


Government Employee 
Onboarding

Digital Bangsamoro Portal



Login Page Click on the “Sign In” Button to Sign 
Up to the Portal

Step  1



Sign in Page

Click on to Sign-Up Button to 
Registration

Step  2



Sign Up Page

                    Step  3

Fill up mandatory fields:
● First name*
● last name*
● Mobile with country code*
● Mail (optional)

                        Step  4

Click ‘Sign-Up’  after filling all 
the details properly.

               Step  4

After completing all mandatory 
fields, click ‘Sign up’



OTP Verification

                    Step  5

After that user will receive an 
OTP both in email and mobile

Note:  OTP is valid for 15 minutes. And maximum of four (4) OTPs can be generated per user within an hour  



Profile Verification Page

                        

                        

                                     Step  6

Further government employee has to verify his/her 
profile by filling the mandatory fields: 
● Govt issued id*
● Selected Govt id number*
● Gender
● Date of Birth
● Upload image of the selected govt issued 

documents*

                                      
 

                                    Step 7

Government employees must tick the box 'I am a 
government employee'.



Govt Employee Information Verification Page                       
                              
                                 
                                  Step  8
After that Government Employee must fill up the 
mandatory fields:
● Office Layer*
● Ministry/Region/Province/Municipality/
● Barangay*
● Designation*
● Joining Date*
● End of the tern*

                                      
 Step 9

Click the continue button to get verified based on 
proper information
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lVIEIVIORANDUIVI CiRCULAR

N°,　　　∩?q

SERIES OF 2023

TO VICE GOVERNORS, VICE MAYORS, REGU」AR SANGGUNIAN

IVIEIVIBERS AND ALしOTHERS CONCERNED

This Region

AL」 CITY仲ROVnNCIAし馴RECTORs, CIMLGOOs AND AしL

OTHERS CONCERNED

This Ministry

SUBJEC丁　　　POLICY GUiDELINES ON THE -SSUANCE OF CER¶FICAT看ON

ON SERVICES RENDERED BY SANGGUNIAN MEMBER FOR

THE CSC GRANT OF ELIGIBiLITY

DATE　　　:　　22 RAJAB 1444 AH

13 FEBRUARY 2023

1・ Backg「ound

l l Repubiic Act (R.A) No・ 10156 dated Decembe「 2O, 2011, Othe画se known

as “An Act Confe「「i=g Upon Membe「s of the Sa=gguniang Bayan,

Sanggunia=g Paniungsod and Sangguniang Pan-a-awigan, the App「op「iate

Civii Service Eiig輔ty unde「 Certai=　Ci「cumstances, and fo「 Other

Pu「poses”・ and ltS impiementing Rules and Reguiations (CSC Resoiution

No. 1300486) which took effect on May l- 2013 grants the CSC Sanggunian

Membe「 Eiigib硝ty to eligibie Sanggunian Members;

1.2・ To verify authe=ticity of the services 「ende「ed by conce「ned Sanngunian

Membe「 (SM)' One SPeCific documentary 「equi「ement, aS SPeCified in RA

lO156 is the Certification of Services Rende「ed by the SM du-y sjgned by

autho「ized o情ciai of the Department of the -nte「io「 and Local Gove「nment

(DI」G);

1・3. The e=actment Of RA =O54 otherwise k=OWn aS the O「ganic Law for the

Bangsamo「o Autonomous Region subsequentIy led to the c「eation of the

Ministry of the inte「io「 and LocaI Gove「nment (MILG) in BARMM;

1.4. The Ministry of the lnte「io「 andしocai Gove「nment (MiLG) is mandated to

assist the Chief Minister in the exercise of gene「a- supervision over the

COnStjtuent locai gove「nment units;
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1.5 That prio「 to the CSC g「ant of Sanggunian Membe「 E-igibiiity of appIicants,

the MILG as the BARMM counte「part of DILG言S tO P「OVide a Cerl輔cation

On Servi∞S Rende「ed by Sanggunian Member to the CSC BARMM using

the p「esc「ibed CSC SME Fom 7, Mれh 2013一「eflecti=g the appiicants’

te「ms of services 「endered.

2. Purpose

The Memo「andum Ci「cuIa「 is being issued to presc「ibe gene「ai policies and

PrOCedu「es in the issuance of Ce間Cation o= Services Rende「ed to eiigibIe

Sanggunian Membe‖b「 the g「ant of Sanggunian Membe「 E-igib硝ty (SME) by the

Civii Service Commjssion (CSC).

3・ Scope and Cove「age

This Memo「andum Circuia「 shali cove「 issuance of Certification on Services

Rende「ed and othe「 reiated ce珊cation (e.g Certification as One and the Same

Person〉 for ali eligibIe Sanggunian Membe「s for the CSC gra=t Of Sanggunlan

Membe「 Eijgib掴ty.

4. General Guideiines

4・1"　Eligible O冊ciais

Pu「suant to Repubijc Act (R.A・) No. 10156, dated Decembe「 20, 2O=,

Otherwise known as “An Act Conferrlng Upon Membe「s of the Sa=gguiang

Bayan' Sangguniang Paniungsod a=d Sanggu=iang Pania-awigan, the

Approp「iate Civii Service馴gibiiity under Certain Circumstances, and fo「

Othe「 Pu「poses”・ the foIiowing are the e-igib-e for the Sangguniang

Member副gib潮ty (SME).

4.1 1. The fo‖owing Sanggunian Membe「s, Who have been eIected afte「

the effectivity of the Locai Govemment Code of 1991 (RA 7160)

Or May =' 1992 onwa「ds and have met the requi「ements, Shali

be entitied to the g「ant ofSME:

a. Vice Mayo「・ aS P「eSiding o情ce「 fo「 the Sanggu=iang Bayan

O「 Sangguniang Paniungsod;

b. Vice Governo「・ aS P「eSidlng O怖ce「 fo「 the Sangg…iang

Panlaiawigan; and

C. Regula「 Sanggunia= Membe「s of the Sanggunjang Bayan,

Sanggunian Paniungsod and Sanngun-ang Pan-a-awigan.

4.1.2. Above Sanggu=ian Membe「 must meet the fo=owing:

a. Fo「 Sanggunian Membe「 Elig嗣ty Fi「st Level (SMILE) -

Served as Sangg面an Membe「 fo「 an agg「egate pe「iod of

Six (6) yea「S; and compieted at least seventyiwo (72) …ItS

Ieading to baccaiau「eate/bacheIor,s degree.

b. Fo「 Sanggunjan Membe・ Eligib岬y Second LeveI (SM2LE) -

Served as Sanggunian Membe「 for an agg「egate pe「iod of

の
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nine (9) yea「S; and compIeted at ieast seventy-twO (72) units

Ieadi=g tO baccaIau「eateIbachelor,s deg「ee,

Note‥ The yea「s in the Sanggunian whlCh have a-ready been

inCIuded in the computation of the agg「egate yea「s fo「 the g「ant of

the SMILE w川NOT be considered i= the computation of the

agg「egate yea「S for the g「ant of SM2LE.

4工3. The Sanggunian Membe「,s name must aIso be incIuded in the

CO「reSPOnding Maste「 List issued by the conce「ned MILG Fieid

o怖ce.

4"2・ Documentary Requirements

4.2"1. Duiy accompiished Citizen,s Charter Service request fo「m for the

issuance of Certification on Services Rende「ed by the

Sanggunia= Membe「 fo「 the g「ant of CSC- Sanggunian Membe「

EIig酬ity (See Amex A)

4.2.2-　O「igi=al a=d photocopy of a=y Of the fo=owlng I,D. ca「ds, Which

must be vaIid (not expi「ed) upon舗ng of app=cation, and bea「s

the appiicant’s compiete name’Pictu「e and signatu「e, and the

issuI=g O締ce「s =ame and signatu「e:

a・ Cu「rent OfficelCompany i.D,

b. SchooI上D・ (must be duiy vaIidated fo「 the cur「ent schooi year)

C. GSISUMID

d SSSi.D

e・ Passport (With signatu「e of the appiicant)

f. D「ive「’s iicense

g. PRC License

h BiR川N上D. (ATM Type/iaminated ca「d with pictu「e type〉

i・ Police CIea「ance (With pictu「e)

j Vote「’si.D.

k. PhiIHeaith l"D. (ATM Type)

i. Posta=.D

m. Barangay l.D.

Note: Any other上D ca「d NOT inciuded jn the above list sha= NOT

be accepted. AIumni’aSSOCiation, membe「ship, and health l.D s

inciuding ATM ca「ds, Shail not be ac∞Pted.

4.2.3　O「iginai copy of the Ce珊cation on Servi∞S Rende「ed by the

Sanggunjan Membe「 issued by the M肥G P「ovinciai Fieid O簡ces

∞nCemed, Signed by the MiLG P「ovincial Di「ector o「 autho「ized

MILG O情ciai, uSing the presc「ibed CSC SME Fom 7, Mかoh

2013, 「e¶ecting the appijcants, tems of services rendered

Note: Refer to Annex B for the p「esc「ibed CSC SME Fom l,

MaI℃h 2013
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4.2・4　Endorsement lette「 of the issued Certification on Servjces

Rende「ed by the Sanggunia= Membe「 and the photocopy of the

abovementlOned documentary 「equi「ements, f「om the MILG Fieid

O怖ces conce「ned, Signed by the MILG Provincial Dj「ector o「

autho「ized MiLG Offlciai,

4-2.5" if names on the Master List have disc「epancy on birth ceH肺cate

/l.D. presented・ the CiviI Service Commission is requiring the

appIIcant tO SeCu「e f「om the MiLG the Certification of One and The

Same Person.

Fo「 the issuance of the Certification of One and The Same Pe「son

The fo=owing must be p「ovided by the applicant:

a. Duly nota「ized A締davit of Disc「epa=Cy;

b DuIy =Ota「ized Joint A冊davit ofTwo Dis-1nterested pe「son;

C. O「iginai and photocopy of Birth Cer軸cate of the app=cant

authenticated/issued by the National Statistics Office (NSO);

Note: In case whe「e the NSO-ISSued Birth Ce巾ficate is not

iegibIe, O「 the NSO has duly lSSued a Negative Ce珊cation

Of B柵(NSO CRS Fo「m No. 1) p「inted in NSO secu「ity

fo「m' the appiicant sha=, In addition, be 「equi「ed to submit

the o「iginai and photocopy of his/he「 Birth ce輔Cate that is

authenticatedlissued by the Local CiviI Regist「a「 (LCR),

d. Fo「 Femaie ma「「ied appiicants, O「iginai and photocopy of

Ma「「iage Certificate authenticated/issued by the NSO.

Note‥ In case whe「e the NSO-issued Mar「iage Ce間Cate is

not legibie, the app=cant shaI口n addition, be 「equired to

SUbmi=he o「iginal and photocopy of hisIhe「 Ma「「iage

Cert胴cate that is authenticated/issued by the LocaI Civii

Regist「a「 (LCR),

4・2.6・ If剛ng of the appIication is th「ough a rep「esentative:

a.　Autho「ization lette「 executed by the appIicant; and

b・　Originai and photocopy ofat least one (1) Vaiid l.D ca「d of

the 「ep「esentative (listed under item no. 4.2.2 he「eof)

4・2・7・ O「iginai/Authenticated Maste「 List of Qua欄ed Sanggunian

Membe「s issued by the MILG P「ovinciai FjeId Offices subm請ed to

MILG Regional O仰ce, tO be submitted at CSC BARMM (agency to

agency conce「n).

4"2.8. Othe「 documents as may be deemed necessary by the MiLG jn

Ve「ftying authenticfty of info「mation suppIied by the appliCant,
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4"3・ Where to佃e Application fo「 the Certification on Services Rendered

by the eIigibIe Sanggunian Member

DuIy accompIished Citizen’s Charfer Service 「equest fo「m (amex A)

togethe「 with the documentary 「equi「ements, must be submitted to the

MILG Regional O飾∞ COn∞「ned・ O「 tO any Of jts Fie-d O飾ces, having

jurisdiction ove「 the provin∞, C勅o「 munICipality where an applicant has

「endered his/he「 iast te「m o「 yea「s of service.

4"4・ IVIodes of Fiiing of Appiication for the Certification on Services

Rendered by the eiigible Sanggunian IVlember

4"4"1 FiIing ofappiication atthe lVliしG Regional O簡ce;

a. By the appIicant in person;

丁his mode of　輔ng an appijcation invoives the appiicant

himseIf/he「seif going to the MiLG Regiona1 0怖ce, tO Pe「SO=aily

Submit his/he「 appIication and documentary requirements.

b. Th「ough Rep「esentatiVe;

丁his mode invoives a 「ep「esentative of the app=cant himseif/he「seif

going to the M肥G Regional O飾ce, tO Submit the appiication and

documentary 「equl「ementS.

Filing of app=cation th「ough a 「ep「eseritative sha= 「equire the

Submission of the foliowing additionai documents:

b工　Autho「ization lette「 executed by the appIicant; and

b・2. 0「iginai and photocopy of at least one (1) Vaiid i.D ca「d of

the 「epresentative (iisted unde「 item no 4.2,2 he「eof)

C. Th「ough Mail:

This mode invoIves the appIicant sending his/he「 application and

documentary 「equi「ements (inciuding originaIs) to the MILG

Regional O怖ce through eithe「 「egiste「ed maii, O「 COurier. This

mode takes time in view of anticipated exchange of

COmmunicatIOnS.

Note:

NO Payments incu「「ed fo「 the submission of the

documentary 「equi「ements and 「elease of the CertificatiOn

Sha= be cha「ged to the MILG RegionaI O飾Ce.

Delays and loss of documents th「ough the negligence of the

COu「ie「 is beyond the controI ofthe MILG Regio=al O冊ce.

4・4・2　Fi‖ng of appiication at the lV11LG P「ovincial O珊CeS COnCe「ned;

a. By the applicant in pe「son;
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丁hiS mOde of　馴ng an appiicatIOn invoives the appiicant

himseIf/he「seif going to the MILG P「ovinciaI O冊Ce COnCe「ned, tO

Pe「SOnaiiy submit his/her appiication and documentary

「equi「ements

b. Th「ough Rep「esentative;

This mode invoIves a 「epresentative of the applicant himseIf/he「seif

going to the MiLG P「OVincial O簡ce conce「ned, tO Submit the

appiication and documentary 「equi「ements.

F冊g of application th「ough a 「ep「esentative sha= 「equi「e the

Submission of the foiiowing additional documents:

b,1. Autho「IZatjon lette「 executed by the applica時and

b.2. Originai and photocopy ofatleastone (1)Valid i D ca「d of

the 「ep「esentative (iisted unde「 item no. 4.2.2 hereof)

C. Th「ough Mail;

This mode invoIves the MILG Provinciai O情∞ Sending the

appiicants’appllCation and documentary 「equi「ements to the

MiLG Regionai O怖Ce through eithe「 「egiste「ed maii, Or

C工If names on the Maste「 List have NO disc「epancy on birth

certificate /l・D. presented, Submit to the MiLG RegionaI

O飾Ce Only the photocopy of the required documents iisted in

items 4.2.1 to 4.2,4 he「eof.

C.2. 1f names on the Maste「 List HAVE dISC「ePanCy On birth

Ce棚cate Ii・D・ P「eSented, Submit to the MiLG Regional

O冊Ce the photocopy of the 「equi「ed documents listed in

items 4.2.1 to 4・2・4, incIuding the o「iginal copy of the

「equi「ed documents listed in item　4.2.5　he「eof, fo「 the

issuance of Ce巾fication of One and the Same Pe「son to the

app"cant.

Note:

NO Payments incu「「ed fo「 the submission of the

documenta「y requirements and release of the CertificatiOn

Shaii be cha「ged to the MiLG Regionai O怖ce.

DeIays and Ioss of documents th「ough the negllgenCe Of the

COurie「 is beyond the controi of the MiLG Regiona1 0fflce.

5・ ResponsibiIities of the附しG Regional O鮒ce th「u theしocal Gove「nment

Supervision Division (しGSD)

5」. Maintain updated database of aII eIected o簡cials based on the submitted

nota「ized Master List f「om the ProvinciaI O飾CeS;
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5,2, P「ovide the Civii Service Commission (CSC) a nota「jzed copy of the

Maste「 List of alI elected o飾ciaIs within t11e Region upon assumption of

newiy elected o怖cials afte「 an election and update said maste「 list

「eguia「ly;

5.3. Review and fac柵ate the p「OCeSSing and documentation of aIl 「equests fo「

the Certification on Services Rende「ed by Sanggunian Membe「 fo「 the

CSC g「ant of Sanggunian Member Eiigib油ty;

5.4　Designate Focai Pe「SOn/S fo「the undertaking;

5.5　Reiease issued ce巾fications to the appiicants, and/o「 endo「se di「ectIy the

issued certificatiens to the CSC RegionaI o怖ce;

5.6　Coo「dinate with the info「mation Systems TechnoIogy Management

DivISions (iSTMD) on the establishment of the Certlfication on Services

Rende「ed by SanggunIan Membe「 via online System;

5.7　　Cause the conduct of an o「ientatlOn fo「 the Focai Persons on the

P「OCeSSeS Of the issuance of Certification on Services Rende「ed by

Sanggunian Membe「, and conduct an o「ientation once the system is

established;

5.8　P「ovide Regional Summa「y on the numbe「 of certifications issued, On a

Pe「iodic basiS tO the Office of the Chief Ministe「 and other conce「ned

「eguiatory agencies

6"　Responsib皿ies of the MiしG CitylP「ovinciaI Di「ectors

6・1 ・ Submit to the MIしG Regionai Office duly nota「ized Master List of a= Locai

EIected O飾cials within their areas of ju「isdiction upon the assumptiOn Of

newly elected o仰ciais a償e「 an election and update said master list

「eguia「ly;

6.2. Review, aPP「OVe, endo「Se and sign action documents 「eiative to the

「equest fo「 Certification on Services Rende「ed by Sanggunlan Membe「

6.3. Designate Focai Pe「sonIs that shail ensu「e the authenticity, CO「「ectneSS

and compieteness of the 「equired documents to be subm阻ed and othe「

undertakings 「eiated to the 「equest of the Certification on Services

Rende「ed by the Sanggunian;

6.4"　Ensu「e and certify that the appiying Sanggunian Membe「 is one and the

Same With the Maste「 List of Eiected O飾ciais;

6.5. Submit and endorse the Certification on Services Rendered by

Sanggun-an Membe「 issued by the autho「ized o怖ciaI a=d 「equired

documents to MiLG Regionai O怖ce;

6・6"　Submlt mOnthiy consoiidated 「eport on a= of the issued and forwa「ded

Cer師cation on Services Rende「ed by Sanggunian Membe「 at the

RegionaI Level; and

6.7. Cause the immedlate and widest dissemlnation of this Memo「andum

Circular within thei「 「espective p「ovinciai assignment and other concerned

authorities
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7" Responsibilities of the City仙unicipaIしoca- Govemment operations

7'1 Submit to the MiLG P「ovi=CiaI O簡ce duiy notarized List of ali Locai

Eiected Officiais wjthin thei「 a「eas of jurisdiction upon the assumption of

newly eiected o怖ciaIs a償e「 an election and update said list 「egula「-y;

7.2. Take actions 「elative to the request of the e-igib-e sanggunian member for

the issuan∞ Of Certifications on Services Rendered by the SanggunIan

fo「 the CSC g「ant of Sangguia= Member E-ig酬ty‥

7.2　RevleW and ensu「e the authe=ticity’CO「「eCtneSS and compieteness of the

「equi「ed documents to be submitted;

7.3　E=dorse the 「equest a=d requj「ed docl'mentS tO the conce「ned P「ovinciai

Fieid Office:

7"4　Provide technicai assistance to the 「equesti=g LocaI Gove「nment offlciai

「ega「ding this undertaking; and

75　Cause the immediate and widest djssemination of this Memorandum

Ci「cuia「 within thei‥eSPeCtive LGU assignments and othe「 conce「ned

locaI authorities.

8"　E簡ectjvify

ThIS Memo「andum Cl「CuIa「 shalI take effect immediately.

9, Attachments

AnnexA:　Citizen’s Charte「 Servi∞ Request Fo「m (for the lssuance of

Ce舶catjon on Servi∞S Rendered by the Sanggunian Membe「 fo「

the g「ant of CSC- Sanggunian Membe「 Elig酬ity* and

AnnexB‥　P「esc「ibedCSCSMEFo「m l, Ma「ch2013

10"Approving Au書ho「fty
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⑫‡f白白と　0( tりe　押し両は章er

MEMORANDUM CIRCULAR

N○○:　00ら

TO AしL PROVINCIAL GOVERNORS, C!TY/ MUNICIPAしMAYORS,

PUNONG BARANGAYS AND OTHERS CONCERNED

丁hIS Region

ALL PROVINCIAL/CilY DIRECTORS, CITYIMUNICiPALしOCAL

GOVERNMENT OPERATIONS OFFICERS

This M面St「y

SUBJECT　.　　REITERATION OF THE GUiDELiNES ON THE APPしICATION OF

FOREIGN TRAVE」 AUTHORITY FOR LOCAL OFFICIALS AND

EMPLOYEES iN BARMM

DATE　　　:　JANUARY 9, 2023 I 17 JUMADA AL-AKHIRA 1444

1, Rationale

l工　The enactment of Repu胡C Act =O54 othervISe known as the OrganiC

Law for the Bangsamo「o Autonomous Region subsequently lead to the

C「eation of the Ministry of the lnte「io「 andしOCaI Govemment (MILG) ln

BARMM,

1.2.　SectiOn 6 0f the Office of the P「esident Memorandum Circuia「 No. 35, S.

201 7 p「OVides that “ no govemment of押ciaI or empleyee sha〃 be a〃owed

to deparf for any haveI abroad, eVen /f such have/ /S for puIe/y peISOna/ or

p万vate pu仰ose without cost fo拘e govemmenf, unIess such omciaI or

emp/oyee has du/y accomp庵hed me Iequisite /eave foms and has

Obtajned the appropIfate havel authohzation from his or her agency.’’

1.3. The Bangsamo「o Autonomy Act No 13　otherwise known as the

Bangsamo「O Administ「ative Code stated that the Ministry of the lnte「io「

and Locai Gove「nment (MiLG) is mandated to exe「cISe gene「aI

SuPervisIOn OVe「 the constituent locaI government units of the

Bangsamoro Govemment, and ensu「e pubiic safety and disaste「

P「ePa「edness, 10CaI autonomy, decent「aiiZation and community

empowerment,

2. Scope/Coverage

Fo「elgn traVe1 0f a=　eIective and appointive iocai gove「nment officiais and

empIoyees, Whethe「 offlcial o「 uno情ciaI sha= be cove「ed by these 「uies and

reguiations

3. Definition ofTe「ms

3.1. 0珊cial Trip -As defined ln SectlOn 3 (a) of Executive O「der No. 77, S.

2019, these a「e o怖ciaI fo「eign travels and assignments which meet the

fo=owing criteria. (i) it is essential to the effective peiformance of an offlCiaI

Or emPioyee’s mandates o「 functions, (ii) it is 「equired to meet the needs

Of the department, agenCy, bu「eau o「 O飾ce, O「 the「e is substantlai benefit



刊
to be derIVed by the State; (iii) the p「esence of the officiai o「 empioyee IS

Critica=o the outcome of the meeting, COnference, Seminar, COnSuItatIOn

Or any O冊CiaI actIVity to be attended; and (iv) the prQjected expenses a「e

not excessive o「 invoIve minimum expenditure. O怖CiaI trip is further

CIassified as foilows:

3 1 1. lnternational conferences o「 meetings to which the Ph掴ppine

Gove「nment has commitments,　O「　tO undertake o飾CiaI

missions/assignments which cannot be assigned to govemment

O簡CiaIs posted abroad;

3.1 2　SchoIa「ships, fe11owships, t「ainings, and studies abroad which a「e

g「anトfunded or undertaken at m面mal cost to NGAS言ncluding SUCS,

GOCCS, GFIs and LGUs;

3. 1 3. invitations for speaking engagements or receiving of awards from

fo「eign govemments/institutions or intemationaI

agencies/o「ganizations as defined unde「 inte「nationa=aw, Whether

fuliy o「 partially funded by the gove「nment, uPOn the endo「Sement Of

DFA

4. GuideIines

4,1. Administ「ative Requi「ements

See attached Annex `‘A’’

4,2, F掴ng ofApplication fo「 Fo「eign Travel Authority

The app=Cation for Fo「eign T「avel Autho「ity, COmPIete with ai=he 「equi「ed

documents, is to be f〃ed a‘ IeasI seven (7) wo血mg days, both fo「 the officiai

and pe「SOnaI o「 p「ivate pu「POSe, P「io「 to the date of departu「e, With the fo=owing

StePS by the appIicants:

1. ViSit the Office ofthe City/ MunicipaI Ope「atiOnS Office「 assigned in the

LGU o「 the MlしG Provincial O情Ce tO SeCure the FTA Request Fo「m

and =st of requi「ements.

2　P「epa「e a= 「equi「ed documents (as hdicated i再he attached Amex A)

togethe「 with the accompIished FTA Request Fo「m

3. Ensu「e that a= provided information a「e t「ue and ∞rreCt.

The above-mentioned steps may be revised as the Ministry is finalizmg ltS

Fo「eign T「avel Autho「ity On-Line System unde「 the LocaIizing e-Gove「nance fo「

AcceIe「ated P「OVision of Services (LeAPS), in compiiance with Republic Act No

=O32 or the Ant主Red Tape Act (ARTA) on Ease of Doing BusIneSS

4.3. Approving Authorify on Foreign Travel Autho「fty

しGO請ciaIIEmpIoyee �6�FVx�ｸ�ｷ柳eG&�fVﾂ�ApprovingAutho「ity 

'　A=　　　　　　　officials ��UV蹂ｿ�6��ｬUH�V���MlしGMiniste「 

(regardIess　　　　of ��Uv�蹤��X�V柳B�

position) 尾gH�V�fT妨⑦V襾2�F��X���⑦����F�VR�.��F�2��TGX�V匁w�X�V柳G6��VﾖT没V觚微"�9iﾅ6�2�

●　Governo「 ��T��6��ﾅH�V���MILGMiniste「 

.ICCMayo「 貞V蹂ｿ�6��ﾅH�V����ﾅv�蹤��W&柳B�



甘、
Oft「avel;sIess 納an的場e(り mon〃)SO「When the「eis"O emeIgenCyO′ c庵is ��

.Component　　　City 偵��F6��膝&���MIしGMiniste「 

Mayo「 

.MunicipaIMayo「 

●　ViceGovemo「 

.ViceMayo「 

.Sanggunian 

PanlalawiganI 

Panlungsod/　Bayan 

Membe「 

・PunongBa「angay 

・Sangguniang 

BarangayMembers 

・SKChairpe「son　and ��UV踵�F6��ﾈ����G&���LCEwhoexercise 

Membe「 夫�蹤��W&柳F��authorityove「the 

・Barangay　Appointive 幽�V�fT胴4妨78��*ﾘ.ｦ���SaidofficiaIs 

○怖ciais 僞ｸ�ﾆVR�.���_ﾆ��2�(ProvinciaiGove「no「s 

・LG　　　Department ��覃��v����F�&V�2�inthecaseof 

Heads 紋���VﾖT没V�7�����ﾂ�componentcitiesand 

・LGEmpIoyees(beiow �4迫6�2�munICipaIitiesandthe 

DepartmentHead) 僂ity/MunjcipalMayo「in thecaseofBarangays) 

4.4. On the Fo「eign Travei of 」CEs Before, Duling, and Afte「

Emergencies, Crisis, and /or Disaste「

4 4 1. Pu「suant to Section =(a), Section 12(C) of 「epublic Act No. 10121 0「
`’Phiiippine Disaste「 Risk Reduction and Management Act of 20101”

Section l(C), Section l(d) and Section 3 of Executive O「de「 No. 773, S

2OO9∴●Furthe「 Reo「ganizlng the Peace and O「de「 CouncIi;" and the

Ope「ation Listo Manual, a= LCEs, aS head of theしOCai Disaste「 Risk

Reduction and Management Councii and the Peace and O「de「

Counc生a「e highIy encou「aged to 「emain in their 「espective areas of

ju「isdiction to pe「sonaIiy iead and manage the said counciIs and

ImPIemen=he necessa「y measu「es to address issues a「isIng f「om

eme「gencies, CnSis, and/o「 disaste「.

5, Responsib胴ies of the Regional O鮒ce thru the　しocal Gove「nment

Supervision Division

5.1. Recommend and fac航ate actions on the p「ocessing and documentatiOn

Of ali 「equests fo「 fo「eign travel authority;

5.2. Designate Focai Pe「SOnIs fo「 the undertaking;

5.3. Coo「dinate with the Information Systems TechnoIogy Management

Division (ISTMD〉 0n the estabiishment of the FIA On-Line System;

5.4.　Cause the conduct of an o「ientation on the use of the FTA On-Line

System fo「 a= RegionaI Focai Pe「sons once the system is estab=shed;

5.5. P「OVIde regIOnaI summa「y on a periodic basis to The O仰ce of the Chief

Ministe「 and othe「 COnCe「ned reguIato「y agencies.

ノ>



6. ResponsibiIities of the CitylProvinciaI Di「ectors

6.1　Review, aPProVe, endo「Se and slgn aCtion documents 「elative to the

「equest fo「 t「avel autho「ities of the Local Govemment O仰ciais and

EmpIoyees;

62　Designate FocaI Pe「son/S that shali ensu「e the co「「ectness and

completeness of the FTA documents to be submitted and othe「

…dertakings reiated to the request fo「 fo「eign travel ab「Oad;

6.3. Endorse the request fo「 authority tO traVel ab「Oad to the Regional Office,

if appIicabIe;

6.4. Submit monthIy consoiidated 「eport on ai1 0f the 「equest fo「 fo「eign t「aveI

ab「Oad within the p「OVince; and

6.5.　Cause the immediate and widest dissemination of this Memorandum

Ci「cula「 Within thei「 respective p「ovinciai assignments and other

COnCemed authorities.

7. Responsibiiities of the City/ Municipai Local Gove「nment Operations

Office「s

7.1. Take actions 「elative to the request fo「 travei autho「ities of the Local

Govemment OfficiaIs and EmpIoyees;

7.2. Review and ensu「e the co「「ectness and compieteness of the FTA

documents to be submitted;

7.3. Endo「Se the 「equest fo「 authority to t「avei ab「Oad to the Provincial O怖ce,

if appIicabIe;

7 4　P「ovide technicai assistance to the 「equestingしocai Govemment O情cial

「ega「ding this undertaking; and

7.5。　Cause the immediate and widest dissemination of this Memorandum

Circuia「 withln thei「 「espective LGU assignments and othe「 conce「ned

10Cal autho「ities.

8. Effectivity

丁his Memo「andum Ci「Cuiar sha= take effect upon the app「ovai of the unde「signed,

COPy fu「nished to a= conce「ned o簡ces of the Bangsamo「o Regionai Gove「nment.

9. Attachment

Annex A: Administrative requI「ementS fo「 FTA Appiications

lO,App「ovjng Authority

妙子
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ADMINiSTRA¶IVE REQUIREIVIENTS 申e竺」

1. FTA Request Form;

2. Request Lette「 (Note: GovemoIS, V/ce Govemors, Mayors, and V/ce Mayors

trave〃ing abIOad sha〃 hdicate的e "ame Of the Hゆhest Rankhg Sanggunian

Member h fhe存胎quest fe請er.);

3. A duly nota「ized a冊davit attesting that no administ「ative charge o「 c「iminal case

has been filed o「 is pending against the appIicant, O「 Oath of Undertaking, When

the applicant has a pending case; and

4. A duly accompiished Clearan∞ from Money and P「operty Ac∞untabilities (CSC

OFFICIALTRiPS 

1.Endorsementf「omthefo=owingo情ciaIsdependingonthepositionofthe 

app=cant: 

.theLocaIChiefExecutive-1ftheappiicantisaC°mPOnentCityand 

MunicipaIMayo「,VIceGovemor,PunongBa「angayandLGempIoyees; 

・thePresidingO櫛Ce「-iftheappiicantisaSangguniangPanIaIawigan 

Member,Sangguniang　PanIungsod　and　Sangguniang　Bayan,and 

Sangguniangempioyee;and 

●　thePunongBarangay-iftheapplicantisSangguniangBarangayMembe「 

andBa「angayempioyeesincIudingSanggunianKabataan; 

2.InvitationIetterf「omthehostcount「yorsponsoringagency; 

3・AcceptanceIetterfromorganize「o「dono「agency,ifapplicabIe. 

4.lnvitationIetterf「omthehostcount「yo「sponsoringagency,ifappiicabie. 

5.Copy　ord「aftofthe　Memorandum　ofAg「eemento「Memorandum　of 

UnderstandingbetweentheLGUconce「nedandtheLGUabroad(t「avel 

「elatingtoSiste「Cityo「LGUtechnicaIExchangeCoope「ation)言fappIicabIe. 

●　For Govemors. 1Vlavors of Indeoendent ComDOnent Cities

l. DuIy accomp‖shed Appiication for Leave (Civii Service Form No. 6, Revised

2020)

2　MedicaI Ce鵬ficate fo「 medit冶I 「easons

’諾豊結語精霊精霊蕊endcto mo調than thro.

1. DuIy accompli§hed and approved ieave of absence (Civii Servi∞ Form No. 6,

reviSed 2020)

2. Medical Certificate for medit冶i 「easons

ノ◆



Citizen Onboarding
Digital Bangsamoro Portal



Landing Page Click on the “Sign In” Button to Sign 
Up to the Portal

Step  1



Sign in Page

Click on Sign-Up Button to 
Registration

Step  2



Sign Up Page

                    Step  3

Fill up mandatory fields:
● First name*
● last name*
● Mobile with country code*
● Mail (optional)

                        Step  4

Click ‘Sign-Up’  after filling all 
the details properly.

               Step  4

After completing all mandatory 
fields, click ‘Sign up’



OTT Verification

                    Step  5

After that user will receive an 
OTP both in email and mobile

Note:  OTP is valid for 15 minutes. And maximum of four (4) OTPs can be generated per user within an hour.  



Profile Verification Page

                        

                        

                                  Step  6

Further user has to verify his/her profile. Mandatory 
fields: 
● Govt issued id*
● Selected Govt id number*
● Gender
● Date of Birth
● Upload image of the selected govt issued 

documents*

                                      
                                 Step 7

After uploading Govt. Issued ID's ,number, and 
necessary documents, users may verify their profile 
based on the appropriate documents and 
information
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lVIEIVIORANDUIVI CiRCULAR

N°,　　　∩?q

SERIES OF 2023

TO VICE GOVERNORS, VICE MAYORS, REGU」AR SANGGUNIAN

IVIEIVIBERS AND ALしOTHERS CONCERNED

This Region

AL」 CITY仲ROVnNCIAし馴RECTORs, CIMLGOOs AND AしL

OTHERS CONCERNED

This Ministry

SUBJEC丁　　　POLICY GUiDELINES ON THE -SSUANCE OF CER¶FICAT看ON

ON SERVICES RENDERED BY SANGGUNIAN MEMBER FOR

THE CSC GRANT OF ELIGIBiLITY

DATE　　　:　　22 RAJAB 1444 AH

13 FEBRUARY 2023

1・ Backg「ound

l l Repubiic Act (R.A) No・ 10156 dated Decembe「 2O, 2011, Othe画se known

as “An Act Confe「「i=g Upon Membe「s of the Sa=gguniang Bayan,

Sanggunia=g Paniungsod and Sangguniang Pan-a-awigan, the App「op「iate

Civii Service Eiig輔ty unde「 Certai=　Ci「cumstances, and fo「 Other

Pu「poses”・ and ltS impiementing Rules and Reguiations (CSC Resoiution

No. 1300486) which took effect on May l- 2013 grants the CSC Sanggunian

Membe「 Eiigib硝ty to eligibie Sanggunian Members;

1.2・ To verify authe=ticity of the services 「ende「ed by conce「ned Sanngunian

Membe「 (SM)' One SPeCific documentary 「equi「ement, aS SPeCified in RA

lO156 is the Certification of Services Rende「ed by the SM du-y sjgned by

autho「ized o情ciai of the Department of the -nte「io「 and Local Gove「nment

(DI」G);

1・3. The e=actment Of RA =O54 otherwise k=OWn aS the O「ganic Law for the

Bangsamo「o Autonomous Region subsequentIy led to the c「eation of the

Ministry of the inte「io「 and LocaI Gove「nment (MILG) in BARMM;

1.4. The Ministry of the lnte「io「 andしocai Gove「nment (MiLG) is mandated to

assist the Chief Minister in the exercise of gene「a- supervision over the

COnStjtuent locai gove「nment units;

囲



1.5 That prio「 to the CSC g「ant of Sanggunian Membe「 E-igibiiity of appIicants,

the MILG as the BARMM counte「part of DILG言S tO P「OVide a Cerl輔cation

On Servi∞S Rende「ed by Sanggunian Member to the CSC BARMM using

the p「esc「ibed CSC SME Fom 7, Mれh 2013一「eflecti=g the appiicants’

te「ms of services 「endered.

2. Purpose

The Memo「andum Ci「cuIa「 is being issued to presc「ibe gene「ai policies and

PrOCedu「es in the issuance of Ce間Cation o= Services Rende「ed to eiigibIe

Sanggunian Membe‖b「 the g「ant of Sanggunian Membe「 E-igib硝ty (SME) by the

Civii Service Commjssion (CSC).

3・ Scope and Cove「age

This Memo「andum Circuia「 shali cove「 issuance of Certification on Services

Rende「ed and othe「 reiated ce珊cation (e.g Certification as One and the Same

Person〉 for ali eligibIe Sanggunian Membe「s for the CSC gra=t Of Sanggunlan

Membe「 Eijgib掴ty.

4. General Guideiines

4・1"　Eligible O冊ciais

Pu「suant to Repubijc Act (R.A・) No. 10156, dated Decembe「 20, 2O=,

Otherwise known as “An Act Conferrlng Upon Membe「s of the Sa=gguiang

Bayan' Sangguniang Paniungsod a=d Sanggu=iang Pania-awigan, the

Approp「iate Civii Service馴gibiiity under Certain Circumstances, and fo「

Othe「 Pu「poses”・ the foIiowing are the e-igib-e for the Sangguniang

Member副gib潮ty (SME).

4.1 1. The fo‖owing Sanggunian Membe「s, Who have been eIected afte「

the effectivity of the Locai Govemment Code of 1991 (RA 7160)

Or May =' 1992 onwa「ds and have met the requi「ements, Shali

be entitied to the g「ant ofSME:

a. Vice Mayo「・ aS P「eSiding o情ce「 fo「 the Sanggu=iang Bayan

O「 Sangguniang Paniungsod;

b. Vice Governo「・ aS P「eSidlng O怖ce「 fo「 the Sangg…iang

Panlaiawigan; and

C. Regula「 Sanggunia= Membe「s of the Sanggunjang Bayan,

Sanggunian Paniungsod and Sanngun-ang Pan-a-awigan.

4.1.2. Above Sanggu=ian Membe「 must meet the fo=owing:

a. Fo「 Sanggunian Membe「 Elig嗣ty Fi「st Level (SMILE) -

Served as Sangg面an Membe「 fo「 an agg「egate pe「iod of

Six (6) yea「S; and compieted at least seventyiwo (72) …ItS

Ieading to baccaiau「eate/bacheIor,s degree.

b. Fo「 Sanggunjan Membe・ Eligib岬y Second LeveI (SM2LE) -

Served as Sanggunian Membe「 for an agg「egate pe「iod of

の
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nine (9) yea「S; and compIeted at ieast seventy-twO (72) units

Ieadi=g tO baccaIau「eateIbachelor,s deg「ee,

Note‥ The yea「s in the Sanggunian whlCh have a-ready been

inCIuded in the computation of the agg「egate yea「s fo「 the g「ant of

the SMILE w川NOT be considered i= the computation of the

agg「egate yea「S for the g「ant of SM2LE.

4工3. The Sanggunian Membe「,s name must aIso be incIuded in the

CO「reSPOnding Maste「 List issued by the conce「ned MILG Fieid

o怖ce.

4"2・ Documentary Requirements

4.2"1. Duiy accompiished Citizen,s Charter Service request fo「m for the

issuance of Certification on Services Rende「ed by the

Sanggunia= Membe「 fo「 the g「ant of CSC- Sanggunian Membe「

EIig酬ity (See Amex A)

4.2.2-　O「igi=al a=d photocopy of a=y Of the fo=owlng I,D. ca「ds, Which

must be vaIid (not expi「ed) upon舗ng of app=cation, and bea「s

the appiicant’s compiete name’Pictu「e and signatu「e, and the

issuI=g O締ce「s =ame and signatu「e:

a・ Cu「rent OfficelCompany i.D,

b. SchooI上D・ (must be duiy vaIidated fo「 the cur「ent schooi year)

C. GSISUMID

d SSSi.D

e・ Passport (With signatu「e of the appiicant)

f. D「ive「’s iicense

g. PRC License

h BiR川N上D. (ATM Type/iaminated ca「d with pictu「e type〉

i・ Police CIea「ance (With pictu「e)

j Vote「’si.D.

k. PhiIHeaith l"D. (ATM Type)

i. Posta=.D

m. Barangay l.D.

Note: Any other上D ca「d NOT inciuded jn the above list sha= NOT

be accepted. AIumni’aSSOCiation, membe「ship, and health l.D s

inciuding ATM ca「ds, Shail not be ac∞Pted.

4.2.3　O「iginai copy of the Ce珊cation on Servi∞S Rende「ed by the

Sanggunjan Membe「 issued by the M肥G P「ovinciai Fieid O簡ces

∞nCemed, Signed by the MiLG P「ovincial Di「ector o「 autho「ized

MILG O情ciai, uSing the presc「ibed CSC SME Fom 7, Mかoh

2013, 「e¶ecting the appijcants, tems of services rendered

Note: Refer to Annex B for the p「esc「ibed CSC SME Fom l,

MaI℃h 2013
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4.2・4　Endorsement lette「 of the issued Certification on Servjces

Rende「ed by the Sanggunia= Membe「 and the photocopy of the

abovementlOned documentary 「equi「ements, f「om the MILG Fieid

O怖ces conce「ned, Signed by the MILG Provincial Dj「ector o「

autho「ized MiLG Offlciai,

4-2.5" if names on the Master List have disc「epancy on birth ceH肺cate

/l.D. presented・ the CiviI Service Commission is requiring the

appIIcant tO SeCu「e f「om the MiLG the Certification of One and The

Same Person.

Fo「 the issuance of the Certification of One and The Same Pe「son

The fo=owing must be p「ovided by the applicant:

a. Duly nota「ized A締davit of Disc「epa=Cy;

b DuIy =Ota「ized Joint A冊davit ofTwo Dis-1nterested pe「son;

C. O「iginai and photocopy of Birth Cer軸cate of the app=cant

authenticated/issued by the National Statistics Office (NSO);

Note: In case whe「e the NSO-ISSued Birth Ce巾ficate is not

iegibIe, O「 the NSO has duly lSSued a Negative Ce珊cation

Of B柵(NSO CRS Fo「m No. 1) p「inted in NSO secu「ity

fo「m' the appiicant sha=, In addition, be 「equi「ed to submit

the o「iginai and photocopy of his/he「 Birth ce輔Cate that is

authenticatedlissued by the Local CiviI Regist「a「 (LCR),

d. Fo「 Femaie ma「「ied appiicants, O「iginai and photocopy of

Ma「「iage Certificate authenticated/issued by the NSO.

Note‥ In case whe「e the NSO-issued Mar「iage Ce間Cate is

not legibie, the app=cant shaI口n addition, be 「equired to

SUbmi=he o「iginal and photocopy of hisIhe「 Ma「「iage

Cert胴cate that is authenticated/issued by the LocaI Civii

Regist「a「 (LCR),

4・2.6・ If剛ng of the appIication is th「ough a rep「esentative:

a.　Autho「ization lette「 executed by the appIicant; and

b・　Originai and photocopy ofat least one (1) Vaiid l.D ca「d of

the 「ep「esentative (listed under item no. 4.2.2 he「eof)

4・2・7・ O「iginai/Authenticated Maste「 List of Qua欄ed Sanggunian

Membe「s issued by the MILG P「ovinciai FjeId Offices subm請ed to

MILG Regional O仰ce, tO be submitted at CSC BARMM (agency to

agency conce「n).

4"2.8. Othe「 documents as may be deemed necessary by the MiLG jn

Ve「ftying authenticfty of info「mation suppIied by the appliCant,
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4"3・ Where to佃e Application fo「 the Certification on Services Rendered

by the eIigibIe Sanggunian Member

DuIy accompIished Citizen’s Charfer Service 「equest fo「m (amex A)

togethe「 with the documentary 「equi「ements, must be submitted to the

MILG Regional O飾∞ COn∞「ned・ O「 tO any Of jts Fie-d O飾ces, having

jurisdiction ove「 the provin∞, C勅o「 munICipality where an applicant has

「endered his/he「 iast te「m o「 yea「s of service.

4"4・ IVIodes of Fiiing of Appiication for the Certification on Services

Rendered by the eiigible Sanggunian IVlember

4"4"1 FiIing ofappiication atthe lVliしG Regional O簡ce;

a. By the appIicant in person;

丁his mode of　輔ng an appijcation invoives the appiicant

himseIf/he「seif going to the MiLG Regiona1 0怖ce, tO Pe「SO=aily

Submit his/he「 appIication and documentary requirements.

b. Th「ough Rep「esentatiVe;

丁his mode invoives a 「ep「esentative of the app=cant himseif/he「seif

going to the M肥G Regional O飾ce, tO Submit the appiication and

documentary 「equl「ementS.

Filing of app=cation th「ough a 「ep「eseritative sha= 「equire the

Submission of the foliowing additionai documents:

b工　Autho「ization lette「 executed by the appIicant; and

b・2. 0「iginai and photocopy of at least one (1) Vaiid i.D ca「d of

the 「epresentative (iisted unde「 item no 4.2,2 he「eof)

C. Th「ough Mail:

This mode invoIves the appIicant sending his/he「 application and

documentary 「equi「ements (inciuding originaIs) to the MILG

Regional O怖ce through eithe「 「egiste「ed maii, O「 COurier. This

mode takes time in view of anticipated exchange of

COmmunicatIOnS.

Note:

NO Payments incu「「ed fo「 the submission of the

documentary 「equi「ements and 「elease of the CertificatiOn

Sha= be cha「ged to the MILG RegionaI O飾Ce.

Delays and loss of documents th「ough the negligence of the

COu「ie「 is beyond the controI ofthe MILG Regio=al O冊ce.

4・4・2　Fi‖ng of appiication at the lV11LG P「ovincial O珊CeS COnCe「ned;

a. By the applicant in pe「son;

人ノ



丁hiS mOde of　馴ng an appiicatIOn invoives the appiicant

himseIf/he「seif going to the MILG P「ovinciaI O冊Ce COnCe「ned, tO

Pe「SOnaiiy submit his/her appiication and documentary

「equi「ements

b. Th「ough Rep「esentative;

This mode invoIves a 「epresentative of the applicant himseIf/he「seif

going to the MiLG P「OVincial O簡ce conce「ned, tO Submit the

appiication and documentary 「equi「ements.

F冊g of application th「ough a 「ep「esentative sha= 「equi「e the

Submission of the foiiowing additional documents:

b,1. Autho「IZatjon lette「 executed by the applica時and

b.2. Originai and photocopy ofatleastone (1)Valid i D ca「d of

the 「ep「esentative (iisted unde「 item no. 4.2.2 hereof)

C. Th「ough Mail;

This mode invoIves the MILG Provinciai O情∞ Sending the

appiicants’appllCation and documentary 「equi「ements to the

MiLG Regionai O怖Ce through eithe「 「egiste「ed maii, Or

C工If names on the Maste「 List have NO disc「epancy on birth

certificate /l・D. presented, Submit to the MiLG RegionaI

O飾Ce Only the photocopy of the required documents iisted in

items 4.2.1 to 4.2,4 he「eof.

C.2. 1f names on the Maste「 List HAVE dISC「ePanCy On birth

Ce棚cate Ii・D・ P「eSented, Submit to the MiLG Regional

O冊Ce the photocopy of the 「equi「ed documents listed in

items 4.2.1 to 4・2・4, incIuding the o「iginal copy of the

「equi「ed documents listed in item　4.2.5　he「eof, fo「 the

issuance of Ce巾fication of One and the Same Pe「son to the

app"cant.

Note:

NO Payments incu「「ed fo「 the submission of the

documenta「y requirements and release of the CertificatiOn

Shaii be cha「ged to the MiLG Regionai O怖ce.

DeIays and Ioss of documents th「ough the negllgenCe Of the

COurie「 is beyond the controi of the MiLG Regiona1 0fflce.

5・ ResponsibiIities of the附しG Regional O鮒ce th「u theしocal Gove「nment

Supervision Division (しGSD)

5」. Maintain updated database of aII eIected o簡cials based on the submitted

nota「ized Master List f「om the ProvinciaI O飾CeS;
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5,2, P「ovide the Civii Service Commission (CSC) a nota「jzed copy of the

Maste「 List of alI elected o飾ciaIs within t11e Region upon assumption of

newiy elected o怖cials afte「 an election and update said maste「 list

「eguia「ly;

5.3. Review and fac柵ate the p「OCeSSing and documentation of aIl 「equests fo「

the Certification on Services Rende「ed by Sanggunian Membe「 fo「 the

CSC g「ant of Sanggunian Member Eiigib油ty;

5.4　Designate Focai Pe「SOn/S fo「the undertaking;

5.5　Reiease issued ce巾fications to the appiicants, and/o「 endo「se di「ectIy the

issued certificatiens to the CSC RegionaI o怖ce;

5.6　Coo「dinate with the info「mation Systems TechnoIogy Management

DivISions (iSTMD) on the establishment of the Certlfication on Services

Rende「ed by SanggunIan Membe「 via online System;

5.7　　Cause the conduct of an o「ientatlOn fo「 the Focai Persons on the

P「OCeSSeS Of the issuance of Certification on Services Rende「ed by

Sanggunian Membe「, and conduct an o「ientation once the system is

established;

5.8　P「ovide Regional Summa「y on the numbe「 of certifications issued, On a

Pe「iodic basiS tO the Office of the Chief Ministe「 and other conce「ned

「eguiatory agencies

6"　Responsib皿ies of the MiしG CitylP「ovinciaI Di「ectors

6・1 ・ Submit to the MIしG Regionai Office duly nota「ized Master List of a= Locai

EIected O飾cials within their areas of ju「isdiction upon the assumptiOn Of

newly elected o仰ciais a償e「 an election and update said master list

「eguia「ly;

6.2. Review, aPP「OVe, endo「Se and sign action documents 「eiative to the

「equest fo「 Certification on Services Rende「ed by Sanggunlan Membe「

6.3. Designate Focai Pe「sonIs that shail ensu「e the authenticity, CO「「ectneSS

and compieteness of the 「equired documents to be subm阻ed and othe「

undertakings 「eiated to the 「equest of the Certification on Services

Rende「ed by the Sanggunian;

6.4"　Ensu「e and certify that the appiying Sanggunian Membe「 is one and the

Same With the Maste「 List of Eiected O飾ciais;

6.5. Submit and endorse the Certification on Services Rendered by

Sanggun-an Membe「 issued by the autho「ized o怖ciaI a=d 「equired

documents to MiLG Regionai O怖ce;

6・6"　Submlt mOnthiy consoiidated 「eport on a= of the issued and forwa「ded

Cer師cation on Services Rende「ed by Sanggunian Membe「 at the

RegionaI Level; and

6.7. Cause the immedlate and widest dissemlnation of this Memo「andum

Circular within thei「 「espective p「ovinciai assignment and other concerned

authorities
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7" Responsibilities of the City仙unicipaIしoca- Govemment operations

7'1 Submit to the MiLG P「ovi=CiaI O簡ce duiy notarized List of ali Locai

Eiected Officiais wjthin thei「 a「eas of jurisdiction upon the assumption of

newly eiected o怖ciaIs a償e「 an election and update said list 「egula「-y;

7.2. Take actions 「elative to the request of the e-igib-e sanggunian member for

the issuan∞ Of Certifications on Services Rendered by the SanggunIan

fo「 the CSC g「ant of Sangguia= Member E-ig酬ty‥

7.2　RevleW and ensu「e the authe=ticity’CO「「eCtneSS and compieteness of the

「equi「ed documents to be submitted;

7.3　E=dorse the 「equest a=d requj「ed docl'mentS tO the conce「ned P「ovinciai

Fieid Office:

7"4　Provide technicai assistance to the 「equesti=g LocaI Gove「nment offlciai

「ega「ding this undertaking; and

75　Cause the immediate and widest djssemination of this Memorandum

Ci「cuia「 within thei‥eSPeCtive LGU assignments and othe「 conce「ned

locaI authorities.

8"　E簡ectjvify

ThIS Memo「andum Cl「CuIa「 shalI take effect immediately.

9, Attachments

AnnexA:　Citizen’s Charte「 Servi∞ Request Fo「m (for the lssuance of

Ce舶catjon on Servi∞S Rendered by the Sanggunian Membe「 fo「

the g「ant of CSC- Sanggunian Membe「 Elig酬ity* and

AnnexB‥　P「esc「ibedCSCSMEFo「m l, Ma「ch2013

10"Approving Au書ho「fty
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