ADMINISTRATIVE ORDER NO. 23 COMPLIANCE REPORY TEMPLATE

MAME OF DEPARTMENT/ AGENCY/ LGU: MANILA INTERMATIONAL AIRPORT AUTHORITY

and Real Esiate Investment and
Development

2. SUBMITTED UPDATED CITIZEN'S CHARTER TO ARTA ON MARCH 31, 2023: [V] Yes []No
3. LIST OF ALL FRONTLINE SERVICES AND CORRESPONDING LEGAL BASIS
LEGAL BasIS OFFICE/AGENCY REGULATIONS
Cther
s el g issuances/
’ Specific Provision in e
GOVERNMENT SERVICE Governing Law(s} . : ; Date of Policies it
(Number and Short Titie) | ¢ Governing Law(s) lsyusancel Ralicy Title Effectivity | Effectively
as Basis
Repeals/
Amends
1. Appilication and Approvai | E.O No, 778 (Chanter of MIA §#C No. 14-H s. 2010 Guidelines December | Mamorandum —
for OB Card and Visilor | MIA Authority dated March on the issuance of NAIA 21, 2010 Access to and
Pass 1982 and E.O. No. 903 identification Cards and Access Transactions
dated 21 July 1983 Fasses Conducted
ingide
Controfied and
Restrictad
Arsas at NAIA
Effectivity Date:
Seplember
B e L DU O i B, B o 16,2022
2. Contract Preparation | RA 9184 Section 37 to 42 N/A N/A
Through Procurement | Handbook on Philippine a. Maotice and Executive
Process Governmeant Procurament of Award
b. Pericd of Action on
Procurement
Activities
¢. Performing Security
d. Failure to Enter into
Contract and Post
Performance Security
e. Reservation Clause
3. Approval of Hotice of | 2.0 No.1s.2000 N/A MC No. 35 s. 1999 Policies and September NiA
Conditional Award {(NOCA) | Administrative Order for Guidelines Governing 21, 1599
/ Motice of Award (NOA) / | Fees and Charges Concessions Management
Lease and Concessions
Contract Bc Mo, 40 . 1888 Policies and January 1,
Procadures Governing Business 2000




LEGAL BASIS OFFICE/AGENCY REGULATIONS
Other
GOVERNMENT SERVICE Governing Law(s) EpacHis Fracision I Date of e
(Number and Short Title) | 1€ moé_.mam oty issuEncsl Folicy Tt Effectivity | Effectively
b Repeals/
Amends
4. lIssuance of Airport Parking | A.O No. 1s. 2000 MiA MC No. 27 s. 2019 Guidelines in January 1, N/A
Car Sticker {Employee's | Administrative Order for the Privilege of Utllizing the 2020
Parking Car Sticker) Fees and Charges Employees Car Parking Areas at
NAIA Terminals 1, 2, 3 &4
5. Approval of Accreditation of | A.O No. 1 5. 2000 N/A MC No. 06 s. 2007 Accreditation Aprif 10, MC No 05 s.
New Applicants for | Administrative Order for for Individual Customs Brokers, 2007 2022
individual Customs Brokers, | Fees and Charges Customs Brokerage Accreditation
Customs Brokerage Companies/Corporations and for  Individual
Companies/  Corporations Cargo/Freight forwarders at the Cusioms
and Cargo/Freight Airport Brokerage,
forwarders at the Airport Customs
Brokerage
Companies,
Corporation
Effectivity Date:
March 24, 2022
6. Approval of Accreditation of | A.0 No. 1 g, 2000 N/A MC No. 04 =. 2011 Accreditation March 22, Memorandum
New Applicants for Security | Administrative Order for of Security Agencies for 2011 Circular no 12
Fees and Charges Operation of the Alrport Complex s, 2022
Ravised
Guidelines on
the
Accreditation of
Ssecurity
Agencies for
Operation at
ihe Airport
Effectivity Date:
March 23, 2022
7. Approval of Accreditation of | A.O No. 1 s. 2600 NIA MC No. 07 s. 20602 Accreditation | February 27,
New Applicants for | Administrative Grder for of Business Entities Operating at 2002
Business Entities Operating | Fees and Charges the Airport Complex
at the Airport Complex and
Servicing MIAA
Concessionaires
8. lIssuance of  Account N/A NiA MC No. 26 s. 2000 Policies and | July 15, 2000 NN/A
Clearance Guidelines Governing
Accounting




LEGAL BASIS

OFFICEIAGENCY REGULATIONS

Other
o L Nrme) lssuances/
: Specific Provision in S
GOVERMMENT SERVICE Governing Law{s} 3 o Date of Policies it
(Number and Short Title) | '1e Governing Law(s) iesusnenl Poticy it Effectivity | Effectively
as Basis
Repeals/
Amends
5. lIssuance of MIAA | a. RA 8042 Migrant 1. Section 35 of RA[MC No. 8 s 2014 PSC Aprit 30, MC No. 8
Exemption Certificate Workers and 8042 Integration 2017 Series of 2014
{(MEC) To Locally Overseas Filipino Migrant Workers and PSC
Recognized Exempted Workers Cverseas Filipino | MC No. 6 s. 2017 Implementing integration
Passengers Workers Guidelines of Passengsar Service
b. Executive Order No. Charge (PSC) Honoring
903 2. Section 5 K | Exemption at the Point of Bale of
Executive Order No. | Airline Ticket
c. ltemaandb 903
Adminisirative No 1
Series of 2000 3. liem a and b Section
{Exemption of OFW & 13 Part B of
MOMF) Adminisirative No 1
Series of 2000
d. MOU between (Exemption of OFW
Philippine Sports & NCBMF)
Commission and
Manila international
Alrport Authority
(MIAA)
10. Over the Counter Payment | E.O 803 Section 4 Letter K | Section 8 K of Executive NiA N/A
Order No 903
A0 No. 1 s,
2000Administrative Order | Part 111 to IV of MIAA
for Fees and Charges Administrative Order No
. 1 Series of 2000 e
11. Refund of  Passenger | RA 8042 on Migrant Section 35 of RA 8042 item a & b Section 13 Part i of
Service Charge (PSC) Workers and Overseas on Migrant Workers and | Administrative No 1 Series of
Filipino Workers Cverseas Filipino 2000 (Exemption of OFW &
Waorkers NCMF)
Executive Order No. 903
Section 5 Kof Executive | MC No. B8 s. 2014 PSC
MOU betweaan Philippine Order No. 903 Integration
Sports Commission and
Manila International Airport MC No. 8 s. 2017 Implementing
Authority (MIAA Guidelines of PEC integration
12. Hiring of Outsourced N/A N/A MC No. 8 s. 2020 Recruiiment March 18,
Empioyess Policy for Ouisourced Personnel 2020
NIA

13. Processing of Requesis for

Procurement of Goods and
Services  {Small Value

A 9184
Handbook on Phiiippine
Government Procurement

Section 21 2.1
Advertising and Posting
of the invitation to Bid/

N/A




GOVERNMENT SERVICE

LEGAL BASIS

OFFICE/IAGENCY REGULATIONS

Governing Lawis)
{Number and Short Title)

Specific Provision in
the Governing Law(s}
as Basis

Issuance/ Policy Title

Date of
Effectivity

Other
issuances/
Policies i
Effectively
Repeals/
Amends

Procurement/Shopping)

Requeast for Expression
of Interest

Saction 25 Submission
and Receipt of Bids

14,

Recelving, inspection.
Acceptance of Goods and
Services {for  Purchase
Order {(P.O} and Condract
(Supply and Delivery)

15.

Receiving, inspection,
Acceptance of Goods and
Services (for Waork Order
[Supply and Delivery With
Bulk Quantity] and Contract
Supply}

Governmant Accounting
Manual Vol 1

N/A

MC No. 28 s, 2000 Policies and
Procedure Governing Property
Management

N/A

16.

Preparation of Request for
Payment for Service
Rendered by Service
Provider/Contractor

N/A

N/A

17.

Application for Data
Gathering [/ Survey [/
Interview / etc. as School
Requirement

18.

School
Student

Application of
Accreditation  for
On-The-Job Training

19.

Application for Student On-
The-Job Training

20.

Deployment of  Approved
Student Trainee

MIA

MC No. 49 5. 1839 Policies and
Procedures Governing General
Services

January 1,
2000

N/A

MC Ho. 1 5. 2018 Revised
Guidelines on Student On-The-
Job Training at the Manila
International Airport Authority

January 22,
2018

29,

Application for Use of MIAA
Audio-Visual Learning and
Development Room  with

_Application for Use of MIAA

Audio-Visyal Learning and
Development Room  with
Fees

A0 No. 1s. 2000

i Administrative Order for

Fees and Charges

N/A

MC No. 9-M s, 2018 Revised
Guidelines on MIAA Learning
Davalopment Room

October 27,
2018

N/A

Utilization of MIAA Learning

A.O No. 1s. 2000

MC No, 9-M s. 2016 Revised

October 27,

NIA




LEGAL BASIS QFFICE/AGENCY REGULATIONS
Other
o Uil ST issuances/
: Epecific Provision in % 0
GOVERKMENT SERVICE Governing Law{s} : : : Date of Policies it
(Number and Short Titls) | e Governing Law(s) SusTICal Bolicy Tk Effectivity | Effectively
as Basis
Repeais/
Amends
and Development Roem | Adminisirative Order for Guidelines on MIAA Learning 2018
(ICT Training Room) Fees and Charges Development Room
oh Opplcaion  of  AISEe | x o No, 13,2000 MC No. 19 5.2018 — Policy and WA
river's Permit (ADF) o y ; L A L
St — Administrative Order for N/A Guidelines of Airside Driving and | July 24, 2018

&v. ‘Appiication of . isie Faes and Charges VYehicle Permit Wiy
Vehicle Permit (AVP) 9 ;

26. Application for Mest and | A.O No. 1s. 2000 N/A MC No. 05 5. 2013 ~ Airport October 31, N/A
Assist Service (Face fo | Administrative Order for Courtesies and Accommodation 2013
Face/ E-Payment | Fees and Charges
Transaction)

27. Application and lssuance of Board
Special Permit for Movie, MC No. 53 s. 1993 Issuance of Resolution
Telgvision, Advertisement, Special Permit for Movie, 2017-087
Documentary  Filming and | A.O Ne. 1 5. 2000 Television, Advertisement or increased rafe
Photography at the MNAIA | Administrative Order for N/A Documentary (adjustiment}
Complax Fees and Charges Filming/Photography at the NAIA subject to

28. Conduct of Client Activity Compisx existing rujes
and regulations
58 demnme of MIAA E£O 903 Section 4 Letter K BN/A wso MNo. 10 5. 2019 ~ Guidelines MNIA
Construction, Excavation ; ; ; in the . Issuance _of m‘ﬁ}b
i : T [ Proclamation Construction, Excavation
Renovation/Repair and ﬁammﬁmznm ] . Gl
Utility Service Permits 2148 wm3m<mﬁwoz ar Repair, and Utility
Service Permit
Sec 4.b E.O No. 803 as | MIC No. 19-A s. 2018 Policies ASP 8"
amended and Guidelines of Airside Driving Edition s.
and Vehicle Permit 2019:
Sec §.b of E.O. No. 903
20, Approval for Personnel as amended Sec 3.3 of Part
and Vehicle Entry E.O No. 778 (Charter of Hi: Airside and
MIA Authority dated March o
1982 and E.C). No. 803 WMM_M%MM% and
dated 21 July 1983 Access Controf
MC No. 12 s. 2007 Policies
31. Approval for Visitors' Pass Governing Fees and Charges on
(For Personnel Performing N/A Visitor Pass MIA
Operation Function)
32. Request for lssuance of | RA 10173 MiA 1A NIA




LEGAL BABIS OFFICE/AGENCY REGULATIONS
Other
2 . issuances/
; SpecHic Provision in S
GOVERMBMENT SERVICE Governing Law(s) 4 E 4 Date of Policies it
(Number and Short Titte) | "¢ Governing Law(s) lssuance Rolicy Titke Effectivity | Effectively
Repeals/
Amends
Police Report (Landside | (Data Privacy Act of 2012)
PoliceDivisiong |
33. Filing of Complaint for | EO 903 Section 4 Letter K
____Administrative Charges waoww i
34, Filing of Complaint for Quidelines and
Criminal Charges ﬁwoomm“.:mm .
MC No. 12 5. 20158 Guidelines the
N/A and MUJ.OOQQCWQW in Hﬁ_m. ) _Dﬂmwwmmmﬁﬁuﬂ_ of
investigation of Administrative Administrative
Case Cases
Effectivity Date:
November 07,
2022
35, Request for Issuance of | RA 10173 )
PIiD Detention Certificate | (Data Privacy Act of 2012) s i o
36. Request for Issuance of | RA 8173 .
Certification for Lost ltem/s | (Data Privacy Act of 2012) L o S | B L
37. Request for lssuance of | RA 10973
Police Repori  {Pdlice | (Data Privacy Act of 2012)
intelligence and
investigation Division) NiA WA ol
38. Request and Claims of E Hioh 4L aHer MC 7.M s. 2010 Lost and Found 2010
Safeguarded Lost  and B ST A N/A ftems Policies and Procedure N/A
__Foundltems L. ) I . "
3¢, issuance of Visitor Stick- | EQ 903 Section 4 Letter K MC No. 12 s. 2007 Poiicies July 1, 2007
on Pass (Well-Wishers) Governing Fees, and Charges
A.Q HNo. 1s. for Visitor Stick-On Pass
2000Adminisirative Qrder N/A MC No. 14 s. 2010 — Policies N/A
for Fees and Charges and Guidelines the issuance the
use of the MIAA [dentification
e e e e = | Cardand Access Pass | S e
40, Approvai for CCTV | EC 903 Saclion 4 Leiter K NIA MC No. 5. s. 2018 Guidelines May 24, 2016 | MC No. 08-C s.
Viewing Reguest and Procedures on the 2022 Policies
41, Approval  of Captured Management of Closed-Circuit and
Video Footage (CVF) Television ~ Security Control Procedures
Copy Reqguest Rooms (CCTV-SCR) at NAIA Governing  the
42. Approval  of  Captured Operation of




LEGAL BASBIS CFFICE/IAGENCY REGULATIONS
Other
; e Issuances/
3 Specific Provision in S
GOVERNMENT SERVICE Governing Law(s) : : ) Date of Policies it
(Number and Short Title) | e Governing Law(s) Issusncel Balicy Title Effectivity | Effectively
as Basis -
epeals/
Amends
Video Footage (CVF) Closed-Circuit
Copy Request for Complex Television
Cases {CCTV)
Systems  and
CCTV  Controt
Rooms (CCR)
at NAIA
Effectivity Date:
November 24,
- 2022 |
43. Approval  of  Terminal | EO 803 Section 4 Lefter K | ASP 6th Edition s.
ingress/Egress Daclaration 2019
Chapter 3.3.8 Access Ny HAA
Control Measures
44. Approval of Terminal | EO 503 Section 4 Letter K NfA MC No. 7 s. 2017 Revised April 8, 2017
Facilities Slot Clearance Guidelines on No Alrport Slot
Clearance No Operation N/A
(MANOPS)
45. issuance of Dispatch Slip | N/A MC Mo. 4 s, 2017 Amendment March 8,
{Yellow BMetered Taxi, to Memorandum Circular No. 02 2017
Coupon Taxi and Regular Series of 2017: Guidelines on N/A
Taxi) the Management of Transport !
System at NAIA Terminals
46. Billing of Service Provider | EO 903 Section 4 Letter K MC No. 49 5. 1998 Policies and
T T2and 73 N/A Procedures Governing General January 1, NIA
g Services 2000
47. Utilization of Learning and | A.O No. 1 s. 2000 MIA AC Mo. 9-M s. 2018 Revised October 27, N/A
Administrative Order for Guidelines on MIAA Learning 2016

Development Room and
Function Hall (Terminai

Fees and Charges

Development Room

ARLENE B. BRITANICO
Chairperson
RAIAA - CART




4. SERVICE INFORMATION PER GOVERNMENT SERVICE

A. GENERAL MANAGER’S OFFICE

GOVERNMENT SERVICE: APPLICATION AND APPROVAL FOR OB CARD AND VISITOR PASS
SERVICE INFORMATION
LIST OF REQUIREMENTS LIST OF STEPS AND PROCEDURES Total
Client Steps/Procedures as Processing Total Fees o be
Requirement Legal Basis ms&nm"maﬁw the Citizen's Legal Basis Time Pald
arier
1. Letter Reguest EQ No. | 1. Send reguest lefter via | MC No. 14 H 1 Day N/A
778{Charter of hardeopy or email, s 2010 -
MIA  Authority Policies  and
dated March procedures
1982 and EO. governing the
No. 903dated 21 e wmm
July 1983 NAIA
identification
card and
BCCESS PESS
Total i Day

8. LEGAL OFFICE

GOVERNMENT SERVICE: CONTRACT PREPARATION THROUGH PROCUREMENT PROCESS
SERVICE INFORMATION
LIST OF REQUIREMENTS LIST OF STEPS AND PROCEDURES Fotal Total Fess to
; : Client Steps/Procedures as . Processing 7
Requirement Legal Basis it i the Cllizen's Chafler Legal Basis Time be Paid
1.Approved RIS, TOR, | AD no. 1s. 2000 1. Secure copy of contract with 1.RA 9184 20 Days N/A
BCQQ, BOM, Plan, | Administrative instructions to sign and return Handbock on
ABC Order for Fees and within three (3) days. Philippine
2 Complete Bid Charges Representative/s must present Govarnment
Documents (with letter of authorization. Procurement
attachments) Section 37 to 42
a. Original Technical 2. Post required Performance a. Notice and
Documents of _ Bond | Executiveof | |




k. Qriginal Financial

3.

LCRB/HRRB or
DCRB / SRRB

Documents of

LCRB/HRBB or

SCRE/ SRRB
Bids and Awards
Commitiee (BAC)
Resolution with GM's
Approval
Authority to use
alternative method of
procurement, if
applicable (Board of
Directors or GM)
MiAA Board
Resclution /
Approves Memo to
GM (for projects
within the delineated
authority}

Notice of Award

b.

. Performing

. Failure to Enter

. Reservation

Award

Period of Action
on Procuremant
Activities

Security

into Contract and
Post
Performance
Security

Clause

Total

20 Days

C. CONCESSION MANAGEMENT DIVISION

GOVERNMENT SERVICE: APPROVAL OF NOTICE OF CONDITIONAL AWARD (NOCA) / NOTICE OF AWARD (NOA} / LEASE AND

Quarantine (food)

signature of authorized

Develcpment

CONCESSIONS CONTRACT
SERVICE INFORMATION
LIST OF REQUIREMENTS LIST OF STEPS AND PROCEDURES Total
Client Steps/Procedures Pvesasain Total Fees
Requirement Legal Basis as indicated in the Legal Basis Ti # to be Paid
b ime
Citizen’s Charter

1. Letter to General Manager AD No. 1s. 2000 Present copy of | MC No. 35s. 1989~ | 6 Days, 6 Hours N/A
2. Company Profile Administrative acknowledgment Policies and and 40 Minuies
3. Latest General Information Sheet | Order for Fees receipt of letter for | Guidelines

(Updated) and Charges follow up Governing
4, Registration Certificate Submit of NOA/NOCA | Concessions
5. Articles of Incorporation and jis] BDCMD with | Management

By-Laws fransmitial letter
6. SS8 Cigarance Release of approved | MC No. 40s 1999 —
7. DOLE Ciearance NOAMNOCA Policies and
8. Current and Vatlid Submit complete | Procedures

Mayor's/Business Permit  from documentary Governing Business

Pasay City requiremenis and Real Estate
9 Sanitary Permit from the Bureau of Pick-up contract for | Investment and




10.
11:

12.

13.

14,

5.

18.

Certificate of Registration from BIR
Latest income and Business Tax
Returns duly stamped and received
by the BIR with Audited Financial
Statements

Valid Tax Clearance from the BIR
Certification under oath, from the
responsible officer of the applicant
that it is free and clear of tax
fimbilities to the government (duly
notarized).

Written authority of company's
representative. 1t refers o the
authority of the signing official
solely intended for the contract,
permit and =accreditation: in the
case of single proprietorship, there
must be an affidavit of the owner or
a Special Power of Attorney; for
Partnership, a partnership
resolution from the General
Manager or  President,  for
Corporation, a board resolution
with Secretary's Certificate; and for
joint-venture, a resolution signed by
atl the joint-veniure partners {duly
notarized).

Certification  from  responsibie
officer of the applicant that the list
of  personnel under  their
employment has been background
checked. {duly notarized)
Certification under oath that each
of the documents submitted in
satisfaction of the MIAA
requirements is an authentic and
original copy, or a true and faithful
reproduction  of  the  original,
complete and that all statements
and information provided therein
are true and information provided
therein are true and correct (duly
notarized)

signatory and retumn
within fifleen {15) days
or earlier upon receipt
of the contract

Return signed contract
with fransmittal letter
Pick-Lip signed
contract

Total

8 Davs,
6 Hours and
40 Minutes




GOVERMMENT SERVICE: |SSUANCE OF AIRPORT PARKING CAR STICKER (EMPLOYEES' PARKING CAR STICKER

SERVICE INFORMATION

LIST OF HEQUIREMENTS

LIST OF STEPS AND PROCEDURES

- Total
Client Steps/Procedurss as ; :
Requirement Legal Basis indicated in the Citizen’s Legal Basis wu_.o%mmqmwmnm Tatal Feoe tohe Pad
Charter
1. Documentary AQ No. 18 2000 1. Submit a duly accompiishad 8MC No. 27 s. 1 Hour P 56.00+
Requirements: Administrative Order application form with photo, 2019 - corresponding fees
a.  Application for Fees and endorsed by superior and Guidelines in a. Transport Group and
Form Charges appended with vehicle OR and | the Privilege of Other
b, LTO Certificate CR Litilizing the Concessicnaires
of Registration 2. Proceed to Collection Division | Empioyees Car = Sedan/Van and
(CR) of to pay parking fees Parking Areas other 4-wheel
Vehicles 3. Provide CMD copy of OR as at MAIA vehicle # 700.00
& ETO Official proof of payment Terminails 1, 2, ¢ Damage / Lost
Receipt (OR} of 4. Receive processed parking car | 3 and 4 Card ® 500.00
Vehicles sticker b. Employees Parking
2, Ufficial Receipt ¢ Sedan Van/ and
other  4-wheel
vehicle ® 350.00
« Motorcycie o
100.C0
¢ [Damage/lost
Card ¥ 500.00
*inclusive of 12% EVAT
Total § Hour




| GOVERNMENT SERVICE: APPROVAL ACCREDITATION OF NEW/APPLICANTS FOR INDIVIDUAL CUSTOMS BROKERS, CUSTOMS
BROKERAGE COMPANIES/ CORPORATIONS AND CARGO/ FREIGHT FORWARDERS AT THE AIRPORT

SERVICE INFORMATION

LIST OF REGUIREMENTS LIST OF STEPS AND PROCEDURES
Olisnt “apail ronec e _ua.MwME Total Fees to be Paid
Reguirement Legal Basis as indicated in the Legal Basls Tim g ;
Citizen’s Charter G
PROFESSIONAL CUSTOMS | AD no. 1 s. | 1. Submits an application | MC no 05 s 2022 | 1 Hour and 50 N/A
BROKER 2000 letter with complete | Accreditation for Minutes
; — Administrative documentary .

a. Accomplished application . individual Customs

form (downloadable at the WMMMM. mwonﬂ %Mﬂﬂﬁm%wﬂ”%mﬁ“ Brokerage, Customs

MMMﬂwﬂm and to be sent via Charges Office Maxo«mww Companies,

: 2. Receives and | Lorporation

bi. ‘Gampeny profile acknowledges the

c. Valid Professional License Accreditati
(PRC) Oncq_warwﬂnm —

d. Professional Tax Receipt mowmm _Mm W = om
(PTR) gnaiure

. Brokers Caertificate

Customs Broker License or

Cilearance from the Bureau

of Customs (BOC) of the

preceding vear

g. VAT (Value Added Tax)
Registration

h. Latest Incomea Tax Retumn
(ITR) duly received by the
BiR

i, Tax Clearance from the
BiR to prove full and timely
payment of taxes

j. List of clients with
complete addresses and
contact  details; i no
clients, submit affidavit of
no clients

T

CUSTOMS BROKERAGE
{Company/Corporation)

a. Accomgplished application
form {downloadable at the




m.

website and to be sent via
email)

Company profile

Valid Professional License
(PRC)

Professional Tax Receipt
(FTR)

Customs Brokerage Permit
or Clearance from the
BOC of the current year
Mayor's Permit and
Business Permit

VAT (Malue Added Tax)
Registration

BIR Registration

Latest Income Tax Return
{ITR} duly received by the
BIR

Tax Clearance from the
BIR to prove full and timely
payment of taxes

Audited Financial
Statement of the preceding
year

Board Resolution /
Secretary's Certificate
indicating the following
facts:

s Appointment of the
principal and Aliernate
Customs  Broker as
such and as officers of
the applicant firm

» Shareholding of the
said  principal  and

Alfernate Customs
Brokers
Updated General
information Sheet
{Comaration), DTi
Reaqistration {Sole

Froprietorship; Articles of

FPartnership (Partnership); |

Certificate of Compliance
{Cooperative)
List of representatives with

persenal  details, photos |




h

h. Audited

if no represeniatives,
submit  affidavit of no
representative/s

List of clients  with
complete addresses and
contact dstails; i no
clients, submit affidavit of
rio clients

FREIGHT FORWARDER
a. Accomplished application

form (downloadable at the
website and to be sent via
email)

Company profile
Mayor's Farmit
Business Permit
VAT (Value Added Tax)
Registration

BiR Registration

Latest Income Tax Return
(TR} duly received by the
BiR

Tax Clearance from the
BIR to prove full and fimely
payment of taxes

and

Financial
Statement of the preceding
year

Updated General
Information Sheet
(Corporation), DTl
Ragistration {Sole
Proprietorship; Articles of
Partnership (Partnershipy;
Certificate of Compliance
(Cooperative)

Certificate of Registration
from the LTC of the
Delivery vehicle together
with the Official Receipts
Insurance  Policies  if
delivery Vehicle Together
with the Official Receipt of
Premium Payment

List of representatives with
personal details, pholos
and specimen signalures;
f no representatives,




submit  affidavit of no
representative/s
m. List of clents  with
complets addresses and
contact  details; i no
clients, submit affidavit of
no clients
1 Hour and
Lo 50 Minutes
SERVICE INFORMATION
LIST OF REGUIREMENTS LIST OF STEPS AND PROCEDURES
Client Steps/Procedures p .wawmm. Total F Pai
Requirement Legal Basis as indicated in the Legal Basis qc.%mww_:m otal Fees to be Peid
Citizen's Charter
N/A AO no. 1 s 2000 1. Submits the signed MC no 05 s 2022 1 Day, Application Fee ~ P 100.00
Administrative Accreditation Accreditation for | 7 Hours and | Accreditation Fee for the
Order for Fees Ceriificate to .M:,m Individual Customs | 20 Minutes following categories:
and Charges Central Receiving Brokerage, Custorms a. Professional Customs
5 mwmwwcmm Ciidar of wqormﬂm.mm. Companies, Brokers il 2
Payment Slip from Corporation 200.00/month/license
CMD and proceeds b. Custom wﬂoxmﬁmmm
to Collection Division Company/Corporation
for Umv\_.ﬂmjﬁ s % mODQO..__ 301%3
3. Returnsto CMD to c. Cargo/Freight
present the proof of Forwarders
payment and claim Company/Corporation
the Accreditation — B 500.00/ month
Certificate d. Customs Brokerage
and Fraight
Forwarding
Company/Corporation
— £ 500.00/ month

Vehicle Sticker —

£ 700.00/vehiclefyear
Temporary Vehicle Sticker
for Unaccredited

individuals, Brokers,
Freight Forwarders — P
35.00/day

Temporary Access Stick
on Pass for Unaccredited
individuals, Brokers,
Freight Forwarders




Additional Access Pass
for Accredited Brokers,
Freight Forwarders not
included in the list of
authorized
representatives —

# 50.00/day (Inclusive of
12% R-VAT)

Fines for reinstatement —
P 1,000.00

All Fees are Exclusive of
12%

R-VAT Except for Temporary
Pass and Additional Access
Pass

1 Day,
Total 7 Hours and
20 Minutes
GOVERNMENT SERVICE: APPROVAL OF ACCREDITATION OF NEW APPLICANTS FOR SECURITY
SERVICE INFORMATION
LIST OF REQUIREMENTS LIST OF STEPS AND PROCEDURES Total
Client Steps/Procedures :
Reguirement L egal Basis as indicated in the Legal Basis %3.%””_:& Fotal Fees o be Raid
Citizen’s Charter
Documentary AOno. 1s. 2000 | 1. Submits an | MC no 12 s 2022 7 Hours N/A
Requirements: Administrative application letter with | Revised OGuidelines on and
a Application for | Order for Fees complete the Accreditation of | %0 Minutes
Accreditation  two | and Charges documentary ; /
(2) copies requirements at MIAA mmo_.:_a &mm:o_m.m b
b. Company Profile Central receiving | OPeration at the Airport
c. Depariment of office
Trade and Indusiry
(DTH and/or
Securities and
Exchange
Commissicn (SEC)
Registration
d. Updated General
information  Sheet
(Corporation), DTI
Registration  (Sole

Proprietorship;




oy

Articles of |

Partnership
(Partnership),;
By-law / Agreement
Contract with
Airport -~ based
business

Mayor's Permit
License to operate
from Philippine
Mational Police -
Supervisory  Office
of Security and
investigation
Agency (PHP -
SOSIA)
fMembership
Certificaie with
Philippina
Association of
Detective and
Protective Agency
Operators,
incorporated (PAD- |
PAO)

List of clients with
complete addresses
and contact details
Certified true copy
of audited financial
statemeant, dutly
stamped and
received by the
Bureau of internal
Revenue (BIR) or
its duly accredited
and authorized
institutions, for the
immediately
preceding calendar
year, showing,
among others,
applicant's total and
current assets and
liahilities

Ceriified true copy
of iatest Income




and business tax
returns duly
stamped and
received by BIR
and duly validated
with tax paymenis
thereon for the
current year
Certified true copy
of the current and
valid Value Added
Tax (VAT)
Regisiration
Certificate

Tax Clearance from
8iR to prove full
and timely payment
of taxes

List of Security
personnel indicating
the actual strength
of security guards
of the Security

Agency

Certificate of
Training for Pre-
Licensing B5

required by the
PNP-SOSIA, and
Aviagtion  Security
{AVSEC) Training
conducted by OTS
or OTS accredited

aviation security |

training school

Security quards
intended for
specialized

deployment at

Security Screening
Checkpoint, CCTV
Monitoring System,
and other as

determined by the |

Autherity shall
submit a Certificate
of Completion of
_ Specialized




Training conducted
by an OTS or G718
accredited aviation
training school

r. Additional

Reguiremenis
Accraditation
Officers of Security

Agencies

confracted by
Airlines, and other
Concessionaires/

Tenants for posting
Landside
and/or Airside area
of the Airport must
submit a Carlificate

at the

of Completion of
Aviation Security
Management
Course any
related Aviation
Management

Course from QTS
or OTS accredited

for
Key

the

aviation fraining
scheol
7 Hours
Total and 40
Minutes
SERVICE INFORMATION
LIST OF REQUIREMENTS LIST OF STEPS AND PROCEDURES Total
Client Steps/Procedures as Processin Total Fees o be Paid
Reguirement Legal Basis indicated in the Citizen’s Legal Basis ; g
Charter Time
N/A AG no. 18 2000 1. Submits the required original MN/A 1 Day, 1 Hour MNIA
Administrative Order documents for vaiidation and
for Fees and 2. Receives the Accreditation 40 Minutes
Charges Certificate  from CMD  for
signature .
1 Day, 1 Hour
Total and

40 Minutes




SERVICE INFORMATION

LIST OF REQUIREMENTS LIST OF STEPS AND PROCEDURES
Client Steps/Procedures as - qonmm. Total £ to e Pald
Requirement Legal Basis indicated in the Citizen’s Legal Basis m,@._m.m = < fes e 5
Charter e
N/A AO no. 1s. 2000 1. Submits the signed NiA 1 Day, Accreditation Fee —
Administrative Order Accreditation Certificate  to 7 Hours and | ® 6,993.24 / quarter / area
for Fees and the Central Receiving office 15 Minutes | (exclusive of RVAT)
Charges 2. Receives order of payment Processing Fee —
slip and proceed to £ 1 000.00
Collection Division  fer S
nayment Reinstatement Fee —
3. Returns to CMD to presert #1,000.00
the proof of payment and
claim the  Accraditation
Certificate
1 Day,
Total 7 Hours and
15 Minutes

GOVERNMENT SERVICE: APPROVAL OF ACCREDITATION OF NEW APPLICANTS EOR BUSINESS ENTITIES OPERATING AT THE AIRPORT
COMPLEX AND SERVICING MiAA CONCESSIONAIRES

SERVICE INFORMATION
LIST OF REQUIREMENTS LIST OF STEPS AND PROCEDURES
o Client Steps/Procedures as p Total St fse 1 e Paid
Reguirement Legal Basis indicated in the Citizen’s Legal Basis EMW_MMS& Sl
Charter

VARIOUS ENTITIES AQ no. 1s. 2000 1. Submits an application letter N/A 1 Mour and 45 MN/A

WHO ARE DOING Administrative with complete documentary Minutes

BUSINESS AT THE Crder for Fees and requirements at MIAA Central
NALA COMPLEX AND Charges receiving office

SERVICING 7. Receives and acknowledges

CONCESSIONAIRES the Accreditation Cedificaie
{i.e., Suppliers, from CMD for sighature

Manpower Services,
GSA, On-board
Courier, etc.)

a. Duly accomplished
application form

b. Company profile

c. Certificate of
Registration with
the Securities &

Exchange
Commission (SECj,
Articies of

incorporation  and




By-Laws (if created

under the
Philippines
Corporation Law)

d. Certificale of
registration with the
Department of
Trade & Industry
(for Single
Proprietorship  or
Partnership)

e Agresment or
Contract with
Airport - based
businessses

f MIAA Accounting
Ciearance {for
Renewal of
Accreditation and
Change of
Ownership of the
Company/Entity)

Additional

Requirements

On Board Courier

Service and Delayed /

Mishandied Lucoage /

Baggage

a license to Operate
from the Bureau of
Customs (BOC)

b.Personnel
compiement

Private Operators and

Users of NAIA Alrcraft

Movement Areas and

Other Aurside Facilifies

a. Vailid CAAP
Certificate of
Registration

b CAAPR Licensze to
Operate a Helicopter
Charter Service




Transport utility hotels

fravel agencies and

airlines

a. Franchise from the
Land Transportation

and Franchising
Regulatory Board
{LTFRB)

b. Certtificate of
Registration and
Official Receipt of
current year's
registration. In case
of morigaged vehicle,
copy of chattel
maorigage or bank
certificata

¢. Valid contract with
hotel or travel agancy
vehicles indicating
the number of units tc
be deployed

d. Certificate of
Accreditation from
the DOT

1 Hour and
e 45 Minutes
SERVICE INFORMATION
LIST OF REQUIREMENTS LIST OF STEPS AND PROCEDURES
Client Steps/Procedures as ot
Requirement Legal Basis indicated in the Citizen’s Legal Basis _u_.o,ww aIg Total Fees to be Paid
ime
Charter
MN/A AO no. 1s. 2000 1. Submils the signed MNIA 1 Day, a. Use of NAIA Helipad —
Administrative Crder Accreditation Certificate fo 7 Hours and # 10,000.00/ annum

the Central Receiving Office 12 Minutes | b. Transport/Utilitv/Hotal/

for Fees and
Charges

N

Receives Order of Payment
Slip from CMD and procesds
to Collection Division for
payment

Returns to CMD to present
the proof of payment and
claim the  Accrediiation
Certificate

Travel Agency vehicles
» Bus - # 4,500.00/unit/annum
» Van, Mini-coaster —

# 3,000 00/uni¥annum

o Sedan P2,000 00/unitfannum
e VVehicle Sticker #200.00/sticker

. Additional Accreditation Fee for
Dual Sticker (NAIA)
& Bus -P 600.00/unit/annum




» Van, Mini-coaster —

# 550.00/unitfannum
s Sedan - P 500.00/unitfannum
s Vehicle Sticker

# 200.00/sticker

. Janitorial, Companies Serving

Airport Lessee/Concessionaires

= Within Terminals (NAIA 1, 2,34,
and ICT) #3,6583.12/gir.

=« GAA and Other Areas
# 6,993.24/qtr..

. Refueller /distributors of aircraft

fuel/parts

& Within Terminals (NAIA 1,234,
and ICT) #3,663.12/gtr.

e GAA and Other Areas
P6,993.24/gtr. Plus, royal fee

. Other business aclivities

e Within Terminals (NAIA 1,2,3.4,
and ICT)
P 3,663.12/qtr,

& GAA and Other Areas
£ 6,083.24/atr.

. Mew Companies arising from

change of ownership — as
applicabie

1 Day,
Total 7 Hours and
12 Minutes
C. ACCOUNTING DIVISION
GOVERNMENT SERVICE: ISSUANCE OF ACCOUNT CLEARANCE
SERVICE INFORMATION ), .
LIST OF REQUIREMENTS LIST OF STEPS AND PROCEDURES Total
Requi Basi Client Steps/Procedures as Basi Processing Total __...umww i e
equiroment Legal Basis indicated in the Clflzen’s Charter | L°87! Basis Time af
1. Written Request or /A 1. Submit a letter regquest for | MC No. 26 s 1 Day and £112.00
Accomplished issuance of account clearance | 2000 - Policies 50 Minutes
Account or sands a request thru email | and Guidelines
Clearance {miaa.acclg@ gmail.com}) Governing
Reguest Slip 2. Follow — up the siatus of the | Accounting
2. Order of Payment Account Clearance thru email or
Slip at telephone number 8877 -
1109 local 3185
3. On the date of the release of the o -




account clearance, secures the
Order of Payment slip from
Accounting Division

4, Present the Qrder of Payment
slip and pays the corresponding
fee at the coilection office

85 Present the official receipt to the
Accounting Personnel

6. Present/ submit the account
clearance io the concerned
office/s indicating the control
number

. iDayand | 211200
Total 50 Minutes

0. COLLECTION DIVISION

GOVERNMENT SERVICE: ISSUANCE OF MIAA EXEMPTION CERTIFICATE (MEC) TO LOCALLY- RECOGNIZED EXEMPTED

PASSENGERS
SERVICE INFORMATION
LIST OF REQUIREMENTS . LIST OF STEPS ANMD PROCEDURES Total Processing Total Fees to be
Reguirement l.egal Basis Glisst Sispsilocacins & L.egal Bagis Time Paid
incicated in the Citizen's Charter
1. Letfter request for | EO 903 1. Submit letter request to General | 1. Section 35 of RA 2 Days and N/A
Passenger Section 4 Manager Office 4" Floor MIAA 8042 3 Hours
Service Charge Letter K Admin Building fligrant  Workers
{PSC) exemption 2. Pick-up signed MIAA Exemption and {Overseas
AQ No. 1s. Ceriificate Filipino Workers
2000 2. Section 5 K
Admirustrative Executive  Order
Order for Fees No. 943
and Charges 3. tem a and b

Section 13 Part 1l
of Administrative
No 1 Series of
2000 {Exemption
of OFW & NCMF)

4. MOCU between
Philippine  Sporis
Commission  and
Manila
internationat
Airport  Authority
(MIAA)

5 MC Nc. 8 Servies
of 2014 PSC




Integration
8. MC No. 6 Series
| of 2017
Implementing
Guidelines of PSC

Integration
2 Days and
Tate 3 Hours
GOVERNMENT SERVICE: OVER THE COUNTER PAYMENT
SERVICE INFORMATION
LIST OF REQUIREMENTS LIST OF STEPS AND PROCEDURES
Client Steps/Procedures as Total Processing | Total Fess fo
Requirement Legal Basis indicated in the Citizen's L.egal Basis Time be Paid
Charter
1. Order of Payment 1. 903 Section | 1. Present any of the following: | 1. Section 5 K of
Z. MIAA Billing 4 Letter K @ Order of Payment Executive Order
3. International and 2. AQ No. 18S. b. MIAA Billing No 903
Domestic Passenger 2000 ¢. IPSCor DPSC 2. Part 111 iciVof
Service Charge (IPSC/ Administrative Remittance report MIAA
DPSCH Remittance Order for Administrative 7 Minutes N/A
Report Fees and 2. Pay appropriate fees Order No 1
4. BIR Form 2307 (if Charges a. Cash Series of 2000
payment is net of tax) B, Check
¢. Submit BIR Form 2307 if
payment is net of tax
Total 7 Minutes
GOVERNMENT SERVICE: REFUND OF PASSENGER SERVICE CHARGE
SERVICE INFORMATION
LIST OF REQUIREMENTS LIST OF STEPS AND PROCEDURES
Client Stepsi/Procedures as Total Processing Total Fees
Requirement Legal Basis indicated in the Citizen's Legal Basis Time to be Paid
Charter
1. Duly accomplished 1. EO 903 1. Submit complete | 1. Section 35 of RA 8 Minutes N/A
Refund Declaration Section 4 documents for refund of 8042 on Migrant
Form Letter K PSC Workers and
2. Passenger ticket/ 2. ADONo 1s. |2 Acknowledge receipt of Overseas Filipino
tinerary Receipt / 2000 PSC refund Workers
invoice showing Administrative 2. Section 5 K of
payment of “LI” Order for Executive Order
international Fees and No. 803
3. Original copy of Charges 3 hem a and b
Exemption Certificate Section i of
4. Photocopy of boarding Administrative




pass

if boarding pass is not

available:

a. Photocopy of
passport showing the
name and date of
departure

b, Certificate from Air
Carrier that the
claimant was their
passenger, including
date and flight
number

If through

representative, Valid

government issued 1D
with photograph and;

7. Board Resolution /
Authority or any
document if the payee is
a corporation, Special
Power of Attorney if
payee is an individual of
non-corporate entity
authorizing refund

Check Pay-out

8. Summary of PSC refund

8. Request for payment to

MIAA Accounting

I
5

o

_ Pivision

"~ Total

5.

No. 1 Series of
2000 (Exemption
of OFW  and
NCMF)

MOU between
Philippine Sports
Commission and
Manila
internaticnal
Airport Authority
MO No. 8 Series
of 2014 —~ PSC
integration

MG No. & Series
of 2017 —
Implementing
Guidelinas of
PSC integration

8 Minutes

SERVICE INFORMATION

3 Minutes

LIST OF REQUIREMENTS LIST OF STEPS AND PROCEDURES
Client Steps/Procedures Total Processing Total Fees
Requirement Legal Basis as indicated in the L.egal Basis Time o be Paid
Citizen's Charter
N/A N/ 1. Submit complete N/A 1 Day and NiA,
documents for refund 2 Minutes
of PSC
Total 1 Day and




E.

PERSOHNNEL DIVISION

GOVERNMENT SERVICE: HIRING OF OUTSOURCED EMPLOYEES

SERVICE INFORMATION

LIST OF REQUIREMENTS LIST OF STEPS AND PROCEDURES
Client .
Total Processing Total Fees
Requirement Legal Basis mﬁw%m“%%mhwﬂw a5 Legal Basis Time to be Paid
Citizen’s Charter
1. Personal Data Sheet NIA 1. Submit all the MC No. 8 s. 2020 - 2 Hours NIA
2. Resume requirements to the Recruitment Policy for
3. Schoei Credentials - Recruitment Section | Ouisourced Personnel
Transcript of Record / Window 1
Diploma 2. Accept the
4, Picture endorsement slip
5. MBI
6. Signature on the
endorsement for
examination to LSERVC
7. Signature on the
endorsement slip for
interview to the End-User
8. Signature on the lefter to
LSERVC, memorandum
to the End-User and
endorsement to ID/PCD
i for hiring
L Total 2 Hours
SERVICE INFORMATION
LIST OF REQUIREMENTS LIST OF STEPS AND PROCEDURES
Client Steps/Procedures Total Processing Total Fees
Requirement Lega! Basis as indicated in the Legal Basis Time to be Paid
] Citizen’s Charter
1. Examination result and N/A 1 Submits the examination | MC No. 9s. 2020 - 1 Day NIA
referral letter from result and referral letier Recruitment Policy for
L SERVC/ service from LSERVC/service Cutscurced Personnel
provider provider.
2. Receives the interview/
assessment slip and
applicant documents
i Total 1 Day




SERVICE INFORMATION

LIST OF REQUIREMENTS

LIST OF STEPS AND PROCEDURES

Heguirement

Legal Basis

Client Steps/Procedures as
indicated in the Citizen's
Charter

Legal Basis

Total Processing
Time

Total Fees
to be Paid

1

interview/assessment
form to the End-User

N/A

1. End-users submit the
evaluated
interview/assessment
form

2. End-users receive the
Memorandum for
Applicant pariod of CJT

3. IDPCD receive the
request for issuance of
daily pass of the trainee

4 LSERVC/ service
provider receives
contacts of considered
Appilicant for OJT

5. LSERVC/service provider
receives the documents

MC No. 9s. 2020 ~
Recruitment Policy for
Qutsourced Personnel

3 Days

N/A

_Total

3 Days

SERVICE INFORMATION

LIST OF REQUIREMENTS

LIST OF STEPS AND PROCEDURES

Reguirement

Legal Basis

Client StepsfProcedures as

indicated in the Citizen’s Charter

l.egal Basis

Total Processing
Time

Total Fees
to be Paid

Endorsement for
on-duty pass

Endorsement to the
End-user

M/A 1.

a3

Report at the Personnel Div. on
the scheduled date of training

Receive the copy of
memorandum & request for
daily pass

Proceed to assigned office

MC No. 9s. 2020 ~
Recruitment Policy for
Outsourced Personnel

30 Minutes

MNIA

Total

30 Minutes




SERVICE INFORMATION

LIST OF REQUIREMENTS

LIST OF STEPS AND PROCEDURES

Requirement

Legal Basis

Client StepsiProcedures as

indicated in the Citizen’s Charter

Legal Basis

Total Processing
Time

Total Fees
to be Paid

Memorandum/ N/A

Evaiuation Report from
the End-User

1.

End tiser submits the
memorandum/ evaluation
report of their applicant/s OJT.
LSERVC/ service provider
receives the letter.

The Human Resource
Development Division receive
the memorandum regarding
the conduct of MIAA basic
orientation to the newly hired
employees.

D and Pass Control Division
(IDPCD) receive the request
for issuance of on duty pass of
newly hired employees.
LSERVC/ service provider
receives the documents

MC No. 9s. 2020~
Recruitment Policy for
Outsourced Personnel

7 Days

N/A

Total

7 Days

SERVICE INFORMATION

LIST OF REQUIREMENTS

LIST OF STEPS AND PROCEDURES

Reguirement

i.egal Basis

Client Steps/Procedures as

indicated in the Citizen’s Charter

l.egal Basis

Total Processing
Time

Total Fees
to be Paid

1. Memorandum/Evaluation

Report from the
End-User

NIA

1.

a2

Report at the personnel div on
the scheduled date of
assumption

Newly hired employee receives
a copy of the memerandum &
request for on duty pass
Proceed to his/her assigned
office.

MC No. s, 2020 ~

| Recruitment Policy
| for Outsourced

Personnel

30 Minutes

N/A

Total

30 Minutes




F. PROCUREMENT DIVISION

O0S AND SERVICES (SMALL VALUE

GOVERNMENT SERVICE: PROCESSING OF REQUESTS FOR PROCUREMENT OF GO
PROCUREMENT / SHOPPING)
...................... S o s | SERVICE INFORMATION -
QUIREMENTS LIST OF STEPS AND FROCEDURES Total Processin Total
Legal Basis Client Steps/Procedures as indicated in the Legal Basis .“.mwwm e Fees to
%) Citizen’s Charter be Paid
AO No. 18.2000 | 1. Check PhiGEPS/MIAA Website/ Butletin Boards | RA 9184 Existing Supplier/ N/
from Administrative 2 Submit RFQ/Bid Proposal Handbook on Contractor
supplier Order for Fees 3 Receive letter and submit sample, if needed Philippine 16 Days and
and Charges Unregistered Supplier/ Contractor Government 25 minuies

4 Proceed to Procurement Division te fill Procurement
up/submit: Section 21 2.1~ nNewiy Registered
a. Application form with complete documentary Advertising and Supplier/

requirement for registration Posting of the Contractor
b. Warranty Certificate invitation to 17 Days and
¢. Originai Copy of RFQ detailed Quotations (if | Bid/Request for 50 Minutes
with labor) Expression of

5. Proceed to Collection Division to pay necessary Interest
fees Section 25 ~

& Return to Procurement Division to furnish 2 Submission and
Copy of Official Receipt as proof of payment Receipt of Bids

= Claim the approved Certificate of Registration

9.

Registered Supplier Contractor
8 Submit the following requirements:

a. Warranty Certificate

b. Original Copy of RDQ

¢. Detailed Quotations {if with jabor)
Receive notification letter and proceed to
Procurement Division to accept the approvad
POMIC

TOTAL

L S
Existing Supplier/ Contractor

16 Days and

25 Minutes

Newly Registered Supplier/
Contractor
17 Days and

. 50Minutes




G. PROPERTY MANAGEMENT DIVISION

CONTRACT SUPPLY)

GOVERNMENT SERVICE:RECEIVING, INSPECTION, ACCEPTANCE OF GOODS AND SERVICES (FOR PURCHASE ORDER (P.O} AND

SERVICE INFORMATION

LIST OF REQUIREMENTS

LIST OF STEPS AND PROCEDURES

Requiremeont

Legal Basis

Client Steps/Procedures as
indicated in the Citizen’s

Charter

Legai Basis

Total
Processing
Time

Total Fees fo be
Paid

Criginal copy of the following
documents:
1:

Purchase Order (P.0)
For Supply and Deilivery
of Spare ~ Parts,
Supplies, Materials and
Equipment

Purchase Order

Delivery Receipt

c. Bales invoice

¢, Warranty Cerlificate

For Contract {Supply

and Delivery}

For Supply and Delivery

of Spare-Parts,

Supplies, Materials,

Equipment and

Purchase of Vehicles

a. Contract

b. Delivery Receipt

c. Sales Inveoice

d. Other documents
mentioned i the
Contract (2.g.
Technical
Evaluation, Bill of
Materials and Terms
of Reference)

e. Other documents
mentioned in  the
Contract (e.g.
Technical
Evaluation, Bili of
Materials and Terms
of Reference)

oo

Government 1.
Accounting
Manual Vol. 1

Delivery of Spare-parts,
Supplies, Matarials and
Equipment at the MIAA-PMD
Warehouse

MC No. 29 s.
2000 - Policies
and Procedure
Governing
Propeity
Management

4 Days and
& Hours

NIA

"4 Days and
_6 Hours




DELIEVERY WITH BULK Q

GOVERNMENT SERVICE:RECEIVING, INSPECTION, ACCEPTANCE OF GOODS AND SERVICES {(FOR WORK ORDER [SUPPLY AND
UANTITY] AND CONTRACT SUPPLY)

 SERVICE INFORMATION

LIST OF REQUIREMENTS

LIST OF STEPS AND PROCEDURES

Consultancy), Repair,
Renovation, and
Improvement
Work Order
Delivery Receipt
Sales Invoice
Warranty Certificate
Certificate of
Completion
Accomplishment
Report
g. Reportof
Serviceable or
Unserviceable and
Condemnable
Materials, Supplies
and/or Equipment
(Waste Materials
Report)

PO TE

=iy

2. For Contract with
Labor Component
Capital Expenditures
(CAPEX}~{Construction,
Services and
Consultancy), Repair,
Renovation, and
improvement.

Contract

Delivery Receipt

Sales invoice

Warranty Certificate

Other documents

mentioned in the

Pao0Te

ay Work Order

b} Contract

¢) Including Supply and
Delivery thru Contract with
Bulk Quantity

Client Steps/Procedures as Pr QMM»ME Total Fees to be
Requirement Legal Basis indicated in the Citizen's legal Basis g Paid
Charter Thne

Criginat copy of the following NIA Delivery on site of Capital MC No. 28 s. 6 Days N/A
documsnis: Expenditures (CAPEX)— 2000 ~ Policies
1. For Work Grder {W.0.} {Construction, Services and and Procedure

Capital Expendiures Consultancy), Repau, Governing

(CAPEX)~{Construction, Renovation, and Property

Services and improvement for; Management




Contract {e.g.,
Technical
Evaluation, Bill of
Materials and Terms
of Referance)

f.  Motice to Proceed

g. Certificate of
Completion

h. Accomplishment
Report

i. Reportof
Serviceable or
Unserviceable and
Condemnabla
Materials, Supplies
and/or Equipment
(Waste Materials
Report)

TOTAL

6 Days

H. GENERAL SERVICES DIVISION

GOVERNMENT SERVICE: PREPARATION OF REQUEST FOR PAYMENT FOR SERVICE RENDERED BY SERVICE PROVIDER/
CONTRACTOR
SERVICE INFORMATION
LIST OF REQUIREMENTS LIST OF STEPS AND PROCEDURES Total
Client Steps/Procedures as B eanaiis Total Fees to be
Requirement Legal Basis indicated in the Citizen’s Legal Basis ¢ Paid
Charter Tims
1. Statement of Account N/A 1. Submit Complete | MC No. 48 s. 2 Days 4 Hours N/A
2. Affidavit/ Sworn Reguirements 1999 ~ Policies | and 49 Minutes
Certification and
3. Copy of Notice of Award Procedures
(trutial Billing) Governing
4. Copy of Signed Contract General
5. Copy of Netice to Services
Proceed (initial Billing}
8. Copy of Wage Order
from DOLE
7. Copy of Performance
Bond
8. Copy of PAG-IBIG fund
official receipt and
contribution remittance
report
9. Copy of Philhealth
official _ receipi  and :




contribution  remitiance
report

10. Copy of SSS R-5 and
remittance report

11. Copy of BIR deposit slip

and remittance return
income taxas
12. Delivery transmittal

(Monthly, Quarterly and
Annuai) of Supplies

13. Monthly Manpower
Deployment Schedule

14. Daily Timecards

15. Payroll with signatures

Trash Coliection and
Hauling Services
16. Copy of Official Receipt
of Fuel
s (asoline of
Pressure Washer
= Diesel of Water
Tanker
» Diese! of Garbage
Truck
17. Mauling Service Reports
18. Attendance Sheet
19. Daily Deployment Sheet
20. Scheduie of Hauling
Activity

Total

Z Days 4 Hours
and 49 Minutes

GOVERNMENT SERVICE: PREPARATION OF REQUEST FOR PAYMENT FOR SERVICE RENDERED BY SERVICE PROVIDER/

CONTRACTOR

SERVICE INFORMATION

LIST OF REQUIREMENTS

LIST OF STEPS AND PROCEDURES

Client Steps/Procedures as _uﬂo,wwwmmj_ ng Total Fees to be
Reguirement Legal Basis _smmﬁmﬁanm: the Citizen’s Legal Basis Time Paid
harter
1. Statemant of Account NiA 1. Submit Comglete MC No. 48 5. 2 Days 4 Hours N/A
2 Affidavit/ Sworn Reguirements 19959 — Policies | and 49 Minutes
Certification and
3. Copy of Notice of Award Procedures

(Initial Billing)

Governing




Copy of Signed Contract
Copy of Notice o
Proceed (Initiat Billing)
6. Copy of Wage Grder
from DOLE
7. Copy of Performance
Bond
8. Copy of PAG-IBIG fund
official receipt and
contribution remittance
report
g Copv of Phithealth
official receipt and
contribution remittance
report
10. Copy of SS8 R-5 and
remitiance report
11. Copy of BIR deposit slip
and remittance returmn
mcome {axes
12. Delivery transmitial
{(Monthly, Quarterly and
Annual) of Supplies
13. Monthly Manpower
Deployment Schedule
14. Daily Timecards
15. Payroll with signatures
Pest Control Services
16. Copy of Official Receipt
of Fuel
e (3asoline of ULV
kachine
e Gasoline of Frogging
Machine
s Diosel of Service
Vehicle (if
applicable)
17. Schedule of Pest
Control Activity
18. GPC Service Reporis

o B

General
Services

Total

2 Days 4 Hours
and 49 Minules




GOVERNMENT SERVICE: PREPARATION OF REQUEST FOR PAYMENT FOR SERVICE RENDERE
o

ONTRACTOR

0 BY SERVICE PROVIDER/

SERVICE INFORMATION

LIST OF REQUIREMENTS

LIST OF STEPS AND PROCEDURES

Reguirement

Legal Basis

Client Steps/Procedures as

indicated in the Citizen’s
Charter

Legal Basis

Total
Processing
Time

Total Fees o be
Paid

iy

10.

i i

12.

13.

14.
15.
16.

Statement of Account
Affidavit/ Sworn
Certification

Copy of Notice of Award
(Initial Billing}

Caopy of Sighed Contract
Copy of Notice to
Proceed (Initial Biiling})
Copy of Wage Order
from DOLE

Copy of Performance
Bond

Copy of PAG-IBIG fund
official receipt and
contribution remittance
report

Copy of  Philhealth
official  receipt and
contribution  remittance
report

Copy of SS88 R-5 and
remittance report

Copy of BIR deposit siip
and remittance return
income faxes

Delivery transmittal
{(Monthly, Guarterly and
Annual) of Supplies
Monthly Manpower
Daeployment Schedule
Daily Timecards

Payroll with signatures
Daily Daployment Sheet

NIA

1.

Submit
Reguirements

Complete

MC No. 48 s,
1999 ~ Policies
and
Procedures
Governing
General
Services

5 Days 4 Hours
and 12 Minutes

N/A

Tota

5 Days 4 Hours
and 19 Minutes




HUMAN RESOURCE DEVELOPMENT DIVISION

GOVERNMENT SERVICE: APPLICATION FOR DATA GATHERING / SURV

EY /INTERVIEW | ETC. AS SCHOOL REQUIREMENT

SERVICE INFORMATION

LIST OF STEPS AND PROCEDURES

LIST OF REQUIREMENTS Total
Client Steps/Procedures as Processing Total Fees fo he
Reguirement Legal Basis indicated in the Citizen's Legal Basis Time Paid
Charter
1. Letter — request noted by N/A 1. Submit letter request with | MC No. 1 s 2 Hours and N/A
the Professor or thesis complete documentary | 2018 — 15 Minutes
adviser addressed to the reqguirements to the OGM Guidelines on
General Manager, MIAA Student On-
the-Job

2. Objectives of the Study

3. Target respondents
ferminal / office / facility

4. Topics {o be covered

5 Target date of daita
gathering not earlier than
15 working days upon
receipt of documenis

8. Relevance of the study

7. Specific data to be
gathered

8. Other related document
such as sample data

gathering tools/survey
formsfist  of  interview
guestions/

9. Contact details

Training at the
Manila
International
Ajrport
Authority

Total

2 Hours and
15 Minutes

GOVERNMENT SERVICE: APPLICATION SCH

L ACREDITATION FOR STUDENT ON-THE-JOB TRAINING

SERVICE INFORMATION

LIST OF STEPS AND PROCEDURES

LIST OF REQUIRERENTS Total
Client Steps/Procedures as Procassi Total Fees to be
Requirement Legal Basis indlicated in the Citizen's Legal Basis i 4 Paid
ime
Chartar
1. Cover Letter N/A 1. Present the required | MC No, 1 s, 3 Hours and N/A,
Application documents  for  school | 2018 - 50 Minutes

2. Accomplished
Form

acoreditation for evaluation

Guidelines on




3. Schooi Profile 2. Submit il complete | Student On-
4. Business Permit issued by requirements evaluated to | the-Job
the city or municipality AGMFA for preparation of | Training at the
where the principal place of documents for approval Manila
business of the prospective 3. Follow-up Memorandum of | international
schocl is locaied Agreement (MOA) Aijrport
5 Government Permit from 4. Forward memorandum of | Authority
the Commission on Higher agreement  to  school's
Education (CHED) authorized  signatory  for
§. For private  Institutions, signhature
registration Certificate from 5. Receive the signed Letter of
the Securities and Partnership and copy cof
Exchange Commission MOA
(SEC) Department of Trade
and Industry (DTI) for sole
proprietorship, or
Cooperative  Development
Authority (CDA) for
cooperatives, or any such
proof such as registration
and;
7. For private institutions,
audited financial
statements, stamped
‘received” by the BIR or iis
duly accredited and
authorized institutions, for
the immediately preceding
calendar  year, showing
among others the tolal and
current asseis and
liabilities.
8. Contact Details
3 Hours and
kel 50 Minutes
GOVERNMENT SERVICE: APPLICATION FOR STUDENT ON-THE-JOB TRAINING
SERVICE INFORMATION
LIST OF REQUIREMENTS LIST OF STEPS AND PROCEDURES Total
Client Stsps/Procedures as o moﬁwmmm 4 Total Fees to be
Requirement Legal Basis indicated in the Citizen's Lega! Basis Fi g Paid
ime
Charter
1. School recommendation N/A 1. Submit Complete | MC Mo. 1 s, 3 Hours and N/A
signed by the Requirements 2018 = 45 Minutes
Dean/Head of School 2. Final interview Guideiines on
2. Application letter stating 3. Receive result form  of | Student On-




the objectives and the
areas of interest

3. Resume/Personal Data
Sheet

4. 2 pes. (2 x 2) size recent
[0} picture with white
background

5. 1 pe. Half body picture

(attire: uniferm/corparate

2R size)

Waiver duly notarized

NBi ciearance 1 original

copy and 2 photocopies

8. Certification of Good
Mioral Character from
the School

~N o

interview with advise 1o call
HRDD  Office  after  three
working days for the date of
orientation.

‘the-Job

Training at the
Manila
international
Airport
Authority

3 Hours and
o 45 Minules
GOVERNMENT SERVICE: DEPLOYMENT OF APPROVED STUDENT TRAINEE
SERVICE INFORMATION
LIST OF REQUIREMENTS LIST OF STEPS AND PROCEDURES Total
Client StepsiProcedures as Pioiescln Total Fees to be
Reguirement Legal Basis indicated in the Cliizen’s Legal Basis Time g Paid
4. x4 Charter i e LN Y
NIA N/A 1. Attend MIAA Basic | MC No. 1 s. 4 Hours and N/A
Orientation {MBO) 2018 - 30 Minutes
2. Deploy to MIAA  office | Guidelines on
assignment Student On-
the-Job
Training at the
Manila
international
Alrport
Authority
Total 4 Hours and

30 Minutes




GOVERNMENT SERVICE: APPLICATION FOR USE OF MIAA AUDIO VISUAL LEARNING DEVELOPMENT ROOM WITH DISCOUNT/

WAIVER

SERVICE INFORMATION

LIST OF REQUHREMENTS

LIST OF STEPS AND PROCEDURES

Ciiont Steps/Procedures as maﬁmmsw Total Fees to be
Reguirement Legal Basis indicated in the Citizen's Legal Basis : Paid
Charter e
1. Letter request addressed | AO No. 1 8. . Pick up letter of approval and | MC No. 9~ M 1 Hour and Sound System - #
to the General Manager | 2000 order of payment {if applicable) | s. 2016 ~ 45 Minuies 200.00 per day
with complete details Administrative from the HRDD and fill up | Revised
Order for Fees MLDR form. Guidelines on
and Charges . Proceed fo the Collection | MIAA _.muwoﬁ and
Division to pay Rental Fee Learning Projector -
. Present the MLDR Form, | Development F 400.00 per day
original Official Receipt and | Room
submit 2 photocopies of # 300.00 per hour
receipt for authentication to the or fraction thereof
HRDD or maximum rate
of # 3,000.00 per
day)
1 Hour and
e 45 Minutes

GOVERNMENT SERVICE: APPLICATION FOR USE OF MIAA AUDIO VISUAL LE

ARNING DEVELOPRENT ROOM WITH FEES

-  SERVICE INFORMATION E S0P b A Spsd e ) LN S
LIST OF REQUIREMENTS LIST OF STEPS AND PROCEDURES Total
Client Steps/Procedures as Processing Total Fees to be
Requirement Legat Basis indicated in the Citizen’s {egal Basis Time Paid
Charter
1. Letter request addressed | AO No. 15 Submit letter to the HRDD at | MC No. 8~ M 2 Hours and Sound System - §
to the General Manager | 2000 least & working days prior to | . 2016 ~ 5 Minutes 200.00 per day
with compiete details Administrative date of activity Revised
Order for Fees Pick up letter of approval and | Guidelines on
and Charges order of payment from the | MiAA rmvwmn and
HRDD and fill up MLDR form. | Leaming Projector -
Proceed fo Collection Division | Development £ 400.00 per day
io pay Rental Fee Room
Present the MLDR Form, £ 300.00 per hour
original Official Receipt and or fraction thereof
submit 2 photocopies of I ——
receipt for authentication to £ 8 3 000.00
the HRDD “ wa,‘_ w HEE
ay
2 Hours and
Tos! 5 Minutes




J. INTERNATIONAL CARGO OPERATIONS DIVISION (ICODj)

GOVERNMENT SERVICE: UTILIZATION OF MIAA LEARNING

AND DEVELOPMENT ROOM {ICT TRAINING ROOM)

SERVICE INFORMATION

LIST OF STEPS AND PROCEDURES

LIST OF REQUIREMENTS Total
Client Steps/Procedurss as Processing Total Fess to be
Reguirement Legal Basis indicated in the Citizen's Lega! Basis ; Paid
Charter '
1. Letter of request for the | A.O No. 1s. 1. Submit letter of request | MC No.9-Ms. 1 Hour and a MLDR (CT
use of MIAA Learning | 2000 addressed to the | 2016 Revised 5 Minuies Training Room}
Development Room | Administrative Manager/GIC, International | Guidslines on # 2,000.00/day
(ICT Training Room) Order for Fees Cargo Operations  Division | MIAA £ 200.00/hour
2. Letier of Approval and Charges (1COD) Learning b. Sound System
3. Order of payment 2. Foliow-up thru phone call Development # 200.00/day
4. Official Receipt 3. Obtain approval of Request Room ¢.Projecior with
4. Secure Order of Payment Projector Screen
5. Payment for the request to use P 200.00/day
of MLDR (ICT Training Room)
8. Submit copy of Official Receipt
io 1ICOD Office
7. Request for change or
cancellation  of  approved
schedule {at least three (3}
days before the date of
____________ commitment) -
1 Hour and
o SMinutes | o
K. AIRPORT GROUND OPERATIONS AND SAFETY DIVISION (AGOSD)
GOVERNMENT SERVICE: APPLICATION OF AIRSIDE DRIVER’S PERMIT (ADP
SERVICE INFORMATION
1.IST OF REQUIREMENTS LIST OF STEPS AND PROCEDURES Total
Client Steps/Procedures as Proacessin Total Fees {0 be
Requiremeant Legal Basis indicated in the Citizen’s Legal Basis : g Paid
Charter L :
1. Duly accomplished | AQ No. 1 8. 1. Submit accomplished | MC No. 18 6 Davs P 336.00
Application form 2000 application forms with | s.2018 -
2. Letter of Endorsement | Administrative complete Policy and
from the Company Order for Fees requirements/attachiments Guidelines of
3. Photocopy of LTO | and Charges (bulk applications) Airside Driving
Driver's License and 2. Obtain Order of Payment and Vehicie
Official Receipt (OR} 3. Pay corresponding fee Parmit
4. 2 pes. of 1x1 1D picture 4. Collect the ADP




{Latest)
5. Colored Photocopy of

Company 1D

6. Colored Photocopy of
Access Pass

7. Photocopy of ADP (for
renewai)

8  Ceriificale of

Attendance to Airside
Driving Seminar  (for
new applicant)

Total 6 Davs £ 336.00

GOVERNMENT SERVICE: APPLICATION OF AIRSIDE VEHICLE PERMIT (AVP]

SERVICE INFORMATION

LIST OF REQUIREMENTS LIST OF STEPS AND PROCEDURES

Client StepsiProcedures as _uq@.wwwm“_: Total Fess to be
Reguirement Legal Basis mz&nm.wﬁanm: the Cltizen’s Legal Basis Time g Paid
harter
1. Accomplished AQ No. 1s. 1. Submif accomplished MC No. 18 11 Days £ 560.00
Application Form 2000 application with complete $.2018 ~
2. Enpdorsement Leiter from | Administrative reguirements /aitachmenis Policy and
Company/Agency Order for Fees (bufk applications) Guidelines of
Autharized Gfficial and Charges 2 Obtain Order of Payment Airside Driving
3. Chauffer/Authorized 3. Pay correspanding fee and Vehicle
Driver's information 4, Coliect AVP Permit
Sheet

4. Colored photocopy of
iiAA ID/Access Pass of
Owner and  Authorized
Driver

5. Photocopy of Owner and
Authorized Driver's LTO
Driver's  License and
Oficial  Receipts  and
ADP/TDP

6. Photocopy of Company

Identification  Card  for

non-MIAA employee

Photocopy of CAAP

License for Pilots and

Airgraft Mechanics

8. Photocopy of Vehicles
LTO Cartificate of
Registration and Official
Receipt

=4




©

Photocopy of Company's

latest MIAA Accounting

Clearance

10. Phatocopy of Company's
Agccreditation Permit with
MEAA

11. Vehicle is equipped with
rotating beacon light

12. Vehicle is equipped with

permanent/magnetic

company logo

Totat

it Days

# 560.00

L. PUBLIC AFFAIRS DEPARTMENT

GOVERNMENT SERVICE: APPLICATION FOR MEET AND ASSIST SERVICE (FACE TO FACE TRANSACTION)

SERVICE INFORMATION

LIST OF STEPS AND PROCEDURES

LIST OF REQUIREMENTS Total
Client Steps/Procedures as Processing Total Fees to be
Reguirement Legal Basis indicated in the Citizen's iegal Basis i Paid
Charter ime
1. Documentary AC No. 1 8. Submit written request for MC No. 05 s. 15 Minutes International
Reguirements 2000 Wiset and Assist Service 2013 — Airport Flights from 1 to 10
2. Letter Request for Adrinistrative {(MAZ) thru the following Courtesies and passengers in
Order for Fees communication channels: Accommaodation excess of 10

Meet and Assist
Service (MAS) with
the following
information:

e Requesting party
(name, office,
designation)

s Passenger (name,
designation if there
is any}

o Flight Details
(airine, date, Hight
number, estimated
time of
departure/arrival)

e Name of person to
be issued access
PEss

b. Inthe absence of
letter request, a walk-

and Charges

» Electronic mail

e Facsimile/face to
face/personal appearance

Pay appropriate Fees and

Charges

passengers

4 032.00

Additional
 201.60/head

Domestic Flights
from 110 10
passengers in
axcess of 10
passengers
#1.120.00
Additional
# 112.00/head
Inclusive of 12%
EVAT




in client may file
request by
accomplishing the
MAS Request Form
(PAD Form No. 8)

2. Submission of
requiraments at feast
thres {3) days before the
actual flight.

3. Payment of fees

Total

15 Minutss

GOVERNMENT SERVICE: APPLICATION FOR MEET AND ASSIST SERVICE (E-PAYMENT TRANSACTION

SERVICE INFORMATION

LIST OF REQUIREMENTS LIST OF STEPS AND PROCEDURES Total
Client Steps/Procedures as Processin Total Fees to be
Reguirement Legal Basis indicated in the Citizen's Legal Basis Time g Paid
Charter
RNIA AC No. 1s Submit written request for MC No. 05 s. 15 Minutes Internaticnal
2000 Meet and Assist Service 2013 ~ Airport Flights from 1 10 10
Administrative (MAS) thru the following Courtesies and passengers in
Cirder for Fees communication channels: Accommodation excess of 10
and Charges = Electronic mail passengers
e Facsimilefface to # 403200
face/personal appearance Additional
Acknowledge total cost of # 201.60/head
service and pay thru MIAA
e-payment channel
Send proof of payment via Domestic Flights
email from 1to 10
passengers in
excess of 10
_ passengers
_ #1,120.00
Additional
P 112.00/head
Inclusive of 12%
- n | —— I E—— __EVAT |
Total | 28 Minutes




M. MEDIA AFFAIRS DIVISION

GOVERNMENT SERVICE: APPLICATION AND ISSUANCE OF SPECIAL PERMIT FOR MOVIE, TELEVISION, ADVERTISEMENT,

DOCUMENTARY FILMING AND PHOTOGRAPHY AT T

HE NAIA COMPLEX

SERVICE INFORMATION

LIST OF STEPS AND PROCEDURES

for Fees and Charges

. Receive order of payment and

pay appropriate fegs

Issuance of
Special Permit
for Movie,
Television,
Advertisement
or
Documentary

LIST OF REQUIREMENTS Total
Client StepsiProcedures as Processing Total Fees to be
Reguirement Legal Basis indicated in the Citizen's Legal Basis Time Paid
Charter
1. Documentary 1. AQO Mo 1s. Submit written request for | MC No. 53 s. 3 Days N/A
Requirements 2000 Movie, Television, | 1999 ~
a. Written request Administrative >acwnmmmam2. Documentary _wmcm.:nm of
b. List of staff/crew/artist Order for Filming and ﬁaoﬁm&u:m . wvmommm.._nmqgm
i ) Fees and Attend coordination meeting | for Movie,
c. Detalled scenario o Charges for Conduct of Filming Activity | Television,
synopsis/story Advertisement |
board/script or _
d. Detailed list of Documentary
equipment, props and MM_AB«M:@\ )
vehicles including Suagrakny
generator sets ) At e NALA
= Complex
........ Total 3 Days ?
GOVERNMENT SERVICE: CONDUCT OF CLIENT ACTIVITY
SERVICE INFORMATION
LIST OF REQUIREMENTS LIST OF STEPS AND PROCEDURES Total
Client Steps/Procedures as Processing Total Fess to be
Reguirement Legal Basis indicated in the Citizen's Legal Basis Time Paid
Charter
A AQ No. 1s. 2000 . Set-up for the actual film MC No. 53 s. 1 Day Documentary
Administrative Order activity 1999 — Filming, Advertising

Filming, TV Filming
znd Photo shoot
P10, 614/

2 hours

Movie Filming
P 26,500/




Filming / 3 hours
Photography
at the NAIA
Complex
Documentary
Fitming,
Advertising
Filming, TV
Fitming and Photo
shoot
TOTAL 1 Day P 10, 614 /
2 hours

Movie Filming
P 26,5001
3 hours

N. OFFICE OF THE AGHM FOR ENGINEERING

GOVERNMENT SERVICE: |SSUANCE OF MIAA CONSTRUCTION, EXCAVATION, RENOVATION/ REPAIR AND UTILITY SERVICE
PERMITS

SERVICE INFORMATION

LIST OF STEPS AND PROCEDURES

LIST OF REQUIREMENTS Total
CHent Steps/Procedures as Processing Totai Fees 1o be
Requirement Legal Basis indicated in the Citizen’s Legal Basis ; Paid
ROV AN L ___ Charter R LR - el AR N
PRELIMINARY EQ 903 Section | 1. Send a Letier of | 1. MC No. 10 s. 5 Days N/A
DOCUMENTS 4 |etter K Intent/Requsst to the 2019 -
1. Three (3) copies initial BDCMD including the above Guidelines in
plans (A3 size), Scope of prefiminary documents the Issuance of
Work, 2. Receive and concur the MIAA
timetable/timeframe, Inspection Report Construction,
project cost and Excavation,
vicinity/iocation map Renovation of
2. Cne (1) Copy of Notice Repair, and
of Award/Contract Utility  Service
Permit
2. Presidential
Proclamation
2146
i Total & Days




GOVERNMENT SERVICE: ISSUANCE OF MiAA CONSTRUCTION, EXCAVATION, RENOVATION! REPAIR AND UTILITY SERVICE
PERMITS(ISSUANCE OF NEW CONSTRUCTION OR MAJOR RENOCVATION/REPAIR PERMITS)

SERVICE INFORMATION

LIST OF REQUIREMENTS

LIST OF STEPS AND PROCEDURES

Client Steps/Procedures as mu_.o.__.n.wnmmm_m ng Total Fees fo be
Requirement Legal Basis indicated in the Citizen’s Legal Basis Time Paid
Charter

FINAL REQUIREMENTS 1. EOCS03 Submit complete final MC No. 10 s. 2019 15 Days #1.218.00
1. DBuly accomplished Section 4 requirements {o the ~ Guidelines in the | 4 Hours and

Application Form (2 Leiter K OAGME issuance of MIAA 5 Minutes

copies) E-AEN-F-002 ~ Prepare revision of | Construction,

for new construction, 2. AONo. 18, submitted plans, if | Excavation,

major renovation, or 2000 necessary. Informs AGME | Renovation or

excavalion Administrativ i writing within 48 hours | Repair, and Utility
2. Detailed Engineering e Order for upon  receipt  of the | Service Permit

Drawings (5 sels) in 207 Fees and comments. if not

% 38" Blueprini plans for Charges acceplable, =& technical | Presidential

major consiruction/

renovation that includes:

{Note: All plans must

be signed and sealed

by Lessees

Engineer/Architect and

concurred by the

lesses. Copyof PRC &

PTR of professionals

included.}

a. Detailed

Architectural and

Civil Works plans

Detailed Plumbing &

Sanitary Plans

¢c. Detailed Structural
Plan (as applicable)

d.  Structural
Design/Analysis (as
applicabie)

e. Electrical Plan

Mechanical Plan

including Air-

conditioning System,

Exhaust System,

FDAS and Gas line

{as applicable)

g. Eiectronics &
Communication
Pians inciuding
cabling for LAN

or

-

meeting shall be conducted.
Fays corresponding
fees/post bond and
forwards

Proclamation 2148




el

10.

11.

connections, CCTV
and POS (as
applicable)
h. Bill of materials,
specification, and
Bar Chart/Project
duration
Duly accomplished Utility
Service Application Form
{for temporary
connection for water and
power supply)
Height Clearance, as
applicable (for new
construction or vertical
improvements;
Environmentat
Clearance Certificate (for
projects identified under
Presidential
Prociamation 2146} as
applicable
Laguna Lake
Devealopment Authority
(LLDA) {as applicable)
Building
Parmit/Excavation
Permit (as appiicable)
Clearance Certificate
and Traffic Management
Plan (for excavation)
Motanzed Letter of
Undertaking
Payment of
Consfruction/Renovation
[Excavation Permit Fes
{upon approval of MIAA
Permit)
Posting of Construction
Bond (upon approval of
MIAA Permit)

Total

15 Days
4 Hours and
5 Minutes

#1,218.00




GOVERNMENT SERVICE: [SSUANCE OF MIAA CONSTRUCTION. EXCAVATION, RENOVATION/ REPAIR AND UTILITY SERVICE
PERMITS(ISSUANCE OF MINOR RENOVATION/REPAIR PERMIT)

SERVICE INFORMATION

and 5 Minutes

LIET OF REQUIREMENTS LIST OF STEPS AND PROCEDURES Total
Client Steps/Procedures as Processit Total Fees to be
Reguirement Legal Basis indicated in the Citizen’s Legal Basis Time g Paid
Charter

FINAL REQUIREMENTS £G 803 1. Submit complete final | MC No. 10 s. | 5 Days, 4 Houwrs #365.40
1. Duly accomplished Section 4 requirements to the | 2019 ~ |  and 5 Minutes

Application  Form (2 Letter K OAGME Guidelines  in

copies} E-AEN-F.003 ~ 2. Pays corresponding | the  Issuance

for minor AQ Mo, 1 s fees/post bond and | of MIAA

renovation/repair 2000 forwards Construction,
2. Detailed Drawings of Administrative Excavation,

work to be done (3 seis) Order for Renovation or

in A3 Size for minor Fees and Repair, and

renovation/repair that Charges Utility Service

includes material Pearmit

specifications and

Location Plan, signed by

the Owner and their Presidential

Architect/Engineer  (as Proclamation

applicable) 2145
3. Duly accomplished Utility

Service Application Form

(for temporary

connection for water and

power supply and

communication services)
4. Payment of Minor

Renovation Permit Fee

(upon approval)

Total % Pays, 4 Hours £ 365.40




0.

GOVERNMENT SERVICE: ISSUANCE OF MIAA CONSTRUCTION, EXCAVATION

PERMITS(FINAL REQUIREMENTS FOR UTILITY SERVICE PERMIT)

RENOVATION/ REPAIR AND UTILITY SERVICE

and 5 Minutes

SERVICE INFORMATION
LIST OF REQUIREMENTS LIST OF STEPS AND PROCEDURES Total
Client Steps/Procedures as Draeeasin Tolal Fees to be
Reguirement Legal Basis indicated in the Citizen's Legal Bagis Time g Paid
Charter
FiNAL REQUIREMENTS 1. EC 903 1. Send a Letter of | MC No. 10 s. 6 Days P 36540
1. Duly accomplished Section 4 Intent/Reguest {0 the | 2018 - 4 Hours and
Application Form (2 Letfter K BDCMD Guidelines  in 5 Minutes
copies) E-AEN-F-004 — | 2. AO No. 1s. 2. Prepare revision as per | the Issuance
for each specified utility 2000 comment from QAGME, if | of MIAA
service installation Administrative necessary. (Informs AGME | Construction,
2. Utility lmyout or Order for Fees in writing within 48 hours | Excavation,
Engineering Plan in A3 and Charges upon receipt of  the | Renovation or
size with joad schedule commenis. if not | Repair, and
duly signed Dby a8 acceptable, a technical | Utility Service
licensed Engineer mesting shall be | Permit
3. For CCTV, cabling, conducted. }
antenna, and network 3. Receive approved Order of | Presideniial
instaliation, layout plans Payment and pays | Proclamation
and single line diagram corresponding fees/post | 2146
4. Minor bond and forwards
Renovation/Repair  or
Excavation Permit, if
needed
5. Payment of  Utility
Service Permit Fee
 {upon approval)
Total & Days, 4 Hours, P 365.40

OFFICE OF THE AGM FOR SECURITY AND EMERGENCY SERVICES

GOVERNMENT SERVICE: APPROVAL FOR VISITOR'S PASS (FOR PERSONNEL PERFORMING QPERATION FUNCTIONS)

SERVICE INFORMATION

LIST OF REQUIREMERNTS LIST OF STEPS AND PROCEDURES Total
{lient Steps/Procedures as Broaassii Total Fees to be
Requirement Legal Basis indicated in the Citizen’s Legal Basis Time 9 Paic
Charter
1. Leter Request | E.O No. 778 1. Submit any of the following | MC No. 14 # 1 Day MN/A
endorsed by Head | (Charter of MIA documents either hardcopy or | s. 2010 ~

Office Authority dated softcopy  thru  email at | Policies and
#arch 1982 and naiacees ov.ph procedures




a.

~ Letter Request

2 Diownloadable NALA | E.0. No. 903 governing the
Access Request Form dated 21 July b. Visitor Pass Request | issuance and
1983 Form use of the
c. Filled-out NAIA Access | NAIA
Request Form identification
card and
SCcess pass
Total 7 Day
GOVERNMENT SERVICE: APPROVAL FOR PERSONNEL AND VEHICLE ENTRY
SERVICE INFORMATION
LIST OF REQUIREMENTS LIST OF STEPS AND PROCEDURES Total
Cilient Steps/Procedures as Processin Total Fees to
Reguirement Legal Basis indicated in the Citizen's Legal Basis : g be Paid
Charter e
1. Letter Request E.0 No. 778 1. Submit any of the following | ASP 8" Edition 1 Day N/A
Z. NAIA Access Reqguest | (Charter of MIA documents: Series of 2019
Form Authority dated a. Letier Request Secticn 3.3 of Part
3. Coordination Permit Form | March 1982 and b. Filled-out NAIA Access | il Airside and
(General Aviation Area) E.O. No. 803 Request Form Landside Perimeter
dated 21 July c. Fiiled-cut Coordination | Protection and
1983 Permit Form Access Control
MC No. 18 &, 2018
- Policies and
Guidelines of
Airside Diiving and
vehicle permit
Total 1 Day
P, LANDSIDE POLICE DIVISION
GOVERNMENT SERVICE: REQUEST FOR ISSUANCE OF POLICE REPORT
SERVICE INFORMATION
LIST OF REQUIREMENTS LISY OF STEPS AND PROCEDURES Total
Client StspsiProcedures as Heacabete Total Fees to be
Reguirement Legal Basis indicated in the Citizen's Lagal Basis : g Paid
Charter Hime
1. Estimated of Damages BA 10173 1. Filing-up Sworn Statement NiA 2 Hours N/A
2. Photocopy of Policy | (Data Privacy with  altached  complete
Insurance, Photos of | Actof 2012) requirements
Damage Portions, 2. Agree or Disagree Ho_mmm_m




Photocopy of
MVRR/OR/CR, Pencil
Stencil of Motor and
Chasis Mo

3. Sworn Statement  /
Affidavit

4. Motarized Authorization
Latter for Representative

4. Both

3. Received Citation Ticket
partes  concurred,
received Police Report

Total 2 Hours
Q. TERMINAL POLICE DIVISION
GOVERNMENT SERVICE: FILING OF COMPLAINTS FOR ADMINISTRATIVE CHARGES
SERVICE INFORMATION
LIST OF REQUIREMENTS LIST OF STEPS AND PROCEDURES Total
Client Steps/Procedures as Processing Total Fees io be
Requirement Legai Basis indicated in the Citizen’s Legal Basls ; Paid
Charter e
1. Two (2) Valid | N/A 1. Personal  appearance  of | MC No. 05 C 4 Hours NIA
Identification formal complainani 8. 2022
2. Complaint Form 2. Fill up Complaint Form and | Guidelines
3. Dispatch slip in case of submit to attending officer and
Transport complaint 3. Receive copy of Complaint | Procedures in
Form the
Investigation
of
Administrative
Cases
Total 4 Hours
GOVERNMENT SERVICE: FILING OF COMPLAINTS FOR CRIMINAL CHARGES
by SERVICE INFORMATION . - g
LIST OF REQUIREMENTS LIST OF STEFPS AND PROCEDURES Total
Client Steps/Procedures as Preicasaln Total Fees to be
Reguirement Legal Basis indicated in the Citizen’s Legal Basis ) g Pald
Charter il
1. Valid Identification N/A 1. Personal appearance of formal | MC No. 05 C & Hours N/A
2. Complaint Form complainant s, 2022
3. Dispatch slip in case of 2. Fill up the complaint form and | Guidelines
Transport complaint submit to attending officer and
4. Warrant of Arrest 3. Receive the copy of the Procedures in
5 Hoid departure order complaint form the

investigation
of




| administrative

_ case
Total & Hours
R POLICE INTELLIGENCE AND INVESTIGATION DIVISION
GOVERNMENT SERVICE: REQUEST FOR ISSUANCE OF PilD GUEST DETENTION CERTIFICATE
SERVICE INFORMATION
LIST OF REQUIREMENTS LIST OF STEPS AND PROCEDURES Total Total Fees
; : Client Steps/Procedures as ; Frocessing :
Reguirement Legal Basis indicated in the Citizen’s Charter Legal Basis Time te be Paid
1. Regquest Form RA 10173 1. Fiil-up and submit a request MiA 1 Day NIA
2. inguest Resolution (Data Privacy form with attached complete
3. Authorization Letter (If | Act of 2012) requirements
requested thru a
representative}
4 Barangay Clearance  with
location sketch
5. Vaiid Government
identification Card
Total § Day
COVERNMENT SERVICE: REQUEST FOR {SSUANCE OF CERTIFICATION FOR LOST ITEM/S
SERVICE INFORMATION
LIST OF REQUIREMENTS LIST OF STEPS AND PROCEDURES Total
Client Steps/Procedures as Processin Total Fees to be
Requirement Legal Basis indicated in the Citizen’s Legal Basis Time 9 Paid
Charter
1. Request Form RA 10173 1. Fill-up and submit a Request MN/A 2 Days N/AA
2. Complaint Form {Data Privacy Form with attached complete
3. Authorization Letter (if | Actof2012) requirements .
requested thru a 2. Return on the following day
representative} and present the approved
4. valid Government Request mwnﬂ to claim the
Identification Card | Certification.
Total __2Days




GOVERNMENT SERVICE: REQUEST FOR ISSUANCE OF POLICE REPORY

SERVICE INFORMATION

~LIST OF REQUIREMENTS “LIST OF STEPS AND PROCEDURES S
Client Steps/Procedures as Processing Total Fees to be
Requiremnent Legal Basis indicated in the Citizen’s Legal Basis Time Paid
Charter
1. Reguest Form RA 10173 1. Fillkup and submit a N/A 2 Days MN/A
2. LComplaint Form {Data Privacy Request Form  with
3. Hotarized Affidavit of | Act of 2012} attached complete
Loss {(e.g., Passport and requiraments
Lost ltems) 2. Return on the following
4. Authorization Letter (If day and present the
reguested thru a approved Request Form
representative) to  claim the Police
5 Valid Government Report.
identification
Total 2 Days
INTELLIGENCE AND INVESTIGATION DIVISION (LOST AND FOUND SECTION)
GOVERNMENT SERVICE: REQUEST AND CLAIMS OF SAFEGUARDED LOST AND FOUND ITEMS
SERVICE INFORMATION
LIST OF REQUIREMENTS LIST OF STEPS AND PROCEDURES Total
Client Steps/Procedures as Processing Total Fees to be
Requirement Legai Basis mnamnm,maom w.... the Citizen’s Legal Basis Time Paid
arter
1. Proof of ownership EQ 903 | 1. inguiry thru phone orwalk | MC No. 7 -M s. 1 Hour N/A
a. Official Receipt Section 4 in 2010 - Lost and
b. Memorandum Receipt Letler K 2. Submit requirements Found ftems
¢. Picture of items Policy and
2. Photocopy of passport / valid Procedure
ID of the owner
3. if representative
a. Authorization letier
k. Photocopy of passport or
valid id of the owner
c. Photocopy of valid id of
claimant/representative
Total AHour




T. 1D AND PASS CONTROL DIVISON

GOVERMNMENT SERVICE: ISSUANCE OF VISITOR STICK-ON PASS (WELL-WISHERS

SERVICE INFORMATION

LIST OF STEPS AND PROCEDURES

LIST OF REQUIREMENTS Total
Client Steps/Procedures as Processin Total Fees to be
Requirement Legai Basis indicated in the Citizen’s L.egal Basis Time g Paid
Charter
1. Request for Visitor pass / [1. EO 903 1. On day of use, present MC No. 12 s. 5 Minutes # 50.00
i.etter Request Section 4 valid ID to IDPCD 2007 — Policies
2. Vaiid ID of applicant Latter K Counter Staff {Governing  fFees
3. Visitor Pass Fee (P50.00) 2. Surrender Visitor Pass | and Charges for
2. AO No. 1 Visitor Stick- on
8. 2000 Pass
Administrati MC No. 14 s
ve Order 2010 - Policies
for Fees and  Guidelines
and the issuance the
Charges use of the MIAA
ldentification
Card and Access
Pass
Total 5 Minutes
U. SURVEILLANCE OPERATIONS DIVISION
GOVERNMENT SERVICE: APPROVAL FOR CCTV VIEWING / REQUEST
SERVICE INFORMATION
LIST OF REQUIREMENTS LiST OF STEPS AND PROCEDURES Total
Client Steps/Procedures as Processing Total Fees to be
Requirement Legal Basis indicated in the Citizen's Legal Basis Time Paid
Charter
1. Writtenfformal  or  email | EO 803 1. Complainant/ MC No. 09-C s. 4 Hours and N/A
Complaint Letter/APD | Section 4 Representative  presents | 2022 — Policies 30 Minutes
Complaint Form Letter K complele above iisted | and Procedures
2. CCTV  Viewing Request reguirements to | Governing  the
Form (CVRF) Surveillance Terminal | Operation of
3. One (1) Valid Government Section. {Must be | Closed-Circuit
issued ID accompanied by an | Television
If Representative: {with authorized APD perscnnel) | (CCTV) Systems
Additional Requiremenis) 2. Received approved/ | and CCTvV
4. Authorization Letter disapproved Request for | Control  Rooms
5 At least Two (2) Vaiid CCTV Viewing {CCR) at NAIA
Government issued ID 3. Present a copy of

approved request fo




Mon-Passenger

6. Authorization letter from the
passenger

7. At least 2 government
issued D

8. Complaint  Form  from
Terminal Police Section.

Surveillance  Supervisor-
on-duty

Receives Result of CCTV
Viewing Form (RCVF)

Total

4 Hours and

30 Minutes
GOVERNMENT SERVICE: APPROVAL OF CAPTURED VIDEO FOOTAGE (CVF) COPY REQUEST
SERVICE INFORMATION
LIST OF REQUIREMENTS LIST OF STEPS AND PROCEDURES Total
Client Steps/Procedures as Processing Total Fees
Reguirement Legal Basis indicated in the Citizen's Legal Basis Time to be Paid
Charter

Complainant’s Request Thru | EO 903 Section Submit formal request for | MC No. 5 s. 2016 - 4 Hours N/A
MIAA Investigation Office: 4 Letter K CVF Copy attached with | Guidelines and
1. Result of CCTV Viewing complete above-listed | Procedures on  the

Form (RCVF) requirements, addressed to | Management of
2. CVF Copy Reguest Form the OIC-8SD thru OIC-530D | Closed-Circuit

{CCRF) Receive notification and | Television - Security
3. Writen/email  Letter  of copy of | Control Rooms (CCTV-

Complaint/APD  Complaint approved/disapproved SCR) at NAIA

Form request thru email
4. One (1) Valid Government Pick-up CVF Copy and sign

issued 1D at the “RELEASE OF CVF
5. Letter of Request from any COPY Form (RCCF) with

Government  investigation undertaking” from

Agency/Court Order Surveiliance Terminal

Section.

Other Investigation Agency:
1. Result of CCTV Viewing

Form (RCVF)
2. Letter Request from MIAA

Investigation Office/any

Government  investigation

Agency
3. Information/ incident Report

endorsed for Investigation

Total 4 Hours




GOVERNWMENT SERVICE: APPROVAL OF CAPTURED VIDEQ FOQTAGE (CVF) COPY REQUEST FOR COMPLEX CASES

SERVICE INFORMATION

LIST OF REGUIREMENTS LIST OF STEPS AND PROCEDURES Total
Client Steps/Procedures as Brosaasin Total Fees
Requirement Legal Basis indicated in the Citizen’s Legal Basis Time g to be Faid
Charter
Complainant’s Request Thru | EC 803 Section Submit formal request for | MC No. & s 2016 - 4 Hours N/A
MIAA Investigation Office: 4 Letter K CVF Copy attached with | Guidelines and
1. Result of CCTY Viewing complete above-listed | Procedures on  the
Form (RCVF) requirements, addressed to | Management of
Z. CVF Copy Reguest Form the MIAA-GM/AGMSES | Closed-Circuit
({CCRF) thru OIC-8SD Television — Security
3. Written/emall  Letter  of Receive notification  and | Control Rooms (CCTV-
Complaint/APD  Complaint copy of | SCR) at NAIA
Form approved/disapproved
4. One (1) Valid Government request thru email
issued 1D Pick-up CVF Copy and sign
5. Letter of Reguest from any at the “RELEASE OF CVFE
Government  investigation COPY Form (RCCF) with
Agenicy/Court Order undertaking” from
Surveiliance Terminal
Other Investigation Agency: Section.
1. Result of CCTV Viewing
Form (RCVF)
2. Letter Request from MIAA
investigation Office/any
Government  investigation
Agency
3. information/ incident Report
endorsed for investigation
Total 4 Hours
¥, TERMINAL CPERATION T4, T2,73, T4
GOVERNMENT SERVICE: APPROVAL OF TERMINAL INGRESS/ ENGRESS DECLARATION
SERVICE INFORMATION
LIST OF REQUIREMENTS LIST OF STEPS AND PROCEDURES Total
Client StepsiProcedures as Procossin Total Fees to be
Requirement Legal Basis indicated in the Citizen's Legal Basis i g Paid
57 i __Charter St i ) o < s cotaties
1. ingress/Egress Declaration | EO 903 Submit completely filed- | ASF &th Edition 2 Days N/A
Form Section 4 up Ingress/Egrass | 8. 2019
Letter K Deciaration Form
2. Receive the retumed | Chapter 3.3.8
declaration  form  for | Access Centrol
Measures




completion of
requirements

Total 2 Days
GOVERNMENT SERVICE: APPROVAL OF TERMINAL FACILITIES SLOT CLEARANCE
SERVICE INFORMATION
LIST OF REGUHREMENTS LIST OF STEPS AND PROCEDURES Total
Client StepsiProcedures as Boncaesin Total Fees to be
Requirement Legal Basis indicated in the Citizen's Legal Basis Time g Paid
Charter
1. Terminal Faciiities Siot EO 903 1. Submit Terminal Facilites | MC no. 7 8. 2017 | € Days 7 Hours MNIA
Clearance Section 4 Slot  Clearance  from | — Revised
Letter K AGQOED Guidelines, on
No Airport Slot
Clearance No
Operation
(NANOPS)
6 Days and
L T Hours

W, CURBSIDE MANAGEMENT SERVICES T1, T2, T3, AND T4

GOVERNMENT SERVICE: |SSUANCE OF DISPATCH SLIP (YELLOW METERED TAXI, COUPON TAXI AND REGULAR TAXI)

SERVICE INFORMATION

LIST OF STEPS AND PROCEDURES

. LIGT OF REQUIREMENTS Total
Client Steps/Procedures as Processing Total Fees o be
Reguirement Legal Basis indicated in the Citizen’s Legal Basis Time Paid
Charter
1. Dispatch Slip N/A 1. Proceed to designated | MC No. 4 s 2017 1 Minute N/A
Yellow Amendment  fo
Metered/Coupon/Reguiar | Memorandum
Taxi service counter Circular Mo, 02
2. The passenger boards the | Series of 2017
assigned Yellow | Guidelinegs on the
Meatered/Coupon/Regular Management of
Taxi Transport System
at NAIA
Terminals
Total 1 #Minule




K. TERMINAL ADMINISTRATION T1, T2 AND T3

 GOVERNMENT SERVICE: BILLING OF SERVICE PROVIDER T1 AND T2

SERVICE INFORMATION
LIST OF REQUIREMENTS LIST OF STEPS AND PROCEDURES Total
Client Steps/Procedures as Processing Total Fees io be
Reqguirement Legal Dasis indicated in the Citizen’s Legal Basis Time Paid
Charter

TOR - BILLING EC 903 1. Submit Billing Documents | MC No. 48 s, 3 Davs None
REQUIREMENTS © Section 4 to the Terminal 1899 — Policies
1. Billing Statement Leiter K Administration Office. and Procedures
2. Contract Cost Governing

Computation Billing of Documents General Services
3. Summary of Manpower a. Billing Statement
4. Daily Deployment Form b. Contract Cost
5. Payroll Report Computation
6. CTC of Original Receipt ¢. Summary of Manpower

from SSS, Pag-lbig and d. Dailv Deployment Form

PhilHealth and Affidavit / e. Fayroll Report

Sworn Staterment f. CTC of Original Receipt
7. Certificate of from 555, Pag-ibig and

Accomplishment PhilHealth and Affidavit /
8. Tools & Equipment Daily Sworn Statement)

Status Report
9.  Supplies & Materiais

Dalivery Report
10 Tools & Eqguipment

Delivery Report
11, Ceriificate of Satsfaclory

Performance
12. Reqguest for Payment

Total 3 Days




GOVERNMENT SERVICE: BILLING OF SERVICE PROVIDER T3

SERVICE INFORMATION

LIST OF REQUIREMENTS

LIST OF STEPS AND PROCEDURES

Client Steps/Procedures as Pr OMMMmm_m i Total Fees to be
Reguirement Legal Basis indicated in the Citizen's Legal Basis 5 g Paid
Charter e

TOR - BILLING EO 903 1. Submit Biling Documents | MC No. 48 s 3 Days N/A
REQUIREMENTS @ Section 4 o the Termina!l | 1999 — Policies
1. Billing Statement Letter K Administration Office, and Procedures
2. Contract Cost Boverning

Computation Billing of Documents General Services
3. Summary of Manpower a. Billing Statement
4. Daily Deployment Form b. Contract Cost
5 Payroll Report Computation
6. CTC of Original Receipt c. Summary of Manpower

from S8, Pag-lbig and d. Daily Deployment Form

PhilHealth and Affidavit / e. Payroll Report

Sworn Siatement f. CTC of Original Receipt
7. Tools & Equipment Daily from S88, Pag-lbig and

Status Report PhilHealth and Affidavit /
8. Supplies & Materials Sworn Staterment)

Delivery Report
8. Tools & Equipment

Delivery Report
10. Certificate of Satisfactory

Performance
11. Reguest for Payment

Total 3 Days

GOVERNMENT SERVICE: UTILIZATION OF LEARNING AND DEELOPMENT ROOM AND FUNCTION HALL

SERVICE INFORMATION

LIST OF REQUIREMENTS

LIST OF STEPS AND PROCEDURES

Form and submit to
Terminal Admin

Client Steps/Procedures P «QMMM»% ng Total Fess to be
Reguirement iLegal Basis as indicated in the Legal Basis Time Paid
Citizen’s Charter
1. Leiter request for use of 1. AO No. 1 = 1. Submit letter of reqguest | MC No. 9 ~ M s. 1 Day MLDR -
raining Room in T3 2000 with complete | 2016 — Revised # 2, 000.00day /
2. Application for MLDR - T3 Admimistrative requirement addressed | Guidelines on £ 200.00 hours
Crder for to the Terminal | MIAA  Learning
Fees and Manage Development Function hall -
Charges 2. Fill-up Application | Room # 5,000.00 day




3. Request for
reconsideration if date
is not available
4. Secure orger of
payment and Pay the
rental fee
5. Proceed to Cashiering
T3 for payment
6. Submit copy of receipt
to Terminal Admin
MLDR -
# 2, 000.00day /
Total 1 Day P 200.00 hours

Function hall -
P 5,000.00 day

ARLENE B. BRITANICO
Chairperson
MiAA - CART
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