be copied 
or reproduced without written authority ram the JHMC- Mwiagernenr. 
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JOHN HAY MANAGEMENT CORPORATION Document Code JHMC-CC-EMD-007 

CITIZEN'S CHARTER Revision Number 0 

ISSUANCE OF CERTIFICATE OF 
ENVIRONMENT COMPLIANCE FOR FOOD - 

RELATED ESTABLiSHMENT (RENEWAL 
APPLICATION) 

Page Number Page 3 of 5 

Effectivity Date 09 December 2022 

Client Steps EAMD - EMD 
and FSD 
Actions 

Fees to be 
paid 

Processing 
Time 

Person 
Responsible 

* Make sure to secure in the 
the OR for the sezris.jhmc.com. 
payment made. ph 

Note: 
Within 7 working 
Days from 
payment, the 
environment and 
sanitation 
inspection 
and audit will be 
conducted. 

Inspection 
Fee = 

P500.00 

3.2 Conducts an 
environment and 
sanitation 
inspection and 
audit 

None 1 Day 

(within 7 
working 

days from 
acceptance 
and input of 
payment in 

the 
SEZRIS) 

Environment 
Officer 

EAMD -  EMD 

33 Accomplishes 
the 
Environment and 
Sanitation Audit 
Report 

Note: The 
Environment and 
Sanitation Audit 
must establish 
that the locator is 
consistently 
compliant with 
applicable 

None 2 Days Environment 
Officer 

EAMD -  EMD 

Imporiwis: This manual is exclusively owned by the John Hay Management Corporation (JHMC). No portion may be copied 
or reproduced without written authority from ihe  JHMC-  Management. 
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JOHN HAY MANAGEMENT CORPORATION Document Code JHMC-CC-EMD-007 

CITIZEN'S CHARTER Revision Number 0 

ISSUANCE OF CERTIFICATE OF 
ENVIRONMENT COMPLIANCE FOR FOOD - 

RELATED ESTABLISHMENT (RENEWAL 
APPLICATION) 

Page Number Page4of5 

Effectivity Date 09 December 2022 

Client Steps EAMD - EMO Fees to be 
and FSD paid 
Actions 

Processing 
Time 

Person 
Responsible 

standards. 
Validation by the 
EO of any (+1-) 
variations in their 
operations that 
may affect their 
environmental 
performance will 
be analyzed and 
noted. 
3.4 Recommends 
the CEC for 
Approval to the 
Environment 
Manager 

None 1 Day Environment 
Officer 

EAMD - EMD 

3.5 Reviews the 
Environment and 
Sanitation Report 
and Approves the 
CEC. 

Note: The 
Environment 
Manage(s 
approval is the 
basis for the date 
oftheCEC 
issuance and 
approval. 

Approval of the 
Environment 
Manager prompts 
sezris.jhmc. corn. 
ph  to send an 
email alert to the 
locator and 

None 2 Days, 10 
minutes 

Environment 
Manager 

EAMD - EMD 

iy ow,,ed b; the John  Hay Management Corporation (JHMC). No pardon may be copied 
rnvfronz the  .JHMC-  Management. 
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JOHN HAY MANAGEMENT CORPORATION Document Code JHMC-CC-EMD-007 

CITIZEN'S CHARTER Revision Number 0 (IIfan.I,I 

J}1j\4C 
rn.14.s, 

ISSUANCE OF CERTIFICATE OF 
ENVIRONMENT COMPLIANCE FOR FOOD - 

RELATED ESTABLISHMENT (RENEWAL 
APPLICATION) 

Page Number Page 5 of 5 

Effectivity Date 09 December2022 

Client Steps EAMD  -  EMD Fees to be 
and FSD paid 
Actions 

Processing 
Time 

Person 
Responsible 

SEZR/S 
notification. 

4. Checks email and None 
downloads the CEC 
from the 
sezris.jhmc.com.ph  

None None None 

TOTAL: P1,000.00 14 Days, 1 
hour and 

30 Minutes 

Important: This tizantial is exclusively owned by the John Hay Management Corporation (JHMC). No portion may be copied 
or reproduced without written authoriiy from the JHMC- Management. 

OFFICE 

RECEIVED 

DATE 

STAMP 
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De artmentlDivislonlUnit 
Classification  
Type of Transaction  
WhomayavaH 

EAMD  - EMD 

Hjah!y Technical  
G2B - Government to Business 
Locators of the John Hay Special Economic Zone 

JOHN HAY MANAGEMENT CORPORATION Document Code JHMC-CC-EMD-008 

CITIZEN'S CHARTER Revision Number 0 

JIJIN4IC ISSUANCE OF CERTIFICATE OF 
ENVIRONMENT COMPLIANCE FOR NON 
FOOD- RELATED ESTABLISHMENT, NEW 

APPLICATION 

Page Number Page 1 of 4 

Effectivity Date 09 December2022 

8. ISSUANCE OF CERTIFICATE OF ENVIRONMENT COMPLIANCE 
FOR NON FOOD- RELATED ESTABLISHMENT, NEW APPLICATION 

This service is availed by a non-food locator. Non-food locators are those whose operations do 
not involve food handling and related services. 

The Certificate of Environmental Compliance (CEC) certifies that a locator or enterprise complies 
with the applicable environmental standards, laws, policies, and guidelines and has passed the 
environment and sanitation audit conducted by .JHMC. 

The CEC is a requisite for the issuance of the Permit to Operate within the John Hay Special 
Economic Zone. 

During the period of CEC validity, adverse violations to existing environmental standards shall be 
sufficient ground for the revocation or cancellation of the PTO 

CHECKLIST  OF REQUIREMENTSJ WHERETO SECURE 
Upload electronic files in pdf or jpeg format 
in the least readable resolution possible for 
easy uploading of the following: 

Permit To Operate - Air Pollution Source 
Equipment or Installation, if applicable 
(standby generator set, boiler, fuel tank) 

Environmental Management Bureau - 
CAR, Baguio City 

Discharge Permit, if applicable (for 
wastewater facilities like Sewage Treatment 
Plant, Septic tanks, etc.), if applicable 

Environmental Management Bureau - 
CAR, Baguio City 

OR/CR of official vehicles being used in 
operations, if applicable 

Land Transportation Office 

Hazardous Waste Generator's ID and / or 
Chemical Control Order Registration, if 
applicable 

Environmental Management Bureau - 
CAR, Baguio City 

EPA License / Equivalent Accreditation of 
PFPMOA / Chemical Safety Handling 

Phil Federation of Pest Management 
Operators' Association Inc. OR 

Important: This manual is exclusive/v owned hr the .Jo!,,, Hay Management Corporation (.JHMC). No portion may be copied 
or reproduced wiiFioni wrille,, anthonir from the JKM( - Managememn. 

OFFICE 

RECEIVED 

DATE 
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JOHN HAY MANAGEMENT CORPORATION Document Code JHMC-CC-EMD-008 

CITIZEN'S CHARTER Revision Number 0 

ISSUANCE OF CERTIFICATE OF 
ENVIRONMENT COMPLIANCE FOR NON 
FOOD- RELATED ESTABLISHMENT, NEW 

APPLICATION 

Page Number Page 2 of 4 

Efièctivity Date 09 December2022 

Training Certificate, for pest control — 
related o.erations Accredited Training Center 
Environmental Sanitation Clearance (ESC) 
for Se • tage Management Services 

Department of Health 

Client Steps EAMD -  EMD and 
FSD Actions 

Fees to be 
paid 

Processing 
Time 

Person 
Responsible 

1. Logs on to 
sezris.jhmc.com.ph  
using the SEZAD - 
designated user 
name and password 
for the locator, 

1 Reviews the 
application for 
completeness in 
form, substance and 
documents 
attached. 

None 1 Day Environment 
Officer 

EAMD - EMD 

1.1 Goes to the 
"Certificate of 
Environmental 
Compliance" section 
/ button 

1.1 Assesses fees 
and charges; after 
which an email 
notification is sent to 
the locator reflecting 
Order of Payment 

None 1 Day Environment 
Officer 

EAMD - EMD 

1 2 Completes all 
necessary locator 
information in the 
fields provided and 
upload the above 
listed requirements 
and dicks SUBMIT. 
2. Downloads and 
prints the Order of 
Payment (the 
applicant receives 
an email prompt that 
is system 
generated) 

2. Issues 
Authority To Accept 
Payment (ATAP) 

None 20 Minutes Environment 
Officer 

EAMD - EMD 

2.1 The locator gets 
the from EAMD-
EMD. 
3. Pays the fees to 
the Cashier 

3.1 Accepts the 
ATAP and payment 
then enters the 
payment details in 

CEC 
Application 

and 

1 Hour Cashier 
FSD 

Importani: i/us manual is-  exclusive/v owned by i/ic .lolsn Hay Management Corporation (JHM( No portion may be copied 
or reproduced without s'ri lien auihori:y [ron, the JHMC- Management. 
OFFICE 

RECEIVED 

DATE 
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CITIZEN S CHARTER Revision Number 0 
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ISSUANCE OF CERTIFICATE OF 
ENVIRONMENT COM PLI ANCE FOR NON 
FOOD- RELATED ESTABLISHMENT, NEW 

APPLICATION 

Page Number Page 3 of 4 

Effectivity Date 09 December2022 

Client Steps EAMD  -  EMD and 
FSD Actions 

Fees to be 
paid 

Processing 
Time 

Person 
Resflonsible 

* Make sure to 
secure the OR for 
the payment made. 

the 
sezris.jhmc.com.ph  

Note: 
Within 7 working 
days from payment, 
The environment and 
sanitation inspection 
and audit will be 
conducted. 

Registration 
= P2,000.00 

Inspection 
Fee = 

P 500.00 

3.2 Conducts an 
environment and 
sanitation inspection 
and audit 

None 1 Day 

(within 7 
working 

days from 
acceptance 
and input of 
payment in 

the 
SEZRIS) 

Environment 
Officer 

EAMD - EMD 

3.1 Accomplishes 
the Environment 
and Sanitation 
Report 

Note: The 
Environment and 
Sanitation Audit 
must establish that 
the locator is 
compliant with 
applicable 
standards, hence 
reflecting their 
environmental 
performance. 

None 2 Days Environment 
Officer 

EAMD - EMD 

Important: ilils manual is erchich'el;' owned hr the .lolm Hay Management Corporation (JHMC). No portion may be copied 
or reproduced unhoui' written authority 1mm the  JHMC- Managemei:t. 
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JOHN HAY MANAGEMENT CORPORATION Document Code JHMC-CC-EMD-008 

CITIZEN'S CHARTER Revision Number 0 

J1E11N4C ISSUANCE OF CERTIFICATE OF 
ENVIRONMENT COMPLIANCE FOR NON 
FOOD- RELATED ESTABLISHMENT, NEW 

APPLICATION 

Page Number Page 4 of 4 

Effectivity Date 09 December 2022 

Client Steps EAMD - EMD and 
FSD Actions 

Fees to be 
paid 

Processing 
Time 

Person 
Responsible 

3.4 Recommends 
the CEC for 
Approval to the 
Environment 
Manager 

None 1 Day Environment 
Officer 

EAMD -  EMD 

3.2 Reviews the 
Environment and 
Sanitation Report 
and Approves the 
CEC. 

Note: The 
Environment 
Manager approval is 
the basis forthe 
date 
of the CEC issuance 
and approval. 
Approval of the 
Environment 
Manager prompts 
sezris.jhmc. corn. ph  
to send an email 
alert to the locator 
and SEZRIS 
notification. 

None 2 Days, 10 
Minutes 

Environment 
Manager 

EAMD -  EMD 

4. Checks email and 
downloads the CEC 
from the 
sezris.jhmc.com. ph. 

None None None None 

TOTAL: P1W 
2,500.00 

14 Days, I 
Hour and 

30 Minutes 

Important: 71,vs uumzial is exclusively oiraaed by the John Hay Manageint'nl Corporation (JJiMC). No portion may be copied 
or reprodzcc'd without ;s'ritte,; author/i mm the JHMC- Management. 

OFFICE 

RECEIVED 

DATE 
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JOHN HAY MANAGEMENT CORPORATION Document Code JHMC-CC-EMD-009 

CITIZEN'S CHARTER Revision Number 0 

JIJIN4C ISSUANCE OF CERTIFICATE OF 
ENVIRONMENT COMPLIANCE FOR NON 

FOOD- RELATED ESTABLISHMENT, 
RENEWAL APPLICATION 

Page Number Page 1 of 5 

Effectivity Date 09 December 2022 

9. ISSUANCE OF CERTIFICATE OF ENVIRONMENT COMPLIANCE 
FOR NON FOOD- RELATED ESTABLISHMENT, RENEWAL 
APPLICATION 

This service is availed by a non-food locator. A non-food locator are those whose operations do 
not involve food services and handling. 

The Certificate of Environmental Compliance (CEC) certifies that a locator or enterprise 
complies with the applicable environmental standards, laws, policies, and guidelines and has 
passed the environment and sanitation audit conducted by JHMC. 

The CEC is a requisite for the issuance of the Permit to Operate within the John Hay Special 
Economic Zone. The CEC is valid for a period of one (1) year and an existing enterprise shall 
renew this annually via the online permitting platform of JHMC, sezris.jhmc.com.ph, 1-15 days 
prior to expiration. Penalty for late renewal shall be applied. 

During the period of CEC validity, adverse violations to existing environmental standards shall 
be sufficient ground for the revocation or cancellation of the PTO. 

Department/Division/Unit : EAMD - EMD 
Classification Highly Technical 
Type of Transaction : G2B — Government to Business 
Who may avail : Locators of the John Hay Special Economic Zone 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
Upload electronic files in pdf or jpeg 
format in the least readable resolution 
possible for easy uploading of the 
following: 
Previous / latest Certificate of 
Environmental Compliance 

JHMC - EMD 

Permit To Operate - Air Pollution Source 
Equipment or Installation, if applicable 
standb generator set, boiler, fuel tank) 

Environmental Management Bureau - 
CAR, Baguio City 

Discharge Permit, if applicable (for 
wastewater facilities like Sewage 
Treatment Plant, Septic tanks, etc.), if 
a.plicable 

Environmental Management Bureau - 
CAR, Baguio City 

OR/CR of official vehicles being used in 
o.erations, if applicable 

Land Transportation Office 

Important:  iliis ma,,,i:1 is  exclnsn'elv oined by lize .10/in Hay Aianage,neni ('orporalion (.JHMC). No portion mar he copied 
or reproduced wiihoul ;iritien authority from the .JI-liti( - %kuiage,neiii. 
OFFICE 

RECEIVED 

DATE 



Time ResDonsible 
Fees to be 

Daid 
Processing Person Client Steps EAMD - EMD and 

FSD Actions 
; Lgs onto 

sezris.jhmc.com. ph 
using the SEZAD - 

1. Reviews the 
application for 
completeness in 
form, 
substance and 
documents 
attached. 

None 1 Day Environment 
Officer 

EAMD - EMD 
designated user 
name and password 
for the locator, 

1.1 Goes to the 1.1 Assesses fees None 1 Day Environment 
"Certificate of and charges; after Officer 
Environmental 
Compliance" section 
/ button 

which an email 
notification is sent 
to the locator 
reflecting Order of 
Payment 

EAMD - EMD 

1.2 Completes all 
necessary locator 
information in the 
fields provided and 
upload the above 
listed requirements 
and clicks SUBMIT. 
2. Downloads and 2. Issues None 20 Minutes Environment 
prints the Order of an Authority To Officer 
Payment (the 
applicant receives 
an email prompt that 
is system 
generated) 

Accept Payment 
(ATAP) 

EAMD - EMD 

2.1 The locator gets 

JOHN HAY MANAGEMENT CORPORATION Document Code JHMC-CC-EMD-009 

CITIZEN'S CHARTER Revision Number 0 r. 

J}IIIN'IIC ISSUANCE OF CERTIFICATE OF 
ENVIRONMENT COMPLIANCE FOR NON 

FOOD- RELATED ESTABLISHMENT, 
RENEWAL APPLICATION 

Page Number Page 2 of 5 

Effectivity Date 09 December 2022 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
[iazardous Waste Generator's ID and / or 
Chemical Control Order Registration, if 
pjça ble 

Environmental Management Bureau - CAR 

EPA License I Equivalent Accreditation of 
PFPMOA I Chemical Safety Handling 
Training Certificate, for pest control — 
related operations 

Phil Federation of Pest Management 
Operators' Association Inc. OR 

Accredited Trainin' Center 
Environmental Sanitation Clearance 
(ESC) for Septage Management Services 

Department of Health 

important: i/us manual is exclusive!) 014ned the ./olm Hay Mauagement Corporation (.111MG). No portion may be copied 
or reproduced without written authority from  11w JHMC- Management. 
OFFICE 

RECEIVED 

DATE 



JOHN HAY MANAGEMENT CORPORATION Document Code JHMC-CC-EMD-009 

CITIZEN'S CHARTER Revision Number 0 

J}JItVIC ISSUANCE OF CERTIFICATE OF 
ENVIRONMENT COMPLIANCE FOR NON 

FOOD- RELATED ESTABLISHMENT, 
RENEWAL APPLICATION 

Page Number Page 3 of 5 

Effectivity Date 09 December 2022 

Client Steps EAMD - EMD and 
FSD Actions 

Fees to be 
paid 

Processing 
Time 

Person 
Responsible 

the ATAP from 
EAMD - EMD. 
3. Pays the fees to 
the Cashier 

*Make  sure to 
secure the OR for 
the payment made. 

3.1 Enters the 
payment details in 
the 
sezris.jhmc.com.ph  

Note: 
Within 7 working 
days from 
payment, the 
environment and 
sanitation 
inspection 
and audit will be 
conducted. 

CEC 
Renewal = 
P500.00 

Inspection 
Fee = 

P 500.00 

1 Hour Cashier 
FSD 

3.2 Conducts an 
environment and 
sanitation 
inspection and 
audit 

None 1 Day 

(within 7 
working 

days from 
acceptance 
and input of 
payment in 
the sezris) 

Environment 
Officer 

EAMD EMD 

3.1 Accomplishes 
the Environment 
and Sanitation 
Audit Report 

Note: The 
Environment and 
Sanitation Audit 
must 
establish that the 
locator is 
consistently 
compliant with 

None 2 Days Environment 
Officer 

EAMD - EMD 

Important: lliis manual is exclusively owized by the Jo/ui Hay Management Corpora/ion (.111MG). No portion may  be copied 
or reproduced without written auihoriiyfrom the  JHMC- Management. 
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JOHN HAY MANAGEMENT CORPORATION Document Code JHMC-CC-EMD-009 

CITIZEN'S CHARTER Revision Number 0 

— 

ISSUANCE OF CERTIFICATE OF 
ENVIRONMENT COMPLIANCE FOR NON 

FOOD- RELATED ESTABLISHMENT, 
RENEWAL APPLICATION 

Page Number Page 4 of 5 

Effectivity Date 09 December2022 

Client Steps EAMD - EMD and 
FSD Actions 

Fees to be 
paid 

Processing 
Time 

Person 
Responsible 

applicable 
standards. 
Validation by the 
EO 
of any (+1-) 
variations 
in their operations 
that may affect 
their 
environmental 
performance will 
be 
analyzed and 
noted. 
3.4 Recommends 
the CEC Approval 
to the Environment 
Manager 

None I Day Environment 
Officer 

EAMD - EMD 

3.2 Reviews the 
Environment 
and Sanitation 
Report and 
Approves the CEC. 

Note: The 
Environment 

Manager's 

approval/c the 
basis for the date 
of the CEC 
issuance and 
approval. 

Approval of the 
Environment 
Manager prompts 
sezris.jhmc. com.ph  

None 2 Days, 10 
Minutes 

Environment 
Manager 

EAMD - EMD 

Important: This manual is exclusively owned by the John Hay Management Corporation (JHMC). No portion may be copied 
or reprothiced without written authorilyfrom the JHMC- Management. 
OFFICE 

RECEIVED 

DATE 
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JOHN HAY MANAGEMENT CORPORATION Document Code JHMC-CC-EMD-009 

CITIZEN'S CHARTER Revision Number 0 .ir...1g... 

— 

J}JJ\4C ISSUANCE OF CERTIFICATE OF 
ENVIRONMENT COMPLIANCE FOR NON 

FOOD- RELATED ESTABLISHMENT, 
RENEWAL APPLICATION 

Page Number Page 5 of 5 

Effectivity Date 09 December 2022 

Client Steps EAMD - EMD and 
FSD Actions 

Fees to be 
paid 

Processing 
Time 

Person 
Responsible 

to 
send an email alert 
to 
the locator and 
SEZRIS 
notification. 

4. Checks email and 
downloads the CEC 
from the 
sezris.jhrnc.com. ph. 

None None None None 

TOTAL: P1W 
1,000.00 

14Days,1 
Hour and 

30 Minutes 

important: This manual is exclusively owned by the John Hay Managemenl Corporation (.JHltfC). No portion may be copied 
or reproduced without written authority from the JI-ilvIC- Management. 

OFFICE 

RECEIVED 

DATE 



ENVIRONMENT AND ASSET MANAGEMENT 
DEPARTMENT - LAND AND ASSET 

MANAGEMENT DIVISION 
EXTERNAL SERViCE 



,wr. 

J}litvllC 
. * JOHN HAY MANAGEMENT CORPORATION Document Code JHMC-CC-LAMD-00I 

CITIZEN'S CHARTER Revision Number 0 

ISSUANCE OF CERTIFICATE OF 
COVERAGE (COC) 

Page Number Page I of 3 

Effectivity Date 09 December 2022 

1. ISSUANCE OF CERTIFICATE OF COVERAGE (COC) 

This service is availed for the issuance of Certificate of Coverage verifying the 
geographical location of land claims and/or buildings! structures located within the 
John Hay Reservation Area (JHRA). 

Department/Division/Unit Environment and Asset Management Department - 
Land and Asset Management Division (EAMD — 
LAMD) 

Classification : Complex 
Type of Transaction G2C - Government to Citizen; G2G — Government 

to Government 
Who may avail : All clients, National Government Agencies and 

instrumentalities, GOCCs, SUCs and Local 
Government Units 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
Letter from the applicant clearly stating 
the purpose of the request. (1 original) 

Applicant 

Attachment(s): 
1. Approved survey plan (1 photocopy) DEN R/NCIP/DAR 

Or 
Sketch Plan of land claims (1 photocopy) Applicants' private surveyor 

Or 
Locational Plan (in the absence of the 
above-stated documents) (1 photocopy) Applicant 

2. For Informal Settlers within CJHR: 
o Barangay certification attesting 

residency of the applicant (1 
original copy) 

o Current Assessment of Real 

Concerned Barangay Unit 

Assessor's Office who has jurisdiction 
Property (Building) (1 certified true 
copy) 

o History of Real Property (Building) 

where claim is located. 

Assessor's Office who has jurisdiction 
(1 certified true copy) where claim is located. 

3. Other document(s). May be required from applicant 
 depending on the nature of the request. 

Important: This mainial is exclusively ouiied kv the John Hay Management Corporation (JI-JMC). No portion niay be copied 
or reproduced without written authority from the .JHMC- Management. 

OFFICE 

RECEIVED 

DATE 
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STAMP 

.4 - _ r...g... 

J}11viC 
JOHN HAY MANAGEMENT CORPORATION Document Code JHMC-CC-LAMD-00I 

CITIZEN'S CHARTER Revision Number 0 

ISSUANCE OF CERTIFICATE OF 
COVERAGE (COC) 

Paie Number Page 2 of 3 

Effectivity Date 09 December 2022 

Client Steps EAMD  -  LAMD & 
ASD  - $CTD Actions 

Fees to 
be paid 

Processing 
Time 

Person 
Responsible 

1. Submit the 
required documents 
to the JHMC- 
Records 
Management 
Section (RMS) 

1.1 Accepts the 
document. 

None 3 Minutes Records 
Management 

Specialist 
ASD - ICTD 

1.2 Records, digitize 
and routes the 
document to EAMD- 
EMD. 

None 4 Hours Records 
Management 

Specialist 
ASD-ICTD 

1.3 Acknowledges 
receipt of documents 
from RMS and 
checks substantial 
amount of 
information through 
the submitted 
requirements. 

None 1 Day Land andAsset 
Development 

Officer 
EAMD - LAMD 

1.3.1 If substantial in 
information, verifies 
geographical location 
of request and 
prepares draft COC 
(Proceed to Step 3.1) 

Or 

1.3.2 If not 
substantial and 
significant in 
information, prepares 
draft letter requesting 
additional documents 
and information. 
(Proceed to Step 3.2) 

None 1 Day (with 
or without 
inspection) 

4 Hours 

Land andAsset 
Development 

Officer 
EAMD- LAMD 

Land andAsset 
Development 

Officer 
EAMD - LAMD 

1.4 Reviews and 
signs coc 

(Proceed to Step 
211 

1.4.1 Reviews and 
signs letter 
(Proceed to Step 
2.2.1) 

None 4 Hours Land andAsset 
Development 

Manager 
EAMD-LAMD 

Important: Thi inwniul is exclusive/v owned by i/se .Jo/,n Hay Manageineni C"orporaiion (JHMC). No portiols mciv be copied 
or ,-eproduced wit/sour 11rilien authority from the .JH%'IC- Management. 

OFFICE 

RECEIVED 

DATE 



JOHN HAY MANAGEMENT CORPORATION Document Code JHMC-CC-LAMD-001 

J}1IiN4C 
.. r..w4..., 

CITIZEN'S CHARTER Revision Number 0 

ISSUANCE OF CERTIFICATE OF 
COVERAGE (COC) 

Page Number Page 3 of 3 

Effectivity Date 09 December 2022 

2.1 Acknowledges 
receipt of COC 

2.1 Issues COC None 1 Hour Land and Asset 
Development 

Officer 
EAMO - LAMD 

2.2 Acknowledges 
receipt letter 

2.2. Issues letter None 2 Hours Land and Asset 
Development 

Officer 
EAMD - LAMD 

3.1 Submits 
requested 
document(s) to RMS 

3.1. Acknowledges 
receipt of additional 
document(s) from 
RMS, revalidates 
additional information 
and prepares COC 

None 2 Days 
(With or 
Without 

Inspection) 

Land and Asset 
Development 

Officer 
EAMD - LAMD 

3.2 Acknowledges 
receipt of COG 

3.2. Reviews and 
signs COG 

None 4 Hours Land and Asset 
Development 

Manager 
EAMD - LAMD 

4. Issues the COG None 2 Hours Land and Asset 
Development 

Officer 
EAMD - LAMO 

TOTAL: None 5 Days 4 
Hours and 
3 Minutes 

Important: This manual is exclusily owned b the John Hay Managemeni Co,poraion (JHMC). No portion may be copied 
or reproduced wit/lout written authority from the JHMC- Management. 

OFFICE 

RECEiVED 

DATE 



ENVIRONMENT AND ASSET MANAGEMENT 
DEPARTMENT - LAND AND ASSET 

MANAGEMENT DIVISION 
INTERNAL SERVICE 



CHECKLIST OF REQUIREMENTS 

 

WHERE TO SECURE 

  

Duly accomplished Request Form clearly JHMC HIS portal 192.168.2.9.8080 
stating the purpose of the request. (1 
original) 

Attachment(s): DENR/NCIP/DAR 
Approved survey plan (1 photocopy) 

Or Applicants' private surveyor 
Sketch Plan of land claims (1 photocopy) 

Or 
Locational Plan (in the absence of the Applicant 
above-stated documents 1 • hotoco 

JIHITVIC 
JOHN HAY MANAGEMENT CORPORATION Document Code JHMC-CC-LAMD-002 

CITIZEN'S CHARTER Revision Number 0 

ISSUANCE OF CERTIFICATE OF 
COVERAGE (COC) 

Page Number Page I of 3 

Effectivity Date 09 December 2022 

1. ISSUANCE OF CERTIFICATE OF COVERAGE (COC) 

This service is availed for the issuance of COC to Internal Request 

DepartmentlDivisionlUni 
it 

EAMD - LAMD 

Classification : Complex 
Type of Transaction : G2C — Government to Citizen 
Who may avail : JHMC — Project Management Division (PMD), 

Safety and Security Department (SSD), Business 
Development Department (BDD) and Administrative 
Services Department- General Services Division 
(ASD-GSD) 

Client Steps EAMD-LAMD 
Actions 

Fees to 
be paid 

Processing 
Time 

Person 
Responsible 

1. Requestor to fill- 1.1 Acknowledges None 1 Day Land and Asset 
out request form receipt of documents Development 
through the HIS from RMS and Officer 
portal checks substantial 

amount of 
information through 
the submitted 
requirements. 

EAMD - LAMD 

1.1.2 If substantial None 1 Day (with Land and Asset 
in information, 
verifies 
geographical 
location of request 
and prepares draft 

or without 
inspection) 

Development 
Officer 

EAMD LAMD 

Important: This manual is exclusively owned by the Job,, Hay Management Corporation (JHMC). No portion may be copied 
or reproduced without written authorityfrom the JHMC- Managenient. 

OFFICE 

RECEIVED 

DATE 



J}IIN4IC 
JOHN HAY MANAGEMENT CORPORATION Document Code JHMC-CC-LAMD-002 

CITIZEN'S CHARTER Revision Number 0 

ISSUANCE OF CERTIFICATE OF 
COVERAGE (COC) 

Page Number Page 2 of 3 

Effectivity Date 09 December 2022 

Client Steps EAMD-LAMD 
Actions 

Fees to 
be paid 

Processing 
Time 

Person 
Responsible 

COC (Proceed to 
Step 1.2) 

Or 
1.1.3 If not 
substantial and 
significant in 
information, 
prepares draft letter 
requesting 
additional 
documents and 
information. 
(Proceed to Step 
3.1.1) 

4 Hours Land and Asset 
Development 

Officer 
EAMD-LAMD 

1.2 Reviews and 
signs COC 
(Proceed to Step 
2.1.1) 

1.3 Reviews and 
signs letter 
(Proceed to client 
Step 2.2.1) 

None 4 Hours Land andAsset 
Development 

Manager 
EAMD-LAMD 

2.1 Acknowledges 
receipt of COC 

2.1.1 Issues the 
COO 

None 1 Hour Land andAsset 
Development 

Officer 
EAMD - LAMD 

2.2 Acknowledges 
receipt letter 

2.2.1 Issues the 
letter 

None 2 Hours Land andAsset 
Development 

Officer 
EAMD - LAMD 

3.1 Submits 
requested 
document(s) to 
RMS 

3.1.1 
Acknowledges 
receipt of additional 
document(s) from 
RMS, revalidates 
additional 
information and 
prepares COO 

None 2 Days 
(With or 
Without 

Inspection) 

Land andAsset 
Development 

Officer 
EAMD - LAMD 

3.2 Acknowledges 
receipt of COC 

3.2.1 Reviews and 
signs the COC. 

None 4 Hours Land andAsset 
Development 

Manager 
EAMD - LAMO 

3.2.2 Issues the None 2 Hours Land andAsset 

Important: ilus manila! is excinsi rely owned 1w i/ic John Hay Management Corporation (JIIMC). No portion may be copied 
or reproduced wit/will written aiii/writyfroin the .JHi4vIC- Manage,nem. 
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DATE 
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JOHN HAY MANAGEMENT CORPORATION Document Code JHMC-CC-LAMD-002 

JHIN'IC CITIZEN'S CHARTER Revision Number 0 

ISSUANCE OF CERTIFICATE OF 
COVERAGE (COC) 

Page Number Page 3 of 3 
Effectivity Date 09 December 2022 

COC. Development 
Officer 

EAMD-LAMD 
TOTAL: None 5 Days 

Important: This manual is exclzssivrely owned by the John Hay Management Corporation (JHMC). No portion may be copied 
or reproduced witlzoui written authority from the .IHMC- !tlanagemeni.  
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RECEIVED 

DATE 



ENVIRONMENT AND ASSET MANAGEMENT 
DEPARTMENT - PROJECT MANAGEMENT 

DIVISION 
EXTERNAL SERVICE 



Department/Division/Unit   
Classification 

EAMD-PMD 
HIGHLY TECHNICAL 

Type of Transaction   G2C, G2B, and G2G 
Who may avail Qualified Infra Services Providers 

  

w.,iw .l. 
JOI-[N HAY MANAGEMENT CORPORATION Document Code JHMC-CC-PMD-001 

(,IT.(*. 

J}IZN4C 
t%Tl*J*Umi 

— 

CITIZEN'S CHARTER Revision Number 0 

Sl; 

REQUEST FOR PAYMENT FOR QUALIFIED 
INFRASTRUCTURE SERVICES PROVIDER 

(PROGRESS BILLING) 

Page Number Page 1 of 5 

Effectivity Date 09 December 2022 

1. REQUEST FOR PAYMENT FOR QUALIFIED INFRASTRUCTURE 
SERVICES PROVIDER (PROGRESS BILLING) 

This service is availed by qualified infrastructure services provider of JHMC projects 
with progress works. 

The Environment and Asset Management Department-Project Management Division 
(EAMD-PMD) needs to ensure efficient and effective operational processes, in 
compliance with the National Building Code of the Philippines, and pertinent rules 
and regulations, proposed by Project Management Division, procured through public 
bidding, implemented and completed in accordance with the approved program of 
works and contract documents. 

CHECKLIST OF REQUIREMENTS 

  

 

WHERE TO SECURE 

   

Request Letter 
Statement of Work Accomplished (SWA) 
Photos of the project (before, during and after) 

 

To be provided by Client 

Client Steps EAMD — PMD and 
FSD Actions 

Fees to 
be paid 

Processing 
Time 

Person 
Responsible 

1. Submits complete 1.1 Prepare None 3 Days Senior Quantity 
requirements to documents for Swveyor 
the EAMD-PMD. Advance Payments, 

Progress Billing, 
upon the request of 
the contractor: 

EAMD - PMD 

a. Endorsement for 
Billing 

b. Disbursement 
Voucher (DV) 

c. Budget Utilization 
Request (BUR) 

d. Validated 
Statement of Work 
Accomplished (SWA) 
Inspection Reports 
signed by JHMC 
Inspectorate Team 
f. Progress photos 

Impornin: This manual is exclusively owned by the .lo/m Hay Management Corporation (JHMC). No portion ma) be copied 
or reproduced without written authority from the JHMC- Management. 
OFFICE 

RECEIVED 

DATE 
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JOHN HAY MANAGEMENT CORPORATION Document Code JHMC-CC-PMD-O01 

MNI M 

CITIZEN'S CHARTER Revision Number 0 

REQUEST FOR PAYMENT FOR QUALIFIED 
INFRASTRUCTURE SERVICES PROVIDER 

(PROGRESS BILLING) 

Page Number Page 2 of 5 

Effectivity Date 09 December 2022 

Client Steps EAMD — PMD and 
FSD Actions 

Fees to 
be paid 

Processing 
Time 

Person 
Responsible 

Prepare above 
documents in 3 
copies 
1.2 Prepare Variation 
Order: change, 
addition order if any 

-Approved CSW 
-Technical 
documents 
-Layout drawing, 
-Detailed Cost 

estimates, 
-Scope of works 

None 3 Days Project 
Management 

Officer 
EAMD - PMD 

CMI/Structura! 
Engineer 

EAMD - PMD 

1.3 Transmits the 
signed DV and BUR, 
including complete 
required attachments 
to the Budget Officer 
of the FSDfor 
review, processing 
and release of check 
payment. 

None 1 Day Project 
Management 

Officer 
EAMD - PMD 

1.4 Receives the DV 
and BUR, checks 
purpose of utilization 
as indicated therein 
and certifies as to 
budget availability 
then transmits to the 
Finance Analyst. 

None 2 Hours Budget Officer 
FSD 

1.5 Receives the 
validated and 
certified documents 
set from the Budget 
Officer, checks 
completeness and 
propriety of the 
attachments. 

None 1 Hour Finance Analyst 
FSD 

1.6 Checks for the 
correctness of 
computation. 

None 30 Minutes Finance Analyst 
FSD 

Important: This manual is exclusively owned by the John Hay Management Corporation (JHMC). No portion may be copied 
or reproduced without written authority from the JHA'IC- Management. 
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DATE 
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N.psM$..f the rsar,p.e. 
JOHN HAY MANAGEMENT CORPORATION Document Code JHMC-CC-PMD-00I 

CITIZEN'S CHARTER Revision Number 0 

REQUEST FOR PAYMENT FOR QUALIFIED 
INFRASTRUCTURE SERVICES PROVIDER 

(PROGRESS BILLING) 

Page Number Page 3 of 5 

Effectivity Date 09 December 2022 

Client Steps EAMD — PMD and 
FSD Actions 

Fees to 
be paid 

Processing 
Time 

Person 
Responsible 

1.7 Updates the 
transaction to 
affected Subsidiary 
Ledgers and 
Schedules. 

None 2 Hours Finance Analyst 
FSD 

1.8 Registers the 
transaction in the DV 
Tracer through the 
Microsoft excel file 
and in the ERP 
Acumatica System 
with its proper 
Account Codes. 

None 2 Hours Finance Analyst 
FSD 

1.9 Transmits the 
documents back to 
the Budget Officer. 

None 10 Minutes Finance Analyst 
FSD 

1.10 Assigns in the 
ERP Acumatica 
System the proper 
Sub-Account with its 
corresponding 
budget amount and 
transmits to the 
Accountant. 

None 30 Minutes Budget Officer 
FSD 

1.11 Validates the 
propriety and 
completeness of 
supporting 
documents based on 
applicable laws, rules 
and regulations for 
each type of 
transactions. 

None 2 Hours Accountant 
FSD 

1.12 Checks 
computations and 
amounts in relation to 
all documents 
attached. 

None 30 Minutes Accountant 
FSD 

Important: This niarnial is exclusively owned by the Johi: Hay A'Ianagemeni Corporation (.JHMC). No portion may be copied 
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CITIZEN'S CHARTER Revision Number 0 

REQUEST FOR PAYMENT FOR QUALIFIED 
INFRASTRUCTURE SERVICES PROVIDER 

(PROGRESS BILLING) 

Page Number Page 4 of 5 

Effectivity Date 09 December 2022 

Client Steps EAMD  —  PMD and 
FSD Actions 

Fees to 
be paid 

Processing 
Time 

Person 
Responsible 

1.13 Checks for 
affected ledgers and 
schedules to verify 
correctness of journal 
entries in the ERP 
System and ure1ease  
the transaction. 

None 30 Minutes Accountant 
FSD 

1.14 Signs DV Box B 
to certify as to cash 
availability, 
completeness of 
supporting 
documents and for 
propriety of the 
amount being 
claimed for amounts 
P500,000.00 and 
below. The Finance 
Manager signs for 
transactions involving 
amounts above 
P500,000.00. 

None 10 Minutes Accountant 
FSD 

1.15 Transmits the 
DV with complete 
attachments to the 
Treasury and 
Investment Officer 
(TlO) for check 
preparation. 

None 10 Minutes Accountant 
FSD 

1.16 Double-checks 
the DV and its 
attachments then 
updates the Cash-in- 
Bank Record to 
record the 
disbursement. 

None 15 Minutes Treasury and 
Investment 

Officer 
FSD 

1.17 Process the DV 
through the ERP 
Acumatica System. 

None 2 Hours Treasury and 
Investment 

Officer 
FSD 

1.18 Prepares and 
signs the Side B of 
the check. 

None 5 Minutes Treasury and 
Investment 

Officer 

Important: This manual is exclusirely owned by the John Hay Management Corporation (JHMC). No portion may be copied 
or reproduced without written authorily from the JHAIC- Management. 
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CITIZEN'S CHARTER Revision Number 0 

REQUEST FOR PAYMENT FOR QUALIFIED 
INFRASTRUCTURE SERVICES PROVIDER 

(PROGRESS BILLING) 

Page Number Page S of 5 

Effectivity Date 09 December 2022 

Client Steps EAMD — PMD and 
FSD Actions 

Fees to 
be paid 

Processing 
Time 

Person 
Responsible 

FSD 

1.19 Forwards it to 
the PCEO or VPCOO 
or ASO Manager for 
Side A signature. 

None 15 Minutes Treasuiy and 
Investment 

Officer 
FSD 

1.20 Receives the 
documents and signs 
the Side A of the 
check as endorsed 
then returns to the 
TIO. 

None 4 Hours President and 
Chief Executive 

Officer 
OPCEO 

OR 

vPCOO 
OvPcOo 

OR 

Administrative 

Seivices 
Manager 

ASD 
1.21 Receives the 
DVs and its signed 
check and endorse to 
the Cashier for 
payment. 

None 5 Minutes Treasur,' and 
In vestment 

Officer 
FSD 

1.22 Informs the 
Payee of the 
availability of the 
check payment. 

None 5 Minutes Cashier 
FSD 

2. Claims the check 
at the Cashier. 

2. Releases the 
check to the Payee. 

None 5 Minutes Cashier 
FSD 

TOTAL: None 9 Days, 2 
Hours, 20 
Minutes 

hupommi: This manual is exclusively owned by the .Jo/in Hay Management Corporation (JHMC). No portion may be copied 
or reproduced without written authority from the .JH)vfC- Management.  
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WHERE TO SECURE 
To be provided by Client 

CHECKLIST OF REQUIREMENTS  
Request Letter 
Statement of Work Accomplished (SWA) 
Photos of the project (before, during and after) 

NCONTROLLED 
STAMP 

Client Steps EAMD — PMD and Fees to 
FSD Actions be paid 

Processing 
Time 

Person 
Responsible 

1. Submits 1.1 Prepare None 5 Days Senior Quantity 
complete documents for Final Swveyor 
requirements to the 
EAMD - PMD. 

billing upon request 
of the contractor 

EAMD - PMD 

Documents stated in 
Step 15 including the 
following: 

-Approved 
Certificate of 
Payment 
-Approved 
Computation of 
Liquidated 
damages 
-Approved 
Certificate of 
Completion and 
Turn over 
-Photos (before, 
during, after) 

Prepare above 
documents in 3 
copies 
1.2 Prepare Variation None 3 Days Senior Quantity 
Order: change, Suiveyor 

EAMD -PMD 
Important: This niamla! is exclusi-ely o;,,,ed b' the John Hay Management Corporaiion IHMC). No portioii may be copied 
or rprotIuc( wiilwuI wrllitn w1/zoritj'from 11w JIIM(j'- Mana6'ene,ig. 
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1. REQUEST FOR PAYMENT FOR QUALIFIED INFRASTRUCTURE 
SERVICES PROVIDER (FINAL BILLING) 

This service is availed by qualified infrastructure services provider of JHMC projects 
with completed project. 

Department/Division/Unit : EAMD-PMD 
Classification : HIGHLY TECHNICAL 
Type of Transaction : G2C, G2B, and G2G 
Who may avail : Qualified Infra Services Providers 
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JOHN HAY MANAGEMENT CORPORATION Document Code JHMC-CC-PMD-002 

CITIZEN'S CHARTER Revision Number 0 

REQuEST FOR PAYMENT FOR QUALIFIED 
INFRASTRUCTURE SERVICES PROVIDER 

(FINAL BILLING) 

Page Number Page 2 of 5 

Effectivity Date 09 December 2022 

Client Steps EAMD — PMD and 
FSD Actions 

Fees to 
be paid 

Processing 
Time 

Person 
Responsible 

addition order if any 
-Approved CSW 
-Technical 
documents 
-Layout drawing, 

-Detailed Cost 
estimates, 

-Scope of works 

AND/OR 

Civil/Structural 

- 

1.3 Transmits the 
signed DV and BUR, 
including complete 
required attachments 
to the Budget Officer 
of the FSD for 
review, processing 
and release of check 
payment. 

None I Day Senior Quantity 
Surveyor 

EAMD - PMD 

1.4 Receives the DV 
and BUR, checks 
purpose of utilization 
as indicated therein 
and certifies as to 
budget availability 
then transmits to the 
Finance Analyst. 

None 2 Hours Budget Officer 
FSD 

1.5 Receives the 
validated and 
certified documents 
set from the Budget 
Officer, checks 
completeness and 
propriety of the 
attachments. 

None 1 Hour Finance Analyst 
FSD 

1.6 Checks for the 
correctness of 
computation. 

None 30 Minutes Finance Analyst 
FSD 

1.7 Updates the 
transaction to 
affected Subsidiary 
Ledgers and 
Schedules. 

None 2 Hours Finance Analyst 
FSD 

Important: This manual is exclusive! owned hr 1/ic Jo/ui Hay Management Corporation (fl-/Mo. No portion nuar be copied 
or reproduced without written authority from  the .JHMC- Managemeni. 
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JOHN HAY MANAGEMENT CORPORATION Document Code JHMC-CC-PMD-002 

CITiZEN'S CHARTER Revision Number 0 

REQUEST FOR PAYMENT FOR QUALIFIED 
INFRASTRUCTURE SERVICES PROVIDER 

(FINAL BILLING) 

Page Number Page 3 of S 

Effectivity Date 09 December 2022 

Client Steps EAMD  —  PMD and 
FSD Actions 

Fees to 
be paid 

Processing 
Time 

Person 
Res  s  onsible 

1.8 Registers the 
transaction in the DV 
Tracer through the 
Microsoft excel file 
and in the ERP 
Acumatica System 
with its proper 
Account Codes. 

None 2 Hours Finance Analyst 
FSD 

1 9 Transmits the 
documents back to 
the Budget Officer. 

None 10 Minutes Finance Analyst 
FSD 

1.10 Assigns in the 
ERP Acumatica 
System the proper 
Sub-Account with its 
corresponding 
budget amount and 
transmits to the 
Accountant. 

None 30 Minutes Budget Officer 
FSD 

1.11 Validates the 
propriety and 
completeness of 
supporting 
documents based on 
applicable laws, rules 
and regulations for 
each type of 
transactions. 

None 2 Hours Accountant 
FSD 

1.12 Checks 
computations and 
amounts in relation to 
all documents 
attached. 

None 30 Minutes Accountant 
FSD 

1.13 Checks for 
affected ledgers and 
schedules to verify 
correctness of journal 
entries in the ERP 
System and "releases 
the transaction. 

None 30 Minutes Accountant 
FSD 

1.14 Signs DV Box B 
to certify as to cash 

None 10 Minutes Accountant 
FSD 

Important: This manual is exclusively owned hi' i/ic .Joln, Hay Ma;iageineni Corporation (JHMC). No portion may be copied 
or reproduced wi//lou! writ/en authority from the JHMC- Managemeni. 
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CITIZEN'S CHARTER Revision Number 0 

REQLJ EST FOR PAYMENT FOR QUALIFIED 
INFRASTRUCTURE SERVICES PROVIDER 

(FINAL BILLING) 

Page Number Page 4 of  5 

Effectivity Date 09 December 2022 

Client Steps EAMD — PMD and 
FSD Actions 

Fees to 
be paid 

Processing 
Time 

Person 
Responsible 

availability, 
completeness of 
supporting 
documents and for 
propriety of the 
amount being 
claimed for amounts 
P500,000.00 and 
below. The Finance 
Manager signs for 
transactions involving 
amounts above 
P500,000.00. 
1.15 Transmits the 
DV with complete 
attachments to the 
Treasury and 
Investment Officer 
(TIO) for check 
preparation. 

None 10 Minutes Accountant 
FSD 

1.16 Double-checks 
the DV and its 
attachments then 
updates the Cash-in- 
Bank Record to 
record the 
disbursement. 

None 15 Minutes Treasury and 
In vestment 

Officer 
FSD 

1.17 Process the DV 
through the ERP 
Acumatica System. 

None 2 hours Treasury and 
Investment 

Officer 
FSD 

1.18 Prepares and 
signs the Side B of 
the check. 

None 5 minutes Treasury and 
Investment 

Officer 
FSD 

1.19 Forwards it to 
the PCEO or VPCOO 
or ASD Manager for 
Side A signature. 

None 15 minutes Treasury and 
Investment 

Officer 
FSD 

1.20 Receives the 
documents and signs 
the  Side A of the 

None 4 hours President and 
Chief Executive 

Officer 

Important: ilils inaiwal is excliis.n'eli' owned by the Jo/ni Hay Maisageinem cosporation (JJIMC). No p0,110!? !i?U he copied 
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CITIZEN'S CHARTER Revision Number 0 

REQUEST FOR PAYMENT FOR QUALIFIED 
INFRASTRUCTURE SERVICES PROVIDER 

(FINAL BiLLING) 

Page Number Pages of 5 

Effectivity Date 09 December 2022 

Client Steps EAMD — PMD and 
FSD Actions 

Fees to 
be paid 

Processing 
Time 

Person 
Responsible 

OPCEO 

OR 

Vice President 
and Chief 

Operations 
Officer 

OvPCOO 

OR 

Administrative 
Services 
Manager 

ASD 

check as endorsed 
then returns to the 
TIO. 

1.21 Receives the 
DVs and its signed 
check and endorse to 
the Cashier for 
payment. 

None 5 minutes Treasury and 
Investment 

Officer 
FSD 

1.22 Informs the 
Payee of the 
availability of the 
check payment. 

None 5 minutes Cashier 
FSD 

2. Claims the check 
at the Cashier. 

2. Releases the 
check to the Payee. 

None 5 minutes Cashier 
FSD 

TOTAL: None 11 Days, 2 
Hours, 20 
Mi flutes 

Important: This manual is erclusively owned by the John Hay Management Corporation (JHMC). No portion may be copied 
or reproduced wiihoui written authority from the .IHMC- Management. 
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ENVIRONMENT AND ASSET MANAGEMENT 
DEPARTMENT - PROJECT MANAGEMENT 

DIVISION V 

INTERNAL SERVICE 



JOHN HAY MANAGEMENT CORPORATION Document Code JHMC-CC-PMD-003 

JiHIIN4C CITIZEN'S CHARTER Revision Number 0 

REQUEST FOR PREPARATION OF 
TECHNICAL DOCUMENTS 

Page Number Page I of 2 

Effectivity Date 09 December 2022 

1. REQUEST FOR PREPARATION OF TECHNICAL DOCUMENTS 

This service is availed by any JHMC Departments/Units personnel to EAMD-PMD for 
the preparation of technical documents, procured through public bidding, 
implemented and completed in accordance with the approved program of works and 
contract documents. 

Department/Division/Unit : EAMD - PMD 
Classification : HIGHLY TECHNICAL 
Type of Transaction G2C — Government to Citizen 
Who may avail : All JHMC personnel 

CHECKLIST OF REQUIREMENTS 
Approved Completed Staff Work (CSW) 
with conceptual plans, approved site 
location, and approved budget 

WHERE TO SECURE 
JHMC Departments/Units as End User 

Internal Client 
Steps 

PMD Actions Fees to be 
paid 

Processing 
Time 

Person 
Responsible 

1. Prepares 1.1 Conduct of site None I Day Project 
Completed Staff verification and Manager 
Work (CSW) 
including concept 
plans, approved site 
location, approved 
budget according to 

validation with 
concerned JHMC 
Department! 
Division, together 
with End-User 

EAMD - PMD 

the Annual 1.2 Prepare None 15 Days Senior 
Procurement Plan, 
for the proposed 

Technical 
documents in 

Quantity 
Surveyor 

infrastructure project accordance with 
approved CSW of 

EAMD - PMD 

End User unit, 
concept plans, and 

[pproved budget: 
Program of works: 
1.3 Detailed 
Layout 
drawings, 
1.4 Detailed 
Estimates, 
1.5 Projeci 
specifications, 
16 Scope of 
Works, 

Important: This manual is exclusively owned by the .John Hay Management Corporation (JHMC). No portion mqy be copied 
or reproduced without wrillel: authority from  the .JHMC- Management. 
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CITIZEN'S CHARTER Revision Number 0 

REQUEST FOR PREPARATION OF 
TECHNICAL DOCUMENTS 

Page Number Page 2 of 2 

Effectivity Date 09 December 2022 

1.7 Project 
Schedule 

Note: Number of 
days to complete 
depends on the 
magnitude of the 
project. 

2. Receives the 
technical documents 
from PMD 

2. Issues the 
technical 
documents to End- 
User Department! 
Unit 

None 4 Hours Senior 
Quantity 
Surveyor 

EAMD - PMD 

OR 

Civil! Structural 
Engineer 

EAMD - PMD 
TOTAL: None 16 Days 

and 4 
Hours 

Impan1: This manual is exclusively owned by the .Joh,, Hay Management Corporation (JHMC). No portion may be copied 
or reproduced without written authorilyfrom the JHMC- Management. 
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FINANCE SERVICES DEPARTMENT 
EXTERNAL SERVICES 



CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
1. Duly accomplished Authority to Accept 
Payment (ATAP) Form (1 copy) 

2. a. For transactions not processed 
through SEZRIS: Presentation of 
assessment from concerned department / 
billing I contract or other reference for 
verification of amount and nature of 
collection 

2. b. If processed through SEZRIS, 
submission of ATAP will suffice 

3. Cash / Check Payment 

3. From the concerned department 
who endorses the payment 

1. From the concerned department 
who endorses the payment 

2. From the concerned department 
who endorses the payment 

Client Steps FSD Actions Fees to be Processing Person 
paid Time Responsible 

JIE-IIIN4C 
.q lb. JOHTh4 HAY MANAGEMENT CORPORATION Document Code JHMC-CC-FSD-002 o.n. 

CITIZEN'S CHARTER Revision Number 0 

COLLECTION OF PERMJT FEES AND 
OTHER PAYMENTS FROM LOCATORS, 

RESIDENTS, ETC. 

Page Number Page 1 of 2 
EfThctivity Date 09 December 2022 

1. COLLECTION OF PERMIT FEES AND OTHER PAYMENTS FROM 
LOCATORS, RESIDENTS, ETC. 

This service is availed for all payments/collections due to JHMC. These include, but 
are not limited to: NBC fees, EMD fees. PMD fees, SEZAD fees, rental and CUSA 
payments, Adopt-a-Tree Project receipts, billed dues and other similar receipts. 

Department/Division/Unit FSD 
Classification : SIMPLE 
Type of Transaction : G2C — Government to Citizen; G2B — Government to 

Business; and. G2G — Government to Government 
Who may avail : Locators Under Lease Contract with JHMC and/or 

BCDA 

1.1 Accepts and 
inspects ATAP 
and: 

1.1.1 If transaction is 
under SEZRIS, 
Cashier logs on to the 
website to verify 
amount and item to 
be said b client; 
1.2 Otherwise, 
Cashier also ins.ects  

As 5 Minutes 
indicated 

in the 
ATAP. 

1. Submits ATAP 
and 
supporting 
document (if 
any. as stated 
above) to the 
Cashier 

Cashier 
FSD 

Important: This manual is exclusively owned by the Jo/ni Hay Management Corporation (JHMC). No portion may be copied 
or reproduced without writlen authority from the JHMC- Management. 
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COLLECTION OF PERMIT FEES AND 
OTHER PAYMENTS FROM LOCATORS, 

RESIDENTS, ETC. 

Page Number Page 2 of 2 
Effectivity Date 09 December 2022 

Client Steps FSD Actions Fees to be 
paid 

Processing 
Time 

Person 
Responsible 

and verifies the other 
requirements (if any, 
based on the above 
table). 

2. Pays the 
assessed fees I 
billed amount / 
amount due in full 

2.1 Confirms amount 
of payment; 

2.2 OR is prepared 
manually 

2.2.1 Original Copy is 
issued to the client 
2.2.2 Duplicate copy 
is to be submitted to 
COA 
2.2.3 ATAP is 
attached to the 
Triplicate Copy 
(Cashier's Copy) 

*/f transaction is 
under SEZR!S, 
payment details are 
encoded in the 
SEZRIS portal; 

None 5 Minutes Cashier 
FSD 

TOTAL: As 
indicated 

in the 
ATAP 

10 Minutes 

Important This manual is exclusively owned by the .John flay Akuiageuneni Corporation VJHMC). No portion may be copied 
or reproduced wi/haul wriuen authori lv from the JHMC- Management. 
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CITIZEN'S CHARTER Revision Number 0 

REIMBURSEMENT OF PAYMENTS 
THROUGH CHECK 

Page Number Page 1 of - 

Effectivity Date 09 December 2022 

3. REIMBURSEMENT OF PAYMENTS THROUGH CHECK 

This service is availed by JHMC personnel who advanced payments for official 
transactions in behalf of the Corporation. 

Department/Division/Unit FSD 
Classification Simple 
Type of Transaction : G2C - Government to Citizen 
Who may avail ALL JHMC Employees 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
1. JHMC-FD-Form 001: Disbursement Voucher 

(DV) Revi (2 original copies) 
QMS Internal Forms in JHMC 
Intranet 

2. JHMC-FD-Form 002: Budget Utilization 
Request and Status (BURS) Rev3 (2 original 
copies) 

QMS Internal Forms in JHMC 
lntranet 

3. Supporting documents depending on the type 
of transaction per COA Circular No. 2012-001 
dated 14 June 2012 Revised Documentary 
Requ irenients for Common Government 
Transactions and other governmental policies 
and guidelines, such as GPPB. (1 original and 
1 photocopy): 

Internal and external sources as 
applicable 

3.1 JHMC-FD-Form 010: Authorization for 
Cash Advance for payments of cash 
advance for official travel or for special 
purposes. 

QMS Internal Forms in JHMC 
lntranet 

3.2 JHMC-FD-Form 011: Certification of 
Expenses Not Requiring Receipts for 
reimbursement of expenses that are below 
P300.00 from establishments not required 
bLBlR to issue Official Receipts (OR). 

QMS Internal Forms in JHMC 
Intranet 

3.3 JHMC-FD-Form 012: Certification of 
Expenses for reimbursement of expenses 
and payment of procurements that do not 
require to undergo procurement 
procedures under R.A9184. 

QMS Internal Forms in JHMC 
Intranet 

3.1JHMC-FD-Form 013: Reimbursement 
Expense Receipt (RER) for reimbursement of 
expenses paid to establishments not required 
by BIR to issue OR. 

QMS Internal Forms in JHMC 
Intranet 

3.5 For travelling expenses, use of internally 
registered QMS forms: 

QMS Internal Forms in JHMC 
lntranet 

Important: This ,na,n,al is ercIzasjrel o,',,ed by the John Hay Management Corporation (JHItIC). No po,iioii mar he copied 
or reproduced without written auihori!' from  the .JHA'IC- Manageinem. 
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J}IIN4IC 
JOHN HAY MANAGEMENT CORPORATION Document Code JHMC-CC-FSD-003 

CITIZEN'S CHARTER Revision Number 0 

REIMBURSEMENT OF PAYMENTS 
THROUGH CHECK 

Page Number Page 2 of - 

Effectivity Date 09 December 2022 

a. JHMC-FD-Form 015: Itinerary of 
Travel; 

b. JHMC-FD-Form 016: Certificate of 
Travel Completed; 

c. JHMC-FD-Form 017: Certification of 
Accommodation Expenses in Excess 
of Authorized Travel Rate. 

3.6 Contract Payment Monitoring Report Formatted by the end-user and 
input historical disbursements 

Client Steps FSD Actions Fees to 
be paid 

Processing 
Time 

Person 
Responsible 
Budget Officer 

FSD 
1. Submits 
reimbursement 
documents, 
including complete 
documentary 
requirements as 
attachments, to the 
Budget Officer. 

1.1 Receives the DV 
and BUR, checks 
purpose of utilization 
as indicated therein 
and certifies as to 
budget availability 
then transmits to the 
Finance Analyst. 

None 2 Hours 

1.2 Receives the 
validated and certified 
documents set from 
the Budget Officer, 
checks completeness 
and propriety of the 
attachments. 

None 1 Hour Finance 
Analyst 

FSD 

1.3 Checks for the None 
correctness of 
computation including 
proper withholding 
taxes. 

30 Minutes Finance 
Analyst 

FSD 

1.4 Prepares and None 
prints the Withholding 
Tax Certificates and 
include them in the 
attachments 

30 Minutes Finance 
Analyst 

FSD 

1.5 Updates the 
transaction to affected 
Subsidiary Ledgers 
and Schedules. 

None 2 Hours Finance 
Analyst 

FSD 

1.6 Registers the 
transaction in the DV 
Tracer through the 
Microsoft excel file 
and in the ERP 

None 2 Hours Finance 
Analyst 

FSD 

Important: This manual is excl isi rely (jls'ned by the .lolm Hty i!wsageineii1 Corporation (JIIJt'IC). No portion may be copied 
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THROUGH CHECK 
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Client Steps I FSD Actions Fees to 
be paid 

Processing 
Time 

Person 
Responsible 

Acumatica System 
with its proper 
Account Codes. 
1.7 Transmits the 
documents back to 
the Budget Officer. 

None 10 Minutes Finance 
Analyst 

FSD 

1.6 Assigns in the 
ERP Acumatica 
System the proper 
Sub-Account with its 
corresponding budget 
amount and transmits 
to the Accountant. 

None 30  Minutes Budget Officer 
FSD 

1.9 Validates the 
propriety and 
completeness of 
supporting documents 
based on applicable 
laws, rules and 
regulations for each 
type of transactions. 

None 2 Hours Accountant 
FSD 

1.10 Checks 
computations and 
amounts in relation to 
all documents 
attached. 

None 30 Minutes Accountant 
FSD 

1.11 Checks for None 
affected ledgers and 
schedules to verify 
correctness of journal 
entries in the ERP 
System and 'release" 
the transaction. 

30 Minutes Accountant 
FSD 

1.12 Signs DV Box B None 
to certify as to cash 
availability, 
completeness of 
supporting documents 
and for propriety of 
the amount being 
claimed for amounts 
P500,000.00 and 
below. The Finance 
Manager signs for 

10 Minutes Accountant 
FSD 
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Client Steps FSD Actions Fees to 
be paid 

Processing 
Time 

Person 
Responsible 

transactions involving 
amounts above 
P500,000.00. 
1.13 Reviews and 
signs the Certificate of 
Withholding Taxes, if 
applicable; BIR Forms 
2306 and/or 2307 

None 10 Minutes Accountant 
FSD 

1.14 Transmits the DV 
with complete 
attachments to the 
Treasury and 
Investment Officer 
(TIO) for check 
preparation. 

None 10 Minutes Accountant 
FSD 

1.15 Double-checks 
the DV and its 
attachments then 
updates the Cash-in- 
Bank Record to 
record the 
disbursement. 

None 15 Minutes Treaswy and 
Investment 

Officer 
FSD 

1.16 Process the DV 
through the ERP 
Acumatica System by 
batch processing. 

None 2 Hours Treasury and 
In vestment 

Officer 
FSD 

1.17 Prepares and 
signs the Side B of 
the check. 

None 5 Minutes Treasury and 
Investment 

Officer 
FSD 

1.18 Forwards it to the 
PCEO or VPCOO or 
ASD Manager for 
Side A signature. 

None 15 Minutes Treasury and 
Investment 

Officer 
FSD 

1.19 Receives the 
documents and signs 
the Side A of the 
check as endorsed 
then returns to the 
TIO. 

None 4 Hours President and 
Chief 

Executive 
Officer 

OPCEO 

OR 

Vice President 
and Chief 
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Client Steps FSD Actions Fees to 
be paid 

Processing 
Time 

Person 
Responsible 

Operations 
Officer 

OvPcOO 

OR 

AS Manager 
ASD 

1.20 Receives the 
DVs and its signed 
check and endorses 
to the Cashier for 
payment. 

None 30 Minutes Treasuiy and 
Investment 

Officer 
FSD 

1.21 Informs the 
Payee of the 
availability of the 
check payment. 

None 5 Minutes Cashier 
FSD 

2. Claims the check 
at the Cashier. 

2. Releases the check 
to the Payee. 

None 5 Minutes Cashier 
FSD 

TOTAL: None 2 Days and 
3 Hours 
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4. REIMBURSEMENT OF PAYMENTS THROUGH PETTY CASH 
FUND 

This service is availed by JHMC personnel who advanced payments for official 
transactions in behalf of the Corporation in the amount that can be accommodated 
through the Petty Cash Fund. This may be issued by a bonded Officer who is 
authorized to manage a Petty Cash Fund. 

Department/Division/Unit FSD 
Classification : Simple 
Type of Transaction : G2C - Government to Citizen 

I  Who may avail ALL JHMC Employees 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
1, JHMC-FD-Form 001: Disbursement Voucher 
(DV) Revi (2 original copies) 

QMS Internal Forms in JHMC 
Intranet 

2.Complete supporting documents depending on 
the type of transaction per COA Circular No. 
2012-001 dated 14 June 2012 Revised 
Documentary Requirements for Common 
Government Transactions and other 
governmental policies and guidelines, such as 
GPPB. (1 original and 1 photocopy): 

Internal and external sources as 
applicable 

Client Steps FSD Actions Fees to 
be paid 

Processing 
Time 

Person 
Responsible 

1. Submits duly 
filled out and 
approved Petty 
Cash Voucher, 
including complete 
documentary 
requirements as 
attachments, to the 
Treasury and 
Investment Officer, 

1.1 Receives the 
Petty Cash Voucher 
and its attachments 
and reviews all 
documentary 
requirements as to 
validity, propriety and 
completeness. 

None 5 minutes Treasury and 
Investment 

Officer 
FSD 

1.2 Inputs data and 
signs the Petty Cash 
Fund Voucher. 

None 30 minutes Treasury and 
Investment 

Officer 
FSD 

2. Receives the 
amount being 
reimbursed in cash 
and signs the Petty 
Cash Voucher form 

2. Releases the cash 
to the Payee. 

None 15 minutes Treasury and 
Investment 

Officer 
FSD 
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Client Steps FSD Actions • Fees to Processing Person 
be paid Time Responsible 

as a proof of 
receipt. 

TOTAL: None 50 Minutes 
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LEGAL DEPARTMENT 
INTERNAL SERVICE 



Classification 
Department/Division/Unit LD 

Highjy Technical 
Type of Transaction 
Who may avail 

G2C — Government to Citizen 
All JHMC employees, regardless of status 

,4m. .4 
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CITIZEN'S CHARTER Revision Number 0 

RESOLUTION OF LEGAL CONCERNS 
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Eft'ectivity Date 09 December 2022 

1. RESOLUTION OF LEGAL CONCERNS 

This service is availed by JHMC personnel for legal matters concerning their 
respective areas of concern. 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
Form and substance of requests for 
opinions/advice/review of 
policy/procedure/legal documents! letter: 
1. Internal memorandum/Complete Staff 

Work stating the factual 
circumstances/backg rou nd/ 
chronology; statement of issues/s 
sought to be solved 

(1 original copy) 

2. Documents pertinent to the issue/s 
(1 photocopy) 

3. Other matters which the LD needs to 
be apprised of in the form of internal 
memo/Complete Staff Work 

(1 original copy) 

End-user 

End-user 

End-user 

Form and substance of requests for 
drafting/review of contract! agreement: 

On-Goinq Procurement 
Office of the President and Chief 
Executive Officer (OPCEO)/Office of the 
Vice-President and Chief Operations, 
Officer (OVPCOO), Bids and Awards 
Committee (BAC) Secretariat 

Office of the President and Chief 
Executive Officer (OPCEO)/Office of the 
Vice-President and Chief Operations, 
Officer (OVPCOO), End-user 

1. Approved CSW or PR, whichever is 
applicable 

(1 original copy) 

2. Approved Terms of 
Reference(TOR)/Scope of Services 
(SOS)/Term Sheet, whichever is 
applicable 
(1 original copy) 

CHECKLIST OF REQUIREMENTS [WHERE TO SECURE 
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3. Secretary's Certificate approving 
TOR/SOS 
(1 photocopy) 

Office of the Corporate Secretary (OCS) 

 

4. Supporting documents to explain the 
antecedents of the proposed 
contract/agreement 
(1 photocopy) 

5. Other matters which the LD needs to 
be apprised of. 

End-user 

End-user 

Awarded Procurement 
1. Bids and Awards Committee (BAC) 

Resolution 
(1 photocopy) 

2. Secretarys Certificate approving 
the BAC Resolution recommending 
award 
(1 photocopy) 

3. Secretary's Certificate approving 
the contract/agreement and 
authority of the President and Chief 
Executive Officer (PCEO) to sign 
the said contract/agreement on 
behalf of the JHMC, if applicable 
(1 original copy) 

4. Supplier/Contractor/Consultantl 
Contracting Party's Information and 
submit the DII (if sole proprietor), 
Securities and Exchange 
Commission Registration (if 
partnership/ domestic or foreign 
corporation), Joint Venture 
Agreement/Contract (unregistered 
or registered with SEC) 
(1  photocopyj 

5. Secretary's Certificate/Special 
Power of Attorney/Other 
Document approving the 
contract/agreement and authority 
of the President and Chief 
Executive Officer (PCEO) to sign 
the said contract/agreement on 
behalf of the JHMC, if applicable 
(1 original) 

Bids and Awards Committee (BAC) 
Secretariat 

Office of the Corporate Secretary 
(OCS)/Bids and Awards Committee 
(BAC) Secretariat 

Legal Department (LD)/Office of the 
Corporate Secretary (OCS) 

Bids and Awards Committee (BAC) 
Secretariat, 
Supplier/Contractor/Consultantl 
Contracting Party 

Person being represented 

BIR. Post Office, DFA, PSA, SSS/GSIS, 
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Pag-lBlG/HDMF, PhilHealth 
6.  Govt-issued ID Card of the PCEO 

(1 photocopy) BIR, Post Office, DFA, PSA, SSS/GSIS, 
Pag-IBIG/HDMF, PhilHealth 

7.  GoVt-issued ID Card of the 
Contracting Party 
(1 photocopy) Contracting Party 

8.  Name of the Contracting Partys 
witness to the contract/ 

agreement 

*AlI contract extensions for general support 
services shall be subject to the prior 
approval of the JHMC Board of Directors or 
its duly authorized representative upon 
recommendation of the Bids and Awards 
Committee. 

*Submission  of Complete-Staff-Work (CSW) 
or any related documents to 
recommend/endorse the approval of the 
extension or the renewal of a contract to the 
Legal Department at least thirty (30) days 
prior to the expiration of a 
contract/agreement.   
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be paid Time Responsible: 
1. Refers a legal 

matter through 
the 
accomplishmen 
t of LD Form- 
001 (now 
through JHMC 
Help Desk 
Information 
System) 
together with 
complete 
supporting 
documents. 

*Make  sure to 
submit supporting 
documents or 
request shall 
returned, 

1. Receive the 
request. 

1.1. Accepts the 
records/ supporting 
documents. 

1 2. Stamps the internal 
memo/ complete staff 
work/documents with 
"Received" with date 
and time received. 

1.3. Releases receiving 
copy to end-user, if any 

None 3 Minutes Legal 
Rese&Ch and 
Investigation 

Specialist 
Legal 

Department 

2. Assess and 
evaluate the request, 
and check 
completeness of 
submitted documents. 

None 10 Minutes Legal 
Research and 
Investigation 

Special,st 
Legal 

Department 

3. Endorse the request 
to the Legal Manager 
for appropriate action 
on the legal matter 
referred. 

None 5 Minutes Legal 
Research and 
Investigation 

Specialist 
Legal 

Department 

4. Evaluate and 
determine the 
appropriate legal action 
to be taken. 

5. Assign the legal 
matter to the Legal 

None 2 Days Legal Manager 
Legal 

Department 

Research and 
Investigation Specialist. 

6. Conduct legal 
research, prepare 
appropriate legal 
document and submit 
report/output to the 
Assistant Legal 
Manager. 

None 3 Days Legal 
Research and 
Investigation 

Specialist 
Legal 

Department 
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7. Review report/output 
of the Legal Research 
and Investigation 
Specialist. 

8. Endorse the reportl 
output/legal 
document to the 
Legal Manager. 

None I Day Assistant Legal 
Manager 

Legal 
Department 

9. Conduct final review 
of the output. 

10. Return to the Legal 
Research and 
Investigation Specialist. 

None 1 Day Legal Manager 
Legal 

Department 

11. Finalize document 
for transmittal/routing. 

None 4 Hours Legal 
Research and 
Investigation 

Specialist 
Legal 

Department 

IF THE LEGAL 

None 5 Minutes Legal 

Specialist! 
Assistant Legal 
Manager/Legal 

Manager 
Legal 

Department 

MATTER IS NOT 
SUBJECT TO OGCC 
OPINION! 
CONTRACT REVIEW: 

12. Inform the 
Req uestor/ . 
End-user of the action 
taken and transmit the 
legal document 
requested as 
applicable. 
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None 5 Minutes 17. Review draft letter 
to OGCC and 
supporting documents. 

Assistant Legal 
Manager 

Legal 
Department 

IF THE LEGAL  
MATTER IS SUBJECT 
TO OGCC  
OPINION/CONTRACT 
REVIEW: 

13. Inform the 
Requestor/ 
End-user of the action 
taken and transmit the 
legal document 
requested as 
applicable. 

5 Minutes Legal 
Research and 
Investigation 
Specialist! 

Assistant Legal 
Manager/Legal 

Manager 
Legal 

Department 

14. Draft referral letter 
with factual 
circumstances/back-
ground, issue/s, 
discussion and/or 
recommendation (for 
confirmatory legal 
opinion). 

None Legal 
Research and 
Investigation 

Specialist 
Legal 

Department 

2 Hours 

15. Prepare complete 
supporting documents. 

3 Hours Legal 
Research and 
Investigation 

Specialist 
Legal 

Department 

None 

16. Endorse to the 
Assistant Legal 
Manager for review. 

5 Minutes Legal 
Research and 
Investigation 

Specialist 
Legal 

Department 

None 

None 
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18. Final review. None 30 Minutes Legal Manager 
Legal 

Department 

19. Finalize document 
for transmittal/routing. 

None 30 Minutes Legal 
Research and 
Investigation 

Specialist 
Legal 

Department 

20. Monitoring of the 
OGCC opinion! 
advice/contract 
review. 

None Legal 
Research and 
Investigation 

Specialist 
Legal 

Department 

21. Receive OGCC 
opinion/advice! contract 
review. 

None 3 Days Legal 
Research and 
Investigation 

Specialist 
Legal 

Department 
22. Prepare applicable 
document/internal 
memorandum 
incorporating the 
comments and 
recommendations of 
the OGCC. 

None Legal 
Research and 
Investigation 

Specialist 
Legal 

Department 

23. Review document None Assistant Legal 
Manager 

Legal 
Department 

24. Final review of the 
document. 

None Legal Manager 
Legal 

Department 
25. Finalize document 

for 
transmittal/routing 
and prepare 
annexes! 
attachments, if 
applicable. 

None Legal 
Research and 
Investigation 

Specialist 
Legal 

Department 

IF THE LEGAL 
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MATTER IS SUBJECT 

None 4 Hours 
Legal 

Research and 
Invesilgaion 

Specialist 
Legal 

Department 

TO JHMC BOARD OF 
DIRECTORS' 
CONSULTATION OR 
APPROVAL: 

26. Prepare/draft the 
CSW/Board materials. 

LD Actions Fees to 
be paid 

Processing 
Time 

Person 
Responsible' 

27. Review of the 
CSW/Board materials. 

None 30 Minutes Assistant Legal 
Manager 

Legal 
Department 

28. Final review of the 
CSW/Board matenals. 

None 30 Minutes Legal Manager 
Legal 

Department 
29. Finalize document 
for transmittal/routing 
and prepare applicable 
annexes/attachments. 

None 30 Minutes Legal 
Research and 
Investigation 

Specialist 
Legal 

Department 
30. Apprise the 
Requestor/End-User of 
the instructions/actions 
taken by the Board of 
Directors 

None 5 Minutes Legal 
Research and 
Investigation 
Specialist! 

Assistant Legal 
Manager/Legal 

Manager 
Legal 

Department 
IF THE LEGAL 

None 15 Minutes 
Legal 

Research and 
Investigation 

Specialist 
Legal 

MATTER IS WIThIN 
THE AUTHORITY OF 
THE BASES 
CONVERSION AND 
DEVELOPMENT 
AUTHORITY (BCDA): 

31. Prepare referral 
letter. 
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Department 

32. Review of the letter. None 10 Minutes Assistant Legal 
Manager 

Legal 
Department 

33. Final review of the 
letter. 

None 10 minutes Legal Manager 
Legal 

Department 
34. Finalize letter for 
transmittal/routing and 
prepare applicable 
annexes/attachments. 

None 10 minutes Legal 
Research and 
Investigation 

Specialist 
Legal 

Department 
2. Receives 

updates/directly 
es. 

2.1 Apprise the 
Requestor/End-User of 
the instructions! 
Policy directives of the 
Bases Conversion and 
Development 
Ak Ofli. 

None 5 minutes Legal 
Research and 
Investigation 
Specialist' 

Assistant Legal 
Manageritegal 

Manager 
Legal 

Department 
TOTAL: None 13 Days 
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1. ISSUANCE OF BUILDING PERMIT FOR NEW APPLICATION OR 
REPAIRIALTERATION 

This service is availed by any locator/resident desiring to obtain a building permit for 
new application or repair/alteration of existing structure/building who shall file 
applications with the Office of the Building Official (OBO) through the Special 
Economic Zone Regulatory Information System (SEZRIS). 

Department/Division/Unit Office of the Building Official (OBO) 
Classification Highly Technical 
Type of Transaction G2C — Government to Citizen; G2B - Government 

to Business Entity; G2G — Government to 
Government 

Who may avail : Residents and Businesses and Other Government 
Agencies located within the JHSEZ 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
Duly accomplished BCDA General 
Application Form; 

The form is downloadable from SEZRIS 
to be accomplished by the applicant or 
his duly authorized representative. 

Certified copy of Contract of Lease or 
Deed of Usufruct, for new application 
only; 

Applicant 

Technical Documents: 
a. Notarized Building Permit 

Application; 

b. Notarized Repair Permit Form (For 
repair/alteration only) 

c. Building plans, specifications and a 
detailed estimate prepared, signed 
and sealed by a registered 
Architect or Civil Engineer; 

d. Civil Engineer, in case of 
civil/structural documents; 

e. Professional Electrical Engineer, in 
case of electrical documents; 

NBC Form No. B-01 is downloadable 
from SEZRIS and to be accomplished by 
Applicant's Design Professional 

NBC Accessory Form No.08-B is 
downloadable from SEZRIS and to be 
accomplished by Applicant's Design 
Professional 

Applicant's Design Professionals 

Applicant's Design Professional 

NBC Form No. A-03 is downloadable 
from SEZRIS and to be accom.lished b 
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or reproduced without i'rillen authority fivm the .IHIi'/C- Management.  

OFFICE 

RECEIVED 

DATE 



CHECKLIST OF REQUIREMENTS 

f. Professional Mechanical Engineer, in 
case of mechanical documents; 

g. Sanitary Engineer, in case of 
sanitary documents; 

h. Master Plumber, in case of plumbing 
documents; 

i. Electronics Engineer, in case of 
electronic documents; and 

j. Interior Designer, in case of interior 
design documents. 

*The technical documents shall conform 
to the NBCP and its ancillary codes, 
Accessibility Law, Comprehensive Fire 
Code of the Philippines and other related 
laws. Technical documents shall conform 
to the contents provided by Rule Ill, 
Section 302 (4-12) of the National 
Building Code of the Philippines (NBCP), 
as a. .licable. 

Applicant's Design Professional  
NBC Form No. A-04 is downloadable 
from SEZRIS and to be accomplished by 
Applicants Design Professional 

NBC Form No. A-05 is downloadable 
from SEZRIS and to be accomplished by 
Applicant's Design Professional 

NBC Form No. A-06 is downloadable 
from SEZRIS and to be accomplished by 
Applicant's Design Professional 

NBC Form No. A-07 is downloadable 
from SEZRIS and to be accomplished by 
Applicant's Design Professional 

Applicant's Design Professional 

Environmental Protection Documents; 
a. Construction Environmental 
Management Plan (CEMP) 

Fire Safety Evaluation Certificate 
(FSEC);  
Construction Safety and Health Program 
(CSHP). 

Form 064 & Form 065 is downloadable 
from SEZRIS and to be accomplished by 
the applicant or his duly authorized 
re • resentative. 
Bureau of Fire-City of Baguio 

Department of Labor and Employment 
(DOLE) - CAR  

WHERE TO SECURE 

lI N% 

N.pahc 
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Client Steps OBO Actions Fees to 
be paid 

Processing 
Time 

Person 
Responsible 

1. Uploads 
required 
documents 
through the 
SEZRIS. 

1.1 Check 
completeness (in 
form and content) 
of uploaded 
documents. 

None 1 Day OBO 
Secretary* 

OBO 

Position is a 
project-based 

employee and is 
based on the OBO 

Structure per 
National Building 

Code (NBC). 

1.2 Evaluate 
compliance of 
uploaded 
documents with 
NBC, BP 334 and 
other related laws. 

None 7 Days 
(Including 

inspection if 
necessary) 

Architect, 
Civil/Structural 

Engineer, Elecfncal 
Engineer, On-Call 

Mechanical 
Engineer, and On- 

Call Sanitary 
Engineer. 

OBO- Processing 
and Evaluation 

Section 
1.3 Issue Ancillary 
Permits including 
computation of 
fees. 

None 1 Day Architect, 
Civil/Stnlctuá'Bl 

Engineer, Electrical 
Engineer, On-Call 

Mechanical 
Engineer, and On- 

Call Sanitary 
Engineer. 

OBO- Processing 
and Evaluation 

Section 
1.4 Transmittal of 
Building Permit 
and Ancillary 
Permit Forms for 
signing by PCEO 

None 4 Hours OBO Secretary 
080 

1.5 Prepares 
Order of Payment 

None 2 Hours OBO Secretary 
OBO 
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Client Steps OBO Actions Fees to 
be paid 

Processing 
Time 

Person 
Responsible 

1.6 Approves 
Order of Payment 

None 1 Hour Building Official 
OBO 

2. Submits 
three(3) sets of 
uploaded 
documents and 
pays 
corresponding 
fees 

2.1 Notifies 
applicant of fees 
by uploading Order 
of Payment 

Based on 
NBC 
Fees 

*Please  
refer to 

annex UAH 

1 Hour OBO Secretary 
OBO 

2.2 Validates 
submitted 
documents and 
Prepares ATAP 

None 1 Day OBO Secretary 
OBO 

3.  
Acknowledges 
receipt of 
Building Permit 

3. Approves and 
issue Building 
Permit 

None I Day Building Official 
OBO 

TOTAL: Based 
on NBC 

Fees 

*Please  
refer to 
annex 
"A" 

12 Days 

Important: This manual is exclusively owned by the John Hay Management Corporation (JHMC). No portion ma be copied 
or reproduced without written authority from the JHMC- Management.  
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2. ISSUANCE OF CERTIFICATE OF OCCUPANCY 

This service is availed by any locator/resident desiring to occupy and use a structure 
issued with a Building Permit. No building or structure shall be used until the 
Building Official has issued a Certificate of Occupancy. 

Department/DivisionlUnit : OBO 
Classification : Highly Technical 
Type of Transaction : G2C — Government to Citizen; G2B - Government 

to Business Entity; G2G — Government to 
Government 

rWho may avail Residents and Businesses and Other Government 
Agencies located within the JHSEZ 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
Notarized Certificate of Completion NBC Form No. B-b is downloadable 

from SEZRIS and to be accomplished by 
the applicant's full-time 
inspector/supervisor and applicant's 
design professional. 

Application for Certificate of Occupancy NBC Form No. B-il is downloadable 
from SEZRIS and to be accomplished by 
the applicant or his duly authorized 
representative. 

Certificate of Use 
As-built Plans, Estimates, and 
Specifications, duly signed and sealed by 
respective professional discipline, 

* The As-Built Plans, Estimates, and 
Specifications are entirely new sets of 
plans, estimates and specifications 
accurately describing and/or reflecting 
therein the building/structure as actually 
built. 

a. Building plans, specifications and a 
detailed estimate prepared, signed and 
sealed by a registered Architect or Civil 
Engineer; 

b. Civil Engineer, in case of civil/structural 
documents; 

NBC Form No. B-14 is downloadable 
from SEZRIS and to be accomplished by 
the applicant's full-time 
inspector/supervisor. 

Applicant's Design Professional 

Applicant's Design Professional 

c. Professional Electrical Engineer, in Applicant's Design Professional 

important: This inainial is excIusie/%' (,n'ned hr the .Jo/zn Bar Managemnemit ('orporation (JHMC). No portia/i tour he copied 
or reprudiwed is'ithuni iritten anthorii'vfromn  the .11-tAlC'- Management. 
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CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
case of electrical documents; 

d. Professional Mechanical Engineer, in 
case of mechanical documents; 

e. Sanitary Engineer, in case of sanitary 
documents; 

f. Master Plumber, in case of plumbing 
documents; 

g. Electronics Engineer, in case of 
electronic documents; and 

h. Interior Designer, in case of interior 
design documents. 

Applicant's Design Professional 

Applicant's Design Professional 

Applicant's Design Professional 

Applicant's Design Professional 

Applicant's Design Professional 

Daily Construction Works Logbook Accomplished by the applicant's full-time 
inspector/supervisor 

Environmental Protection Documents: 
Construction Environmental Management 
Plan (CEMP)- Demobilization 

Bureau of Fire-City of Baguio 

Client Steps OBO Actions Fees to be 
paid 

Processing 
Time 

Person 
Responsible 

1. Uploads 
required 
documents 
through the 
SEZRIS. 
Client Steps 

1. Check 
completeness 
(in form and 
content) of 
uploaded 
documents. 

None 1 Day OBO 
Secretary 

OBO 

1.1 Evaluate 
compliance of 
uploaded 
documents with 
NBC, BP 334 
and other •  
related laws. 

None 7 Days 
(Including 
inspection) 

Architect, 
Civil/Structural 

Engineer, Electrical 
Engineer, On-Call 

Mechanical 
Engineer, and 

OBO Inspection and 
Evaluation 

Section 
1.2 Prepares 
endorsement to 
BFP for the 
conduct 
inspection 

None 2 Hours OBO Secretary 
OBO 

ImpoMant: This manual is exclusive/v owned lv the .10/un Hay Managenueuui Corporation (JH1tfC). No portio,, may he copied 
or reproduced wilhu:,1 writie,, authority from the JHMC- Management. 
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Client Steps OBO Actions Fees to be 
paid 

Processing 
Time 

Person 
Responsible 

1.3 Issues to 
BFP notification 
to conduct a 
final inspection 

None 6 Hours Building Official 
OBO 

1.4 Prepares 
and submit 
Inspection 
Report including 
computation of 
fees 

Based on 
NBC Fees 

*please  
refer to 

annex UA 

2 Days Architect, 
Civil/Structural 

Engineer, Electrical 
Engineer, On-Call 

Mechanical 
Engineer, and On- 

Ca!! Sanitary 
Engineer. 

OBO - Inspection 
and Evaluation 

Section 

1.5 Prepares 
Order of 
Payment 

None 2 Hours OBO Secretary 
OBO 

1.6 Approves 
Order of 
Payment 

None 1 Hour Building Official 
OBO 

1.7 Uploads 
Order of 
Payment and 
Notifies 
applicant 

None 2 Hours OBO Secretary 
OBO 

2. Submits 
three(3) Sets of 
uploaded 
documents 

2. Validates 
submitted 
documents and 
Prepares ATAP 

None 2 Hours OBO Secretary 
OBO 

3. Pays 
corresponding 
fees 

* Make sure to 
secure your OR for 
the payment 
made. 

3. Accepts 
payment and 
issues OR 

None 10 Minutes Cashier 
FSD 

Important: This tnwnla/ is exclusitely ouned by the John I-Jay Manage,nent Corporal/on (JI-IMC). No portion may be copied 
or reproduced without written authorityfrom the .JHMC- Management. 
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Client Steps OBO Actions Fees to be 
paid 

Processing 
Time 

Person 
Responsible 

4. Acknowledges 
receipt of Building 
Permit 

4. Approves and 
issue Building 
Permit 

None 1 Hour Building Official 
OBO 

TOTAL: Based on 
NBC Fees 

*Please  
refer to 

annex "A" 

12 Days 
and 10 

Minutes 

important: This manual is exclusively owned by the .John Hay Management Corpora/ion (JHMC). No portion may be copied 
or reproduced without written authority from the JHMC- Management. 
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INSPECTION 

Page Number Page I of 3 

Effectivity Date 09 December 2022 

3. ISSUANCE OF CERTIFICATE OF ANNUAL ELECTRICAL AND/OR 
MECHANICAL INSPECTION 

This service is availed by residents and locators to ensure that all establishments are 
in conformity with the approved plans and specifications filed with the OBO and 
compliant with the standards of the Philippine Electrical Code, Philippine Mechanical 
Engineering Act, and National Building Code and its Implementing Rules and 
Regulations. 

     

 

Department/Division/Unit   
Classification 

 

OBO 
Highly Technical 

  

 

Type of Transaction 

 

G2C — Government to Citizen; G2B - Government 
to Business Entity, G2G — Government to 
Government  
Businesses located within the JHSEZ Who may avail 

 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
Duly signed and sealed certification from: 

A Professional Electrical Engineer, who Professional hired by building owner or main 
undertook the inspection, attesting that the 
electrical installations are in order. 

locator or sub-locator. 

A Professional Mechanical Engineer, who Professional hired by building owner or main 
undertook the inspection, attesting that the 
mechanical installations are in order. 

locator or sub-locator. 

Client Steps OBO Actions Fees to be 
paid 

Processing 
Time 

Person 
ReponsibJe 

1. The locator shall 
upload a request for 
inspection stating the 
time and date of 
inspection. The 
request shall be 
uploaded thirty (30) 
days from the expiry 
of a current 
Certificate of Annual 
Electrical and/or 
Mechanical 
Inspection. 

1.1 Confirms date 
and time of 
inspection, 

None 5 Minutes Electrical 
Inspector 

and/or On-ca/l 
Mechanical 
Inspector 

OBO 

1.2 Conduct 
inspection with 
the Professional 
hired by building 
owner or main 
locator or sub- 
locator. 

None 7 Days Electrical 
Inspector 

and/or On-call 
Mechanical 
Inspector 

OBO 

1.3 Prepares 
Inspection Feport 

None 1 Day Electrical 
Inspector 

Important: i/i/s niwnia/ is exclusively owned by the Jo/rn Hay lt-Iwiagcmeni Corporation (JHMC). No portion nzav he copied 
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'.iieJit Lep josJ #cuorIs rees to oe t-rocessing 

paid Time 
rerson 

Responsible 

1.3a In cases of 
conformity and 
compliance, 
proceed to Step 2 

1.3b In cases of 
non-conformity and 
compliance, 
proceed to Step 3 

and/or On-call 
Mechanical 
Inspector 

OBO 

2. The locator shall 
upload requirements. 

2. Notifies locator 
to upload 
requirements and 
compute fees. 
Proceed to Step 
5.1 

None 5 Minutes Electrical 
Inspector 

and/or On-ca/- 
Mechanical 
Inspector 

OBO 

3. Locator shall 
implement mitigating 
measures to conform 
and comply with the 
National Building 
Code and its 
Implementing Rules 
and 
Regulations, and the 
various applicable 
technical and 
government codes 

3. The locator 
shall be issued a 
Notice of Unsafe 
Electrical 
Installation and/or 
Notice of Illegal 
Mechanical 
Installation 

None One hour OBO Secreta,y 
OBO 

4. The locator shall 
upload a request for 
re- inspection 

4.1 Conduct re- 
inspection with 
the Professional 
hired by building 
owner or main 
locator or sub- 
locator. 

None 7 Days Electrical 
Inspector 

and/or On-call 
Mechanical 
Inspector 

OBO 

4.2 Prepares 
Inspection Report 

None I Day Electrical 
Inspector 

and/or On-call 
Mechanical 
Inspector 

OBO 

Important: This' manual is exclusive/v owned lv the .Iohn Hay Management Corporailo,, (JHMC). No portion may be copied 
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Client Steps OBO Actions Fees to be 
paid 

Processing 
Time 

Person 
Responsible 

5. The locator shall 
upload requirements. 

5. Notifies locator 
to upload 
requirements and 
compute fees 

Based on 
NBC Fees 

*please  
refer to 

annex 'A". 

5 Minutes OBO Secretary 
OBO 

5.1 Prepare and 
uploads Order of 
Payment and 
ATAP 

None 1 Hour OBO Secretary 
OBO 

6. Submits original 
copy of requirements 

6. Checks 
submitted 
requirements 

None 5 Minutes OBO Secretary 
OBO 

7. Pay Fees 

*Make  sure to secure 
the OR for the 
payment made. 

7. Accepts the 
payment and 
issues OR. 

Based on 
NBC Fees 

*please  
refer to 

annex "A" 

10 minutes Cashier 
Finance 
Services 

Department 

8. Acknowledges 
receipt of certificates. 

8. Issue 
Certificate of 
Annual Electrical 
Inspection and/or 
Certificate of 
Annual 
Mechanical 
Inspection 

None 5 Minutes Building 
Official, 

Electrical 
Inspector, On- 

Cell 
Mechanical 
Inspector 

OBO 

TOTAL:i Based on 
NBC Fees 

*PleaSe  
refer to 

annex "A" 

20 days 

Important: This ma,,ua/ is exclusively owned by the .loizn Flay Management Corporation (JHMC). No portion may be copied 
orreproduced without written authority from the ./HMC- Management. 
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APPLICATION FOR ACCREDITATiON AND 
PERMIT TO OPERATE (PTO) - NEW 

Page Number Page I of 5 

Effectivity Date 09 December 2022 

1. APPLICATION FOR ACCREDITATION AND PERMIT TO 
OPERATE (PTO) - NEW 

AU Non- Registered Business Enterprises doing business inside the John Hay 
Special Economic Zone shall apply for a Certificate of Accreditation. 

Department/Division/Unit : SEZAD 
Classification : Simple 
Type of Transaction : G2C — Government to Citizen 
Who may avail Locators Within JHSEZ 

CHECKLIST OF REQUIREMENTS WHERE  TO SECURE 
Letter of Intent (1 original) To be provided by Locator 

Company Profile with list of completed 
Projects (1 original) 

To be provided by Locator 

Articles of Incorporation/By 
Laws/Articles of partnership (1 
photocopy) 

SEC (www.sec.gov.ph) 

SEC Registration/ DTI Registration (1 
photocopy) 

SEC (www.sec.gov.ph) 
DTI (Negosyo Center) 
CDA (Assistance Desk) 

List of Authorized 
Representative/s/Signatory (1 original) 

To be provided by Locator 

BIR Registration (1 photocopy) BIR (window assigned by the agency, 
varies) 

Copy of Full/Partial Occupancy Permit (1 
photocopy) 

JHMC OBO, JHMC Office Complex 

Certificate of Environmental Clearance 
(1 photocopy) 

JHMC EAMD-EMD, JHMC Office Complex 

DOLE-CAR Registration (1 photocopy) DOLE (Action Center) 
Copy of the following 
a. Latest SSS Registration (1 
photocopy) 
b. Latest Phil-Health Registration (1 
photocopy) 
c. Latest Pag-lbig Registration (1 
photocopy) 

SSS (Action Officer) 

Phil Health (Action Officer) 

Pag-ibig (Action Officer) 

Certificate of Participation on Orientation 
on Proclamation 420, CREATE Act, 
Accreditation Policy, Labor Center 
Policy, CAO 2-98 and OSAC Manual 

To be verified by Labor Center Processor 
if accomplished. 

Important: li,is manual is exclusively oi'ned b' the Jo/u: Hay Manage:neui Corporation (JHMC). No portion may be copied 
or reproduced without written authority from the .JH/v1C- Management.  
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Additional Requirements for Specific 
Industries:  

I .Security Service Provider 
a. License to Operate issued by PNP 

2. Shuttle Service Provider 
a. Updated Certificate of Registration of 
all vehicles 
b. Franchise form LTFRB 

3. Health Care Services 
a. Clearance from DOH 

National Headquarters, PNP (Action 
Officer) 

LTO (Action Officer) 

LTRFB (Action Officer) 

DOH (Action Officer) 

JIHIN4C 
JOHN HAY MANAGEMENT CORPORATION Document Code JHMC-CC-SEZAD-001 

CITIZEN'S CHARTER Revision Number 0 

APPLICATION FOR ACCREDITATION AND 
PERMIT TO OPERATE (PTO) - NEW 

Page Number Page 2 of 5 

Effectivity Date 09 December 2022 

Client Steps SEZAD Actions Fees to be 
paid 

Processing 
Time 

Person 
Responsible 

1. Uploads 1. Reviews and None 4 Hours Labor Center 
requirements for verifies the Processor 
Certificate of requirements Designated as 
Accreditation uploaded in Registration 
and Permit to SEZRIS. and 
Operate (PTO) Accreditation 
(sezris.jhmc.co  
m.ph) 

Officer 
SEZAD 

1.2 Makes None 10 Minutes Labor Center 
If SEZRIS is assessment of Processor 
unavailable, 
submits 

Fees- Locator is 
notified through 

Designated as 
Registration 

complete email and view the and 
requirements to assessment in Accreditation 
the Labor Center SEZRIS. Officer 
Processor SEZAD 
Designated as 
Registration arid 
Accreditation 
Officer 

If SEZRIS is 
unavailable, issues 
printed assessment 
of fees 

Important: This manual is exchisively owned by I/ic John Hay Managemen! Corporaiion (fl-/MG). No portioii may be copied 
or reproduced without wrilte,: authority from 11w JHMC- Management. 
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PER11IT TO OPERATE (PTO) -  NEW 

Page Number Page 3 of S 

Effectivity Date 09 December 2022 

Client Steps SEZAD Actions Fees to be 
paid 

Processing Person 
Time Responsible 

2. Pays the 
assessed fees 
to the 
Authorized 
Collecting 
Officer at the 
CCA. 

*Make  sure to 
pay within the 
day of 
assessment and 
secure the OR 
for the payment 
made. 

2.1 Accepts the 
payment 

New: 
Certificate of 
Accreditation: 

USD 72 
Permit to 

Operate: USD 
72 

Processing 
Fee: 15 

10 Minutes Customs 
Compliance 

Officer 
SEZAD 

OR 

Customs 
Compliance 

Assistant 
SEZAD 

2.2 Issues the 
Official Receipt 

None 10 Minutes Customs 
Compliance 

Officer 
SEZAD 

OR 

Customs 
Compliance 

Assistant 
SEZAD 

2.3 Updates status 
in SEZRIS. 

2.3a If SEZRIS is 
unavailable, 
endorses the 
payment details to 
the Labor Center 
Processor 
designated as 
Registration and 
Accreditation Officer 

2.3.1 Prints the 
Certificate of 
Accreditation and 
Permit To Operate 
then endorses them to 
SEZAD Manager 

None 10 Minutes Customs 
Compliance 

Officer 
SEZAD 

OR 

Customs 
Compliance 

Assistant 
SEZAD 

Labor Center 
Proce r 

Designated as 
Registration 

and 
Accreditation 

Officer 
SEZAD 

!1?Iportant: This manual is exclusive/v  (fined by the la/u,  Hay Managerneni Corporation (.JHMC). No portion may be copied 
or reproduced wi//iou! ii'riuen author! lyfrom the .JH.A!C- Management. 
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Client Steps SEZAD Actions Fees to be 
paid 

Processing 
Time 

Person 
Responsible 

2.4 Reviews and 
endorses for 
approval 

2.4a If SEZRIS is 
unavailable 
endorses the CA, 
PlO and 
attachments to the 
EA to the VPCOO 

None 3 Hours and 
10 Minutes 

SEZIOSAC 
Manager 
SEZAD 

Labor Center 
Processor 

Designated as 
Registration 

and 
Accreditation 

Officer 
SEZAD 

2.5 Recommends 
for approval of the 
President and Chief 
Executive Officer 
upon receipt of 
endorsement of 
SEZAD Manager 

2.5a If SEZRIS is 
unavailable, 
endorses to EA to the 
PCEO 

None 1 Day Vice President 
and Chief 

Operations 
OVPCOO 

Executive 
Assistant to 

the Vice 
President and 

Chief 
Operations 

Officer 
OvPcOO 

2.6 Approves 
Accreditation as per 
recommendation of 
Vice President and 
Chief Operations 
Officer 

2.6a If SEZRIS is 
unavailable. 
transmits the signed 
CA and PTO including 
the attachments Labor 
Center Processor 
Designated as 
Registration and 
Accreditation Officer 

None 1 Day President and 
Chief 

Executive 
Officer 

OPCEO 

Executive 
Assistant to 

the President 
and Chief 
Executive 

Officer 
OPCEO 

Important: This manual is exclusively owned by the .Joh'z Hay Manage,neiil ('olporalion (JHMC). No portion may he copied 
or reprohiced without written authority from the  .JHMC- Manage ,nenl. 
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PERMIT TO OPERATE (PTO) -  NEW 

Page Number Page 5 of 5 

Effectivity Date 09 December 2022 

Client Steps SEZAD Actions Fees to be 
paid 

Processing 
Time 

Person 
Responsible 
Labor Center 

Processor 
Designated as 
Registration 

and 
Accreditation 

Officer 
SEZAD 

26b If SEZRIS is 
unavailable, 
notifies the locator 
that their CA and PTO 
are available for 
release 

3. Receives 
Accreditation 
and PlO 

3. Issues 
Accreditation and 
PTO 

None 10 Minutes Labor Center 
Processor 

Designated as 
Registration 

and 
Accreditation 

Officer 
SEZAD 

TOTAL IF PROCESSED ON SEZRIS: New: 
Certificate of 

Accreditation: 
USD72 

Permit to 
Operate: USD 

72 
Processing 

Fee: 15 

3 Days 

TOTAL IF PROCESSED MANUALLY: 3 Days 

The Customs Compliance Officer (CCO) / Customs Compliance Assistant (CCA) are 
duly authorized employees by virtue of S.O. 20, series of 2012, to receive payments 
and issue Official Receipts in the course of the performance of the department's 
function. 

After the effectivity of Republic Act 9400, when JHMC no longer manages tax 
incentives of registered enterprises, it became the department's practice to assign the 
Accreditation processes to the Labor Center Processor. 

Important:  This manual is erchasively  owned by the John br !i'fanagement Corporation (JHMC). No portion may be copied 
or reproduced wit/tout written authority from the JHMC- Mwzagenwni.  
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CITIZEN'S CHARTER  Revision Number 0 

J}IIVE C 
'" 

APPLICATION FOR RENEWAL OF 
CERTIFICATE OF ACCREDITATION AND 

PERMIT TO OPERATE 

Page Number Page 1 of 5 

Effectivity Date 09 December 2022 

2. APPLICATION FOR RENEWAL OF CERTIFICATE OF 
ACCREDITATION AND PERMIT TO OPERATE 

This service is availed for the renewal of accreditation of establishment/ enterprises 
doing business inside the JHSEZ. 

All Non- Registered Business Enterprises doing business inside the JHSEZ should 
renew their Certificate of Accreditation upon the expiry of the Certificate. The 
Business Enterprise may renew their Certificate of Accreditation one month before 
the expiry of their Certificate. 

Department/Division/Unit : SEZAD 
Classification : Simple 
Type of Transaction : G2C — Government to Citizen 
Who may avail : Locators Within JHSEZ 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
Letter of Intent (1 original) To be provided by Locator 

Latest Audited Financial Statement 
and Income Tax Return (1 photocopy) 

BIR (window assigned by the agency, 
varies) 

Certificate of Annual Inspection (1 
photocopy) 

JHMC OBO — JHMC Office Complex 

Certificate of Environmental (1 
photocopy) 

JHMC EAMD-EMD — JHMC Office Complex 

Copy of Lease Contract! Service 
Contract (1 copy) 

To be provided by Locator 

Fire and Safety Inspection Certificate (1 
photocopy) 

City Fire Department (Action Officer) 

DOLE Clearance (No pending case) (1 
photocopy) 

DOLE (Action Officer) 

Copy of the following 
a. Latest SSS Clearance (1 photocopy) 
b. Latest Phil-Health Clearance (1 
photocopy) 
c. Latest Pag-Ibig Clearance (1 
photocopy) 

SSS (Action Officer) 
Phil Health (Action Officer) 

Pag-ibig (Action Officer) 

BIR Tax Clearance (1 photocopy) BIR (window assigned by the agency, 
varies) 

Additional Requirements for SDecific 

National Headquarters, PNP (Action Officer) 

Industries: 

I .Security Service Provider 
Important: This manual is exchmsiveiy owned by the John Hay Management Corpora/ion (JHMC). No portion may be copied 
or reproduced without writ/em, authority from the JHM( Manageme,,,. 
OFFICE 

RECE WED 

DATE 



*... - . 
JOHN HAY MANAGEMENT CORPORATION Document Code JHMC-CC-SEZAD-002 

J}IIN4C 
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APPLICATION FOR RENEWAL OF 
CERTIFICATE OF ACCREDITATION AND 

PERMIT TO OPERATE 

Page Number Page 2 of 5 

Effectivity Date 09 December 2022 

a. License to Operate issued by PNP 
2. Shuttle Service Provider LTO (Action Officer) 
a. Updated Certificate of Registration of 
all vehicles LTRFB (Action Officer) 
b. Franchise form LTFRB 

3. Health Care Services DOH (Action Officer) 
a Clearance from DOH 

Client Steps SEZAD Actions Fees to be 
paid 

Processing 
Time 

Person 
Responsible 

1. Uploads 
requirements for 
Certificate of 
Accreditation and 
Permit to Operate 
(PTO). 

If SEZRIS is 
unavailable, 
complete 
requirements are 
submitted to the 
Labor Center 
Processor 
Designated as 
Registration and 
Accreditation Officer 

1.1 Reviews and 
verifies 
requirements 
uploaded in 
SEZRIS 

None 
4 Hours 

Labor Center 
Processor 

Designated as 
Registration 

and 
Accreditation 

Officer 
SEZAD 

1.2 Makes 
assessment of 
Fees- Locator is 
notified through 
email and view the 
assessment in 
SEZRIS. 

1 .2a If SEZRIS is 
unavailable, 
issues printed 
assessment of 
fees 

None 10 Minutes Labor Center 
Processor 

Designated as 
Registration 

and 
Accreditation 

Officer 
SEZAD 

2. Pays the 
assessed fees to 
the Authorized 
Collecting Officer 
at the CCA. 

*Make  sure to 
secure the OR for 
the payment 
made. 

2.1 Accepts the 
Payment 

Renewal: 
Certificate of 

Accreditation: 
USD 36 
Permit to 

Operate: USD 
72 

Processing 
Fee: 15 

10 Minutes Customs 
Compliance 

Officer 
SEZAD 

OR 

Customs 
Compliance 

Assistant 
SEZAD 

Important: This mtuwa/ is erchisiiely ou,ied h i/ic Jo/ui Hay Management Corporation (JHMC). No porlion n;a' be copied 
or reproduced without written aulhor,tvfron, I/ic  JHMC- Mwwgenzeni. 
OFFICE 
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DATE 

STAMP 
 UNCONTROLLED 
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.. .. rw... JOHN HAY MANAGEMENT CORPORATION Document Code JHMC-CC-SEZAD-002 

CITIZEN'S CHARTER Revision Number 0 

J}1iIv1IC APPLICATION FOR RENEWAL OF Page Number Page 3 of 5 

CERTIFICATE OF ACCREDITATION AND 
PERMIT TO OPERATE Effectivity Date 09 December 2022 

Client Steps SEZAD Actions Fees to be 
paid 

Processing 
Time 

Person 
Responsible 

2.2 Issues the 
Official Receipt 

None 10 Minutes Customs 
Compliance 

Officer 
SEZAD 

OR 

Customs 
Compliance 

Assistant 
SEZAD 

2.3 Updates status 
on SEZRIS. 

2.3a If SEZRIS is 
unavailable, 
endorses the 
payment details to 
the Labor Center 
Processor 
designated as 
Registration and 
Accreditation Officer 

2.3.1 Prints the 
Certificate of 
Accreditation and 
Permit To Operate 
then endorses 
them to SEZAD 
Manager 

None 10 Minutes Customs 
Compliance 

Officer 
SEZAD 

OR 

Customs 
Compliance 

Assistant 
SEZAD 

Labor Center 
Processor 

Designated as 
Registration 

and 
Accreditation 

Officer 
SEZAD 

2.4 Reviews and 
endorses for 
approval 

2.4a If SEZRIS is 
unavailable, 
endorses the CA, 
PTO and 
attachments to the 
EA to the VPCOO 

None 3 Hours 10 
Minutes 

SEZ/OSAC 
Manager 
SEZAD 

Labor Center 
Processor 

Designated as 
Registration 

and 
Accreditation 

Officer 
Important: This manual is exciusiwly owned by the John Hay Management Corporation (JHMC). No portion may be copied 
or reproduced without written authority from  the  .IHMC-  Management. 
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CERTIFICATE OF ACCREDITATION AND 

PERMIT TO OPERATE 

Page Number Page 4 of 5 

Effectivity Date 09 December 2022 

Client Steps SEZAD Actions Fees to be 
paid 

Processing 
Time 

Person 
Responsible 

SEZAD 
2.5 Recommends 
for approval of the 
President and 
Chief Executive 
Officer upon 
receipt of 
endorsement of 
SEZAD Manager 

2.5a If SEZRIS is 
unavailable, 
endorses to EA to 
the PCEO 

None 1 Day Vice President 
and Chief 

Operations 
OVPCOO 

Executive 
Assistant to 

the Vice 
President and 

Chief 
Operations 

Officer 
OVPCOO 

2.6 Approves 
Accreditation as 
per 
recommendation 
of Vice President 
and Chief 
Operations Officer 

2.6a If SEZRIS is 
unavailable, 
transmits the 
signed CA and 
PTO including the 
attachments to the 
Labor Center 
Processor 
Designated as 
Registration and 
Accreditation 
Officer 

2.6b If SEZRIS is 
unavailable, 
notifies the locator 
that their CA and 

None 1 Day President and 
Chief 

Executive 
Officer 

OPCEO 

Executive 
Assistant to 

the President 
and Chief 
Executive 

Officer 
OVPCOO 

Labor Center 
Processor 

Designated as 
Registration 

or rt'produced withoiti writie,, auilioriiy from the Jllht'fC- Management. 
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CITIZEN'S CHARTER Revision Number 0 
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CERTIFICATE OF ACCREDITATION AND 

PERMIT TO OPERATE 

Page Number Page 5 of 5 

Effectivity Date 09 December 2022 

Client Steps SEZAD Actions Fees to be 
paid 

Processing 
Time 

Person 
Res  •  onsible 

PTO are available 
for release 

and 
Accreditation 

Officer 
SEZAD 

3. Receives PTO 
and Certification of 
Accreditation. 

3. Issues the 
approved PTO and 
Certificate of 
Accreditation 

None 10 Minutes Labor Center 
Processor 

Designated as 
Registration 

and 
Accreditation 

Officer 
SEZAD 

TOTAL IF PROCESSED IN SEZRIS: Renewal: 
Certificate of 
accreditation: 

USD 72 
Permit to 

Operate: USD 
72 

Processing 
Fee: 15 

3 Days 

TOTAL IF PROCESSED MANUALLY: 3 Days 

The Customs Compliance Officer (CCO) / Customs Compliance Assistant (CCA) are 
duly authorized employees by virtue of S. 0. 20, series of 2012, to receive payments 
and issue Official Receipts in the course of the performance of the department's 
function. 

Important: This inwnial is exclusively owned by the John Hay Managemei:t Corporation (JHMC). No portia?? may be copied 
or reproduced s'iiho,it written authority from the JHMC- Management.  
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RECEIVED 

DATE 



CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
Letter of Intent (1 original) To be provided by Locator 

Additional Requirement for New Locator: 

Occupancy Permit JHMC OBO — JHMC Office Complex 

JOHN HAY MANAGEMENT CORPORATION Document Code JBMC-CC-SEZAD-003 

CITIZEN'S CHARTER Revision Number 0 

J}JiIVL C APPLICATION FOR A TEMPORARY 
PERMIT TO OPERATE (TPTO) FOR 

LOCATORS 

Page Number Page 1 of 3 

Effectivity Date 09 December 2022 

3. APPLICATION FOR A TEMPORARY PERMIT TO OPERATE 
(TPTO) FOR LOCATORS 

A Temporary Permit To Operate may be issued to a Business Enterprise doing 
business inside JHSEZ pending the completion of their requirements for a Certificate 
of Accreditation. A Temporary Permit to Operate shall be valid for one (1) month only 
and is renewable every month for a maximum of three (3) months. 

Department/Division/Unit : SEZAD 
Classification : Simple 
Type of Transaction G2C — Government to Citizen 
Who may avail : Locators Within JHSEZ 

Client Steps SEZAD Actions Fees to 
be paid 

Processing 
Time 

Person 
Responsible 

:1. Uploads 1.1 Reviews and None 30 Minutes Labor Center 
requirements on approves the Processor 
SEZAD application on Designated as 
Information SEZRIS. Registration and 
System (SEZRIS) Accreditation 

Officer 

l.a If SEZRIS is 
unavailable, 
complete 
requirements are 
submitted to the 

SEZAD 

Labor Center 
Processor 
Designated as 
Registration and 
Accreditation Officer 

1.2 Makes 
assessment of 

None 10 Minutes Labor Center 
Processor 

Fees- Locator is 
notified through 
email and view the 

Designated as 
Registration and 

Insporlant: This manual is exclusively owned kvthe Jo/ui Hay Management Corporation (Jl-IMC). No portion may he copied 
or reproduced wit/iou! wrille,, authority from the JHMC- Management.  
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RECEIVED 

DATE 
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MIUN% 

J}1]VII APPLICATION FOR A TEMPORARY 
PERMIT TO OPERATE (TPTO) FOR 

LOCATORS 

Page Number Page 2 of 3 

Effectivity Date 09 December 2022 

Client Steps SEZAD Actions - Fees to 
be paid 

Processing 
Time 

Person 
Responsible 

assessment in 
SEZRIS. 

1.2a If SEZRIS is 
unavailable, 
issues printed 
assessment of 
fees 

Accreditation 
Officer 
SEZAD 

2. Pays the 
assessed fees to 
the Authorized 
Collecting Officer 
at the CCA. 

*Make  sure to 
secure the OR for 
the payment 
made. 

2.1 Accepts 
Payment 

PHP 
720.00 

10 Minutes Customs 
Compliance 

Officer 
SEZAD 

OR 

Customs 
Compliance 

Assistant 
SEZAD 

2.2 Issues the 
Official Receipt 

None 10 Minutes Customs 
Compliance 

Officer 
SEZAD 

OR 

Customs 
Compliance 

Assistant 
SEZAD 

2.3 Updates status 
in SEZRIS. 

2.3a If SEZRIS is 
unavailable. 
endorses the 
payment details to 
the Labor Center 
Processor 
designated as 
Registration and 
Accreditation 
Officer 

None 10 Minutes Customs 
Compliance 

Officer 
SEZAD 

OR 

Customs 
Compliance 

Assistant 
SEZAD 

Important: This nunn,al is exclusively owned b the .Jo/,,, Hay Mwiagement Corporalio,i (JHMO. No portion may be copied 
or reproduced withoz,i written authority from the .JHMC- Mthiagemeni. 
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APPLICATION FOR A TEMPORARY Page Number Page 3 of 3 
PERMIT TO OPERATE (TPTO) FOR 

LOCATORS Effectivity Date 09 December 2022 

Client Steps SEZAD Actions Fees to 
be paid 

Processing 
Time 

Person 
Responsible 

2.3.1 Prints the 
Temporary Permit 
To Operate then 
endorses it to 
SEZAD Manager 
for approval 

None 30 Minutes 
Labor Center 

Processor 
Designated as 

Registration and 
Accreditation 

Officer 
SEZAD 

2.4 Approves the 
TPTO 

None 40 Minutes SEZIOSAC 
Manager 
SEZAD 

3. Receives the 
TPTO. 

3 Issues the TPTO None 10 Minutes Labor Center 
Processor 

Designated as 
Registration and 

Accreditation 
Officer 
SEZAD 

TOTAL IF PROCESSED IN SEZRIS: PHP 
720.00 

2 Hours 

TOTAL IF PROCESSED MANUALLY: PHP 
720.00 

2 Hours and 
30 Minutes 

The Customs Compliance Officer (CCO) / Customs Compliance Assistant (CCA) are 
duly authorized employees by virtue of S. 0. 20, series of 2012, to receive payments 
and issue Official Receipts in the course of the performance of the department's 
function. 

Important: This manual is erdusively owned by the John Ha Management Corporation (JHMC). No portia,, may be copied 
or reproduced without written authorily from the JHMC- Managemesi. 
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JOHN HAY MANAGEMENT CORPORATION Document Code JHMC-CC-SEZAD-004 

CITIZEN'S CHARTER Revision Number 0 

APPLICATION FOR A TEMPORARY 
PERMIT TO OPERATE (TPTO) FOR 

EXHIBITORS AND BAZAARS 

Page Number Page I of 3 

Effectivity Date 09 December 2022 

4. APPLICATION FOR A TEMPORARY PERMIT TO OPERATE (TPTO) 
FOR EXHIBITORS AND BAZAARS 

A Temporary Permit to Operate is issued to Exhibitors conducting Bazaars and 
Trade Fairs inside the JHSEZ. 

partmentIDivisionIUnit : SEZAD 
Classification : Simple 
Type of Transaction : G2C — Government to Citizen 
Who may avail : Exhibitors Within JHSEZ 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
Letter of Intent (1 original) To be provided by Locator 

Contract (1 original) To be provided by Locator 

Certificate of Participation in Orientation 
on Proclamation 420, CREATE Act, 
Accreditation Policy, Labor Center Policy, 
CAO 2-98 and OSAC Manual; if 
a. .licable 

To be verified by Labor Center Processor 
if accomplished. 

Client Steps SEZAD Actions Fees to 
be paid 

Processing 
Time 

Person 
Responsible 

1. Submits 
requirements to 
SEZAD 

 Fees 

1.1 Reviews and 
verifies the 
requirements 

None 1 Hour Labor Center 
Processor 

Designated as 
Registration and 

Accreditation 
Officer 
SEZAD 

1.2 Endorses to 
the SEZAD 

None 10 Minutes Labor Center 
Processor 

Designated as 
Registration and 

Accreditation 
Officer 
SEZAD 

Manager for 
approval 

1.3 Reviews and 
approves 

None 1 Hour SEZIO SAC 
Manager 
SEZAD 

1.4 Makes 
assessment of 

None 10 Minutes Labor Center 
Processor 

Designated as 

Inporiani: This inwiiial is excl,,s,it'Iv owiied by the .Jo/in Hay Management Corporation (JHMC). No portion may he copied 
or repioduced wiihoui written authority froni the JHMC- Management. 
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Page Number Page 2 of 3 

EfFectivity Date 09 December 2022 

Clien. ZAD Actions Fees to 
bepald 

Processing 
Time 

Person 
Responsible 
Designated as 

Registration and 
Accreditation 

Officer 
SEZAD 

2. Pays the 
assessed fees to 
the Authorized 
Collecting Officer 
at the CCA. 

*Make  sure to 
secure the OR for 
the payment 
made. 

2.1 Accepts the 
Payment 

PHP 
720.00 

10 Minutes Customs 
Compliance 

Officer 
SEZAD 

OR 

Customs 
Compliance 

Assistant 
SEZAD 

2.2 Issues Official 
Receipt 

None 10 Minutes Customs 
Compliance 

Officer 
SEZAD 

OR 

Customs 
Compliance 

Assistant 
SEZAD 

2.3 Signs the 
TPTO 

None 20 Minutes SEZIOSAC 
Manager 
SEZAD 

2.4 Issues the 
TPTO 

None 10 Minutes Labor Center 
Processor 

Designated as 
Registration and 

Accreditation 
Officer 
SEZAD 

3. Receives the 
TPTO. 

None 

TOTAL: PHP 
720.00 

3 Hours 

Important: This manual is exclusively oivned by the .k)hn Hay Management Corpora/ia,, (JHMC}. No portion niav be copied 
or reproduced without written authority from the JR/v/C- Management. 

OFFICE 

RECEIVED 

DATE 



. 
JOHN HAY MANAGEMENT CORPORATION Document Code JHMC-CC-SEZAD-004 

(fllk. 
M.p flp 

J}]IMIC 

SEa. r,aaa.. 

— 

CITIZEN'S CHARTER Revision Number 0 

APPLICATtON FOR A TEMPORARY 
PERMIT TO OPERATE (TPTO) FOR 

EXHIBITORS AND BAZAARS 

Page Number Page 3 of 3 

Effectivity Date 09 December 2022 

The Customs Compliance Officer (CCO) / Customs Compliance Assistant (CCA) are 
duly authorized employees by virtue of S. 0. 20, series of 2012, to receive payments 
and issue Official Receipts in the course of the performance of the department's 
function. 

Important: Thi.s manual is exclusively owned by the John flay Management Corporation (JHMC). No portion may he copied 
or reproduced without written authority from the JHMC- Management. 
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APPLICATION FOR GATEPASS, LOCAL 
PURCHASE FORM AND PERMIT TO BRING- 

IN FOR LOCATORS 

Page Number Page 1 of 3 

Effectivity Date 09 December 2022 

5. APPLICATION FOR GATEPASS, LOCAL PURCHASE FORM AND 
PERMIT TO BRING-IN FOR LOCATORS 

A Business Enterprise located inside the JHSEZ may apply for the following permits: 

A Local Purchase Form is a permit issued for the entry of raw materials to be 
consumed or used inside the John Hay Special Economic Zone. 

A Gate Pass is a permit issued for the entry of equipment, furniture and fixture 
including tools to be used inside the John Hay Special Economic Zone. 

A Permit to Bring-In is a permit issued for the entry of merchandise to be sold inside 
the John Hay Special Economic Zone. 

-SEZAD 
Simple  
G2C — Government to Citizen 
Locators Within John Hay Special Economic 
Zone (JHSEZ)   

De artmentlDivision/Unit 
Classification 
T  •  of Transaction 
Who may avail 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
PTO/TPTO To be verified by the OSAC Processor 

with LCP 

Copy of the Delivery Receipt/ Purchase 
Order! Sales Invoice! Official Receipt/ 
Transfer Order! Item List 

Additional Requirements for the entry of 
construction materials: 

To be provided by Client. 

Building Permit To be provided by Client. 
Bill of Materials! Bill of Quantities To be provided by Client.   

Client Steps SEZAD Actions Fees to 
be paid 

Processing 
Time 

Person 
Responsible 

1. Uploads and 1.1 Checks and None 5 Minutes One Stop 
submits requirements validates Action Center 
in the SEZRIS. submitted 

requirements 
Processor 

SEZAD 

l.a If SEZRIS is 
unavailable, 
complete - 

1.1 a If SEZRIS is 
unavailable, 
endorses the 

None 3 Minutes 

Iii:portanl: This naima1 is excliiwie/,y oiined h' ihe Job,, Hay Manageinein' Coiporalion (JH!t'fC). No por ion may be copied 
or reproduced iiihoui iri!ien authorily from 11w .IHit.IC- Managemeni. 
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PURCHASE FORM AND PERMiT TO BRING- 

IN FOR LOCATORS 

Page Number Page 2  of  3 

Effectivity Date 09 December 2022 

Client Steps SEZAD Actions Fees to 
be paid 

Processing 
Time 

Person 
Responsible 

requirements are 
submitted to the 
OSAC Processor 

application to the 
SEZAD Manager 
1.2 Approves 
Request 

None 3 Minutes SEZ/OSAC 
Manager 
SEZAD 

1.3 Makes 
assessment of 
Fees- Locator is 
notified through 
email and view 
the assessment in 
SEZRIS. 

I .3a If SEZRIS is 
unavailable, 
issues printed 
assessment of 
fees 

None 

None 

2 Minutes 

2 Minutes 

One Stop 
Action Center 

Processor 
SEZAD 

2. Pays the assessed 
fees to the 
Authorized Collecting 
Officer at the CCA. 

*Make  sure to secure 
the OR for the 
payment made. 

*Make  sure to print 
permit if payment is 
made. 

2. Accepts the 
payment and 
Enters Payment 
Details in SEZRTS 

LPF: 
PHP 
36.00 

GP: PHP 
216.00 

PBI: PHP 
360.00 

3 Minutes Customs 
Compliance 

Officer 
SEZAD 

OR 

Customs 
Compliance 

Assistant 
SEZAD 

3. Receives the OR. 

LPF/Gate Passi PBI 
may be printed from 
the locator's account 
in SEZRIS 

3. Issues the OR. 

3.a If SEZRIS is 
unavailable, 
endorses 
payment details 
to OSAC 
Processor 

None 2 Minutes Customs 
Compliance 

Officer 
SEZAD 

OR 

Customs 
Compliance 

Assistant 
SEZAD 

Important: This mwma/ is ewhlsh'ely owned h the .Jo/n, Hay Management Corporation (IHAIC). No portion may be copied 
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Page Number Page 3 of 3 

Effectivity Date 09 December 2022 

CllentSteps SZAD Actions Fees to 
1* paId 

Processing 
Time 

Person 
Responsible 

One Stop 
Action Center 

Processor 
SEZAD 

3.a If SEZRIS is 
unavailable, fills- 
up accountable 
forms then 
endorses to 
SEZAD Manager 
for signature 

3.b If SEZRIS is 
unavailable, signs 
permit 

None 

None 

5 Minutes 

3 Minutes SEZIOSAC 
Manager 
SEZAD 

4. If SEZRIS is 
unavailable, receives 
LPF/Gate Pass/ PBI 

4. Issues 
LPF/Gate Pass! 
PBI 

None 2 Minutes One Stop 
Action Center 

Processor 
SEZAD 

TOTAL IF PROCESSED IN SEZRIS: LPF: 
PHP 
36.00 

GP: PHP 
216.00 

PBI: PHP 
360.00 

15 Minutes 
TOTAL IF PROCESSED MANUALLY: 30 Minutes 

The Customs Compliance Officer (CCO) / Customs Compliance Assistant (CCA) are 
duly authorized employees by virtue of S. 0. 20, series of 2012, to receive payments 
and issue Official Receipts in the course of the performance of the department's 
function. 

Important: This manual is exclzssitly owned hr 11w Jo/zn Hay lvlanagenzeni Corporation (.JHMC). No porliomi may be copied 
or reprothiced without written authority from the JH/v1C- lvianagement. 
OFFICE 

RECEIVED 

DATE 



Department/Division/Unit 
Classification 
Type of Transaction 
Who may avail 

SEZAD 
Simple 
G2C — Government to Citizen 
Exhibitors, Bazaars and Stakeholders 

J}IINIIC 

JOHN HAY MANAGEMENT CORPORATION Document Code JHMC-CC-SEZAD-006 

CITIZEN'S CHARTER Revision Number 0 

APPLICATION FOR GATEPASS, LOCAL 
PURCHASE FORM AND PERMIT TO BRING- 

I14 FOR EXHIBITORS, BAZAARS AND 
STA KEEIOLDERS 

Page Number Page 1 of 3 

Effectivity Date 09 December 2022 

6. APPLICATION FOR GATEPASS, LOCAL PURCHASE FORM AND 
PERMIT TO BRING-IN FOR EXHIBITORS, BAZAARS AND 
STAKEHOLDERS 

All exhibitors or participants in a Bazaar or Trade Fair conducted inside the JHSEZ 
may apply for the following permits: 

A Local Purchase Form is a permit issued for the entry of raw materials to be 
consumed or used inside the John Hay Special Economic Zone. 

A Gate Pass is a permit issued for the entry of equipment, furniture and fixture 
including tools to be used inside the John Hay Special Economic Zone. 

A Permit to Bring-In is a permit issued for the entry of merchandise to be sold inside 
the John Hay Special Economic Zone. 

A resident within the John Hay Special Economic Zone or any stakeholder may also 
apply for a Local Purchase Form or Gate Pass. 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
Copy of the Delivery Receiptl Purchase 
Order/ Sales lnvoicel Official Receiptl 
Transfer Order! Item List 

To be provided by Client. 

Additional Requirements: 

For Exhibitors or Bazaars: 

Temporary Permit to Operate 

For the entry of construction materials: 

Building Permit 
Bill of Materials/ Bill of Quantities 

To be verified by the OSAC Processor 
with LCP 

To be provided by Client. 
To be provided by Client. 

important: This nanual is exclusive/v owned by the John Hay Matiageme;,! Corporation (.JJL'K).No portion may be copied 
or reproduced without written authority from the ./IIMC- Managemeizi.  

OFFICE 

RECEiVED 

DATE 



. 

JOHN FlAY MANAGEMENT CORPORATION Document Code JHMC-CC-SEZAD-006 

CITIZEN'S CHARTER Revision Number 0 11 

J}1JvIC 
neno 

APPLICATION FOR GATEPASS, LOCAL 
PURCHASE FORM AND PERMIT TO BRING- 

IN FOR EXHIBITORS, BAZAARS AND 
STAKEHOLDERS 

Page Number Page 2 of 3 

Effectivity Date 09 December 2022 

Client Steps SEZAD Actions Fees to 
be paid 

Processing 
Time 

Person 
Responsible 

1. Creates account in 
SEZRIS then 
uploads 
requirements. 
(sezris.jhmc.com.ph) 

l.a  If SEZRIS is 
unavailable, 
complete 
requirements are 
submitted to the 
OSAC Processor 

11 Checks and 
Validates 
Submitted 
Requirements in 
SEZRIS 

l.l.a If SEZRIS 
is unavailable, 
endorses the 
application to the 
SEZAD Manager 

None 

None 

5 Minutes 

3 Minutes 

One Stop 
Action Center 

Processor 
SEZAD 

1.2 Reviews and 
Approves 
Request 

None 4 Minutes SEZ/OSAC 
Manager 
SEZAD 

1.3 Makes 
assessment of 
Fees- Locator is 
notified through 
email and view 
the assessment 
in SEZAD 
Information 
System 
(SEZRIS) 

1.3a If SEZRIS is 
unavailable, 
issues printed 
assessment of 
fees 

None 

None 

2 Minutes 

2 Minutes 

One Stop 
Action Center 

Processor 
SEZAD 

2. Pays the assessed 
fees to the 
Authorized Collecting 
Officer at the CCA. 

*Make  sure to secure 
the OR for the 
payment made. 

2. Accepts the 
payment and 
Enters Payment 
Details in 
SEZRIS 

LPF: PHP 
36.00 

GP: PHP 
216.00 

PBl: PHP 
360.00 

2 Minutes Customs 
Compliance 

Officer 
SEZAD 

OR 

Important:  This ,,,anua/ is exc1usiii;' ow,,ed by the John Hay Management Corporation (JHMC). No portion may be copied 
or reproduced wi//iou! written auzhorit'fron,  11w  JHMc-  Monagemen!. 
OFFICE 

RECEIVED 

DATE 

STAMP 
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JOHN HAY MANAGEMENT CORPORATION Document Code J1-IMC-CC-SEZAD-006 

CITIZEN'S CHARTER Revision Number 0 lJk .t.. P...d. 

J}JIVIC APPLICATiON FOR GATEPASS, LOCAL 
PURCHASE FORM AND PERMIT TO BRING- 

IN FOR EXHIBITORS, BAZAARS AND 
STAKE HOLDERS 

Page Number Page 3 of 3 

Effectivity Date 09 December 2022 

Client Steps SEZAD Actions Fees to 
be paid 

Processing 
Time 

Person 
Responsible 

Customs 
Compliance 

Assistant 
SEZAD 

3. Receives the OR 

*LPF/G ate Pass/PB! 
may be printed from 
the stakeholder's 
account in SEZRIS 

3. Issues the OR 

3.a If SEZRIS is 
unavailable, 
endorses 
payment details 
to OSAC 
Processor 

3.b If SEZRIS is 
unavailable, fills- 
up accountable 
forms then 
endorses to 
SEZAD Manager 
for signature 

3c If SEZRIS is 
unavailable, 
signs permit 

None 

None 

None 

2 Minutes 

5 Minutes 

3 Minutes 

Customs 
Compliance 

Officer 
SEZAD 

OR 

Customs 
Compliance 

Assistant 
SEZAD 

One Stop 
Action Center 

Processor 
SEZAD 

SEZ/OSAC 
Manager 
SEZAD 

4. If SEZRIS is 
unavailable, receives 
LPF/Gate Pass! P61 

4. Prints and 
issues the 
permit. 

None 2 Minutes One Stop 
Action Center 

Processor 
SEZAD 

TOTAL IF PROCESSED IN SEZRIS: LPF: PHP 
36.00 

GP: PHP 

15 Minutes 

TOTAL IF PROCESSED MANUALLY: 216.00 
PBJ: PHP 

360.00 

30 Minutes 

important: This manual is erclusi;'ely owned by the Jo/ui Hay Managerne,,: Corporation (JHMC). No portly,, may be copied 
or reproduced without wrinen authorftyfro,n the iHiviC- Management. 

OFFICE 

RECEiVED 

DATE 



11 
JOHN HAY MANAGEMENT CORPORATION Document Code JFIMC-CC-SEZAD-007 

. .. e..w. 

CITIZEN'S CHARTER Revision Number 0 J}IN1I C APPLICATION FOR PERMIT TO BRING- 
OUT FOR LOCATORS- LOCAL ARTICLES 

FOR PERMANENT PULL-OUT 

Page Number Page 1  of 3 

Effectivity Date 09 December 2022 

7. APPLICATION FOR PERMIT TO BRING-OUT FOR LOCATORS-
LOCAL ARTICLES FOR PERMANENT PULL-OUT 

A Permit to Bring-Out Local Articles is issued to Business Enterprises who may 
permanently bring-out from the John Hay Special Economic Zone their merchandise, 
tools and equipment or furniture and fixture. 

CHECKLIST OF REQUIREMENTS WHERE  TO SECURE 
Letter of Intent To be provided by the Locator 
Document Number of previously issued 
Type A Permits to the Locator 

OR 

Notarized Certificate of Ownership 

To be provided by the Locator 

Client Steps SEZAD Actions Fees to 
be paid 

Processing 
Time 

Person 
Responsible 

1. Uploads 
requirements on 
SEZAD 
Information 
System 
(SEZRIS) 

l.a If SEZRIS is 
unavailable. 
complete 
requirements 
are submitted to 
the OSAC 
Processor 

1.1 Checks and 
Validates Submitted 
Requirements. 

1.1.a If SEZRIS is 
unavailable. 
endorses the 
application to the 
SEZAD Manager 

None 

None 

5 Minutes 

3 Minutes 

One Stop Action 
Center Processor 

SEZAD 

1.2 Reviews and 
approves Request 

None 3 Minutes . SEZ/OSAC 
Manager 
SEZAD 

1.3 Makes 
assessment of Fees - 
Locator is notified 
through email and 
view the assessment 
in SEZRIS 

None 3 Minutes OneStopAction 
Center Processor 

SEZAD 

OFFICE 

RECEIVED 

DATE 

I, 
or rtproduced without written authorily from the  JHIvIC- Managenieni. 

Department!Divisionflinit 
Classification  
Type of Transaction 
Who may avail 

SEZAD 
Simple 
G2C — Government to Citizen 
Locators Within JHSEZ 

STAMP 
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JOHN HAY MANAGEMENT CORPORATION Document Code JHMC-CC-SEZAD-007 

CITIZEN'S CHARTER Revision Number 0 

APPLICATION FOR PERMIT TO BRING 
OUT FOR LOCATORS- LOCAL ARTICLES 

FOR PERMANENT PULL-OUT 

Page Number Page 2 of 3 

Effectivity Date 09 December 2022 

Client Steps SEZAD Actions Fees to 
be paid 

Processing 
Time 

Person 
Responsible 

1 .3a If SEZRIS is 
unavailable, issues 
printed assessment 
of fees 

2 Minutes 

2. Pays the 
assessed fees 
to the 
Authorized 
Collecting 
Officer at the 
CCA. 

*Make  sure to 
secure the OR 
for the payment 
made. 

*Make  sure to 
print permit if 
the payment is 
made. 

2. Accepts the 
payment and Enter 
Payment Details in 
SEZRIS 

PHP 
432.00 

3 Minutes Customs 
Compliance 

Officer 
SEZAD 

OR 

Customs 
Compliance 

Assistant 
SEZAD 

3. Receives 
Official Receipt 

PBO may be 
printed from the 
locators 
account in 
SEZRIS 

3. Issues the Official 
Receipt 

If SEZRIS is 
unavailable, 
endorses payment 
details to OSAC 
Processor 

If SEZRIS is 
unavailable, fills-up 
accountable forms 
then endorses to 
SEZAD Manager for 
signature 

None 

None 

2 Minutes 

5 Minutes 

Customs 
Compliance 

Officer 
SEZAD 

OR 

Customs 
Cornpliance 

Assistant 
SEZAD 

One Stop Action 
Center Processor 

SEZAD 

Important: This manual is exclush'ek owned hr the .Jo/n, Hay /t'lanagci,wnt Corporatio,, (JHMC). No portioii may be copied 
or reproduced without written authoriti from the JHftvfC- Mwwgernent. 
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RECEIVED 

DATE 



• . 
JOHN HAY MANAGEMENT CORPORATION Document ('ode JHMC-CC-SEZAD-007 

4)• .4.4. r...4d.. 

J}IIMIC 
— 

CITIZEN'S CHARTER Revision Number 0 

APPLICATION FOR PERMiT TO BRING- 
OUT FOR LOCATORS- LOCAL ARTICLES 

FOR PERMANENT PULL-OUT 

Page Number Page 3 of  3 

Effectivity Date 09 December 2022 

Chord Steps SEZAD Actions Fees to 
bepaid 

Processing 
Time 

Person 
Responsible 

If SEZRIS is 
unavailable, signs 
permit 

None 3 Minutes SEZ/OSAC 
Manager 
SEZAD 

4.lf SEZRIS is 
unavailable, 
receives PBO 

4. Issues the PBO None 2 Minutes One Stop Action 
Center Processor 

SEZAD 
TOTAL IF PROCESSED IN SEZRIS: PHP 

432.00 
15 Minutes 

TOTAL IF PROCESSED MANUALLY: PhP 
432.00 

30 Minutes 

important: This manual is exchsively owned by the .Io/m Hay Managemeii Corporation (JHMC). No portion may be copied 
or reproduced without ;.'riggen aulhorit)'from the JHMC- Management.  
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SEZAD 
Simple 
G2C — Government to Citizen 
Locators Within JHSEZ 

DepartmentlDivisionlUnit   
Classification 
Type of Transaction 
Who may avail   

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
1. Letter of Intent To be provider by the Locator 

.4b. 
.4 

r,4u,,I... 
JOHN HAY MANAGEMENT CORPORATION Document Code JHMC-CC-SEZAD-008 

tflr. S. rn.M.a. 

CITIZEN'S CHARTER Revision Number 0 

APPLICATION FOR PERMIT TO BRING- 
OUT FOR LOCATORS- TEMPORARY 

TRANSFER 

Page Number Page 1 of 3 

Effectivity Date 09 December 2022 

8. APPLICATION FOR PERMIT TO BRING-OUT FOR LOCATORS-
TEMPORARY TRANSFER 

A Permit to Bring-Out Local Articles is issued to Business Enterprises who may 
bring-out from the John Hay Special Economic Zone their tools and equipment or 
furniture and fixture but intend to return the article inside the economic zone within 
one (1) month 

Client Steps SEZAD Actions Fees to 
be paid 

Processing 
Time 

Person 
Res onsible 

1. Uploads 
requirements on 
SEZAD Information 
System (SEZRIS) 

l.a If SEZRIS is 
unavailable, 
complete 
requirements are 
submitted to the 
OSAC Processor 

1.1 Checks and 
Validates 
Submitted 
Requirements. 

l.la If SEZRIS is 
unavailable, 
endorses the 
application to the 
SEZAD Manager 

None 

None 

5 Minutes 

3 Minutes 

One Stop 
Action Center 

Processor 
SEZAD 

1.2 Reviews and 
approves 
Request 

None 3 Minutes SEZJO SAC 
Manager 
SEZAD 

1.3 Makes 
assessment of 
Fees - Locator is 
notified through 
email and view 
the assessment in 
SEZRIS 

1.3a If SEZRIS is 
unavailable, 
issues printed 

None 

None 

2 Minutes 

2 Minutes 

One Stop 
Action Center 

Processor 
SEZAD 

Important: This iianual is exclusively owned by i/ic Jo/rn Hay Management Corporation (JHMC). No portion may be copied 
or reproduced without written authority from tile JHMC- Managemem. 

OFFICE 

RECEIVED 

DATE 



vaw. 
JOHN HAY MANAGEMENT CORPORATION Document Code JHMC-CC-SEZAD-008 

Sk. .(.h. P..â. 

CITIZEN'S CHARTER Revision Number 0 

APPLICATION FOR PERMIT TO BRING- 
OUT FOR LOCATORS- TEMPORARY 

TRANSFER 

Page Number Page 2 of 3 

Effectivity Date 09 December 2022 

Client Steps SEZAD Actions Fees to 
be paid 

Processing 
Time 

Person 
Responsible 

assessment of 
fees 

2. Pays the assessed 
fees to the 
Authorized Collecting 
Officer at the CCA. 

*Make  sure to secure 
the OR for the 
payment made. 

*Make  sure to print 
permit if the payment 
is made. 

2. Accepts the 
payment and 
Enter Payment 
Details in SEZRIS 

PHP 
432.00 

3 Minutes Customs 
Compliance 

Officer 
SEZAD 

OR 

Customs 
Compliance 

Assistant 
SEZAD 

3. Receives the OR. 

PBO may be printed 
from the locator's 
account in SEZRIS 

3. Issues the OR 

3.a If SEZRIS is 
unavailable, 
endorses 
payment details 
to OSAC 
Processor 

3.b If SEZRIS is 
unavailable, fills- 
up accountable 
forms then 
endorses to 
SEZAD Manager 
for signature 

None 

None 

2 Minutes 

5 Minutes 

Customs 
Compliance 

Officer 
SEZAD 

OR 

Customs 
Compliance 

Assistant 
SEZAD 

One Stop 
Action Center 

Processor 
SEZAD 

Important: This imnnia/ is exclusively owned 1w 1/ze John Hay Managenie,it Corporation (JHMC). No portion may be copied 
or reproduced %t':I/io sit written auihorhy from i/se JHM( Management. 
OFFICE 

RECEIVED 

DATE 
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JOHN HAY MANAGEMENT CORPORATION Document Code J1-IMC-CC-SEZAD-008 
flUh Pn.ad.* 

CITIZEN'S CHARTER Revision Number 0 

APPLICATiON FOR PERMIT TO BRING- 
OUT FOR LOCATORS- TEMPORARY 

TRANSFER 

Page Number Page 3 of 3 

Effectivity Date 09 December 2022 

Client Steps SEZAD Actions Fees to 
be paid 

Processing 
Time 

Person 
Responsible 

3.c If SEZRIS is 
unavailable, signs 
permit 

None 3 Minutes SEZIOSAC 
Manager 
SEZAD 

4.lf SEZRIS is 
unavailable, receives 
PBO 

4. Issues PBO None 2 Minutes One Stop 
Action Center 

Processor 
SEZAD 

TOTAL IF PROCESSED IN SEZRIS: PHP 
432.00 

15 Minutes 

TOTAL IF PROCESSED MANUALLY: 30 Minutes 

The Customs Compliance Officer (CCO) / Customs Compliance Assistant (CCA) are 
duly authorized employees by virtue of S. 0. 20, series of 2012, to receive payments 
and issue Official Receipts in the course of the performance of the department's 
function. 

Important: This manual is exclusii'ely owned by the .loh;, Hay Munageinent ('orporalion (IHMC). No portion may be copied 
or reproduced without wrillen authority from  the JHMC- Management.  
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DATE 



De. artmentlDivisionlUnit 
Classification 
Type of Transaction 
Who may avail 

STAMP 
UNCONTROLLED 

J}iNIIC 

flnM JOHN HAY MANAGEMENT CORPORATION Document Code JHN'IC..CC..SEZADOO9 Iv 

CITIZEN'S CHARTER Revision Number 0 

APPLICATION FOR PERMIT TO BRING- 
OUT FOR STAKEHOLDERS 

Paue Number Page I of 3 
Effectivity Date 09 December 2022 

9. APPLICATION FOR PERMIT TO BRING-OUT FOR 
STAKEHOLDERS 

A Permit to Bring-Out Local Articles is issued to an exhibitor, participant in a Bazaar 
or Trade Fair or stakeholder who may bring-out from the John Hay Special Economic 
Zone their tools and equipment or furniture and fixture but intend to return the 
article/s inside the economic zone within one (1) month 

SEZAD 
Simple 
G2C — Government to Citizen 
Residents, Exhibitors, Bazaar. Concessionaires, and 
Contractors Within JHSEZ 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Document Number of previously issued To be provided by the Client 
Type A Permits to the Stakeholder 

OR 

Notarized Certificate of Ownership To be provided by the Client 

Client Steps SEZAD Actions Fees to be 
paid 

Processing 
Time 

Person 
Responsible 

1.  Creates account 
in SEZRIS then 
uploads 
requirements 

l.a If SEZRIS is 
unavailable, 
complete 
requirements are 
submitted to the 
OSAC Processor 

1.1 Checks and 
Validates 
Submitted 
Requirements. 

1.la If SEZRIS is 
unavailable, 
endorses the 
application to the 
SEZAD Manager 

None 

None 

5 Minutes 

3 Minutes 

One Stop 
Action Center 

Processor 
SEZAD 

1.2 Reviews and 
approves Request 

None 4 Minutes SEZ/O SAC 
Manager 
SEZAD 

1.3 Makes 
assessment of 
Fees- Locator is 

None 2 Minutes One Stop 
Action Center 

Processor 

Important: This maniaF is excIusivt'/ oined h; file John Hay Managen7e?1! Corporation (JHM('). No portion may be copied 
or reproduced without written auhiwrllyfro?n the JHII'IC- Managenwnt. 

Let11 r Fs ir++ To be provided by the Resident 
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DATE 
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MJ 
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JI-IiN4C 
r..a... JOHN HAY MANAGEMENT CORPORATION Document Code JT-IMC-.CC-SEZAD-009 

CITIZEN'S CHARTER Revision Number 0 

APPLICATION FOR PERMIT TO BRING- 
OUT FOR STAKEHOLDERS 

Page Number Page  2 of  3 

Effectivity Date 09 December 2022 

Client Steps SEZAD Actions Fees to be 
paid 

Processing 
Time 

Person 
Responsible 

notified through 
email and view the 
assessment in 
SEZAD 
Information 
System (SEZRIS) 

1.3a If SEZRIS is 
unavailable, issues 
printed 
assessment of 
fees 

None 2 Minutes 

SEZAD 

2. Pays the 
assessed fees to 
the Authorized 
Collecting Officer 
at the CCA. 

*Make  sure to 
secure the OR for 
the payment 
made. 

2. Accepts 
payment and 
issues OR 

PHP 
432.00 

2 Minutes Customs 
Compliance 

Officer 
SEZAD 

3. Receives the 
OR. 

PBO may be 
pnnted from the 
stakeholder's 
account in SEZRIS 

3. Issues the OR 
and enters 
payment details in 
SEZRI S 

3.a If SEZRIS is 
unavailable, 
endorses payment 
details to OSAC 
Processor 

3.b If SEZRIS is 
unavailable, fills-up 
accountable forms 
then endorses to 
SEZAD Manager 
for signature 

None 

None 

' 2 Minutes 

5 Minutes 

Customs 
Compliance 

Officer 
SEZAD 

OR 

Customs 
Compliance 

Assistant 
SEZAD 

One Stop 
Action Center 

Processor 
SEZAD 

SEZ/OSA C 
Manager 

I,nportan(: /7uv manual is exclusive/v owned hr the John Hay Maiageme,ut Corporation (JHMC). No portion ,na lie copied 
or reprxluced wit/lout n'rjltcn authority from  the JHA.K'- Mauagenwni. 
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DATE 



J}IIv1IC 
- r...ld... JOHN HAY MANAGEMENT CORPORATION Document Code JHMC-CC-SEZAD-009 at.a 

CITIZEN'S CHARTER Revision Number 0 

APPLiCATION FOR PER11IT TO BRING- 
OUT FOR STAKEHOLDERS 

Page Number Page 3 of 3 
Effectivity Date 09 December 2022 

Client Steps SEZAD Actions Fees to be 
paid 

Processing 
Time 

Person 
Responsible 

3.c If SEZRIS is 
unavailable, signs 
permit 

None 3 Minutes SEZAD 

4. If SEZRIS is 
unavailable, 
receives PBO 

4. Issues PBO None 2 Minute One Stop 
Action Center 

Processor 
SEZAD 

TOTAL IF PROCESSED IN SEZRIS: PHP 432.00 15 Minutes 

TOTAL IF PROCESSED MANUALLY: PHP 432.00 30 Minutes 

The Customs Compliance Officer (CCO) I Customs Compliance Assistant (CCA) are 
duly authorized employees by virtue of S. 0. 20. series of 2012. to receive payments 
and issue Official Receipts in the course of the 

Important: This mammal is exclusive/v  owned by the  John Hay Management Corpora/lw, (JHMC). No portion may be copied 
or reprodzwed without  written aullwriiy from the  JHMC-  Management.  
OFFiCE 

RECEIVED 

DATE 



For Application of Permit: 

To submit application in SEZRIS 

For Inspection: 

Permit previously issued by JHMC 

To be verified by OSAC Processor 

To be verified by CCO/CCA with OSAC 
Processor 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

as. 

JT]IIN1IC 

rn.la* JOHN HAY MANAGEMENT CORPORATION Document Code J}IMC-CC-SEZAD-OI0 .%n 

CITIZEN'S CHARTER Revision Number 0 

REQUEST FOR OVERTIME FROM 
LOCATORS 

Page Number Page I  of 3 

Effectivity Date 09 December 2022 

10. REQUEST FOR OVERTIME FROM LOCATORS 

A Business Enterprise may request for overtime to process permits and/or to inspect 
articles entering or leaving JHSEZ beyond the regular working hours. 

Department/Division/Unit : SEZAD 
Classification : Simple 
Type of Transaction : G2C — Government to Citizen 
Who may avail : All Locators Bringing-In and Bringing-Out Articles for 

Inspection In and From JHSEZ Beyond Regular 
Office Hours. 

Client Steps SEZAD Actions Fees to be 
paid 

Processing Person 
Time Responsible 

1. Applies request 
on SEZAD 
Information System 
(SEZRIS) 

l.a If SEZRIS is 
unavailable, 
complete 
requirements are 
submitted to the 
Customs 
Compliance 
Assistant 

1.1 Checks and 
Validates 
Submitted 
Requirements 

None 5 Minutes Customs 
Compliance 

Assistant 
SEZAD 

1.2 Endorsement 
for Approval 

None 1 Minute Customs 
Compliance 

Officer 
SEZAD 

1.3 Reviews and 
approves the 
request. 

None 3 Minutes SEZIOSAC 
Manager 
SEZAD 

1.4 Assessment of 
Fees- Locator is 
notified through 
email and view the 
assessment in 
SEZRIS 

I 4a If SEZRIS is 
unavailable, issues 

None 2 Minutes Customs 
Compliance 

Officer 
SEZAD 

OR 

I,nportant: 77n.s manual is exclusively ow,,ed hr the .Io1ziz Hay Managetnent Corporalion (JHMC). No portion nay he copied 
or reproduced 11zt/IouI tritk'n withorny from the JHMC- Management. 
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JOHN HAY MANAGEMENT CORPORATION Document Code JI-IMC-CC-SEZAD-O!0 • . 

JIEIINIIC CITIZEN'S CHARTER Revision Number 0 

REQUEST FOR OVERTIME FROM 
LOCATORS 

Page Number Page 2 of 3 

Effectivity Date 09 December 2022 

Client Steps SEZAD Actions Fees to be 
paid 

Processing 
Time 

Person 
Responsible 

printed 
assessment of 
fees 

Customs 
Compliance 

Assistant 
SEZAD 

2. Pays the 
assessed fees to 
the Authorized 
Collecting Officer at 
theCCA. 

*Make  sure to print 
the permit if the 
payment is made, 

2. Accepts the 
payment and Enter 
Payment Details in 
SEZRIS 

2.a If SEZRIS is 
unavailable, fills- 
up  accountable 
forms then 
endorses to 
SEZAD Manager 
for signature 

2.b If SEZRIS is 
unavailable, signs 
permit 

Regular 
days: 
5PM- 
10PM: 
PHP 

172.55/hr 

10PM- 
6AM: PHP 
189.60/hr 

I Weekends 
and 

Holidays: 
Minimum 
of 4 hours 

6AM- 
10PM: 
PHP 

179.45/hr 

10PM- 
6AM: PHP 
197.39/hr 

2 Minutes 

5 Minutes 

3 Minutes 

Customs 
Compliance 

Officer 
SEZAD 

OR 

Customs 
Compliance 

Assistant 
SEZAD 

SEZIOSAC 
Manager 
SEZAD 

3. Receives the OR 

*Ovet.time  Form 
may be printed 
from the locator's 
account in SEZRIS 

3. Issues the OR None 2 Minutes Customs 
Compliance 

Officer 
SEZAD 

OR 

Customs 
Compliance 

Assistant 
SEZAD 

4.lf SEZRIS is 
unavailable, 

4. Issues Overtime 
Form 

None 2 Minutes Customs 
Compliance 

Assistant 

Important: This manual is erclu.sii'e/y owned h; the Jo/n; Hay Management Corpora/ion (JHMC). No portion may be copied 
or reproduced without written wnhoriiy from ,lit .JHMC- Managenwu,. 
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JOHN HAY MANAGEMENT CORPORATION Document Code JHMC-CC-SEZAD-010 em,.... 

J}]]VI 
.. r...ia.... 

C CITIZEN'S CHARTER Revision Number 0 

REQUEST FOR OVERTIME FROM 
LOCATORS 

Page Number Page 3 of 3 

Effectivity Date 09 December 2022 

Client Steps SEZAD Actions Fees to be 
paid 

Processing 
Time 

Person 
Responsible 

receives Overtime 
Form 

SEZAD 

TOTAL IF PROCESSED IN SEZRIS: Regular 
days: 
5PM- 

10PM: 
PHP 

172.55/hr 
10PM- 

6AM: PHP 
189.60/hr 

Weekends 
and 

Holidays: 
Minimum 
of 4 hours 

6AM- 
10PM: 
PHP 

179.45/hr 

10PM- 
6AM: PHP 
197.39/hr 

15 Minutes 

TOTAL IF PROCESSED MANUALLY: 25 Minutes 

The Customs Compliance Officer (CCO) / Customs Compliance Assistant (CCA) are 
duly authorized employees by virtue of S. 0. 20, series of 2012, to receive payments 
and issue Official Receipts in the course of the performance of the department's 
function. 

Imporfant: This tnaival is cxcijisi vely owiiec/ by the Jo/i,, Ha)' Matiageine,;: Corporalion (JHMC,). No ponion may be copied 
or reproduced without wriIlei azithori ty from the JHMC- Managen;e,i:.  
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CHECKLIST OF REQUIREMENTS 

  

 

WHERE TO SECURE 

  

JHMC Application Form SEZAD- Labor Center, CCA 

Photo: 2x2 with white background, taken To be provided by the employee- 
within six (6) months prior to application I applicant. 
(1 colored copy)   

JOHN HAY MANAGEMENT CORPORATION Document Code JHMC-CC-SEZAD-OI I 

JIHIi1VIC 
• .""' 

CITIZEN'S CHARTER Revision Number 0 

REQUEST FOR IDENTIFICATION CARD (ID) 
FOR JHSEZ EMPLOYEES 

Page Number Page 1 of 2 

Effectivity Date 09 December 2022 

11.REQUEST FOR IDENTIFICATION CARD (ID) FOR JHSEZ 
EMPLOYEES 

All employees within the John Hay Special Economic Zone shall apply for a JHSEZ 
ID to properly account and monitor all employees working inside the economic zone. 

The Labor Center may accept and process a maximum often (10) applications for ID 
Card per day. 

Department/Division/Unit SEZAD 
Classification : Simple 
Type of Transaction G2C — Government to Citizen 
Who may avail : All Employees Within JHSEZ 

Client Steps SEZAD Actions Fees to 
be paid 

Processing 
Time 

Person 
I  Res  •  onsible 

1.Submits 
requirements to 
Labor Center 
Processor 

1.1 Checks and 
Validates 
Submitted 
Re. uirements. 

None 3 hours Labor Center 
Processor 

SEZAD 

t2 Reviews and 
approves the 
request. 

None 30 Minutes SEZ/O SAC 
Manager 
SEZAD 

1.3 Makes 
assessment of 
Fees 

Note: Locator is 
notified through 
email and view the 
assessment in 
SEZRIS 

None 10 Minutes Labor Center 
Processor 

SEZAD 

2. Pays the 
assessed fees to 
the Authorized 
Collecting Officer 
at the CCA. 

2. Accepts the 
payment and 
enters payment 
details in SEZRIS 

PHP 
120.00 

10 Minutes Customs 
Compliance 

Officer 
SEZAD 

Important: This inainial is exclusively owned hi' the John Har Management Co,poragion (Jl-IMC). No portion mcv be copied 
or reproduced without written authority fronu the .JH.MC- Managememut. 
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JOHN HAY MANAGEMENT CORPORATION Document Code J}IMC-CC-SEZAD-0I I 

CiTIZEN'S CHARTER Revision Number 0 

REQUEST FOR IDENTIFICATION CARD (ID) 
FOR JHSEZ EMPLOYEES 

Page Number Page 2 of 2 

Effectivity Date 09 December 2022 

Client Steps SEZAD Actions Fees to 
be paid 

Processing 
Time 

Person 
Responsible 

*Make  sure to 
secure the OR for 
the payment 
made. 

OR 
Customs 

Compliance 
Assistant 
SEZAD 

3. Receives the 
OR 

3.1 Issues the OR None 5 Minutes Customs 
Compliance 

Officer 
SEZAD 

OR 

Customs 
Compliance 

Assistant 
SEZAD 

3.2 Prepares, 
edits/adjusts 
background color 
of the photo and 
prints the ID 

None 2 Days Labor Center 
Processor 
SEZAD 

3.3 Notifies the 
Locator of the 
availability of the 
printed IDs. 

None 4 Hours Labor Center 
Processor 
SEZAD 

4. Receives the ID 4. Issues the ID None 5 Minutes Labor Center 
Processor 
SEZAD 

TOTAL: PHP 
120.00 

3 Days 

The Customs Compliance Officer (CCO) / Customs Compliance Assistant (CCA) are 
duly authorized employees by virtue of S. 0. 20, series of 2012, to receive payments 
and issue Official Receipts in the course of the performance of the department's 
function. 

Important: This manual is exclusive/v owneduiw John i-iay Management Corporation (JHMC). No portion may be copied 
or reproduced without written aztthoriiy from the fl-IA-IC- Management.  
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CHECKLIST OF REQUIREMENTS 

  

 

WHERE TO SECURE 

  

JHMC Application Form SEZAD- Labor Center, CCA 

N)H% 
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JOHN HAY MANAGEMENT CORPORATION Document Code JHMC-CC-SEZAD-012 

fl.4I*pl*.. 

lvi 

Iwvsri I*lIk%IlA 

Revision Number 0 MI CITIZEN S CHARTER 

REQUEST FOR MANPOWER FROM 
ACCREDITED! REGISTERED BUSINESS 

ENTERPRISES (RBEs) 

Page Number Page I of I 

Effectivity Date 09 December 2022 

12. REQUEST FOR MANPOWER FROM ACCREDITED! REGISTERED 
BUSINESS ENTERPRISES (RBEs) 

All Locators within the John Hay Special Economic Zone may request from the Labor 
Center to assist locators in their manpower needs. 

DepartmentlDivisionlUnit : SEZAD 
Classification : Simple 
Type of Transaction : G2C — Government to Citizen 
Who may avail : All Locators! accredited RBEs Within JHSEZ 

Client Steps SEZAD Actions Fees to 
be paid 

Processing 
Time 

Person 
Responsible 

1. Submits 
application form 
to Labor Center 
Processor 

1.1 Checks and 
Validates request. 

None 1 Hour Labor Center 
Processor 

SEZAD 
1.2 Job matching and 
checks availability of 
resume! database 

None 2 Days Labor Center 
Processor 

SEZAD 
Endorses for 
approval. 

None 4 Hours Labor Center 
Processor 

SEZAD 
1.3 Approval of 
Endorsement 

None 2 Hours SEZIOSAC 
Manager 
SEZAD 

2. Receives 
approved 
request. 

2. Sends request to 
Locator 

None 1 Hour Labor Center 
Processor 

SEZAD 
TOTAL: 0.00 3 Days 

The Customs Compliance Officer (CCO) / Customs Compliance Assistant (CCA) are 
duly authorized employees by virtue of S. 0. 20, series of 2012, to receive payments 
and issue Official Receipts in the course of the performance of the department's 
function. 

Important: lizis manual is exchisively owned by the John Hay A'fanageineni Corporation (JHMC). No portion map he copied 
or reproduced without written authority from the JHMC- Managemneni. 
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JOHN HAY MANAGEMENT CORPORATION Document Code JHMC-CC-SEZAD-013 

CITIZEN'S CHARTER Revision Number 0 

J}IiN'IC REQUEST FOR AN ORIENTATION ON 
CREATE, ACCREDITATION POLICY, 

LABOR CENTER POLICY, CAO 298 AND 
OSAC MANUAL 

Page Number Page 1 of I 

Effectivity Date 09 December 2022 

13. Request for an Orientation on CREATE, Accreditation Policy, 
Labor Center Policy, CAO 2-98 and OSAC Manual. 

Department/Division/Unit : SEZAD 
Classification : Simple 
Type of Transaction : G2B, G2G and G2C 
Who may avail : All new locators within JHSEZ. 

Any government agency or anybody who 
request for an orientation. 

may 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE  
LLeer of Intent or Verbal Request To be provided by applicant 

Client Steps SEZAD Actions Fees to 
be paid 

Processing 
Time 

Person 
Responsible 

1. Submit Letter of 
Intent 

1.1 Receives 
requirement 

None 10 Minutes Labor Center 
Processor 

SEZAD 
1.2 Conducts the 
Orientation 

None 1 Hour SEZ/O SAC 
Manager, 
Customs 

Compliance 
Officer, and 

Labor Center 
Processor 

SEZAD 
2. Receives 
Certificate of 
Participation 

2. Issues the 
Certificate of 
Participation 

None 10 Minutes Labor Center 
Processor 

SEZAD 
TOTAL: None IHourlO 

Minutes 

Iniportant: 7/us iiia,iiial is exclusively  owned b 1/ic John Hay Manageineiti Corporaijo;, (JHMC). No po,iion may be copied 
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DepartmentIDivisionlUnit SEZAD 
Classification 

_Type of Transaction 
Simple 
G2B 

 

I Locators within JHSEZ Who may avail 

J}HvIC 
'-'' 

JOHN HAY MANAGEMENT CORPORATION Document Code JHMC-CC-SEZAD-014 

CITIZEN'S CHARTER Revision Number 0 

REQUEST FOR CREATION OF ACCOUNT IN 
SEZRJS 

Page Number Page 1 of I 

Effectivity Date 09 December 2022 

14. Request for Creation of Account in SEZRIS 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
Letter of Intent To be provided by Locator 
Letter of Authorization, if applicable To be provided by Locator 
Application Form SEZAD (Labor Center Processor) 
Contract  - To be provided by the Locator 

Client Steps SEZAD Actions Fees to 
be paid 

Processing 
lime 

Person 
Responsible 

1. Submits the 
requirements 

1.1 Reviews and 
verifies requirements 

None 20 Minutes Labor Center 
Processor 

SEZAD 
1.2 Creates Account 
in Special Economic 
Zone Information 
System (SEZRIS) 

None 30 Minutes Labor center 
Processor 

SEZAD 

1 Receives Account 
Details 

2. Issues the Account 
Details 

None 10 Minutes Labor Center 
Processor 

SEZAD 
TOTAL: None 1 Hour 

Important: llzix ?naima/ is exclusively owned by the Jo/ni Hay Management Corporation (JHMC). No portion may be copied 
or reproduced wit/lan! wrinen anihoriiy from the JHMC- Management.  
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Department/Division/Unit  
Classification 
Type of Transaction 

SEZAD- Accreditation Center 
Highly Technical 
G2B- Government to Business 

Who may avail Business Enterprises within JHSEZ 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
Duly Accomplished Application Forms DOF-FI RB FIRMS (firms.firb. gov. ph/login) 
JHMC Application Form (1 Copy) SEZAD-Registration and Accreditation 

Center, CCA 
Board Resolution of Duly Authorized 
Signatories and their Profile  

Provided by the Business Enterprise 

Endorsement Letter from Principal 
Locator (As Applicable)  
Other Documents or information as may 
be required under the SIPP, IPA, or FIRB 
(item C, Sec 4, Rule 6, IRR RA 11534)  

Provided by the Business Enterprise 

Provided by the Business Enterprise 

JOHN HAY MANAGEMENT CORPORATION Document Code JHMC-CC-SEZAD-015 

J}]]VIC CITIZEN'S CHARTER Revision Number 0 

APPLICATION FOR NEW CERTIFICATE OF 
REGISTRATION 

Page Number Page i of 7 

Effectivity Date 09 December 2022 

15. APPLICATION FOR NEW CERTIFICATE OF REGISTRATION 

A Certificate of Registration is issued to a qualified Business Enterprise who may 
operate an economic activity within the John Hay Special Economic Zone. A Business 
Enterprise issued with a Certificate of Registration may enjoy tax incentives provided 
under the Corporate Recovery and Tax Incentives for Enterprises Act (CREATE). A 
COR is valid for three (3) years. 

Client Steps SEZAD Actions Fees to 
be paid 

Processing 
Time 

Person 
Responsible 

1.Fills up Forms 1.'lChecks the None 1 Day Labor Center 
FIRMS (Fiscal Completeness and Processor 
Incentives reviews the submitted designated 
Registration and Documents. as 
Monitoring System Registration 
(flrms.firb.gov.ph/Io  
gin) and 

1.1 a If incomplete, 
notifies the applicant 

and 
Accreditation 

simultaneously through email to Officer 
submits JHMC 
requirements 

submit complete 
requirements. 

SEZAD 

1.2 Issues the None 4 Hours Labor Center 
Assessment for 
Registration Fee 

Processor 
designated 

as 
Registration 

and 
Accreditation 

Officer 
Important: This manna/is exch,sive4' owned by the John Hay Management Corporation (JJ-IMC). No portia,, may be copied 
oi repmdiict'd without written azuihorizy from the JI-!MC- Management.  
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JOHN HAY MANAGEMENT CORPORATION Document Code JHMC-CC-SEZAD-015 

J}I1V1IC CITIZEN'S CHARTER Revision Number 0 

APPLICATION FOR NEW CERTIFICATE OF 
REGISTRATION 

Page Number Page 2 of 7 

Effectivity Date 09 December 2022 

Client Steps SEZAD Actions Fees to 
be paid 

Processing 
Time 

Person 
Responsible 

SEZAD 
2.Payment of fees 
at CCA 

2.1 Accepts the 
Payment 

USD 
288 

(non- 
refunda- 

ble) 

1 Hour Cashier 
FSD 

OR 

Customs 
Compliance 

Officer 
SEZAD 

OR 

Customs 
Compliance 

Assistant 
SEZAD 

2.2 Issues the Official 
Receipt 

None Cashier 
FSD 

OR 

Customs 
Compliance 

Officer 
SEZAD 

OR 

Customs 
Compliance 

Assistant 
SEZAD 

2.3 Conducts an initial 
impact evaluation and 
ex-ante cost benefit 
analysis 

2.3a If incomplete, 
notifies the applicant 
through email to 
submit additional 

None 5 Days Labor Center 
Processor 
designated 

as 
Registration 

and 
Accreditation 

Officer 
SEZAD 

Important: This manual is exclusively owned by the John I-lay Management Corporation (JHMC). No portion may be copied 
or reproduced without wrillel: authority from the il-/MG- Management.  
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J}II4IC 
JOHN HAY MANAGEMENT CORPORATION Document Code JHMC-CC-SEZAD-015 

CITIZEN'S CHARTER Revision Number 0 

APPLICATION FOR NEV CERTIFICATE OF 
REGISTRATION 

Page Number Page 3 of 7 

Effectivity Date 09 December 2022 

Client Steps SEZAD Actions Fees to 
be paid 

Processing 
Time 

Person 
Responsible 

requirements to 
Registration Officer. 

2.4 Submits 
requirements and ex-
ante CBA to SEZAD 
Manager for review 
and verification 
2.5 Reviews 
requirements and ex- 
ante CBA Summary 
and prepares CSW 

*May require applicant 
through email to 
submit additional 
requirements to 
Registration Officer. 

2.5a If capital 
investment of 
applicant is above 1B, 
prepares 
endorsement to FIRB 
for BOD approval. 

Note: Other 
documents or 
in formation may be 
required under the 
S/PP, the IPA orby 
F/RB 

None 5 Days SEZIOSAC 
Manager 
SEZAD 

2.6 Presents the CSW 
to the Man Corn for 
endorsement to the 
BOO 

None I Day SEZIOSAC 
Manager 
SEZAD 

2.7 Notifies the Labor 
Center Processor of 
the action of the 
ManCom 

SEZIOSAC 
Manager 
SEZAD 

2.8 Notifies the 
applicant of the status 
of application 

None I  Day Labor Center 
Processor 
designated 

as 
Important: This manual is exclusive/v owned by the John Hay Manage,,zent Corporation  (JHMC). No portion may be copied 
or reproduced ,ithuui wrillen auh/zority from she JHM(- Ma, iagemenl.  
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JT-IiN'IC 

JOHN HAY MANAGEMENT CORPORATION Document Code JI-IMC-CC-SEZAD-015 

CITIZEN'S CHARTER Revision Number 0 

APPLICATION FOR NEW CERTIFICATE OF 
REGISTRATION 

Page Number Page 4 of 7 

Effectivity Date 09 December 2022 

Client Steps SEZAD Actions Fees to 
be paid 

Processing 
Time 

Person 
Responsible 
Registration 

and 
Accreditation 

Officer 
SEZAD 

2.9 Presents the  CSW 
to BOD for the 
approval of the 
following: 
a.COR 
b. Registration 
Agreement 
c. Authority of PCEO 
to Sign COR, 
Registration 
Agreement 
d. Authority of 
SEZIOSAC Manager 
to sign CETI or Letter 
of Denial 

OR 

a. Notice of Denial 
b. Authority to sign 
Notice of Denial 

OR 

a. Endorsement to 
FIRB for capital 
investment above 1 B 

None 1 Day Vice 
President and 

Chief 
Executive 

Officer 
OVPCOO 

OR 

SEZIOSAC 
Manager 
SEZAD 

2.10 Notffies the 
Labor Center 
Processor of the 
action of the BOD 

None I Day SEZ/OSAC 
Manager 
SEZAD 

Notifies the applicant 
of the status of 
application 

None 1 day Labor Center 
Processor 
designated 

as 
Registration 

and 
Accreditation 

Officer 
Important: This mwma/ is  exiJusi rely owned hr the John Hay Mamigeint'iit  Corporation  (.JHMC). No porlion may be copied 
or reproduced wit/loll! authority from the ./HM(- M'aiiageme;:i. 
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JI-IiN4 C 
JOHN HAY MANAGEMENT CORPORATiON Document Code ThMC-CC-SEZAD-015 

CITIZEN'S CHARTER Revision Number 0 
- 

APPLICATION FOR NEW CERTIFiCATE OF 
REGISTRATION 

Page Number Page of 7 

Effectivity Date 09 December 2022 

Chent Steps SEZAD Actions Fees to 
be paid 

Processing 
Time 

Person 
Res  •  onsible 

SEZAD 
2.11 Coordinates with 
OCS for the Board 
Resolution Number 
then inputs in: 
COR 

OR 

Notice of Denial 

OR 

Endorsement Letter to 
FIRB for capital 
investment of more 
than lB 

None 4 Hours Labor Center 
Processor 
designated 

as 
Registration 

Officer 
SEZAD 

2.12 Prints and 
Forwards either: 

COR and Registration 
Agreement 

OR 

Notice of Denial to 
PCEO for signature 

OR 

Endorsement Letter to 
FIRB for capital 
investment of more 
than lB 

None 4 Hours Labor Center 
Processor 
designated 

as 
Registration 

Officer 
SEZAD 

2.13 Reviews and 
signs, either: 

COR and Registration 
Agreement 

OR 

Notice of Denial 

None 1 Day President and 
Chief 

Executive 
Officer 

OPCEO 

Important: i/us mainial is exdusive/r owned by tile Jo/us Hay Management Coiporation (JHMC). No portion may be copied 
or reproduced nit/soul written authority from the JHA'IC- Management. 
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— TROLLED 
STAMP 

JOHN HAY MANAGEMENT CORPORATION Document Code JHMC-CC-SEZAD-W5 

J}IiN4C CITIZEN'S CHARTER Re,ision Number 0 

APPLICATION FOR NEW CERTIFICATE OF 
REGISTRATION 

Page Number Page 6 of 7 
Effectivity Date 09 December 2022 

Client Steps SEZAD Actions Fees to 
be paid 

Processing Person 
Time eponsibIe 

OR 

Endorsement Letter to 
FIRB for capital 
investment of more 
than lB 
2.14 Receives the 
signed documents: 

For COR and 
Registration 
Agreement, returns to 
LCP 

OR 

For Endorsement 
Letter to FIRB for 
capital investment of 
more than 1 B, then 
returns to LOP 

For Notice of Denial, 
forwards to Records 
Management Section 
for external routing 

None Executive 
Assistant to 

the President 
and Chief 
Executive 

Officer 
OPCEO 

2.15 For approved 
COR and registration 
Agreement, notifies 
Applicant for the 
notarization of 
Registration 
Agreement 

OR 

To send Endorsement 
Letter to FIRB for 
capital investment of 
more than lB. 

None 1 Hour Labor Center 
Processor 
designated 

as 
Registration 

Officer 
SEZAD 

3. Receives 
Notification that 
Application was 
endorsed to FIRB 

3. Sends notification 
to Applicant that 
application was 
endorsed to FIRB 

None 1 Day Labor Center 
Processor 
designated 

as 
I,nporta,it: 71u.s- manual is exclusively owuzed / /w Join, Hay Ma,zagemeni Corporation (iHIvIC). No portioiu may he copied 
or re'produced uithou,i written authority from  the ./HM(  Managenwi,!. 
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J}I1VIC 
JOHN HAY MANAGEMENT CORPORATION Document Code JHMC-CC-SEZAD-015 

CITIZEN'S CHARTER Re'ision Number 0 

APPLICATION FOR NEW CERTIFICATE OF 
REGISTRATION 

Page Number Page 7 of  7 

Effectivity Date 09 December 2022 

Client. Steps SEZD Actions Fees to 
be paid 

Processing 
Time 

Person 
Responsible 

4. Receives 
Registration 
Agreement for 
Notarization from 
SEZAD 

4. Issues Registration 
Agreement for 
Notarization 

None Registration 
Officer 
SEZAD 

5. Submits 1 copy 
of the notarized 
Registration 
Agreement to LCP 

5. Receives the 
Notarized Registration 
Agreement 

6.Receives COR 6. Issues COR 

TOTAL FOR APPROVED COR AND 
REGISTRATION AGREEMENT: 

19 Days 
and 6 
Hours 

TOTAL FOR APPROVED NOTICE OF 
DENIAL: 

18 Days 
and 5 
Hours 

TOTAL IF INVESTMENT CAPITAL IS 
MORE THAN IB: 

15 Days 
and 6 
Hours 

The Customs Compliance Officer (CCO) / Customs Compliance Assistant (CCA) are 
duly authorized employees by virtue of S. 0. 20, series of 2012, to receive payments 
and issue Official Receipts in the course of the performance of the department's 
function. 

Important: This manual is exchisn'dy owned by the John liar Mwzageineni Coiporatia,, (JHMC), No porlion may be copied 
or reproduced wig/iou written authorityfrom the JHMC- Managememi:.  
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JOHN HAY MANAGEMENT CORPORATION Document Code JHMC-CC-SEZAD-016 

ilitvlC CITIZEN'S CHARTER Revision Number 0 

APPLICATION FOR RENEWAL OF 
CERTWICATE OF REGISTRATION 

Page Number Page I of 5 

Effectivity Date 09 December 2022 

16. APPLICATION FOR RENEWAL OF CERTIFICATE OF 
REGISTRATION 

An application for Renewal of Certificate of Registration is issued to a Registered 
Business Enterprise in good standing who may continue to operate an economic 
activity within the John Hay Special Economic Zone. A Registered Business 
Enterprise whose Certificate of Registration was renewed may continue to enjoy tax 
incentives provided under the Corporate Recovery and Tax Incentives for Enterprises 
Act (CREATE). A COR is valid for Three (3) years. 

Department/Division/Unit : SEZAD- Accreditation Center 
Classification : Highly Technical 
Type of Transaction G2B- Government to Business 
Who may avail Business Enterprises within JHSEZ 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
Duly Accomplished Application Forms DOF-FIRB FIRMS (flrms.firb.gov. ph/login) 
JHMC Application Form SEZAD- Registration and Accreditation 

Center, CCA 
JHMC Clearance Form SEZAD- Registration and Accreditation 

Center, CCA 

Client Steps SEZAD Actions Fees to 
be paid 

Processing 
Time 

Person 
Responsible 

1.FiIIs up Forms 1.1 Checks None 1 Day Labor Center 
and Submits Completeness and Processor 
Requirements on reviews the submitted designated 
FIRMS (Fiscal Documents. as 
Incentives Registration 
Registration and 
Monitoring System 
(firms. firb.gov. ph/b 
gin) 

lia If complete, 
proceed to next step. 

1.1 b If incomplete, 
notify applicant 
through email to 
submit complete 
requirements of FIRB 

Officer 
SEZAD 

(Fiscal Incentives 
Review Board). 
1.2 Issues the None 4 Hours Labor Center 
Assessment for 
Registration Fee 

Processor 
designated 

as 
Registration 

Officer 
Important: This manual is exclusive/v owned by 1/ic Jo/in Hay Managenwni Corporation (JHMC). No poi•iion may be copied 
or reproduced without yiue,: aul/:oriiv [ion: the JHA4'C- Management. 
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J}]IiN'.IC 
JOHN HAY MANAGEMENT CORPORATION Document Code JHMC-CC-SEZAD-016 

CITIZEN'S CHARTER Revision Number 0 

APPLICATION FOR RENEWAL OF 
CERTIFICATE OF REGISTRATION 

Page Number Page 2 of 5 

Effectivity Date 09 December 2022 

Cllent.Steps :SEZADMtJoflS Fee8to 
be paid 

Processing 
Time 

Persofl 
Responsible 

SEZAD 
2.Payment of fees 
at CCA 

2.1 Accepts the 
Payment 

USD 
288 

(non- 
refunda- 

ble) 

1 Hour 
. 

Cashier 
FSD 

OR 

Customs 
Compliance 

Officer 
SEZAD 

OR 

Customs 
Compliance 

Assistant 
SEZAD 

2.2 Issues the Official 
Receipt 

None Cashier 
FSD 

OR 

Customs 
Compliance 

Officer 
SEZAD 

OR 

Customs 
Compliance 

Assistant 
SEZAD 

2.3 Conducts 
evaluation on the 
performance 
commitment of the 
RBE 

2.4 Submits 
evaluation report to 
SEZAD Manager 

None 5 Days Labor Center 
Processor 
designated 

as 
Registration 

Officer 
SEZAD 

2.5 Reviews and 
prepares CSW 

None 5 Days SEZIOSAG 
Manager 

Important: This manual is exdusive/y owned lv the John Hay Management Corporation (JHMC). No portion may be copied 
or reproduced without written authority from the .IHMC- Management.  
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JOHN HAY MANAGEMENT CORPORATION Document Code JFIMC-CC-SEZAD-016 

J}I1YvLC CITIZEN'S CHARTER Revision Number 0 

APPLICATION FOR RENEWAL OF 
CERTIFICATE OF REGISTRATION 

Page Number Page 3 of 5 

Effectivity Date 09 December 2022 

Client Steps SEZAD Actions Fees to 
be paid 

Processing 
Time 

Person 
Responsible 

2.6 Notifies the Labor 
Center Processor of 
the action of the 
schedule of ManCom 

None SEZAD 

2.7 Notifies the 
applicant of the status 
of application 

None Labor Center 
Processor 
designated 

as 
Registration 

Officer 
SEZAD 

2.8 Presents the CSW 
to the ManCom for 
endorsement to the 
BOD. 

None I Day SEZIOSAC 
Manager 
SEZAD 

2.9 Notifies the Labor 
Center Processor of 
the action of the 
ManCom 

None SEZ/OSAC 
Manager 
SEZAD 

2.10 Notifies the 
applicant of the status 
of application 

None 1 Day Labor Center 
Processor 
designated 

as 
Registration 

Officer 
SEZAD 

2.11 Presents the 
CSW to the BOD for 
the approval of the 
following: 
a. COR 
b. Registration 
Agreement 
c. Authority of PCEO 
to Sign COR and 
Registration 
Agreement, 
d. Authority of 
SEZ/OSAC Manager 
to sign CETI or Letter 
of Denial 

OR 

None 

. 

1 Day Vice 
President and 

Chief 
Executive 

Officer 
OVPCOO 

OR 

SEZ/OSAC 
Manager 
SEZAD 
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JOHN HAY MANAGEMENT CORPORATiON Document Code JHMC-CC-SEZAD-016 

CITIZEN'S CHARTER Revision Number 0 

APPLICATION FOR RENEWAL OF 
(:ERTIFJCATE OF REGISTRATION 

Page Number Page 4 of S 

Effectivity Date 09 December 2022 

Client Steps SEZAD Actions Fees to 
be paid 

Processing 
Time 

Person 
Res .onsible 

a. Notice of Denial 
b. Authority to sign 
Notice of Denial 
2.12 Notifies the 
Labor Center 
Processor of the 
action of the BOD 

None 1 Day Vice 
President and 

Chief 
Executive 

Officer 
OvPCOO 

OR 

SEZIOSA C 
Manager 
SEZAD 

2.13 Notifies the 
applicant of the status 
of application 

None 1 day Labor Center 
Processor 
designated 

as 
Registration 

Officer 
SEZAD 

2.14 Coordinates with 
OCS for the Board 
Resolution Number 
then inputs in COR or 
Notice of Denial 

2.14.1 Prints COR (1 
copy) and 
Registration 
Agreement (3 copies), 
if applicable or Notice 
of Denial (2 copies) 

None 4 Hours Labor Center 
Processor 
designated 

as 
Registration 

Officer 
SEZAD 

2.15 Forwards COR 
and Registration 
Agreement, if 
applicable or Notice of 
Denial to PCEO for 
signature 

None 4 Hours Labor Center 
Processor 
designated 

as 
Registration 

Officer 
SEZAD 

2.16 Reviews and 
signs COR and 
Registration 

None 1 Day President and 
Chief 

Important: This manila! is exciusively owned by the John liar Maiiageinent Coiporaiion (JHMC). No porlion may he copied 
or repi-oduced without written aut/zorzri'fron,  1/ic .JHMC- Manageineiii. 
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JOHN HAY MANAGEMENT CORPORATION Document Code JHMC-CC-SEZAD-016 

CITIZEN'S CHARTER Revision Number 0 

APPLICATION FOR RENEWAL OF 
CERTIFICATE OF REGISTRATION 

Page Number Page 5 of S 

Effectivity Date 09 December 2022 

Client Steps SEZAD Actions Fees to 
be paid 

Processing 
Time 

Person 
Responsible ____ 

Agreement. if 
applicable or Notice of 
Denial 

Executive 
Officer 

OPCEO 
2.17 Receives the 
signed documents 

For COR and 
Registration 
Agreement, returns to 
LCP 

For Notice of Denial, 
forwards to Records 
Management Section 
for external routing 

None Executive 
Assistant to 

the President 
and Chief 
Executive 

Officer 
OPCEO 

2.18 For approved 
COR and registration 
Agreement, notifies 
Applicant for the 
notarization of 
Registration 
Agreement, 

None 3 Hours Labor Center 
Processor 
designated 

as 
Registration 

Officer 
SEZAD 

1. Receives 
Registration 
Agreement for 
Notarization from 
SEZAD 

3. Issues Registration 
Agreement for 
Noratization 

None 1 Day 
Labor Center 

Processor 
designated 

as 
Registration 

Officer 
SEZAD 

4. Submits 1 copy 
of the notarized 
Registration 
Agreement to LCP 

4. Receives the 
Notarized Registration 
Agreement, if 
applicable 

5.Receives COR 5. Issues COR 
TOTAL FOR APPROVED COR AND RA: None 20 Days 
TOTAL FOR APPROVED NOTICE OF 
DENIAL: 

None 18 Days 
and 5 
Hours 

The Customs Compliance Officer (CCO) / Customs Compliance Assistant (CCA) are 
duly authorized employees by virtue of S. 0. 20. series of 2012, to receive payments 
and issue Official Receipts in the course of the performance of the department's 
function. 

Important: i/us ma:ia/ is exdi,she/y osned k i/k' Jo/ui Hr Managesne,,! ('orporalios, (JHisIC). NC) portion may be copied 
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CITIZEN'S CHARTER Revision Number 0 

% HU APPLICATION FOR CERTIFICATE OF 
ENTITLEMENT TO TAX INCENTIVES 

(CETI) 

Page Number Page lof 4 

Effectivity Date 09 December 2022 

17. Application for Certificate of Entitlement to Tax Incentives 
(CETI) 

A Certificate of Entitlement to Tax Incentives (CETI) is a document issued by JHMC 
as proof of entitlement to incentives to a Registered Business Enterprise who is 
compliant to the terms and conditions of the Registration Agreement. 

Department!oivisionlUnit : SEZAD 
Classification : Highly Technical 
Type of Transaction : G2B 
Who may avail : All JHMC Registered Business Enterprises within 

the John Hay Special Economic Zone 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
FIRB Application Form DOF-FIRB FIRMS (firms.firb.gov.ph/login)  
JHMC Application Form (1 copy) SEZAD - Registration and Accreditation 

Center, CCA 
Clearance Form (1 copy) 
Special Economic Zone Administration 
Department (SEZAD) 
Office of the Building Official (OBO) 
Environmental Management Division 
(EMD) 
Business Development Department (BDD) 
General Services Division (GSD) 
Finance Services Department (FSD) 

SEZAD - Registration and Accreditation 
Center, CCA 

SEZAD- CCA 
Cottage 626 

Cottage 626 
Library, Bell House 
Cottage 627 
Cottage 625 

Proof of Compliance! Justification of Non- 
Compliance (1 copy) 

RBE 

Other Documents or information as may 
be required under the SIPP, IPA, or FIRB 

RBE 

For the first year of the project/activity: 

Sworn Statement as to the Actual Start of 
Commercial Operation (1 copy) 

RBE 

Client Steps SEZAD Action Fees to 
be paid 

Processing 
Time 

Person 
Responsible 

1. Fills up Forms 
FIRMS (Fiscal 
Incentives 

1.1 Checks None 
completion of 
requirements. 

1 day Labor Center 
Processor 
designated 

Important: This manual is exciusiwly o,i'ned by the John Hay Management Corporation (JHMC). No portion may be copied 
or reproduced without written authority from the JHMC- Management. 
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Document Code JHMC-CC-SEZAD-017 
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CITIZEN'S CHARTER Revision Number 0 

HI APPLICATION FOR CERTIFICATE OF 
ENTITLEMENT TO TAX INCENTIVES 

(CETI) 

Page Number Page 2 of 4 

Effectivity Date 09 December 2022 

Client Steps SEZAD Action Fees to 
be paid 

Processrng 
Time 

Person 
Responsible 

Registration and 
Monitoring System 
(firms.firb.gov.ph/lo  
gin) and 
simultaneously 
submits JHMC 
requirements 

1.la If incomplete, 
notifies the applicant 
through email to 
submit complete 
requirements. 

1.2 Conducts 
evaluation on the 
compliance to the 
Terms and Conditions 
of the Registration 
Agreement. 

None 3 days as 
Registration 

and 
Accreditation 

Officer 
SEZAD 

1.3 Endorses to 
SEZAD Manager for 

None 

Approval 

1.4 Reviews 
Endorsement 

If incomplete, notify 
applicant through 
email to submit 
additional 
requirements to 
Registration Officer. 

Note: Other 
documents or 
information may be 
required under the 
SIPP, the IPA or by 
FIRB 

None 5 days SEZIOSAC 
Manager 
SEZAD 

1.5 Issues 
assessment of Fees 

None 1 Hour Labor Center 
Processor 
designated 

as 
Registration 

and 
Accreditation 

Officer 
SEZAD 

Important: This manual is exclusively owned by the John Ha)' Management Corporation qIHMC). No portion may be copied 
or reproduced without written authority from the JHMC- Managemem. 
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CITIZEN'S CHARTER Revision Number 0 

Mn APPLICATION FOR CERTIFICATE OF 
ENTITLEMENT TO TAX INCENTIVES 

(CETI) 

Page Number Page 3 of 4 

Effectivity Date 09 December 2022 

Client Steps SEZAD Action Fees to 
be paid 

Processing 
Time 

Person 
Responsible 

2. Payment of Fees 2.1 Accepts the 
Payment 

PHP 
j 1,728 

1 Hour Cashier 
FSD 

OR 
Customs 

Compliance 
Officer 
SEZAD 

OR 

Customs 
Compliance 

Assistant 
SEZAD 

2.2 Issues the Official 
Receipt 

None 

2.3 Prints CETI or 
Letter of Denial and 
Endorses to SEZAD 
Manager for Signature 

2.4 Approves CEll or 
Letter of Denial 

None 

None 

2 Hours 

4 Hours 

Labor Center 
Processor 
designated 

as 
Registration 

and 
Accreditation 

Officer 
SEZAD 

SEZ/O SAC 
Manager 
SEZAD 

3. Accepts CETI or 
Letter of Denial 

3. Issues CETl or 
Letter of Denial 

None 1 day Labor Center 
Processor 
designated 

as 
Registration 

and 
Accreditation 

Officer 
SEZAD 

TOTAL: 1,728 11 Days 

Important: This maimal is erciusively owned b the John Hay Management Corporation (JHMC). No portion may be copied 
or reproduced without written authorityfrom the .JHMC- Management. 
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CITIZEN'S CHARTER Revision Number 0 

ISS Page Number Page 4 of 4 'Ifl**JWSItOfl%VIOS APPLICATION FOR CERTIFiCATE OF 
ENTITLEMENT TO TAX INCENTIVES 

(CETI) Effectivity Date 09 December 2022 

The Customs Compliance Officer (CCO) / Customs Compliance Assistant (CCA) are 
duly authorized employees by virtue of S. 0. 20, series of 2012, to receive payments 
and issue Official Receipts in the course of the performance of the department's 
function. 

Important: This manila! IS exclusively owned by (lie John Hay Management Corporation (JHMC). No portion may be copied 
or reproduced withovi written authority from the JHMC- Management. 
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JOHN HAY MANAGEMENT CORPORATION Document Code JHMC-CC-SEZAD-OI8 

iTILVIC CITIZEN'S CHARTER Revision Number 0 

APPLICATION FOR CERTIFICATE OF 
AUTHORITY TO LMIPORT 

Page Number Page 1 of 2 

Effectivity Date 09 December 2022 

18. Application for Certificate of Authority to Import 

A Certificate of Authority to import is issued upon application of a Registered 
Business Enterprises as proof of entitlement for tax and duty free importation which 
shall contain the list of capital equipment, raw materials, spare parts or accessories 
to be imported. 

DepartmentlDivisionlUnit 
Classification 

: 
: 

SEZAD 
Simple 

Type of Transaction : G2B 
Who may avail Alt RBEs of JHMC within JHSEZ 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
JHMC Application Form SEZAD Registration and Accreditation 

Center, CCA 
Valid Certificate of Registration To be verified by the Registration and 

Accreditation Center 
List of Importable To be provided by the RBE 
For Regulated Articles: 

Clearance from other Government 
Agencies 

To be Provided by the RBE 

For Non-Regulated Articles (As 
Applicable) 

Sworn Statement that Articles are non- 
Regulated 

To be Provided by the RBE 

Certificate of Non-Availability DTI Action Center 

Client Steps ASD-HRSD Actions Fees to 
be paid 

Processing 
Time 

Person 
Responsible 

1.Submits 1.1 Evaluates None 1 Day Labor Center 
Requirements to 
SEZAD 

requirements Processor 
designated 

as 
Registration 

and 
Accreditation 

Officer 
SEZAD 

1.2 Endorses to None 4 Hours Labor Center 
SEZAD Manager Processor 

designated 
as 

Registration 
Important: This manual is exclusively owned by the John Hay Manage,ne,,I Corporation (JHMC). No portion may be copied 
or reproduced without wrilte?, authority from the JHA'IC- Managenueni. _____ 
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JOHN HAY MANAGEMENT CORPORATION Document Code JHMC-CC-SEZAD-018 

CITIZEN'S CHARTER Revision Number 0 

APPLICATION FOR CERTIFICATE OF 
AUTHORITY TO IMPORT 

Page Nwnber Page 2 of 2 

Effectivity Date 09 December 2022 

Client Steps ASD-HRSD Actions Fees to 
be paid 

Processing 
Time 

Person 
Responsible 

and 
Accreditation 

Officer 
SEZAD 

1.3 Reviews and 
Approves 

None I Day SEZIOSAC 
Manager 

1.4 Prints Certificate 
of Authority to Import 

None 1 Hour Labor Center 
Processor 
designated 

as 
Registration 

and 
Accreditation 

Officer 
SEZAD 

2. Receives CAl 2 Issues CAl None 1 Hour Labor Center 
Processor 
designated 

as 
Registration 

and 
Accreditation 

Officer 
SEZAD 

TOTAL: 2 Days 6 
Hours 

The Customs Compliance Officer (CCO) / Customs Compliance Assistant (CCA) are 
duly authorized employees by virtue of S. 0. 20, series of 2012, to receive payments 
and issue Official Receipts in the course of the performance of the department's 
function. 

Important: This manual is exclusiveh owned b. the .Jo/n, Hay Management Corporation (JHMC). No portion nzay he copied 
or reproduced ii'jijwut wr,tten authorily from the JHM( Management. 
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JOHN HAY MANAGEMENT CORPORATION Document Code JHMC-CC-SEZAD-019 (J 

CITIZEN'S CHARTER Revision Number 0 

APPLICATION FOR IMPORT PERMIT (AlP) 
Page Number Page 1 of 3 
Effectivity Date 09 December 2022 

19. APPLICATION FOR IMPORT PERMIT (AlP) 

An application for Import Permit is issued to Registered Business Enterprises that 
allows them to import tax exempt and duty free capital equipment, raw materials, and 
other goods directly related to their registered activity. 

Department/DivisionlUnit : SEZAD 
Classification : Simple 
Type of Transaction : G2C — Government to Citizen 
Who may avail : Registered Business Enterprises of JHMC 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
Letter of Intent To be provided by the Locator 
Certificate of Registration To be verified by OSAC from Registration 

and Accreditation Center 
Certificate of Authority to Import To be verified by OSAC from Registration 

and Accreditation Center 
Packing List To be provided by the Locator 
Import Entry Declaration (lED) To be provided by the Locator 
Mission Order To be provided by the Locator 
Boat Note To be provided by the Locator 
Bill of Lading To be provided by the Locator 
Airway Bill To be provided by the Locator 

Transshipment Permit To be provided by the Locator 
Clearance from other Government 
Agencies; As Applicable 

(e.g. DTl-Strategic Management Office 
for National Strategic Goods List) 

To be provided by the Locator 

Client Steps SEZAD Actions Fees to be 
paid 

Processing 
Time 

Person 
Responsible 

1. Uploads 1.1 Checks and None 1 Day One Stop 
requirements in Validates Action Center 
SEZRIS Submitted Processor 

l.a If SEZRIS is 
unavailable, 
complete 
requirements are 
submitted to the 

Requirements. If 
ftund in order, 
enters details in 
the SEZRIS and 
recommends 
approval of the 

SEZAD 

OSAC Processor SEZAD 
Manager. 

Important: This manual is exclusively owned br the John Hay Management Corporation (JHMC). Wa portion may be copied 
or reproduced without written authority from the JHMC- Management. 
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CITIZEN'S CHARTER Revision Number 0 

APPLICATION FOR IMPORT PERMiT (AlP) 
Page Number Page  2 of 3 
Effectivity Date 09 December 2022 

Client Steps SEZAD Actions Fees to be 
paid 

Processing 
Time 

Person 
Responsible 

1.2 Reviews 
and Approves 
Request 

None 1 Day SEZIOSAC 
Manager 
SEZAD 

1.3 Makes 
assessment of 
Fees 

If SEZRIS is 
unavai I able, 
issues printed 
assessment of 
fees 

None 2 Hours One Stop 
Action Center 

Processor 
SEZAD 

2. Pays the assessed 
fees to the 
Authorized Collecting 
Officer at the CCA. 

*Make  sure to secure 
the OR for the 
payment made. 

*Make  sure to print 
gate pass or permit if 
the payment is made. 

2. Accepts the 
payment and 
Enters Payment 
Details in 
SEZRIS 

. 

Depending 
on the 

amount of 
the articles 

tobe 
imported. 

30 Minutes Customs 
Compliance 

Officer 
SEZAD 

OR 

Customs 
Compliance 

Assistant 
SEZAD 

3. Receives the OR 

*AIP may be printed 
from the locator's 
account in SEZRIS 

3. Issues the 
OR and updates 
payment details 
in SEZRIS 

3.a If SEZRIS is 
unavailable, 
endorses 
payment details 
to OSAC 
Processor 
If SEZRIS is 
unavailable, 
fills-up 
accountable 
forms then 
endorses to 
SEZAD 
Manager for 
signature 

None 

None 

30 Minutes 

30 Minutes 

Customs 
Compliance 

Officer 
SEZAD 

OR 

Customs 
Compliance 

Assistant 
SEZAD 

OR 

One Stop 
Action Center 

Processor 
SEZAD 

Important: 77,/s maimal is excIusi%Iy owned by the Johi: Hat Mw,ugemenl Corpora/ion (JHMC). Itlo portion nay be copied 
or re'prud:iced witho,,! writ/an authority from the JHMC- Mwiagen:ent. 
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CITIZEN'S CHARTER Revision Number 0 

APPLICATION FOR IMPORT PERMIT (ALP) 
Page Number Page 3 of 3 
Effectivity Date 09 December 2022 

Client Steps SEZAD Actions Fees to be 
paid 

Processing 
Time 

Person 
Responsible 

3.b If SEZRIS is 
unavailable, 
signs permit 

None 1 Hour SEZ/O SAC 
Manager 
SEZAD 

4. If SEZRIS is 
unavailable, receives 
AlP 

4. Issues Import 
Permit 

None 2 Hours One Stop 
Action Center 

Processor 
SEZAD 

TOTAL IF PROCESSED ON SEZRIS: Depending 
on the 

amount of 
the articles 

to be 
imported. 

2 Days and 
3 Hours 

TOTAL IF PROCESSED MANUALLY: Depending 
on the 

amount of 
the articles 

to be 
imported. 

2 Days 6 
Hours and 
30 Minutes 

The Customs Compliance Officer (CCO) / Customs Compliance Assistant (CCA) are 
duly authorized employees by virtue of S. 0. 20, series of 2012, to receive payments 
and issue Official Receipts in the course of the performance of the department's 
function. 

Important: 7/us mamial is ercinsi rely ois'ned by the Jo/vu Hay Managemeuui Corporation (./HMC). No poTion may be copied 
or reproduced withow written authority from the JHMC-. Management. 
OFFICE 

RECEIVED 

DATE 



DepartmentlDlvlslonlUnit 
Classification 
Type of Transaction 

L_mayavail 

SEZAD 
Simple 
G2C — Government to Citizen 
Locators Within JHSEZ 

LNCON1ROLLJ:D 

YJ 

J}IIN4C 
JOHN HAY MANAGEMENT CORPORATION Document Code JHMC-CC-SEZAD-020 

CITIZEN'S CHARTER Revision Number 0 

DECLARATION OF ADMISSION OF 
ARTiCLES INSI1)E JBSEZ (DAA) 

Page Number Page I of 2 

Effectivity Date 09 December 2022 

20. DECLARATION OF ADMISSION OF ARTICLES INSIDE JHSEZ 
(DAA) 

This permit is used for the admission of imported articles inside JHSEZ. 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
JHMC Application Forms SEZAD- OSAC, CCA 
Surety Bond To be provided by the RBE 
For PEZA RBEs: To be Provided by the RBE. 

FORM 8106 

Client Steps SEZAD Actions Fees to 
be paid 

Processing 
Time 

Person 
Responsible 

1. Uploads 
requirements on 
SEZAD Information 

1.1 Checks and 
Validates 
Submitted 
Requirements. 

None 4 Hours One Stop 
Action Center 

Processor 
SEZAD System (SEZRIS). 

l.a If SEZRIS is 
unavailable, 
complete 
requirements are 
submitted to the 
OSAC Processor 

1.2 Reviews and 
Approves 
Request 

None 1 Day SEZIOSAC 
Manager 
SEZAD 

1.3 Makes 
assessment of 
Fees 

1 .3a If SEZRIS is 
unavailable, 
issues printed 
assessment of 
fees 

None 1 Hour One Stop 
Action Center 

Processor 
SEZAD 

2. Pays the assessed 
fees to the 
Authorized Collecting 
Officer at the CCA. 

2. Accepts the 
payment and 
Enters Payment 
Details in 
SEZRIS 

PHP 
216.00 

30 Minutes Customs 
Compliance 

Officer 
SEZAD 

Important: This manual is exclusively owned by the John Hay' Management Corporation (JJ.IMC). No portion may be copied 
or reproduced without written authority from the JHMC- Management.  
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JOHN HAY MANAGEMENT CORPORATION Document Code JHMC-CC-SEZAD-020 

J}IIIN4C CITIZEN'S CHARTER Revision Number 0 

DECLARATION OF ADMISSION OF 
ARTICLES INSIDE JHSEZ (DAA) 

Pane Number Page 2 of 2 

Effectivity Date 09 December 2022 

*Make  sure to secure 
the OR for the 
payment made. 

2.a If SEZRIS is 
unavailable, 
endorses 
payment details 
toOSAC 
Processor 

OR 
Customs 

Compliance 
Assistant 
SEZAD 

3. Receives the OR 
and Permit. 

*DM may be printed 
from the locator's 
account in SEZRIS 

3. Issues the OR 
and Permit 

3.a If SEZRIS is 
unavailable, 
endorses 
payment details 
to OSAC 
Processor 

3.b If SEZRIS is 
unavailable, fills- 
up accountable 
forms then 
endorses to 
SEZAD Manager 
for signature 

3.c If SEZRIS is 
unavailable, 
signs permit 

None 

None 

None 

30 Minutes 

30 Minutes 

2 Hours 

Customs 
Compliance 

Officer 
SEZAD 

OR 

Customs 
Compliance 

Assistant 
SEZAD 

One Stop 
Action Center 

Processor 
SEZAD 

SEZ/OSAC 
Manager 
SEZAD 

4. If SEZRIS is 
unavailable, receives 
DAA 

4.1 Issues DAA None 30 Minutes One Stop 
Action Center 

Processor 
SEZAD 

TOTAL IF PROCESSED ON SEZRIS: PHP 
216.00 

I Day 6 
Hours 

TOTAL IF PROCESSED ON SEZRIS: 2 Days and 
1 Hour 

The Customs Compliance Officer (CCO) / Customs Compliance Assistant (CCA) are 
duly authorized employees by virtue of S. 0. 20, series of 2012, to receive payments 
and issue Official Receipts in the course of the performance of the department's 
function. 

Important: This manual is exc/ust'e/y owned by the ./oln, I-lay Management Corporation (iHMC). No portion may be copied 
or reproduced without written aulhorilv from  the JHAfC- Management. 
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JOHN HAY MANAGEMENT CORPORATION Document Code JHMC-CC-SEZAD-021 

CITIZEN'S CHARTER Revision Number 0 

PERMIT TO BRING-OUT IMPORTED 
ARTICLES (PBO-IA) 

Page Number Page I of 3 

Effectivity Date 09 December 2022 

21. PERMIT TO BRING-OUT IMPORTED ARTICLES (PBO-IA) 

This permit is issued to RBEs who was previously issued with an Import Permit to be 
brought out the JHSEZ. 

Department/Division/Unit  SEZAD 

  

    

Classification Simple 

  

Type of Transaction 
Who may avail 

G2C — Government to Citizen 
Locators Within JHSEZ 

  

    

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
Letter of Intent To be provider by the Locator 

Previously issued AlP To be provider byhe Locator 
Proof of payment of duties and taxes to 
BOC. 

To be provider by the Locator 

Client Steps SEZAD Actions Fees to be 
paid 

Processing 
Time 

Person 
Responsible  

One Stop Action 
Center Processor 

SEZAD 

1. Uploads 
requirements on 
SEZAD 
Information 
System 
(SEZRIS) 

l.a If SEZRIS is 
unavailable, 
complete 
requirements 
are submitted to 
the OSAC 
Processor 

1.1 Checks and 
Validates 
Submitted 
Requirements. 

None 4 Hours 

1.2 Reviews and 
approves Request 

None 1 Day SEZ/OSAC 
Manager 
SEZAD 

1.3 Makes 
assessment of 
Fees - Locator is 
notified through 
email and view 
the assessment in 
SEZRIS 

If SEZRIS is 
unavailable 
issues printed 
assessment of 
fees 

None 1 Hour One Stop Action 
Center Processor 

SEZAD 

linpornint: This manual is excInsieIy owiied by the John Hay Management Corporation (JHMC). No portion may be copied 
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2. Pays the 
assessed fees 
to the 
Authorized 
Collecting 
Officer at the 
CCA. 

*Make  sure to 
secure the OR 
for the payment 
made. 

2. Accepts 
payment and 
Enter Payment 
Details in SEZRIS 

Depending 
on the 

amount of 
the articles 

30 Minutes Customs 
Compliance 

Officer 
SEZAD 

OR 

Customs 
Compliance 

Assistant 
SEZAD 

3. Receives 3 Issues the None 30 Minutes Customs 
Official Receipt Official Receipt 

and updates 
Compliance 

Officer 
*pBo..IA may 
be printed from 
the Iocators 
account in 

payment details in 
SEZRIS 

3.a If SEZRIS is 

SEZAD 

OR 

SEZRIS unavailable, 
endorses 
payment details to 

Customs 
Compliance 

Assistant 
OSAC Processor SEZAD 

3.b If SEZRIS is 
unavailable, fills- 
up accountable 
forms then 
endorses to 

None 30 Minutes One Stop Action 
Center Processor 

SEZAD 

SEZAD Manager 
for signature 

3.c If SEZRIS is 
unavailable, signs 
permit 

None 2 Hours SEZ/OSAC 
Manager 
SEZAD 

4.IfSEZRIS is 4.1 Issues PBO- None 30 Minutes One Stop Action 
unavailable, 
receives PBO- 

IA Center Processor 
SEZAD 

IA 
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TOTAL IF PROCESSED IN 
SEZRIS: 

Depending 
on the 

amount of 
the articles 

I Day 6 
Hours 

TOTAL IF PROCESSED 
MANUALLY: 

2 Days and 
1 Hour 

The Customs Compliance Officer (CCO) I Customs Compliance Assistant (CCA) are 
duly authorized employees by virtue of S. 0. 20, series of 2012, to receive payments 
and issue Official Receipts in the course of the performance of the department's 
function. 
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Type of Transaction   
Who may avail 

G2C — Government to Citizen 
Locators Within JHSEZ 

Department/Division/Unit  
Classification 

SEZAD 
Simple 
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22. PERMIT TO BRING-OUT TAX EXEMPT VEHICLE (PBO-TEV) 

This permit is issued to Registered Business Enterprises who intends to bring-out its 
Tax exempt vehicles from JHSEZ for a maximum of 14 days in a month. 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
Letter of intent. To be provided by the client. 
Certificate of Registration To be verified by OSAC Processor from 

Registration and Accreditation Center 

Client Steps SEZAD Actions Fees to be 
paid 

Processing Person 
Time Responsible 

1. Uploads 
requirements on 
SEZAD 

1.1 Checks and 
Validates Submitted 
Requirements. 

None 4 Hours One Stop Action 
Center Processor 

SEZAD 
Information 
System 
(SEZRIS) 

l.a If SEZRIS is 
unavailable, 
complete 
requirements 
are submitted to 
the OSAC 
Processor 

1.2 Reviews and 
approves Request 

None 1 Day SEZ/O SAC 
Manager 
SEZAD 

1.3 Makes 
assessment of Fees 
- Locator is notified 
through email and 
view the 
assessment in 
SEZRIS 

None 1 Hour One Stop Action 
Center Processor 

SEZAD 

2. Pays the 
assessed fees 
to the 
Authorized 
Collecting 
Officer at the 
CCA. 

*Make  sure to 
secure the OR 

2.1 Accepts the 
payment and Enter 
Payment Detaits in 
SEZRIS 

Depending 
on the 

amount of 
the articles 

30 Minutes Customs 
Compliance 

Officer 
SEZAD 

OR 

Customs 
Compliance 

Assistant 
SEZAD 

ln:portant: 1 his mwma/ ix exch,si rely owned by the Jo/ni Hai' Manageme,ii Corporation (JHMC). No portion may be copied 
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for the payment 
made. 
3. Receives 
Official Receipt 

*PBO...TEV may 
be printed from 
the locator's 
account in 
SEZR/S 

3. Issues the Official 
Receipt and 
updates details in 
SEZRIS 

3.a If SEZRIS is 
unavailable, 
endorses payment 
details to OSAC 
Processor 

3.b If SEZRIS is 
unavailable, fills-u p 
accountable forms 
then endorses to 
SEZAD Manager for 
signature 

3.c If SEZRIS is 
unavailable, signs 
permit 

None 

None 

None 

30 Minutes 

30 Minutes 

2 Hours 

Customs 
Compliance 

Officer 
SEZAD 

OR 

Customs 
Compliance 

Assistant 
SEZAD 

One Stop Action 
Center Processor 

SEZAD 

SEZIOSAC 
Manager 
SEZAD 

4. If SEZRIS is 
unavailable, 
receives PBO - 
TEV 

4.1 Issues PBO- 
TEV 

None 30 Minutes One Stop Action 
Center Processor 

SEZAD 

TOTAL IF PROCESSED IN SEZRIS: None I Day and 
7 Hours 

TOTAL IF PROCESSED MANUALLY: None 2 Days and 
2 Hours 

The Customs Compliance Officer (CCO) / Customs Compliance Assistant (CCA) are 
duly authorized employees by virtue of S.O. 20. series of 2012, to receive payments 
and issue Official Receipts in the course of the performance of the department's 
function. 
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Clearance Form SEZAD-Registration and Accreditation 
Center, CCA 

Letter of Intent I  Applicant 
CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

• i  LNCONTROLLED 

PYPY'-. 
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CLEARANCE 
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23. Application for Request for Clearance 

A Clearance is issued by JHMC-SEZAD to locators who intend to cease operations 
within the John Hay Special Economic Zone. 

Department/Division/Unit SEZAD 
Classification : Simple 
Type of Transaction : G2B 
Who may avail : Al! locators who intend to cease operation within 

JHSEZ. 

Client Steps SEZAD Actions Fees to be 
paid 

Processing 
Time 

Person 
Responsible 

1. Submits 
complete 
Requirements 

1.1 Reviews 
requirements 

None 1 day Labor Center 
Processor 

designated as 
Registration and 

Accreditation 
Officer 
SEZAD 

1.2 Endorses to 
SEZAD Manager 
for approval 

None 

___ 

Labor Center 
Processor 

designated as 
Registration and 

Accreditation 
Officer 
S EZAD 

1.3 Review and 
approves. 

None I day SEZIOSAC 
Manager 
SEZAD 

2. Receives 
Clearance 

2. Issues the 
Clearance of 
Cessation of 
Business 
Operation within 
JHSEZ 

None I  day Labor Center 
Processor 

designated as 
Registration and 

Accreditation 
Officer 
SEZAD 

TOTAL: None 3 days 

Important: This mamial is exclusively owned by I/ic jo/ui Hay Management Corporation (JHMC). No portion may be copied 
or reproduced without writ/c?? authority from the .JHIv1C- Management. 
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CHECKLIST OF REQUIREMENTS 
For Application of Permit: 

WHERE TO SECURE 

 

To create account in SEZRIS and submit To be verified by OSAC Processor 
application 

For Inspection: 

Permit previously issued by JHMC To be verified by CCO/CCA with OSAC 
Processor 

J}1IiN'IIC 
JOHN HAY MANAGEMENT CORPORATION Document Code JHMC-CC-SEZAD-024 

CITIZEN'S CHARTER Revision Number 0 

REQUEST FOR OVERTIME FROM 
STAKEHOLDERS 

Page Number Page I of 3 

Effectivity Date 09 December 2022 

24. REQUEST FOR OVERTIME FROM STAKEHOLDERS 

A Stakeholder may request for overtime to process permits and/or to inspect articles 
entering or leaving JHSEZ beyond the regular working hours. 

DepartmentlDivisionlUnit SEZAD 
Classification : Simple 
Type of Transaction G2C — Government to Citizen 
Who may avail : JHMC Stakeholders (eg. Contractors, Exhibitors, 

Bazaar Concessionaires, Suppliers, Tourists, etc.) 
Bringing-In and Bringing-Out Articles for Inspection 
In and From JHSEZ Beyond Regular Office Hours. 

Client Steps SEZAD Actions Fees to be 
paid 

Processing Person 
Time Responsible 

1. Applies at the 
Customs Clearance 
Area 

1 .1 Checks and 
Validates 
Submitted 
Requirements. If in 
order, enters 
details in the 
SEZRIS portal. 

None 15 Minutes Customs 
Compliance 

Assistant 
SEZAD 

1.2 Endorses for 
Approval 

None 5 Minutes Customs 
Compliance 

Officer 
SEZAD 

1.3 Reviews and 
approves the 
request. 

None 5 Minutes SEZ/OSAC 
Manager 
SEZAD 

1.4 Makes 
assessment of Fee 

None 5 Minutes Customs 
Compliance 

Officer 
Important: ihis manual is exch,sire/j,' owned b; the John hay it fanageineni Coiporauion (JHAIQ. No portion mciv be copied 
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Client Steps SEZAD Actions Fees to be 
paid 

Processing 
Time 

Person 
Responsible 

SEZAD 
2. Pays the 
assessed fees to 
the Authorized 
Collecting Officer at 
theCCA. 

*Make  sure to 
secure the OR for 
the payment made. 

2. Accepts the 
payment and 
Enters the 
Payment Details in 
SEZRIS 

Regular 
days: 
5PM- 
10PM: 
PHP 

17255/hr 
10PM- 

6AM: PHP 
159.60/hr 

Weekends 
and 

Holidays: 
Minimum 
of 4 hours 

6AM- 
10PM: 
PHP 

179.45/hr 

10PM- 
6AM: PHP 
197.39/hr 

10 Minutes Customs 
Compliance 

Officer 
SEZAD 

OR 

Customs 
Compliance 

Assistant 
SEZAD 

3. Receives the OR 3. Prints and 
issues the OR and 
Request for 
Overtime Form. 

None 5 Minute Customs 
Compliance 

Officer 
SEZAD 

OR 

Customs 
Compliance 

Assistant 
SEZAD 

TOTAL: Regular 
days: 
5PM- 
10PM: 
PHP 

172.55/hr 
10PM- 

6AM: PHP 
189.60/hr 

45 Minutes 
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Client Steps SEZAD Actions Fees to be 
paid 

Processing 
Time 

Person 
Responsible 

Weekends 
and 

Holidays: 
Minimum 
of 4 hours 

6AM- 
10PM: 
PHP 

179.45/hr 

10PM- 
6AM: PHP 
197.39/hr 

The Customs Compliance Officer (CCO) I Customs Compliance Assistant (CCA) are 
duly authorized employees by virtue of S. 0. 20, series of 2012, to receive payments 
and issue Official Receipts in the course of the performance of the department's 
function. 
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SAFETY AND SECURITY DEPARTMENT 
EXTERNAL SERVICE 



WHERE TO SECURE CHECKLIST OF  REQUIREMENTS 
Client to provide the requirements 1. Approved Letter from the PCEO 

with the following contents: 
l.a. Type of assistance 
1. b. Date of activity/event 
1 .c. Location of activity/event 
1 .d Number of pax involved 
i.e. Contact person 

SSD 
Simple 
G2C — Government to Citizen 
Visitors, Guests, VIPs 

Department/Divisionitinit 
Classification 
Type of Transaction 
Who may avail 

STAMP 
, 4 JIONTROLLED 

JH]V.IC 
.1 JOHN HAY MANAGEMENT CORPORATION Document Code JHMC-CC-SSD-001 NI.. 

CITIZEN'S CHARTER Revision Number 0 

ASSISTANCE TO EXTERNAL 
PERSONNEL/AGENCIES 

Page Number Page I of 2 
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ASSISTANCE TO EXTERNAL PERSONNEUAGENCIES 

This service is availed for visitors, guests, VIPs who wish to seek JHMC Safety and 
Security Department (SSD) assistance. 

Client Steps SSD and ASD-ICTD Fees to Processing Person 
Actions be 'aid Time Responsible 

1. Submits letter 1.1 Receives None 3 Minutes Records 

request, 
including all 
requirements, to 
the Records 

documents. Management 
Specialist 

ASD - ICTD 

Receiving 
Section. 
*Filing  of letter 
applications 
must be at least 
one (1) day 
prior to intended 
day of 
assistance. 
*For  Emergency 1.2 Records, digitizes None 4 Hours Records 

assistance and routes documents Management 

involving life & 
limbs, 
immediate 
actions are 

to SSD. Specialist 
ASD - ICTD 

Important: This manual is exclusively owned by the John Hay Management Corporation (JHMC). No portion may be copied 
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implemented in 
the fastest 
means 
available. 

1.3 Evaluates 
documents and 
approves or 
disapproves request. 

None 10 Minutes Safety and 
Secunty Manager 

SSD 

1.1 Informs requesting 
party of the 
approval/disapprov 
al of the request. If 
approved, 
determines the 
necessary 
actions/plans. 

*ImpIementation  of 
the actions/plans 
depends on the 
requested assistance. 

None 10 Minutes Safety and 
Security Officer 

SSD 

2. Accomplishe 
s the 
Customer 
Satisfaction 
Feedback 
Form. 

*Make  sure to 
dmp the 
accomplished 
Form in 
designated 
boxes at the 
JHMC Office 
Complex. 

2.1 Records the 
assistance. 

None 10 Minutes Safety and 
Security Officer 

SSD 

TOTAL: None 4 Hours, 30 
Minutes 

Important: This manual is exchisivelv owned by the .John Hay Management Corporation (JHMC). No portion may be copied 
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ASSISTANCE TO JIIMC 
 EMPLOYEES/OTHER DEPARTMENTS 

Document Code 

Revision Number 
Page Number  
Effectivity Date 

JHMC-CC-SSD-002 

0 
Page 1 of 2 

09 December 2022 

JH 
r 

lb. l*I.ip..; I JOI N HAY MANAGEVWNT CORPORATION 

CITIZEN'S CFL4RIER 

2. ASSISTANCE TO JHMC EMPLOYEES/OTHER DEPARTMENTS 

This service is availed for visitors, guests, VIPs who wish to seek JHMC Safety and 
Security Department (SSD) assistance. 

DepartmentlDivisionlUnit 
Classification  
Type of Transaction  

[Who may avail  

H  SSD  
Simple 
G2G —Government to Government  
ALL JHMC Employees, regardless of status 

L.CHECKLIST  OF REQUIREMENTS WHERE TO SECURE 
1. Approved request for  assistance . JHMC HIS portal 

Client Steps SSD Actions 

1. Fills out the 
Request for 
Assistance 
Form at the HIS 
portal. 

       

Fees to Processing Person 
be paid Time Responsible 
None I  3 Minutes 

   

Safety and 
Security Manager 

SSD 

      

OR 

      

1.1 Receives and 
makes initial 
assessment of the 
request then endorses 
for approval. 

Safety and 
Security Officer 

SSD 

10 Minutes None President arid 
Chief Executive 

Officer 
OPCEO 

1.2 Approves or 
disapproves the 
request as endorsed. 

1 .3 If approved, 
determines necessary 
action plan for the 
implementation. 
*ImpIementation  

time/me depends on 
the requested 
assistance. 

None 10 Minutes 2. Receives the.  
assistance as 
requested. 
'Make sure to  

2.1 Records the 
assistance. 

Safety and 
Security Officer 

SSD 

None 30 Minutes Safety and 
Security Manager 

SSD 

OR 

Safety and 
Security Offtcer 

SSD 

Importwzr: This manneil is exelushel)' owned by the Jo/zn Hay Management Corporalion (JHMC). No portion may be copied 
or reproduced without written authority  from  the .JHAIC- Management. 
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accomplish the 
CSF in the HIS 
portal after the 
assistance has 
been sought. 

TOTAL: None 53 Minutes 

Important: Tins manual is exclusive/v owned by the John Hay Management Coiporation (JHA.fC). No portion may be copied 
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REQUEST FOR SUPPORT ACTIVITIES 

This service is availed by JHMC Offices/Units who request for the Internal Audit Office 
for support activities. 

Department/Division/Unit : Internal Audit Office 
Classification Simple 
Type of Transaction : G2G — Government to Government 
Who may avail All JHMC Employees, regardless of status 

CHECKLIST OF REQUIREMENTS WHERETO SECURE 
Approved request in the Help Desk 
Information System (HIS); or 

JHMC Helpdesk Information System 
(HIS) portal 192.168.2.9.8080 
Or through email  

 

Invitation Letter through email or printed 
cop 1 orisinal 

Provided by Client 

 

Client Steps lAO Actions Fees to 
be paid 

Processing 
Time 

Person 
Responsible 
Interna/Audil 

Assistant 
lAO 

1. Files request 
using the HIS 
portal or 
transmits an 
invitation 
requesting for 
attendance via 
email or printed 
copy. 

1.1 Receives the 
request through the 
HIS portal; or 
email or printed 
copy. 

None 1 Hour 

Forwards the 
received request to 
the Internal Audit 
Manager. 

None 1 hour InternalAudit 
Assistant 

lAO 

1.3 Reviews the 
invitation on 
whether it affects 
the Audit Objectivity 
and Independence 
of the lAO. 

None 6 Hours Internal Audit 
Manager 

lAO 

1.4 Approves or 
disapproves the 
request through HIS 
portal or other 
acceptable means. 

None Internal Audit 
Manager 

lAO 

Imporraiiz: This manual is exclusively owned hi' the John Hay Manageineni Corporation (JIJMC). No poFlion na be copied 
or reproduced without written authority from the JHMC- Management. 
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1.5 If approved, 
checks the 
availability of 
personnel who will 
attend and inform 
the requestor. 

None Internal Audit 
Assistant 

lAO 

1.6 Otherwise, 
inform the requestor 
for non-attendance, 
stating the reason. 

None Internal Audit 
Assistant 

lAO 

2. Receives the 
information on 
attendance or 
non-attendance. 

None None None None 

TOTAL: 0.00 1 Day 

Important: This manual is exclusive/v owned by the Jo/ui Hai' Manageineni Corporation (JJ!MC). No portion may be copied 
or reproduced without wrillen authority from the JHMC- Management. 
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VI. FEEDBACK AND COMPLAINTS 

FEEDBACK AND COMPLAINTS MECHANISM 

H t d 1 db k ow o sen a ee ac 

Citizens/Clients may send their feedbacks by 
accomplishing the Customer's Satisfaction Feedback 
(CSF) Form which will be dropped in the suggestion 
and complaints boxes available in the respective 
JHMC Offices or through the "contact us" button in the 
JHMC  Official  Website (www.jhmc.com.ph). 

How feedback is processed 
The feedback will be collated periodically where 
positive and negative responses are analyzed and 
reported for Management Action. 

How to file a corn laint p 

Citizens/Clients may express their complaints through 
the Public Assistance and Complaints Officers/ Desk 
at the JHMC Office Complex or at the SEZAD/ CCA 
for JHSEZ Locators or through the "contact us" button 
of the JHMC official website for Management's 
immediate action. 

How complaints are processed 

The complaints shall be accepted and processed by 
the Public Assistance and Complaints Officers/Desk 
and shall be acted immediately by the concerned 
Office Head; and by the President and CEO or Vice-
President and COO if necessary. 

PCC: email @ pccmalacang gov.ph; service: Bahay Ugnayan, J.P. Laurel Street 
Malacanang, Manila; facsimile thru Telefax No. (02) 87368621;  Tel No. (02) 87368645, 
(02) 87368603; (02) 87368629; (02) 87368621 

Important: This n,an,,al is  exchuiively owned by the John Hay Manageniens Corporation (JHM(). No portion may be copied 
or reproduced without writ ten authority from the .JHMC- Management. 
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FEEDBACK AND COMPLAINTS MECHANISM 

Contact Information PUBLIC ASSISTANCE AND COMPLAINTS DESK: 
*JHMC Office Complex 

MS. ZYRELLE A. DEL PRADO 
Community Relations Officer 
Cottage 628, JHMC Office Complex 
Tel. (074) 422-4360 /(074) 661-0596/ 
(074) 637-2322 
E-mail Address: mgmt@jhmc.com.ph. 

MR. MARK JASON B. ADVIENTO 
Records Management Specialist 
Cottage 624, JHMC Office Complex 
Tel. (074) 422-4360 /(074) 661 -0596/ 
(074) 637-2322 
E-mail Address: mgmt©jhmc.com.ph  

*For  Special Economic Zone Administration 
Department (SEZAD) Customs Clearance Area 
(CCA) 

MR. ZALDYA. BELLO 
SEZ/ OSAC Manager 
Tel. (074) 422-4360 

(074) 661-0596 
(074) 637-2322 

E-mail Address: zaldy. bello©jhmc.com.ph  

ARIA: complaints@arta.gov.ph  
1-ARTA (2782) 

GCG: (02) 85328-2030 to 33 

BCDA: (02) 88575-1700 

PCC: email @ :1i; service: 
Bahay Ugnayan, J.P. Laurel Street Malacanang, 
Manila; facsimile thru Telefax No. (02) 87368621: 
Tel No. (02) 87368645, (02) 87368603; (02) 
87368629; (02) 87368621  

Important: This  manual is exclusive/v owned by the .lohn Hay Management Corporation (JHMC). No portion may be copied 
or reproduced it/ut written authontv front the  .111MG- Managetnenl. 
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VII. LIST OF JHMC OFFICES 

Office Address Contact Information 

Office of The John Hay Special Economic Mr. ALLAN R. GARCIA 
President and Zone (JHSEZ) President and Chief Executive 
Chief Executive P.O. Box 1088, Bag uio City Officer 
Officer (OPCEO) Philippines 2600 (074) 422-4360 

(074) 661-0596 
(074) 637-2322 
E-mail Address: 
allan.garcia©jhmc.com.ph  

Ms. ANNE BERNADETTE E. 
TAN 
Executive Assistant to the 
President and Chief Executive 
Officer 
(074) 422-4360 
(074) 661-0596 
(074) 637-2322 
E-mail Address: 
anne.tancjhmc.com.ph  

Office of the Vice JHSEZ, P.O. Box 1088, Ms. JANE THERESA G. 
President and Baguio City TABALINGCOS 
Chief Operations Philippines 2600 Vice-President and Chief 
Officer Operations Officer 
(OVPCOO) (074) 422-4360 

(074) 661-0596 
(074) 637-2322 
E-mail Address: 
jane.tabalingcos@jhmc.com. ph 

Ms. FEBELLYN A. HONNAG 
Executive Assistant to the Vice 
President and Chief Operations 
Manager 
(074) 422-4360 
(074) 661-0596 
(074) 637-2322 
E-mail Address: 
febellyn. honnag©jhmc.com  . ph 

linporlam!: This manual is exclush'dy owned by the John Hay Management (rporaxion (JH/vIC). No ponion mai be copied 
or reproduced 'ithout iI(en authon ty (mm the JHMC- Management. 

OFFICE 

RECEIVED 

DATE 
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Office Address Contact Information 

Internal Audit 
Office (lAO) 

JHSEZ, P.O. Box 1088, 
Bagulo City 
Philippines 2600 

Mr. RODEL P. VILLANUEVA, 
CPA 
Internal Audit Manager 
(074) 422-4360 
(074) 661-0596 
(074) 637-2322 
E-maU Address: 
rodel .vi llanueva©jhmc.com. ph 
Ms. ANNA MARIA G. LOPEZ 
Board Secretary 
(074) 422-4360 
(074) 661-0596 
(074) 637-2322 
E-mail Address: 
anna.lopez@jhmc.com.ph  
Ms. FLORENCE JOY R. 
MALLARE, CPA 
Business Development Manager 
(074) 422-4360 
(074) 661-0596 
(074) 637-2322 
E-mail Address: 
florence.malIarejhmc.com. ph 
Ms. LEA C. QUISOBEN- 
MAGUILAO, CPA, REA, REB 
Corporate Planning Manager 
(074) 422-4360 
(074) 661-0596 
(074) 637-2322 
E-mail Address: 
lea.quisobenjhmc.com  .ph 
Atty. MARY ELLEN S. 
CABUHAT 
Legal Manager 
(074) 422-4360 
(074) 661-0596 
(074) 637-2322 
E-mail Address: 
mary.cabuhatjhmc.com.ph  

Office of the 
Corporate 
Secretary (OCS) 

JHSEZ, P.O. Box 1088, 
Baguio City 
Philippines 2600 

Business 
Development 
Department 
(BDD) 

JHSEZ, P.O. Box 1088, 
Bagulo City 
Philippines 2600 

Corporate 
Planning Unit 
(CPU) 

JHSEZ, P.O. Box 1088, 
Baguio City 
Philippines 2600 

Legal 
Department (LD) 

JHSEZ, P.O. Box 1088, 
Baguio City 
Philippines 2600 

Important: This manual is exclusively owned by the John Hay Management Corporation (JHMC). No portion may be copied 
or reproduced without written authority from the Jl-i.'fC- ManagemenF  
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Office Address Contact Information 
Safety and 
Security 
Department 
(SSD) 

JHSEZ, P.O. Box 1088, 
Baguio City 
Philippines 2600 

Col. PHILIP GEORGE D. 
DEMOT (Ret) 
Safety and Security Manager 
(074) 422-4360 
(074) 661-0596 
(074) 637-2322 
E-mail Address: 
philip.demotjhmc.com.ph  
Mr. EDSEL U. COLCOL 
Administrative Services 
Manager 
(074) 422-4360 
(074) 661-0596 
(074) 637-2322 
E-mail Address: 
edseI.coIcoIjhmc.com.ph  
Mr. BENJAMIN P. QUIfIO JR. 
General Services Manager 
(074) 422-4360 
(074) 661-0596 
(074) 637-2322 
E-mail Address: 
benjamin. quiñojhmc.com.ph  
Mr. DANNY B. LATAWAN 
Human Resource Manager 
(074) 422-4360 
(074) 661-0596 
(074) 637-2322 
E-mail Address: 
danny. Iatawan@jhmc.com. ph 

Administrative 
Services 
Department 
(ASD) 

JHSEZ, P.O. Box 1088, 
Baguio City 
Philippines 2600 

Administrative 
Services 
Department — 
General Services 
Division (ASD — 
GSD) 

JHSEZ, P.O. Box 1088, 
Baguio City 
Philippines 2600 

Administrative 
Services 
Department — 
Human 
Resource 
Division (ASD — 
HRD) 

JHSEZ, P.O. Box 1088, 
Baguio City 
Philippines 2600 

Administrative 
Services 
Department — 
Information and 
Communications 
Technology 
(ASD — ICTD) 

JHSEZ, P.O. Box 1088, 
Baguio City 
Philippines 2600 

Mr. DARWIN C. PEREZ 
Information and 
Communications Technology 
Manager 
(074) 422-4360 
(074) 661-0596 
(074) 637-2322 
E-mail Address: 
darwin. perezjhmc.com.ph  

Important: This  manual is exclusively owned by the John Hay Management Corporation (JHMC). No portion may be copied 
or reproduced without written authoruv (mm the JIIMC- Management. 

OFFICE 

RECEIVED 

DATE 
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Office Address Contact Information 

Finance Services 
Department 
(FSD) 

JHSEZ, P.O. Box 1088, 
Baguio City 
Philippines 2600 

Mr. RONALD B. ZAMBRANO, 
CPA 
Finance Manager 
(074) 422-4360 
(074) 661-0596 
(074) 637-2322 
E-mail Address: 
ronald.zambrano@jhmc.com.ph  
Engr. BOBBY V AKIA 
Environment and Asset 
Management Manager I 
JHSEZ Building Official 
(074) 422-4360 
(074) 661-0596 
(074) 637-2322 
E-mail Address: 
bobby.akiajhmc.com.ph  
Engr. EDITHA M. MEJIA 
Environment Manager 
(074) 422-4360 
(074) 661-0596 
(074) 637-2322 
E-mail Address: 
editha.mejia©jhmc.com.ph  

Environment and 
Asset 
Management 
Department 
(EAMD) 

Office of the 
Building Official 
(OBO) 

JHSEZI  P.O. Box 1088, 
Baguio City 
Philippines 2600 

Environment and 
Asset 
Management 
Department— 
Environment 
Management 
Division (EAMD 
—EMD) 

JHSEZ, P.O. Box 1088, 
Baguio City 
Philippines 2600 

Environment and 
Asset 
Management 
Department — 
Land and Asset 
Management 
Division (EAMD 
— LAMD) 

JHSEZ, P.O. Box 1088, 
Bagulo City 
Philippines 2600 

Engr. FERDINAND L. 
FIGUERRES 
Land and Asset Development 
Manager 
(074) 422-4360 
(074) 661-0596 
(074) 637-2322 
E-mail Address: 
ferdinand .figuerres©jhmc.com. 
ph 

Environment and 
Asset 
Management 
Department — 
Project 

JHSEZ, P.O. Box 1088, 
Bagulo City. 
Philippines 2600 

Arch. LUZVIMINDA N. 
PANGANIBAN 
Project Manager 
(074) 422-4360 
(074) 661-0596 

Important: This manual is exch,siveh' owned by the John Hay Management Corporation (JHMC). No portion may be copied 
or reproduced ,'ithour it'ritten authorityfrom the JHMC- Management. 
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Office Address Contact Information 

Management (074) 637-2322 
Division (EAMD E-mail Address: 
— PMD) luzviminda.panganibanjhmc. 

com.ph  
Special JHSEZ, P.O. Box 1088, Mr. ZALDYA. BELLO 
Economic Zone Baguio City SEZ/OSAC Manager 
Administration Philippines 2600 (074) 422-4360 
Department (074) 661-0596 
(SEZAD) (074) 637-2322 

E-mail Address: 
Customs zaldybellocjhmc.com.ph  
Clearance Area 
(CCA) 

Important: TIth maimal is exch,siielv owned by the Joim Hay Management Corporation (JHMC). No portion may be copied 
or reproduced withoui written auihor,ivfron, the JHM( - Management. 
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Fee per sq.J 
meter 

P 2.00 

2.40 
3.40 
4.80 
6.00 
7.20 

Fee per sq. meter 

c.	 Divisions B-i/C-l/E-i. 2, 3/F-i/O-i,  2,3,4, 5/H-i, 2.3,4/I-land J-1, 2,3 

Area in sq. meters 

Area in sq. meters 

i. Original complete construction up to 20.00 sq. meters  
ii. AdditionaVrenovation/afteratjon up to 20.00 sq. meters 

regardless of floor area of original construction  
Above 20.00 sq. meters to 50.00 sq. meters  

iv. Above 50.00 sq. meters to 100.00 sq. meters  
. Above 150.00 sq. meters  

Fee per sq. 
meter 

3. 

3.40 
5.20 
8.00 
8.40 

Annex "A" 
NEW SCHEDULE OF FEES AND OTHER CHARGES OF THE REVISED 
IMPLEMENTING RULES AND REGULATIONS (IRR) OF THE NATIONAL BUILDING 
CODE OF THE PHILIPPINES (PD 1096) 

1. Bases of assessment 
a. Character of occupancy or use of building/structure 
a. Cost of construction 
b. Floor area 
c. Height 

0. Regardless of the tyoe of construction, the cost of construction of any buildinalstructure  
for the purpose of assessinq the corresponding fees shall be based on the following table: 

Table 11.0.1. On Fixed Cost Of Construction Per Sq. Meter 

LOCATION GROUP 
AU Cities and Municipalities C, D, E, G, H, I F J 

P10, 000 P8, 000 6, 000 

3. Constructjon/adcjltjonjrenovatjonlalteratjon of buildinq s/structures under Group/s and Sub-
Divisions  shall be assessed as follows:  

a. Division  A-i 

III. 

iv. 
V. 
vi. 

Original complete construction up to 20.00 sq.meters  
AdditionaWrenovation/afteratjon up to 20.00 sq. meters 
regardless of floor area of original construction  
Above 20.00 sq. meters to 50.00 sq. meters  
Above 50.00 sq. meters to 100.00 sq.  meters  
Above 100.00 sq. m to 150 sq. meters  
Above 150.00 sq. meters  

Area in sq. meters 

b. Division A-2  



Up to 500. 

  

23.00 
22.00 
20.50 
19.50 
18.00 
17.00 
16.00 
15.00 
14.00 
12.00 

  

ii. Above 500to 600  
iii. Above 600 to 700  
liv. Above 700 to 800  
v. Above800to900  
vi. Above 900 to 1,00  
vii. Above 1,000 to 1.500.. 
viii. Above 1,500 to 2000  
ix. Above 2000 to 3,000  
x. Above 3,000  

NOTE: Computation of the building fee for item 3.c. is cumulative. The total area is split up into sub-areas 
corresponding to the area bracket indicated in the Table above Each sub-area and the fee corresponding 
to its area bracket are multiplied together. The building fee is the sum of the individual 

d. Divisions C-2/D-1, 2, 3 

Area in sq. meters 
i. Upto 500  
ii. Above 500 to 600  
iii. Above 600 to 700  
iv. Above 700 to 800  

Above 800 to 900  
'vi. Above 900 to 1,000  
vii. Above 1,000 to 1,500  
viii. Above 1,500 to 2,000  
ix Above 2,000 to 3,000  
x. Above 3,000  

Fee per sq. meter 

P 12.00 
11.00 
10.20 
9.60 
9.00 
8.40 
7.20 
6.60 
6,00 
5.00 

NOTE: Computation of the building fee in item 3d. follows the example of Section 3.c of 
this Schedule. 

e. Division J-2 structures shall be assessed 50% of the rate of the principal building of which they are 
accessories (Sections 3.a. to 3.d.). 

4.  ELECTRICAL FEES 

The following schedule shall be used for computing electrical fees in residential, 
institutional, commercial and industrial structures: 

a. Total Connected Load (kVA) 

Fee 

i. 5kVAorless  

ii. Over 5 kVA to 50 kVA  

iii. Over 50 kVA to 300 kVA  
iv. Over 300 kVa to 1,500 kVA  
. Over 1.500 kVA to 6,000 kVA  

P 
200. 

00 
P+ P 

200. 20.00/k 
00 VA 

1,100.00 + 10.00/kVA 
3,600.00 + 5.00/kVA 
9,600.00 + 2.50/kVA 



ki. Over 6,000 kVA... 20,850.00 + 1 .25/kVA 

NOTE: Total Connected Load as shown in the load schedule. 

Fee 

P 
40.0 

0 
P 

40.0 4.00/k 
0 VAI 

220.00 + 2.00/kVA 
720.00 + 1 .00/kVA 

1,920.00 + 0.50/kVA 
4,170.00 + 0.25/kVA  

5kVAortess  

ii. Over 5 WA to 50 kVA  

iii. Over 50 kVAto 300 kVA  
iv. Over 300 kVa to 1,500 kVA 
v. Over 1,500 kVA to 6,000 kVA  
jOver 6000 kVA  

b. Total lransformerIUninterrupted Power Supply (UPS)/Generator Capacity (kVA) 

NOTE: Total Transformer/UPS/Generator Capacity shall include all transformer, UPS and 
generators which are owned/installed by the owner/applicant as shown in the electrical plans 
and specification. 

c. Pole/Attachment Location Plan Permit 

Power Supply Pole Location  P 30.00/pole 
Guying Attachment    P 

30.00/attachm 
ent 

This applies to designs/installations within the premises 

d. Miscellaneous Fees: Electric Meter for union separation, alteration, reconnection or 
relocation and issuance of Wiring Permit 

Use or Character of Occupancy Electric Meter Wiring Permit 
Issuance 

Residential P 15.00 P 15.00 
Commercial/Industrial 60.00 36.00 
Institutional 30,00 12.00 

e. Formula for Computation of Fees 
The Total Electrical Fees shall be the sum of Sections 4.a. to 4.d. of this Rule. 

f. Forfeiture of Fees 
If the electrical werk or installation is found not in conformity with the 

minimum safety requirements of the Philippine Electrical Codes and 



the Electrical Engineering Law (RA 7920), and the Owner fails to perform 
corrective actions within the reasonable time provided by the Building 
Official, the latter and/or their duly authorized representative shall 
forthwith cancel the permit and the fees thereon shall be forfeited. 

0. MECHANICAL FEES 

a. Refrigeration, Air Conditioning and Mechanical Ventilation: 

i. Refrigeration (cold storage), per ton or fraction thereof  P40.00 
ii. Ice Plants, per ton or fraction thereof 60.00 
iii. Packaged/Centralized Air Conditioning Systems: 

Up to 100 tons, perton 
90.00 

iv. Every ton or fraction thereof above 100 tons 40.00 
v. Window type air conditioners, per unit 60.00 
vi. Mechanical Ventilation, per kW or fraction thereof 

of blower or fan, or metric equivalent 
40.00 

vii. In a series of AC/REF systems located in one 
establishment the total installed tons of refrigeration 
shall be used as the basis of computation for purposes 
of installation/inspection fees, and shall not be considered 
individually. 

b. Escalators and Moving Walks, funiculars and the like: 

I. Escalator and moving walk, per kWor fraction thereof  P 10.00 
ii. Escalator and moving walks up to to 20.00 lineal meters 

or fraction thereof 
20.00 

iii. Every lineal meter or fraction thereof in excess 
of 20.00 lineal meters 

10.00 
iv. Funicular, per kWor fraction thereof   200.00 

(a) Per lineal meter travel 2000 
v Cable car, per kW or fraction thereof 40.00 

(a) Per lineal meter travel..  5.00 

c. Elevators, per unit; 

i. Motor driven dumbwaiters  P 600.00 
ii. Construction elevators for material 2.00000 
iii. Passenger elevators  5,000 00 
iv. Freight elevators . 5,000.00 
v. Car elevators  5,000.00 



d. Boilers, per kW: 

i. Upto7.5kW P 500 
ii. Above 7.5 kWto 22 kW   700.00 
tis. Above 22 kWto 37 kW  900.00 
iv. Above 37 kW to 52 kW  1200.00 
v. Above 52 kWto 67 kW  1,400.00 
vi. Above67kWto74kW  1,60000 
vi. Every kWor fraction thereof above 74 kW 5.00 

e. Pressurized water heaters, per unit  P 200.00 

f Water, sump and sewage pumps for commercial/industrial use, 
per kW or fraction thereof  60.00 

g. Automatic fire sprinkler system, per sprinkler head 4.00 

h. Diesel/Gasoline ICE, Steam. Gas 
Turbine/Engine. Hydro, Nuclear or solar 
Generating Units and the like, per kW: 

i. EverykWupto50kW  P 25.00 
ii. Above50kWupto100kW  20.00 
iii. Every kWabove 100kW 3.00 

I. Compressed Air, Vacuum, Commercial, 
Institutional and/or Industrial Gases, per outlet P 20.00 

J. Gas Meter, per 
unit P 100.00 

k. Power piping for gas/steam/etc.. per lineal meter 
or fraction thereof or per  Cu.  meter or fraction thereof 
whichever is higher P 4.00 

Other Internal Combustion Engines, including 
cranes, forklifts, loaders, pumps, mixers, 
compressors and the like, not registered with the 
Lb. per kW: 

Upto50kW P 10.00 
ii. Above 50 kWto 100 kW 12.00 
iii. Every above 100 kW or fraction thereof  3.00 



m. Pressure Vessels, per cu. meter or fraction thereof P 60.00 

n. Other Machinery/Equipment for commerciall 
Industrial/Institutional Use not elsewhere specified 
per kWor fraction thereof P 60.00 

o Pneumatic tubes. Conveyors. Monorails for 
materials handling and addition to existing supply 
and/or exhaust duct works and the like. 
per lineal metes or fraction thereof  P 10.00 

p. Weighing Scale Structure, per ton or fraction thereof  P 50.00 

NOTE: Transfer of machine/equipment location within a building requires a mechanical permit and 
payment of fees. 

6. PLUMBING FEES  

a. Installation Fees, one (1) "UNIT" composed of one (1) water closet, two (2) floor drains, 
one (1) lavatory, one (1) sink with ordinary trap. three (3) faucets and one (1) shower head. A 
partial part thereof shall be charged as that of the cost of a whole "UNIT'. 

b Every fixture in excess of one Unit 

i. Eachwatercloset  P7.00 
ii. Each floor drain  3.00 
iii. Each sink 3.00 
iv. Each lavatory 7.00 
v Each faucet  2.00 
vi Each showerhead 2.00 

c. Special Plumbing Fixtures: 

i. Each slop sink  P700 
ii. Eachurinal  400 
iii. Each bath tub...................................... . 7.00 
iv. Each grease trap  7 00 
v. Each garage trap 7.00 
vi. Each bidet  4.00 
vii. Each dental cuspidor 4.00 
viii. Each gas-fired water heater 4.00 
ix. Eachdrinkingfountain. 200 
x. Each bar or soda fountain sink 4 00 
xi. Each laundry sink 4.00 
xii. Each laboratory sink  4 00 



xiii. Each fixed-type sterilizer 200 

d. Each water meter P 2.00 

I. 12to25mm0   P 8.00 
ii. Above25mmØ  10.00 

e. Construction of septic tank, applicable in all Groups 
i. Up to 5.00 cu. meters of digestion chamber  P 24.00 
ii. Everycu. meter or fraction thereof 

In excess of 5.00  Cu. meters 
7.00 

0. ELECTRONICS FEES 

a. Central Office switching equipment, remote 
switching units, concentrators, PABXJPBXs, cordless/wireless 
telephone and communication systems, intercommunication 
system and other types of switching/ routing/distribution 
equipment used for voice, data 
rnage text, facsimile. internet service, cellular, paging and other 
types/forms of wired or wireless communications  P 2.40 per port 

b. Broadcast station for radio and TV for both 
commercial and training purposes, CATV headed, transmittingl 
receiving/relay radio and broadcasting communications stations, 
communications centers, switching centers, control centers, 
operationand/or maintenance centers, call centers, celisites. 
equipment siloslshetters and other similar locations/structures 
used for electronics and communications services, including 
those used for navigational aids, radar. telemetry, tests and 
measurements, globalpositioning and personnel/vehicle location .........P 1, 000.00 per 
location 

C. Automated teller machines, ticketing. 
vending and other types of electronic dispensing machines, 
telephone booths, pay phones, coin changers. location 
or direction-finding systems, navigational equipment used for 
land, aeronautical or maritime applications, photography and 
reproduction machines x-ray, scanners, ultrasound and other 

apparatus/equipment used for medical, biomedical, laboratory 
and testing purposes and other similar electronic or 
electronically- controlled apparatus or devices, whether 
located indoor or outdoors  P 10.00 perunit 

d. Electronics and communications outlets 

m 



used for connection and termination of voice, data. computer 
(including workstations, servers, routers, etc.), audio, video, or 
any form of electronics and commu- nications services, 
irrespective of whether a user 
terminal is connected  P 240 per outlet 

e. Station/terminal/control pointiport/central or remote panels/outlets for 
security and alarm systems (including watchman system, burglar alarms, 
intrusion detection systems, lighting controls, monitoring and surveillance 
system, sensors, detectors, parking management system, barrier controls, 
signal lights, etc.), electronics fire alarm (including early-detection systems, 
smoke detectors, etC.), sound-reinforcement/background, 
music/paging/conference systems and the like, 
CATV/MATVICCTV and off-air television, electronically- 
controlled conveyance systems, building automation, 
management systems and similar types of electronic or 
electronically-controlled installations 
whether a user terminal is connected  P 2.40 per termination 

f. Studios, auditoriums, theaters, and similar structures 
for radio and TV broadcast, recording, audio/video 
reproduction/simulation and similar 
activities  p 1,000.00 per location 

g. Electronic or electronically-controlled indoor 
and outdoor signages and display systems, including 
TV monitors, multi-media signs. etc.    P 50.00 per unit 

h. Poles and attachment: 

Per Pole (to be paid by pole owner)  P 20.00 
i. Per attachment (to be paid by any 

entity who attaches to the pole of others)  P 20.00 

i. Other types or electronics or electronically- controlled 
device, apparatus, equipment, instrument 
or units not specifically identified above P 50.00 per unit 

0. ACCESSORYFEES 

a. Establishment of Line and Grade, all sides fronting 



or abutting streets, esferos, rivers and creeks, first 10.00 meters P 24.00 

i. Every meter or fraction thereof in excess of 1000 meter 2.40 

b. Ground Preparation and Excavation Fee 

Official may 
subject to the 
Inspection and 
setbacks, 

While the application for Building Permit is still being processed, the Building 
issue Ground Preparation and Excavation Permit (GP&EP) for foundation, 
verification, inspection and review by the Line and Grade Section of the 

Enforcement Division to determine compliance to line and grade. 
yards/easements and parking requirements. 

(a) Inspection and Verification Fee  

(b) Per cu. meters of excavation  
(C) Issuance of GP & EP 

valid only for thirty (30) days or 
superseded upon issuance of 
Building Permit  

(d) Per cu. meter of excavation for 
foundation with basement  

(e) Excavation other than foundation 
or basement, per cu. meter  

(f) Encroachment of footings or foundations of 
buildings/structures topublic areas as permitted, per 
sq. meter or fraction thereof of footing or foundation 
encroachment  

P 
200. 

00 
3.00 

50.00 

4.00 

3.00 

250.00 

c. Fencing Fees: 

Made of masonry, metal, concrete up to 
1 80 meters in height, 
per lineal meter or fraction thereof P 

3.00 
ii. In excess of 1.80 meters in height 

per lineal meter or fraction thereof  4.00 
iii Made of indigenous materials, barbed, 

chicken or hog wires, per linear meter.  2.40 

d. Construction of Pavements, up to 20.00 sq. meters  P 24.00 

e. In excess of 20% or fraction thereof of paved 
areas intended for commercial/industrial/institutional 

use, such as parking and sidewalk areas gasoline 
station premises, skating rinks, pelota courts, tennis 
and basketball courts and the like  P 3.00 

f. Use of Streets and Sidewalks, Enclosures and Occupancy 



1Type of Sign Display Business Signs Advertising Signs 

P 36.00. miri. fee shall be P 46.00, mm. fee shall be 
P124.00 p200.00  
p 18.00. mm. fee shall be P 38.00, mm. fee shall be 
P72.00 P150.00 
P12.00, mm. fee shall be P 20.00, mm. fee shall be 
P40.00 P110.00  

P 8.00, mm. fee shall be P 12.00,  mm.  fee shall be 
P30.00 P100.00 

Neon 

Illuminated 

Others 

Painted-on 

of Sidewalks up to 20.00 sq. meters, per calendar month  P 240.00 

i. Every sq. meter or fraction thereof in excess of 
20.00 sq. meters  

P 12.00 

g. Erection of Scaffoldings Occupying Public Areas, per calendar month. 

Upto 10.00 meters in length p 150.00 
ii. Every lineal meter or fraction thereof in 

excess of 10.00 meters 12.00 

h. Sign Fees: 

Erection and anchorage of display 
surface, up to 4.00 sq. meters of signboard area  p 120.00 

(a) Every sq. meter or fraction thereof in 
excess of 4.00 sq. meters 24.00 

Installation Fees. per sq. meter or fraction thereof 
of display surface: 

fraction thereof:
iii. Annual Renewal Fees, per sq. meter of display surface or 

i. Repairs Fees: 

Alteration/renovation/improvement on 
vertical dimensions of 
buildings/structures in square meter, 
such as facades, exterior and interior 
walls, shall be assessed in 

following rate, For all 
Groups  

accordance with the 

00 
5. 
P 

Alteration/renovation/improvement on 
horizontal dimensions of 



buildings/structures, such as floorings, 
ceilings and roofing shall be assessed in 
accordance with the 
foHoing rate. For all 
Groups  

iii. Repairs on buiidingslstructures in all 
Groups costing more than five 
thousand pesos (P 5,000.00) shall 
be charged 1% of the detailed repair 
cost 
(itemized original materials to be 
replaced with same or new substitute 
and labor) 

j. Raising of Buildings/Structures Fees: 

A'zscment of fees for raising of any buildings/structures shall be based on 
the new usable area generated. 

ii. The fees to be charged shall be asprescribed under Sections 3.a. to 3.e. of 
this Schedule, whichever Group 
applies. 

k. Demolition/Moving of Buildings/Structures Fees, per sq. meter of area or dimensions involved: 

Buildings in all Groups per sq. meter 
floor 
area..  

0 
Building Systems/Frames or 
portion thereof per vertical or 
horizontal 4.00 
dimensions, including 
Fences  .......... 
Structures of up to 10.00 meters in 800,00 
height  
(a) Every meter or portion thereof 
in excess of 10.00 meters 50.00 

iv. Appendage of up to 3.00 Cu. 50.00 
meter/unit  
(a) Every Cu. meter or portion thereof in 
excess of 3.00 Cu. meters 50 00 

v. Moving Fee, per sq. meter of area of building! 
structure to be 
moved  

0. CERTIFJCA TE OF USE OR OCCUPANCY (Table ii. G. I for Fixed Costina) 

5.00 

P 
3.0 

3.00 



a. Divison A-i and A-2 Buildings. 

Costing up to P150.000.00  

ii. Costing more than P150,00000 
up to P400000.00  

iii Costing more than P400,000.00 up 
to 
P850.000.00  

iv. Costing more than P850.000.00 up to 
P1200.00000  

v. Every million or portion thereof in excess 
of P1200,000,00  

P 
100. 

00 

200.00 

P 
400. 

00 

800.00 

800.00 

b. Divisions B-lIE-I, 2.  3fF-i IG-1, 2, 3. 4, 5/H-i. 2, 3, 4/and I-i Buildings: 

I. Costing up to P150,000.00 P 
20 

0.00 
ii. Costing more than P150,000.00 

up to P400,000.00  

iii Costing more than P400,000.00 up 
to P850,000.00  

iv. Costing more than P850.000.00 up to 
P1200,000.00  

v. Every million or portion thereof in excess 
of P1,200,000.00  

c. Divisions C-i, 21D-1, 2, 3 Buildings: 

I. Costing upto P150,000.00  

ii. Costing more than P150,000.00 
up to P400,000.00  

ii Costing more than P400.000.00 
up to P850,000.00  

iv. Costing more than P850,000.00 
up to P1,200,000.00  

v. Every million or portion thereof in excess 
of P1. 200,000.00  

400.00 

800.00 

1.000.00 

1,000.00 

P 
15 

0.00 

250.00 

600.00 

900.00 

900.00 

d. Division J-1 Buildings/structures: 



i. With floor area up to 20.00 sq. meters P 
5 

0.00 

ii. With floor area above 20.00 sq. meters 
up to 500.00 sq. meters 240.00 

iii With floor area above 500.00 sq. meters 
up to 1000.00 sq. meters 360.00 

iv. With floor area above 1000.00 sq. meters 
up to 5,000.00 sq. meters 

480.00 
v. With floor area above 5,000.00 sq. meters 

up to 10.000.00 sq. meters
200.00 

With flàor area above 10,000.00 sq. meters 2,400.00 

Division J-2 Structures: 

I. Garages, carports, balconies, terraces, lanais and the like: 50% of the rate of the principal 
building, of which they are accessories. 

ii. Aviaries, aquariums, zoo structures and the like: same rates as for Section 10.d above 
iii Towers such as for Radio and TV transmission, cell site, sign (ground or roof type) and 

water tank supporting structures and the like in any location shall be imposed fees as 
follows: 

800.00 
a. First 10.00 meters of height from the ground 

 
p 

a. Every meter or fraction thereof in excess of 10.00 
meters . 50.00 

f. Change in Use/Occupancy, per sq. meter or fraction thereof 
of area affected  P 5.00 

0. ANNUAL INSPECTION FEES 

a. Divisions A-i and A-2: 

i. Single detached dwelling units and duplexes are not 
subject to annual inspections. 

ii. If the owner request inspections, the fee for each 
of the services enumerated below is  

0.00 

p 
12 



Land Use Conformity Architectural 
Presentability Structural Stability 
Sanitary and Health Requirements Fire- 
Resistive Requirements 

Divisions B-l/D-i, 2, 3/E-1, 2, 3/F-hG-i, 2,3, 4,5/ H-i, 2. 3, 4/ 
and I-i Commercial, Industrial Institutional buildings and appendages shall be assessed area as 
follows: 

i. Appendage of up to 3.00  Cu. meters/unit P 50.00 
ii. Floor area to 100.00 sq. meters 120.00 
iii Above 100.00 sq. meters up to 

200.00 sq. meters 240.00 
iv. Above 200.00 sq. meters up to 

350.00 sq. meters. 80.00 
v Above three hundred 350.00 sq. meters 

Up to 500.00 sq. meters 720.00 
vi. Above 500.00 sq. meters up to 

750.00 sq. meters 960.00 
vii. Above 750.00 sq. meters 

upto 1,000.00 sq. meters 1200.00 
viii. Every 1,000.00 sq. meters or its portion in excess of 

1,000.00 sq. meters 1,200.00 

c.. Divisions C-I, 2, Amusement Houses, Gymnasia and the like: 

i. First class cinematographs or theaters P 
1,200. 

00 
ii. Second class cinematographs or theaters 720.00 
iii Third class cinematographs or theaters 520.00 
iv. Grandstands/Bleachers. Gymnasia and the like 720.00 

d. Annual plumbing inspection fees, each 
plumbing unit  P 60.00 

e. Electrical Inspection Foes: 

i. A onetime electrical inspection fee equivalent to 10% of Total Electrical Permit Fees 
shall be charged to cover all inspection trips during construction. 

ii. Annual Inspection Fees are the same as in Section 4.e. 

Annual Mechanical Inspection Fees: 



Refrigeration and Ice Plant, per ton: 

(a) Up to 100 tons capacity   P P 25.00 
(b) Above lOOtons upto 150 tons  20.00 
(c) Above 150 tons up to 300 tons  15.00 
(d) Above 300 tons up to 500 tons  10.00 
(e) Every ton or fraction thereof above 500 tons  5.00 

Air Conditioning Systems: 

iii. 

Window type air conditioners, per unit  

Packaged or centralized air conditioning systems: 

P P 40.00 

(a) First 100 tons, per ton  P 25.00 
(b) Above 100 tons, up to 150 tons per ton  20.00 

iv. 

(c) Every ton or fraction thereof above 500 tons  

Mechanical Ventilation, per unit, per kW. 

8.00 

(a) Up to 1 kW  P P 10.00 
(b) Above 1 kWto 7.5 kW  50.00 

v. 

(c) Every kWabove 7.5 kW  

Escalators and Moving Walks: Funiculars and the like: 
20.00 

(a) Escalator and Moving Walks, per unit  P P 120.00 
(b) Funiculars, per kW or fraction thereof  50.00 
(c) Per lineal meter or fraction thereof of travel  10.00 
(d) Cable Car, per KWor fraction thereof  25.00 

vi. 

(e) Per lineal meter of travel    .... 

Elevators, per unit: 

2.00 

(a) Passenger elevators  P P 500.00 

(b) Freight elevators  400.00 
(c) Motor driven dumbwaErs  50.00 
(d) Construction elevators for materials  400.00 
(e) Car elevators  500.00 
(f) Every landing above first five (5) 
landings for all the above elevators 50,00 

vii. Boilers, per unit: 

(a) Up to 7.5 kW  P P 400.00 
(b) 7.5 kW up to  22 kW . 550.00 
(c)22kWupto37kW . 600.00 
(d) 37 kW up to 52 kW 650.00 
(e) 52 kW up to 67 kW 800.00 

(f) 67kWupto74kW 900.00 



(g) Every kW or fraction thereof 
above 74 kW 4.00 

viii. Pressurized Water Heaters, per unit  P P 120.00 

ix. Automatic Fire Extinguishers, 
per sprinkler head 

P 2.00 

x. Water, Sump and Sewage pumps for buildings/structures for 
commercial/ 
industrial purposes, per kW: 
(a) Up to 5 kW P P 55.00 
(b) Above 5 kWto 10 kW 90.00 
(c) Every kWor fraction thereo above 10 kW 2.00 

xi. Diesel/Gasoline Internal Combustion Engine, 
Gas Turbine/Engine. Hydro, Nuclear or Solar 
Generating Units and the like, per kW: 

(a) Per kW, up to 50 kW  P 15.00 
(b) Above50kWupto100kW  

10.00 
(c) Every kW or fraction thereof 
above 100 kW  
2.40 

xii. Compressed air, vacuum, commercial! 
institutionallindustrial gases, per outlet  P 
10.00 

xiii. Power piping for gas/steam/etc.. 
per lineal meter or fraction thereof or per cu. meter or fraction thereof. 
whichever is higher   P 
2.00 

xiv. Other Internal Combustion Engines, 
including Cranes, Forklifts. Loaders, 
Mixers, Compressors and the like, 

(a) Perunit,uptol0kW  P 100.00 
(b) Every kWabove 10 kW  
3.00 

xv. Other machineries and/or equipment for 
commercial! industrial/institutional 

use not elsewhere specified, per 
unit: 

(a) Upto%kW  P 8.00 
(b) AboveV2kWupto1 kW  

23.00 
(c) Above 1 kWupto3kW  

39.00 
(d) Above3kWupto5kW  

55.00 



(e) Above5kWupto10kW  
50.00 
(f) Every kWabove 10 kW 

or fraction thereof  
4.00 

xvi. Pressure Vessels, per cu. Meter 
or fraction thereof P 40.00 

xvii. Pneumatic tubes, Conveyors, Monorails 
for materials handling, per lineal meter or 
fraction thereof   P 

2.40 

xviii. Weighing Scale Structure. per ton or fraction thereof  P 30.00 

Testing/Calibration of pressure gauge, 
per unit P 

24.00 
a. Each Gas Meter, tested, proved 

and seated. per gas meter  
30.00 

xx. Every mechanical ride inspection, etc.. used in 
amusement centers of fairs, such 
as ferris wheel, and the like, per unit  P 30.00 

g. Annual electronics inspection fees shall be the same as the fees in Section 7. of this 
Schedule. 

11. CERTIFICATIONS 

a. Certified true copy of building permit .   P 50.00 

b. Certified true copy of Certificate of Use/Occupancy 50 00 

c. Issuance of Certificate of Damage  
50.00 

d. Certified true copy of Certificate of Damage  
50.00 

e. Certified copy of Electrical Certificate  
50.00 

f. Issuance of Certificate of Gas Meter Installation  
50.00 

,1 



g Certified true copy of Certificate of Operation  
50.00 

h. Other Certifications  
50.00 

NOTE: The specifications of the Gas Meter shall be: 

Manufacturer  
Serial Number  
Gas Type  
Meter Classification/Model..  
Maximum Allowable Operating Pressure — psi (kPa)  
Hub Size - mm (inch)  
Capacity - mIhr. (ft'/hr.)  


	Page 1
	Page 2
	Page 3
	Page 4
	Page 5
	Page 6
	Page 7
	Page 8
	Page 9
	Page 10
	Page 11
	Page 12
	Page 13
	Page 14
	Page 1
	Page 2
	Page 3
	Page 4
	Page 5
	Page 6
	Page 7
	Page 8
	Page 9
	Page 10
	Page 11
	Page 12
	Page 13
	Page 14
	Page 15
	Page 16
	Page 17
	Page 18
	Page 19
	Page 20
	Page 21
	Page 22
	Page 23
	Page 24
	Page 25
	Page 26
	Page 27
	Page 28
	Page 29
	Page 30
	Page 31
	Page 32
	Page 33
	Page 34
	Page 35
	Page 36
	Page 37
	Page 38
	Page 39
	Page 40
	Page 41
	Page 42
	Page 43
	Page 44
	Page 45
	Page 46
	Page 47
	Page 48
	Page 49
	Page 50
	Page 51
	Page 52
	Page 53
	Page 54
	Page 55
	Page 56
	Page 57
	Page 58
	Page 59
	Page 60
	Page 61
	Page 62
	Page 63
	Page 64
	Page 65
	Page 66
	Page 67
	Page 68
	Page 69
	Page 70
	Page 71
	Page 72
	Page 73
	Page 74
	Page 75
	Page 76
	Page 77
	Page 78
	Page 79
	Page 80
	Page 81
	Page 82
	Page 83
	Page 84
	Page 85
	Page 86
	Page 87
	Page 88
	Page 89
	Page 90
	Page 91
	Page 92
	Page 93
	Page 94
	Page 95
	Page 96
	Page 97
	Page 98
	Page 99
	Page 100
	Page 101
	Page 102
	Page 103
	Page 104
	Page 105
	Page 106
	Page 107
	Page 108
	Page 109
	Page 110
	Page 111
	Page 112
	Page 113
	Page 114
	Page 115
	Page 116
	Page 117
	Page 118
	Page 119
	Page 120
	Page 121
	Page 122
	Page 123
	Page 124
	Page 125
	Page 126
	Page 127
	Page 128
	Page 129
	Page 130
	Page 131
	Page 132
	Page 133
	Page 134
	Page 135
	Page 136
	Page 137
	Page 138
	Page 139
	Page 140
	Page 141
	Page 142
	Page 143
	Page 144
	Page 145
	Page 146
	Page 147
	Page 148
	Page 149
	Page 150
	Page 151
	Page 152
	Page 153
	Page 154
	Page 155
	Page 156
	Page 157
	Page 158
	Page 159
	Page 160
	Page 161
	Page 162
	Page 163
	Page 164
	Page 165
	Page 166
	Page 167
	Page 168
	Page 169
	Page 170
	Page 171
	Page 172
	Page 173
	Page 174
	Page 175
	Page 176
	Page 177
	Page 178
	Page 179
	Page 180
	Page 181
	Page 182
	Page 183
	Page 184
	Page 185
	Page 186
	Page 187
	Page 188
	Page 189
	Page 190
	Page 191
	Page 192
	Page 193
	Page 194
	Page 195
	Page 196
	Page 197
	Page 198
	Page 199
	Page 200
	Page 201
	Page 202
	Page 203
	Page 204
	Page 205
	Page 206
	Page 207
	Page 208
	Page 209
	Page 210
	Page 211
	Page 212
	Page 213
	Page 214
	Page 215
	Page 216
	Page 217
	Page 218
	Page 219
	Page 220
	Page 221
	Page 222
	Page 223
	Page 224
	Page 225
	Page 226
	Page 227
	Page 228
	Page 229
	Page 230
	Page 231
	Page 232
	Page 233
	Page 234
	Page 235
	Page 236
	Page 237
	Page 238
	Page 239
	Page 240
	Page 241
	Page 242
	Page 243
	Page 244
	Page 245
	Page 246
	Page 247
	Page 248
	Page 249
	Page 250
	Page 251
	Page 252
	Page 253
	Page 254
	Page 255
	Page 256
	Page 257
	Page 258
	Page 259
	Page 260
	Page 261
	Page 262
	Page 263
	Page 264
	Page 265
	Page 266
	Page 267
	Page 268
	Page 269
	Page 270

