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I. Mandate:

Executive Order No. 778, as amended by Executive Order NO. 903 mandates the Manila
International Airport Authority (MIAA) to:

Formulate and adopt for application in the airport internationally acceptable standards of
airport accommodation service;
Upgrade and provide safe, efficient and reliable airport facilities for international and
domestic air travel;
Help encourage and promote international and domestic air traffic in the country as a means
of making the Philippines a center of international and domestic air travel;
Perform other functions as maybe provided by the law while maintaining financial viability as
an autonomous government entity.

II. Vision:

MIAA shall be a world class and financially viable aviation authority, leading the transformation of
the nation's premier gateway into a safe, resilient, and sustainable aviation hub, that is inclusive
regardless of gender, disability or social standing and exemplifies regulatory excellence, Filipino
hospitality, and environmental stewardship, driving global connectivity and national development.

III. Mission:

The Manila International Airport Authority (MIAA) is a corporate and regulatory government
instrumentality committed to the safe, secure, efficient, and sustainable operation of the nation's
premier gateway, by ensuring compliance with international aviation standards and the
Concession Agreements, through effective regulation and oversight, thereby fostering service
excellence, global competitiveness, and inclusive economic growth. We fulfill this mission by
harnessing the talent and passion of our people and by fostering a culture of belonging, growth,
and accountability - where every employee is valued, respected, and empowered to succeed, both
individually and as part of the organization.

IV. Service Pledge:

The Manila International Airport Authority commits to embody the following core values:

Integrity - We conduct our work with deep sense of honesty, transparency, and uprightness.

Resilience - We are resistant to disruption, unforeseen events, and economic uncertainty.

Innovation - We adapt and respond to the changing demands of the work environment.

Service Excellence - We deliver personalized customer experience to our stakeholders.

Sustainability - We enhance our commitment to advance environmental stewardship.
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LIST OF SERVICES

Accounting Division
External Services

Issuance of Account Clearance
Processing of Claims (Mandatory Remittances-GSIS, Pag-Ibig, PhilHealth)
Processing of Claims (Procurement of Goods & Services)

Collection Division
External Services

Issuance of Manila International Airport Authority Exemption Certificate (MEC) to Locally
Recognized Exempted Passengers - Less Than 100 Passengers
Issuance of Manila International Airport Authority Exemption Certificate (MEC) to Locally
Recognized Exempted Passengers - More Than 100 Passengers
Over-the-Counter Payment
Refund of Passenger Service Charge (PSC) - Individual Transaction
Refund of Passenger Service Charge (PSC) –Group or Corporate Transaction

Procurement Division
External Services

Registration of Suppliers/Contractors

General Services Division
External Services

Preparation of Request for Payment for Service Rendered by Service Provider /
Contractor (Garbage Collection)
Preparation of Request for Payment for Service Rendered by Service Provider /
Contractor (Housekeeping Services)
Preparation of Request for Payment for Service Rendered by Service Provider /
Contractor (Pest Abatement Services)

Human Resource Development Division
External Services

APPLICATION FOR SCHOOL ACCREDITATION FOR MIAA STUDENT ON-THE-JOB
TRAINING PROGRAM
APPLICATION FOR STUDENT ON-THE-JOB TRAINING (OJT) IN COMPLIANCE WITH
SCHOOL REQUIREMENTS
REQUEST FOR ISSUANCE OF STUDENT ON-THE-JOB TRAINING CERTIFICATE OF
COMPLETION
REQUEST TO CONDUCT DATA GATHERING FOR SCHOOL REQUIREMENTS

Buildings Division
External Services

Request for Demolition Permit
Request for Minor Renovation, Repair and Dismantling Permit
Request for New / Major Construction Permit

3



Pavements and Grounds Division
External Services

Request for Excavation Permit

Landside Police Division
External Services

Request For Issuance of Police Report (Road Crash Investigation Report)

Airside Police Division
External Services

REQUEST FOR POLICE ASSISTANCE

Terminal Police Division
External Services

REQUEST FOR POLICE ASSISTANCE IN THE TERMINALS

Police Intelligence and Investigation Division
External Services

Issuance of Certificate of Detention
Issuance of Certification (Incident)
Request for Issuance of Police Report

Medical Division
External Services

Provision of MASS REPATRIATION ASSISTANCE (Medical Assistance, Standby
Support, and Referral Services) for Distressed Repatriated Filipinos, Overseas Filipino
Workers, Victims of Armed Conflict , disasters, epidemics/pandemics, or humanitarian
crises, Victims of Human trafficking, and other Filipino Nationals repatriated by the
Philippine government )
Provision of MEDICAL ASSISTANCE and Patient Transfer Assistance for Medically Ill
Filipino Passengers
Provision of MEDICAL ASSISTANCE to employees of other government/relevant
agencies, asylum seekers, human trafficking victims, and airport detainees
Provision of MEDICAL CONSULTATION and TREATMENT Services to Human
Trafficking Victims, Outsiders and employees of other government agencies
Provision of SICK CALL/Onsite Medical Response and Emergency Medical Assistance

Surveillance Operations Division
External Services

APPROVAL FOR CCTV VIEWING REQUEST
APPROVAL OF CAPTURED VIDEO FOOTAGE (CVF) COPY REQUEST (COMPLEX
CASES)
APPROVAL OF CAPTURED VIDEO FOOTAGE (CVF) COPY REQUEST (SIMPLE
CASES)

Business and Real Estate Investment Development Division
External Services
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Issuance of Notice of Conditional Award (NOCA)/Notice of Award (NOA)
Issuance of Notice of Contract Renewal (NOCR)
Issuance of Lease and Concessions Contract
Request for MIAA Concessionaire Certificate

Public Affairs and Protocol Office
External Services

Application for the use of MIAA logo
Reporting of violators of logo usage

Accounting Division
Internal Services

Request for Certificate of Philhealth Remittance

Personnel Division
Internal Services

Request for Certificate of Employment
Request for Certificate of employment with Compensation
Request for Copy of 201 File document/s
Request for Service Record (Simple Case)
Request for Service Record (With Administrative Cases or Suspension)

Property Management Division
Internal Services

Procurement of Goods
Procurement of Services

General Services Division
Internal Services

Delivery/ Mailing of communication letters or official documents
Dissemination of Office Orders, Memorandum Circular and other Memoranda
Records Safekeeping
Reproduction of Documents

Medical Division
Internal Services

Provision of MEDICAL CONSULTATION and TREATMENT Services to employees of
Manila International Airport Authority, their qualified dependents, contracted/outsourced
personnel.

Surveillance Operations Division
Internal Services

APPROVAL FOR CCTV VIEWING REQUEST
APPROVAL OF CAPTURED VIDEO FOOTAGE (CVF) COPY REQUEST (COMPLEX
CASES)
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APPROVAL OF CAPTURED VIDEO FOOTAGE (CVF) COPY REQUEST (SIMPLE
CASES)

Systems and Procedures Improvement Division
Internal Services

Conduct of Survey or Study Assistance
Request for Assistance in the Development or Review of Memorandum Circulars

Public Affairs and Protocol Office
Internal Services

Application for the use of MIAA logo
Reporting of violator of logo usage

Legal Office
Internal Services

Request for Certificate of No Pending Case

6



Accounting Division
External Services
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1. Issuance of Account Clearance

This service enables Concessionaires and Accredited Companies of the Manila International
Airport Authority (MIAA) to apply for and obtain an Account Clearance. The document certifies that
the applicant has no outstanding financial obligations as of the specified cut-off date. It is essential
for ensuring compliance, facilitating business transactions, contract renewals, and maintaining
good standing with the Authority.

Office or Division: Accounting Division

Classification: Simple

Type of Transaction: G2B (Government to Business), G2C (Government to Citizen), G2G
(Government to Government)

Who may avail: MIAA Concessionaires and Accredited Companies

Operating Hours: 8:00 AM - 5:00 PM

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

For Standard Requirement

1. Written request of account clearance
(1) Original Copy Or (1) Electronic Copy

Applicant / Client

CLIENT STEPS AGENCY ACTION FEES TO
BE PAID

PROCESSIN
G TIME

PERSON
RESPONSIB

LE
(Designation;

Office)

1.Submission of request for accounting clearance

*For Walk-In
submission of
request for
accounting
clearance
1.A.Submit a formal
letter request for the
issuance of an
Account Clearance to
the Accounting
Division
Location:

Ground Floor
Accounting Division,
Administration
Building, Manila
International Airport

1.A.1. Check and
update the account of
the Concessionaire/
Accredited company

None 1 working
day/s

Accounting
Processor
A;
Accounting
Division
Accounting
Processor
B ;
Accounting
Division

1.A.2. Assign and
encode the control
number in the system

15 minute/s Accounting
Processor
A;
Accounting
Division
Accounting
Processor
B;
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Authority, MIA Road,
Pasay City

Accounting
Division

1.A.3. Prepare three
(3) original copies of
the Account
Clearance (two for
the client and one
accounting records)
and forward them to
the Section Head for
verification

30 minute/s Accounting
Processor
A;
Accounting
Division
Accounting
Processor
B;
Accounting
Division
Senior
Corporate
Accountant
B ;
Accounting
Division

1.A.4. Approve the
Account Clearance of
the Concessionaire

30 minute/s Manager;
Accounting
Division

1.A.5. Notify the client
that the Account
Clearance is ready for
release and inform
them of the required
fee to be settled

1 working
day/s

Accounting
Processor
A;
Accounting
Division
Accounting
Processor
B;
Accounting
Division

*For Online
submission of
request for
accounting
clearance
1.B.Submit a formal
letter request for the
issuance of an
Account Clearance
via email to
accounting.ar@miaa.
gov.ph
Location:

accounting.ar@miaa.
gov.ph

1.B.1. Check and
update the account of
the Concessionaire/
Accredited company

None 1 working
day/s

Accounting
Processor
A;
Accounting
Division
Accounting
Processor
B;
Accounting
Division

1.B.2. Assign and
encode the control
number in the system

15 minute/s Accounting
Processor
A;
Accounting
Division
Accounting
Processor
B;
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Accounting
Division

1.B.3. Prepare three
(3) original copies of
the Account
Clearance (two for
the client and one
accounting records)
and forward them to
the Section Head for
verification

30 minute/s Accounting
Processor
A;
Accounting
Division
Accounting
Processor
B;
Accounting
Division
Senior
Corporate
Accountant
B ;
Accounting
Division

1.B.4. Approve the
Account Clearance of
the Concessionaire

30 minute/s Manager;
Accounting
Division

1.B.5. Notify the client
that the Account
Clearance is ready for
release and inform
them of the required
fee to be settled

1 working
day/s

Accounting
Processor
A;
Accounting
Division
Accounting
Processor
B;
Accounting
Division

2. Secure the Order
of Payment slip from
the Accounting
Division
Location:

Ground Floor
Accounting Division,
Administration
Building, Manila
International Airport
Authority, MIA Road,
Pasay City

Notes/Instruction:

2. Issue the Order of
Payment slip

None 15 minute/s Senior
Corporate
Accountant
B ;
Accounting
Division
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Order of Payment to
be secured from the
Accounting Division

3. Proceed to the
Collection Division,
present the Order of
Payment slip, remit
the required payment,
and obtain the
Invoice.
Location:

Ground Floor
Collection Division,
Administration
Building, Manila
International Airport
Authority, MIA Road,
Pasay City

3. Receive the Order
of Payment slip and
the payment, then
issue the Invoice

Standard
Fees
Breakdown:
Accounting
Clearance:
PHP 100
Value Added
Tax: PHP 12

Total:
PHP 112

10 minute/s Credit
Officer;
Collection
Division

4. Present the Invoice
to the Accounting
Division, receive two
copies of the Account
Clearance, and sign
the Accounting
Division’s copy to
confirm receipt.
Accomplish Client
Satisfaction
Measurement Form.
Location:

Ground Floor
Accounting Division,
Administration
Building, Manila
International Airport
Authority, MIA Road,
Pasay City

4. Record the
transaction in the
logbook, indicate the
Invoice number on
the Account
Clearance and
release two copies to
the Concessionaire.
Request the client to
accomplish the Client
Satisfaction
Measurement Form.

None 15 minute/s Accounting
Processor
A;
Accounting
Division
Accounting
Processor
B ;
Accounting
Division

Total Processing Time:

*For Walk-In submission of request for
accounting clearance

Working Days: 2 working day/s, 1 hour/s, 55
minute/s

*For Online submission of request for
accounting clearance

Working Days: 2 working day/s, 1 hour/s, 55
minute/s

Total Processing Fee:
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*For Walk-In submission of request for
accounting clearance

Total Standard Fee:
PHP 112

*For Online submission of request for
accounting clearance

Total Standard Fee:
PHP 112
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2. Processing of Claims (Mandatory Remittances-GSIS, Pag-Ibig, PhilHealth)

This service includes the processing of Request for Payment, preparation of Disbursement
Voucher, and processing/issuance of checks representing remittances to various Government
Agencies (i.e. GSIS, Pag-Ibig Fund and PhilHealth)

Office or Division: Accounting Division

Classification: Complex

Type of Transaction: G2B (Government to Business), G2C (Government to Citizen), G2G
(Government to Government)

Who may avail: GSIS, Pag-Ibig Fund, PhilHealth

Operating Hours: 8:00 AM - 5:00 PM

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

For Standard Requirement

1. Duly Approved Request for Payment
(1) Original Copy

Manila International Airport
Authority - Accounting Division

2. GSIS (ebilling & Collection System); Pag-Ibig Fund (File
Validation Notification); PhilHealth (Statement of Premium
Account)
(1) Original Copy

Applicant / Client

3. Remittance Report
(1) Original Copy

Manila International Airport
Authority - Accounting Division

CLIENT STEPS AGENCY ACTION FEES TO
BE PAID

PROCESSIN
G TIME

PERSON
RESPONSIB

LE
(Designation;

Office)

1. End-User submits
requirements to
Accounting Division
Location:

Accounting Division,

G/F MIAA
Administration
Building

 

Notes/Instruction:

1.1. Check
completeness of the
required documents.
If complete, receive
Request for Payment
and all supporting
documents from the
end-user then
perform the following
task: Record the
Request for Payment,
Disseminate the
Request for Payment
to designated
Accounting personnel

None 2 hour/s Sr.
Corporate
Accounts
Analyst;
Accounting
Division
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Documents must be
original copies, valid,
complete and proper.

for preparation of
Disbursement
Voucher.

1.2. Perform the
following tasks: a.
Review all
documentary
requirement. b. Verify
the nature and
amount of claim. c.
Determine deductions
required by the
contract or law. d.
compute the tax, if
applicable. e. Prepare
Disbursement
Voucher.(DV) f.
Forward DV to the
end-user for signature
of Box A.

1 working
day/s

Sr.
Corporate
Accounts
Analyst;
Accounting
Division

1.3. Affix signature on
Box A of the DV

3 hour/s Manager/O
fficer-In-
Charge;
End-User

1.4. Receive
Disbursement
Voucher from the
End-User and
perform the following
action: a. Verify the
DV with the approved
budget. b. Review
and affix initial c. affix
signature in the DV
and forward
toAccounting Division

1 working
day/s

Corporate
Budget
Assistant;
Budget
Division
Corporate
Budget
Analyst;
Budget
Division
Corporate
Budget
Specialist;
Budget
Division
Chief
Corporate
Budget
Officer;
Budget
Division
Manager/O
fficer-In-
Charge;
Budget
Division
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1.5. Receive the DV
from Budget Division
and verify whether: a.
Box A of DV is signed
by the end-user b.
Budget is available as
stamped by Budget
Division. c. Prepare
Memorandum Brief
for claims more than
P1 million. d. Initial of
Box B of DV.

6 hour/s Sr
Corporate
Accounts
Analyst;
Accounting
Division

1.6. a. Prepare tax
certificate b. Affix
initial on the Tax
Certificate c. Verify
the completeness of
the supporting
documents based on
the check list

4 hour/s Accounting
Processor;
Accounting
Division
Sr
Corporate
Accountant
B;
Accounting
Division

1.7. Verify and sign
box B of the DV

3 hour/s Manager/O
fficer-In-
Charge;
Accounting
Division

1.8. Forward WV to
the Cashiering
Division for check
preparation.

1 hour/s Senior
Corporate
Accounts
Analyst;
Accounting
Division

1.9. Receive DV from
Accounting Division
and verify cash
position.

1 hour/s Cashier B;
Cashiering
Division

1.10. Prepare check 1 hour/s Cashier C;
Cashiering
Division

1.11. Review the
prepared check and
affix initial on check
voucher.

1 hour/s Cashier B;
Cashiering
Division

1.12. Review and
sign the check
register, affix initial on
the voucher and sign

2 hour/s Manager/O
fficer-In-
Charge;
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the check and
forwards to Finance
Department.

Cashiering
Division

1.13. a. Receive
check and DV from
Cashiering Division.
b. For checks below
100,000.00: Forwards
to the Finance Officer
for review of check,
DV and its supporting
documents and initial
on the DV. c. Forward
to the Manager/OIC
for signature on the
check and DV. d.
Proceed to step 1.17

2 hour/s Secretary;
Finance
Departmen
t
Finance
Officer;
Finance
Departmen
t
Manager/O
fficer-In-
Charge;
Finance
Departmen
t

1.14. For checks
amounting to more
than 100,000 to
500,000.00 a.
Forward to FInance
Officer for review of
check, DV and its
supporting
documents. b.
Forward to the
Manager/OIC
Finance Department
for signature of check
and initial on the DV.
c. Forward to the
AGMFA for signature
of check and the DV.

3 hour/s Secretary;
Finance
Departmen
t
Finance
Officer;
Finance
Departmen
t
Manager/O
fficer-In-
Charge;
Finance
Departmen
t

1.15. For checks
amounting to more
than 500,000 to
1,000,000.00 a.
Forward to to the
Manager/OIC to affix
initial on the check
and the DV b.
Forward to OAGMFA
to affix initial on the
DV and signature on
the check. c. Forward
to SAGM to affix
signature on the
check DV d. Proceed
to step 1.17 d.

4 hour/s Secretary;
Finance
Departmen
t
Finance
Officer;
Finance
Departmen
t
Manager/O
fficer-In-
Charge;
Finance
Departmen
t
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Manager/O
fficer-In-
Charge ;
Office of
the
Assistant
General
Manager
for Finance
and
Administrat
ion
Senior
Assistant
General
Manager;
Office of
the Senior
Assistant
General
Manager

1.16. For checks
above 1,000,000.00:
a. Forward to the
Manager/OIC to affix
initial on the check
and DV. b. Forward to
the OAGMFA to affix
initial on the check
and DV. c. Forward to
OSAGM to affix
signature on the
check and initial on
the DV. d. Forward to
the GMO to affix
signature on the
check and DV.

5 hour/s Secretary;
Finance
Departmen
t
Finance
Officer;
Finance
Departmen
t
Manager/O
fficer-In-
Charge;
Finance
Departmen
t
Manager/O
fficer-In-
Charge;
Office of
the
Assistant
General
Manager
for Finance
and
Administrat
ion
Senior
Assistant
General
Manager;
Office of
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the Senior
Assistant
General
Manager
General
Manager;
Office of
the
General
Manager

1.17. Receive
signed/approved
checks from the
Office of Finance
Department/Office of
the Asst General
Manager for Finance
and Admin/Office of
the Senior Asst
General Manager/the
General Manager's
Office

1 hour/s Cashier C;
Cashiering
Division

1.18. Remit the
payment to the
concerned
government agency
through electronic
transfer.

15 minute/s Cashier B;
Cashiering
Division

Total Processing Time: Working Days: 6 working day/s, 7 hour/s, 15
minute/s

Total Processing Fee: Total Standard Fee: None

Office Legend

Office Groups and Divisions

End-User

Manila
International
Airport Authority

Office of the
General
Manager

Office of the
Senior Assistant
General
Manager

Office of the
Assistant
General
Manager for
Finance and
Administration

Finance
Department

Accounting
Division

Budget Division Cashiering
Division

Collection
Division

Administrative
Department

Personnel
Division

Procurement
Division

Property
Management
Division

General
Services
Division

Human
Resource
Development
Division

Office of the
Assistant
General
Manager for
Operations and

Airport Ground
Operations
Compliance
Monitoring
Division

Airport Terminal
Operations
Compliance
Monitoring
Division
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Office Groups and Divisions
Safety
Standards
Compliance

Office of the
Assistant
General
Manager for
Engineering

Electro-
Mechanical
Department

Electrical
Division

Mechanical
Division

Electronics and
Communication
Division

Civil Works
Department

Buildings
Division

Design and
Planning
Division

Pavements and
Grounds
Division

Office of the
Assistant
General
Manager for
Security and
Emergency
Services

Airport Police
Department

Landside Police
Division

Airside Police
Division

Terminal Police
Division

Police
Intelligence and
Investigation
Division

Police Detection
and Reaction
Division

Intelligence/ ID
& Pass Control
Department

Intelligence and
Investigation
Division

Medical Division Screening and
Surveillance
Department

Screening
Operations
Division

Surveillance
Operations
Division

Office of
Assistant
General
Manager for
Airport
Development
and Corporate
Affairs

Corporate
Management
Services
Department

Plans and
Programs
Division

Systems and
Procedures
Improvement
Division

Management
Information
Systems
Division

Commercial
Services
Department

Business and
Real Estate
Investment
Development
Division

Concessions
Management
Division

Public Affairs
and Protocol
Office

Public
Assistance
Division

Media Affairs
Division

Legal Office Airport Security
Inspectorate
Office

Internal Audit
Services Office

Office of the
Corporate
Board Secretary

         

19



3. Processing of Claims (Procurement of Goods & Services)

This service includes the processing of Request for Payment, preparation of Disbursement
Voucher, and processing/issuance of checks as payment for goods purchased and services
rendered by external clients.

Office or Division: Accounting Division

Classification: Highly Technical

Type of Transaction: G2B (Government to Business), G2C (Government to Citizen), G2G
(Government to Government)

Who may avail: All external clients

Operating Hours: 8:00 AM - 5:00 PM

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

For Standard Requirement

1. Duly Approved Request for Payment
(1) Original Copy

Applicant / Client

2. Perfected Contract, Work Order or Purchase Order
(1) Original Copy

Applicant / Client

3. Notice of Award or Notice to Proceed, whichever is
applicable
(1) Photo Copy

Applicant / Client

Remarks:

All supporting documents pertains to the conduct of bidding must be provided and form part
of the documentary requirement prior to the preparation of the Request for Payment.

4. Billing Invoice / Delivery Receipt
(1) Original Copy

Applicant / Client

5. Duly Approved Contract / Purchase Order / Work Order
(1) Original Copy

Applicant / Client

6. Receiving, Inspection and Acceptance Report (If
Applicable)
(1) Original Copy

Applicant / Client

7. Certificate of Accomplishment / Certificate of Completion (If
Applicable)
(1) Original Copy

Applicant / Client

8. Interim Certificate of Payment / Certificate of Payment (If
Applicable)
(1) Original Copy

Applicant / Client
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9. Contractor's Affidavit (for Infrastructure Projects)
(1) Original Copy

Applicant / Client

10. Waste Material Report (If Applicable)
(1) Original Copy

Applicant / Client

11. Engineer's Instruction (If Applicable)
(1) Original Copy

Applicant / Client

12. Variation Order (If Applicable)
(1) Original Copy

Applicant / Client

13. As-Built Plans (If Applicable)
(1) Original Copy

Applicant / Client

14. Statement of Work Accomplished (If Applicable)
(1) Original Copy

Applicant / Client

15. Such other documents peculiar to the contract.
(1) Original Copy

Applicant / Client

Remarks:

Such other documents peculiar to the contract and/or to the mode of procurement and
considered necessary in the auditorial review and in the technical evaluation thereof. (Ref.
COA Circular No. 2012-001)

CLIENT STEPS AGENCY ACTION FEES TO
BE PAID

PROCESSIN
G TIME

PERSON
RESPONSIB

LE
(Designation;

Office)

1. End-User submits
requirements to
Accounting Division
Location:

Accounting Division,

G/F MIAA
Administration
Building

 

Notes/Instruction:

Documents must be
original copies, valid,
complete and proper.

1.1. Check
completeness of the
required documents.
If complete, receive
Request for Payment
and all supporting
documents from the
end-user then
perform the following
task: Record the
Request for Payment,
Disseminate the
Request for Payment
to designated
Accounting personnel
for preparation of
Disbursement
Voucher.

None 2 hour/s Sr.
Corporate
Accounts
Analyst;
Accounting
Division

1.2. Perform the
following tasks: a.
Review all

1 working
day/s

Sr.
Corporate
Accounts
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documentary
requirement. b. Verify
the nature and
amount of claim. c.
Determine deductions
required by the
contract or law. d.
compute the tax, if
applicable. e. Prepare
Disbursement
Voucher.(DV) f.
Forward DV to the
end-user for signature
of Box A.

Analyst;
Accounting
Division

1.3. Affix signature on
Box A of the DV

3 hour/s Manager/O
fficer-In-
Charge;
End-User

1.4. Receive
Disbursement
Voucher from the
End-User and
perform the following
action: a. Verify the
DV with the approved
budget. b. Review
and affix initial c. affix
signature in the DV
and forward
toAccounting Division

1 working
day/s

Corporate
Budget
Assistant;
Budget
Division
Corporate
Budget
Analyst;
Budget
Division
Corporate
Budget
Specialist;
Budget
Division
Chief
Corporate
Budget
Officer;
Budget
Division
Manager/O
fficer-In-
Charge;
Budget
Division

1.5. Receive the DV
from Budget Division
and verify whether: a.
Box A of DV is signed
by the end-user b.
Budget is available as
stamped by Budget

6 hour/s Sr
Corporate
Accounts
Analyst;
Accounting
Division
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Division. c. Prepare
Memorandum Brief
for claims more than
P1 million. d. Initial of
Box B of DV.

1.6. a. Prepare tax
certificate b. Affix
initial on the Tax
Certificate c. Verify
the completeness of
the supporting
documents based on
the check list

4 hour/s Accounting
Processor;
Accounting
Division
Sr
Corporate
Accountant
B;
Accounting
Division

1.7. Verify and sign
box B of the DV

3 hour/s Manager/O
fficer-In-
Charge;
Accounting
Division

1.8. Forward WV to
the Cashiering
Division for check
preparation.

1 hour/s Senior
Corporate
Accounts
Analyst;
Accounting
Division

1.9. Receive DV from
Accounting Division
and verify cash
position.

1 hour/s Cashier B;
Cashiering
Division

1.10. Prepare check 1 hour/s Cashier C;
Cashiering
Division

1.11. Review the
prepared check and
affix initial on check
voucher.

1 hour/s Cashier B;
Cashiering
Division

1.12. Review and
sign the check
register, affix initial on
the voucher and sign
the check and
forwards to Finance
Department.

2 hour/s Manager/O
fficer-In-
Charge;
Cashiering
Division

1.13. a. Receive
check and DV from
Cashiering Division.
b. For checks below

2 hour/s Secretary;
Finance
Departmen
t
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100,000.00: Forwards
to the Finance Officer
for review of check,
DV and its supporting
documents and initial
on the DV. c. Forward
to the Manager/OIC
for signature on the
check and DV. d.
Proceed to step 1.17

Finance
Officer;
Finance
Departmen
t
Manager/O
fficer-In-
Charge;
Finance
Departmen
t

1.14. For checks
amounting to more
than 100,000 to
500,000.00 a.
Forward to FInance
Officer for review of
check, DV and its
supporting
documents. b.
Forward to the
Manager/OIC
Finance Department
for signature of check
and initial on the DV.
c. Forward to the
AGMFA for signature
of check and the DV.

3 hour/s Secretary;
Finance
Departmen
t
Finance
Officer;
Finance
Departmen
t
Manager/O
fficer-In-
Charge;
Finance
Departmen
t

1.15. For checks
amounting to more
than 500,000 to
1,000,000.00 a.
Forward to to the
Manager/OIC to affix
initial on the check
and the DV b.
Forward to OAGMFA
to affix initial on the
DV and signature on
the check. c. Forward
to SAGM to affix
signature on the
check DV d. Proceed
to step 1.17 d.

4 hour/s Secretary;
Finance
Departmen
t
Finance
Officer;
Finance
Departmen
t
Manager/O
fficer-In-
Charge;
Finance
Departmen
t
Manager/O
fficer-In-
Charge ;
Office of
the
Assistant
General
Manager
for Finance
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and
Administrat
ion
Senior
Assistant
General
Manager;
Office of
the Senior
Assistant
General
Manager

1.16. For checks
above 1,000,000.00:
a. Forward to the
Manager/OIC to affix
initial on the check
and DV. b. Forward to
the OAGMFA to affix
initial on the check
and DV. c. Forward to
OSAGM to affix
signature on the
check and initial on
the DV. d. Forward to
the GMO to affix
signature on the
check and DV.

5 hour/s Secretary;
Finance
Departmen
t
Finance
Officer;
Finance
Departmen
t
Manager/O
fficer-In-
Charge;
Finance
Departmen
t
Manager/O
fficer-In-
Charge;
Office of
the
Assistant
General
Manager
for Finance
and
Administrat
ion
Senior
Assistant
General
Manager;
Office of
the Senior
Assistant
General
Manager
General
Manager;
Office of
the
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General
Manager

1.17. Receive
signed/approved
checks from the
Office of Finance
Department/Office of
the Asst General
Manager for Finance
and Admin/Office of
the Senior Asst
General Manager/the
General Manager's
Office

1 hour/s Cashier C;
Cashiering
Division

1.18. Inform the client
through email or
phone via call/text
that the check(s) are
available for release.

5 minute/s Cashier B;
Cashiering
Division

2. Receive the advice
to pick-up the check
Location:

cashiering
eadd/phone no..

2. Inform the client
that the checks are
available for release
through e-mail, phone
via call/text.

None 10 minute/s Cashier B;
Cashiering
Division

3. Proceed to the
Cashiering Division to
claim the check. Sign
the logbook.
Accomplish the Client
Satisfaction
Measurement Form.
Location:

Cashierng Division,
Ground Floor MIAA
Administration
Building

Notes/Instruction:

Issue an
acknowledgement/offi
cial receipt.

3. Release the check
and record in the
logbook to be
acknowledged by the
client. Request the
client to accomplish
the Client Satisfaction
Measurement Form.

None 10 minute/s Cashier B;
Cashiering
Division

Total Processing Time: Working Days: 6 working day/s, 7 hour/s, 25
minute/s

Total Processing Fee: Total Standard Fee: None
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Office Legend

Office Groups and Divisions

End-User

Manila
International
Airport Authority

Office of the
General
Manager

Office of the
Senior Assistant
General
Manager

Office of the
Assistant
General
Manager for
Finance and
Administration

Finance
Department

Accounting
Division

Budget Division Cashiering
Division

Collection
Division

Administrative
Department

Personnel
Division

Procurement
Division

Property
Management
Division

General
Services
Division

Human
Resource
Development
Division

Office of the
Assistant
General
Manager for
Operations and
Safety
Standards
Compliance

Airport Ground
Operations
Compliance
Monitoring
Division

Airport Terminal
Operations
Compliance
Monitoring
Division

Office of the
Assistant
General
Manager for
Engineering

Electro-
Mechanical
Department

Electrical
Division

Mechanical
Division

Electronics and
Communication
Division

Civil Works
Department

Buildings
Division

Design and
Planning
Division

Pavements and
Grounds
Division

Office of the
Assistant
General
Manager for
Security and
Emergency
Services

Airport Police
Department

Landside Police
Division

Airside Police
Division

Terminal Police
Division

Police
Intelligence and
Investigation
Division

Police Detection
and Reaction
Division

Intelligence/ ID
& Pass Control
Department

Intelligence and
Investigation
Division

Medical Division Screening and
Surveillance
Department

Screening
Operations
Division

Surveillance
Operations
Division

Office of
Assistant
General
Manager for
Airport
Development
and Corporate
Affairs

Corporate
Management
Services
Department

Plans and
Programs
Division

Systems and
Procedures
Improvement
Division

Management
Information
Systems
Division

Commercial
Services
Department

Business and
Real Estate
Investment
Development
Division

Concessions
Management
Division

Public Affairs
and Protocol
Office

Public
Assistance
Division

Media Affairs
Division

Legal Office Airport Security
Inspectorate
Office

Internal Audit
Services Office

Office of the
Corporate
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p

Office Groups and Divisions
Board Secretary
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Collection Division
External Services
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1. Issuance of Manila International Airport Authority Exemption Certificate
(MEC) to Locally Recognized Exempted Passengers - Less Than 100
Passengers

This service enables the processing and issuance of a Manila International Airport Authority
Exemption Certificate (MEC) to locally-recognized exempted passengers granted exemption by
law and/or by the Office of the President, allowing them to avail of exemptions from the
International Passenger Service Charge (IPSC) or Terminal Fee at Ninoy Aquino International
Airport. It involves submitting a letter request with supporting documents for review and approval,
followed by the preparation and release of the certificate for use upon flight booking.

 

 

Office or Division: Collection Division

Classification: Simple

Type of Transaction: G2G (Government to Government)

Who may avail:

Locally recognized exempted passengers (by law)

1.Philippine Sports Commission delegates

2. Filipino Pilgrims

3 Others authorized by law and the Office of the President

Operating Hours: 8:00 AM - 5:00 PM

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

For Situational Requirement

A. For Philippine Sports Commission Delegates

A.1. Letter of Request from Philippine Sports Commission
(1) Original Copy

Philippine Sports Commission
- Office of the Executive
Director
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Remarks:

 

Letter of request shall include the names and photocopy of passport of the delegates, date
of departure, and flight number.

Letter of request should be addressed to the Manila International Airport Authority General
Manager at General Manager's office, 4th floor MIAA Administration Building, MIA Road,
Pasay City.

 

A.2. One (1) Valid Government-Issued Identification Card

Passport -Department of Foreign Affairs
Drivers License - Land Transportation Office
Unified Multi-Purpose Identification Card (UMID ID) - Social Security System(SSS) or
Government Service Insurance System (GSIS)
Postal Identification Card - Philippine Postal Corporation
Voter's Identification Card or Voter's Certification - Commission on Elections
PRC Identification Card - Professional Regulation Commission (PRC)
National Identification Card - Philippine Statistics Authority

 

 

Remarks:

Delegates or authorized representatives shall present a valid government-issued
Identification Card when claiming the MIAA Exemption Certificate (MEC).

 

A.3. Authorization Letter
(1) Original Copy

Philippine Sports Commission
- Office of the Executive
Director

Remarks:

Authorized representatives shall present an authorization letter signed by the Philippine
Sports Commission - Office of the Executive Director when claiming the MIAA Exemption
Certificate.

B. For Filipino Pilgrims

B.1. Letter of Request from National Commission of Muslim
Filipinos (NCMF)
(1) Original Copy

National Commission of
Muslim Filipinos - Bureau of
Pilgrimage and Endowment

Remarks:
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Letter of request shall include the names and the photocopy of passport of the Filipino
Pilgrims, departure date, and flight number.

Letter request should be addressed to the Manila International Airport Authority General
Manager at General Manager's office, 4th Floor MIAA Administration Building, MIA Road,
Pasay City.

B.2. One (1) Valid Government-Issued Identification Card

Passport - Department of Foreign Affairs
Drivers License - Land Transportation Office
Unified Multi-Purpose ID (UMID ID) - Social Security System(SSS) or Government
Service Insurance System (GSIS)
Postal ID - Philippine Postal Corporation
Voter's ID - Commission on Elections
PRC ID - Professional Regulation Commission (PRC)
National Identification Card - Philippine Statistics Authority

 

 

Remarks:

Filipino Pilgrims or authorized representatives shall present a valid government-issued
Identification Card when claiming the MIAA Exemption Certificate (MEC).

 

 

 

B.3. Authorization Letter
(1) Original Copy

National Commission on
Muslim Filipinos - Bureau of
Pilgrimage and Endowment

Remarks:

Authorized representatives shall present an authorization letter signed by National
Commission on Muslim Filipinos - Bureau of Pilgrimage and Endowment when claiming the
MIAA Exemption Certificate.

C. Others Authorized by Law/Office of the President

C.1. Letter of Request from the Office of the President
(1) Original Copy

Office of the President -
Protocol Office

Remarks:

Letter of request shall include the names and photocopy of the passport of the delegates,
departure date, and flight number.
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Letter request should be addressed to the Manila International Airport Authority General
Manager at General Manager's office, 4th Floor MIAA Administration Building, MIA Road,
Pasay City.

C.2. One (1) Valid Government-Issued Identification Card

Passport - Department of Foreign Affairs
Drivers License - Land Transportation Office
Unified Multi-Purpose ID (UMID ID) - Social Security System(SSS) or Government
Service Insurance System (GSIS)
Postal ID - Philippine Postal Corporation
Voter's ID - Commission on Elections
PRC ID - Professional Regulation Commission (PRC)
National Identification Card - Philippine Statistics Authorit

Remarks:

Delegates or authorized representatives shall present a valid government-issued
Identification Card when claiming the MIAA Exemption Certificate.

C.3. Authorization Letter
(1) Original Copy

Office of the President -
Protocol Office

Remarks:

Authorized representaives shall present an authorization letter signed by the Office of the
President - Protocol Office when claiming the MIAA Exemption Certificate (MEC).

CLIENT STEPS AGENCY ACTION FEES TO
BE PAID

PROCESSIN
G TIME

PERSON
RESPONSIB

LE
(Designation;

Office)

1. Submit Letter of
Request to the
General Manager’s
Office.
Location:

Office of the General
Manager

4th Floor
Administration
Building Manila
International Airport
Authority , MIAA
Road, Ninoy Aquino
International Airport
Complex, Pasay City

1.1. Receive the
Letter of Request

None 5 minute/s Executive
Assistant
A; Office of
the
General
Manager

1.2. Review and
evaluate the request
and recommend
approval to the
General Manager.

4 hour/s Head
Executive
Assistant;
Office of
the
General
Manager

1.3. Approve the
request.

1 working
day/s

General
Manager ;
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Notes/Instruction:

The processing
time depends
on the volume
of the requested
MIAA
Exemption
Certificates.
The maximum
number of MIAA
Exemption
Certificates that
the Collection
Division can
prepare is 100
per day.
For requests of
up to one
hundred (100)
MIAA
Exemption
Certificates,
the letter of
request should
be submitted to
the Manila
International
Airport Authority
General
Manager's
Office three (3)
working days
before airline
ticket
purchase.
For requests of
more than one
hundred (100)
MIAA
Exemption
Certificates, th
e letter of
request should
be submitted to
the Manila
International
Airport Authority
General
Manager's
Office seven (7)
working days
before airline

Office of
the
General
Manager

1.4. Release the
approved letter to the
Collection Division.

1 hour/s Executive
Assistant
A; Office of
the
General
Manager

1.5. Receive the
approved letter.

5 minute/s Credit
Officer;
Collection
Division

1.6. Encode the
names in the Manila
International Airport
Authority Exemption
Application in
triplicate copy -
Airport Copy,
Passenger Copy and
File Copy.

4 hour/s Credit
Officer;
Collection
Division

1.7. Print Individual
Manila International
Airport Authority
Exemption Certificate
(MEC).

30 minute/s Credit
Officer;
Collection
Division

1.8. Verify the
accuracy of each
MIAA Exemption
Certificate (MEC) and
affix the signature of
the authorized
signatory.

4 hour/s Credit
Officer;
Collection
Division

1.9. Cut and
segregate the signed
MIAA Exemption
Certificate into Airport
Copy, Passenger
Copy and File Copy.

1 hour/s Credit
Officer;
Collection
Division
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ticket
purchase.

1.10. Notify client thru
email, phone, and
text message to claim
the MIAA Exemption
Certificate.

5 minute/s Credit
Officer;
Collection
Division

2. Present valid
government-issued
Identification Card
and authorization
letter (if through
representatives) to
claim the MIAA
Exemption Certificate.
Fill out the Client
Satisfaction
Measurement Form.
Location:

Collection Division -
Ground Floor
Administration
Building Manila
International Airport
Authority, MIAA Road,
Ninoy Aquino
International Airport
Complex, Pasay City

Notes/Instruction:

If the MIAA
Exemption Certificate
is claimed through
duly authorized
representative, a
written authorization
letter signed by the
authorized
representive of the
governement agency
or office and a valid
government-issued
Identification Card of
the representative are
required.

2. Check presented
documents, release
the MIAA Exemption
Certificate (MEC) and
return the presented
Identification Card.
Request the client to
accomplish the Client
Satisfaction
Measurement Form.

None 5 minute/s Credit
Officer;
Collection
Division

Total Processing Time: Working Days: 2 working day/s, 6 hour/s, 50
minute/s

Total Processing Fee: Total Standard Fee: None
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2. Issuance of Manila International Airport Authority Exemption Certificate
(MEC) to Locally Recognized Exempted Passengers - More Than 100
Passengers

This service enables the processing and issuance of a Manila International Airport Authority
Exemption Certificate (MEC) to locally-recognized exempted passengers granted exemption by
law and/or by the Office of the President, allowing them to avail of exemptions from the
International Passenger Service Charge (IPSC) or Terminal Fee at Ninoy Aquino International
Airport Authority. It involves submitting a letter request with supporting documents for review and
approval, followed by the preparation and release of the certificate for use upon flight booking.

 

 

Office or Division: Collection Division

Classification: Complex

Type of Transaction: G2G (Government to Government)

Who may avail:

Locally recognized exempted passengers (by law)

1.Philippine Sports Commission delegates

2. Filipino Pilgrims

3 Others authorized by law and the Office of the President

Operating Hours: 8:00 AM - 5:00 PM

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

For Situational Requirement

A. For Philippine Sports Commission Delegates

A.1. Letter of Request from Philippine Sports Commission
(1) Original Copy

Philippine Sports Commission
- Office of the Executive
Director
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Remarks:

 

Letter of request shall include the names and photocopy of passport of the delegates, date
of departure, and flight number.

Letter request should be addressed to the Manila International Airport Authority General
Manager at General Manager's office, 4th Floor MIAA Administration Building, MIA Road,
Pasay City

 

A.2. One (1) Valid Government-Issued Identification Card

Passport -Department of Foreign Affairs
Drivers License - Land Transportation Office
Unified Multi-Purpose Identification Card (UMID ID) - Social Security System(SSS) or
Government Service Insurance System (GSIS)
Postal Identification Card - Philippine Postal Corporation
Voter's Identification Card or Voter's Certification - Commission on Elections
PRC Identification Card - Professional Regulation Commission (PRC)
National Identification Card - Philippine Statistics Authority

 

 

Remarks:

Delegates or authorized representatives shall present a valid government-issued
Identification Card when claiming the MIAA Exemption Certificate (MEC).

 

A.3. Authorization Letter
(1) Original Copy

Philippine Sports Commission
- Office of the Executive
Director

Remarks:

Authorized representatives shall present an authorization letter signed by the Philippine
Sports Commission - Office of the Executive Director when claiming the MIAA Exemption
Certificate.

B. For Filipino Pilgrims

B.1. Letter of Request from National Commission of Muslim
Filipinos (NCMF)
(1) Original Copy

National Commission of
Muslim Filipinos - Bureau of
Pilgrimage and Endowment

Remarks:
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Letter of request shall include the names and the photocopy of passport of the Filipino
Pilgrims, departure date, and flight number.

Letter request should be addressed to the Manila International Airport Authority General
Manager at General Manager's office, 4th Floor MIAA Administration Building, MIA Road,
Pasay City.

B.2. One (1) Valid Government-Issued Identification Card

Passport - Department of Foreign Affairs
Drivers License - Land Transportation Office
Unified Multi-Purpose ID (UMID ID) - Social Security System(SSS) or Government
Service Insurance System (GSIS)
Postal ID - Philippine Postal Corporation
Voter's ID - Commission on Elections
PRC ID - Professional Regulation Commission (PRC)
National Identification Card - Philippine Statistics Authority

 

 

Remarks:

Filipino Pilgrims or authorized representatives shall present a valid government-issued
Identification Card when claiming the MIAA Exemption Certificate (MEC).

 

 

 

B.3. Authorization Letter
(1) Original Copy

National Commission on
Muslim Filipinos - Bureau of
Pilgrimage and Endowment

Remarks:

Authorized representatives shall present an authorization letter signed by National
Commission on Muslim Filipinos - Bureau of Pilgrimage and Endownment when claiming
the MIAA Exemption Certificate.

C. Others Authorized by Law/Office of the President

C.1. Letter of Request from the Office of the President
(1) Original Copy

Office of the President -
Protocol Office

Remarks:

Letter of request shall include the names and photocopy of the passport of the delegates,
departure date, and flight number.
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Letter request should be addressed to the Manila International Airport Authority General
Manager at General Manager's office, 4th Floor MIAA Administration Building, MIA Road,
Pasay City.

C.2. One (1) Valid Government-Issued Identification Card

Passport - Department of Foreign Affairs
Drivers License - Land Transportation Office
Unified Multi-Purpose ID (UMID ID) - Social Security System(SSS) or Government
Service Insurance System (GSIS)
Postal ID - Philippine Postal Corporation
Voter's ID - Commission on Elections
PRC ID - Professional Regulation Commission (PRC)
National Identification Card - Philippine Statistics Authorit

Remarks:

Delegates or authorized representatives shall present a valid government-issued
Identification Card when claiming the MIAA Exemption Certificate.

C.3. Authorization Letter
(1) Original Copy

Office of the President -
Protocol Office

Remarks:

Authorized representaives shall present an authorization letter signed by the Office of the
President - Protocol Office when claiming the MIAA Exemption Certificate (MEC).

CLIENT STEPS AGENCY ACTION FEES TO
BE PAID

PROCESSIN
G TIME

PERSON
RESPONSIB

LE
(Designation;

Office)

1. Submit Letter of
Request to the
General Manager’s
Office.
Location:

Office of the General
Manager

4th Floor Manila
International Airport
Authority
Administration
Building, MIAA Road,
Ninoy Aquino
International Airport
Complex, Pasay City

1.1. Receive the
Letter of Request.

None 5 minute/s Executive
Assistant
A; Office of
the
General
Manager

1.2. Review and
evaluate the request
and recommend
approval to the
General Manager.

4 hour/s Head
Executive
Assistant;
Office of
the
General
Manager

1.3. Approve the
request.

1 working
day/s

General
Manager ;
Office of
the
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Notes/Instruction:

The processing
time depends
on the volume
of the requested
Manila
International
Airport Authority
Exemption
Certificates.
The maximum
number of
Manila
International
Airport Authority
Exemption
Certificates that
the Collection
Division can
prepare is one
hundred (100)
per day.
For requests of
more than one
hundred (100)
MIAA
Exemption
Certificates, th
e letter of
request should
be submitted to
the Manila
International
Airport Authority
General
Manager's
Office seven (7)
working days
before airline
ticket
purchase.

General
Manager

1.4. Release the
approved letter to the
Collection Division.

1 hour/s Executive
Assistant
A; Office of
the
General
Manager

1.5. Receive the
approved letter.

5 minute/s Credit
Officer;
Collection
Division

1.6. Encode the
names in the Manila
International Airport
Authority Exemption
Application in
triplicate copy -
Airport Copy,
Passenger Copy and
File Copy.

2 working
day/s

Credit
Officer;
Collection
Division

1.7. Print Individual
Manila International
Airport Authority
Exemption Certificate
(MEC).

2 hour/s Credit
Officer;
Collection
Division

1.8. Verify the
accuracy of each
MIAA Exemption
Certificate (MEC) and
affix the signature of
the authorized
signatory.

2 working
day/s

Credit
Officer;
Collection
Division

1.9. Cut and
segregate the signed
MIAA Exemption
Certificate into Airport
Copy, Passenger
Copy and File Copy.

4 hour/s Credit
Officer;
Collection
Division

1.10. Notify client thru
email, phone, and
text message to claim
the MIAA Exemption
Certificate.

5 minute/s Credit
Officer;
Collection
Division
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2. Present valid
government-issued
Identification Card
and authorization
letter (if through
representatives) to
claim the Manila
International Airport
Authority Exemption
Certificate. Fill out the
Client Satisfaction
Measurement Form.
Location:

Collection Division

Ground Floor
Administration
Building Manila
International Airport
Authority, MIAA Road,
Ninoy Aquino
International Airport
Complex, Pasay City

Notes/Instruction:

If the Manila
International Airport
Authority Exemption
Certificate is claimed
through duly
authorized
representative, a
written authorization
letter signed by the
authorized
representive of the
governement agency
or office and a valid
government-issued
Identification Card of
the representative are
required.

2. Check presented
documents, release
the Manila
International Airport
Authority Exemption
Certificate (MEC) and
return the presented
Identification Card.
Request the client to
accomplish the Client
Satisfaction
Measurement Form.

None 5 minute/s Credit
Officer;
Collection
Division

Total Processing Time: Working Days: 6 working day/s, 3 hour/s, 20
minute/s

Total Processing Fee: Total Standard Fee: None
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3. Over-the-Counter Payment

Issuance of Invoices to concessionaires / stakeholders for fees and charges due to Manila
International Airport Authority.

Office or Division: Collection Division

Classification: Simple

Type of Transaction: G2B (Government to Business), G2C (Government to Citizen), G2G
(Government to Government)

Who may avail: Manila International Airport Authority's concessionaires / stakeholders.

Operating Hours: 8:00 AM - 5:00 PM

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

For Situational Requirement

A. Payment for Rental, Concession Privilege Fee (CPF) and Garbage Collection Fee
(GCF)

A.1. Manila International Airport Authority Billing Statement
(1) Original Copy Or (1) Photo Copy

Manila International Airport
Authority - Collection Division
or Manila International Airport
Authority Financial
Management Information
System Portal

A.2. Certificate of Creditable Tax Withheld at Source
(Bureau of Internal Revenue Form 2307)
(3) Original Copy Or (3) Electronic Copy

Bureau of Internal Revenue -
Revenue District Office or
Bureau of Internal Revenue
Official Website

Remarks:

Payments net of withholding tax should be accompanied with corresponding Certificate of
Creditable Tax Withheld at Source (Bureau of InternalRevenue Form 2307) otherwise
withheld amount shall be considered outstanding and subject to interest / charges for late
payment.

The Certificate of Creditable Tax Withheld at Source (Bureau of Internal Revenue
Form 2307) shall be submitted in clear and original /electronic triplicate copies, duly
accomplished with the following information:

With wet or electronic signature per Bureau of Internal Revenue Memorandum
Circular 29-2021.
Period Covered
Tax Identification Number (TIN)
Bill Number (if any)
Alphanumeric Tax Code (ATC)
Tax Rate (Tax rate used must be exact and not be rounded off)
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Amount of income payment (net of Value Added Tax)
Tax withheld must be correct and equal to the total amount of income payment (net of
Value Added Tax) multiplied by fixed tax rate.

B. Remittance for Passenger Service Charge (PSC) on Unflown/Expired Tickets

B.1. International/Domestic Passenger Service Charge
(IPSC / DPSC) Remittance Report for Unflown/Expired
Tickets
(1) Original Copy

Applicant / Client

Remarks:

The Remittance Report must include the following details:

Name of Air Carrier
Period Covered of the remittance
Total Number of Unflown/Expired Tickets
Total Amount of the remittance

B.2. Remittance Report Supporting Documents
(1) Original Copy

Applicant / Client

Remarks:

Air Carriers shall submit supporting documents for the remittance of the Passenger Service
Charge (PSC) for Unflown/Expired Tickets, with the following details:

Date of Ticket Issue
Flight Number and Date
Document/Ticket Number/Reference Code
PSC Collected

 

C. Payment for Miscellaneous Fees and Other Charges

Sub Situational Requirement/s

C.a. Accounting Clearance

C.a.1. Order of Payment
(1) Original Copy

Manila International Airport
Authority - Accounting Division
(Ground Floor Manila
International Airport Authority
Administration Building, MIA
Road, Ninoy Aquino
International Airport Complex,
Pasay City)

C.b. Advance and Deposit Payment or Security Deposits

C.b.1. Order of Payment
(1) Original Copy

Manila International Airport
Authority - Business & Real
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Estate Investment
Development Division (BRIDD)
/ Commercial Services
Department (2nd Floor Manila
International Airport Authority
Administration Building, MIA
Road, Ninoy Aquino
International Airport Complex,
Pasay City)

C.c. Bidding Documents

C.c.1. Order of Payment
(1) Original Copy

Manila International Airport
Authority - Bids and Awards
Committee (4th Floor Manila
International Airport Authority
Administration Building, MIA
Road, Ninoy Aquino
International Airport Complex,
Pasay City)

C.d. Cash Bond

C.d.1. Order of Payment
(1) Original Copy

Manila International Airport
Authority - Legal Office (3rd
Floor Manila International
Airport Authority Administration
Building, MIA Road, Ninoy
Aquino International Airport
Complex, Pasay City)

C.e. Permit Fee for New Construction, Major or Minor
Renovation/Repair/Excavation/Demolition/Dismantling, and Utility Service Installation

C.e.1. Order of Payment
(1) Original Copy

Manila International Airport
Authority - Office of the
Assistant General Manager for
Engineering (4th Floor Manila
International Airport Authority
Administration Building, MIA
Road, Ninoy Aquino
International Airport Complex,
Pasay City)

CLIENT STEPS AGENCY ACTION FEES TO
BE PAID

PROCESSIN
G TIME

PERSON
RESPONSIB

LE
(Designation;

Office)

1. Present the
document(s)
applicable to the
payment, as follows:
a. Manila
International Airport

1.1. Receive and
review presented
documents.

None 3 minute/s Credit
Officer;
Collection
Division
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Authority Billing
Statement b.
International/Domesti
c Passenger Service
Charge Remittance
Report for
Unflown/Expired
Tickets c. Order of
Payment
Location:

Collection Division -
Ground Floor
Administration
Building Manila
International Airport
Authority, MIA Road,
Ninoy Aquino
International Airport
Complex, Pasay City

Notes/Instruction:

If payment is net of
Tax submit the
Certificate of
Creditable Tax
Withheld at Source
(Bureau of Internal
Revenue Form
2307).

1.2. Compute the
breakdown of
payment with the
corresponding Value
Added Tax (VAT), if
any, and requires the
submission of
Certificate of
Creditable Tax
Withheld at Source
(BIR Form 2307) if
payment is net of tax.

5 minute/s Credit
Officer;
Collection
Division

*For Payment thru
Cash
2.A.Pay the
corresponding fees in
cash. Fill out the
Client Satisfaction
Measurement Form.
Location:

Collection Division,
Ground Floor
Administration
Building Manila
International Airport
Authority, MIA Road,
Ninoy Aquino
International Airport
Complex, Pasay City

2.A.1. Count and
verify the authenticity
of the bill.

Formula
Fees
Breakdown:
Rental,
Concession
Privilege Fee
and Garbage
Collection
Fee Billing,
Remittance
for
Passenger
Service
Charge for
Unflown/Expi
red Tickets,
and Order of
Payment for
Miscellaneou
s and Other
Charges

5 minute/s Credit
Officer;
Collection
Division

2.A.2. Issue Manila
International Airport
Authority Invoice and
give change, if any.
Request the client to
accomplish the Client
Satisfaction
Measurement Form.

5 minute/s Credit
Officer;
Collection
Division
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*For Payment thru
check
2.B.Pay the
corresponding fees in
check. Fill out the
Client Satisfaction
Measurement Form.
Location:

Collection Division -
Ground Floor
Administration
Building Manila
International Airport
Authority, MIA Road,
Ninoy Aquino
International Airport
Complex, Pasay City

2.B.1. Verify the
details of the check
presented as to 1.
Date 2. Amount in
words and figures 3.
Payable to Manila
International Airport
Authority 4. Signature

Formula
Fees
Breakdown:
Rental,
Concession
Privilege Fee
and Garbage
Collection
Fee Billing,
Remittance
for
Passenger
Service
Charge for
Unflown/Expi
red Tickets,
and Order of
Payment for
Miscellaneou
s and Other
Charges

5 minute/s Credit
Officer;
Collection
Division

2.B.2. Issue Manila
International Airport
Authority Invoice.
Request the client to
accomplish the Client
Satisfaction
Measurement Form.

5 minute/s Credit
Officer;
Collection
Division

Total Processing Time:

*For Payment thru Cash Working Days: 18 minute/s

*For Payment thru check Working Days: 18 minute/s

Total Processing Fee:

*For Payment thru Cash Total Standard Fee: None

See other fees below

*For Payment thru check Total Standard Fee: None

See other fees below

Formula / Schedule of Fees

Rental, Concession Privilege Fee and Garbage Collection Fee Billing, Remittance for
Passenger Service Charge for Unflown/Expired Tickets, and Order of Payment for
Miscellaneous and Other Charges

1. Rental Billing = Area x Rental rate per square meter plus 12% Vat per month

2. Concessions Privilege Fee (CPF) =  the amount or rate varies depending on the type of
business plus 12% Vat per month

3. Garbage Collection Fee =Php 300 or 1% of the total rental fee, whichever is higher, plus
12% (Vat) per month

4. Remittance for Passenger Service Charge on Unflown/Expired Tickets = Number of
Unflown/Expired Tickets x Amount of Passenger Service Charge
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5. Miscellaneous and other Charges

- Accounting Clearance = Php100.00 plus 12% vat

- One (1) Month Advance = Rental Rate per square meter x Area (sq.m) plus CPF plus 12%
Vat

- Three (3) Months Deposits = Rental Rate per square meter x Area (sq.m.) plus CPF x three
(3) months

- Bidding Documents = depends on the amount of the project pursuant to R.A. No. 12009 or
the New Government Procurement Act.

- Cash Bond = 5% of the total cost of the project

- Manila International Airport Authority (MIAA) Permit Fee per Memorandum Circular No. 22,
Series of 2023

Types of Permits Approved Rates

New Construction / Major

Renovation / Repair / Excavation
/Demolition

Php 2,119.35 /application/lease area

(Inclusive of Value Added Tax)

Minor

Renovation / Repair / Excavation
/Dismantling

Php 635.80/application/lease area

(Inclusive of Value Added Tax)

Utility Service Installation
Php 635.80/application/utlility

(Inclusive of Value Added Tax)
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4. Refund of Passenger Service Charge (PSC) - Individual Transaction

Processing of refund claims for International Passenger Service Charge (IPSC ) of locally-
exempted passengers after departure as well as refund claims for International/Domestic
Passenger Sevice Charge on unflown expired airline tickets.

Office or Division: Collection Division

Classification: Simple

Type of Transaction: G2C (Government to Citizen)

Who may avail:

Overseas Filipino Workers (OFW) with a departure date on or before
September 13, 2024, or prior the takeover of New NAIA Infra Corp.
operations at Ninoy Aquino International Airport and passengers with
unrefunded Passenger Service Charge (PSC) on unused or expired
airline tickets with departure date from August 1, 2012 for domestic
flights and February 1, 2015 for international flights.

 

 

Operating Hours: 8:00 AM - 5:00 PM

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

For Situational Requirement

A. For Overseas Filipino Workers

A.1. Duly accomplished Refund Declaration Form
(1) Original Copy

Manila International Airport
Authority - Collection Division

A.2. Overseas Employment Certificate (OEC)
(1) Original Copy Or (1) Electronic Copy

Department of Migrant
Workers - Main Office or
Regional Offices / Online
Department of Migrant
Workers eRegistration or
Balik-Manggagawa System /
Authorized Department of
Migrant Workers Offices or
Philippine Overseas Labor
Office abroad.

A.3. Proof of Passenger Service Charge
Any of the following:

A.3.A. Passenger Ticket
(1) Original Copy

Applicant / Client
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Remarks:

Passenger Ticket must have ("LI") code.

---- OR ----

A.3.B. Itinerary Receipt
(1) Original Copy

Applicant / Client

Remarks:

Itinerary Receipt must have ("LI") code.

---- OR ----

A.3.C. Official Receipt
(1) Original Copy

Applicant / Client

Remarks:

Official Receipt must have ("LI") code.

---- OR ----

A.3.D. Invoice
(1) Original Copy

Applicant / Client

Remarks:

Invoice must have ("LI") code.

A.4. Proof of Departure
Any of the following:

A.4.A. Boarding Pass
(1) Original Copy Or (1) Photo Copy

Applicant / Client

---- OR ----

A.4.B. Passport
(1) Photo Copy

Applicant / Client

Remarks:

The photocopy of the Passport must clearly show the passenger's identity and date of
departure.

---- OR ----

A.4.C. Certificate from Air Carrier
(1) Original Copy

Air Carrier - Authorized Offices
of the respective Air Carriers

Remarks:

49



The certificate from the Air Carrier must clearly indicate the passenger's identity, flight
date, and flight number.

A.5. One (1) valid government-issued Identification Card with photograph

Passport - Department of Foreign Affairs
Unified Multi-Purpose Identification Card (UMID ID) - Social Security System (SSS) or
Government Service Insurance System (GSIS)
Drivers License - Land Transportation Office
Professional Regulation Commission Identification Card - Professional Regulation
Commission
Voters Identification Card - Commission on Elections
Postal Identification Card - Philippine Postal Corporation
National Identification Card - Philippine Statistics Authority

Sub Situational Requirement/s

A.a. Additional requirements if the refund is claimed through a representative

A.a.1. Special Power of Attorney
(1) Original Copy

Applicant / Client

A.a.2. One (1) valid government issued Identification Card of the authorized representative
with photograph

Passport - Department of Foreign Affairs
Unified Multi-Purpose Identification Card (UMID ID) - Social Security System (SSS) or
Government Service Insurance System (GSIS)
Drivers License - Land Transportation Office
Professional Regulation Commission Identification Card - Professional Regulation
Commission
Voters Identification Card - Commission on Elections
Postal Identification Card - Philippine Postal Corporation
National Identification Card - Philippine Statistics Authority

B. For Unflown/Expired Tickets

B.1. Refund Declaration Form
(1) Original Copy

Manila International Airport
Authority - Collection Division

B.2. Copy of the Passenger Ticket
(1) Original Copy Or (1) Electronic Copy

Applicant / Client

Remarks:

Passenger Ticket must have locator number and "LI" code.

B.3. One (1) valid government-issued Identification Card with photograph

Passport - Department of Foreign Affairs
Unified Multi-Purpose Identification Card (UMID ID) - Social Security System (SSS) or
Government Service Insurance System (GSIS)
Drivers License - Land Transportation Office
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Professional Regulation Commission Identification Card - Professional Regulation
Commission
Voters Identification Card - Commission on Elections
Postal Identification Card - Philippine Postal Corporation
National Identification Card - Philippine Statistics Authority

Sub Situational Requirement/s

B.a. Additional requirements if the refund is claimed through a representative

B.a.1. Special Power of Attorney
(1) Original Copy

Applicant / Client

B.a.2. One (1) valid government-issued Identification Card of the authorized representative
with photograph

Passport - Department of Foreign Affairs
Unified Multi-Purpose Identification Card (UMID ID) - Social Security System (SSS) or
Government Service Insurance System (GSIS)
Drivers License - Land Transportation Office
Professional Regulation Commission Identification Card - Professional Regulation
Commission
Voters Identification Card - Commission on Elections
Postal Identification Card - Philippine Postal Corporation
National Identification Card - Philippine Statistics Authority

CLIENT STEPS AGENCY ACTION FEES TO
BE PAID

PROCESSIN
G TIME

PERSON
RESPONSIB

LE
(Designation;

Office)

1. Submit the duly
accomplished Refund
Declaration Form
(RDF) together with
the required
documents.
Location:

Collection Division -
Ground Floor
Administration
Building Manila
International Airport
Authority, MIA Road,
Ninoy Aquino
International Airport
Complex, Pasay City

1.1. Check the
completeness of
Refund Declaration
Form and the
required documents.
If complete, accept
the documents.

None 3 minute/s Credit
Officer;
Collection
Division

1.2. Prepare the
Passenger Service
Charge (PSC) refund
and provide an
acknowledgment
receipt for the
signature of the client
or their
representative.

7 minute/s Credit
Officer;
Collection
Division

2. Sign the
acknowledgment
receipt and return it to

2. Receive the signed
acknowledgment
receipt and release

None 5 minute/s Credit
Officer;
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the Credit Officer. Fill
out the Client
Satisfaction
Measurement Form.
Location:

Collection Division -
Ground Floor
Administration
Building Manila
International Airport
Authoriy, MIA Road,
Ninoy Aquino
International Airport
Complex, Pasay City

the Passenger
Service Charge
refund. Request the
client to accomplish
the Client Satisfaction
Measurement Form.

Collection
Division

Total Processing Time: Working Days: 15 minute/s

Total Processing Fee: Total Standard Fee: None
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5. Refund of Passenger Service Charge (PSC) –Group or Corporate
Transaction

Processing of refund claims for International Passenger Service Charge (PSC) of locally exempted
passengers after departure as well as refund claims for International/Domestic Passenger Service
Charge on unflown expired airline tickets for group/corporate.

Office or Division: Collection Division

Classification: Complex

Type of Transaction: G2B (Government to Business)

Who may avail:

Overseas Filipino Workers (OFW) with departure date on or before
September 13, 2024 or prior to the take-over of New NAIA Infra Corp.
operations at Ninoy Aquino International Airport (NAIA), and
passengers with unrefunded Passenger Service Charge(PSC) on
unused or expired airline tickets with departure date from August 1,
2012 for domestic flights and February 1, 2015 for international flights.

Operating Hours: 8:00 AM - 5:00 PM

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

For Situational Requirement

A. For Overseas Filipino Workers (OFW)

A.1. Duly accomplished Refund Declaration Form
(1) Original Copy

Manila International Airport
Authority - Collection Division

A.2. Overseas Employment Certificate (OEC)
(1) Original Copy Or (1) Electronic Copy

Department of Migrant
Workers - Department of
Migrant Workers main office or
regional offices / Online
Department of Migrant
Workers eRegistration or
Balik-Manggagawa System
/Authorized Department of
Migrant Workers Offices or
Philippine Overseas Labor
Offices abroad

A.3. Proof of Departure
Any of the following:

A.3.A. Boarding Pass
(1) Original Copy Or (1) Photo Copy

Applicant / Client

---- OR ----

A.3.B. Passport
(1) Photo Copy

Applicant / Client
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Remarks:

The photocopy of the passport must clearly show the passenger's identity and date of
departure.

---- OR ----

A.3.C. Certificate from Air Carrier
(1) Original Copy

Air Carrier - Authorized Offices
of the respective Air Carriers

Remarks:

The certificate from the Air Carrier must clearly indicate the passenger's identity, flight
date, and flight number.

A.4. Proof of Passenger Service Charge
Any of the following:

A.4.A. Passenger Ticket
(1) Original Copy

Applicant / Client

Remarks:

Passenger Ticket must have ("LI") code.

---- OR ----

A.4.B. Itinerary Receipt
(1) Original Copy

Applicant / Client

Remarks:

Itinerary Receipt must have ("LI") code.

---- OR ----

A.4.C. Official Receipt
(1) Original Copy

Applicant / Client

Remarks:

Official Receipt must have ("LI") code

---- OR ----

A.4.D. Invoice
(1) Original Copy

Applicant / Client

Remarks:

Invoice must have ("LI") code.

A.5. One (1) valid government-issued Identification Card with photograph
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Passport - Department of Foreign Affairs
Driver's License - Land Transportation Office
Unified Multi-Purpose Identification Card (UMID ID) - Social Security System (SSS) or
Government Service Insurance System (GSIS)
Postal Identification Card - Philippine Postal Corporation
Voter's Identification Card - Commisision on Elections
Professional Regulation Commission Identification Card - Professional Regulation
Commission
National Identification Card - Philippine Statistics Authority

Sub Situational Requirement/s

A.a. Additional requirements if the refund is claimed through a representative

A.a.1. Secretary's Certificate
(1) Original Copy

Applicant / Client

A.a.2. One (1) valid government-issued Identification Card of the authorized representative
with photograph

Passport - Department of Foreign Affairs
Driver's License - Land Transportation Office
Unified Multi-Purpose Identification Card (UMID ID) - Social Security System (SSS) or
Government Service Insurance System (GSIS)
Postal Identification Card - Philippine Postal Corporation
Voter's Identification Card - Commisision on Elections
Professional Regulation Commission Identification Card - Professional Regulation
Commission
National Identification Card - Philippine Statistics Authority

B. For Unflown/Expired Tickets

B.1. Duly accomplished Refund Declaration Form
(1) Original Copy

Manila International Airport
Authority - Collection Division

B.2. Copy of the Passenger Ticket
(1) Original Copy Or (1) Electronic Copy

Applicant / Client

Remarks:

Passenger Ticket must have locator number and "LI" code.

B.3. One (1) valid government-issued Identification Card with photograph

Passport - Department of Foreign Affairs
Driver's License - Land Transportation Office
Unified Multi-Purpose Identification Card (UMID ID) - Social Security System (SSS) or
Government Service Insurance System (GSIS)
Postal Identification Card - Philippine Postal Corporation
Voter's Identification Card - Commisision on Elections
Professional Regulation Commission Identification Card - Professional Regulation
Commission
National Identification Card - Philippine Statistics Authority
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Sub Situational Requirement/s

B.a. Additional requirements if the refund is claimed through a representative

B.a.1. Secretary's Certificate
(1) Original Copy

Applicant / Client

B.a.2. One (1) valid government-issued Identification Card of the authorized representative
with photograph

Passport - Department of Foreign Affairs
Driver's License - Land Transportation Office
Unified Multi-Purpose Identification Card (UMID ID) - Social Security System (SSS) or
Government Service Insurance System (GSIS)
Postal Identification Card - Philippine Postal Corporation
Voter's Identification Card - Commisision on Elections
Professional Regulation Commission Identification Card - Professional Regulation
Commission
National Identification Card - Philippine Statistics Authority

CLIENT STEPS AGENCY ACTION FEES TO
BE PAID

PROCESSIN
G TIME

PERSON
RESPONSIB

LE
(Designation;

Office)

1. Submit the duly
accomplished Refund
Declaration Form
(RDF) together with
the required
documents.
Location:

Collection Division -
Ground Floor
Administration
Building Manila
International Airport
Authority, MIA Road,
Ninoy Aquino
International Airport
Complex, Pasay City

1.1. Check the
completeness of
Refund Declaration
Form and the
required documents.
If complete, accept
the documents.

None 10 minute/s Credit
Officer;
Collection
Division

1.2. Summarize
corporate/group
claims, prepare
Request for Payment,
and affix initial before
forwarding to the
Officer-In-Charge,
Collection Division.

1 hour/s, 30
minute/s

Credit
Officer;
Collection
Division

1.3. Recommend
approval by affixing
signature on the
Request for Payment
and forward to the
Accounting Division.

1 hour/s Manager/O
fficer-In-
Charge ;
Collection
Division
Credit
Officer;
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Collection
Division

1.4. Receive Request
for Payment and all
supporting
documents from the
end- user and
perform the following
tasks: a. Record the
Request for Payment
b. Disseminate the
Request for Payment
to designated
accounting personnel
for preparation of
Disbursement
Voucher.

1 hour/s Senior
Corporate
Account
Analyst;
Accounting
Division

1.5. Perform the
following tasks: a.
Review all
documentary
requirements b. Verify
the nature and
amount of claim c.
Determine deductions
required by the
contract or law d.
Compute the tax, if
applicable e. Prepare
the Disbursement
Voucher f. Forward
Disbursement
Voucher to the end-
user for signature of
Box A.

1 working
day/s

Senior
Corporate
Account
Analyst;
Accounting
Division

1.6. Affix signature on
Box A of the
Disbursement
Voucher and forward
to the Budget
Division.

1 hour/s Manager;
Collection
Division
Credit
Officer ;
Collection
Division

1.7. Receive
Disbursement
Voucher from the
end-user and perform
the following action:
a. Record
Disbursement
Voucher in the
Registry b. Review

1 working
day/s

Corporate
Budget
Assistant ;
Budget
Division
Chief
Corporate
Budget
Officer;
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and affix initial in the
Disbursement
Voucher c. Affix
signature in the
Disbursement
Voucher and forward
to Accounting Division

Budget
Division
Manager/O
fficer-In-
Charge;
Budget
Division

1.8. Receive the
Disbursement
Voucher from Budget
Division and verify
whether: a. Box A of
Disbursement
Voucher is signed by
the end-user b.
Budget is available as
stamped by Budget
Division c. Prepare
Memo Brief for claims
more than ₱1 million
d. Initial of box B of
Disbursement
Voucher

6 hour/s Senior
Corporate
Accounts
Analyst;
Accounting
Division

1.9. a. Prepare Tax
Certificate b. Affix
initial on the Tax
Certificate c. Verify
the completeness of
the supporting
documents based on
the checklist

4 hour/s Accounting
Processor;
Accounting
Division
Senior
Corporate
Accountant
B;
Accounting
Division

1.10. Verify and sign
Box B of
Disbursement
Voucher

3 hour/s Manager/O
fficer-In-
Charge;
Accounting
Division

1.11. Forward
Disbursement
Voucher to the
Cashiering Division
for check
preparation'.

1 hour/s Senior
Corporate
Accounts
Analyst;
Accounting
Division

1.12. Receive
Disbursement
Voucher from
Accounting Division

1 hour/s Cashier C;
Cashiering
Division
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and verify cash
position.

1.13. Prepare check. 1 hour/s Cashier C;
Cashiering
Division

1.14. Review
prepared check and
affix initial on check
voucher.

1 hour/s Cashier B;
Cashiering
Division

1.15. Review and
sign check register,
affix initial on the
voucher and sign
check.

2 hour/s Manager/O
fficer-In-
Charge;
Cashiering
Division

1.16. For checks
below 100,000.00: a.
Receive check and
Disbursement
Voucher from
Cashiering Division b.
Forward to Finance
officer for Review of
check, Disbursement
Voucher and its
supporting
documents and initial
on the Disbursement
Voucher c. Forward to
Officer-In-
Charge/Manager,
Finance Department,
for signature on the
check and
Disbursement
Voucher. d. Proceed
to step 1.20

2 hour/s Secretary;
Finance
Departmen
t
Finance
Officer;
Finance
Departmen
t
Manager/O
fficer-In-
Charge;
Finance
Departmen
t

1.17. For checks
amounting to 100,001
– 500,000: a. Receive
check and
Disbursement
Voucher from
Cashiering Division b.
Forward to Finance
Officer for Review of
check, Disbursement
Voucher and
supporting
documents. c.
Forward to the

3 hour/s Secretary ;
Finance
Departmen
t
Finance
Officer;
Finance
Departmen
t
Manager/O
fficer-In-
Charge;
Finance
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Officer-In-
Charge/Manager,
Finance Department
for signature on the
check and initial on
the Disbursement
Voucher. d. Forward
to the Assistant
General Manager for
Finance and
Administration for
signature on the
check and
Disbursement
Voucher e. Proceed
to step 1.20

Departmen
t
Manager/O
fficer-In-
Charge;
Office of
the
Assistant
General
Manager
for Finance
and
Administrat
ion

1.18. For checks
amounting to 500,001
– 1,000,000: a.
Receive check and
Disbursement
Voucher from
Cashiering Division b.
Forward to Officer-In-
Charge/ Manager,
Finance Department
to affix initial on the
check and
Disbursement
Voucher. c. Forward
to the Assistant of the
General Manager for
Finance and
Administration to affix
initial on the
Disbursement
Voucher and
signature on the
check. d. Forward to
the Senior Assistant
General Manager to
affix signature on the
check and
Disbursement
Voucher. e. Proceed
to step 1.20

4 hour/s Secretary;
Finance
Departmen
t
Finance
Officer;
Finance
Departmen
t
Manager/O
fficer-In-
Charge;
Finance
Departmen
t
Manager/O
fficer-In-
Charge;
Office of
the
Assistant
General
Manager
for Finance
and
Administrat
ion
Senior
Assistant
General
Manager;
Office of
the Senior
Assistant
General
Manager
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1.19. For checks
above 1,000,000: a.
Receive check and
Disbursement
Voucher from
Cashiering Division b.
Forward to Officer-In-
Charge/Manager,
Finance Department
to affix initial on the
check and
Disbursement
Voucher c. Forward to
Assistant General
Manager for Finance
and Administration to
affix initial on the
check and
Disbursement
Voucher d. Forward
to Senior Assistant
General Manager to
affix signature on the
check and initial on
the Disbursement
Voucher. e. Forward
to General Manager
to affix signature on
the check and
Disbursement
Voucher.

5 hour/s Secretary;
Finance
Departmen
t
Finance
Officer;
Finance
Departmen
t
Manager/O
fficer-In-
Charge;
Finance
Departmen
t
Manager/O
fficer-In-
Charge;
Office of
the
Assistant
General
Manager
for Finance
and
Administrat
ion
Senior
Assistant
General
Manager;
Office of
the Senior
Assistant
General
Manager
General
Manager;
Office of
the
General
Manager

1.20. Receive signed
/ approved checks
from Finance
Department/ Office of
the Assistant General
Manager for Finance
and Administration /
Office of the Senior
Assistant General

1 hour/s Cashier B
or C;
Cashiering
Division
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Manager /Office of
the General Manager.

1.21. Inform the client
that the check/s are
available for release
thru email, phone via
call/text message.

1 hour/s Cashier B;
Cashiering
Division

2. Receive advice
and proceed to the
Cashiering Division to
receive the check and
sign in the logbook.
Fill out the Client
Satisfaction
Measurement Form.
Location:

Cashiering Division,
Ground Floor Manila
International Airport
Authority
Administration
Building, MIA Road,
Ninoy Aquino
International Airport
Complex, Pasay City

Notes/Instruction:

Present a valid
government-issued
Identification Card
and Authorization
Letter if the claim is
made through a
representatives

2. Issue the check to
the client and record
in the logbook for
acknowledgement of
client. Request the
client to accomplish
the Client Satisfaction
Measurement Form.

None 5 minute/s Cashier C;
Cashiering
Division

Total Processing Time: Working Days: 6 working day/s, 7 hour/s, 45
minute/s

Total Processing Fee: Total Standard Fee: None
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Procurement Division
External Services

63



1. Registration of Suppliers/Contractors

This service facilitates the registration of suppliers and contractors for the Manila International
Airport Authority (MIAA) in support of its small value procurement activities. It covers the
processing and evaluation of supplier and contractor applications, verification of required
documents, and the approval and issuance of Certificate of Registration to eligible suppliers and
contractors. This process ensures that only qualified and compliant suppliers and contractors
participate in the procurement of goods and services in accordance with Republic Act No. 12009
(New Government Procurement Act).

Office or Division: Procurement Division

Classification: Simple

Type of Transaction: G2B (Government to Business)

Who may avail: Unregistered Suppliers and Contractors

Operating Hours: 8:00 AM - 5:00 PM

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

For Standard Requirement

1. Application for Registration Form (F-PRO-F-001 rev.1)
(1) Original Copy

Manila International Airport
Authority (MIAA) -
Procurement Division

Remarks:

Duly accomplished

2. Company Profile
(1) Certified True Copy

Applicant / Client

3. Mayor's Permit
(1) Certified True Copy

Local Government Unit (LGU)
- Business Permits and
Licensing Office (BPLO), or its
equivalent

Remarks:

City or municipality where the principal place of business of the prospective bidder is located.

4. Tax Clearance Certificate
(1) Certified True Copy

Bureau of Internal Revenue
(BIR) - Revenue Regional
Office or National Office

5. Philippine Government Electronic Procurement System
(PhilGEPS) Certificate of Registration
(1) Certified True Copy

Procurement Service -
Department of Budget and
Management (PS-DBM) - This
can be filed online through the
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Philippine Government
Electronic Procurement
System (PhilGEPS) website

6. Audited Financial Statements
(1) Certified True Copy

Applicant / Client

Remarks:

Stamped "received" by the Bureau of Internal Revenue (BIR) or its duly accredited and
authorized institutions, for the immediately preceding calendar year, showing among others
the current assets and liabilities

7. Latest Annual Income Tax Return
(1) Certified True Copy

Bureau of Internal Revenue
(BIR) - This can be filed online
through the Bureau of Internal
Revenue (BIR) website

8. Latest Business Tax Return
(1) Certified True Copy

Bureau of Internal Revenue
(BIR) - This can be filed online
through the Bureau of Internal
Revenue (BIR) website

Remarks:

BIR Forms 2550M and 2550Q

9. Omnibus Sworn Statement by the bidders or its duly
authorized representative
(1) Original Copy

Government Procurement
Policy Board (GPPB) - This is
available on the Government
Procurement Policy Board
(GPPB) website under the
New Government
Procurement Act (NGPA)
Standard Forms

Remarks:

Form prescribed by the Government Procurement Policy Board (GPPB). Duly notarized.

For Situational Requirement

A. If sole proprietorship

A.1. Department of Trade and Industry (DTI) Registration
(1) Certified True Copy

Department of Trade and
Industry (DTI) - Negosyo
Centers - Program
Management Office and
Negosyo Centers (NC)

B. If partnership or corporation

B.1. Securities and Exchange Commission (SEC)
Registration

Securities and Exchange
Commission (SEC) - Company
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(1) Certified True Copy Registration and Monitoring
Department

Sub Situational Requirement/s

B.a. If Joint Venture Agreement

B.a.1. Duly notarized statements from all the potential joint
venture partners
(1) Original Copy

Applicant / Client

Remarks:

Stating that they will enter into and abide by the provisions of the Joint Venture Agreement
(JVA)

C. If cooperative

C.1. Cooperative Development Authority (CDA) Registration
(1) Certified True Copy

Cooperative Development
Authority (CDA) - Central
Office

CLIENT STEPS AGENCY ACTION FEES TO
BE PAID

PROCESSIN
G TIME

PERSON
RESPONSIB

LE
(Designation;

Office)

1. Submit the
accomplished
Application for
Registration Form
with complete
documentary
requirements
enumerated above.
Location:

Procurement Division,

2F MIAA
Administration
Building,

MIA Road, Pasay City

 

1.1. Receive the
accomplished
Application for
Registration Form
with complete
requirements.

None 10 minute/s Procureme
nt Officer
B;
Procureme
nt Division

1.2. Review and
evaluate submitted
documents for
approval.

40 minute/s Procureme
nt Officer
B;
Procureme
nt Division

1.3. Prepare the
Certificate of
Registration for
signature of
Manager/OIC,
Procurement Division

2 hour/s Procureme
nt Officer
B;
Procureme
nt Division
Manager/O
fficer-In-
Charge;
Procureme
nt Division
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2. Receive the signed
Certificate of
Registration.
Location:

Procurement Division,

2F MIAA
Administration
Building,

MIA Road, Pasay City

2. Issue the signed
Certificate of
Registration and
maintain a file copy.

None 5 minute/s Procureme
nt Officer
B;
Procureme
nt Division

3. Fill out the Client
Satisfaction
Measurement Form
Location:

Procurement Division,

2F MIAA
Administration
Building,

MIA Road, Pasay City

3. Provide Client
Satisfaction Form for
accomplishment

None 5 minute/s Procureme
nt Officer
B;
Procureme
nt Division

Total Processing Time: Working Days: 3 hour/s

Total Processing Fee: Total Standard Fee: None
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General Services Division
External Services
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1. Preparation of Request for Payment for Service Rendered by Service
Provider / Contractor (Garbage Collection)

This service handles the preparation and processing of payment requests for service providers/
contractors providing garbage and trash collection services. It involves verifying service
accomplishment reports, validating the volume and quality of work delivered, and preparing the
necessary Request for Payment documents in compliance with government accounting and
procurement rules. This service is essential in ensuring timely and accurate payment to
contractors, which sustains reliable solid waste collection.

Office or Division: General Services Division

Classification: Highly Technical

Type of Transaction: G2B (Government to Business)

Who may avail: Service Provider/Contractor for Garbage Collection

Operating Hours: 8:00 AM - 5:00 PM

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

For Standard Requirement

1. Statement of Account
(1) Original Copy

Applicant / Client

2. Service Invoice
(1) Original Copy

Applicant / Client

3. Notarized Sworn Affidavit
(1) Original Copy

Applicant / Client

Remarks:

Certification stating the service provider complied with the following requirement as stipulated
in the Terms of Reference:

A. Human Resource Requirements

B. Duties and Responsibilities

C. Employees Uniform

D. Supplies Requirement

E. Equipment requirement

F. Key Performance Indicator

G. Supervision and control

H. Payment of salaries
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I. Fees, permit and licenses

J. Replacement and or additional personnel

K. Department of Labor and Employment Wage Order

4. PAG-IBIG Fund Proof of Remittance
(1) Photo Copy

Home Development Mutual
Fund (Pag-IBIG) - to be
determined

Remarks:

Covering period must be the same with the billing period.

Sub Requirement

4.A. Contribution Remittance Report

4.A.1. Contribution Remittance Report
(1) Original Copy Or (1) Photo Copy

Home Development Mutual
Fund (Pag-IBIG Fund) - to be
determined

4.B. Validated Payment Instruction Form (PIF) / Official Receipt

4.B.1. Validated Payment Instruction Form (PIF) / Official
Receipt
(1) Original Copy Or (1) Photo Copy

Home Development Mutual
Fund - to be determined

5. PHILHEALTH Proof of Remittance
(1) Photo Copy

Applicant / Client

Remarks:

Covering period must be the same with the billing period.

Sub Requirement

5.A. Contribution Remittance Report

5.A.1. Contribution Remittance Report
(1) Original Copy And (1) Photo Copy

PHILHEALTH - to be
determined

5.B. Validated Payment Instruction Form (PIF) / Official Receipt

5.B.1. Validated Payment Instruction Form (PIF) / Official
Receipt
(1) Original Copy And (1) Photo Copy

PHILHEALTH - to be
determined

6. Social Security System (SSS) Proof of Remittance
(1) Photo Copy

Social Security System - to be
determined

Remarks:

Covering period must be the same with the billing period.
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7. Bureau of Internal Revenue (BIR) deposit slip and
remittance return income taxes
(1) Photo Copy

Bureau of Internal Revenue -
to be determined

8. Official Receipt of Fuel Expenses (Diesel of Garbage
Truck)
(1) Photo Copy

Applicant / Client

9. Hauling Service Monitoring Report
(1) Original Copy

Applicant / Client

10. Payroll with signatures
(1) Original Copy

Applicant / Client

11. Attendance Sheet
(1) Original Copy

Applicant / Client

12. Deployment Sheet
(1) Original Copy

Applicant / Client

13. Schedule of Hauling Activity
(1) Original Copy

Applicant / Client

For Situational Requirement

A. Billing Adjustment due to implementation of Wage Increase

A.1. Wage Order
(1) Photo Copy

Department of Labor and
Employment - Regional
Tripartite Wages and
Productivity Board- NCR

CLIENT STEPS AGENCY ACTION FEES TO
BE PAID

PROCESSIN
G TIME

PERSON
RESPONSIB

LE
(Designation;

Office)

1. Submit complete
requirements to the
General Services
Division
Location:

General Services
Division, 2nd floor,
MIAA Administration
Building

1.1. Accept and
record the documents
based on the required
checklist.

None 5 minute/s Clerk
Processor
B; General
Services
Division

1.2. Check, review
and verify submitted
documents against
Terms of Reference
requirements.

1 working
day/s

Agriculturis
t II;
General
Services
Division

1.3. Prepare Request
for Payment and
Certificate of
Satisfactory
Performance. For
initial billing, attach
Notice of Award,

30 minute/s Agriculturis
t II;
General
Services
Division
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Notice to Proceed
and Performance
Bond.

1.4. Verify documents
and affix initial on
Request for Payment
and Certificate of
Satisfactory
Performance and
forward to the
Manager, General
Services Division for
approval and
signature.

1 hour/s Transport
Officer B;
General
Services
Division

1.5. Sign Request for
Payment and
Certification of
Satisfactory
Performance and
forward to Clerk
Processor B for
reproduction of
documents.

3 hour/s Manager;
General
Services
Division

1.6. Photocopy the
documents and
forward to
Administrative
Department for
notation.

1 hour/s Clerk
Processor
B; General
Services
Division

1.7. Receive Request
for Payment and all
supporting
documents from the
end-user and perform
the following tasks: a.
Record and review
documentary
requirements and
endorse to Officer-In-
Charge for notation.
b. Officer-in-Charge
to sign the Request
for Payment and
Certificate of
Satisfactory
requirements. c.
Forward to
Accounting Division.

3 hour/s Secretary;
Administrat
ive
Departmen
t
Officer-In-
Charge;
Administrat
ive
Departmen
t

1.8. Receive Request
for Payment (RFP)

1 hour/s Sr.
Corporate
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and all supporting
documents from the
Administrative
Department and
perform the following
tasks: a. Record the
RFP b. Disseminate
the RFP to
designated
accounting personnel
for preparation of
Disbursement
Voucher (DV), if in
order.

Accounts
Analyst ;
Accounting
Division

1.9. Perform the
following tasks: a.
Review all
documentary
requirements b. Verify
the nature and
amount of claim c.
Determine deductions
required by the
contract or law d.
Compute tax, if
applicable e. Prepare
Disbursement
Voucher (DV) f.
Forward DV to the
end-user for signature
of Box A.

1 working
day/s

Sr.
Corporate
Accounts
Analyst ;
Accounting
Division

1.10. Affix signature
on Box A of the
Disbursement
Voucher (DV)

3 hour/s Manager;
General
Services
Division

1.11. Received DV
from end-user and
perform the following
action: a. Verify the
DV with the approved
budget. b. Review
and affix inital in the
DV. c. Affix signature
in the DV and forward
to Accounting
Division.

1 working
day/s

Corporate
Budget
Assistant;
Budget
Division
Corporate
Budget
Analyst;
Budget
Division
Corporate
Budget
Speacialist
; Budget
Division
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Manager;
Budget
Division

1.12. Receive the DV
from the Budget
Division and verify
whether: a. Box A of
DV is signed by the
end-user b. Budget if
available as stamped
by Budget Division c.
Prepare Memo Brief
for claims more than
1 million d. Initial of
box B of DV

6 hour/s Sr.
Corporate
Accounts
Analyst;
Accounting
Division

1.13. a. Prepare tax
certificate b. Affix
initial on the tax
certificate c. Verify the
completeness of the
supporting
documents based on
the checklist

4 hour/s Accounting
Processor ;
Accounting
Division
Sr.
Corporate
Account B
;
Accounting
Division

1.14. Verify and sign
Box B of DV

3 hour/s Manager;
Accounting
Division

1.15. Forward DV to
the Cashiering
Division for check
preparation

1 hour/s Sr.
Corporate
Accounts
Analyst ;
Accounting
Division

1.16. Receive
voucher from
Accounting Division
and verify cash
position

1 hour/s Cashiering
B/C;
Cashiering
Division

1.17. Prepare Check 1 hour/s Cashier C;
Cashiering
Division

1.18. Review
prepared check and
affix initial in check
voucher

1 hour/s Cashier B;
Cashiering
Division

1.19. Review and
sign check register,

2 hour/s Manager/O
IC;
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affix initial on the
voucher and sign
check

Cashiering
Division

1.20. a. Receive
check and DV from
Cashiering Division b.
For Checks below
100,000.00 forward to
Finance Officer fo
review of check, DV
and its supporting
documents and initial
on the DV c. Forward
to OIC, Manager for
signature on the
check and DV. d.
Proceed to step 1.23

2 hour/s Secretary;
Finance
Departmen
t
Finance
Officer;
Finance
Departmen
t
Manager/O
IC;
Finance
Departmen
t

1.21. For checks
amounting to
100,001-500,000: a.
Forward to Finance
Officer for review
check, DV and its
supporting
documents. b.
Forward to the OIC/
Manager Finance
Department for
signature on the
check and initial on
the disbursement
voucher c. Forward to
the AGMFA. For
signature on the
check and DV. d.
Proceed to step 1.23

3 hour/s Secretary;
Finance
Departmen
t
Finance
Officer;
Finance
Departmen
t
Manager/O
IC;
Finance
Departmen
t
Manager;
Office of
the
Assistant
General
Manager
for Finance
and
Administrat
ion

1.22. For checks
amounting to
500,001-1,000,000: a.
Forward to
OIC/Manager
Finance Department
to affix initial on the
check and DV

4 hour/s Secretary;
Finance
Departmen
t
Finance
Officer;
Finance
Departmen
t
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Manager/O
IC;
Finance
Departmen
t
Manager;
Office of
the
Assistant
General
Manager
for Finance
and
Administrat
ion
Senior
Asst.
General
Manager;
Office of
the Senior
Assistant
General
Manager

1.23. For checks
above 1,000,000: a.
Forward to OIC,
Manager to affix initial
on the check and DV
b. Forward to AGMFA
to affix initial on the
check and DV c.
Forward to SAGM to
affix signature on the
check and initial on
the DV d. Forward to
GM to affix signature
on the check and DV

5 hour/s Secretary;
Finance
Departmen
t
Finance
Officer;
Finance
Departmen
t
Manager/O
IC;
Finance
Departmen
t
Manager;
Office of
the
Assistant
General
Manager
for Finance
and
Administrat
ion
Senior
Asst.
General
Manager;
Office of
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the Senior
Assistant
General
Manager
General
Manager;
Office of
the
General
Manager

1.24. Receive signed/
approved checks
from Finance
Department/ AGMFA/
SAGM/ GM office

1 hour/s Cashier C;
Cashiering
Division

1.25. Inform the client
that the check/s are
available for release
thru email, phone via
call/text

1 hour/s Cashier B;
Cashiering
Division

2. Receive advice
and proceed to
Cashiering Division to
receive the check and
sign in the logbook.
Accomplish the Client
Satisfaction
Measurement Form.
Location:

Cashiering Division,
Ground floor, MIAA
Admin Bldg.

2. Issue the check to
client and record in
the logbook for
acknowledgement of
client. Request the
client to accomplish
the Client Satisfaction
Measurement Form.

None 5 minute/s Cashier C;
Cashiering
Division

Total Processing Time: Working Days: 8 working day/s, 7 hour/s, 40
minute/s

Total Processing Fee: Total Standard Fee: None
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2. Preparation of Request for Payment for Service Rendered by Service
Provider / Contractor (Housekeeping Services)

This service facilitates the preparation  and processing of Request for Payment (RFP) for
housekeeping services rendered by service providers/contractors. It ensures timely and accurate
payment for cleaning, sanitation and related maintenance services  in accordance with contract
terms. The process includes verification of accomplished services, confirmation of compliance with
performance standards, preparation of billing documents and endorsement for approval and
payment. 

Office or Division: General Services Division

Classification: Highly Technical

Type of Transaction: G2B (Government to Business)

Who may avail: Service Provider/Contractor for Housekeeping Services.

Operating Hours: 8:00 AM - 5:00 PM

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

For Standard Requirement

1. Statement of Account
(1) Original Copy

Applicant / Client

2. Service Invoice
(1) Original Copy

Applicant / Client

3. Notarized Sworn Affidavit
(1) Original Copy

Applicant / Client

Remarks:

Certification stating the service provider complied with the following requirement as stipulated
in the Terms of Reference:

A. Human Resource Requirements

B. Duties and Responsibilities

C. Employees Uniform

D. Supplies Requirement

E. Equipment requirement

F. Key Performance Indicator

G. Supervision and control

H. Payment of salaries
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I. Fees, permit and licenses

J. Replacement and or additional personnel

K. Department of Labor and Employment Wage Order

4. Proof of Payment of Performance Bond
(1) Photo Copy

Applicant / Client

5. PAG-IBIG Fund Proof of Remittance
(1) Photo Copy

Home Development Mutual
Fund (Pag-IBIG) - to be
determined

Remarks:

Covering period must be the same with the billing period.

Sub Requirement

5.A. Contribution Remittance Report

5.A.1. Contribution Remittance Report
(1) Original Copy Or (1) Photo Copy

Home Development Mutual
Fund (Pag-IBIG Fund) - to be
determined

5.B. Validated Payment Instruction Form (PIF) / Official Receipt

5.B.1. Validated Payment Instruction Form (PIF) / Official
Receipt
(1) Original Copy Or (1) Photo Copy

Home Development Mutual
Fund - to be determined

6. PHILHEALTH Proof of Remittance
(1) Photo Copy

Applicant / Client

Remarks:

Covering period must be the same with the billing period.

Sub Requirement

6.A. Contribution Remittance Report

6.A.1. Contribution Remittance Report
(1) Original Copy And (1) Photo Copy

PHILHEALTH - to be
determined

6.B. Validated Payment Instruction Form (PIF) / Official Receipt

6.B.1. Validated Payment Instruction Form (PIF) / Official
Receipt
(1) Original Copy And (1) Photo Copy

PHILHEALTH - to be
determined

7. Social Security System (SSS) Proof of Remittance
(1) Photo Copy

Social Security System - to be
determined

Remarks:
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Covering period must be the same with the billing period.

8. Bureau of Internal Revenue (BIR) deposit slip and
remittance return income taxes
(1) Photo Copy

Bureau of Internal Revenue -
to be determined

9. Delivery transmittal of housekeeping supplies (monthly,
quarterly, and annual)
(1) Original Copy

Applicant / Client

10. Monthly Manpower Deployment Schedule
(1) Original Copy

Applicant / Client

11. Daily Deployment Sheet
(1) Original Copy

Applicant / Client

12. Summary of Manpower
(1) Original Copy

Applicant / Client

13. Payroll with signatures
(1) Original Copy

Applicant / Client

14. Tools and Equipment
(1) Original Copy

Applicant / Client

For Situational Requirement

A. Billing Adjustment due to implementation of Wage Increase

A.1. Wage Order
(1) Photo Copy

Department of Labor and
Employment - Regional
Tripartite Wages and
Productivity Board- NCR

CLIENT STEPS AGENCY ACTION FEES TO
BE PAID

PROCESSIN
G TIME

PERSON
RESPONSIB

LE
(Designation;

Office)

1. Submit complete
requirements to the
General Services
Division
Location:

General Services
Division, 2nd floor,
MIAA Administration
Building

1.1. Accept and
record the documents
based on the required
checklist.

None 5 minute/s Clerk
Processor
B; General
Services
Division

1.2. Check, review
and verify submitted
documents against
Terms of Reference
requirements.

1 working
day/s

Agriculturis
t II;
General
Services
Division

1.3. Prepare Request
for Payment and
Certificate of
Satisfactory

30 minute/s Agriculturis
t II;
General
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Performance. For
initial billing, attach
Notice of Award,
Notice to Proceed
and Performance
Bond.

Services
Division

1.4. Verify documents
and affix initial on
Request for Payment
and Certificate of
Satisfactory
Performance and
forward to the
Manager, General
Services Division for
approval and
signature.

1 hour/s Transport
Officer B;
General
Services
Division

1.5. Sign Request for
Payment and
Certification of
Satisfactory
Performance and
forward to Clerk
Processor B for
reproduction of
documents.

3 hour/s Manager;
General
Services
Division

1.6. Photocopy the
documents and
forward to
Administrative
Department for
notation.

1 hour/s Clerk
Processor
B; General
Services
Division

1.7. Receive Request
for Payment and all
supporting
documents from the
end-user and perform
the following tasks: a.
Record and review
documentary
requirements and
endorse to Officer-In-
Charge for notation.
b. Officer-in-Charge
to sign the Request
for Payment and
Certificate of
Satisfactory
requirements. c.

3 hour/s Secretary;
Administrat
ive
Departmen
t
Officer-In-
Charge;
Administrat
ive
Departmen
t
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Forward to
Accounting Division.

1.8. Receive Request
for Payment (RFP)
and all supporting
documents from the
Administrative
Department and
perform the following
tasks: a. Record the
RFP b. Disseminate
the RFP to
designated
accounting personnel
for preparation of
Disbursement
Voucher (DV), if in
order.

1 hour/s Sr.
Corporate
Accounts
Analyst ;
Accounting
Division

1.9. Perform the
following tasks: a.
Review all
documentary
requirements b. Verify
the nature and
amount of claim c.
Determine deductions
required by the
contract or law d.
Compute tax, if
applicable e. Prepare
Disbursement
Voucher (DV) f.
Forward DV to the
end-user for signature
of Box A.

1 working
day/s

Sr.
Corporate
Accounts
Analyst ;
Accounting
Division

1.10. Affix signature
on Box A of the
Disbursement
Voucher (DV)

3 hour/s Manager;
General
Services
Division

1.11. Received DV
from end-user and
perform the following
action: a. Verify the
DV with the approved
budget. b. Review
and affix inital in the
DV. c. Affix signature
in the DV and forward
to Accounting
Division.

1 working
day/s

Corporate
Budget
Assistant;
Budget
Division
Corporate
Budget
Analyst;
Budget
Division
Corporate
Budget
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Speacialist
; Budget
Division
Manager;
Budget
Division

1.12. Receive the DV
from the Budget
Division and verify
whether: a. Box A of
DV is signed by the
end-user b. Budget if
available as stamped
by Budget Division c.
Prepare Memo Brief
for claims more than
1 million d. Initial of
box B of DV

6 hour/s Sr.
Corporate
Accounts
Analyst;
Accounting
Division

1.13. a. Prepare tax
certificate b. Affix
initial on the tax
certificate c. Verify the
completeness of the
supporting
documents based on
the checklist

4 hour/s Accounting
Processor ;
Accounting
Division
Sr.
Corporate
Account B
;
Accounting
Division

1.14. Verify and sign
Box B of DV

3 hour/s Manager;
Accounting
Division

1.15. Forward DV to
the Cashiering
Division for check
preparation

1 hour/s Sr.
Corporate
Accounts
Analyst ;
Accounting
Division

1.16. Receive
voucher from
Accounting Division
and verify cash
position

1 hour/s Cashier
B/C;
Cashiering
Division

1.17. Prepare Check 1 hour/s Cashier C;
Cashiering
Division

1.18. Review
prepared check and

1 hour/s Cashier B;
Cashiering
Division
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affix initial in check
voucher

1.19. Review and
sign check register,
affix initial on the
voucher and sign
check

2 hour/s Manager/O
IC;
Cashiering
Division

1.20. a. Receive
check and DV from
Cashiering Division b.
For Checks below
100,000.00 forward to
Finance Officer fo
review of check, DV
and its supporting
documents and initial
on the DV c. Forward
to OIC, Manager for
signature on the
check and DV. d.
Proceed to step 1.23

2 hour/s Secretary;
Finance
Departmen
t
Finance
Officer;
Finance
Departmen
t
Manager/O
IC;
Finance
Departmen
t

1.21. For checks
amounting to
100,001-500,000: a.
Forward to Finance
Officer for review
check, DV and its
supporting
documents. b.
Forward to the OIC/
Manager Finance
Department for
signature on the
check and initial on
the disbursement
voucher c. Forward to
the AGMFA. For
signature on the
check and DV. d.
Proceed to step 1.23

3 hour/s Secretary;
Finance
Departmen
t
Finance
Officer;
Finance
Departmen
t
Manager/O
IC;
Finance
Departmen
t
Manager;
Office of
the
Assistant
General
Manager
for Finance
and
Administrat
ion

1.22. For checks
amounting to
500,001-1,000,000: a.
Forward to
OIC/Manager
Finance Department

4 hour/s Secretary;
Finance
Departmen
t
Finance
Officer;
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to affix initial on the
check and DV

Finance
Departmen
t
Manager/O
IC;
Finance
Departmen
t
Manager;
Office of
the
Assistant
General
Manager
for Finance
and
Administrat
ion
Senior
Asst.
General
Manager;
Office of
the Senior
Assistant
General
Manager

1.23. For checks
above 1,000,000: a.
Forward to OIC,
Manager to affix initial
on the check and DV
b. Forward to AGMFA
to affix initial on the
check and DV c.
Forward to SAGM to
affix signature on the
check and initial on
the DV d. Forward to
GM to affix signature
on the check and DV

5 hour/s Secretary;
Finance
Departmen
t
Finance
Officer;
Finance
Departmen
t
Manager/O
IC;
Finance
Departmen
t
Manager;
Office of
the
Assistant
General
Manager
for Finance
and
Administrat
ion
Senior
Asst.
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General
Manager;
Office of
the Senior
Assistant
General
Manager
General
Manager;
Office of
the
General
Manager

1.24. Receive signed/
approved checks
from Finance
Department/ AGMFA/
SAGM/ GM office

1 hour/s Cashier C;
Cashiering
Division

1.25. Inform the client
that the check/s are
available for release
thru email, phone via
call/text

1 hour/s Cashier B;
Cashiering
Division

2. Receive advice
and proceed to
Cashiering Division to
receive the check and
sign in the logbook.
Accomplish the Client
Satisfaction
Measurement Form.
Location:

Cashiering Division,
Ground floor, MIAA
Admin Bldg.

2. Issue the check to
client and record in
the logbook for
acknowledgement of
client. Request the
client to accomplish
the Client Satisfaction
Measurement Form.

None 5 minute/s Cashier C;
Cashiering
Division

Total Processing Time: Working Days: 8 working day/s, 7 hour/s, 40
minute/s

Total Processing Fee: Total Standard Fee: None
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3. Preparation of Request for Payment for Service Rendered by Service
Provider / Contractor (Pest Abatement Services)

This service facilitates the preparation and processing of payment requests for service providers/
contractors providing pest abatement services. It involves verifying completed works and
supporting documents, then generating the payment request to ensure timlely and accurate
disbursement of funds. This service is essential in maintaining clean, safe, and pest-free Manila
International Airport Authority facilities.

Office or Division: General Services Division

Classification: Highly Technical

Type of Transaction: G2B (Government to Business)

Who may avail: Service Provider/Contractor for Pest Abatement.

Operating Hours: 8:00 AM - 5:00 PM

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

For Standard Requirement

1. Statement of Account
(1) Original Copy

Applicant / Client

2. Service Invoice
(1) Original Copy

Applicant / Client

3. Notarized Sworn Affidavit
(1) Original Copy

Applicant / Client

Remarks:

Certification stating the service provider complied with the following requirement as stipulated
in the Terms of Reference:

A. Human Resource Requirements

B. Duties and Responsibilities

C. Employees Uniform

D. Supplies Requirement

E. Equipment requirement

F. Key Performance Indicator

G. Supervision and control

H. Payment of salaries

I. Fees, permit and licenses
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J. Replacement and or additional personnel

K. Department of Labor and Employment Wage Order

4. Proof of Payment of Performance Bond
(1) Photo Copy

Applicant / Client

5. PAG-IBIG Fund Proof of Remittance
(1) Photo Copy

Home Development Mutual
Fund (Pag-IBIG) - to be
determined

Remarks:

Covering period must be the same with the billing period.

Sub Requirement

5.A. Contribution Remittance Report

5.A.1. Contribution Remittance Report
(1) Original Copy Or (1) Photo Copy

Home Development Mutual
Fund (Pag-IBIG Fund) - to be
determined

5.B. Validated Payment Instruction Form (PIF) / Official Receipt

5.B.1. Validated Payment Instruction Form (PIF) / Official
Receipt
(1) Original Copy Or (1) Photo Copy

Home Development Mutual
Fund - to be determined

6. PHILHEALTH Proof of Remittance
(1) Photo Copy

Applicant / Client

Remarks:

Covering period must be the same with the billing period.

Sub Requirement

6.A. Contribution Remittance Report

6.A.1. Contribution Remittance Report
(1) Original Copy And (1) Photo Copy

PHILHEALTH - to be
determined

6.B. Validated Payment Instruction Form (PIF) / Official Receipt

6.B.1. Validated Payment Instruction Form (PIF) / Official
Receipt
(1) Original Copy And (1) Photo Copy

PHILHEALTH - to be
determined

7. Social Security System (SSS) Proof of Remittance
(1) Photo Copy

Social Security System - to be
determined

Remarks:
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Covering period must be the same with the billing period.

8. Bureau of Internal Revenue (BIR) deposit slip and
remittance return income taxes
(1) Photo Copy

Bureau of Internal Revenue -
to be determined

9. Monthly Chemical Supplies
(1) Photo Copy

Applicant / Client

10. Treatment Service Reports
(1) Original Copy

Applicant / Client

11. Payroll with signatures
(1) Original Copy

Applicant / Client

12. Attendance Sheet
(1) Original Copy

Applicant / Client

13. Deployment Sheet
(1) Original Copy

Applicant / Client

14. Schedule of Treatment Activity
(1) Original Copy

Applicant / Client

For Situational Requirement

A. Billing Adjustment due to implementation of Wage Increase

A.1. Wage Order
(1) Photo Copy

Department of Labor and
Employment - Regional
Tripartite Wages and
Productivity Board- NCR

CLIENT STEPS AGENCY ACTION FEES TO
BE PAID

PROCESSIN
G TIME

PERSON
RESPONSIB

LE
(Designation;

Office)

1. Submit complete
requirements to the
General Services
Division
Location:

General Services
Division, 2nd floor,
MIAA Administration
Building

1.1. Accept and
record the documents
based on the required
checklist.

None 5 minute/s Clerk
Processor
B; General
Services
Division

1.2. Check, review
and verify submitted
documents against
Terms of Reference
requirements.

1 working
day/s

Agriculturis
t II;
General
Services
Division

1.3. Prepare Request
for Payment and
Certificate of
Satisfactory
Performance. For

30 minute/s Agriculturis
t II;
General
Services
Division
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initial billing, attach
Notice of Award,
Notice to Proceed
and Performance
Bond.

1.4. Verify documents
and affix initial on
Request for Payment
and Certificate of
Satisfactory
Performance and
forward to the
Manager, General
Services Division for
approval and
signature.

1 hour/s Transport
Officer B;
General
Services
Division

1.5. Sign Request for
Payment and
Certification of
Satisfactory
Performance and
forward to Clerk
Processor B for
reproduction of
documents.

3 hour/s Manager;
General
Services
Division

1.6. Photocopy the
documents and
forward to
Administrative
Department for
notation.

1 hour/s Clerk
Processor
B; General
Services
Division

1.7. Receive Request
for Payment and all
supporting
documents from the
end-user and perform
the following tasks: a.
Record and review
documentary
requirements and
endorse to Officer-In-
Charge for notation.
b. Officer-in-Charge
to sign the Request
for Payment and
Certificate of
Satisfactory
requirements. c.
Forward to
Accounting Division.

3 hour/s Secretary;
Administrat
ive
Departmen
t
Officer-In-
Charge;
Administrat
ive
Departmen
t
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1.8. Receive Request
for Payment (RFP)
and all supporting
documents from the
Administrative
Department and
perform the following
tasks: a. Record the
RFP b. Disseminate
the RFP to
designated
accounting personnel
for preparation of
Disbursement
Voucher (DV), if in
order.

1 hour/s Sr.
Corporate
Accounts
Analyst ;
Accounting
Division

1.9. Perform the
following tasks: a.
Review all
documentary
requirements b. Verify
the nature and
amount of claim c.
Determine deductions
required by the
contract or law d.
Compute tax, if
applicable e. Prepare
Disbursement
Voucher (DV) f.
Forward DV to the
end-user for signature
of Box A.

1 working
day/s

Sr.
Corporate
Accounts
Analyst ;
Accounting
Division

1.10. Affix signature
on Box A of the
Disbursement
Voucher (DV)

3 hour/s Manager;
General
Services
Division

1.11. Received DV
from end-user and
perform the following
action: a. Verify the
DV with the approved
budget. b. Review
and affix inital in the
DV. c. Affix signature
in the DV and forward
to Accounting
Division.

1 working
day/s

Corporate
Budget
Assistant;
Budget
Division
Corporate
Budget
Analyst;
Budget
Division
Corporate
Budget
Speacialist
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; Budget
Division
Manager;
Budget
Division

1.12. Receive the DV
from the Budget
Division and verify
whether: a. Box A of
DV is signed by the
end-user b. Budget if
available as stamped
by Budget Division c.
Prepare Memo Brief
for claims more than
1 million d. Initial of
box B of DV

6 hour/s Sr.
Corporate
Accounts
Analyst;
Accounting
Division

1.13. a. Prepare tax
certificate b. Affix
initial on the tax
certificate c. Verify the
completeness of the
supporting
documents based on
the checklist

4 hour/s Accounting
Processor ;
Accounting
Division
Sr.
Corporate
Account B
;
Accounting
Division

1.14. Verify and sign
Box B of DV

3 hour/s Manager;
Accounting
Division

1.15. Forward DV to
the Cashiering
Division for check
preparation

1 hour/s Sr.
Corporate
Accounts
Analyst ;
Accounting
Division

1.16. Receive
voucher from
Accounting Division
and verify cash
position

1 hour/s Cashier
B/C;
Cashiering
Division

1.17. Prepare Check 1 hour/s Cashier C;
Cashiering
Division

1.18. Review
prepared check and
affix initial in check
voucher

1 hour/s Cashier B;
Cashiering
Division
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1.19. Review and
sign check register,
affix initial on the
voucher and sign
check

2 hour/s Manager/O
IC;
Cashiering
Division

1.20. a. Receive
check and DV from
Cashiering Division b.
For Checks below
100,000.00 forward to
Finance Officer fo
review of check, DV
and its supporting
documents and initial
on the DV c. Forward
to OIC, Manager for
signature on the
check and DV. d.
Proceed to step 1.23

2 hour/s Secretary;
Finance
Departmen
t
Finance
Officer;
Finance
Departmen
t
Manager/O
IC;
Finance
Departmen
t

1.21. For checks
amounting to
100,001-500,000: a.
Forward to Finance
Officer for review
check, DV and its
supporting
documents. b.
Forward to the OIC/
Manager Finance
Department for
signature on the
check and initial on
the disbursement
voucher c. Forward to
the AGMFA. For
signature on the
check and DV. d.
Proceed to step 1.23

3 hour/s Secretary;
Finance
Departmen
t
Finance
Officer;
Finance
Departmen
t
Manager/O
IC;
Finance
Departmen
t
Manager;
Office of
the
Assistant
General
Manager
for Finance
and
Administrat
ion

1.22. For checks
amounting to
500,001-1,000,000: a.
Forward to
OIC/Manager
Finance Department
to affix initial on the
check and DV

4 hour/s Secretary;
Finance
Departmen
t
Finance
Officer;
Finance
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Departmen
t
Manager/O
IC;
Finance
Departmen
t
Manager;
Office of
the
Assistant
General
Manager
for Finance
and
Administrat
ion
Senior
Asst.
General
Manager;
Office of
the Senior
Assistant
General
Manager

1.23. For checks
above 1,000,000: a.
Forward to OIC,
Manager to affix initial
on the check and DV
b. Forward to AGMFA
to affix initial on the
check and DV c.
Forward to SAGM to
affix signature on the
check and initial on
the DV d. Forward to
GM to affix signature
on the check and DV

5 hour/s Secretary;
Finance
Departmen
t
Finance
Officer;
Finance
Departmen
t
Manager/O
IC;
Finance
Departmen
t
Manager;
Office of
the
Assistant
General
Manager
for Finance
and
Administrat
ion
Senior
Asst.
General

94



Manager;
Office of
the Senior
Assistant
General
Manager
General
Manager;
Office of
the
General
Manager

1.24. Receive signed/
approved checks
from Finance
Department/ AGMFA/
SAGM/ GM office

1 hour/s Cashier C;
Cashiering
Division

1.25. Inform the client
that the check/s are
available for release
thru email, phone via
call/text

1 hour/s Cashier B;
Cashiering
Division

2. Receive advice
and proceed to
Cashiering Division to
receive the check and
sign in the logbook.
Accomplish the Client
Satisfaction
Measurement Form.
Location:

Cashiering Division,
Ground floor, MIAA
Admin Bldg.

2. Issue the check to
client and record in
the logbook for
acknowledgement of
client. Request the
client to accomplish
the Client Satisfaction
Measurement Form.

None 5 minute/s Cashier C;
Cashiering
Division

Total Processing Time: Working Days: 8 working day/s, 7 hour/s, 40
minute/s

Total Processing Fee: Total Standard Fee: None

95



Human Resource Development Division
External Services
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1. APPLICATION FOR SCHOOL ACCREDITATION FOR MIAA STUDENT ON-
THE-JOB TRAINING PROGRAM

This process covers the receipt, evaluation, and action on applications from educational
institutions (College, Universities) seeking accreditation for participation in the Student
Internship/On-the-Job Training (OJT) Program offered by the Manila International Airport Authority.
It includes submission and review of documentary requirements, assessment of the school’s
qualifications and program alignment, coordination with concerned offices, approval by authorized
officials, and issuance of accreditation or recognition, subject to applicable policies and guidelines.

Important Note: For schools with approved accreditation that intend to include additional courses
or programs, a letter request for inclusion of courses/programs shall be submitted. It is
encouraged that a photocopy of the previously submitted requirements be attached, considering
that some documents may have been updated or supplemented with additional records. The same
process shall apply for the inclusion of any additional courses or programs.

Office or Division: Human Resource Development Division

Classification: Simple

Type of Transaction: G2B (Government to Business), G2G (Government to Government)

Who may avail: Public and Private Colleges and State Universities

Operating Hours: 8:00 AM - 5:00 PM

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

For Standard Requirement

1. School Accreditation Application Form
(1) Original Copy

Manila International Airport
Authority - Human Resource
Development Division

2. Cover Letter
(1) Original Copy

Applicant / Client

Remarks:

The cover letter must include the following information:

1. Accreditation of School for MIAA OJT Program
2. Courses/Programs to be accredited
3. Number of students to be endorsed
4. Required number of OJT hours
5. Timeline and duration of OJT
6. Full name and contact details of the authorized and designated OJT Coordinator
7. Signatory in the Memorandum of Agreement (MOA)

3. School Profile
(1) Original Copy

Applicant / Client
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4. Government Permit from the Commission on Higher
Education (CHED)
(1) Certified True Copy

Applicant / Client

CLIENT STEPS AGENCY ACTION FEES TO
BE PAID

PROCESSIN
G TIME

PERSON
RESPONSIB

LE
(Designation;

Office)

1. Apply for
accreditation of
school for Student
On-the-Job Training /
Practicum.
Location:

Office of the Human
Resource
Development
Division 

1. Release the form,
list of requirements
and discuss the list of
process of school
accreditation.

None 30 minute/s Administrat
ive
Assistant ;
Human
Resource
Developme
nt Division

2. Process and
submit the complete
set of documentary
requirements to the
Human Resource
Development Division
(HRDD). The Letter of
Endorsement shall be
addressed to the
Assistant General
Manager for Finance
and Administration.
Location:

Office of the Human
Resource
Development
Division 

2.1. Receive the
school accreditation
requirements.

None 4 hour/s Administrat
ive
Assistant /
Human
Resource
Developme
nt Division;
Human
Resource
Developme
nt Division

2.2. Prepare three (3)
copies of the
Memorandum of
Agreement (MOA)
and inform the OJT
Coordinator to pick up
the MOA.

1 hour/s Industrial
Relations
Developme
nt Officer A
; Human
Resource
Developme
nt Division

3. Receive the
information and
proceed to the office
of the Human
Resource
Development Division
to pick up the MOA.
Location:

Office of the Human
Resource

3. Record the release
of the three (3) copies
of the MOA for
school's review and
signature.

None 10 minute/s Administrat
ive
Assistant ;
Human
Resource
Developme
nt Division
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Development
Division 

4. Review and sign
the Memorandum of
Agreement (MOA) by
concerned school
officials and submit
the same to the Office
of the Human
Resource
Development Division
Location:

School / University 

Notes/Instruction:

In the event that the
school has
corrections or
additional inputs to be
included in the MOA,
it is advised that
these be directly
endorsed, together
with a cover letter
addressed to the
Manager/Officer-in-
Charge of the MIAA
Legal Office. The
school shall be
notified upon
approval of the Legal
Office.

4.1. Receive three (3)
copies of the
Memorandum of
Agreement (MOA)
from the school and
prepare the
Memorandum for
Approval, Letter of
Partnership, and the
MOA for signature.

None 1 hour/s Industrial
Relations
Developme
nt Officer
A; Human
Resource
Developme
nt Division

4.2. Prepare
Memorandum for
Approval of school
accreditation and
letter of partnership
for initial of the
Manager/ Officer-in-
Charge, Human
Resource
Development
Division.

2 hour/s Administrat
ive
Assistant,
Industrial
Relations
Developme
nt Officer
A; Human
Resource
Developme
nt Division

4.3. Forward to the
Office of the
Administrative
Department to affix
initial on the
Memorandum of
Agreement (MOA)
and letter of
partnership.

4 hour/s Administrat
ive
Assistant,
Manager /
Officer-In-
Charge,
Administrat
ive
Departmen
t ; Any of
requesting
office /
division

4.4. Forward to Legal
Office to recommend
approval and affix
signature as witness
in the Memorandum
of Agreement (MOA).

4 hour/s Manager /
Officer-In-
Charge -
Legal
Office ;
Any of
requesting
office /
division

4.5. Forward to the
Office of the Assistant
General Manager for
Finance and

4 hour/s Assistant
General
Manager
for Finance
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Administration for
approval on the
Memorandum, Letter
of Partnership and
MOA.

and
Administrat
ion; Any of
requesting
office /
division

4.6. Forward the
signed Memorandum,
Letter of Partnership
and Memorandum of
Agreement to the
Office of the Human
Resource
Development
Division.

10 minute/s Clerk
Processor;
Any of
requesting
office /
division

4.7. Receive and
inform the client to
pick up the Letter and
MOA.

30 minute/s Administrat
ive
Assistant ;
Human
Resource
Developme
nt Division

5. Proceed to the
Human Resource
Development Division
to pick up the
Memorandum of
Agreement for
notarization.
Location:

Human Resource
Development
Division 

5. Release the three
(3) copies of MOA for
notarization.

None 10 minute/s Administrat
ive
Assistant ;
Human
Resource
Developme
nt Division

6. Notarize the MOA
and return the
notarized copies to
the Human Resource
Development
Division.
Location:

Human Resource
Development
Division 

6. Receive the
notarized
Memorandum of
Agreement (MOA)
and release the
signed Letter of
Partnership and
MOA.

None 30 minute/s Administrat
ive
Assistant ;
Human
Resource
Developme
nt Division

7. Receive the Letter
of Partnership and
signed MOA. For

7. Notify the student
OJT Coordinator
and/or School OJT

None 30 minute/s Administrat
ive
Assistant ;
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feedback, clients are
encouraged to
accomplish the Client
Satisfaction
Measurement (CSM)
Form, which is
available at all MIAA
offices or may be
accessed by
scanning the
designated QR Code.
Location:

Human Resource
Development
Division 

Representative to
commence informing
the student applicants
about the OJT
Program. For
feedback, clients are
encouraged to
accomplish the Client
Satisfaction
Measurement (CSM)
Form, which is
available at all MIAA
offices or may be
accessed by
scanning the
designated QR Code.

Human
Resource
Developme
nt Division

General Remarks

For this process, the authorized and designated Practicum Coordinator of the student applicant
shall be responsible for inquiring, processing, coordinating, and submitting the school
accreditation requirements. Student applicants may process the school accreditation
requirements, subject to proper authorization from their Practicum Coordinator. Unauthorized
individuals and non-school representatives are not allowed to transact in any OJT-related
activities.

Total Processing Time: Working Days: 2 working day/s, 6 hour/s, 30
minute/s

Total Processing Fee: Total Standard Fee: None
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2. APPLICATION FOR STUDENT ON-THE-JOB TRAINING (OJT) IN
COMPLIANCE WITH SCHOOL REQUIREMENTS

This process covers the receipt, evaluation, and approval of applications from students seeking to
undergo On-the-Job Training (OJT) as part of their academic requirements. It includes submission
of application documents, validation of school endorsement, assessment of performance during
initial and final interviews, coordination with concerned offices for placement or acceptance, and
issuance of acceptance or endorsement, subject to organizational policies and available On-the-
Job training slots.

Office or Division: Human Resource Development Division

Classification: Complex

Type of Transaction: G2C (Government to Citizen)

Who may avail: Public and Private Colleges and State Universities

Operating Hours: 8:00 AM - 5:00 PM

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

For Standard Requirement

1. School Recommendation for OJT Application signed by the
Dean / Head of School
(1) Original Copy

Applicant / Client

2. Updated Resume
(1) Original Copy

Applicant / Client

3. Recent ID picture wth white background
(Sample: 1 2 x 2 )

Applicant / Client

Remarks:

Use of edited photos, photo enhancement applications, or AI-generated images shall not be
accepted.

4. Notarized Terms and Conditions (Waiver) for Student On-
the-Job Training (OJT)
(1) Original Copy

Applicant / Client

5. National Bureau of Investigation (NBI) Clearance
(1) Original Copy

Applicant / Client

6. Certificate of Good Moral Character from the School
(1) Original Copy

Applicant / Client

7. Proof of Enrollment in Practicum / Student On-the-Job
Training (OJT) Program
(1) Photo Copy

Applicant / Client
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CLIENT STEPS AGENCY ACTION FEES TO
BE PAID

PROCESSIN
G TIME

PERSON
RESPONSIB

LE
(Designation;

Office)

1. Apply for student-
on-the-job training
(OJT) / Practicum.
Location:

Office of the Human
Resource
Development Division
located at the 2nd
Floor of the MIAA
Administration
Building, NAIA
Complex, Pasay City. 

Notes/Instruction:

Applications shall be
processed on a first-
come, first-served
basis when the
number of applicants
is greater than the
available slots.
Physical presence of
applicants is required
for inclusion in the
pool of applicants,
and unauthorized
persons shall not be
permitted to apply on
behalf of student
applicants.  

For feedback, clients
are encouraged to
accomplish the Client
Satisfaction
Measurement (CSM)
Form, which is
available at all MIAA
offices or may be
accessed by
scanning the
designated QR Code.

1. Conduct initial
interview, discuss the
process and release
the list of OJT
application
requirements.

None 30 minute/s Administrat
ive
Assistant;
Human
Resource
Developme
nt Division

2. Process and
complete all required

2. Receive
information from the

None 1 hour/s Administrat
ive
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documents. Upon
completion, the
student applicant
shall inform the
Human Resource
Development Division
of the completion of
the OJT application
requirements.
Notification may be
made through text
message, Messenger,
email, or verbal
advice.
Location:

Office of the Human
Resource
Development
Division 

Notes/Instruction:

The student may
directly submit copies
of the OJT application
requirements and
wait for further
instructions.

student applicants
and schedule them
for a final interview.

Assistant /
Industrial
Relations
Developme
nt Officer A
; Human
Resource
Developme
nt Division

3. Submit the OJT
application
requirements and
attend on the
scheduled interview
date.
Location:

Office of the Human
Resource
Development
Division 

Notes/Instruction:

If there are pending
documents not yet
available, the student
trainee may still
undergo the final
interview, provided
that proof of
processing of the

3.1. Receive the
complete
requirements and
arrange them
accordingly. Brief the
student applicants on
the interview process
and OJT application
procedures.

None 1 hour/s Administrat
ive
Assistant ;
Human
Resource
Developme
nt Division

3.2. Conduct the Final
Interview. The allotted
time for each
interview is 15 to 20
minutes.

30 minute/s Industrial
Relations
Developme
nt Officer
A; Human
Resource
Developme
nt Division

3.3. Assess and
evaluate the
performance of the
student applicant.

1 hour/s Industrial
Relations
Developme
nt Officer
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pending documents is
presented. Student
applicants shall not
be allowed to
undergo the final
interview without a
prior schedule. 

Prepare interview
result.

A; Human
Resource
Developme
nt Division

3.4. Notify the student
applicant of the final
interview result and
discuss the
corresponding
performance rating.

30 minute/s Industrial
Relations
Developme
nt Officer
A; Human
Resource
Developme
nt Division

4. Receive the result
of the Final Interview.
Location:

Office of the Human
Resource
Development Division

Notes/Instruction:

If the student
applicant passes the
interview, he/she shall
proceed to the next
step; otherwise, the
process ends.

4.1. Prepare the
Memorandum of
Approval for
Deployment and the
Notice of Acceptance
for signature of the
Assistant General
Manager for Finance
and Administration.

None 30 minute/s Industrial
Relations
Developme
nt Officer A
; Human
Resource
Developme
nt Division

4.2. Forward to the
Office of the
Administrative
Department to affix
initial on the
Memorandum and
Notice of Acceptance.

4 hour/s Administrat
ive
Assistant /
Manager /
Officer-In-
Charge
Administrat
ive
Departmen
t ; Any of
requesting
office /
division

4.3. Forward to the
Office of the Assistant
General Manager for
Finance and
Administration for
signature.

4 hour/s Clerk
Processor /
Assistant
General
Manager
for Finance
and
Administrat
ion ; Any of
requesting
office /
division

4.4. Forward to the
Human Resource
Development Division
the signed approval

10 minute/s Clerk
Processor ;
Any of
requesting
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and notice of
acceptance.

office /
division

4.5. Receive the
signed approval and
notice of acceptance.
Inform the student
applicants for the
schedule of briefing /
orientation and
assumption to duty.

30 minute/s Administrat
ive
Assistant ;
Human
Resource
Developme
nt Division
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5. Report to Human
Resource
Development Division
to undergo briefing
and orientation.
Location:

Office of the Human
Resource
Development
Division 

Notes/Instruction:

To conserve
resources and effort
on both sides, the
orientation shall
likewise serve as the
date of assumption,
subject to the
availability of the
student applicants.
While student
applicants may select
their date of
assumption, the
orientation date shall
be fixed and non-
negotiable.

For feedback, clients
are encouraged to
accomplish the Client
Satisfaction
Measurement (CSM)
Form, which is
available at all MIAA
offices or may be
accessed by
scanning the
designated QR Code.

5.1. Conduct
orientation / briefing
and release the
notice of acceptance.

None 2 hour/s Industrial
Relations
Developme
nt Officer A
; Human
Resource
Developme
nt Division

5.2. Endorse the
student trainees to
the concerned office
to render the required
number of hours for
OJT. For feedback,
clients are
encouraged to
accomplish the Client
Satisfaction
Measurement (CSM)
Form, which is
available at all MIAA
offices or may be
accessed by
scanning the
designated QR Code.

30 minute/s Administrat
ive
Assistant ;
Any of
requesting
office /
division
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General Remarks

This process is applicable only to student applicants enrolled in schools/universities/colleges
that are already accredited by the Manila International Airport Authority (MIAA) for student on-
the-job training program. 

All OJT application inquiries received by the Human Resource Development Division through
email, text message, and other online or digital platforms shall require physical appearance.
Applicants shall be notified to visit the Human Resource Development Division for discussion of
the documentary requirements and corresponding processes.

Total Processing Time: Working Days: 2 working day/s, 10 minute/s

Total Processing Fee: Total Standard Fee: None
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3. REQUEST FOR ISSUANCE OF STUDENT ON-THE-JOB TRAINING
CERTIFICATE OF COMPLETION

This process covers the receipt, verification, evaluation, and issuance of a Student On-the-Job
Training (OJT) Certificate of Completion to students who have satisfactorily completed their
required training hours and complied with all documentary and post OJT program requirements.

It includes validation of attendance and performance records, endorsement by concerned offices,
and release of the certificate of completion to the requesting student trainee.

Office or Division: Human Resource Development Division

Classification: Simple

Type of Transaction: G2C (Government to Citizen)

Who may avail: Student trainees who are currently undergoing practicum/internship. 

Operating Hours: 8:00 AM - 5:00 PM

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

For Standard Requirement

1. Exit Interview Form
(1) Original Copy

Manila International Airport
Authority - Human Resource
Development Division

2. Memorandum as to the Number of Hours Rendered /
Completed
(1) Original Copy

Manila International Airport
Authority - Student Trainee's
End-User/ Manager / Officer-
In-Charge

3. Weekly Accomplishment Report
(1) Original Copy

Manila International Airport
Authority - Student Trainees

4. Performance Evaluation Report
(1) Original Copy

Manila International Airport
Authority - Human Resource
Development Division

5. Daily Time Record (DTR)
(1) Original Copy

Manila International Airport
Authority - Human Resource
Development Division

6. Time Monitoring Form
(1) Original Copy

Manila International Airport
Authority - Human Resource
Development Division

CLIENT STEPS AGENCY ACTION FEES TO
BE PAID

PROCESSIN
G TIME

PERSON
RESPONSIB

LE
(Designation;

Office)
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1. Submit complete
exit On-the-Job
Training
Requirements
Location:

Office of the Human
Resource
Development Division
located at the 2nd
Floor / Level of the
MIAA Administration
Building, NAIA
Complex, Pasay City 

Notes/Instruction:

Incomplete
requirements will not
be processed.

1.1. Receive
complete
requirements

None 1 hour/s Administrat
ive
Assistant;
Human
Resource
Developme
nt Division

1.2. Forward the
complete exit OJT
requirements to
Manager / Officer-In-
Charge of the Human
Resource
Development Division
for information and
notation. Return the
OJT Requirements to
assigned Human
Resource
Deverlopment
Division Interviewer.

2 hour/s Industrial
Relations
Developme
nt Officer A
; Human
Resource
Developme
nt Division

1.3. Schedule the exit
interview and notify
the concerned
student trainee
accordingly. Note:
Notification may be
communicated
through text
message, Messenger,
email, or verbal
advice.

1 hour/s Industrial
Relations
Developme
nt Officer A
; Human
Resource
Developme
nt Division

2. Receive notification
and proceed to the
scheduled exit
interview.
Location:

Office of the Human
Resource
Development
Division 

Notes/Instruction:

If in case the student
trainee is not
available on the
identified schedule,
he / she may inform
the Human Resource

2.1. Conduct the exit
interview with the
assigned student
trainee. Each
interview shall be
allotted at least 20 to
30 minutes.

None 2 hour/s Industrial
Relations
Developme
nt Officer
A; Human
Resource
Developme
nt Division

2.2. Prepare the
Certificate of
Completion and
forward the
Memorandum to the
Manager/Officer-in-
Charge for initial.

2 hour/s Manager /
Officer-In-
Charge ;
Human
Resource
Developme
nt Division

2.3. Forward the
document to the

4 hour/s Manager /
Officer-in-
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Development Division
Representative to re-
schedule subject to
the availability. 

Office of the
Manager/Officer-in-
Charge of the
Administrative
Department to affix
initial.

Charge ;
Any of
requesting
office /
division

2.4. Foward to the
Office of the Assistant
General Manager for
Finance and
Administration for
signature of the
Certificate of
Completion.

4 hour/s Clerk
Processor
B /
Assistant
General
Manager
for Finance
and
Administrat
ion; Any of
requesting
office /
division

2.5. Forward the
signed Certificate of
Completion to HRDD
and inform the
student trainee to
claim the Certificate
of Completion.

2 hour/s Industrial
Relations
Developme
nt Officer
A; Human
Resource
Developme
nt Division

3. Receive
information and
proceed to the Office
of the Human
Resource
Development Division
to claim the
Certificate of
Completion.
Location:

Office of the Human
Resource
Development
Division 

Notes/Instruction:

A representative of
the student trainee
may claim the
Certificate of
Completion on his/her
behalf, provided that

3. Record and
release the Certificate
of Completion. For
feedback, clients are
encouraged to
accomplish the Client
Satisfaction
Measurement (CSM)
Form, which is
available at all MIAA
offices or may be
accessed by
scanning the
designated QR Code.

None 10 minute/s Administrat
ive
Assistant /
Office
Assistant ;
Human
Resource
Developme
nt Division
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the authorized
representative
presents an
authorization letter
and photocopies of
valid identification
cards.

For feedback, clients
are encouraged to
accomplish the Client
Satisfaction
Measurement (CSM)
Form, which is
available at all MIAA
offices or may be
accessed by
scanning the
designated QR Code.

Total Processing Time: Working Days: 2 working day/s, 2 hour/s, 10
minute/s

Total Processing Fee: Total Standard Fee: None
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4. REQUEST TO CONDUCT DATA GATHERING FOR SCHOOL REQUIREMENTS

This process covers the receipt, evaluation, and action on requests from students or educational
institutions seeking authority to conduct data gathering within the Manila International Airport
Authority as part of school or academic requirements, such as research, case studies, thesis or
related academic undertakings. It includes the submission of documentary requirements, review
and endorsement by concerned offices, approval by authorized officials, and facilitation of access
to allowable data, subject to existing policies on confidentiality, security, and data privacy.

Office or Division: Human Resource Development Division

Classification: Simple

Type of Transaction: G2C (Government to Citizen)

Who may avail: Students (College and Post Graduate Studies)

Operating Hours: 8:00 AM - 5:00 PM

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

For Standard Requirement

1. Letter Request
(1) Original Copy

Manila International Airport
Authority - Human Resource
Development Division

Remarks:

The letter request must be duly noted by the Authorized School Adviser/Professor and
addressed to the Manager/Officer-in-Charge of the Human Resource Development
Division. The letter must include and/or be accompanied by the following information:

1. Objectives
2. Target respondents/office
3. Topics to be covered
4. Target date of data gathering, which shall not be earlier than 10 working days upon

receipt of the request
5. Relevance of the study
6. Specific data/information to be gathered
7. Specific activity to be conducted
8. Contact details of the student, including telephone number, mobile number, and email

address

 
 
 

For Situational Requirement

A. Situational Requirement
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CLIENT STEPS AGENCY ACTION FEES TO
BE PAID

PROCESSIN
G TIME

PERSON
RESPONSIB

LE
(Designation;

Office)

1. Submit letter
request to the
Manager / Officer-In-
Charge of the Human
Resource
Development
Division.
Location:

Office of the Human
Resource
Development
Division 

Notes/Instruction:

Incomplete
data/information shall
not be accepted for
processing.

Letter requests that
are not addressed to
the Manager/Officer-
in-Charge of the
Human Resource
Development Division
shall not be
processed, as the
Human Resource
Development Division
will directly coordinate
with the concerned
student researchers
regarding the
required process and
documentation.

 

For feedback, clients
are encouraged to
accomplish the Client
Satisfaction
Measurement (CSM)
Form, which is
available at all MIAA
offices or may be

1.1. Receive letter
request with complete
information.

None 1 hour/s Administrat
ive
Assistant ;
Human
Resource
Developme
nt Division

1.2. Review and
evaluate the letter
request and conduct
an initial interview
with the students for
thorough assessment
and identification of
the concerned office.
This may be done
through telephone
calls, email, text
message, or verbal
advice if the student
researchers are
within the Manila
International Airport
Authority Building
premises.

4 hour/s Industrial
Relations
Developme
nt Officer A
; Human
Resource
Developme
nt Division

1.3. Prepare a
Memorandum
addressed to the
concerned office,
signed by the
Manager/Officer-in-
Charge of the Human
Resource
Development Division
and noted by the
Manager/Officer-in-
Charge of the
Administrative
Department.

4 hour/s Industrial
Relations
Developme
nt Officer
A,
Manager /
Officer-In-
Charge
Human
Resource
Developme
nt Division;
Human
Resource
Developme
nt Division

1.4. Forward the
Memorandum to the
Manager/Officer-in-
Charge of the

4 hour/s Manager /
Officer-In-
Charge,
Administrat
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accessed by
scanning the
designated QR Code.

Administrative
Department for
notation, and return
the Memorandum to
the Human Resource
Development
Division.

ive
Departmen
t ; Any of
requesting
office /
division

1.5. Foward the
signed Memorandum
to the Concerned
Office for approval /
appropriate action.

30 minute/s Administrat
ive
Assistant /
Office
Assistant ;
Human
Resource
Developme
nt Division

1.6. Inform the
student researchers
of the office to which
the letter request has
been endorsed. This
may be done through
email, text message,
Messenger app, or
verbal advice.

10 minute/s Administrat
ive
Assistant;
Human
Resource
Developme
nt Division

Total Processing Time: Working Days: 1 working day/s, 5 hour/s, 40
minute/s

Total Processing Fee: Total Standard Fee: None
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Buildings Division
External Services
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1. Request for Demolition Permit

The Manila International Airport Authority (MIAA) is mandated to promulgate rules and regulations
governing the planning, development, maintenance and improvement of areas outside the project
land (PPP Project), as well as to exercise control and/or supervision, when necessary, over the
construction of any structure. The Authority upholds transparency in all public transactions through
the implementation of simplified requirements and procedures aimed at reducing red tape and
expediting processes.

Office or Division: Buildings Division

Classification: Highly Technical

Type of Transaction: G2B (Government to Business), G2C (Government to Citizen), G2G
(Government to Government)

Who may avail: Concessionnaires / Lessees / Tenants in MIAA Properties Outside
Project Land

Operating Hours: 8:00 AM - 5:00 PM

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

For Standard Requirement

1. Location Plan in A3 size with picture of existing structure to
be demolished
(1) Original Copy

Applicant / Client

2. Work schedule, manpower / equipment deployment and
duration / time of work
(1) Original Copy

Applicant / Client

3. Procedure in hauling of debris
(1) Original Copy

Applicant / Client

4. Certificate of Accountability to cover the unforseen
damage/s to MIAA or other adjoining property including
affected underground utilities
(1) Original Copy

Applicant / Client

5. Proof of Payment for Permit Fee
(1) Original Copy

Applicant / Client

For Situational Requirement

A. If Applicable, Approved Demolition Permit from LGU

A.1. Approved Demolition Permit from LGU
(1) Original Copy

Local Government Unit -
Engineering Department

CLIENT STEPS AGENCY ACTION FEES TO
BE PAID

PROCESSIN
G TIME

PERSON
RESPONSIB

LE

117



(Designation;
Office)

1. Submit application
form with complete
final requirements
Location:

4th Floor, MIAA
Administration
Building, Office of
AGM for Engineering

1.1. Checks and
ensures
completeness of final
requirements, prior to
receipt from Lessee
and endorse to
concerned
Engineering Office/s.
If incomplete,
documents shall not
be accepted and
state the lacking
requirement

None 1 hour/s Clerk
Processor
B; Office of
the
Assistant
General
Manager
for
Engineerin
g

1.2. Endorsed
submitted
requirements thru
Routing Slip to all
concerned
Engineering office/s
for review and
evaluation

32 minute/s Clerk
Processor
B; Office of
the
Assistant
General
Manager
for
Engineerin
g

1.3. For review and
evaluation

3 working
day/s, 4
hour/s

Engineer
In-charge;
Buildings
Division

1.4. Receive
evaluation and
prepare MIAA Permit
for signature.

1 working
day/s, 3
hour/s

Clerk
Processor
B; Office of
the
Assistant
General
Manager
for
Engineerin
g

2. Receive the Order
of Payment Slip
(OPS)
Location:

4th Floor, Office of the
Asst. Gen. Manager
for Engineering

2. Issue of Order of
Payment Slip (OPS)

None 5 minute/s Clerk
Processor
B; Office of
the
Assistant
General
Manager
for
Engineerin
g
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3. Pays necessary
fees and charges
upon receipt of Order
of Payment Slip
(OPS)
Location:

Ground Floor, MIAA
Administration
Building, Collection
Division

3. Receive payment
and issue receipt

Standard
Fees
Breakdown:
Demolition /
Excavation
Permit: PHP
635.8

Total:
PHP 635.8

30 minute/s Collection
Officer;
Collection
Division

4. Receive the
Demolition Permit
Accomplish the Client
Satisfaction
Measurement Form
Location:

4th Floor, Office of the
Asst. Gen. Manager
for Engineering

4. Issue the approved
MIAA Permit upon
receipt of copy of
payment for fees. The
client request
accomplish the Client
Satisfaction
Measurement Form

None 30 minute/s Clerk
Processor
B; Office of
the
Assistant
General
Manager
for
Engineerin
g

Total Processing Time: Working Days: 5 working day/s, 1 hour/s, 37
minute/s

Total Processing Fee:
Total Standard Fee:
PHP 635.8
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2. Request for Minor Renovation, Repair and Dismantling Permit

The Manila International Airport Authority (MIAA) is mandated to promulgate rules and regulations
governing the planning, development, maintenance and improvement of areas outside the project
land (PPP Project), as well as to exercise control and/or supervision, when necessary, over the
construction of any structure. The Authority upholds transparency in all public transactions through
the implementation of simplified requirements and procedures aimed at reducing red tape and
expediting processes.

Office or Division: Buildings Division

Classification: Highly Technical

Type of Transaction: G2B (Government to Business), G2C (Government to Citizen), G2G
(Government to Government)

Who may avail: Concessionnaires / Lessees / Tenants in MIAA Properties Outside
Project Land

Operating Hours: 8:00 AM - 5:00 PM

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

For Standard Requirement

1. Two (2) copies of duly accomplished application forms E-
AEN-F-002
(1) Original Copy

Manila International Airport
Authority - Office of the
Assistant General Manager for
Engineering

2. Three (3) copies of plans (A3) size including material
specifications (signed by Owner and their Architect /
Engineer, as applicable)
(3) Original Copy

Applicant / Client

3. Scope of Work, Timetable and Project Cost
(1) Original Copy

Applicant / Client

4. Payment of Minor Renovation permit fee upon approval
(1) Original Copy

Applicant / Client

For Situational Requirement

A. If applicable, Vicinity / Location map / Picture (for dismantling)

A.1. Vicinity / Location map / Picture (for dismantling), (as
necessary)
(1) Original Copy

Applicant / Client

CLIENT STEPS AGENCY ACTION FEES TO
BE PAID

PROCESSIN
G TIME

PERSON
RESPONSIB

LE
(Designation;

Office)
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1. Submits application
form with complete
final requirements
Location:

4th Floor, MIAA
Administration
Building, Office of
AGM for Engineering

Notes/Instruction:

For Minor
Renovation, Repair
and Dismantling
Permit

1.1. Checks and
ensures
completeness of final
requirements, prior to
receipt from Lessee
and endorse to
concerned
Engineering Office/s.
If incomplete,
documents shall not
be accepted and
state the lacking
requirement.

None 1 hour/s Clerk
Processor
B; Office of
the
Assistant
General
Manager
for
Engineerin
g

1.2. Endorse
submitted
requirements thru
Routing Slip to all
concerned
Engineering office/s
for review and
evaluation

37 minute/s Clerk
Processor
B; Office of
the
Assistant
General
Manager
for
Engineerin
g

1.3. For review and
evaluation

4 working
day/s

Engineer
In-Charge;
Buildings
Division
Engineer
In-Charge;
Electrical
Division
Engineer
In-Charge;
Mechanical
Division
Engineer
In-Charge;
Electronics
and
Communic
ation
Division
Architect /
Engineer
In-Charge;
Design and
Planning
Division
Engineer
In-Charge;
Pavements
and
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Grounds
Division

1.4. Receive
evaluation and
prepare MIAA Permit
and Order of
Payment Slip (OPS)
for signature

1 working
day/s

Clerk
Processor
B; Office of
the
Assistant
General
Manager
for
Engineerin
g
AGM for
Engineerin
g; Office of
the
Assistant
General
Manager
for
Engineerin
g

2. Receive the Order
of Payment Slip
Location:

4th Floor, Office of the
Asst. Gen. Manager
for Engineering

2. Issue Order of
Payment Slip (OPS)

None 5 minute/s Clerk
Processor
B; Office of
the
Assistant
General
Manager
for
Engineerin
g

3. Pays necessary
fees and charges
upon receipt of Order
of Payment Slip
(OPS)
Location:

Ground Floor, MIAA
Administration
Building, Collection
Division

3. Receive payment
and issue receipt

Standard
Fees
Breakdown:
Minor
Renovation,
Repair and
Dismantling
Permit: PHP
635.8

Total:
PHP 635.8

15 minute/s Collection
Officer;
Collection
Division

4. Receive the Minor
Renovation, Repair
and Dismantling
Permit Accomplish
the Client Satisfaction
Measurement Form

4. Issue the approved
MIAA Permit upon
receipt of copy of
payment for fees. The
client request
accomplish the Client

None 15 minute/s Clerk
Processor
B; Office of
the
Assistant
General
Manager
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Location:

4th Floor, Office of the
Asst. Gen. Manager
for Engineering

Satisfaction
Measurement Form

for
Engineerin
g

Total Processing Time: Working Days: 5 working day/s, 2 hour/s, 12
minute/s

Total Processing Fee:
Total Standard Fee:
PHP 635.8
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3. Request for New / Major Construction Permit

The Manila International Airport Authority (MIAA) is mandated to promulgate rules and regulations
governing the planning, development, maintenance and improvement of areas outside the project
land (PPP Project), as well as to exercise control and/or supervision, when necessary, over the
construction of any structure. The Authority upholds transparency in all public transactions through
the implementation of simplified requirements and procedures aimed at reducing red tape and
expediting processes.

Office or Division: Buildings Division

Classification: Highly Technical

Type of Transaction: G2B (Government to Business), G2C (Government to Citizen), G2G
(Government to Government)

Who may avail: Concessionnaires / Lessees / Tenants in MIAA Properties Outside
Project Land 

Operating Hours: 8:00 AM - 5:00 PM

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

For Standard Requirement

1. Application for MIAA Permit Form (E-AEN-F-001)
(2) Original Copy

Manila International Airport
Authority - Office of the
Assistant General Manager for
Engineering

2. Detailed Engineering Drawings
(5) Original Copy

Applicant / Client

Remarks:

Must be printed in 20" x 30" Blueprint Plans and Signed and Sealed by Lessees Engineer /
Architect 

Sub Requirement

2.A. Detailed Architectural and Civil Works Plans

2.B. Detailed Plumbing & Sanitary Plans

2.C. Electrical Plan

2.D. Detailed Structural Plans (if applicable)

2.E. Fire Detection and Alarm System (FDAS) (if applicable)

2.F. Mechanical Plan including HVAC System and Fire Protection System (if applicable)

2.G. Electronics & Communication Plans including cabling for Local Area Network (LAN)
connections, Closed-Circuit Television (CCTV) and Point Of Sale (POS) (if applicable)
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For Situational Requirement

A. If DENR Environmental Clearance Certificate is applicable

A.1. DENR Environmental Clearance Certificate
(1) Original Copy

Department of Environment
and Natural Resources -
Environmental Management
Bureau (EMB)

B. If Copy of Building Permit from Local Government Unit / City Hall is applicable

B.1. Copy of Building Permit from Local Government Unit /
City Hall
(1) Photo Copy

Local Government Unit -
Engineering Department

CLIENT STEPS AGENCY ACTION FEES TO
BE PAID

PROCESSIN
G TIME

PERSON
RESPONSIB

LE
(Designation;

Office)

1. Submits application
form with complete
final requirements
Location:

4th Floor Office of the
Assistant General
Manager for
Engineering, MIAA
Administration
Building

1.1. Checks and
ensures
completeness of the
final requirements,
prior to receipt from
Lessee and endorsed
to concerned
Engineering Office/s.
If incomplete,
documents shall not
be accepted and
state the lacking
requirement.

None 1 hour/s Clerk
Processor
B; Office of
the
Assistant
General
Manager
for
Engineerin
g

1.2. Endorsed
submitted
requirements thru
Routing Slip to all
concerned
Engineering Office/s
for review and
evaluation.

1 working
day/s

Clerk
Processor
B; Office of
the
Assistant
General
Manager
for
Engineerin
g

1.3. For review and
evaluation of
concerned
Engineering office

7 working
day/s

Engineer
In-charge /
Architect
In-charge;
Any of
requesting
office /
division
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1.4. Informs Lessee
in writing on the result
of the review either
on the acceptability of
submittals or noted
deficiencies. (In case
of noted deficiencies -
recommended
correction will be
reflected on
submitted plans
without returning the
same to Lessee.
Likewise, all plans will
be returned to the
Applicant in case of
major deficiency).

32 minute/s Clerk
Processor
B; Office of
the
Assistant
General
Manager
for
Engineerin
g

2. If the result of
review is not
acceptable to
applicant, Applicant
must inform Asst.
Gen. Manager for
Engineering in writing
within 48 hours upon
receipt of the
comments. A
technical meeting
shall be requested to
settle findings and
identify appropriate
corrective
actions/measures.
(Processing time
stops until the dispute
is settled). Then,
proceed with the
approval.
Location:

4th Floor,
Administration
Building, Office of the
Asst. Gen. Manager
for Engineering 

2.1. Once settled and
the result of review is
acceptable to both
parties, preparation of
Memo Brief (MB) and
endorse to Senior
Assistant General
Manager office for
review and signature.
Attached are the
following: •
Accomplished
Application for MIAA
Permit • Notice to
Proceed (NTP) •
Order of Payment
Slip for MIAA Permit
fees • New
Construction/Major
Renovation Permit •
Detailed Engineering
Plans (Sheet #1 will
be signed by the GM)
• Building permit
application forms
from the City Hall (if
applicable)

None 4 hour/s Clerk
Processor
B; Office of
the
Assistant
General
Manager
for
Engineerin
g

2.2. For review and
signature

2 working
day/s

Senior
Assistant
General
Manager;
Office of
the Senior
Assistant
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General
Manager

2.3. Coordination with
the Asst. Gen.
Manager for
Operations or OIC,
Commercial Services
Department

2 working
day/s, 4
hour/s

Personnel
In-charge
(OIC /
Manager);
Office of
the
Assistant
General
Manager
for
Operations
and Safety
Standards
Complianc
e

2.4. For Signature 2 working
day/s

General
Manager;
Office of
the
General
Manager

3. Receive the Order
of Payment
Location:

4th Floor, Office of the
Asst. Gen. Manager
for Engineering

3. Issue Order of
Payment Slip (OPS)

None 5 minute/s Clerk
Processor
B; Office of
the
Assistant
General
Manager
for
Engineerin
g

4. Pays necessary
fees and charges
upon receipt of Order
of Payment Slip
(OPS)
Location:

Ground Floor, MIAA
Administration
Building, Collection
Division

4. Receive payment
and issue receipt

Standard
Fees
Breakdown:
Major
Construction/
Renovation
Permit: PHP
2119.35

Total:
PHP
2119.35

30 minute/s Collection
Officer;
Collection
Division

5. Receive the New /
Major Construction
Permit. Accomplish
the Client Satisfaction
Measurement Form

5. Issue the approved
MIAA Permit and NTP
upon receipt of copy
of payment for fees
and bonds, and

None 30 minute/s Clerk
Processor
B; Office of
the
Assistant
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Location:

4th Floor, Office of the
Asst. Gen. Manager
for Engineering

schedule Pre-
construction meeting.
The client request to
accomplish the Client
Satisfactory
Measurement Form

General
Manager
for
Engineerin
g

Total Processing Time: Working Days: 15 working day/s, 2 hour/s, 37
minute/s

Total Processing Fee:
Total Standard Fee:
PHP 2119.35
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Pavements and Grounds Division
External Services
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1. Request for Excavation Permit

The Manila International Airport Authority (MIAA) is mandated to promulgate rules and regulations
governing the planning, development, maintenance and improvement of areas outside the project
land (PPP Project), as well as to exercise control and/or supervision, when necessary, over the
construction of any structure. The Authority upholds transparency in all public transactions through
the implementation of simplified requirements and procedures aimed at reducing red tape and
expediting processes.

Office or Division: Pavements and Grounds Division

Classification: Highly Technical

Type of Transaction: G2B (Government to Business), G2C (Government to Citizen), G2G
(Government to Government)

Who may avail: Concessionnaires / Lessees / Tenants in MIAA Properties Outside
Project Land

Operating Hours: 8:00 AM - 5:00 PM

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

For Standard Requirement

1. Location Plan in A3 size with picture of existing area to be
excavate
(1) Original Copy

Applicant / Client

2. Work schedule, manpower / equipment deployment and
duration / time of work
(1) Original Copy

Applicant / Client

3. Certificate of Accountability to cover the unforeseen
damage/s to MIAA or other adjoining property including
affected underground utilities
(1) Original Copy

Applicant / Client

For Situational Requirement

A. If approved Demolition Permit from LGU is applicable

A.1. Approved Demolition Permit from LGU
(1) Original Copy

Local Government Unit -
Engineering Department

B. If Clearance Certificate and Traffic Management Plan approved by MMDA and/or
DPWH for excavation is applicable

B.1. Clearance Certificate and Traffic Management Plan
approved by MMDA and/or DPWH for excavation
(1) Original Copy

Metropolitan Manila
Development Authority /
Department of Public Works
and Highways - Engineering
Department
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CLIENT STEPS AGENCY ACTION FEES TO
BE PAID

PROCESSIN
G TIME

PERSON
RESPONSIB

LE
(Designation;

Office)

1. Submit application
form with complete
final requirements
Location:

4th Floor, MIAA
Administration
Building, Office of
AGM for Engineering

1.1. Checks and
ensures
completeness of final
requirements, prior to
receipt from Lessee
and endorse to
concerned
Engineering Office/s.
If incomplete,
documents shall not
be accepted and
state the lacking
requirement

None 1 hour/s Clerk
Processor
B; Office of
the
Assistant
General
Manager
for
Engineerin
g

1.2. Endorsed
submitted
requirements thru
Routing Slip to all
concerned
Engineering office/s
for review and
evaluation

32 minute/s Clerk
Processor
B; Office of
the
Assistant
General
Manager
for
Engineerin
g

1.3. For review and
evaluation

3 working
day/s, 4
hour/s

Engineer
In-charge;
Pavements
and
Grounds
Division

1.4. Receive
evaluation and
prepare MIAA Permit
for signature.

1 working
day/s, 3
hour/s

Clerk
Processor
B; Office of
the
Assistant
General
Manager
for
Engineerin
g

2. Receive the Order
of Payment Slip
(OPS)
Location:

2. Issue Order of
Payment Slip (OPS)

None 5 minute/s Clerk
Processor
B; Office of
the
Assistant
General
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4th Floor, Office of the
Asst. Gen. Manager
for Engineering

Manager
for
Engineerin
g

3. Pays necessary
fees and charges
upon receipt of Order
of Payment Slip
(OPS)
Location:

Ground Floor, MIAA
Administration
Building, Collection
Division

3. Receive payment
and issue receipt

Standard
Fees
Breakdown:
Demolition /
Excavation
Permit: PHP
635.8

Total:
PHP 635.8

30 minute/s Collection
Officer;
Collection
Division

4. Receive the
Excavation Permit.
Accomplish the Client
Satisfaction
Measurement Form
Location:

4th Floor, Office of the
Asst. Gen. Manager
for Engineering

4. Issue the approved
MIAA Permit upon
receipt of copy of
payment for fees. The
client request
accomplish the Client
Satisfactory
Measurement Form

None 30 minute/s Clerk
Processor
B; Office of
the
Assistant
General
Manager
for
Engineerin
g

Total Processing Time: Working Days: 5 working day/s, 1 hour/s, 37
minute/s

Total Processing Fee:
Total Standard Fee:
PHP 635.8
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Landside Police Division
External Services
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1. Request For Issuance of Police Report (Road Crash Investigation Report)

Reported / Walk-In Complaint/s of Road Crash Incidents

Office or Division: Landside Police Division

Classification: Simple

Type of Transaction: G2C (Government to Citizen)

Who may avail: Person Involved in Road Crash Incident/ Authorized Representative

Operating Hours: 24/7

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

For Standard Requirement

1. Estimated Cost of Damages
(1) Original Copy

Applicant / Client

2. Policy Insurance
(1) Photo Copy

Applicant / Client

3. Photo of Damaged Portions
(1) Original Copy

Applicant / Client

Remarks:

Preferably Colored

4. Motor Vehicle Official Receipt and Certificate of
Registration
(1) Photo Copy

Land Transportation Office - To
be determined

Remarks:

Submit One (1) Photocopy

5. Driver's license

Valid Driver's License Issued by Land Transportation Office

Remarks:

Present Original and Submit One (1) Photocopy of Driver's License

6. Sworn Statment/ Affidavit
(1) Original Copy

Applicant / Client

For Situational Requirement
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A. If Representative

A.1. Authorization Letter
(1) Original Copy

Applicant / Client

Remarks:

Must be Notarized

A.2. Valid Government Issued Identification Card

Present original and submit one (1) photocopy of any of the following Government issued
Identification card:

Driver'License -Land Transportation Office
Passport - Department of Foreign Affairs
PRC - Professional and Regulation Commission
UMID I.D - Government Service Insurance System / Social Security System
Voter's I.D - Commission on Election

Remarks:

The idenfication must be valid and not expired

CLIENT STEPS AGENCY ACTION FEES TO
BE PAID

PROCESSIN
G TIME

PERSON
RESPONSIB

LE
(Designation;

Office)

1. Proceed to
Landside Police
Division to report the
incident
Location:

Ground Floor, Airport
Police Department
Headquarters

1.1. Conduct
investigation of
referred road crash
incident.

None 1 hour/s Airport
Police
Officer I;
Landside
Police
Division
Airport
Police
Officer II;
Landside
Police
Division
Airport
Police
Officer III;
Landside
Police
Division

1.2. If the client
sustained injuries /
death, refer to the
nearest hospital.

1 hour/s Airport
Police
Officer I;
Landside
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Police
Division
Airport
Police
Officer II;
Landside
Police
Division
Airport
Police
Officer III;
Landside
Police
Division

2. Receive Citation
Ticket
Location:

Ground Floor,
Landside Police
Division, Airport
Police Department
Headquarters

2. Issue a citation
ticket

None 5 minute/s Airport
Police
Officer I;
Landside
Police
Division
Airport
Police
Officer II;
Landside
Police
Division
Airport
Police
Officer III;
Landside
Police
Division

3. Secure and fill-out
the Sworn Statement
Form with attached
complete documents.
Location:

Ground floor,
Landisde Police
Division, Airport
Police Department
Headquarters

3. Provide Sworn
Statment Form and
inform the client to
return the form duly
notarized.

None 30 minute/s Airport
Police
Officer I;
Landside
Police
Division
Airport
Police
Officer II;
Landside
Police
Division
Airport
Police
Officer III;
Landside
Police
Division
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4. Submit duly
notarized form with
complete documents.
Location:

Ground Floor,
Landside Police
Division, Airport
Police Department
Headquarters

4.1. Receive and
check the filled-out
and notarized sworn
statement form with
the complete
documents.

None 10 minute/s Airport
Police
Officer I;
Landside
Police
Division
Airport
Police
Officer II;
Landside
Police
Division
Airport
Police
Officer III;
Landside
Police
Division

4.2. Submit the Road
Crash Incident report
and other documents
to the Section Chief
Traffic Police Section
or Manager/OIC
Landside Police
Division for approval.

1 hour/s Airport
Police
Officer I;
Landside
Police
Division
Airport
Police
Officer II;
Landside
Police
Division
Airport
Police
Officer III;
Landside
Police
Division

4.3. Review and Sign
the Police Report

1 hour/s Section
Chief,
Traffic
Police
Section;
Landside
Police
Division
Manager/
Officer -In-
Charge;
Landside
Police
Division
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5. Receive the Road
Crash Incident
Report. Accomplish
the Client Satisfaction
Measurement Form.
Location:

Ground Floor,
Landside Police
Division, Airport
Police Department
Headquarters

5. Issue Road Crash
Incident Report.
Request the client to
accomplish the Client
Satisfaction
Measurement Form.

None 30 minute/s Airport
Police
Officer I;
Landside
Police
Division
Airport
Police
Officer II;
Landside
Police
Division
Airport
Police
Officer III;
Landside
Police
Division

Total Processing Time: Working Days: 5 hour/s, 15 minute/s

Total Processing Fee: Total Standard Fee: None
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Airside Police Division
External Services
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1. REQUEST FOR POLICE ASSISTANCE

This service facilitates immediate police response and intervention for incidents occurring within
the airside area of the airport. It ensures the safety and security of passengers, airport personnel,
aircraft, equipment, and facilities. 

Office or Division: Airside Police Division

Classification: Simple

Type of Transaction: G2B (Government to Business), G2C (Government to Citizen), G2G
(Government to Government)

Who may avail: Airport Employees, Concessions, Ground handling, Airline staff, Airside
Drivers and Authorized Persons/Representatives

Operating Hours: 24/7

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

For Standard Requirement

1. Valid Identification Card

Present original and submit one (1) photocopy of any of the following issued identification card
for documentation purposes; 

NNIC Access Pass
Company ID

Remarks:

The Identifation Card must be valid and not expired.

Sub Requirement

1.A. 1. Present any valid government identification card if no available company ID

1.A.1. Present Valid Government Identification Card

Present original and submit one (1) photocopy of any of the following Government issued
identification card; 

Driver's License - Land Transportation Office
Passport - Depertment of Foreign Affairs
Philippine Identification (National ID) - Philippine Statistics Authority
Unified Multi-Purpose ID - Social Securty System or Government Service Insurance
System
Professional Regulation Commision ID -  Professional Regulation Commision
Taxpayer ID - Bureau of Internal Revenue 
PhilHealth ID - Philippine Health Insurance Corporation 
National Bureau of Investigation Clearance - National Bureau of Investigation
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Senior Citizen ID - Office of Senior Citizens Affairs
Persons with Disability ID - Persons with Disabilities Affairs Office 

Remarks:

The Identification Card must be valid and not expired.

For Situational Requirement

A. If Authorized Representative

A.1. Authorization letter
(1) Original Copy Or (1) Electronic Copy

Applicant / Client

Remarks:

The requesting party must include in his/her authorization letter the following details;

Full names of the complainant/reqesting party and Authorized Representative;
Purpose and reason why complainant can not appear personally;
State the relationship with the Authorized Representative;
Contact number for validation;
Complainant's signature over printed name. 

Sub Requirement

A.1.A. Certification or Request letter from the Company

A.1.A.1. Certification or Request letter
(1) Original Copy Or (1) Electronic Copy

Applicant / Client

Remarks:

The requesting party must include in their company/request letter the following details;

Indicate the name of the company;
Name and position of the party requesting on behalf of the company;
Name of the authorized repsresentative;
Purpose of your request;
Contact number for validation;
Requesting party's signature over printed name. 

A.2. Valid Identification Card

Present original and submit one (1) photocopy of any of the following issued identification
card for documentation purposes; 

NNIC Access Pass
Company ID

Remarks:
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The Identifation Card must be valid and not expired.

Sub Requirement

A.2.A. 1. Present any valid government identification card if no available company ID

A.2.A.1. Present Valid Government Identification Card

Present original and submit one (1) photocopy of any of the following Government issued
identification card; 

Driver's License - Land Transportation Office
Passport - Depertment of Foreign Affairs
Philippine Identification (National ID) - Philippine Statistics Authority
Unified Multi-Purpose ID - Social Securty System or Government Service Insurance
System
Professional Regulation Commision ID -  Professional Regulation Commision
Taxpayer ID - Bureau of Internal Revenue 
PhilHealth ID - Philippine Health Insurance Corporation 
National Bureau of Investigation Clearance - National Bureau of Investigation
Senior Citizen ID - Office of Senior Citizens Affairs
Persons with Disability ID - Persons with Disabilities Affairs Office 

Remarks:

The Identification Card must be valid and not expired.

CLIENT STEPS AGENCY ACTION FEES TO
BE PAID

PROCESSIN
G TIME

PERSON
RESPONSIB

LE
(Designation;

Office)

1. Approach any duty
Airport Police Officer
or proceed to Airport
Police Office for
assistance
Location:

Aircraft Movement
Areas Police Section
(AMAPS) - Bay 1,
Ramp Gate 2, NAIA
Terminal 1 (Near
Pass Control Office)

General Aviation
Areas Police Section
(GAAPS) - Delta
Gate, Domestic
Road 

1. Interview the
complainant/requestin
g party

None 1 hour/s AIRPORT
POLICE
OFFICER
I; Airside
Police
Division
AIRPORT
POLICE
OFFICER
II; Airside
Police
Division
AIRPORT
POLICE
OFFICER
III; Airside
Police
Division
AIRPORT
POLICE
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INSPECTO
R; Airside
Police
Division

2. Fill out the
complaint form and
submit
Location:

Aircraft Movement
Areas Police Section
(AMAPS) - Bay 1,
Ramp Gate 2, NAIA
Terminal 1 (Near
Pass Control Office)

General Aviation
Areas Police Section
(GAAPS) - Delta
Gate, Domestic
Road 

2.1. Provide the
Complaint Form

None 30 minute/s AIRPORT
POLICE
OFFICER
I; Airside
Police
Division
AIRPORT
POLICE
OFFICER
II; Airside
Police
Division
AIRPORT
POLICE
OFFICER
III; Airside
Police
Division
AIRPORT
POLICE
INSPECTO
R; Airside
Police
Division

2.2. Check
completeness of
complaint form

30 minute/s AIRPORT
POLICE
OFFICER I
; Airside
Police
Division
AIRPORT
POLICE
OFFICER
II; Airside
Police
Division
AIRPORT
POLICE
OFFICER
III; Airside
Police
Division
AIRPORT
POLICE
INSPECTO
R; Airside
Police
Division

143



2.3. If necessary, APD
officer shall
coordinates to
Surveillance office for
the availability of the
CCTV footage in the
reported/subject area.
If the footage is
available, the review
of CCTV is for
approval of the duty
CCTV APD
supervisor and if the
requirements for
viewing is complete.

30 minute/s AIRPORT
POLICE
OFFICER
I; Airside
Police
Division
AIPORT
POLICE
OFFICER
II; Airside
Police
Division
AIRPORT
POLICE
OFFICER
III; Airside
Police
Division
AIRPORT
POLICE
INSPECTO
R; Airside
Police
Division

3. Assist the
complainant/requestin
g party to the
surveillance office for
CCTV viewing
Location:

4th floor, Terminal 1 

3. If the request for
CCTV is approved,
the Airport Police
Officer will assist the
complainant/requestin
g party to
Surveillance office.

None 30 minute/s AIRPORT
POLICE
OFFICER
I; Airside
Police
Division
AIRPORT
POLICE
OFFICER
II; Airside
Police
Division
AIRPORT
POLICE
OFFICER
III; Airside
Police
Division
AIRPORT
POLICE
INSPECTO
R; Airside
Police
Division

4. Fill-out Customer
Satisfactory
Measurement

4. Provide Customer
Service Measure
Form

None 15 minute/s AIRPORT
POLICE
OFFICER
I; Airside
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Location:

Aircraft Movement
Areas Police Section
(AMAPS) - Bay 1,
Ramp Gate 2, NAIA
Terminal 1 (Near
Pass Control Office)

General Aviation
Areas Police Section
(GAAPS) - Delta
Gate, Domestic
Road 

Police
Division
AIRPORT
POLICE
OFFICER
II; Airside
Police
Division
AIRPORT
POLICE
OFFICER
III; Airside
Police
Division
AIRPORT
POLICE
INSPECTO
R; Airside
Police
Division

Total Processing Time: Working Days: 3 hour/s, 15 minute/s

Total Processing Fee: Total Standard Fee: None
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Terminal Police Division
External Services
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1. REQUEST FOR POLICE ASSISTANCE IN THE TERMINALS

This service covers the evaluation, planning, deployment  and execution of police seccurity
assistance within the airport's terminal buildings, curbside zones and immediate perimeter. It
ensures public safety, effective crowd management. VIP movement protocols and immediate law
enforcement response during special events, high-profile operations, inter-agency sweeps for
critical security incident.

Office or Division: Terminal Police Division

Classification: Simple

Type of Transaction: G2B (Government to Business), G2C (Government to Citizen), G2G
(Government to Government)

Who may avail: Passenger, Employees, Airport Users, Greeters, Concessions and
Authorized Person/Representatives 

Operating Hours: 24/7

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

For Standard Requirement

1. Complaint Form (S-APD-F-008)
(1) Original Copy And (2) Photo Copy

Manila International Airport
Authority - Terminal Police
Division-Terminals 1, 2 ,3
Airport Police Assistance Desk

Remarks:

Duly accomplished/ filled-out by the Complainant/Requesting Party containing the following;

Nature of Complaint
Date, Time and Place of Occurence
Date andTime reported to APD
the subject/respondent personal details ,if neccessary (i.e. full name, age, gender, civil
status, company and address)
Complainant/Requestee personal details (i.e. full name, age, gender, civil status,
religion, contact number, email address, passport number, flight details nationality and
address)
Naration of facts/complaint
Complainant/Requestee's intent/desire:

File a formal complaint against the suspect
File a formal complaint upon returning
Will consult a private layer before filing a complaint
Not interested in pursuing complaint (for records and reference)
Other purposes;

Complainat/Requesting Party's signature over printed name;

Signed by the duly Airport Police Officer who attended/assisted the complaint/requestee.
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2. Valid Government Identification Card

Present original and submit one (1) photocopy of any of the following Govenment issued
Identfication card;

Driver's License -Land Transfortation Office
Passport - Department of Foreign Affairs / Issuing Country
Professional Regulation Commission ID - Professional Regulation Commission
Unified Multi-Purpose ID - Social Security System or Government Service Insurance
System
Philippine Identification (National ID) - Philippine Statistics Authority
Taxpayer's ID - Bureau of Internal Revenues
PhilHealth ID - Philippine Health Insurance Corporation
National Bureau of Investigation Clearance -National Bureau of Investigation
Senior Citizen's ID - Office of Senior Citize's Affairs
Persons With Disability ID - Persons with Disabilities Affairs Office

Remarks:

The Identification card must be valid and not expired

Sub Requirement

2.A. Valid Company Identification Card

2.A.1. Valid Company Identification Card

Present original and submit one (1) photocopy of any of the following identification card;

Company Identification - Issuing Company
New NAIA Infrastructure Corporation (NNIC) Access Pass - New New NAIA
Infrastructure Corporation (NNIC), Pass Control Office

Remarks:

The identification card must be valid and not expired

For Situational Requirement

A. If Authorized Representative

A.1. Authorization Letter
(1) Original Copy Or (1) Electronic Copy

Applicant / Client
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Remarks:

The requestee  must include in his/her authorization letter the following details;

Full names of complainant/requestee and authorized representative 
Purpose and reason why the complainant cannot appear personnaly;
State the relationship with the Authorized Representative;
Contact number for validation
Complainant's signature over printed name 

A.2. Valid Government Identification Card

Present original and submit one (1) photocopy of any of the following Govenment issued
Identfication card;

Driver's License -Land Transfortation Office
Passport - Department of Foreign Affairs / Issuing Country
Professional Regulation Commission ID - Professional Regulation Commission
Unified Multi-Purpose ID - Social Security System or Government Service Insurance
System
Philippine Identification (National ID) - Philippine Statistics Authority
Taxpayer's ID - Bureau of Internal Revenues
PhilHealth ID - Philippine Health Insurance Corporation
National Bureau of Investigation Clearance -National Bureau of Investigation
Senior Citizen's ID - Office of Senior Citize's Affairs
Persons With Disability ID - Persons with Disabilities Affairs Office

 

Remarks:

The Identification card must be valid and not expired

CLIENT STEPS AGENCY ACTION FEES TO
BE PAID

PROCESSIN
G TIME

PERSON
RESPONSIB

LE
(Designation;

Office)

1. Requestee
approach any duty
APD personnel for
assistance
Location:

Terminal 1 -
Departure West,
outside OWWA

Terminal 2 -
Departure Lobby
Rotunda Entrance

1. Interview the
requestee

None 30 minute/s Airport
Police
Officer I;
Terminal
Police
Division
Airport
Police
Officer II;
Terminal
Police
Division
Airport
Police

149



Terminal 3 -
Departure Lobby
Check-in Island C
Head Area

Officer III;
Terminal
Police
Division
Airport
Police
Inspector ;
Terminal
Police
Division

2. Fill out the
complaint form and
submit
Location:

Terminal 1 -
Departure West
outside OWWA

Terminal 2 -
Departure Lobby
Rotunda Entrance

Terminal 3 -
Departure Lobby
Check-in Island C
Head Area

2.1. Provide the
Complaint Form

None 30 minute/s Airport
Police
Officer I;
Terminal
Police
Division
Airport
Police
Officer II;
Terminal
Police
Division
Airport
Police
Officer III;
Terminal
Police
Division
Airport
Police
Inspector;
Terminal
Police
Division

2.2. Check
completeness of
complaint form and
record in the official
blotter

30 minute/s Airport
Police
Officer I;
Terminal
Police
Division
Airport
Police
Officer II;
Terminal
Police
Division
Airport
Police
Officer III;
Terminal
Police
Division
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Airport
Police
Inspector;
Terminal
Police
Division

2.3. If necessary,
coordinate with the
Surveillance Office
and provide
assistance for CCTV
review.

1 hour/s, 30
minute/s

Airport
Police
Officer I;
Terminal
Police
Division
Airport
Police
Officer II;
Terminal
Police
Division
Airport
Police
Officer III;
Terminal
Police
Division
Airport
Police
Inspector ;
Terminal
Police
Division

2.4. Provide
necessary assistance
such as monitoring,
securing the facilities,
dispatch personnel
and endorsing the
Requesting party to
concerned office.

1 hour/s, 30
minute/s

Airport
Police
Officer I;
Terminal
Police
Division
Airport
Police
Officer II;
Terminal
Police
Division
Airport
Police
Officer III;
Terminal
Police
Division
Airport
Police
Inspector;
Terminal
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Police
Division

3. Fill-out CSM
Location:

Terminal 1 -
Departure West, 
outside OWWA 

Terminal 2 -
Departure Lobby ,
Rotunda Entrance

Terminal 3 -
Departure Lobby,
Check-in Island C
Head Area

3. Provide CSM Form None 15 minute/s Airport
Police
Officer I;
Terminal
Police
Division
Airport
Police
Officer II;
Terminal
Police
Division
Airport
Police
Officer III;
Terminal
Police
Division
Airport
Police
Inspector;
Terminal
Police
Division

Total Processing Time: Working Days: 4 hour/s, 45 minute/s

Total Processing Fee: Total Standard Fee: None
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Police Intelligence and Investigation Division
External Services
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1. Issuance of Certificate of Detention

The Certificate of Detention is one of the requirements to be complied with by the relative or any
authorized representative of 
the detainee to Post Bail. The personal appearance of the authorized representative is required. 

Office or Division: Police Intelligence and Investigation Division

Classification: Simple

Type of Transaction: G2C (Government to Citizen)

Who may avail: All relatives of the PIID detainee/s or any authorized
persons/representative

Operating Hours: 8:00 AM - 5:00 PM

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

For Standard Requirement

1. Request form S-PII-F-001 (PIID Form 1 s 2025)
(1) Original Copy

Airport Police Department -
Police Intelligence and
Investigation Division

Remarks:

This will be filled out by the requestee, containing the following:

Date and time;
Requestee full name, address, contact number, gender, age, civil status, relationship to
the requestee (if authorized representative);
What document will be requested and reason for such request;
Requestee signature over-printed name.

Then will be subject for approval of the Police Intelligence and Investigation Division

2. Inquest Resolution and/or Information
(1) Original Copy And (1) Electronic Copy Or (1) Photo Copy
And (1) Electronic Copy

Department of Justice - Office
of the City Prosecutor's -
Pasay

Remarks:

Requestee will get the document at Pasay City Prosecutor's Office and will request to forward
electronic copy to Police Intelligence and Investigation Division email.

3. Authorization letter
(1) Original Copy

Applicant / Client

Remarks:
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The authorization letter will be from the Police Intelligence and Investigation Division
Detainee.

4. Barangay Clearance with sketch of residence location
(1) Original Copy

Department of Interior and
Local Government -
Sangguniang Barangay

Remarks:

Secure from the Barangay where the Police Intelligence and Investigation Division - Detainee
resides as declared in the Booking and Information Sheet

5. Valid Government issued Identification Card

Present original and submit one (1) photocopy of any of the following Government issued
Identification Card:

Driver's License - Land Transportation Office
Passport - Department of Foreign Affairs
PRC License - Professional and Regulation Commission
UMID I.D - Government Service Insurance System
Voter's I.D - Commission on Election

Remarks:

The Identification card must be a government issued valid and not expired

CLIENT STEPS AGENCY ACTION FEES TO
BE PAID

PROCESSIN
G TIME

PERSON
RESPONSIB

LE
(Designation;

Office)

1. Secure a copy of
Request form S-PII-F-
001 (PIID Form 1 s
2025)
Location:

Police Intelligence
and Investigation
Division (PIID) Office
located at Ground
Floor of the Airport
Police Department
Headquarters

1. Provide a copy of
Request form to the
requestee

None 5 minute/s Airport
Police
Officer I;
Police
Intelligence
and
Investigatio
n Division
Airport
Police
Officer II;
Police
Intelligence
and
Investigatio
n Division

2. Fill out all the
details needed and

2.1. Accept Request
form and verify the

None 10 minute/s Airport
Police
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submit the request
form together with the
complete
requirements
Location:

Police Intelligence
and Investigation
(PIID) Office located
at Ground Floor of the
Airport Police
Department
Headquarters

completeness of
submmited
requirements

Officer I;
Police
Intelligence
and
Investigatio
n Division
Airport
Police
Officer II;
Police
Intelligence
and
Investigatio
n Division

2.2. Draft the
Certificate of
Detention

10 minute/s Airport
Police
Officer I;
Police
Intelligence
and
Investigatio
n Division
Airport
Police
Officer II;
Police
Intelligence
and
Investigatio
n Division

2.3. Submit the draft
Certificate of
Detention and the
attached
requirements to the
duty Shift-in-
Charge/Asst. Shift-In-
Charge for checking

10 minute/s Airport
Police
Officer I;
Police
Intelligence
and
Investigatio
n Division
Airport
Police
Officer II;
Police
Intelligence
and
Investigatio
n Division

2.4. Receive and
review the draft and
attached
requirements prior

15 minute/s Airport
Police
Officer II;
Police
Intelligence
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final checking of the
Section Chief

and
Investigatio
n Division
Airport
Police
Officer III;
Police
Intelligence
and
Investigatio
n Division
Shift-In-
Charge;
Police
Intelligence
and
Investigatio
n Division

2.5. Review the final
draft and attached
documents for initial
prior submitting to the
Manager - Police
Intelligence and
Investigation Division

5 minute/s Section
Chief;
Police
Intelligence
and
Investigatio
n Division

2.6. Approve and sign
the Certificate of
Detention

5 minute/s Manager;
Police
Intelligence
and
Investigatio
n Division

2.7. Get the signed
and approved
Certificate of
Detention from the
Manager - Police
Intelligence and
Investigation Division
and will set the Office
seal prior issuance to
the requestee

5 minute/s Airport
Police
Officer I;
Police
Intelligence
and
Investigatio
n Division
Airport
Police
Offfcer II;
Police
Intelligence
and
Investigatio
n Division

3. Receive the
duplicate copy of the
signed Certificate of
Detention, fill out the

3. Issue the signed
and approved
Certificate of
Detention, and give

None 5 minute/s Airport
Police
Officer I;
Police
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Client Satisfactory
Measurement form or
Quick Response
code, and sign the
logbook with date and
time
Location:

Police Intelligence
and Investigation
Division (PIID) Office,
located at Airport
Police Department
Headquarters

the Client Satisfactory
Measure form or
Quick Response code

Intelligence
and
Investigatio
n Division
Airport
Police
Officer II;
Police
Intelligence
and
Investigatio
n Division

Total Processing Time: Working Days: 1 hour/s, 10 minute/s

Total Processing Fee: Total Standard Fee: None
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2. Issuance of Certification (Incident)

This process pertains to the assistance given by the PIID for any individual, company and/or other
government agencies requesting certification for alleged 
incidents reported within the Airport Complex.  

Office or Division: Police Intelligence and Investigation Division

Classification: Simple

Type of Transaction: G2C (Government to Citizen)

Who may avail: Airport Passengers, Users, and Authorized Persons/Representatives

Operating Hours: 8:00 AM - 5:00 PM

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

For Standard Requirement

1. Request Form S-PII-F-001 (PIID Form 1 s 2025)
(1) Original Copy

Airport Police Department -
Police Intelligence and
Investigation Division

Remarks:

This will be filled up by the requestee, containing the following:

Date and time;
Requestee full name, address, contact number, gender, age, civil status, relationship to
the requestee (if authorized representative);
What document will be requested and reason for such request;
Requestee signature over-printed name.

Then will be subject for approval of the Police Intelligence and Investigation Division

2. Complaint Form
(1) Original Copy

Airport Police Department -
Police Intelligence and
Investigation Division

Remarks:

This will be accomplished/filled out by the complainant/requestee upon reporting to the Police
Intelligence and Investigation Division containing the following:

Nature of Incident;
date, time and place of incident;
date and time of reporting;
the subject/respondent personal details (Full name, age, gender, civil status and
address);
Requestee personal details (i.e Full name, age, address, contact number and email,
flight details, passport number); 
Narration of facts/complaint; 
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Requestee desire:

to formally file criminal/administrative complaint;
will file the case upon returning;
will consult his/her lawyer first;
for blotter purposes (not interested);
Other purposes;

Signature over requestee printed name; and will be signed by the duty Airport Police Officer
who attended the complaint.

3. Valid Government Identification Card

Present original and submit one (1) photocopy of any of the following Government issued
Identification Card:

Driver's License - Land Transportation Office
Passport - Department of Foreign Affairs
PRC License - Professional Regulation Commission
UMID I.D - Government Service Insurance System
Voter's I.D - Commission on Election

Remarks:

The Identification Card must be a valid government issued and not expired.

For Situational Requirement

A. If Authorized Representative

A.1. Authorization letter (If Blood related/relative)
(1) Original Copy

Applicant / Client

Remarks:

The requestee must include in his/her authorization letter the following details:

Reason why he/she can not appear personally;
His/Her relationship with the Authorized representative;
Contact number for Validation;

A.2. Special Power of Attorney (If NOT blood related)
(1) Original Copy

Applicant / Client

Remarks:

The requestee must include in his/her Special Power of Attorney the following details:

Reason why he/she can not appear personally;
His/Her relationship with the Authorized representative;
Contact number for Validation;
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A.3. Government issued Identification Card

To present and submit one (1) photocopy of the following Identification Card:

Driver's License - Land Transportation Office
Passport - Department of Foreign Affairs
PRC License - Professional Regulation Commission
UMID I.D - Government Security Insurance System
Voter's I.D - Commission on Election

Remarks:

The Identification card must be a valid government issued and not expired

CLIENT STEPS AGENCY ACTION FEES TO
BE PAID

PROCESSIN
G TIME

PERSON
RESPONSIB

LE
(Designation;

Office)

1. Secure a Request
form S-PII-F-001
(PIID Form 1 s 2025)
Location:

Police Intelligence
and Investigation
Division (PIID) Office,
located at Airport
Police Department
Headquarters

1. Provide the
Request form to the
requestee

None 5 minute/s Airport
Police
Officer I;
Police
Intelligence
and
Investigatio
n Division
Airport
Police
Officer II;
Police
Intelligence
and
Investigatio
n Division

2. Fill out all the
details needed and
submit the request
form together with the
complete
requirements
Location:

Police Intelligence
and Investigation
Division (PIID) Office
located at Airport
Police Department
Headquarters

2.1. Accept Request
form and verify the
completeness of
submmited
requirements

None 5 minute/s Airport
Police
Officer I;
Police
Intelligence
and
Investigatio
n Division
Airport
Police
Officer II;
Police
Intelligence
and
Investigatio
n Division
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2.2. Inquire/validate
to New NAIA
Infrastracture
Corporation - Lost
and Found Unit if
there are any
recovered/turned over
item that matches
with the description of
the property of the
requestee

2 hour/s Airport
Police
Officer I;
Police
Intelligence
and
Investigatio
n Division
Airport
Police
Officer II;
Police
Intelligence
and
Investigatio
n Division

2.3. Inquire/validate
with Surveillance
Operations Division if
there are CCTV
camera/footages
covering the incident,
if none request a
Certification that there
is no CCTV
camera/footages

3 hour/s Airport
Police
Officer I;
Police
Intelligence
and
Investigatio
n Division
Airport
Police
Officer II;
Police
Intelligence
and
Investigatio
n Division

2.4. Draft the Incident
Certificate and submit
to the Shift-In-
Charge/Assistant
Shift-In-Charge for
checking including
the attached
requirements

1 hour/s Airport
Police
Officer I;
Police
Intelligence
and
Investigatio
n Division
Airport
Police
Officer II;
Police
Intelligence
and
Investigatio
n Division

2.5. Receive and
review the draft and

30 minute/s Airport
Police
Officer II;
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attached documents
prior finalizing

Police
Intelligence
and
Investigatio
n Division
Shift-In-
Charge;
Police
Intelligence
and
Investigatio
n Division

2.6. Receive and
review all the
documents, and affix
initial prior
submission and
approval of the
Manager - Police
Intelligence and
Investigation Division

30 minute/s Section
Chief;
Police
Intelligence
and
Investigatio
n Division

2.7. Approve and sign
the Incident
Certificate

5 minute/s Manager;
Police
Intelligence
and
Investigatio
n Division

2.8. Seal the office
logo prior Issuance to
the requestee

5 minute/s Airport
Police
Officer I;
Police
Intelligence
and
Investigatio
n Division
Airport
Police
Officer II;
Police
Intelligence
and
Investigatio
n Division

3. Acknowledge the
receiving copy of the
signed certification,
and accomplish the
Client Satisfactory
Measurement form or
Quick Response code
with date and time

3. Issue the original
approved and signed
Certification, give the
Client satisfactory
Measurement form or
Quick Response code
and keep the
acknowledged

None 5 minute/s Airport
Police
Officer I;
Police
Intelligence
and
Investigatio
n Division
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Location:

Police Intelligence
and Investigation
Division (PIID) Office
located at Airport
Police Department
Headquarters

duplicate copy for file
and reference

Airport
Police
Officer II;
Police
Intelligence
and
Investigatio
n Division

Total Processing Time: Working Days: 7 hour/s, 25 minute/s

Total Processing Fee: Total Standard Fee: None
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3. Request for Issuance of Police Report

Preparation of police report for reported/ walk-in complaint/s of theft incident/s and/or personal
accident/s that occurred 
within the Airport Complex.  

Office or Division: Police Intelligence and Investigation Division

Classification: Simple

Type of Transaction: G2C (Government to Citizen)

Who may avail: Airport Passengers, Users, and Authorized Persons/Representatives 

Operating Hours: 24/7

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

For Standard Requirement

1. Request Form S-PII-F-001 (PIID Form 1 s 2025)
(1) Original Copy

Airport Police Department -
Police Intelligence and
Investigation Division

Remarks:

This will be filled up by the requestee, containing the following:

Date and time;
Requestee full name, address, contact number, gender, age, civil status, relationship to
the requestee (if authorized representative);
What document will be requested and reason for such request;
Requestee signature over-printed name.

Then will be subject for approval of the Police Intelligence and Investigation Division

2. Complaint Form
(1) Original Copy

Airport Police Department -
Terminal Police Division

Remarks:

This will be accomplished/filled up by the complainant/requestee upon reporting to the Police
Intelligence and Investigation Division containing the following:

Nature of Incident;
date, time and place of incident;
date and time of reporting;
the subject/respondent personal details (Full name, age, gender, civil status and
address);
Requestee personal details (i.e Full name, age, address, contact number and email,
flight details, passport number); 
Narration of facts/complaint; 
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Requestee desire:

to formally file criminal/administrative complaint;
will file the case upon returning;
will consult his/her lawyer first;
for blotter purposes (not interested);
Other purposes;

Signature over requestee printed name; and will be signed by the duty Airport Police Officer
who attended the complaint.

3. Notarized Affidavit of Loss
(1) Original Copy

Applicant / Client

Remarks:

The requestee will proceed to any Law Offices (Public or Private Law Offices) to narrate the
circumstances on how the incident transpired and will Sworn.

4. CCTV Viewing Form
(1) Original Copy

Manila International Airport
Authority - Surveillance
Operation Division

Remarks:

This form will be issued by the Terminal CCTV Office and will narrate the circumstances of
the incident based on CCTV footages

Sub Requirement

4.A. Certification of No CCTV coverage

4.A.1. Certification of No CCTV footage
(1) Original Copy

Manila International Airport
Authority - Surveillance
Operations Division

Remarks:

This will be issued by the Terminal CCTV footage if the incident was not covered by the
CCTV.

5. Valid Government Identification Card

Present original and submit one (1) photocopy of any of the following Government issued
Identification Card:

Driver's License - Land Transportation Office
Passport - Department of Foreign Affairs
PRC License - Professional Regulation Commission
UMID I.D - Government Service Insurance System
Voter's I.D - Commission on Election

Remarks:
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The Identification Card must be a valid government issued and not expired.

For Situational Requirement

A. If Authorized Representative

A.1. Authorization letter (If blood related)
(1) Original Copy

Applicant / Client

Remarks:

The requestee must include in his/her authorization letter the following details:

Reason why he/she can not appear personally;
His/Her relationship with the Authorized representative;
Contact number for Validation;

A.2. Special Power of Attorney (If NOT blood related)
(1) Original Copy

Applicant / Client

Remarks:

The requestee must include in his/her authorization letter the following details:

Reason why he/she can not appear personally;
His/Her relationship with the Authorized representative;
Contact number for Validation;

A.3. Valid Government Identification Card

To present and submit one (1) photocopy of the following Identification Card:

Driver's License - Land Transportation Office
Passport - Department of Foreign Affairs
PRC License - Professional Regulation Commission
UMID I.D - Government Security Insurance System
Voter's I.D - Commission on Election

Remarks:

The ID must be a valid government issued and not expired

CLIENT STEPS AGENCY ACTION FEES TO
BE PAID

PROCESSIN
G TIME

PERSON
RESPONSIB

LE
(Designation;

Office)

1. Secure a Request
form S-PII-F-001
(PIID Form 1 s 2025)
Location:

1. Provide the
Request form to the
requestee

None 5 minute/s Airport
Police
Officer I;
Police
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Police Intelligence
and Investigation
Division (PIID) Office,
located at Airport
Police Department
Headquarters

Intelligence
and
Investigatio
n Division
Airport
Police
Officer II;
Police
Intelligence
and
Investigatio
n Division
Shift-In-
Charge;
Police
Intelligence
and
Investigatio
n Division

2. Submit the filled-
out Request Form
and complete
requirements
Location:

Police Intelligence
and Investigation
Division (PIID) Office
located at Airport
Police Department
Headquarters

2.1. Receive
accomplished
Request Form and
validate/verify
submitted
requirements.

None 10 minute/s Airport
Police
Officer I;
Police
Intelligence
and
Investigatio
n Division
Airport
Police
Officer II;
Police
Intelligence
and
Investigatio
n Division
Shift-In-
Charge;
Police
Intelligence
and
Investigatio
n Division

2.2. Inquire with New
NAIA Infrastracture
Corporation Lost and
Found Unit if there is
any recovered/turned
over item/s that
matches with the
given description of
the requestee

5 hour/s Airport
Police
Officer I;
Police
Intelligence
and
Investigatio
n Division
Airport
Police
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Officer II;
Police
Intelligence
and
Investigatio
n Division

2.3. Inquire with
Surveillance
Operations Division if
there is CCTV
camera focused at
the area

5 hour/s Airport
Police
Officer I;
Police
Intelligence
and
Investigatio
n Division
Airport
Police
Officer II;
Police
Intelligence
and
Investigatio
n Division

2.4. If there are no
CCTV footage/s
covering the area
where the Requestee
lost his/her property, a
Certification from
Surveillance
Operations Division
must be issued upon
reporting the matter
to CCTV Office during
review/backtracking.

2 hour/s Airport
Police
Officer I;
Surveillanc
e
Operations
Division
Airport
Police
Officer II;
Surveillanc
e
Operations
Division

2.5. Draft the Police
Report narrating the
facts from the
provided
requirements

1 hour/s Airport
Police
Officer I;
Police
Intelligence
and
Investigatio
n Division
Airport
Police
Officer II;
Police
Intelligence
and
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Investigatio
n Division

2.6. Forward the
drafted Police Report
with the submitted
attachments/requirem
ents to the duty Shift-
In-Charge or
Assistant Shift-In-
Charge for review

10 minute/s Airport
Police
Officer I;
Police
Intelligence
and
Investigatio
n Division
Airport
Police
Officer II;
Police
Intelligence
and
Investigatio
n Division

2.7. Receive and
review the draft
Police Report and the
submitted
requirements

30 minute/s Airport
Police
Officer II;
Police
Intelligence
and
Investigatio
n Division
Shift-In-
Charge;
Police
Intelligence
and
Investigatio
n Division

2.8. Review and
finalized the
submiited draft for
initial prior approval of
the Manager

10 minute/s Section
Chief;
Police
Intelligence
and
Investigatio
n Division

2.9. Approve and
signed the Police
Report

10 minute/s Manager;
Police
Intelligence
and
Investigatio
n Division

2.10. Seal the office
logo prior issuance to
the requestee

10 minute/s Airport
Police
Officer I;
Police
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Intelligence
and
Investigatio
n Division
Airport
Police
Officer II;
Police
Intelligence
and
Investigatio
n Division

3. Acknowledge the
receiving copy of the
Police report, and
accomplish the Client
Satisfactory
Measurement form or
Quick Response code
with date and time
Location:

Police Intelligence
and Investigation
Division (PIID) Office
located at Airport
Police Department
Headquarters

3. Issue the original
approved and signed
Police Report, give
the Client Satisfactory
Measurement form or
Quick Response code
and keep the
acknowledged
duplicate copy for file
and reference

None 10 minute/s Airport
Police
Officer I;
Police
Intelligence
and
Investigatio
n Division
Airport
Police
Officer II;
Police
Intelligence
and
Investigatio
n Division

Total Processing Time: Working Days: 1 working day/s, 6 hour/s, 35
minute/s

Total Processing Fee: Total Standard Fee: None
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Medical Division
External Services
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1. Provision of MASS REPATRIATION ASSISTANCE (Medical Assistance,
Standby Support, and Referral Services) for Distressed Repatriated Filipinos,
Overseas Filipino Workers, Victims of Armed Conflict , disasters,
epidemics/pandemics, or humanitarian crises, Victims of Human trafficking,
and other Filipino Nationals repatriated by the Philippine government )

This service provides medical assessment, first aid, emergency response, medical standby, and
referral assistance to Filipino nationals repatriated by the Philippine government arriving at the
airport upon endorsement or request from Department of Migrant Workers (DMW), Overseas
Workers Welfare Administration (OWWA), Department of Health (DOH), Department of Foreign
Affairs (DFA), Department of Social Welfare and Development (DSWD), Bureau of Quarantine
(BOQ), Department of Labor and Employment (DOLE), Department of Justice (DOJ), Department
of the Interior and Local Government (DILG), Philippine Health Insurance Corporation
(PhilHealth),  Philippine Charity Sweepstakes Office (PCSO), National Center for Mental Health
(NCMH),  International Organization for Migration (IOM) and Operating Carriers (Airline
companies) during Mass Repatriation activities.

The Medical Division coordinates with relevant agency to ensure immediate medical attention,
stabilization, transport, and referral of distressed, ill, injured, or vulnerable OFWs.

Office or Division: Medical Division

Classification: Simple

Type of Transaction: G2C (Government to Citizen), G2G (Government to Government)

Who may avail:

Distressed Repatriated Filipinos, Overseas Filipino Workers, Victims of
Armed Conflict , disasters, epidemics/pandemics, or humanitarian
crises, Victims of Human trafficking, and other Filipino Nationals
repatriated by the Philippine government.

Operating Hours: 24/7

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

For Standard Requirement

1. Notice of request
(1) Original Copy Or (1) Photo Copy Or (1) Electronic Copy

Applicant / Client

Remarks:

1. Official request letter or coordination notice from requesting agency

2. List of arriving/repatriated OFWs

3. Flight details and arrival schedule

4. Medical endorsement or case summary, if available

5. Identification documents of OFWs when applicable
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CLIENT STEPS AGENCY ACTION FEES TO
BE PAID

PROCESSIN
G TIME

PERSON
RESPONSIB

LE
(Designation;

Office)

1. Request for Mass
Repatriation
Assistance and
standby support
maybe made in
person, by telephone,
email, or other official
communication
channels by relevant
government
agencies/Operating
carriers (Airline
companies)
Location:

Medical Clinic at
Airport Police
Department (APD)
Headquarters, Chapel
Road, Baltao, Pasay
City

official email address:
medical@miaagov.ph

Telephone Number:
(02) 88771794/ (02)
88771109 local  3187

Notes/Instruction:

complete detailed
information of Mass
Repatriation and flight
details

1.1. Receive and
evaluate the request
for repatriation
assistance

None 3 minute/s Medical
Officer III;
Medical
Division
Nurse;
Medical
Division
Medical
Assistant;
Medical
Division
Administrat
ive
Services
Assistant;
Medical
Division

1.2. Record and File
Request Documents
to Designated
Logbook and Folder

3 minute/s Nurse;
Medical
Division
Medical
Assistant;
Medical
Division

1.3. Verify and
coordinate with
relevant agencies
regarding travel
arrangements/arrival
details

5 minute/s Nurse;
Medical
Assistant;

2. Arrival of
repatriated OFWs
Location:

Assigned Terminal or
Holding area at Ninoy
Aquino International
Airport 

2. Conduct triage,
medical assessment
and provide first aid
or emergency
medical care as
needed. Refer and
transport patients
requiring further
treatment or
hospitalization to the

None 2 hour/s Medical
Officer;
Medical
Division
Nurse;
Medical
Division
Medical
Assistant;
Medical
Division
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appropriate
healthcare facility.

Ambulance
Driver;
Medical
Division

3. Provide informed
consent for transport
to a hospital when
necessary. If not
required or declined,
patient shall receive
appropriate medical
instructions,
treatment
recommendations
and advise from the
Medical Team
Location:

Site of Mass
Repatriation
Assistance (e.g.
Holding area,
Terminal or other
designated location)

3. Facilitate
ambulance transport
and referral to
appropriate
healthcare facility,
with patient's
informed consent

None 1 hour/s Medical
Officer III;
Medical
Division
Nurse;
Medical
Division
Medical
Assistant;
Medical
Division
Ambulance
Driver;
Medical
Division

4. Receive discharge
instructions and
follow-up
recommendations if
hospital transfer is not
medically indicated or
if the patient refuses
transport to the
hospital
Location:

Site of Mass
Repatriation
Assistance

4.1. Endorse the
patient to the
concerned agency for
appropriate
disposition and
follow-up

None 5 minute/s Medical
Officer III;
Medical
Division

4.2. Document
services rendered in
logbooks and submit
required reports to
authorized agency or
personnel

15 minute/s Medical
Officer III;
Medical
Division
Nurse;
Medical
Division
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5. Accomplish the
Client Satisfaction
Measurement Form
Location:

Site of Mass
Repatriation
Assistance (e.g.
Holding area,
Terminal or other
designated location)

5. Request the client
to accomplish the
Client Satisfaction
Measurement Form

None 5 minute/s Nurse ;
Medical
Division
Medical
Assistant;
Medical
Division

General Remarks

1. Executive Order No. 903, s. 1983 : Section 5 (m) (3) which states that Passenger handling
and other services directed towards the care, convenience and security of passengers, visitors
and other airport users.

2. Joint Memorandum Circular (JMC) No. 2017 -0001 : Inter-Agency Medical Repatriation
Assistance Program (IMRAP) for Overseas Filipinos

This integrated policy harmonizes procedures and outlines the roles of various government
agencies in assisting OFWs who require emergency medical transport back to the Philippines.

IMRAP involves a multi-agency effort, spearheaded by the DOH as the central coordinator, to
provide comprhensive support  from repatriation to reintegration. Key partners include DMW, for
migrant worker services, DFA DOLE, DSWD, DILG, MIAA and PCSO, which facilitates financial
and medical support.

IMRAP mechanism mandates the assistance of participating agencies from pre-arrival to post-
arrival, including welfare assistance and reintegration assistance. The assistance includes in-
flight medical assistance and escort services; initial medical assessment/evaluation upon arrival
in the country; ambulance conduction; referral to and/or confinement in Department of Health
(DOH) or local government unit hospitals, financial assistance for payment  of hospitalization
and other medical expenses; Philippine Health Insurance Corporation assistance/benefits; and
welfare programs and psychosocial counselling.

3. House Resolution No. 1373of 19th Congress: A Resolution urging the appropriate committee
of the House of Representatives to conduct an inquiry, in aid of legislation, into the
implementation of the IMRAP and the establishment of dedicated wards for Overseas Filipino
Workers

Total Processing Time: Working Days: 3 hour/s, 36 minute/s

Total Processing Fee: Total Standard Fee: None
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2. Provision of MEDICAL ASSISTANCE and Patient Transfer Assistance for
Medically Ill Filipino Passengers

This service provides medical assistance, patient assessment, medical standby and safe transfer
coordination for medically ill Filipino passengers including both arriving and departing passengers
on domestic and international flights. Assistance includes transfer from the aircraft to the
appropriate receiving party such as next of kin, ambulance service, relevant agency facility, or
receiving hospital.

The Medical Division coordinates with airline representatives,  airport authorities, medical transport
providers and relevant agencies to ensure continuity of care and safe patient handling.

Office or Division: Medical Division

Classification: Simple

Type of Transaction: G2C (Government to Citizen), G2G (Government to Government)

Who may avail: Medically Ill Filipino Passengers and their dependents abroad 

Operating Hours: 24/7

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

For Standard Requirement

1. Request for Medical Assistance
(1) Original Copy Or (1) Photo Copy Or (1) Electronic Copy

Applicant / Client

Remarks:

Coordination request from airline or from relevant agency may have the following
attachments:

1. Medical referral or medical information from airline or originating facility

2. Flight details and estimated time of arrival

3. Identification documents of passenger, if available

4. Acceptance or endorsement from receiving hospital/facility, if applicable

5. Ambulance arrangement or transport coordination, if required

 

 

CLIENT STEPS AGENCY ACTION FEES TO
BE PAID

PROCESSIN
G TIME

PERSON
RESPONSIB

LE
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(Designation;
Office)

1. Submit request for
medical assistance
and standby support
for medically ill
Filipino passengers
Location:

Medical Clinic at
Airport Police
Department (APD)
Headquarters Chapel
Road, Baltao, Pasay
City

outlook email
address:
medical@miaagov.ph

Telephone Number:
(02) 887711794/ (02)
88771109 local 3187

Notes/Instruction:

Indicate any special
medical assistance
required

 

1.1. Receive and
validate the request

None 3 minute/s Nurse;
Medical
Division
Medical
Assistant;
Medical
Division
Administrat
ive
Services
Assistant;
Medical
Division

1.2. Record and File
request documents to
Designated Logbook
and Folder

3 minute/s Nurse;
Medical
Division
Medical
Assistant;
Medical
Division

1.3. Verify and
coordinate with Airline
representatives/other
relevant agency
regarding travel
details and
arrangements

5 minute/s Nurse;
Medical
Division
Medical
Assistant;
Medical
Division

2. Arriva/Departure of
medically ill
passenger. Forward
medical records and
referral instructions
Location:

Aircraft at Ninoy
Aquino International
Airport (NAIA) at
assigned terminal and
bay

2.1. Receive
endorsement and
verify documents

None 10 minute/s Medical
Officer III;
Medical
Division

2.2. Conduct medical
assessment and
provide first aid or
emergency medical
care as needed.
Refer and transport
patient requiring
further treatment or
hospitalization to the
appropriate
healthcare facility

1 hour/s Medical
Officer;
Medical
Division
Nurse;
Medical
Division
Medical
Assistant;
Medical
Division
Ambulance
Driver;
Medical
Division
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3. Transfer of patient
from aircraft to
receiving party;
Transfer of patient
from receiving party
to aircraft
Location:

Aircraft at Ninoy
Aquino International
Airport (NAIA) of
assigned terminal bay

3.1. Facilitate safe
transfer of patient
using a wheelchair,
stretcher, ambulance,
or other appropriate
means of assisted
transport, as required
by the patient's
condition

None 1 hour/s Medical
Officer III;
Medical
Division
Nurse;
Medical
Division
Medical
Assistant;
Medical
Division
Ambulance
driver;
Medical
Division

3.2. Document
services rendered in
logbooks and submit
required reports to
authorized agency or
personnel

20 minute/s Medical
Officer;
Medical
Division
Nurse;
Medical
Division

4. Accomplish the
Client Satisfaction
Measurement Form
Location:

Site of Medical
Assistance

4. Request the client
to accomplish the
Client Satisfaction
Measurement Form

None 5 minute/s Nurse;
Medical
Division
Medical
Assistant;
Medical
Division

General Remarks

Service output: Medically ill passenger safely assessed, assisted, and transferred/endorsed to
the appropriate receiving party such as next of kin, ambulance service, relevant agency facility,
or receiving hospital.

Total Processing Time: Working Days: 2 hour/s, 46 minute/s

Total Processing Fee: Total Standard Fee: None
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3. Provision of MEDICAL ASSISTANCE to employees of other
government/relevant agencies, asylum seekers, human trafficking victims, and
airport detainees

This service provides medical assistance to employees of other government/relevant agencies,
asylum seekers, victims of human trafficking, and airport detainees who are referred by the
concerned agency. Assistance may include medical consultation, provision of available medicines,
emergency treatment and stabilization, hospital transfer and referral to appropriate health facilities.
The service aims to ensure timely access to necessary healthcare interventions and support the
protection and welfare of vulnerable individuals under government care. 

Office or Division: Medical Division

Classification: Simple

Type of Transaction: G2C (Government to Citizen), G2G (Government to Government)

Who may avail:

Officials, employees, and clients referred by other government
agencies

Asylum seekers under the custody, supervision, or care of the
government

Detainees, persons deprived of liberty (PDLs), and other individuals
under lawful government custody

 

Operating Hours: 24/7

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

For Standard Requirement

1. Coordination request from airline, or government agency
(1) Original Copy Or (1) Photo Copy Or (1) Electronic Copy

Applicant / Client

Remarks:

Coordination request from airline, relevant government agency, authorized personnel in the
airport may have the following attachments:

1. Medical referral or medical information from airline or originating facility

3. Identification or medical documents of patient, if available

 

 

CLIENT STEPS AGENCY ACTION FEES TO
BE PAID

PROCESSIN
G TIME

PERSON
RESPONSIB
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LE
(Designation;

Office)

1. Request for
medical assistance
maybe made in
person, by telephone,
email, or other official
communication
channels
Location:

Medical Clinic at
Airport Police
Department (APD)
Headquarters Chapel
Road, Baltao, Pasay
City

official email address:
medical@miaagov.ph

Telephone Number:
(02) 88771794/ (02)
88771109 local 3187

1.1. Receive and
validate the request

None 3 minute/s Nurse;
Medical
Division
Medical
Assistant;
Medical
Division
Administrat
ive
Services
Assistant;
Medical
Division

1.2. Medical team
shall proceed to the
site to render the
necessary medical
assistance

15 minute/s Medical
Officer;
Medical
Division
Nurse;
Medical
Division
Medical
Assistant;
Medical
Division
Ambulance
driver;
Medical
Division

2. Present patient
identification;
Undergo medical
interview,
assessment, and
physical examination
Location:

Holding Area of
Assigned Terminal at
Ninoy Aquino
International Airport
(NAIA) 

Dayroom/Passenger
Lounge Facility (PLF)

Airport Police
Department Detention
Cell, Airport Police

2.1. Conduct vital
signs taking and
obtain patient's
medical history

None 10 minute/s Nurse;
Medical
Division
Medical
Assistant;
Medical
Division

2.2. Conduct medical
assessment and
provide first aid or
emergency medical
care as needed.
Refer and transport
patient requiring
further treatment or
hospitalization to the
appropriate
healthcare facility.

30 minute/s Medical
Officer;
Medical
Division
Nurse;
Medical
Division
Medical
Assistant;
Medical
Division

181

mailto:medical@miaagov.ph


Department
Headquarters

Site of Medical
Assistance

Ambulance
driver;
Medical
Division

3. Provide informed
consent for transport
to a hospital when
necessary. If not
required or declined,
patient shall receive
appropriate medical
instructions,
treatment
recommendations,
and advise from the
Medical Team
Location:

Site of medical
assistance (e.g.
office, holding area,
worksite, Terminal, or
other designated
location)

 

 

3. Facilitate
ambulance transport
and referral to
appropriate
healthcare facility,
with the patient's
informed consent

None 10 minute/s Medical
Officer III;
Medical
Division
Nurse;
Medical
Division
Medical
Assistant;
Medical
Division
Ambulance
driver;

4. Receive discharge
instructions and
follow up
recommendations if
hospital transfer is not
medically indicated or
if the patient refuses
transport to the
hospital
Location:

SIte of medical
assistance

4.1. Endorse the
patient to the
concerned agency for
appropriate
disposition and
follow-up.

None 5 minute/s Medical
Officer III;
Medical
Division

4.2. Document
services rendered in
logbooks and submit
required reports to
authorized agency or
personnel

15 minute/s Medical
Officer;
Medical
Division
Nurse;
Medical
Division

5. Accomplish the
Client Satisfaction
Measurement Form
Location:

Site of medical
assistance (e.g.
office, holding area,

5. Request the client
to accomplish the
Client Satisfaction
Measurement Form

None 5 minute/s Nurse;
Medical
Division
Medical
Assistant;
Medical
Division
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worksite, Terminal, or
other designated
location)

Total Processing Time: Working Days: 1 hour/s, 33 minute/s

Total Processing Fee: Total Standard Fee: None
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4. Provision of MEDICAL CONSULTATION and TREATMENT Services to Human
Trafficking Victims, Outsiders and employees of other government agencies

This service provides medical consultation, assessment, treatment, first aid, and basic emergency
care to human trafficking victims, outsiders, and employees of other government agencies.

Services include outpatient consultation, issuance of medical advice, treatment of minor illnesses
and injuries, referral to hospitals or specialists when necessary, and emergency medical response.

Office or Division: Medical Division

Classification: Simple

Type of Transaction: G2C (Government to Citizen), G2G (Government to Government)

Who may avail:

Human trafficking victims

Outsiders

employees of other government agency

Operating Hours: 24/7

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

For Standard Requirement

1. Company or agency ID, if available

2. Any valid ID

3. Proof of identification

 

* Any of the above requirements presented are acceptable.

Remarks:

Other requirements:

1. Referral slip or endorsement, if applicable

2. Medical records or previous laboratory results, if available

CLIENT STEPS AGENCY ACTION FEES TO
BE PAID

PROCESSIN
G TIME

PERSON
RESPONSIB

LE
(Designation;

Office)
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1. Proceed to the
MIAA Medical
Division Clinic and
register at the
reception or triage
Location:

Medical Clinic at
Airport Police
Department (APD)
Headquarters Chapel
Road, Baltao Pasay
City

1. Receive the client
and verify identity

None 4 minute/s Nurse;
Medical
Division
Medical
Assistant;
Medical
Division

2. Present complaint
or request for
consultation
Location:

Medical Clinic at
Airport Police
Department (APD)
Headquarters Chapel
Road, Baltao Pasay
City

2. Conduct vital signs
taking and obtain
patient's medical
history.

None 10 minute/s Nurse;
Medical
Division
Medical
Assistant;
Medical
Division

3. Undergo medical
consultation
Location:

Medical Clinic at
Airport Police
Department (APD)
Headquarters Chapel
Road, Baltao Pasay
City

3. Physician
evaluates patient and
provides treatment or
medical advice

None 15 minute/s Medical
Officer III;
Medical
Division

4. Receive prescribed
medication, first aid,
or referral instructions
Location:

Medical Clinic at
Airport Police
Department (APD)
Headquarters Chapel
Road, Baltao Pasay
City

4. Provide first aid
treatment, medication
or emergency
medical care as
needed, Refer and
transport patient
requiring further
treatment or
hospitalization to the
appropriate
healthcare facility

None 30 minute/s Medical
Officer III;
Medical
Division
Nurse;
Medical
Division
Medical
Assistant;
Medical
Division
Ambulance
driver;
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Medical
Division

5. Provide informed
consent for transport
to a hospital when
necessary
Location:

Medical Clinic at
Airport Police
Department (APD)
Headquarters Chapel
Road, Baltao Pasay
City

5. Facilitate
ambulance transport
and referral to
appropriate
healthcare facility,
with the patient's
informed consent

None 10 minute/s Medical
Officer;
Medical
Division
Nurse;
Medical
Division
Medical
Assistant;
Medical
Division
Ambulance
driver;
Medical
Division

6. Receive medical
certificate or
clearance, if
applicable
Location:

Medical Clinic at
Airport Police
Department (APD)
Headquarters Chapel
Road, Baltao Pasay
City

6.1. Prepare and
release requested
medical document

None 3 minute/s Medical
Officer III;
Medical
Division

6.2. Document
services rendered in
logbook and submit
required reports to
authorized agency or
personnel.

20 minute/s Medical
Officer;
Medical
Division
Nurse;
Medical
Division

7. Accomplish the
Client Satisfaction
Measurement Form
Location:

Medical Clinic at
Airport Police
Department (APD)
Headquarters Chapel
Road, Baltao Pasay
City

7. Request the client
to accomplish the
Client Satisfaction
Measurement Form

None 5 minute/s Nurse;
Medical
Division
Medical
Assistant;
Medical
Division

General Remarks

Service output: 

Medical consultation conducted

Treatment provided

Prescription and/or medical certificate issued (when applicable)
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Referral to a healthcare facility or specialist (when necessary)

Total Processing Time: Working Days: 1 hour/s, 37 minute/s

Total Processing Fee: Total Standard Fee: None
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5. Provision of SICK CALL/Onsite Medical Response and Emergency Medical
Assistance

This service provides immediate onsite medical response, first aid, emergency medical
assessment, stabilization and referral assistance to Manila International Airport Authority (MIAA)
employees, contracted and outsourced personnel, other government employees and outsiders
experiencing illness, injury or medical emergencies.

Services include deployment of Medical Team, emergency assessment, administration of first aid,
coordination of ambulance transport and referral to appropriate healthcare facilities when
necessary.

Office or Division: Medical Division

Classification: Simple

Type of Transaction: G2G (Government to Government)

Who may avail:

MIAA employees

Contracted and outsourced personnel

Other government employees

Outsiders

 

 

 

Operating Hours: 24/7

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

For Standard Requirement

1. Emergency Call or request for an immediate medical
response
(Sample: 1 call)

Manila International Airport
Authority - Medical Division

Remarks:

2. Request made in person

3. Other requirements needed within the scope of the emergency call:

Nature of incident
Location of incident/emergency
Basic patient information, if available
Identification card or endorsement, when applicable
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For Situational Requirement

A. Situational Requirement

CLIENT STEPS AGENCY ACTION FEES TO
BE PAID

PROCESSIN
G TIME

PERSON
RESPONSIB

LE
(Designation;

Office)

1. Report medical
emergency or request
for onsite medical
response
Location:

Medical Clinic at
Airport Police
Department (APD)
Headquarters Chapel
Road, Baltao Pasay
City

Telephone Number:
(02) 88771794/ (02)
88771109 local 3187

Notes/Instruction:

request for onsite
medical
response/caller to
provide the following:

1. exact incident
location

2. patient details

3. identity of caller

1.1. Receive verified
emergency call and
dispatch medical
team

None 5 minute/s Medical
Officer III;
Medical
Division
Nurse;
Medical
Division
Medical
Assistant;
Medical
Division
Administrat
ive
Services
Assistant;
Medical
Division

1.2. Proceed to the
incident site with
medical team,
necessary medical
supplies and
equipment, deploying
an ambulance as
needed

15 minute/s Medical
Officer III;
Medical
Division
Nurse;
Medical
Division
Medical
Assistant;
Medical
Division
Ambulance
Driver;
Medical
Division

2. Provide informed
consent to the
Medical Team before
any medical
assessment,
intervention or
treatment is
performed, when
applicable.
Location:

2. Conduct medical
assessment and
provide first aid or
emergency medical
care as needed.
Refer and transport
patient requiring
further treatment or
hospitalization to the

None 30 minute/s Medical
Officer III;
Medical
Division
Nurse;
Medical
Division
Medical
Assistant;
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Onsite or Exact
location of
incident/emergency

appropriate
healthcare facility.

Medical
Division
Ambulance
driver;
Medical
Division

3. Provide informed
consent for transport
to a hospital when
necessary. If not
required or declined,
patient shall receive
appropriate medical
instructions,
treatment
recommendations,
and advise from the
medical team.
Location:

Site of Sick Call (e.g.
office, holding area,
worksite, terminal,
other designated
location)

3. Facilitate
ambulance transport
and referral to
appropriate
healthcare facility with
the patient's informed
consent

None 10 minute/s Medical
Officer;
Medical
Division
Nurse;
Medical
Division
Medical
Assistant;
Medical
Division
Ambulance
Driver;
Medical
Division

4. Receive discharge
instructions and
follow-up
recommendations if
hospital transfer is not
medically indicated or
if the patient refuses
transport to the
hospital
Location:

Site of Sick Call

Notes/Instruction:

Hospital coordination
to Emergency Room

4.1. Endorse the
patient to the
concerned
agency/nearest kin
for appropriate
disposition and
follow-up

None 5 minute/s Medical
Officer III;
Medical
Division

4.2. Document
services rendered in
logbooks and submit
required reports to
authorized
agency/office or
personnel

15 minute/s Medical
Officer;
Medical
Division
Nurse;
Medical
Division

5. Accomplish Client
Satisfaction
Measurement Form
Location:

Site of Sick Call (e.g.
office, holding area,

5. Request the client
to accomplish the
Client Satisfaction
Measurement Form

None 5 minute/s Nurse;
Medical
Division
Medical
Assistant;
Medical
Division
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worksite, terminal,
other designated
location)

Total Processing Time: Working Days: 1 hour/s, 25 minute/s

Total Processing Fee: Total Standard Fee: None
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Surveillance Operations Division
External Services
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1. APPROVAL FOR CCTV VIEWING REQUEST

Approval for CCTV Viewing Request for verification and investigation purposes to provide access
to Capture Video Footage (CVF) along with a tool designated to assist investigations into crimes,
irregularities, or incidents that affect airport user, including passengers, their escorts and airport
staff. This covers the procedure for requesting limited access on CCTV Captured Video Footage
(CVF) in compliance with the Data Privacy Act of 2012 and the Republic Act No. 11032 or the
Ease of Doing Business and Efficient Government Service Delivery Act of 2018.

Office or Division: Surveillance Operations Division

Classification: Simple

Type of Transaction: G2B (Government to Business), G2C (Government to Citizen), G2G
(Government to Government)

Who may avail: Airport users, including passengers, their escorts, and airport staff.

Operating Hours: 24/7

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

For Standard Requirement

1. Airport Police Complaint Form
(1) Original Copy

Manila International Airport
Authority - Airport Police
Department Section (Terminal
1, Terminal 2 and Terminal 3
APD Office)

Remarks:

Secure and fill up the complaint form from the Airport Police Terminal Section located at the
respective Terminal. 

2. Written formal or email complaint letter
(1) Original Copy Or (1) Electronic Copy

Applicant / Client

Remarks:

The requirements are personal to the complainant and specific to the office concerned. The
complaint should include the following basic information:

 1. Who are involved

2. What happen

3. When it happen

4. Where it happen

5. Why it happen
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6. How it happen

3. One Valid Government Issued ID

Valid Government issued ID including but not limited to the following:

1. National ID

2. Passport

3. Unified Membership ID (GSIS/SSS)

4. Driver's License 

5. Senior Citizen/PWD

 

Remarks:

All concerned parties are required to present a valid government - issued identification card. 

4. Authorization Letter
(1) Original Copy Or (1) Electronic Copy

Personal/Concerned Office -
N/A

Remarks:

The representative must present an authorization letter from the complainant or the
concerned office. 

CLIENT STEPS AGENCY ACTION FEES TO
BE PAID

PROCESSIN
G TIME

PERSON
RESPONSIB

LE
(Designation;

Office)

1. Present complete
requirements to the
Surveillance Terminal
Section.
(Complainant/Data
Subject must be
accompanied by
Airport Police
Department
personnel)
Location:

Terminal where the
incident happen

Notes/Instruction:

1. Receive and check
validity and
completeness of
documents
presented. Evaluate
the purpose of
request. (Must not
violate provisions of
Data Privacy Act of
2012

None 10 minute/s Airport
Police
Supervisor
(Officer - In
- Charge or
Shift - In -
Charge -
Airport
Police
Inspector/A
irport
Police
Officer 1 or
2);
Surveillanc
e
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The requierements
must complete. 

Operations
Division

2. Receive
approve/disapprove
request for CCTV
viewing
Location:

Terminal CCTV Room

Notes/Instruction:

The complainant shall
be duly informed
whether the viewing
request has been
approved or dis
approved after the
evaluation of the
request. 

2. Release the
approve/disapprove
request

None 5 minute/s Airport
Police
Supervisor
: Officer -
In - Charge
or the Shift
- In -
Charge
(Airport
Police
Inspector/A
irport
Police
Officer 1 or
2);
Surveillanc
e
Operations
Division

3. Present a copy of
the approved request
to the Surveillance
Terminal Sections
supervisor on duty
Location:

Terminal CCTV Room

Notes/Instruction:

The complainant is
required to present a
copy of the approved
request to the CCTV
Supervisor prior to
viewing for
verification and
coordination
purposes

3. Receive and verify
the copy of the
approved request and
Instruct the CCTV
operator to assist the
requesting party in
viewing the CVF
inside the CVF
Viewing Area

None 2 hour/s OIC,
Terminal
Surveillanc
e
Section/Shi
ft - In -
Charge/Su
pervisor
Surveillanc
e Terminal
Section (
Airport
Police
Inspector/A
irport
Police
Officer
1/Airport
Police
Officer 2);
Surveillanc
e
Operations
Division

4. Receive Result of
CCTV Viewing Form
Location:

Terminal CCTV Room

4. Issue the result of
CCTV Viewing Form
(RCVF) and if the
CVF provides no
sufficient proof as to

None 15 minute/s OIC,
Surveillanc
e Terminal
Section/Shi
ft - In -
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Notes/Instruction:

The Compalinant
should acknowledge
the receipt of the
CCTV viewing results
as indicated in the
approved request
form. 

the occurrence of the
crime, request the
complainant to sign
an affidavit/waiver
ending the request
granting permission
to execute disposal of
the viewed CVF.
Request the
Complainant to
accomplish Client
Satisfaction
Measurement Form

Charge/Su
pervisor,
Surveillanc
e Terminal
Section (
Airport
Police
Inspector/A
irport
Police
Officer 1 or
2);
Surveillanc
e
Operations
Division

Total Processing Time: Working Days: 2 hour/s, 30 minute/s

Total Processing Fee: Total Standard Fee: None
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2. APPROVAL OF CAPTURED VIDEO FOOTAGE (CVF) COPY REQUEST
(COMPLEX CASES)

Covers the procedures on requesting a copy of Capture Video Footage (CVF), in accordance with
the Anti Red Tape Authority  (ARTA), R.A. 11032 or the Ease of Doing Business and Efficient
Government Service Delivery Act of 2018 and Data Privacy Act of 2012. It state the strategic and
simplified procedures for the Surveillance personnel (Officer - In - Charge, Terminal Surveillance
Section or Shift - In - Charge, Terminal Surveillance Section (Airport Police Inspector/Airport Police
Officer 1 or 2)) assigned at the Surveillance Terminal Section on the request for a copy and
release of Capture Video Footage (CVF)  with complex cases. 

* Complex Cases - are complicated cases, i.e., related to acts of terrorism and/or sensational
security-related incidents/crimes that needs careful handling, attract media  or public attention, and
may require significant alteration to ordinary procedures to manage it. This includes all request
from NON-Manila International Airport Authoriy (MIAA) offices

Office or Division: Surveillance Operations Division

Classification: Simple

Type of Transaction: G2B (Government to Business), G2C (Government to Citizen), G2G
(Government to Government)

Who may avail: Airlines, Government Agencies, and General Public

Operating Hours: 8:00 AM - 5:00 PM

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

For Standard Requirement

1. Result of CCTV Viewing Form (RCVF)
(1) Original Copy

Applicant / Client

Remarks:

The requesting party should submit the accomplished Results of CCTV Viewing Form
(RCVF) with the other required documents

2. Filled Out Captured Video Footage (CVF) Copy Request
Form (CCRF)
(1) Original Copy

Surveillance Terminal Section,
Surveillance Operations
Division - Screening and
Surveillance Department,
MIAA

Remarks:

The requesting party shall accomplish the Captured Videro Footage (CVF) Copy Request
Form (CCRV) 

3. Letter of request from other Investigating Agency/Office of
Court of Law

Applicant / Client
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(1) Original Copy

Remarks:

The requesting party should submit a letter of request from an investigating agency, office or
court of law

CLIENT STEPS AGENCY ACTION FEES TO
BE PAID

PROCESSIN
G TIME

PERSON
RESPONSIB

LE
(Designation;

Office)

1. Submit request for
Capture Video
Footage (CVF) Copy
attached with
complete
requirements address
to the Manila
International Airport
Authority (MIAA) -
General Manager
(GM)/Assistant
General Manager for
Security and
Emergency Services
(AGMSES) thru
Officer In Charge,
Screening and
Surveillance
Department (SSD)
(via email :
ssdmiaa277@gmail.c
om or
surveillancedivision20
21@gmail.com or
walk-in)
Location:

Thru email :
ssdmiaa277@gmail.c
om or
surveillancedivision20
21@gmail.com or
walk-in ( General
Manager
(GM)/Assistant
General Manager for
Security and
Emergency Services
(AGMSES) office at
MIAA Admin Building
and Screening and

1.1. Receive and
check completeness
of the required
documents presented
and forward the
request with complete
requirements in hard
copy or email to
Screening and
Surveillance
Department

None 15 minute/s Admin
Officer
(Airport
Police
Officer 2)
On-Duty;
Screening
and
Surveillanc
e
Departmen
t

1.2. Receive Request
for Captures Video
Footage (CVF) Copy
with complete
attached
requirements and
evaluate

30 minute/s Admin
Officer
(Airport
Police
Officer 2)
On-Duty ;
Screening
and
Surveillanc
e
Departmen
t

1.3. Endorse and
recommend
approval/disapproval
to the General
Manager
(GM)/Assistant
General Manager for
Security and
Emergence Services
(AGMSES) (via email
or hard copy)

30 minute/s Manager/O
fficer In
Charge;
Screening
and
Surveillanc
e
Departmen
t

1.4. Receive and
Review

7 hour/s, 59
minute/s

General
Manager/A
ssistant
General
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Surveillance
Department (SSD)
Office at APD
Headquarters, Chapel
Road, Barangay 191,
Pasay City
Notes/Instruction:

The request may be
submitted via email at
ssdmiaa277@gamil.c
om or
surveillancedivision20
21@gmail.com or to
the Office of the
General Manager
(GM) or Assistant
general Manager for
Security and
Emergency Services
(AGMSES) through
the officer - in -
Charge (OIC), SSD,
or may also be filed
through walk - in
transaction at their
respective offices. 

Manager
for Security
and
Emergency
Services (
AGMSES);
Screening
and
Surveillanc
e
Departmen
t

1.5.
Approve/Disapprove

7 hour/s, 59
minute/s

General
Manager/A
ssistant
General
Manager
for Security
and
Emergency
Services
(AGMSES)
; Screening
and
Surveillanc
e
Departmen
t

1.6. Receive the
approved/disapprove
d Captured Video
Footage (CVF) Copy
Request ( via email or
hard copy) from
General Manager
(GM)/Assistant
General Manager for
Security and
Emergency Services
(AGMSES)

15 minute/s Admin
Officer (
Airport
Police
Officer 2)
on duty;
Screening
and
Surveillanc
e
Departmen
t

1.7. Forward
approved/disapprove
d Request to the
Surveillance
Operations Division
(SOD) via email or
hard copy

15 minute/s Admin
Officer
(Airport
Police
Officer 2)
on duty;
Screening
and
Surveillanc
e
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Departmen
t

1.8. Receive email of
approved/disapprove
d Captured Video
Footage (CVF) Copy
Request from
Screening and
Surveillance
Department (SSD)

15 minute/s Admin
Officer
(Airport
Police
Officer 2)
on Duty;
Surveillanc
e
Operations
Division

1.9. Notify and send
approved/disapprove
d Request via email
to the Surveillance
Terminal Section

15 minute/s Admin
Officer
(Airport
Police
Officer 2)
On duty;
Surveillanc
e
Operations
Division

1.10. Receive notice
and email copy of
approved Captured
Video Footage (CVF)
Copy Request from
Surveillance
Operations Division
(SOD) Office

30 minute/s Section
Head/Shift
in Charge,
Surveillanc
e Terminal
Section
(Airport
Police
Inspector/A
irport
Police
Officer 1 or
2);
Surveillanc
e
Operations
Division

1.11. Instruct CCTV
Operator to execute
the process according
to the specific details
of the request as to
location, date, and
part/portion of the
Captured Video
Footage (CVF)

2 hour/s Section
Head/ Shift
In Charge,
Surveillanc
e Terminal
Section
(Airport
Police
Inspector/A
irport
Police
Officer 1 or
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2);
Surveillanc
e
Operations
Division

1.12. Notify
Surveillance
Operations Division
(SOD) Office as soon
as the Captured
Video Footage (CVF)
Copy is ready for
release

30 minute/s Section
Head/Shift
In Charge,
Surveillanc
e Terminal
Section (
Airport
Police
Inspector/A
irport
Police
Officer 1 or
2);
Surveillanc
e
Operations
Division

2. Receive notification
and copy of
approved/disapprove
d request thru email
Location:

Thru email

Notes/Instruction:

The requesting party
will be notified of the
status of the request
thru email

2. Notify Requesting
party and send copy
of
approved/disapprove
d request thru email

None 30 minute/s Admin
Officer
(Airport
Police
Officer 2)
on duty;
Surveillanc
e
Operations
Division

3. Pick-up CVF Copy
and sign at the
RELEASE of CVF
Copy form (RCCF)
with undertaking and
CVF Copy Release
logbook from
Surveillance Terminal
Section
Location:

CCTV Room,
Surveillance Terminal
Section

3.1. Release CVF
Copy and require
requesting party to
sign at the release of
CVF Copy Form
(RCCF) with
undertaking and CVF
Copy Release
Logbook

None 15 minute/s Section
Head/Shift
In Charge,
Surveillanc
e Terminal
Section
(Airport
Police
Inspector/A
irport
Police
Officer 1 or
2);
Surveillanc
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Notes/Instruction:

The CVF Copy will be
release at the CCTV
Room, Surveillance
Terminal Section

e
Operations
Division

3.2. Request
complainant to
accomplish Client
Satisfaction
Measurement Form

15 minute/s Section
Head/Shift
In Charge,
Surveillanc
e Terminal
Section
(Airport
Police
Inspector/A
irport
Police
Officer 1 or
2);
Surveillanc
e
Operations
Division

Total Processing Time: Working Days: 2 working day/s, 6 hour/s, 13
minute/s

Total Processing Fee: Total Standard Fee: None
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3. APPROVAL OF CAPTURED VIDEO FOOTAGE (CVF) COPY REQUEST
(SIMPLE CASES)

This covers the procedure on requesting a copy of CVF, in accordance with Anti-Red Tape
Authority (ARTA), R.A. 11032 or The Ease of Doing Business and Efficient Government Service
Delivery Act of 2018 and Data Privacy Act of 2012 and to state a strategic and simplified
procedures for Surveillance personnel (OIC, Terminal Surveillance Section or the Shift - In -
Charge, Terminal Surveillance Section (Airport Police Inspector/Airport Police Officer 1 or 2) 
assigned at Surveillance Terminal Sections on the request for copy and release the CVF. 

Office or Division: Surveillance Operations Division

Classification: Simple

Type of Transaction: G2B (Government to Business), G2C (Government to Citizen), G2G
(Government to Government)

Who may avail: Airport users, including passengers, their escorts, airport stakeholders,
staff and investigating offices/bodies. 

Operating Hours: 8:00 AM - 5:00 PM

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

For Standard Requirement

1. Result of CCTV Viewing Form (RCVF)
(1) Original Copy

Applicant / Client

Remarks:

The requesting party shall attach a copy of the accomplished CCTV Viewing Results Form to
the request. 

2. Filled - Out CVF Copy Request Form (CCRF)
(1) Original Copy

Applicant / Client

Remarks:

All requesting parties are required to duly accomplish the CVF Copy Request Form as part of
the request process. 

3. Letter of Request from any MIAA investigation Office, other
Government investigating bodies and Court Orders or Letter
of Authority to Investigate
(1) Original Copy

Applicant / Client

Remarks:

The requesting party/office shall submit a letter of request from any MIAA investigating office,
other government investigating bodies and court orders as applicable. 
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CLIENT STEPS AGENCY ACTION FEES TO
BE PAID

PROCESSIN
G TIME

PERSON
RESPONSIB

LE
(Designation;

Office)

1. Submit formal
Request for CVF
Copy attached with
complete
requirements
addressed to the
Officer In Charge,
Screening and
Surveillance
Department thru OIC-
Surveillance
Operations Division.
(via email (
surveillancedivision20
21@gmail.com or
walk-in)
Location:

Screening and
Surveillance
Department office at
the Airport Police
Department
Headquartes, Chapel
Raod, Barangay 191,
Pasay City

Notes/Instruction:

The requesting party
shall submit a formal
request to the
Screening and
Surveillance
Department office
with complete
requirements, either
via email or through
walk-in submission. 

1.1. Receive and
check validity and
completeness of the
documents presented
(email or hard copy)

None 15 minute/s Admin
Officer On
Duty
(Airport
Police
Officer 2)
Surveillanc
e
Operations
Division,
Screening
and
Surveillanc
e
Departmen
t Division,
Screening
and
Surveillanc
e
Departmen
t;
Surveillanc
e
Operations
Division

1.2. Recommend for
approval/disapproval

15 minute/s Manager/O
fficer In
Charge,
Screening
and
Surveillanc
e
Departmen
t;
Screening
and
Surveillanc
e
Departmen
t

1.3. Receive request
with complete
requirements (via
email or hard copy)
and evaluate

10 minute/s Admin
Officer (
Airport
Police
Officer 2 ),
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Screening
and
Surveillanc
e
Departmen
t (SSD) on
duty;
Screening
and
Surveillanc
e
Departmen
t

1.4.
Approve/Disapprove

10 minute/s Manager,
Screening
and
Surveillanc
e
Departmen
t;
Screening
and
Surveillanc
e
Departmen
t

1.5. Return the
approved/disapprove
d request to
Surveillance
Operations Division
(SOD) via email or
hard copy

10 minute/s Admin
Officer
(Airport
Police
Officer 2),
Surveillanc
e
Operations
Division,
Screening
and
Surveillanc
e
Departmen
t;
Surveillanc
e
Operations
Division

1.6. Receive the
approved
/disapproved
Captured Video
Footage (CVF) copy
request from

15 minute/s Admin
Officer
(Airport
Police
Officer 2)
on duty,
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Screening and
Surveillance
Department

Screening
and
Surveillanc
e
Departmen
t;
Surveillanc
e
Operations
Division

1.7. Notify and send
copy of Approved
Request to the
concerned
Surveillance Terminal
Section via email

15 minute/s Admin
Officer
(Airport
Police
Officer 2)
Screening
and
Surveillanc
e
Departmen
t on duty;
Surveillanc
e
Operations
Division

1.8. Receive the
notice and copy of
Approved Captured
Video Footage (CVF)
Copy Request from
SOD via email

5 minute/s Section
Head/Shift
in
Charge/Su
pervisor
Surveillanc
e Terminal
Section,
SOD
(Airport
Police
Inspector/A
irport
Police
Officer 1 or
2);
Surveillanc
e
Operations
Division

1.9. Instruct the
CCTV Operator to
execute the process
according to the
specific details of the
request as to location,

2 hour/s, 50
minute/s

Head/Shift
In
Charge/Su
pervisor
Surveillanc
e Terminal

206



date, and par/portion
of the Captured Video
Footage (CVF)

Section,
Surveillanc
e
Operations
Division
(Airport
Police
Inspector/A
irport
Police
Officer 1 or
2);
Surveillanc
e
Operations
Division

1.10. Notify
Surveillance
Operations Division
Office as soon as the
Captured Video
Footage (CVF) copy
is ready for release

5 minute/s Section
Head/Shift
In
Charge/Su
pervisor,
Surveillanc
e Terminal
Section,
SOD
(Airport
Police
Inspector/A
irport
Police
Officer 1 or
2);
Surveillanc
e
Operations
Division

2. Receive notification
and copy of
approved/disapprove
d request thru email
Location:

Thru email

Notes/Instruction:

The copy will be
received via email

2. Notify the
requesting party and
send a copy of
approved/dis
approved request thru
email

None 30 minute/s Admin
Officer On
- Duty
(Airport
Police
Officer 2),
Surveillanc
e
Operations
Division;
Surveillanc
e
Operations
Division

207



3. Pick - up Captured
Video Footage (CVF)
Copy and sign at the
Release of CVF Copy
Form (RCCF) with
Undertakings and
Copy Release
logbook
Location:

Terminal where the
incident occurred 

Notes/Instruction:

The requesting party
shall claim the CCTV
footage copy from the
terminal where the
incident occurred. 

3.1. Release the
Captured Video
Footage (CVF) copy
and require the
requesting party to
sign at the Release of
CVF Copy Form (
RCCF) with
undertakings and
Copy Release
Logbook

None 15 minute/s Section
Head/Shift
In
Charge/Su
pervisor,
Surveillanc
e Terminal
Section,
SOD
(Airport
Police
Inspector/A
irport
Police
Officer 1 or
2);
Surveillanc
e
Operations
Division

3.2. Request
complainant to
accomplish Client
Satisfaction
Measurement Form

15 minute/s Section
Head/Shift
In
Charge/Su
pervisor,
Surveillanc
e Terminal
Section
(Airport
Police
Inspector/A
irport
Police
Officer 1 or
2);
Surveillanc
e
Operations
Division

General Remarks

All request for copies of CCTV footage shall be processed and released in strict compliance
with the Data Privacy Act of 2012, ensuring the protection of personal data and privacy rights. 

Total Processing Time: Working Days: 5 hour/s, 30 minute/s

Total Processing Fee: Total Standard Fee: None
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Business and Real Estate Investment Development Division
External Services
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1. Issuance of Notice of Conditional Award (NOCA)/Notice of Award (NOA)

Preparation and approval of NOCA/NOA for applicants intending to conduct business within the
NAIA Complex outside the project land.

Office or Division: Business and Real Estate Investment Development Division

Classification: Complex

Type of Transaction: G2B (Government to Business), G2C (Government to Citizen)

Who may avail: Concessionaires/Lessee

Operating Hours: 8:00 AM - 5:00 PM

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

For Standard Requirement

1. Letter of Intent
(1) Original Copy

Applicant / Client

Remarks:

Letter of Intent to Renew the Lease and Concession Contract

2. Development Plan
(1) Original Copy

Applicant / Client

Remarks:

Development plan for the area refers to a comprehensive plan outlining the goals, objectives,
strategies for the development of the area.

3. Company Profile
(1) Photo Copy

Applicant / Client

Remarks:

Company Profile is a brief summary or overview of a company, typically includes Company
name, History, Mission and Vission etc.

4. SEC/DTI Registration with updated General Information
Sheet (GIS)
(1) Photo Copy

Securities and Exchange
Commission / Department of
Trade and Industry - to be
determine

Remarks:

Securities and Exchange Commission and Department of Trade and Industry refers to the
registration of a business to provide legal recognition and protection for the business.  
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5. Articles of Incorporation and By-Laws
(1) Photo Copy

Applicant / Client

Remarks:

A legal document outlining the company's purpose, structure, and powers. It includes the
company name, and addresses, purpose and scope of the business and capital stocks,
names and addresses of incorporators and directors.

6. Latest Mayor’s Permit & Business Permit
(1) Photo Copy

Local Government Unit - to be
determined

Remarks:

A document issued by the Local Government Unit where a business is located, authorizing it
to operate within the city or municipality.

7. Latest Sanitary Permit
(1) Photo Copy

Local Government Unit - to be
determined

Remarks:

A document issued by the local health department or government unit to ensure compliance
with health and sanitation regulations. 

8. Latest Income and Business Tax Returns duly stamped
and received by the BIR including latest Audited Financial
Statements
(1) Photo Copy

Bureau of Internal Revenue -
to be determined

Remarks:

Latest Income and Business Tax Returns refers to the most recent documents filed with the
Bureau of Internal Revenue reporting an individual's or business's income and taxes paid.

9. BIR Certificate of Registration and Latest Tax Clearance
(1) Photo Copy

Bureau of Internal Revenue -
to be determined

Remarks:

BIR Certificate of Registration and Latest Tax Clearance are important documents issued by
the Bureau of Internal Revenue. This certificate issued to taxpayers who have registered with
the BIR. 

10. Certification under oath from a responsible officer of the
Company
(1) Original Copy

Applicant / Client

Remarks:

A Certificate under oath from a responsible officer of the company is a sworn statement made
by the authorized officer, typically the president, CEO, or CFO, attesting to the truth and
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accuracy of a certain facts or documents.

11. Notarized written authority for Company’s representative
as the signing official solely intended for the Contract and/or
Accreditation
(1) Original Copy

Applicant / Client

Remarks:

A notarized written authority is a document that authorizes a company representative to sign
a contract on behalf of the company. 

12. Certification from the Applicant that personnel under their
employment has been background-checked
(1) Original Copy

Applicant / Client

Remarks:

A document ensures applicant's personnel have been screened for security and reliability. 

13. Certification that each of the documents submitted is an
authentic copy or a true and faithful reproduction of the
original and that all statements and information provided
therein are true and correct
(1) Original Copy

Applicant / Client

Remarks:

A certification ensures that a docuements submitted are genuine and accurate and faithful
reproduction of the original.

CLIENT STEPS AGENCY ACTION FEES TO
BE PAID

PROCESSIN
G TIME

PERSON
RESPONSIB

LE
(Designation;

Office)

1. Submit the Letter
of Intent (LOI)
Location:

Commercial Services
Department, 2nd
Floor, MIAA
Administration
Building

Notes/Instruction:

The letter must be
addressed to the
Officer-In-Charge/
Manager of

1.1. Receive the letter
of intent and forward
it to the Officer-In-
Charge/ Manager,
Commercial Services
Department

None 5 minute/s Business
Developme
nt Officer A
;
Commerci
al Services
Departmen
t

1.2. Give instruction
for initial evaluation

4 hour/s Officer-In-
Charge/
Manager;
Commerci
al Services
Departmen
t
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Commercial Services
Department

1.3. Release the letter
of intent to the
Business and Real
Estate Investment
and Development
Division

5 minute/s Business
Developme
nt Officer
A;
Commerci
al Services
Departmen
t

1.4. Receive the letter
of intent and forward
to the Officer-In-
Charge/ Manager,
Business and Real
Estate Investment
and Development
Division for instruction

5 minute/s Business
Developme
nt Officer
B;
Business
and Real
Estate
Investment
Developme
nt Division

1.5. Give instruction
for initial evaluation

4 hour/s Officer-In-
Charge/
Manager;
Business
and Real
Estate
Investment
Developme
nt Division

1.6. Conduct the
initial evaluation and
prepare a reply letter
to the concessionaire/
lessee informing the
result of the initial
evaluation. If passed,
advise to submit the
following: a.
Development plan b.
Lease or rental offer
c. Supporting
documents per Annex
A

3 hour/s Business
Developme
nt
Specialist;
Business
and Real
Estate
Investment
Developme
nt Division
Business
Developme
nt Officer
B;
Business
and Real
Estate
Investment
Developme
nt Division

1.7. Review and affix
initial to the reply
letter

3 hour/s Officer-In-
Charge/
Manager;
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Business
and Real
Estate
Investment
Developme
nt Division

1.8. Release the reply
letter to the
Commercial Services
Department for
signature

5 minute/s Business
Developme
nt Officer
B;
Business
and Real
Estate
Investment
Developme
nt Division

1.9. Receive the reply
letter and endorse to
the Officer-In-Charge/
Manager, Commercial
Services Department
for signature.

5 minute/s Business
Developme
nt Officer
A;
Commerci
al Services
Departmen
t

1.10. Review and
sign the reply letter

4 hour/s Officer-In-
Charge/
Manager;
Commerci
al Services
Departmen
t

1.11. Release the
signed reply letter to
Business and Real
Estate Investment
and Development
Division for
dissemination

5 minute/s Business
Developme
nt Officer
A;
Commerci
al Services
Departmen
t

1.12. Receive and
email the reply letter
to the concessionaire/
lessee

10 minute/s Business
Developme
nt Officer B
; Business
and Real
Estate
Investment
Developme
nt Division
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2. Submit a letter
containing the
development plan,
lease or rental offer
and supporting
documents per Annex
A
Location:

Commercial Services
Department, 2nd
Floor, MIAA
Administration
Building

Notes/Instruction:

Submit a letter of
intent with a detailed
development plan for
the area addressed to
the Officer-In-Charge/
Manager, Commercial
Services Department

2.1. Check the
completeness of
documents. If
complete, receive the
documents and
forward to the Officer-
In-Charge/ Manager,
Commercial Services
Department

None 10 minute/s Business
Developme
nt Officer
A;
Commerci
al Services
Departmen
t

2.2. Endorse the
letter with supporting
documents to
Business and Real
Estate Investment
and Development
Division for evaluation

3 hour/s Officer-In-
Charge/
Manager;
Commerci
al Services
Departmen
t

2.3. Release the letter
with supporting
documents to
Business and Real
Estate Investment
and Development
Division

5 minute/s Business
Developme
nt Officer A
;
Commerci
al Services
Departmen
t

2.4. Receive the letter
with supporting
documents and
forward it to the
Officer-In-Charge/
Manager, Business
and Real Estate
Investment and
Development Division

5 minute/s Business
Developme
nt Officer
B;
Business
and Real
Estate
Investment
Developme
nt Division

2.5. Give instruction
for evaluation

3 hour/s Officer-In-
Charge/
Manager;
Business
and Real
Estate
Investment
Developme
nt Division

2.6. Evaluate if the
offer is acceptable. If
acceptable, prepare
Memorandum Brief
and Notice of

4 hour/s Business
Developme
nt
Specialist;
Business
and Real
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Conditional Award or
Notice of Award

Estate
Investment
Developme
nt Division
Business
Developme
nt Officer
B;
Business
and Real
Estate
Investment
Developme
nt Division

2.7. Review and affix
initial on the
Memorandum Brief

2 hour/s Officer-In-
Charge/
Manager;
Business
and Real
Estate
Investment
Developme
nt Division

2.8. Release the
Memorandum Brief
and Notice of
Conditional Award for
coordination and
approval

10 minute/s Business
Developme
nt Officer
B;
Business
and Real
Estate
Investment
Developme
nt Division

2.9. Coordination
/Approval a.
Commercial Services
Department b. Legal
Office c. Office of the
Senior Assistant
Manager d. Office of
the General Manager

3 working
day/s

Officer-In-
Charge/
Manager;
Commerci
al Services
Departmen
t
Officer-In-
Charge/
Manager;
Legal
Office
Senior
Assistant
General
Manager/
Officer-In-
Charge;
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Office of
the Senior
Assistant
General
Manager
General
Manager/
Officer-In-
Charge;
Office of
the
General
Manager

2.10. Receive the
approved
Memorandum Brief
with signed Notice of
Conditional Award

5 minute/s Business
Developme
nt Officer
B;
Business
and Real
Estate
Investment
Developme
nt Division

2.11. Notify the
concessionaire/
lessee via SMS or
call to pick up the
copies of Notice of
Conditional Award
with transmittal letter
for their signature

5 minute/s Business
Developme
nt Officer B
; Business
and Real
Estate
Investment
Developme
nt Division

3. Pick up two (2)
copies of Notice of
Conditional Award
with transmittal letter
Location:

Business & Real
Estate Investment &
Development
Division, 2nd Floor,
MIAA Administration
Building

3. Release the two (2)
copies of Notice of
Conditional Award
with transmittal letter
for the
concessionaire/
lessee to sign and
return within three (3)
days

None 10 minute/s Business
Developme
nt Officer
B;
Business
and Real
Estate
Investment
Developme
nt Division
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4. Return two (2)
copies of the
conformed/signed
Notice of Conditional
Award with the
transmittal letter
Location:

Business & Real
Estate Investsment &
Development
Division, 2nd Floor,
MIAA Administration
Building

Notes/Instruction:

Return the signed
Notice of Conditional
Award with conforme
of concessionaire/
lessee to the office of
Business and Real
Estate Investment
and Development
Division

4. Receive two (2)
copies of conformed/
signed Notice of
Conditional Award
with the transmittal
letter.

None 10 minute/s Business
Developme
nt Officer
B;
Business
and Real
Estate
Investment
Developme
nt Division

Total Processing Time: Working Days: 6 working day/s, 7 hour/s, 40
minute/s

Total Processing Fee: Total Standard Fee: None

218



2. Issuance of Notice of Contract Renewal (NOCR)

Preparation and approval of NOCR for applicants intending to continue business within the NAIA
Complex outside the project land.

Office or Division: Business and Real Estate Investment Development Division

Classification: Highly Technical

Type of Transaction: G2B (Government to Business), G2C (Government to Citizen)

Who may avail: Concessionaires/Lessee

Operating Hours: 8:00 AM - 5:00 PM

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

For Standard Requirement

1. Letter of Intent to renew
(1) Original Copy

Applicant / Client

Remarks:

Letter of Intent to Renew the Lease and Concession Contract

2. Company Profile (updated)
(1) Photo Copy

Applicant / Client

Remarks:

Company Profile is a brief summary or overview of a company, typically includes Company
name, History, Mission and Vission etc.

3. SEC/DTI Registration with updated General Information
Sheet (GIS)
(1) Photo Copy

Securities and Exchange
Commission / Department of
Trade and Industry - to be
determine

Remarks:

Securities and Exchange Commission and Department of Trade and Industry refers to the
registration of a business to provide legal recognition and protection for the business.  

4. Updated Articles of Incorporation and By-Laws
(1) Photo Copy

Applicant / Client
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Remarks:

A legal document outlining the company's purpose, structure, and powers. It includes the
company name, and addresses, purpose and scope of the business and capital stocks,
names and addresses of incorporators and directors.

5. Latest Mayor’s Permit & Business Permit
(1) Photo Copy

Local Government Unit - to be
determined

Remarks:

A document issued by the Local Government Unit where a business is located, authorizing it
to operate within the city or municipality.

6. Latest Sanitary Permit
(1) Photo Copy

Local Government Unit - to be
determined

Remarks:

A document issued by the local health department or government unit to ensure compliance
with health and sanitation regulations. 

7. Latest Income and Business Tax Returns duly stamped
and received by the BIR including latest Audited Financial
Statements
(1) Photo Copy

Bureau of Internal Revenue -
to be determined

Remarks:

Latest Income and Business Tax Returns refers to the most recent documents filed with the
Bureau of Internal Revenue reporting an individual's or business's income and taxes paid.

8. BIR Certificate of Registration and Latest Tax Clearance
(1) Photo Copy

Bureau of Internal Revenue -
to be determined

Remarks:

BIR Certificate of Registration and Latest Tax Clearance are important documents issued by
the Bureau of Internal Revenue. This certificate issued to taxpayers who have registered with
the BIR. 

9. Certification under oath from a responsible officer of the
Company
(1) Original Copy

Applicant / Client

Remarks:

A Certificate under oath from a responsible officer of the company is a sworn statement made
by the authorized officer, typically the president, CEO, or CFO, attesting to the truth and
accuracy of a certain facts or documents.
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10. Notarized written authority for Company’s representative
as the signing official solely intended for the Contract and/or
Accreditation (updated)
(1) Original Copy

Applicant / Client

Remarks:

A notarized written authority is a document that authorizes a company representative to sign
a contract on behalf of the company. 

11. Certification from the Applicant that personnel under their
employment has been background-checked (updated)
(1) Original Copy

Applicant / Client

Remarks:

A document ensures applicant's personnel have been screened for security and reliability. 

12. Certification that each of the documents submitted is an
authentic copy or a true and faithful reproduction of the
original and that all statements and information provided
therein are true and correct. (updated)
(1) Original Copy

Applicant / Client

Remarks:

A certification ensures that a docuements submitted are genuine and accurate and faithful
reproduction of the original.

13. Accounting Clearance
(1) Original Copy

Manila International Airport
Authority (MIAA) - Accounting
Division

Remarks:

Accounting clearance refers to the verification and approval process undertaken by the
accounting department/division to ensure that all financial transactions, accounts, and
records are accurate, complete, and comply with relevant laws, regulations, and standards.

CLIENT STEPS AGENCY ACTION FEES TO
BE PAID

PROCESSIN
G TIME

PERSON
RESPONSIB

LE
(Designation;

Office)

1. Submit a letter of
request for renewal
Location:

Commercial Services
Department. 2nd
Floor, MIAA

1.1. Receive the letter
of request for renewal
and forward to the
Officer-In-Charge/
Manager, Commercial
Services Department

None 5 minute/s Business
Developme
nt Officer A
;
Commerci
al Services
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Administration
Building
Notes/Instruction:

Submit the letter of
request for renewal
addressed to the
Officer-In-Charge/
Manager, Commercial
Services Department

Departmen
t

1.2. Endorse the
letter of request for
renewal to Business
and Real Estate
Investment and
Development Division
(BRIDD) for
evaluation

4 hour/s Officer-In-
Charge/
Manager;
Commerci
al Services
Departmen
t

1.3. Release the letter
of request for renewal
to Business and Real
Estate Investment
and Development
Division (BRIDD)

5 minute/s Business
Developme
nt Officer
A;
Commerci
al Services
Departmen
t

1.4. Receive the letter
of request for renewal
and forward to
Officer-In-Charge/
Manager, Business
and Real Estate
Investment and
Development Division
(BRIDD), for
instruction

5 minute/s Business
Developme
nt Officer
B;
Business
and Real
Estate
Investment
Developme
nt Division

1.5. Give instruction
for initial evaluation

4 hour/s Officer-In-
Charge/
Manager;
Business
and Real
Estate
Investment
Developme
nt Division

1.6. Conduct the
initial evaluation and
prepare a reply letter
to the concessionaire/
lessee to inform the
result of the initial
evaluation. If passed,
advise to submit the
following: a.
Development plan b.
Lease or rental offer
c. Supporting

4 hour/s Business
Developme
nt
Specialist ;
Business
and Real
Estate
Investment
Developme
nt Division
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documents per Annex
A

1.7. Review and affix
initial to the reply
letter

4 hour/s Officer-In-
Charge/
Manager;
Business
and Real
Estate
Investment
Developme
nt Division

1.8. Release the reply
letter to the
Commercial Services
Department for
signature

5 minute/s Business
Developme
nt Officer
B;
Business
and Real
Estate
Investment
Developme
nt Division

1.9. Receive the reply
letter and endorse to
the Officer-In-Charge/
Manager, Commercial
Services Department
for signature

5 minute/s Business
Developme
nt Officer
A;
Commerci
al Services
Departmen
t

1.10. Review and
sign the reply letter

4 hour/s Officer-In-
Charge/
Manager;
Commerci
al Services
Departmen
t

1.11. Release the
signed reply letter to
Business and Real
Estate Investment
and Development
Division (BRIDD) for
release

5 minute/s Business
Developme
nt Officer
A;
Commerci
al Services
Departmen
t

1.12. Receive and
email the reply letter
to the concessionaire/
lessee

5 minute/s Business
Developme
nt Officer
B;
Business
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and Real
Estate
Investment
Developme
nt Division

2. Submit a letter
containing the
development plan,
lease or rental offer,
and supporting
documents per Annex
A
Location:

Commercial Services
Department (CSD),
2nd Floor, MIAA
Administration
Building

2.1. Check the
completeness of
documents. If
complete, receive the
documents and
forward to the Officer-
In-Charge/ Manager,
Commercial Services
Department

None 10 minute/s Business
Developme
nt Officer
A;
Commerci
al Services
Departmen
t

2.2. Endorse the
letter with supporting
documents to
Business and Real
Estate Investment
and Development
Division (BRIDD) for
evaluation

4 hour/s Officer-In-
Charge/
Manager;
Commerci
al Services
Departmen
t

2.3. Release the letter
with supporting
documents to
Business and Real
Estate Investment
and Development
Division (BRIDD)

5 minute/s Business
Developme
nt Officer
A;
Commerci
al Services
Departmen
t

2.4. Receive the letter
with supporting
documents and
forward to the Officer-
In-Charge/ Manager,
Business and Real
Estate Investment
and Development
Division (BRIDD)

5 minute/s Business
Developme
nt Officer
B;
Business
and Real
Estate
Investment
Developme
nt Division

2.5. Give instruction
for evaluation

4 hour/s Officer-In-
Charge/
Manager;
Business
and Real
Estate
Investment
Developme
nt Division
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2.6. Evaluate if offer
is acceptable. If
Acceptable, prepare
Memorandum Brief
and Notice of
Contract Renewal

4 hour/s Business
Developme
nt
Specialist;
Business
and Real
Estate
Investment
Developme
nt Division
Business
Developme
nt Officer
B;
Business
and Real
Estate
Investment
Developme
nt Division

2.7. Review and affix
signature on the
Memorandum Brief

4 hour/s Officer-In-
Charge/
Manager;
Business
and Real
Estate
Investment
Developme
nt Division

2.8. Release the
Memorandum Brief
with Notice of
Contract Renewal for
coordination and
approval

5 minute/s Business
Developme
nt Officer
B;
Business
and Real
Estate
Investment
Developme
nt Division

2.9. Coordination/
Approval a.
Commercial Services
Department b. Legal
Office c. Office of the
Senior Assistant
General Manager d.
Office of the General
Manager

4 working
day/s

Officer-In-
Charge/
Manager;
Commerci
al Services
Departmen
t
Officer-In-
Charge/
Manager;
Legal
Office
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Senior
Assistant
General
Manager;
Office of
the Senior
Assistant
General
Manager
General
Manager;
Office of
the
General
Manager

2.10. Receive the
approved
Memorandum Brief
with signed Notice of
Contract Renewal

5 minute/s Business
Developme
nt Officer
B;
Business
and Real
Estate
Investment
Developme
nt Division

2.11. Notify the
concessionaire/
lessee via SMS or
call to pick up the
copies of Notice of
Contract Renewal
with transmittal letter
for their signature

5 minute/s Business
Developme
nt Officer
B;
Business
and Real
Estate
Investment
Developme
nt Division

3. Pick up two (2)
copies of Notice of
Contract Renewal
with transmittal letter
Location:

Business and Real
Estate Investment
and Development
Division, 2nd Floor,
MIAA Administration
Building

3. Release the two (2)
copies of Notice of
Contract Renewal
with transmittal letter
for them to sign and
return within three (3)
days

None 5 minute/s Business
Developme
nt Officer
B;
Business
and Real
Estate
Investment
Developme
nt Division

4. Return one (1)
original copy of the
conformed/ signed

4. Receive one (1)
original copy of
conformed/ signed

None 10 minute/s Business
Developme
nt Officer
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Notice of Contract
Renewal with the
transmittal letter.
Accomplish the Client
Satisfaction
Measurement Form.
Location:

Business and Real
Estate and
Investment and
Development
Division, 2nd Floor,
MIAA Administration
Building

Notice of Contract
Renewal with the
transmittal letter.
Request the
concessionaire/
lessee to accomplish
the Client Satisfaction
Measurement Form.

B;
Business
and Real
Estate
Investment
Developme
nt Division

Total Processing Time: Working Days: 8 working day/s, 5 hour/s, 25
minute/s

Total Processing Fee: Total Standard Fee: None
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3. Issuance of Lease and Concessions Contract

Preparation and approval of Lease and Concession Contract

Office or Division: Business and Real Estate Investment Development Division

Classification: Highly Technical

Type of Transaction: G2B (Government to Business), G2C (Government to Citizen)

Who may avail: Concessionaire/Lessee

Operating Hours: 8:00 AM - 5:00 PM

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

For Standard Requirement

1. Copy of Notice of Contract of Award/Notice of Contract
Renewal
(1) Photo Copy

Business & Real Estate
Investment & Development
Division - MIAA

Remarks:

Notice of Award is a formal document issued by MIAA to inform the concessionaire that they
have been awarded the a contract.

2. Order of Payment
(1) Original Copy

Business & Real Estate
Investment & Development
Division - MIAA

Remarks:

Order of payments refers to the sequence or priority in which payments are made by a
company or individual to settle outstanding debts, liabilities, or financial obligation

3. Official Receipt as proof of payment for one (1) month
advance rental and other charges
(1) Photo Copy

Collection Division - MIAA

Remarks:

Official  document recognized as proof of payment, inlude date, amount, and payment
method

4. Deposit Slip or Manager’s check – three (3) months rental
and other charges
(1) Photo Copy

Applicant / Client

Remarks:
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Deposit slip, records transaction while Manager's check provides secure payment method. A
deposit slip and manager's check is a financial document used to deposit funds into a bank
account or make payment.

5. Post-dated checks with acknowledgment receipt – for
rentals and fixed charges for the duration of the contract but
not more than one
(1) Original Copy

Applicant / Client

Remarks:

Post-dated checks with acknowledgement receipts are checks dated for a future date,
accompanied by receipts confirming delivery or service.

6. Surety bond or letter of bond guarantee
(1) Original Copy

Government Service
Insurance System (GSIS) or
private - to be determined

CLIENT STEPS AGENCY ACTION FEES TO
BE PAID

PROCESSIN
G TIME

PERSON
RESPONSIB

LE
(Designation;

Office)

1. Client
acknowledges the
Notice of Conditional
Award (NOCA)
Location:

Business and Real
Estate Investment
and Development
Division, 2nd Floor,
MIAA Administration
Building

1.1. Prepare draft
Contract of Lease
based on the signed
Notice of Conditional
Award (NOCA) and
Memorandum Brief
endorsing to Legal
Office for Contract
Review of Office of
the Government
Corporate Counsel
(OGCC). Forward to
the Officer-In-Charge/
Manager, Business
and Real Estate
Investment and
Development Division
for signature

None 4 hour/s Business
Developme
nt Officer
B;
Business
and Real
Estate
Investment
Developme
nt Division

1.2. Review and sign
the Memorandum and
endorse to Legal for
the Contract review of
the Office of the
Government
Corporate Counsel
(OGCC)

4 hour/s Officer-In-
Charge/
Manager;
Business
and Real
Estate
Investment
Developme
nt Division
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1.3. Release the
Memorandum with
draft of Contract of
Lease to Legal Office

5 minute/s Business
Developme
nt Officer
B;
Business
and Real
Estate
Investment
Developme
nt Division

1.4. Receive and
forward the lease
contract to the Office
of the Government
Corporate Counsel
(OGCC) for review.
Note: Based on
OGCC Citizen’s
Charter, the
processing time of
Contract Review is 20
working days

1 working
day/s

Legal
Researche
r; Legal
Office

1.5. Receive the final
and official contract
review from Office of
the Government
Corporate Counsel
(OGCC) and endorse
to Business and Real
Estate Investment
and Development
Division (BRIDD)

1 working
day/s

Legal
Researche
r; Legal
Office

1.6. Receive the final
and official contract
review from Office of
the Government
Corporate Counsel

10 minute/s Business
Developme
nt Officer
B;
Business
and Real
Estate
Investment
Developme
nt Division

1.7. Prepare
Memorandum Brief
and five (5) copies of
the Lease and
Concession Contract
incorporating the
comments from Office
of the Government

4 hour/s Business
Developme
nt Officer B
; Business
and Real
Estate
Investment
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Corporate Counsel
(OGCC), if any.

Developme
nt Division

1.8. Review the
documents and affix
the initial on the
Memorandum Brief

1 working
day/s

Officer-In-
Charge/
Manager ;
Business
and Real
Estate
Investment
Developme
nt Division

1.9. Release the
Memorandum Brief
with the copies of the
Lease and
Concessions Contract
for coordination and
approval

30 minute/s Business
Developme
nt Officer B
BRIDD;
Business
and Real
Estate
Investment
Developme
nt Division

1.10. Coordination
and Approval a.
Commercial Services
Department b. Legal
Office c. Office of the
Senior Assistant
General Manager d.
Office of the General
Manager

5 working
day/s

Officer-In-
Charge/
Manager;
Commerci
al Services
Departmen
t
Officer-In-
Charge/
Manager;
Legal
Office
Senior
Assistant
General
Manager;
Office of
the Senior
Assistant
General
Manager
General
Manager;
Office of
the
General
Manager

1.11. Receive the
approved
Memorandum Brief

2 hour/s Business
Developme
nt Officer
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with the signed Lease
and Concession
Contract. Prepare
transmittal letter to
concessionaire/lesse
e

B;
Business
and Real
Estate
Investment
Developme
nt Division

1.12. Review and affix
initial on the
transmittal letter

4 hour/s Officer-In-
Charge/
Manager;
Business
and Real
Estate
Investment
Developme
nt Division

1.13. Release the
transmittal letter to
Commercial Services
Department for
signature

5 minute/s Business
Developme
nt Officer
B;
Business
and Real
Estate
Investment
Developme
nt Division

1.14. Receive the
transmittal letter and
forward to the Officer-
In-Charge/ Manager,
Commercial Services
Department for
signature

10 minute/s Business
Developme
nt Officer
A;
Commerci
al Services
Departmen
t

1.15. Review and
sign the transmittal
letter

4 hour/s Officer-In-
Charge/
Manager;
Commerci
al Services
Departmen
t

1.16. Release the
signed transmittal
letter to Business and
Real Estate
Investment and
Development Division
(BRIDD)

5 minute/s Business
Developme
nt Officer A
;
Commerci
al Services
Departmen
t
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1.17. Receive the
signed transmittal
letter and notify the
concessionaire/lesse
e through email or
SMS to pick up the
signed contract

10 minute/s Business
Developme
nt Officer
B;
Business
and Real
Estate
Investment
Developme
nt Division

2. Receive the (5)
sets of original Lease
and Concession
Contract for their
signature
Location:

Business and Real
Estate Investment
and Development
Division, 2nd Floor,
MIAA Administration
Building

2. Release five (5)
copies of the Lease
and Concessions
Contract with
transmittal letter for
their signature.
Advise to return
within five (5) days
after notarization

None 10 minute/s Business
Developme
nt Officer
B;
Business
and Real
Estate
Investment
Developme
nt Division

3. Return the (5) sets
of notarized Lease
and Concession
Contract. Thereafter,
receive the Order of
Payment for the
security deposit.
Proceed to the
Collection Division for
the settlement of
payment
Location:

Business & Real
Estate Investment &
Development
Division, 2nd Floor,
MIAA Administration
Building.

Notes/Instruction:

After receiving the
Order of Payment,
proceed to the
Collection Division,
Ground Floor, MIAA

3. Receive the (5) five
sets of notarized
Lease and
Concession Contract.
Issue Order of
Payment for Security
Deposit (1 month
advance and 3
months deposit for
rental)

None 10 minute/s Business
Developme
nt Officer
B;
Business
and Real
Estate
Investment
Developme
nt Division
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Administration
Building

4. Pay for the
Security Deposit (1
month advance and 3
months deposit for
rental)
Location:

Collection Division,
Ground Floor, MIAA
Administration
Building

4. Receive payment
from the
concessionaire/
lessee and issue an
official receipt

Formula
Fees
Breakdown:
Security
Deposit

18 minute/s Credit
Officer;
Collection
Division

5. Submit proof of
payment of Security
Deposit and the
Surety bond or letter
of bond guarantee.
Accomplish the Client
Satisfaction
Measurement Form
Location:

Business & Real
Estate Investment &
Development
Division, 2nd Floor,
MIAA Administration
Building

Notes/Instruction:

Present proof of
payment for the
Security Deposit

5.1. Check and
receive the submitted
proof of payment and
the other documents

None 5 minute/s Business
Developme
nt Officer B
; Business
and Real
Estate
Investment
Developme
nt Division

5.2. Release one (1)
copy of the notarized
lease and concession
contract with
transmittal letter to
the concessionaire/
lessee

5 minute/s Business
Developme
nt Officer
B;
Business
and Real
Estate
Investment
Developme
nt Division

5.3. Request the
concessionaire/
lessee to accomplish
the Client Satisfaction
Measurement Form

5 minute/s Business
Developme
nt Officer
B;
Business
and Real
Estate
Investment
Developme
nt Division

Total Processing Time: Working Days: 11 working day/s, 8 minute/s

Total Processing Fee:
Total Standard Fee: None

See other fees below

Formula / Schedule of Fees
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Security Deposit

One (1) month advance = Rental Rate per square meter x Area (sq.m.) plus CPF plus 12%
VAT

Three (3) Month Deposits = Rental Rate per square meter x Area (sq.m.) plus CPF X three
(3) months
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4. Request for MIAA Concessionaire Certificate

Preparation and issuance of certifications certifying concessionaires as MIAA concessionaires

Office or Division: Business and Real Estate Investment Development Division

Classification: Simple

Type of Transaction: G2B (Government to Business), G2C (Government to Citizen)

Who may avail: Concessionaire/ Lessee

Operating Hours: 8:00 AM - 5:00 PM

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

No Requirements Needed

CLIENT STEPS AGENCY ACTION FEES TO
BE PAID

PROCESSIN
G TIME

PERSON
RESPONSIB

LE
(Designation;

Office)

1. Submit a letter
request for MIAA
Concessionaire
Certificate addressed
to the Officer-In-
Charge/ Manager,
Commercial Services
Department
Location:

Commercial Services
Department, 2nd
Floor, MIAA
Administration
Building

1.1. Receive the letter
request and forward
to the Officer-In-
Charge/ Manager,
Commercial Services
Department

None 5 minute/s Business
Developme
nt Officer
A;
Commerci
al Services
Departmen
t

1.2. Endorse the
request to Business
and Real Estate
Investment and
Development Division
(BRIDD) for the
processing

2 hour/s Officer-In-
Charge/
Manager;
Commerci
al Services
Departmen
t

1.3. Release the letter
to Business and Real
Estate Investment
and Development
Division (BRIDD)

5 minute/s Business
Developme
nt Officer
A;
Commerci
al Services
Departmen
t

1.4. Receive the letter
and forward to the
Officer-In-Charge/
Manager, Business

5 minute/s Business
Developme
nt Officer
B;
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and Real Estate
Investment and
Development Division
(BRIDD) for
instruction

Business
and Real
Estate
Investment
Developme
nt Division

1.5. Review the
request and give
instruction for the
processing

1 hour/s Officer-In-
Charge/
Manager;
Business
and Real
Estate
Investment
Developme
nt Division

1.6. Check the
concessionaire's
status and proceed to
the preparation of the
actual certificate

2 hour/s Business
Developme
nt
Specialist;
Business
and Real
Estate
Investment
Developme
nt Division

1.7. Review and affix
initial to the certificate

1 hour/s Officer-In-
Charge/
Manager;
Business
and Real
Estate
Investment
Developme
nt Division

1.8. Release the
certificate to the
Commercial Services
Department (CSD) for
signature

5 minute/s Business
Developme
nt Officer
B;
Business
and Real
Estate
Investment
Developme
nt Division

1.9. Receive the
certificate and
endorse to the
Officer-In-Charge/
Manager, Commercial

5 minute/s Business
Developme
nt Officer
A;
Commerci
al Services
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Services Department
for signature

Departmen
t

1.10. Review and
sign the certificate

1 hour/s Officer-In-
Charge/
Manager;
Commerci
al Services
Departmen
t

1.11. Release the
signed certificate to
Business and Real
Estate Investment
and Development
Division (BRIDD) for
release

5 minute/s Business
Developme
nt Officer
A;
Commerci
al Services
Departmen
t

1.12. Receive and
notify the
concessionaire/
lessee that the
certificate is ready for
release via SMS,
email, or Viber

5 minute/s Business
Developme
nt Officer
B;
Business
and Real
Estate
Investment
Developme
nt Division

2. Receive the Order
of Payment for
certification fee and
proceed to the
Collection Division for
payment
Location:

Business and Real
Estate Investment
and Development
Division, 2nd Floor,
MIAA Administration
Building

2. Issue an Order of
Payment

None 10 minute/s Business
Developme
nt
Specialist;
Business
and Real
Estate
Investment
Developme
nt Division
Business
Developme
nt Officer
B;
Business
and Real
Estate
Investment
Developme
nt Division
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3. Present Order of
Payment for the
Certification fee
Location:

Collection Division,
Ground Floor, MIAA
Administration
Building

Notes/Instruction:

Present Order of
Payment and pay the
amount indicated 

3. Receive the Order
of Payment and issue
an official receipt

Standard
Fees
Breakdown:
Certification
Fee: PHP
112

Total:
PHP 112

10 minute/s Credit
Officer;
Collection
Division

4. Present the Official
Receipt and receive
the certification.
Accomplish Client
Satisfaction
Measurement
Location:

Business and Real
Estate Investment
and Development
Division, 2nd Floor,
MIAA Administration
Building

4. Verify the Official
Receipt and release
the actual certificate.
Request the
concessionaire to
accomplish the Client
Satisfastion
Measurement

None 5 minute/s Business
Developme
nt
Specialist;
Business
and Real
Estate
Investment
Developme
nt Division
Business
Developme
nt Officer
B;
Business
and Real
Estate
Investment
Developme
nt Division

Total Processing Time: Working Days: 1 working day/s

Total Processing Fee:
Total Standard Fee:
PHP 112
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Public Affairs and Protocol Office
External Services
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1. Application for the use of MIAA logo

This service facilitates the initial processing of applications for the official use of the MIAA logo.
Approval is required to ensure compliance with the restrictions and guidelines set forth in MIAA
Memorandum Circular No. 09, Series of 2025. The application process includes verifying the
proper use of the logo on the intended medium. This service helps maintain branding standards,
protects the legal integrity of the MIAA logo, safeguards the agency's identity, and prevents
unauthorized use.

Office or Division: Public Affairs and Protocol Office

Classification: Simple

Type of Transaction: G2B (Government to Business), G2C (Government to Citizen), G2G
(Government to Government)

Who may avail: Government Agencies. Private Companies and Individuals.

Operating Hours: 8:00 AM - 5:00 PM

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

For Standard Requirement

1. Letter of Intent
(1) Original Copy Or (1) Electronic Copy

Applicant / Client

Remarks:

The Letter of Intent shall include the following information:

Addressed to the Acting Manager or Officer-in-Charge, Public Affairs and Protocol
Office.
Name of the applicant (individual or organization).
Complete address and contact information of the applicant.
Purpose of the request and the intended use of the MIAA logo.
Description of the material or medium where the logo will be used.
Duration of use (if applicable).
Signature of the applicant or authorized representative.

The following shall be attached to the Letter of Intent:

Sample layout or mock-up showing the proposed use of the MIAA logo.

2. Logo Usage Request Form (M-PAP-F-006)
(1) Original Copy Or (1) Photo Copy Or (1) Electronic Copy

Manila International Airport
Authority - Public Affairs and
Protocol Office

Remarks:

Forms should include the following information:
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1. Requestee Name
2. Designation
3. Company/Department
4. Address
5. Contact Information
6. Purpose for the request
7. Requested Logo Variation and Format
8. Email Address of Applicant

CLIENT STEPS AGENCY ACTION FEES TO
BE PAID

PROCESSIN
G TIME

PERSON
RESPONSIB

LE
(Designation;

Office)

1. Submit a duly
accomplished logo
usage request form
together with a letter
of intent from the
requesting party.
Location:

Public Affairs and
Protocol Office

G/F MIAA Admin
Building, NAIA
Complex, Pasay City

media@miaa.gov.ph

1.1. Receive and
evaluate the
application. Forward
to the Manager /
Officer-In-Charge for
review and
recommendation

None 1 hour/s Artist
Illustrator;
Public
Affairs and
Protocol
Office
Information
Officer;
Public
Affairs and
Protocol
Office

1.2. Review the
application. Provide
recommendation and
affix signature.
Endorse the
application to the
Senior Assistant
General Manager

7 hour/s Manager /
Officer-In-
Charge;
Public
Affairs and
Protocol
Office

1.3. Sign the approval
or disapproval.

1 working
day/s, 6
hour/s

Senior
Assistant
General
Manager;
Office of
the Senior
Assistant
General
Manager

1.4. Notify the
requesting party of
the status of the
request.

1 hour/s Artist
Illustrator;
Public
Affairs and
Protocol
Office
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Information
Officer B;
Public
Affairs and
Protocol
Office

2. Receive the
approved request
form and copy of
MIAA logo.
Accomplish the Client
Satisfaction
Measurement Form.
Location:

Public Affairs and
Protocol Office

G/F MIAA
Administration
Building, NAIA
Complex, Pasay City

media@miaa.gov.ph

2. Release the
approved request
form for the use of the
MIAA logo, provide
the requested logo
files, and furnish the
Client Satisfaction
Measurement Form.

None 1 hour/s Information
Officer B;
Public
Affairs and
Protocol
Office
Artist
Illustrator;
Public
Affairs and
Protocol
Office

Total Processing Time: Working Days: 3 working day/s

Total Processing Fee: Total Standard Fee: None
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2. Reporting of violators of logo usage

This service facilitates the proper handling and processing of reports on the unauthorized use of
the MIAA logo. Reports are endorsed to the Legal Office for external parties or the Administrative
Department for internal personnel for appropriate action and the imposition of applicable sanctions
under Section 155 of the Intellectual Property Code.

Office or Division: Public Affairs and Protocol Office

Classification: Complex

Type of Transaction: G2B (Government to Business), G2C (Government to Citizen), G2G
(Government to Government)

Who may avail: Government Agencies, Private Companies and Individuals.

Operating Hours: 8:00 AM - 5:00 PM

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

For Standard Requirement

1. Logo Misuse / Violation Report Form (M-PAP-F-007)
(1) Original Copy Or (1) Photo Copy Or (1) Electronic Copy

Manila International Airport
Authority - Public Affairs and
Protocol Office

Remarks:

Forms should include the following information:

1. Reporting Individual details (Name, Designation, Office / Company / Agency)
2. Date filed
3. Contact information
4. Details of the alleged violation

CLIENT STEPS AGENCY ACTION FEES TO
BE PAID

PROCESSIN
G TIME

PERSON
RESPONSIB

LE
(Designation;

Office)

1. Submit duly
accomplished Logo
misuse / violation
report form
Location:

Public Affairs and
Protocol Office

G/F MIAA
Administration

1.1. Receive and
evaluate the report

None 1 hour/s Artist
illustrator;
Public
Affairs and
Protocol
Office
Information
Officer B;
Public
Affairs and
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Building, NAIA
Complex, Pasay City

media@miaa.gov.ph

Protocol
Office

1.2. Prepare letter for
notice of violation to
be signed by the
Acting Manager or
Officer-In-Charge
Public Affairs and
Protocol Office

7 hour/s Artist
Illustrator;
Public
Affairs and
Protocol
Office
Information
Officer B;
Public
Affairs and
Protocol
Office

1.3. Send a copy of
notice to violator and
monitor compliance

3 working
day/s

Artist
Illustrator;
Public
Affairs and
Protocol
Office
Information
Officer B;
Public
Affairs and
Protocol
Office

1.4. If the subject
involved did not
comply within the
notice, the Acting
Manager or the
Officer-In-Charge of
Public Affairs and
Protocol Office shall
raise the concern to
Legal Office to apply
necessary sanction

2 working
day/s

Acting
Manager /
Officer-In-
Charge;
Public
Affairs and
Protocol
Office

2. Receive update on
the filed report and
accomplished Client
Satisfactory
Measurement form.
Location:

Public Affairs and
Protocol Office

G/F MIAA
Administration
Building, NAIA
Complex Pasay City

2. Inform about the
status of filed report
and request the
informant to
accomplish the Client
Satisfactory
Measurement form.

None 1 working
day/s

Information
Officer B;
Public
Affairs and
Protocol
Office
Artist
Illustrator;
Public
Affairs and
Protocol
Office
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media@miaa.gov.ph

Total Processing Time: Working Days: 7 working day/s

Total Processing Fee: Total Standard Fee: None

246



Accounting Division
Internal Services
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1. Request for Certificate of Philhealth Remittance

This service enables active and inactive employees to request a Certificate of PhilHealth
Remittance, an official document verifying that premium contributions have been remitted to the
Philippine Health Insurance Corporation (PhilHealth) for specific periods. This document is
essential for proving compliance, supporting hospitalization benefits and claims. The process
involves submitting an accomplished Claim Signature Form, followed by record verification and
certificate issuance.

Office or Division: Accounting Division

Classification: Simple

Type of Transaction: G2G (Government to Government)

Who may avail: All active and inactive Manila International Airport Authority employees.

Operating Hours: 8:00 AM - 5:00 PM

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

For Standard Requirement

1. Philhealth Claim Signature Form
(1) Original Copy

Philippine Health Insurance
Corporation - to be supplied

Remarks:

Duly accomplish part 1 of the Philhealth  Claim Signature Form.

CLIENT STEPS AGENCY ACTION FEES TO
BE PAID

PROCESSIN
G TIME

PERSON
RESPONSIB

LE
(Designation;

Office)

1. Submit duly
accomplished
Philhealth client
signature form.
Location:

Payroll Section,
Accounting Division,
Ground Floor MIAA
Administration
Building.

1.1. Check
completeness of
information supplied
in the Philhealth
Claim Signature Form

None 5 minute/s Accounting
Processor
A;
Accounting
Division

1.2. Verify client
record in the payroll
system. Prepare and
print Philhealth
Certificate of
Remittance. Forward
to the Payroll Section
Supervisor for review
and initial.

10 minute/s Accounting
Processor
A;
Accounting
Division
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1.3. Review and sign
the Philhealth
Certificate of
Remittance and the
Philhealth Claim
Signature Form.
Forward to the
Manager Accounting
Division for signature

5 minute/s Senior
Corporate
Accountant
B;
Accounting
Division

1.4. Review and sign
the Philhealth Claim
Signature Form and
the Philhealth
Certificate of
Remittance

5 minute/s Manager ;
Accounting
Division

2. Receive the
Certificate of
Remittance.
Accomplish the Client
Satisfaction
Measurement Form.
Location:

Payroll Section,
Accounting Division,
Ground Floor MIAA
Adminsistration
Building

2. Release of the
Certificate of
Remittance. Request
the client to
accomplish the Client
Satisfaction
Measurement Form.

None 5 minute/s Accounting
Processor
A;
Accounting
Division

Total Processing Time: Working Days: 30 minute/s

Total Processing Fee: Total Standard Fee: None
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Personnel Division
Internal Services
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1. Request for Certificate of Employment

A certificate requested by organic employees issued by MIAA which reflects  employees'
personnel the position, office assignment and employment period. 

Office or Division: Personnel Division

Classification: Simple

Type of Transaction: G2C (Government to Citizen), G2G (Government to Government)

Who may avail: Active and Inactive MIAA employees

Operating Hours: 8:00 AM - 5:00 PM

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

For Standard Requirement

1. Mode of submission
Any of the following:

1.A. Service Request Form (If face-to-face or Personal)
(1) Original Copy

Manila International Airport
Authority - Personnel Division

Remarks:

The request form must be duly accomplished and signed. Indicate the requested number of
copies and purpose.

---- OR ----

1.B. Letter request (Online)
(1) Electronic Copy

Applicant / Client

Remarks:

If requested online.

2. Company ID

MIAA ID

Remarks:

If face-to-face, present original ID for verification.
If online, submit a photocopy of ID.

For Situational Requirement

A. If with representative
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A.1. Authorization Letter
(1) Original Copy

Applicant / Client

Remarks:

Authorization must include specific purpose of the request.

A.2. One (1) Valid ID of the Representative

Any of the following:
 • Company ID 
 • Unified Multi-Purpose Identification - Government Service Insurance System
 • Driver's Licences - Land Transportation Office
 • Passport - Department of Foreign Affairs
 • PhilHealth ID - Philippine Health Issurance Corporation

Remarks:

The presented ID must not be expired.

CLIENT STEPS AGENCY ACTION FEES TO
BE PAID

PROCESSIN
G TIME

PERSON
RESPONSIB

LE
(Designation;

Office)

1. If face-to-face,
submit the request
form. If online, submit
or email letter
request.
Location:

Personnel Division -
Statistics and
Information Section
2nd Floor, Manila
International Airport
Authority
Administration
Building
statinfo@miaa.gov.ph

1.1. Check
completeness of the
request form or letter
request. If complete,
receive and record to
log/database.
Endorse to processor
for preparation.

None 5 minute/s Supervisin
g Industrial
Relations
Developme
nt Officer
B;
Personnel
Division

1.2. Review and
validate the
employee's data and
information to ensure
that all records are
accurate, complete,
and up to date before
processing or printing

4 hour/s Supervisin
g Industrial
Relations
Developme
nt Officer
B;
Personnel
Division

1.3. Print requested
documents and
forward to the Head,
Statistics and
Information Section
for final review.

30 minute/s Supervisin
g Industrial
Relations
Developme
nt Officer
B;
Personnel
Division
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1.4. Review and affix
initial to the printed
Certificate of
Employment and
forward the same to
the Officer-in-
Charge/Manager,
Personnel Division.

1 hour/s Supervisin
g Industrial
Relations
Developme
nt Officer
B;
Personnel
Division

1.5. Review the
Certificate of
Employment and affix
signature, then
forward to Statistics
and Information
Section for release.

4 hour/s Officer-in-
Charge/Ma
nager;
Personnel
Division

2. Receive the
information.
Location:

MIAA telphone
number

2. Contact the
requestor to provide
an update that their
requested document
has been completed
and is ready for
release or pickup.

None 10 minute/s Supervisin
g Industrial
Relations
Developme
nt Officer
B;
Personnel
Division

3. Present valid ID
and authorization
letter if applicable.
Receive the
requested document.
Accomplish the Client
Satisfaction
Measurement form.
Location:

Personnel Division -
Statistics and
Information Section
2nd Floor, Manila
International Airport
Authority
Administration
Building.

3.1. Verify the
presented ID of the
requestee and
release the
document.

None 10 minute/s Supervisin
g Industrial
Relations
Developme
nt Officer
B;
Personnel
Division

3.2. Ensure
requestee has
affixed/accepted
receipt and log the
transaction to ensure
the requested
document has been
duly received.
Request the client to
accomplish the Client
Satisfaction
Measurement form.

10 minute/s Supervisin
g Industrial
Relations
Developme
nt Officer
B;
Personnel
Division

General Remarks

The request form must be duly accomplished and signed.  Indicate the number of copies and
purpose.
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Total Processing Time: Working Days: 1 working day/s, 2 hour/s, 5
minute/s

Total Processing Fee: Total Standard Fee: None
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2. Request for Certificate of employment with Compensation

This service handles issuance of cetificate of employment with compensation to existing regular
MIAA employees.

Office or Division: Personnel Division

Classification: Simple

Type of Transaction: G2G (Government to Government)

Who may avail: Existing regular MIAA employees 

Operating Hours: 8:00 AM - 5:00 PM

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

For Standard Requirement

1. Mode of Submission
Any of the following:

1.A. Service Request Form (If face-to-face or Personal)
(1) Original Copy

Manila International Airport
Authority - Personnel Division

Remarks:

The request form must be duly accomplished and signed. Indicate the requested number of
copies and purpose.

---- OR ----

1.B. Letter Request (Online)
(1) Electronic Copy

Applicant / Client

Remarks:

if requested online.

2. Company ID

MIAA ID

Remarks:

If face-to-face, present original ID for verification.
If online, submit a photocopy of ID.

For Situational Requirement

A. If with representative
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A.1. Authorization Letter
(1) Original Copy Or (1) Electronic Copy

Applicant / Client

Remarks:

Authorization must include specific purpose of the request.

A.2. One (1) Valid ID of the Representative

Any of the following:
 • Company ID 
 • Unified Multi-Purpose Identification - Government Service Insurance System
 • Driver's Licences - Land Transportation Office
 • Passport - Department of Foreign Affairs
 • PhilHealth ID - Philippine Health Issurance Corporation

Remarks:

The presented ID must not be expired.

CLIENT STEPS AGENCY ACTION FEES TO
BE PAID

PROCESSIN
G TIME

PERSON
RESPONSIB

LE
(Designation;

Office)

1. If face-to-face,
submit the request
form. If online, submit
or email letter
request.
Location:

Personnel Division -
Statistics and
Information Section

2nd Floor, Manila
International Airport
Authority
Administration
Building

statinfo@miaagov.ph

1.1. Check
completeness of the
request form or letter
request. If complete,
received and record
to database. Endorse
to processor for
preparation.

None 5 minute/s Supervisin
g Industrial
Relations
Developme
nt Officer
B;
Personnel
Division

1.2. Processor will
review and validate
the employee's data
and information to
ensure that all
records are accurate,
complete, and up to
date before
processing or
printing.

30 minute/s Supervisin
g Industrial
Relations
Developme
nt Officer
B;
Personnel
Division

1.3. Compute and
prepare the
employee's
compensation and
benefits details,
ensuring accuracy
and completeness for

1 hour/s Supervisin
g Industrial
Relations
Developme
nt Officer
B;
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attachment and
validation by the
Head, Statistics and
Information Section.

Personnel
Division

1.4. Print requested
documents and
forward to the Head,
Statistics and
Information Section
for review and initial.

30 minute/s Supervisin
g Industrial
Relations
Developme
nt Officer
B;
Personnel
Division

1.5. Review and affix
initial to the printed
Certificate of
Compensation and
forward the same to
the Officer-in-
Charge/Manager,
Personnel Division.

30 minute/s Supervisin
g Industrial
Relations
Developme
nt Officer
B;
Personnel
Division

1.6. Review the
Certificate of
Compensation and
affix signature, then
forward to Statistics
and Information
Section for release.

5 hour/s Officer-in-
Charge/Ma
nager;
Personnel
Division

2. Receive the
information thru
telephone
Location:

MIAA telephone
number

2. Contact the
requestor to provide
an update that their
requested document
has been completed
and is ready for
release or pickup.

None 10 minute/s Supervisin
g Industrial
Relations
Developme
nt Officer
B;
Personnel
Division
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3. Present valid ID
and authorization
letter if applicable.
Receive the
requested document.
Accomplish the Client
Satisfaction
Measurement form.
Location:

 

Statistics and
Information Section,
Personnel Division

3.1. Verify the
presented ID of the
requestee and
release the
document.

None 10 minute/s Supervisin
g Industrial
Relations
Developme
nt Officer
B;
Personnel
Division

3.2. Ensure
requestee has
affixed/accepted
receipt and log the
transaction to ensure
the requested
document has been
duly received.
Request the client to
accomplish the Client
Satisfaction
Measurement form.

10 minute/s Supervisin
g Industrial
Relations
Developme
nt Officer
B;
Personnel
Division

Total Processing Time: Working Days: 1 working day/s, 5 minute/s

Total Processing Fee: Total Standard Fee: None
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3. Request for Copy of 201 File document/s

This service handles issuance of copy of 201 file document/s to active MIAA employees.

Office or Division: Personnel Division

Classification: Simple

Type of Transaction: G2G (Government to Government)

Who may avail: Active MIAA employees 

Operating Hours: 8:00 AM - 5:00 PM

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

For Standard Requirement

1. Mode of submission
Any of the following:

1.A. Service Request Form (If face-to-face or Personal)
(1) Original Copy

Manila International Airport
Authority - Personnel Division

Remarks:

The request form must be duly accomplished and signed. Indicate the requested number of
copies and purpose.

---- OR ----

1.B. Letter Request (Online)
(1) Electronic Copy

Applicant / Client

Remarks:

if requested online.

2. Company ID

MIAA ID

Remarks:

If face-to-face, present original ID for verification.
If online, submit a photocopy of ID.

For Situational Requirement

A. If with representative
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A.1. Authorization Letter
(1) Original Copy Or (1) Electronic Copy

Applicant / Client

Remarks:

Authorization must include specific purpose of the request.

A.2. One (1) Valid ID of the Representative

Any of the following:
 • Company ID 
 • Unified Multi-Purpose Identification - Government Service Insurance System
 • Driver's Licences - Land Transportation Office
 • Passport - Department of Foreign Affairs
 • PhilHealth ID - Philippine Health Issurance Corporation
 

Remarks:

The presented ID must not be expired.

CLIENT STEPS AGENCY ACTION FEES TO
BE PAID

PROCESSIN
G TIME

PERSON
RESPONSIB

LE
(Designation;

Office)

1. If face-to-face,
submit the request
form. If online, submit
or email letter
request.
Location:

Personnel Division -
Statistics and
Information Section

2nd Floor, Manila
International Airport
Authority
Administration
Building

statinfo@miaagov.ph

1.1. Check
completeness of the
request form or letter
request. If complete,
received and record
to database. Endorse
to processor for
preparation.

None 5 minute/s Supervisin
g Industrial
Relations
Developme
nt Officer
B;
Personnel
Division

1.2. Processor will
search, retrieve, and
review employee
records from the 201
physical folder and/or
the 201 virtual folder,
ensuring that all
required documents
and information are
complete and readily
available for
processing, and
ensure compliance
with the Data Privacy
Act of 2012.

30 minute/s Supervisin
g Industrial
Relations
Developme
nt Officer
B;
Personnel
Division
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1.3. Photocopy and/or
print requested
documents as
needed, ensuring that
all copies are clear,
complete, and
accurately
reproduced based on
the requestor’s
specifications.

10 minute/s Supervisin
g Industrial
Relations
Developme
nt Officer
B;
Personnel
Division

1.4. Provide Certified
True Copies (if
needed) ensuring the
documents certified,
coincides with the
original copy from the
201 file.

1 hour/s Supervisin
g Industrial
Relations
Developme
nt Officer
B;
Personnel
Division

1.5. Submit to the
Head, Statistics &
Information Section,
for consent and
clearance prior to the
release.

10 minute/s Supervisin
g Industrial
Relations
Developme
nt Officer
B;
Personnel
Division

2. Receive the
information thru
telephone
Location:

MIAA telephone
number

2. Contact the
requestor to provide
an update that their
requested document
has been completed
and is ready for
release or pickup.

None 10 minute/s Supervisin
g Industrial
Relations
Developme
nt Officer
B;
Personnel
Division

3. Present valid ID
and authorization
letter if applicable.
Receive the
requested document.
Accomplish the Client
Satisfaction
Measurement form.
Location:

 

Statistics and
Information Section,
Personnel Division

3.1. Verify the
presented ID of the
requestee and
release the
document.

None 10 minute/s Supervisin
g Industrial
Relations
Developme
nt Officer
B;
Personnel
Division

3.2. Ensure
requestee has
affixed/accepted
receipt and log the
transaction to ensure
the requested
document has been

10 minute/s Supervisin
g Industrial
Relations
Developme
nt Officer
B;
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duly received.
Request the client to
accomplish the Client
Satisfaction
Measurement form.

Personnel
Division

Total Processing Time: Working Days: 2 hour/s, 25 minute/s

Total Processing Fee: Total Standard Fee: None
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4. Request for Service Record (Simple Case)

This service facilitates the processing and issuance of a certified Service Record for active and
inactive employees without cases or suspension.

The Service Record is an official document that summarizes an employee's government service
history, including positions held, employment periods, salary grades, and other relevant details.  It
is essential for promotion, transfer, loan applications, foreign travel, and other personal
transactions.

The process involves submission of the request, verification of records, preparation, certification,
and release of the document.  This service ensures accurate documentation and supports
transparency and efficiency in personnel administration. 

Office or Division: Personnel Division

Classification: Simple

Type of Transaction: G2G (Government to Government)

Who may avail: Active and Inactive MIAA employees 

Operating Hours: 8:00 AM - 5:00 PM

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

For Standard Requirement

1. Mode of submission
Any of the following:

1.A. Service Request Form (If face-to-face or Personal)
(1) Original Copy

Manila International Airport
Authority - Personnel Division

Remarks:

The request form must be duly accomplished and signed. Indicate the requested number of
copies and purpose.

---- OR ----

1.B. Letter Request (Online)
(1) Electronic Copy

Applicant / Client

Remarks:

if requested online.

2. Company ID

MIAA ID
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Remarks:

If face-to-face, present original ID for verification. 
If online, submit a photocopy of original ID.

For Situational Requirement

A. If with representative

A.1. Authorization Letter
(1) Original Copy Or (1) Electronic Copy

Applicant / Client

Remarks:

Authorization must include specific purpose of the request.

A.2. One (1) Valid ID of the Representative

Any of the following:
 • Company ID 
 • Unified Multi-Purpose Identification - Government Service Insurance System
 • Driver's Licences - Land Transportation Office
 • Passport - Department of Foreign Affairs
 • PhilHealth ID - Philippine Health Issurance Corporation

Remarks:

The presented ID must not be expired.

CLIENT STEPS AGENCY ACTION FEES TO
BE PAID

PROCESSIN
G TIME

PERSON
RESPONSIB

LE
(Designation;

Office)
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1. If face-to-face,
submit the request
form. If online, send a
letter email request.
Location:

Personnel Division -
Statistics and
Information Section

2nd Floor, Manila
International Airport
Authority
Administration
Building

statinfo@miaagov.ph

1.1. Check
completeness of the
request form or letter
request. If complete,
received and record
to database. Endorse
to processor for
preparation.

None 5 minute/s Supervisin
g Industrial
Relations
Developme
nt Officer
B;
Personnel
Division

1.2. Verify records if
updated. If not,
gather/consolidate
records for update.

4 hour/s Supervisin
g Industrial
Relations
Developme
nt Officer
B;
Personnel
Division

1.3. Print and
Endorse to Section
Head for review and
affix initial.

30 minute/s Supervisin
g Industrial
Relations
Developme
nt Officer
B;
Personnel
Division

1.4. Endorse to
Officer-In-
Charge/Manager,
Personnel Division for
review and affix
signature.

1 hour/s Supervisin
g Industrial
Relations
Developme
nt Officer
B;
Personnel
Division

1.5. Review and affix
signature

4 hour/s Officer-In-
Charge/Ma
nager;
Personnel
Division

2. Receive the
information thru
telephone.
Location:

MIAA telephone
number

2. Inform the
requestee that the
document requested
is ready for pick-up.

None 10 minute/s Supervisin
g Industrial
Relations
Developme
nt Officer
B;
Personnel
Division

3. Present valid
government ID and
authorization letter if
applicable. Receive

3.1. Verify the
presented ID of the
requestee and

None 10 minute/s Supervisin
g Industrial
Relations
Developme
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the requested
document.
Accomplish the Client
Satisfaction
Measurement Form.
Location:

 

Statistics and
Information Section,
Personnel Division

release the
document.

nt Officer
B;
Personnel
Division

3.2. Ensure
requestee has
affixed/accepted
receipt and log the
transaction to ensure
the requested
document has been
duly received.
Request the client to
accomplish the Client
Satisfaction
Measurement form.

10 minute/s Supervisin
g Industrial
Relations
Developme
nt Officer
B;
Personnel
Division

Total Processing Time: Working Days: 1 working day/s, 2 hour/s, 5
minute/s

Total Processing Fee: Total Standard Fee: None
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5. Request for Service Record (With Administrative Cases or Suspension)

This service facilitates the processing and issuance of a certified Service Record for active and
inactive employees with cases or suspension.

The Service Record is an official document that summarizes an employee's government service
history, including positions held, employment periods, salary grades, and other relevant details.  It
is essential for promotion, transfer, loan applications, foreign travel, and other personal
transactions.

The process involves submission of the request, verification of records, preparation, certification,
and release of the document.  This service ensures accurate documentation and supports
transparency and efficiency in personnel administration. 

Office or Division: Personnel Division

Classification: Complex

Type of Transaction: G2G (Government to Government)

Who may avail: Active and inactive MIAA employees 

Operating Hours: 8:00 AM - 5:00 PM

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

For Standard Requirement

1. Mode of Submission
Any of the following:

1.A. Service Request Form (If face-to-face or Personal)
(1) Original Copy

Manila International Airport
Authority - Personnel Division

Remarks:

The request form must be duly accomplished and signed. Indicate the requested number of
copies and purpose.

---- OR ----

1.B. Letter Request (Online)
(1) Electronic Copy

Applicant / Client

Remarks:

if requested online.

2. Company ID

MIAA ID
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Remarks:

If face to face, present original ID for verification.
If online, submit a photocopy of original ID.

For Situational Requirement

A. If with representative

A.1. Authorization Letter
(1) Original Copy Or (1) Electronic Copy

Applicant / Client

Remarks:

Authorization must include specific purpose of the request.

A.2. One (1) Valid ID of the Representative

Any of the following:
 • Company ID 
 • Unified Multi-Purpose Identification - Government Service Insurance System
 • Driver's Licences - Land Transportation Office
 • Passport - Department of Foreign Affairs
 • PhilHealth ID - Philippine Health Issurance Corporation

Remarks:

The presented ID must not be expired.

CLIENT STEPS AGENCY ACTION FEES TO
BE PAID

PROCESSIN
G TIME

PERSON
RESPONSIB

LE
(Designation;

Office)

1. If face-to-face,
submit the request
form. If online, submit
or email a letter
request.
Location:

Personnel Division -
Statistics and
Information Section

2nd Floor, Manila
International Airport
Authority
Administration
Building

1.1. Check
completeness of the
request form or letter
request. If complete,
received and record
to database. Endorse
to processor for
preparation.

None 5 minute/s Supervisin
g Industrial
Relations
Developme
nt Officer
B;
Personnel
Division

1.2. Processor will
review and validate
the employee's data
and information to
ensure that all
records are accurate,
complete, and up to
date before

1 working
day/s, 4
hour/s

Supervisin
g Industrial
Relations
Developme
nt Officer
B;
Personnel
Division
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statinfo@miaagov.ph processing or
printing, including
review of salary
adjustments,
suspensions and/or
cases included on the
201 file.

1.3. Print and
Endorse to Section
Head for review and
affix initial.

30 minute/s Supervisin
g Industrial
Relations
Developme
nt Officer
B;
Personnel
Division

1.4. Endorse to
Officer-In-
Charge/Manager,
Personnel Division for
review and affix
signature.

4 hour/s Supervisin
g Industrial
Relations
Developme
nt Officer
B;
Personnel
Division

1.5. Review and affix
signature

4 hour/s Officer-In-
Charge/Ma
nager;
Personnel
Division

2. Receive the
information thru
telephone
Location:

MIAA telephone
number

2. Inform the
requestee that the
document requested
is ready for pick-up.

None 10 minute/s Supervisin
g Industrial
Relations
Developme
nt Officer
B;
Personnel
Division

3. Present valid ID
and authorization
letter if applicable.
Receive the
requested document.
Accomplish the Client
Satisfaction
Measurement form.
Location:

 

Statistics and
Information Section,

3.1. Verify the
presented ID of the
requestee and
release the
document.

None 10 minute/s Supervisin
g Industrial
Relations
Developme
nt Officer
B;
Personnel
Division

3.2. Ensure
requestee has
affixed/accepted
receipt and log the
transaction to ensure

10 minute/s Supervisin
g Industrial
Relations
Developme
nt Officer
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Personnel Division the requested
document has been
duly received.
Request the client to
accomplish the Client
Satisfaction
Measurement form.

B;
Personnel
Division

Total Processing Time: Working Days: 2 working day/s, 5 hour/s, 5
minute/s

Total Processing Fee: Total Standard Fee: None
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Property Management Division
Internal Services
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1. Procurement of Goods

This service facilitates the procurement of goods through small value procurement in accordance
with Republic Act No. 12009. It covers the end-to-end processing of procurement activities,
including the preparation of required documents, posting of requests, technical evaluation of
submitted quotations or proposals, preparation of Purchase Orders and Contracts, and the
delivery and acceptance of goods. This process ensures transparency, efficiency, and strict
compliance with applicable procurement laws and regulations while supporting the timely
acquisition of needed supplies and services.

Office or Division: Property Management Division

Classification: Highly Technical

Type of Transaction: G2G (Government to Government)

Who may avail: MIAA Employee

Operating Hours: 8:00 AM - 5:00 PM

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

For Standard Requirement

1. 1. Approved Purchase Request
(3) Original Copy

Applicant / Client

Remarks:

Contains the following:

a. Complete specification

b. Delivery/Completion period

c. Warranty

d. Approved Budget for the Contract (ABC)

e. End-user’s Terms and Conditions

2. 2. Attachments
(1) Original Copy

Applicant / Client

Remarks:

a. Stock position for supplies, materials and spare parts

b. Pre-Inspection Report, if for replacement, rehabilitation or repair

c. Terms of Reference

d. Bill of material/s
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e. Canvass

f. Certification of exclusive distributorship from end-user, if items are exclusive

g. Certificate of Urgency, if needed ASAP

h. Accountable Personnel Form, if equipment

i. HGDG if ABC is 500,000.00 above

j. Consumption Report, if consumables

3. Delivery of Goods Requirements
(1) Original Copy

Applicant / Client

Remarks:

REQUIRED DOCUMENTS FOR PREPARATION OF RIAR:

a. Approved Purchase Order or Contract (Original Copy)

b. Delivery Receipt (Original Copy) or Sales Invoice (Original Copy)

c. Warranty Certificate (Original Copy)

d. Notice to Proceed (NTP) for Contract.

 

ISSUANCE/WITHDRAWALS OF GOODS (THRU RIS, ICS or PAR)

a. Signed Receiving, Inspection and Acceptance Report (RIAR)

b. Approved Requsition and Issue Slip (RIS) for goods

c. Signed Inventory Custodian Slip (ICS) or Property Acknowledgement Receipt (PAR)

CLIENT STEPS AGENCY ACTION FEES TO
BE PAID

PROCESSIN
G TIME

PERSON
RESPONSIB

LE
(Designation;

Office)

1. Submit the
approved Purchase
Request to Property
Management Division
with complete
attachments.
Location:

Property
Management
Division,

1.1. Receive
approved Purchase
Request with
complete
attachments.

None 5 minute/s Clerk
Processor
A; Property
Manageme
nt Division

1.2. Check, review
and register the
Purchase Request.
Attached Stock
Position Sheet (SPS)
for supplies, materials

4 hour/s Clerk
Processor;
Property
Manageme
nt Division
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MIAA Warehouse

MIA Road, Pasay City

and spare parts and
assign PR Number
for signature of
Manager/OIC,
Property
Management
Division.

Supply
Officer;
Property
Manageme
nt Division
Supervisin
g Property
Officer;
Property
Manageme
nt Division
Manager/O
fficer-in-
Charge;
Property
Manageme
nt Division

1.3. Forward the
Purchase Request to
the Budget Division
for Budget control.

5 minute/s Clerk
Processor
A; Property
Manageme
nt Division

1.4. Receive the PR
for allocation of
budget and control.

5 minute/s Corporate
Budget
Assistant;
Budget
Division

1.5. Check and
evaluate PR with
approved budget
control, and record in
the Registry of
Budget Utilization,
Obligation and
Disbursement
(RBUOD).

2 hour/s Corporate
Budget
Analyst A;
Budget
Division

1.6. Review PR and
ensure proper
allocation of budget
and affixed initial to
budget control.

1 hour/s Chief
Corporate
Budget
Officer;
Budget
Division

1.7. Approve the
allocation fund of PR
and affix signature on
budget control.

1 hour/s Manager/O
fficer-in-
Charge;
Budget
Division

1.8. Compile PR
received for the day

1 hour/s Corporate
Budget
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and prepare
transmittal for
signature of
Manager/OIC, Budget
Division.

Assistant;
Budget
Division
Manager/O
fficer-in-
Charge;
Budget
Division

1.9. Forward the
transmittal of PR to
Finance Department.

20 minute/s Corporate
Budget
Assistant;
Budget
Division

1.10. Forward to
Manager/OIC,
Finance Department
to affix initial on the
transmittal.

1 hour/s Manager/O
fficer-In-
Charge;
Finance
Departmen
t

1.11. Forward to AGM
for Finance and
Administration to affix
signature on the
transmittal.

1 hour/s AGM for
Finance
and
Administrat
ion; Office
of the
Assistant
General
Manager
for Finance
and
Administrat
ion

1.12. Forward to
Senior Assistant
General Manager for
notation on the
transmittal.

1 hour/s Senior
Assistant
General
Manager;
Office of
the Senior
Assistant
General
Manager

1.13. Forward
transmittal of PR to
the Office of the
General Manager for
approval. If approved,
forward to the
Procurement Division.
(Items disapproved
and with further

1 hour/s General
Manager;
Office of
the
General
Manager
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clarification are
forwarded to the end-
user or concerned
office for appropriate
action.)

1.14. Receive
transmittal of
approved purchase
request with complete
specifications and
supporting
documents.

10 minute/s Clerk
Processor
B;
Procureme
nt Division

1.15. Prepare the
Request for Quotation
(RFQ) for the
signature of the
Manager/OIC,
Procurement Division.

4 hour/s Procureme
nt Officer
B;
Procureme
nt Division
Manager/O
fficer-in-
Charge;
Procureme
nt Division

1.16. Post the project
to the Philippine
Government
Electronic
Procurement System
(PhilGEPS) Website.
(With a minimum
period of 4-days
posting in PhilGEPS.)

30 minute/s Procureme
nt Officer
B;
Procureme
nt Division

1.17. Accept bid
proposals from
suppliers/contractors
through walk-in or
email.

30 minute/s Procureme
nt Officer
B;
Procureme
nt Division

1.18. Open and
consolidate the
proposals on the
scheduled date of
opening.
(Unregistered
Suppliers/
Contractors must
submit the
requirements for
registration when a
project/contract is

4 hour/s Procureme
nt Officer
B;
Procureme
nt Division
Manager/O
fficer-in-
Charge;
Procureme
nt Division

276



awarded in their
favor.)

1.19. Prepare the
following: a. Abstract
of Price Quotations
(APQ). b. Letter to
Supplier/Contractor to
submit sample, if
needed, signed by
the Manager/OIC,
Procurement Division.
(The
supplier/contractor
must present the
sample within 3 days
upon receipt)

3 hour/s Procureme
nt Officer
B;
Procureme
nt Division
Manager/O
fficer-in-
Charge;
Procureme
nt Division

1.20. Receive sample
from supplier, if
needed.

30 minute/s Procureme
nt Officer
B;
Procureme
nt Division

1.21. Prepare
Technical Evaluation
Form to be forwarded
to end-user.

2 hour/s Procureme
nt Officer
B;
Procureme
nt Division

2. Receive the
Technical Evaluation
and return to
Procurement Division
the result.
Location:

Procurement Division,

2F MIAA
Administration
Building,

MIA Road, Pasay City

2.1. Receive result of
the technical
evaluation. Prepare
letter to
selected/winning
Supplier/Contractor to
submit the following
requirements within
three (3) days upon
receipt of the letter.

None 3 hour/s Procureme
nt Officer
B;
Procureme
nt Division
Manager/O
fficer-in-
Charge;
Procureme
nt Division

2.2. Receive and
review the following
documents from the
selected/winning
Supplier/Contractor: •
Warranty Certificate •
Original Copy of
Request for Quotation
(RFQ)

30 minute/s Procureme
nt Officer
B;
Procureme
nt Division

2.3. Prepare and
review Purchase
Order (PO) and the

5 working
day/s

Procureme
nt Officer
B;

277



required supporting
documents.

Procureme
nt Division
Manager/O
fficer-in-
Charge;
Procureme
nt Division

2.4. Forward to
Accounting Division.

30 minute/s Clerk
Processor
B;
Procureme
nt Division

2.5. Receive, review
and certify fund
availability for the
purchase of
supplies/implementati
on of project.

1 working
day/s

Manager/O
fficer-in-
Charge;
Accounting
Division

2.6. For Purchase
Orders (PO)
amounting to ₱
250,000.00 and
below: a. Forward to
Administrative
Department for
recommending
approval, and b.
Forward to AGM for
Finance and Admin
for approval and
return to Procurement
Division. *If POs
amounting to ₱
250,001.00 to ₱
500,000.00 and
below: a. Forward to
AGM for Finance and
Admin for
recommending
approval, and b.
Forward to SAGM for
approval, and return
to Procurement
Division *If POs
amounting to
₱500,001.00 to ₱1M
and below: a.
Forward to Finance
Department for affix
initial to the MB and
AGM for Finance and

1 working
day/s, 4
hour/s

Manager/O
fficer-In-
Charge;
Administrat
ive
Departmen
t
AGM for
Finance
and
Administrat
ion; Office
of the
Assistant
General
Manager
for Finance
and
Administrat
ion
Senior
Assistant
General
Manager;
Office of
the Senior
Assistant
General
Manager
General
Manager;
Office of
the
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Admin on the
recommending
approval, and b.
Forward to SAGM for
recommending
approval, and c.
Forward to GM for
approval, and return
to Procurement
Division.

General
Manager

2.7. Prepare letter to
notify the
Supplier/Contractor of
the approved
Purchase Order (PO).

4 hour/s Clerk
Processor
B;
Procureme
nt Division
Manager/O
fficer-in-
Charge;
Procureme
nt Division

2.8. Issue the
approved Purchase
Order (PO) to the
winning Supplier /
Contractor for
delivery of goods.

10 minute/s Clerk
Processor
B;
Procureme
nt Division

3. Delivery of Goods
Location:

Property
Management
Division,

MIAA Warehouse,
MIAA Administration
Compound,

MIA Road, Pasay City

3.1. Receives and
verifies items to
check if they are in
accordance with the
P.O. or Contract. If
not, outright rejection
of the delivery.
Otherwise, receive
goods delivered.

None 4 hour/s Storekeep
er;
Property
Manageme
nt Division

3.2. Prepares
Receiving, Inspection,
Acceptance Report
(RIAR) as to the
required documents.

4 hour/s Storekeep
er;
Property
Manageme
nt Division

3.3. Reviews the
RIAR, assigns a
control number and
designates a PMD
Inspector.

30 minute/s Supervisin
g Property
Officer;
Property
Manageme
nt Division

4. Receive the Notice
of Inspection and
proceed to the

4.1. Forwards the
RIAR to the assigned
PMD Inspector, who

None 1 hour/s Storekeep
er;
Property

279



Warehouse on the
assigned date of
inspection
Location:

Property
Management
Division,

MIAA Warehouse,
MIAA Administration
Compound,

MIA Road, Pasay City

coordinates or
convenes with the
End-user and the
Accounting Division
through a Notice of
Inspection.

Manageme
nt Division
Clerk
Processor;
Property
Manageme
nt Division

4.2. Conducts
inspection and/or
testing (Warehouse)
together with the
inspection team. *If
complied with the
Inspection checklist,
signs the RIAR, else,
notifies the
findings/report to the
End-user and
Procurement Division
or Bids and Awards
Committee (BAC) for
compliance.

2 working
day/s

Storekeep
er;
Property
Manageme
nt Division
Assigned
Inspector;
Accounting
Division

4.3. Forwards all
original documents to
the end-user for
preparation of
Requisition Issue Slip
(RIS) (for issuance)
and Request for
Payment.

1 hour/s Storekeep
er;
Property
Manageme
nt Division
Clerk
Processor;
Property
Manageme
nt Division

5.ISSUANCE/WITHDRAWALS OF GOODS (THRU RIS, ICS or PAR)

*For Supplies,
materials, and/or
spare parts
5.A.Prepare the
Requisition and Issue
Slip (RIS) and
Forward to Property
Management Division
(PMD)
Location:

Property
Management
Division,

MIAA Warehouse,
MIAA Administration

5.A.1. Receives from
the end-user the
Requisition and Issue
Slip (RIS), logs and
designates RIS
Number into the office
or engineering supply
logbook.

None 15 minute/s Storekeep
er;
Property
Manageme
nt Division

5.A.2. Forwards RIS
to the Supply Officer
for logging out from
the PMD stock
database and printing
of Warehouse Issue
Slip.

15 minute/s Supply
Officer;
Property
Manageme
nt Division
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Compound, 

MIA Road, Pasay City

5.A.3. Hands over to
the Storekeeper the
RIS and Warehouse
Issue Slip for the
issuance of the items
to the End-user.

30 minute/s Storekeep
er;
Property
Manageme
nt Division

*For
Property/Equipment
5.B.Received and
acknowledge the
Inventory Custodian
Slip (ICS) for goods
less than ₱50,000.00
or Property
Acknowledgement
Receipt (PAR) for
₱50,000.00 and
above, then forward
to Property
Management Division
(PMD) prior to the
releasing of the
Property/Equipment
Location:

Property
Management
Division,

MIAA Warehouse,
MIAA Administration
Compound, 

MIA Road, Pasay City

5.B.1. Prepares ICS
or PAR for
Accountable
Employee
recommended by the
End-user Head thru
Accountable
Personnel Form
(APF) and forwards to
the approving
Authority. *If Semi-
Expendable
goods/property below
P50,000.00,
Approval:
Manager/OIC, PMD
*if PPEs P50,000.00
and above, Record
Verified:
Manager/OIC, PMD
Approval:
Manager/OIC,
Administrative Dept.
*if Vehicles: Record
Verified:
Manager/OIC, PMD
Recommending
Approval:
Manager/OIC,
Administrative Dept.
Approval: AGM/OIC-
Finance &
Administration *if
Radio Transceiver
under APD &
AGMSES: Record
Verified:
Manager/OIC, PMD
Recommending
Approval: AGM/OIC-
SES Approval:
AGM/OIC-Finance &
Administration *if
Other Radio
Transceiver: Record
Verified:

None 1 working
day/s

Storekeep
er;
Property
Manageme
nt Division
Supply
Officer;
Property
Manageme
nt Division
Supervisin
g Property
Officer;
Property
Manageme
nt Division
Manager/O
IC;
Property
Manageme
nt Division
Manager/O
IC;
Administrat
ive
Departmen
t
AGM/OIC;
Office of
the
Assistant
General
Manager
for Finance
and
Administrat
ion
AGM/OIC;
Office of
the
Assistant
General
Manager
for Security
and
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Manager/OIC, PMD
Recommending
Approval:
Manager/OIC,
Administrative Dept.
Approval: AGM/OIC-
Finance &
Administration *if APD
Firearms: Record
Verified:
Manager/OIC, PMD
Recommending
Approval:
Manager/OIC, APD
Approval: AGM/OIC-
Finance &
Administration *if
Firearms issued to IID
personnel and other
MIAA officers: Record
Verified:
Manager/OIC, PMD
Recommending
Approval: AGM/OIC-
SES Approval:
General Manager

Emergency
Services
Manager/O
IC; Airport
Police
Departmen
t
General
Manager;
Office of
the
General
Manager

5.B.2. Prepares
property sticker for
control and auditing
purposes.

15 minute/s Storekeep
er;
Property
Manageme
nt Division

5.B.3. Tags each
property/equipment
with property stickers.

15 minute/s Storekeep
er;
Property
Manageme
nt Division

5.B.4. Forwards to
the End-user the
approved original ICS
and/or PAR for
Acknowledgement of
accountable
employee.

15 minute/s Clerk
Processor;
Property
Manageme
nt Division

6. Receive the
delivery of goods.
Accomplish the Client
Satisfaction
Measurement Form.
Location:

6.1. Release the
delivery of goods and
furnishes the end-
user a copy of RIS,
ICS or PAR. Request
the client to
accomplish the Client

None 30 minute/s Storekeep
er;
Property
Manageme
nt Division

282



Property
Management
Division,

MIAA Warehouse,
MIAA Administration
Compound,

MIA Road, Pasay City

Notes/Instruction:

The End-user
together with the
original signed RIS,
ICS or PAR withdraws
the item.

Satisfaction
Measurement Form.

6.2. Forwards the
issued and
acknowledged ICS or
PAR to the Property
Officer for posting into
the PMD Database.

5 minute/s Storekeep
er;
Property
Manageme
nt Division

6.3. Encodes/posts
signed ICS and/or
PAR into the PMD
Database.

1 hour/s Property
Officer;
Property
Manageme
nt Division
Supervisin
g Property
Officer;
Property
Manageme
nt Division

6.4. Files original RIS
per office's archfile
and the ICS and/or
PAR to employee’s
individual arch file.

30 minute/s Office
Clerk;
Property
Manageme
nt Division

Total Processing Time:

*For Supplies, materials, and/or spare parts Working Days: 15 working day/s, 6 hour/s

*For Property/Equipment Working Days: 16 working day/s, 5 hour/s, 45
minute/s

Total Processing Fee:

*For Supplies, materials, and/or spare parts Total Standard Fee: None

*For Property/Equipment Total Standard Fee: None

283



2. Procurement of Services

This service facilitates the procurement of services through small value procurement in
accordance with Republic Act No. 12009. It covers the end-to-end processing of procurement
activities, including the preparation of required documents, posting of requests, technical
evaluation of submitted quotations or proposals, preparation of Work Orders/Contracts, and the
delivery and acceptance of services. This process ensures transparency, efficiency, and strict
compliance with applicable procurement laws and regulations while supporting the timely
acquisition of needed supplies and services.

Office or Division: Property Management Division

Classification: Highly Technical

Type of Transaction: G2G (Government to Government)

Who may avail: MIAA Employee

Operating Hours: 8:00 AM - 5:00 PM

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

For Standard Requirement

1. 1. Approved Purchase Request
(3) Original Copy

Applicant / Client

Remarks:

Contains the following:

a. Complete specification

b. Delivery/Completion period

c. Warranty

d. Approved Budget for the Contract (ABC)

e. End-user’s Terms and Conditions

2. 2. Attachments
(1) Original Copy

Applicant / Client

Remarks:

a. Pre-Inspection Report, if for replacement, rehabilitation or repair

b. Terms of Reference

c. Bill of material/s

d. Canvass
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e. Certification of exclusive distributorship from end-user, if items are exclusive

f. Certificate of Urgency, if needed ASAP

g. Accountable Personnel Form, if equipment

h. HGDG if ABC is 500,000.00 above

3. Delivery of Services Requirements
(1) Original Copy

Applicant / Client

Remarks:

REQUIRED DOCUMENTS FOR PREPARATION OF RIAR:

a. Work Order or Contract
b. Delivery Receipt or Sales Invoice
c. Warranty Certificate
d. Certificate of Completion
e. Notice to Proceed (for Contract)

FOR EQUIPMENT REQUIRING ASSIGNMENT TO ACCOUNTABLE EMPLOYEES UNDER
ICS AND PAR:

a. Signed Inventory Custodian Slip (ICS) or Property Acknowledgement Receipt (PAR)

CLIENT STEPS AGENCY ACTION FEES TO
BE PAID

PROCESSIN
G TIME

PERSON
RESPONSIB

LE
(Designation;

Office)

1. Submit the
approved Purchase
Request to Property
Management Division
with complete
attachments.
Location:

Property
Management
Division,

MIAA Warehouse

MIA Road, Pasay City

1.1. Receive
approved Purchase
Request with
complete
attachments.

None 5 minute/s Clerk
Processor
A; Property
Manageme
nt Division

1.2. Check, review
and register the
Purchase Request
and assign PR
Number for signature
of Manager/OIC,
Property
Management
Division.

4 hour/s Clerk
Processor;
Property
Manageme
nt Division
Supply
Officer;
Property
Manageme
nt Division
Supervisin
g Property
Officer;
Property
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Manageme
nt Division
Manager/O
fficer-in-
Charge;
Property
Manageme
nt Division

1.3. Forward the
Purchase Request to
the Budget Division
for Budget control.

5 minute/s Clerk
Processor
A; Property
Manageme
nt Division

1.4. Receive the PR
for allocation of
budget and control.

5 minute/s Corporate
Budget
Assistant;
Budget
Division

1.5. Check and
evaluate PR with
approved budget
control, and record in
the Registry of
Budget Utilization,
Obligation and
Disbursement
(RBUOD).

2 hour/s Corporate
Budget
Analyst A;
Budget
Division

1.6. Review PR and
ensure proper
allocation of budget
and affixed initial to
budget control.

1 hour/s Chief
Corporate
Budget
Officer;
Budget
Division

1.7. Approve the
allocation fund of PR
and affix signature on
budget control.

1 hour/s Manager/O
fficer-in-
Charge;
Budget
Division

1.8. Compile PR
received for the day
and prepare
transmittal for
signature of
Manager/OIC, Budget
Division.

1 hour/s Corporate
Budget
Assistant;
Budget
Division
Manager/O
fficer-in-
Charge;
Budget
Division
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1.9. Forward the
transmittal of PR to
Finance Department.

20 minute/s Corporate
Budget
Assistant;
Budget
Division

1.10. Forward to
Manager/OIC,
Finance Department
to affix initial on the
transmittal.

1 hour/s Manager/O
fficer-In-
Charge;
Finance
Departmen
t

1.11. Forward to AGM
for Finance and
Administration to affix
signature on the
transmittal.

1 hour/s AGM for
Finance
and
Administrat
ion; Office
of the
Assistant
General
Manager
for Finance
and
Administrat
ion

1.12. Forward to
Senior Assistant
General Manager for
notation on the
transmittal.

1 hour/s Senior
Assistant
General
Manager;
Office of
the Senior
Assistant
General
Manager

1.13. Forward
transmittal of PR to
the Office of the
General Manager for
approval. If approved,
forward to the
Procurement Division.
(Items disapproved
and with further
clarification are
forwarded to the end-
user or concerned
office for appropriate
action.)

1 hour/s General
Manager;
Office of
the
General
Manager

1.14. Receive
transmittal of

10 minute/s Clerk
Processor
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approved purchase
request with complete
specifications and
supporting
documents.

B;
Procureme
nt Division

1.15. Prepare the
Request for Quotation
(RFQ) for the
signature of the
Manager/OIC,
Procurement Division.

4 hour/s Procureme
nt Officer
B;
Procureme
nt Division
Manager/O
fficer-in-
Charge;
Procureme
nt Division

1.16. Post the project
to the Philippine
Government
Electronic
Procurement System
(PhilGEPS) Website.
(With a minimum
period of 4-days
posting in PhilGEPS.)

30 minute/s Procureme
nt Officer
B;
Procureme
nt Division

1.17. Accept bid
proposals from
suppliers/contractors
through walk-in or
email.

30 minute/s Procureme
nt Officer
B;
Procureme
nt Division

1.18. Open and
consolidate the
proposals on the
scheduled date of
opening.
(Unregistered
Suppliers/
Contractors must
submit the
requirements for
registration when a
project/contract is
awarded in their
favor.)

4 hour/s Procureme
nt Officer
B;
Procureme
nt Division
Manager/O
fficer-in-
Charge;
Procureme
nt Division

1.19. Prepare the
following: a. Abstract
of Price Quotations
(APQ). b. Letter to
Supplier/Contractor to
submit sample, if
needed, signed by

3 hour/s Procureme
nt Officer
B;
Procureme
nt Division
Manager/O
fficer-in-
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the Manager/OIC,
Procurement Division.
(The
supplier/contractor
must present the
sample within 3 days
upon receipt)

Charge;
Procureme
nt Division

1.20. Receive sample
from supplier, if
needed.

30 minute/s Procureme
nt Officer
B;
Procureme
nt Division

1.21. Prepare
Technical Evaluation
Form to be forwarded
to end-user.

2 hour/s Procureme
nt Officer
B;
Procureme
nt Division

2. Receive the
Technical Evaluation
and return to
Procurement Division
the result.
Location:

Procurement Division,

2F MIAA
Administration
Building,

MIA Road, Pasay City

2.1. Receive result of
the technical
evaluation. Prepare
letter to
selected/winning
Supplier/Contractor to
submit the following
requirements within
three (3) days upon
receipt of the letter.

None 3 hour/s Procureme
nt Officer
B;
Procureme
nt Division
Manager/O
fficer-in-
Charge;
Procureme
nt Division

2.2. Receive and
review the following
documents from the
selected/winning
Supplier/Contractor: •
Warranty Certificate •
Original Copy of
Request for Quotation
(RFQ)

30 minute/s Procureme
nt Officer
B;
Procureme
nt Division

2.3. Prepare and
review Work Order
(WO) and the
required supporting
documents.

5 working
day/s

Procureme
nt Officer
B;
Procureme
nt Division
Manager/O
fficer-in-
Charge;
Procureme
nt Division

2.4. Forward to
Accounting Division.

30 minute/s Clerk
Processor
B;
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Procureme
nt Division

2.5. Receive, review
and certify fund
availability for the
implementation of
project.

1 working
day/s

Manager/O
fficer-in-
Charge;
Accounting
Division

2.6. For Work Orders
(WO) amounting to ₱
250,000.00 and
below: a. Forward to
Administrative
Department for
recommending
approval, and b.
Forward to AGM for
Finance and Admin
for approval and
return to Procurement
Division. *If WOs
amounting to ₱
250,001.00 to ₱
500,000.00 and
below: a. Forward to
AGM for Finance and
Admin for
recommending
approval, and b.
Forward to SAGM for
approval, and return
to Procurement
Division *If WOs
amounting to
₱500,001.00 to ₱1M
and below: a.
Forward to Finance
Department for affix
initial to the MB and
AGM for Finance and
Admin on the
recommending
approval, and b.
Forward to SAGM for
recommending
approval, and c.
Forward to GM for
approval, and return
to Procurement
Division.

1 working
day/s, 4
hour/s

Manager/O
fficer-In-
Charge;
Administrat
ive
Departmen
t
AGM for
Finance
and
Administrat
ion; Office
of the
Assistant
General
Manager
for Finance
and
Administrat
ion
Senior
Assistant
General
Manager;
Office of
the Senior
Assistant
General
Manager
General
Manager;
Office of
the
General
Manager

2.7. Prepare letter to
notify the

4 hour/s Clerk
Processor
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Supplier/Contractor of
the approved Work
Order (WO).

B;
Procureme
nt Division
Manager/O
fficer-in-
Charge;
Procureme
nt Division

2.8. Issue the
approved Work Order
(WO) to the winning
Supplier / Contractor
for delivery of
services.

10 minute/s Clerk
Processor
B;
Procureme
nt Division

3. Delivery of
Services.
Location:

Property
Management
Division,

MIAA Warehouse,
MIAA Administration
Compound,

MIA Road, Pasay City

Notes/Instruction:

Once Work Order or
Contract is
completed, forward
the necessary
documents to PMD
for preparation of
RIAR.

3.1. Verifies and
received documents,
prepares RIAR and
forwards the RIAR to
PMD Supervisor.

None 4 hour/s Storekeep
er;
Property
Manageme
nt Division
Clerk
Processor;
Property
Manageme
nt Division

3.2. Reviews the
RIAR, assigns a
control number and
designates a PMD
Inspector.

4 hour/s Supervisin
g Property
Officer;
Property
Manageme
nt Division

4. Receive the Notice
of Inspection and
conducts inspection
on the assigned date.
Location:

Property
Management
Division,

MIAA Warehouse,
MIAA Administration
Compound,

4.1. Forwards the
RIAR to the assigned
PMD Inspector, who
coordinates and
convenes with the
End-user and the
Accounting Division
through a Notice of
Inspection.

None 1 hour/s Storekeep
er;
Property
Manageme
nt Division
Clerk
Processor;
Property
Manageme
nt Division

4.2. PMD Inspector
together with the
inspection team

2 working
day/s

Storekeep
er;
Property
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MIA Road, Pasay City conducts an onsite
inspection & testing.
*If compliant with the
Inspection Checklist,
the inspector signs
the RIAR. Otherwise,
the Inspectors notify
the End-user and the
Procurement Division
or Bids and Awards
Committee (BAC) of
the findings/report for
compliance.

Manageme
nt Division
Assigned
Inspector;
Accounting
Division
End-user;
Any of
requesting
office /
division

4.3. Forwards all
original documents to
the end-user for
preparation of
Request for Payment.

1 hour/s Storekeep
er;
Property
Manageme
nt Division
Clerk
Processor;
Property
Manageme
nt Division

5.For equipment requiring assignment to accountable employees under ICS and PAR.

*For
Property/Equipment
is less than
₱50,000.00
5.A.Received and
acknowledge the
Inventory Custodian
Slip (ICS).
Location:

Property
Management
Division,

MIAA Warehouse,
MIAA Administration
Compound, 

MIA Road, Pasay City

5.A.1. Prepares ICS
recommended by the
End-user Head thru
Accountable
Personnel Form
(APF) and forwards to
Manager/OIC, PMD
for approval.

None 4 hour/s Storekeep
er;
Property
Manageme
nt Division
Supervisin
g Property
Officer;
Property
Manageme
nt Division
Manager/O
IC;
Property
Manageme
nt Division

5.A.2. Prepares
property sticker for
control and auditing
purposes.

15 minute/s Storekeep
er;
Property
Manageme
nt Division

5.A.3. Tags each
property/equipment
with property stickers.

15 minute/s Storekeep
er;
Property
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Manageme
nt Division

5.A.4. Forwards to
the End-user the
approved original ICS
for Acknowledgement
of accountable
employee.

15 minute/s Clerk
Processor;
Property
Manageme
nt Division

*For
Property/Equipment
is ₱50,000.00 and
above
5.B.Received and
acknowledge the
Property
Acknowledgement
Receipt (PAR) for
₱50,000.00 and
above.
Location:

Property
Management
Division,

MIAA Warehouse,
MIAA Administration
Compound, 

MIA Road, Pasay City

5.B.1. Prepares PAR
for Accountable
Employee
recommended by the
End-user Head thru
Accountable
Personnel Form
(APF) and forwards to
the approving
Authority. *if PPEs
P50,000.00 and
above, Record
Verified:
Manager/OIC, PMD
Approval:
Manager/OIC,
Administrative Dept.
*if Vehicles: Record
Verified:
Manager/OIC, PMD
Recommending
Approval:
Manager/OIC,
Administrative Dept.
Approval: AGM/OIC-
Finance &
Administration *if
Radio Transceiver
under APD &
AGMSES: Record
Verified:
Manager/OIC, PMD
Recommending
Approval: AGM/OIC-
SES Approval:
AGM/OIC-Finance &
Administration *if
Other Radio
Transceiver: Record
Verified:
Manager/OIC, PMD
Recommending
Approval:
Manager/OIC,

None 1 working
day/s

Storekeep
er;
Property
Manageme
nt Division
Supply
Officer;
Property
Manageme
nt Division
Supervisin
g Property
Officer;
Property
Manageme
nt Division
Manager/O
IC;
Property
Manageme
nt Division
Manager/O
IC;
Administrat
ive
Departmen
t
AGM/OIC;
Office of
the
Assistant
General
Manager
for Finance
and
Administrat
ion
AGM/OIC;
Office of
the
Assistant
General
Manager
for Security

293



Administrative Dept.
Approval: AGM/OIC-
Finance &
Administration *if APD
Firearms: Record
Verified:
Manager/OIC, PMD
Recommending
Approval:
Manager/OIC, APD
Approval: AGM/OIC-
Finance &
Administration *if
Firearms issued to IID
personnel and other
MIAA officers: Record
Verified:
Manager/OIC, PMD
Recommending
Approval: AGM/OIC-
SES Approval:
General Manager

and
Emergency
Services
Manager/O
IC; Airport
Police
Departmen
t
General
Manager;
Office of
the
General
Manager

5.B.2. Prepares
property sticker for
control and auditing
purposes.

15 minute/s Storekeep
er;
Property
Manageme
nt Division

5.B.3. Tags each
property/equipment
with property stickers.

15 minute/s Storekeep
er;
Property
Manageme
nt Division

6. Acknowledged
ICS/PAR and forward
to PMD for recording.
Accomplish the Client
Satisfaction
Measurement Form.
Location:

Property
Management
Division,

MIAA Warehouse,
MIAA Administration
Compound, 

MIA Road, Pasay City

6.1. Forwards to the
End-user the
approved original ICS
and/or PAR for
Acknowledgement of
accountable
employee. Request
the client to
accomplish the Client
Satisfaction
Measurement Form.

None 15 minute/s Clerk
Processor;
Property
Manageme
nt Division

6.2. Forwards the
acknowledged ICS or
PAR to the Property
Officer for recording
into the PMD
Database.

15 minute/s Property
Officer;
Property
Manageme
nt Division
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6.3. Encodes/posts
signed ICS and/or
PAR into the PMD
Database.

1 hour/s Property
Officer;
Property
Manageme
nt Division
Supervisin
g Property
Officer;
Property
Manageme
nt Division

6.4. Files original ICS
and/or PAR to
employee’s individual
arch file.

30 minute/s Office
Clerk;
Property
Manageme
nt Division

Total Processing Time:

*For Property/Equipment is less than
₱50,000.00

Working Days: 16 working day/s, 1 hour/s, 10
minute/s

*For Property/Equipment is ₱50,000.00 and
above

Working Days: 16 working day/s, 4 hour/s, 55
minute/s

Total Processing Fee:

*For Property/Equipment is less than
₱50,000.00

Total Standard Fee: None

*For Property/Equipment is ₱50,000.00 and
above

Total Standard Fee: None
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General Services Division
Internal Services
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1. Delivery/ Mailing of communication letters or official documents

This service covers the delivery of official letters, notices, memoranda, and other documents from
the agency to external stakeholders (citizens clients, other government agencies, and private
organizations). It ensures timely, secure, and reliable dispatch of official communications through
delivery by the liaison or mailing via the Philippine Postal Service. This service promotes
transparency and efficient public service by enabling stakeholders to receive important information
promptly. The process includes receipt of document, verification of address, recording in the
dispatch system, and actual delivery/mailing.

Office or Division: General Services Division

Classification: Simple

Type of Transaction: G2G (Government to Government)

Who may avail: All Manila International Airport Authority Offices

Operating Hours: 8:00 AM - 5:00 PM

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

For Standard Requirement

1. Communication letter or document to be delivered or
mailed
(1) Original Copy And (1) Photo Copy

Applicant / Client

CLIENT STEPS AGENCY ACTION FEES TO
BE PAID

PROCESSIN
G TIME

PERSON
RESPONSIB

LE
(Designation;

Office)

1. Submit
letter/document for
delivery or mailing.
Accomplish the Client
Satisfaction
Measurement Form.
Location:

General Services
Division (Receiving
Area)

2nd Floor MIAA
Admin Building

1.1. Receive letter/
document. Request
client to accomplish
the Client Satisfaction
Measurement Form.

None 5 minute/s Clerk
Processor
B; General
Services
Division

1.2. Verify/locate
recipient's address
and zip code

30 minute/s Liaison
Aide;
General
Services
Division

1.3. Send out letter/
document via delivery
or registered mail.

2 working
day/s

Liaison
Aide;
General
Services
Division

Total Processing Time: Working Days: 2 working day/s, 35 minute/s
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Total Processing Fee: Total Standard Fee: None
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2. Dissemination of Office Orders, Memorandum Circular and other
Memoranda

This service facilitates the timely dissemination of Office Orders, Memorandum Circulars, and
other Memoranda to concerned officials and employees. These documents contain official
directives, policies, guidelines, and instructions essential for consistent implementation of
programs, regulatory compliance, and effective office operations. The process includes receipt,
recording, approval for distribution through the official email, and storage. This service ensures
transparency, alignment, and informed decision-making across the Manila International Airport
Authority.

Office or Division: General Services Division

Classification: Simple

Type of Transaction: G2G (Government to Government)

Who may avail: All Manila International Airport Authority Offices

Operating Hours: 8:00 AM - 5:00 PM

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

For Standard Requirement

1. Documents to be disseminated (Office Order,
Memorandum Circular, or Memoranda)
(1) Original Copy

Applicant / Client

Remarks:

Office Concerned/ End-User availing the service

2. Approved Memorandum Brief, if available
(1) Photo Copy

Applicant / Client

Remarks:

Office Concerned/ End-User availing the service

CLIENT STEPS AGENCY ACTION FEES TO
BE PAID

PROCESSIN
G TIME

PERSON
RESPONSIB

LE
(Designation;

Office)

1. Submit original
copy of the
documents for
evaluation and
dissemination.
Accomplish the Client

1.1. Receive and
record document
details to Google
Sheets (MIAA
Issuances). Request
the client to

None 5 minute/s Clerk
Processor;
General
Services
Division
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Satisfaction
Measurement Form.
Location:

General Services
Division, 2nd floor,
MIAA Aministration
building

accomplish the Client
Satisfaction
Measurement Form.

1.2. Check and
evaluate document
for the approval of the
Manager/Officer-In-
Charge, General
Services Division

15 minute/s Head,
Records
Manageme
nt Section;
General
Services
Division
Manager/O
fficer-In-
Charge;
General
Services
Division

1.3. Assign reference
number of Office
Order or
Memorandum
Circular

5 minute/s Clerk
Processor
B; General
Services
Division

1.4. Scan document
for digital storing and
record safekeeping/
preservation.

15 minute/s Clerk
Processor
B; General
Services
Division

1.5. Encode and
index the document
into the Docukit
Archiving System

30 minute/s Clerk
Processor
B; General
Services
Division

1.6. Disseminate
through the official
electronic mails of
MIAA offices.

30 minute/s Clerk
Processor
B; General
Services
Division

1.7. Print list of e-mail
recipients for
documentation and
filing.

10 minute/s Clerk
Processor
B; General
Services
Division

1.8. File original copy
of document.

5 minute/s Clerk
Processor
B; General
Services
Division

Total Processing Time: Working Days: 1 hour/s, 55 minute/s
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Total Processing Fee: Total Standard Fee: None
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3. Records Safekeeping

This service facilitates the transfer of custody of official records from various MIAA Offices,
Departments, and Divisions to the General Services Division (GSD) for safekeeping. It involves
the systematic receipt, verification, documentation, and acceptance of records, ensuring their
proper storage, protection, confidentiality, and accessibility. The service is essential in preserving
the MIAA's institutional memory, safeguarding vital documents from loss or damage, ensuring
accountability, and supporting efficient operations and decision-making through reliable and well-
managed records.

Office or Division: General Services Division

Classification: Simple

Type of Transaction: G2G (Government to Government)

Who may avail: All Manila International Airport Authority Offices

Operating Hours: 8:00 AM - 5:00 PM

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

For Standard Requirement

1. Memorandum requesting transfer of records
(1) Original Copy

Applicant / Client

Remarks:

Memorandum shall be addressed to the Manager- General Services Division

2. Transfer of Official Records Holdings Form (F-GSD-F-004)
(1) Original Copy

Manila International Airport
Authority - General Services
Division- Records
Management Section

Remarks:

Must be duly accomplished and signed by the authorized record's custodian and
Manager/Officer-In-Charge of the requesting office. 

CLIENT STEPS AGENCY ACTION FEES TO
BE PAID

PROCESSIN
G TIME

PERSON
RESPONSIB

LE
(Designation;

Office)

1. Submit
memorandum request
to transfer with
complete listing of

1.1. Receive
memorandum request
to transfer and record
in Google Sheet and
logbook.

None 5 minute/s Clerk
Processor
B; General
Services
Division
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documents for
transfer/ turn-over
Location:

General Services
Division, 2nd floor,
MIAA Administration
Bulding

1.2. Evaluate, review
and analyze the
submitted Transfer of
Records Holdings
against the Records
Disposition Schedule
(RDS) of the
authority. Inform the
Clerk Processor B on
the result of the
evaluation.

1 working
day/s

Records
Officer D;
General
Services
Division
Records
Assistant;
General
Services
Division

1.3. If compliant,
prepare
memorandum
informing the
requesting party on
the approval of
transfer of records.
Forward to the
Manager, General
Services Division for
signature.

1 hour/s Clerk
Processor
B; General
Services
Division

1.4. Sign the
memorandum.

3 hour/s Manager;
General
Services
Division

2. Receive the
approved
memorandum.
Location:

End-user's office

2. Forward the
approved
memorandum to the
requesting office.

None 30 minute/s Clerk
Processor
B; General
Services
Division
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3. Endorse the
documents for
archiving to the
Records Center.
Present the approved
memorandum and the
Transfer of Records
Holding Form.
Accomplish the Client
Satisfaction
Measurement Form.
Location:

Records Center,
AIMHEC Building,
Domestic Road,
Pasay City

3. Physical inspection
of records based on
the submitted listing.
Receive and log the
documents for
archiving. Request
client to accomplish
the Client Satisfaction
Measurement Form.

None 4 hour/s Records
Assistant;
General
Services
Division

Total Processing Time: Working Days: 2 working day/s, 35 minute/s

Total Processing Fee: Total Standard Fee: None
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4. Reproduction of Documents

This service enables Manila International Airport Authority (MIAA) offices and personnel to request
the reproduction or photocopying of documents, including but not limited memoranda,
administrative records, contracts, reports, and personnel files. The process involves submission of
a duly accomplished request form signed by authorized personnel, checking of the document, then
reproduction or photocopying of the document as requested. It ensures efficient access to needed
internal documents, supporting operational needs, compliance, and administrative requirements
within the MIAA.

Office or Division: General Services Division

Classification: Simple

Type of Transaction: G2C (Government to Citizen), G2G (Government to Government)

Who may avail: Various MIAA offices, Personnel, On-the-Job Trainee

Operating Hours: 8:00 AM - 5:00 PM

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

For Standard Requirement

1. Physical/ Digital copy of document to be reproduced
(1) Original Copy Or (1) Photo Copy Or (1) Electronic Copy
Or (1) Certified True Copy

Applicant / Client

2. Reproduction Request Form
(1) Original Copy

Manila International Airport
Authority - General Services
Division- Records
Management Section

Remarks:

To be accomplished and signed by the authorized requesting party.

CLIENT STEPS AGENCY ACTION FEES TO
BE PAID

PROCESSIN
G TIME

PERSON
RESPONSIB

LE
(Designation;

Office)

1. Present the
physical copy of
document/s with the
request form for
reproduction.
Location:

2nd Floor, General
Services Division
(Photocopying Area),

1.1. Evaluate / Check
the document

None 5 minute/s Clerk
Processor
B; General
Services
Division

1.2.
Photocopy/reproduce

5 minute/s Clerk
Processor
B; General
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MIAA Administration
Building

requested
document/s

Services
Division

2. Receive the
reproduced
document/s.
Accomplish the Client
Satisfaction
Measurement Form.
Location:

General Services
Division, 2nd floor,
MIAA Administration
Building

2. Release the
reproduced
document/s. Request
the client to
accomplish the Client
Satisfaction
Measurement Form.

None 5 minute/s Clerk
Processor
B; General
Services
Division

Total Processing Time: Working Days: 15 minute/s

Total Processing Fee: Total Standard Fee: None
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Medical Division
Internal Services
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1. Provision of MEDICAL CONSULTATION and TREATMENT Services to
employees of Manila International Airport Authority, their qualified
dependents, contracted/outsourced personnel.

This service provides medical consultation, assessment, treatment, first aid, and basic emergency
care to employees of Manila International Airport Authority, their qualified dependents,
contracted/outsourced personnel.

Services include outpatient consultation, issuance of medical advice, treatment of minor illnesses
and injuries, referral to hospitals or specialists when necessary, and emergency medical response.

Office or Division: Medical Division

Classification: Simple

Type of Transaction: G2G (Government to Government)

Who may avail:

 employees of Manila International Airport Authority

 qualified dependents

 contracted/outsourced personnel.

Operating Hours: 24/7

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

For Standard Requirement

1. Manila International Airport Authority (MIAA)

2. Non-MIAA employee, any valid ID

3. Company ID

 

* Any of the above IDs presented are acceptable.

Remarks:

Other requirements:

1. Referral slip or endorsement, if applicable

2. Medical records or previous laboratory results, if available

CLIENT STEPS AGENCY ACTION FEES TO
BE PAID

PROCESSIN
G TIME

PERSON
RESPONSIB

LE
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(Designation;
Office)

1. Proceed to the
MIAA Medical
Division Clinic and
register at the
reception or triage
Location:

Medical Clinic at
Airport Police
Department (APD)
Headquarters Chapel
Road, Baltao Pasay
City

1. Receive the client
and verify identity

None 4 minute/s Nurse;
Medical
Division
Medical
Assistant;
Medical
Division

2. Present complaint
or request for
consultation
Location:

Medical Clinic at
Airport Police
Department (APD)
Headquarters Chapel
Road, Baltao, Pasay
City

2. Conduct vital signs
taking and obtain
patient's medical
history

None 10 minute/s Nurse;
Medical
Division
Medical
Assistant;
Medical
Division

3. Undergo medical
consultation
Location:

Medical Clinic at
Airport Police
Department (APD)
Headquarters Chapel
Road, Baltao Pasay
City

3. Physician
evaluates patient and
provides treatment or
medical advice

None 15 minute/s Medical
Officer III;
Medical
Division

309



4. Receive prescribed
medication, first aid,
or referral instructions
Location:

Medical Clinic at
Airport Police
Department (APD)
Headquarters Chapel
Road, Baltao Pasay
City

4. Provide first aid
treatment, medication
or emergency
medical care as
needed. Refer and
transport patient
requiring further
treatment or
hospitalization to the
appropriate
healthcare facility

None 30 minute/s Medical
Officer III;
Medical
Division
Nurse;
Medical
Division
Medical
Assistant;
Medical
Division
Ambulance
driver;
Medical
Division

5. Provide informed
consent for transport
to a hospital when
necessary
Location:

Medical Clinic at
Airport Police
Department (APD)
Headquarters, Chapel
Road, Baltao, Pasay
Cityu]

5. Facilitate
ambulance transport
and referral to
appropriate
healthcare facility,
with the patient's
informed consent

None 10 minute/s Medical
Officer;
Medical
Division
Nurse;
Medical
Division
Medical
Assistant;
Medical
Division
Ambulance
driver;
Medical
Division

6. Receive medical
certificate or
clearance, if
applicable
Location:

Medical Clinic at
Airport Police
Department (APD)
Headquarters Chapel
Road, Baltao Pasay
City

6.1. Prepare and
release requested
medical document

None 3 minute/s Medical
Officer III;
Medical
Division

6.2. Document
services rendered in
logbook and submit
required reports to
authorized agency or
personnel.

20 minute/s Medical
Officer;
Medical
Division
Nurse;
Medical
Division

7. Accomplish the
Client Satisfaction
Measurement Form
Location:

Medical Clinic at
Airport Police
Department (APD)

7. Request the client
to accomplish the
Client Satisfaction
Measurement Form

None 5 minute/s Nurse;
Medical
Division
Medical
Assistant;
Medical
Division
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Headquarters Chapel
Road, Baltao Pasay
City

General Remarks

Service output: 

Medical consultation conducted

Treatment provided

Prescription and/or medical certificate issued (when applicable)

Referral to a healthcare facility or specialist (when necessary)

Total Processing Time: Working Days: 1 hour/s, 37 minute/s

Total Processing Fee: Total Standard Fee: None
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Surveillance Operations Division
Internal Services
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1. APPROVAL FOR CCTV VIEWING REQUEST

Approval for CCTV Viewing Request for verification and investigation purposes to provide access
to Capture Video Footage (CVF) along with a tool designated to assist investigations into crimes,
irregularities, or incidents that affect airport user, including passengers, thier escorts and airport
staff. This covers the the procedure for requesting limited access on CCTV Captured Video
Footage (CVF) in compliance with the Data Privacy Act of 2012 and the Republic Act No. 11032 or
the Ease of Doing Business and Efficient Government Service Delivery Act of 2018.

Office or Division: Surveillance Operations Division

Classification: Simple

Type of Transaction: G2G (Government to Government)

Who may avail: MIAA employees and offices

Operating Hours: 24/7

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

For Standard Requirement

1. Airport Police Complaint Form ( Control Number : _____)
(1) Original Copy

Manila International Airport
Authority - Terminal Police
Division

Remarks:

Secure and fill up the complaint form from the Airport Police Terminal Section

2. Complaint Letter
(1) Original Copy Or (1) Electronic Copy

Applicant / Client

Remarks:

The requirements are personal to the complainant and specific to the office concerned.
The complaint should include the following basic data/information:

1. What happen

2. When it happen

3. Where it happen

4. Who are involved

5. Why it happen

6. How it happen

3. One Valid Government Issued ID
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Valid Government issued ID  including but not limited to the following:

1. National ID

2. Passport

3. Unified Membership ID (GSIS/SSS)

4. Drivers  License

5. Senior Citizen/PWD

Remarks:

All concerned parties are required to submit a photocopy or electronic of a valid government
issued ID.  

4. Authorization Letter
(1) Original Copy Or (1) Electronic Copy

Personal/Concerned Office -
N/A

Remarks:

The representative must present an authorization letter from the complainant or the
concerned office. 

CLIENT STEPS AGENCY ACTION FEES TO
BE PAID

PROCESSIN
G TIME

PERSON
RESPONSIB

LE
(Designation;

Office)

1. Present complete
requirements to the
Surveillance Terminal
Section.
(Complainant/Data
Subject must be
accompanied by APD
personnel)
Location:

Terminal where the
incident happen

Notes/Instruction:

The requierements
must complete. 

1. Receive and check
validity and
completeness of
documents
presented. Evaluate
the purpose of
request. (Must not
violate provisions of
Data Privacy Act of
2012

None 10 minute/s Officer - In
- Charge,
Terminal
Surveillanc
e Section
or Shift - In
- Charge,
Terminal
Surveillanc
e Section (
Airport
Police
Inspector/A
irport
Police
Officer 1 or
2);
Surveillanc
e
Operations
Division
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2. Receive
approved/disapprove
d request for CCTV
viewing
Location:

Terminal CCTV Room

Notes/Instruction:

The complainant shall
be duly nformed
whether the viewing
request has been
approved or dis
approved after the
evaluation of the
request. 

2. Release the
approved/disapprove
request

None 5 minute/s Section
Head/Surv
eillance
Supervisor
( Airport
Police
Inspector/A
irport
Police
Officer 1 or
2);
Surveillanc
e
Operations
Division

3. Present a copy of
the approved request
to the Surveillance
Terminal Sections
supervisor on duty
Location:

Terminal CCTV Room

Notes/Instruction:

The complainant is
required to present a
copy of the approved
request to the CCTV
Supervisor prior to
viewing for
verification and
coordination
purposes

3. Receive and verify
the copy of the
approved request and
Instruct the CCTV
operator to assist the
requesting party in
viewing the CVF
inside the CVF
Viewing Area

None 2 hour/s Shift - In -
Charge/Su
pervisor
Surveillanc
e Terminal
Section
(Airport
Police
Inspector/A
irport
Police
Officer 1 or
2);
Surveillanc
e
Operations
Division

4. Receive Result of
CCTV Viewing Form
Location:

Terminal CCTV Room

Notes/Instruction:

The Compalinant
should acknowledge
the receipt of the
CCTV viewing results

4. Issue the result of
CCTV Viewing Form
(RCVF) and if the
CVF provides no
sufficient proof as to
the occurrence of the
crime, request the
complainant to sign
an affidavit/waiver
ending the request
granting permission
to execute disposal of

None 15 minute/s Shift - In -
Charge/Su
pervisor,
Surveillanc
e Terminal
Section
(Airport
Police
Inspector/A
irport
Police
Officer 1 or
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as indicated in the
approved request
form. 

the viewed CVF.
Request the
Complainant to
accomplish Client
Satisfaction
Measurement Form

2);
Surveillanc
e
Operations
Division

Total Processing Time: Working Days: 2 hour/s, 30 minute/s

Total Processing Fee: Total Standard Fee: None
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2. APPROVAL OF CAPTURED VIDEO FOOTAGE (CVF) COPY REQUEST
(COMPLEX CASES)

Covers the procedures on requesting a copy of Capture Video Footage (CVF), in accordance with
the Anti Red Tape Authority  (ARTA), R.A. 11032 or the Ease of Doing Business and Efficient
Government Service Delivery Act of 2018 and Data Privacy Act of 2012. It state the strategic and
simplified procedures for the Surveillance personnel (Officer - In - Charge, Terminal Surveillance
Section or the Shift - In - Charge, Terminal Surveillance Section) assigned at the Surveillance
Terminal Section on the request for a copy and release of Capture Video Footage (CVF)  with
complex cases. 

* Complex Cases - are complicated cases, i.e., related to acts of terrorism and/or sensational
security-related incidents/crimes that needs careful handling, attract media  or public attention, and
may require significant alteration to ordinary procedures to manage it. This includes all request
from NON-Manila International Airport Authoriy (MIAA) offices

Office or Division: Surveillance Operations Division

Classification: Complex

Type of Transaction: G2G (Government to Government)

Who may avail: Airlines, Government Agencies, and General Public

Operating Hours: 8:00 AM - 5:00 PM

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

For Standard Requirement

1. Result of CCTV Viewing Form (RCVF)
(1) Original Copy

Applicant / Client

Remarks:

The requesting party should submit the accomplished Results of CCTV Viewing Form
(RCVF) with the other required documents

2. Filled Out Captured Video Footage (CVF) Copy Request
Form (CCRF)
(1) Original Copy

Surveillance Terminal Section,
Surveillance Operations
Division - Screening and
Surveillance Department,
MIAA

Remarks:

The requesting party shall accomplish the Captured Videro Footage (CVF) Copy Request
Form (CCRV) 

3. Letter of request from other Investigating Agency/Office of
Court of Law

Applicant / Client

317



(1) Original Copy

Remarks:

The requesting party should submit a letter of request from an investigating agency, office or
court of law

CLIENT STEPS AGENCY ACTION FEES TO
BE PAID

PROCESSIN
G TIME

PERSON
RESPONSIB

LE
(Designation;

Office)

1. Submit request for
Capture Video
Footage (CVF) Copy
attached with
complete
requirements address
to the Manila
International Airport
Authority (MIAA) -
General Manager
(GM)/Assistant
General Manager for
Security and
Emergency Services
(AGMSES) thru
Officer In Charge,
Screening and
Surveillance
Department (SSD)
(via email :
ssdmiaa277@gmail.c
om or
surveillancedivision20
21@gmail.com or
walk-in)
Location:

Thru email :
ssdmiaa277@gmail.c
om or
surveillancedivision20
21@gmail.com or
walk-in ( General
Manager
(GM)/Assistant
General Manager for
Security and
Emergency Services
(AGMSES) office at
MIAA Admin Building
and Screening and

1.1. Receive and
check completeness
of the required
documents presented
and forward the
request with complete
requirements in hard
copy or email to
Screening and
Surveillance
Department

None 15 minute/s Admin
Officer On-
Duty
(Airport
Police
Officer 2);
Screening
and
Surveillanc
e
Departmen
t

1.2. Receive Request
for Captures Video
Footage (CVF) Copy
with complete
attached
requirements and
evaluate

30 minute/s Admin
Officer On-
Duty
(Airport
Police
Officer 2);
Screening
and
Surveillanc
e
Departmen
t

1.3. Endorse and
recommend
approval/disapproval
to the General
Manager
(GM)/Assistant
General Manager for
Security and
Emergence Services
(AGMSES) (via email
or hard copy)

30 minute/s Manager/O
fficer In
Charge;
Screening
and
Surveillanc
e
Departmen
t

1.4. Receive and
Review

7 hour/s, 59
minute/s

General
Manager/A
ssistant
General
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Surveillance
Department (SSD)
Office at APD
Headquarters, Chapel
Road, Barangay 191,
Pasay City
Notes/Instruction:

The request may be
submitted via email at
ssdmiaa277@gamil.c
om or
surveillancedivision20
21@gmail.com or to
the Office of the
General Manager
(GM) or Assistant
general Manager for
Security and
Emergency Services
(AGMSES) through
the officer - in -
Charge (OIC), SSD,
or may also be filed
through walk - in
transaction at their
respective offices. 

Manager
for Security
and
Emergency
Services (
AGMSES);
Screening
and
Surveillanc
e
Departmen
t

1.5.
Approve/Disapprove

7 hour/s, 59
minute/s

General
Manager/A
ssistant
General
Manager
for Security
and
Emergency
Services
(AGMSES)
; Screening
and
Surveillanc
e
Departmen
t

1.6. Receive the
approved/disapprove
d Captured Video
Footage (CVF) Copy
Request ( via email or
hard copy) from
General Manager
(GM)/Assistant
General Manager for
Security and
Emergency Services
(AGMSES)

15 minute/s Admin
Officer on
duty
(Airport
Police
Officer 2);
Screening
and
Surveillanc
e
Departmen
t

1.7. Forward
approved/disapprove
d Request to the
Surveillance
Operations Division
(SOD) via email or
hard copy

15 minute/s Admin
Officer on
duty Airport
Police
Officer 2) ;
Screening
and
Surveillanc
e
Departmen
t
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1.8. Receive email of
approved/disapprove
d Captured Video
Footage (CVF) Copy
Request from
Screening and
Surveillance
Department (SSD)

15 minute/s Admin
Officer on
Duty
(Airport
Police
Officer 2);
Surveillanc
e
Operations
Division

1.9. Notify and send
approved/disapprove
d Request via email
to the Surveillance
Terminal Section

15 minute/s Admin
Officer On
duty
(Airport
Police
Officer 2);
Surveillanc
e
Operations
Division

1.10. Receive notice
and email copy of
approved Captured
Video Footage (CVF)
Copy Request from
Surveillance
Operations Division
(SOD) Office

30 minute/s Section
Officer - In
-
Charge/Shi
ft in
Charge
(Airport
Police
Inspector/A
irport
Police
Officer 2),
Surveillanc
e Terminal
Section;
Surveillanc
e
Operations
Division

1.11. Instruct CCTV
Operator to execute
the process according
to the specific details
of the request as to
location, date, and
part/portion of the
Captured Video
Footage (CVF)

2 hour/s Section
Officer - In
- Charge/
Shift In
Charge
(Airport
Police
Inspector/A
irport
Police
Officer 2),
Surveillanc
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e Terminal
Section;
Surveillanc
e
Operations
Division

1.12. Notify
Surveillance
Operations Division
(SOD) Office as soon
as the Captured
Video Footage (CVF)
Copy is ready for
release

30 minute/s Section
Officer - In
-
Charge/Shi
ft In
Charge
(Airport
Police
Inspector/A
irport
Police
Officer 2),
Surveillanc
e Terminal
Section;
Surveillanc
e
Operations
Division

2. Receive notification
and copy of
approved/disapprove
d request thru email
Location:

Thru email

Notes/Instruction:

The requesting party
will be notified of the
status of the request
thru email

2. Notify Requesting
party and send copy
of
approved/disapprove
d request thru email

None 30 minute/s Admin
Officer
(Airport
Police
Officer 2)
on duty;
Surveillanc
e
Operations
Division

3. Pick-up CVF Copy
and sign at the
RELEASE of CVF
Copy form (RCCF)
with undertaking and
CVF Copy Release
logbook from
Surveillance Terminal
Section and
accomplish the Client

3. Release CVF Copy
and require
requesting party to
sign at the release of
CVF Copy Form
(RCCF) with
undertaking and CVF
Copy Release
Logbook. Request the
complainant to
accomplish Client

None 15 minute/s Section
Officer - In
-
Charge/Shi
ft In
Charge
(Airport
Police
Inspector/A
irport
Police
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Satisfaction
Measurement Form
Location:

CCTV Room,
Surveillance Terminal
Section

Notes/Instruction:

The CVF Copy will be
release at the CCTV
Room, Surveillance
Terminal Section

Satisfaction
Measurement Form
(CSMF)

Officer 2),
Surveillanc
e Terminal
Section;
Surveillanc
e
Operations
Division

Total Processing Time: Working Days: 2 working day/s, 5 hour/s, 58
minute/s

Total Processing Fee: Total Standard Fee: None
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3. APPROVAL OF CAPTURED VIDEO FOOTAGE (CVF) COPY REQUEST
(SIMPLE CASES)

This covers the procedure on requesting a copy of CVF, in accordance with Anti-Red Tape
Authority (ARTA), R.A. 11032 or The Ease of Doing Business and Efficient Government Service
Delivery Act of 2018 and Data Privacy Act of 2012 ands to state a strategic and simplified
procedures for Surveillance personnel assigned at Surveillance Terminal Sections on the request
for copy and release the CVF. 

Office or Division: Surveillance Operations Division

Classification: Simple

Type of Transaction: G2G (Government to Government)

Who may avail: MIAA Employees/offices

Operating Hours: 8:00 AM - 5:00 PM

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

For Standard Requirement

1. Result of CCTV Viewing Form (RCVF)
(1) Original Copy

Applicant / Client

Remarks:

The requesting party shall attach a copy of the accomplished CCTV Viewing Results Form to
the request. 

2. Filled - Out CVF Copy Request Form (CCRF)
(1) Original Copy

Applicant / Client

Remarks:

All requesting parties are required to duly accomplish the CVF Copy Request Form as part of
the request process. 

3. Letter of Request from any MIAA investigation Office, other
Government investigating bodies and Court Orders or Letter
of Authority to Investigate
(1) Original Copy

Applicant / Client

Remarks:

The requesting party/office shall submit a letter of request from any MIAA investigating office,
other government investigating bodies and court orders as applicable. 

CLIENT STEPS AGENCY ACTION FEES TO
BE PAID

PROCESSIN
G TIME

PERSON
RESPONSIB
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LE
(Designation;

Office)

1. Submit formal
Request for CVF
Copy attached with
complete
requirements
addressed to the
Officer In Charge,
Screening and
Surveillance
Department thru OIC-
Surveillance
Operations Division.
(via email or walk-in
Location:

Screening and
Surveillance
Department office at
the Airport Police
Department
Headquartes, Chapel
Raod, Barangay 191,
Pasay City

Notes/Instruction:

The requesting party
shall submit a formal
request to the
Screening and
Surveillance
Department office
with complete
requirements, either
via email or through
walk-in submission. 

1.1. Receive and
check validity and
completeness of the
documents presented
(email or hard copy)

None 15 minute/s Admin
Officer On
Duty
(Airport
Police
Officer 2),
Surveillanc
e
Operations
Division,
Screening
and
Surveillanc
e
Departmen
t;
Surveillanc
e
Operations
Division

1.2. Recommend for
approval/disapproval

15 minute/s Manager/O
fficer In
Charge,
Screening
and
Surveillanc
e
Departmen
t;
Screening
and
Surveillanc
e
Departmen
t

1.3. Receive request
with complete
requirements (via
email or hard copy)
and evaluate

10 minute/s Admin
Officer
(Airport
Police
Officer 2),
Screening
and
Surveillanc
e
Departmen
t (SSD)
duty;
Screening
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and
Surveillanc
e
Departmen
t

1.4.
Approve/Disapprove

10 minute/s Manager,
Screening
and
Surveillanc
e
Departmen
t;
Screening
and
Surveillanc
e
Departmen
t

1.5. Return the
approved/disapprove
d request to
Surveillance
Operations Division
(SOD) via email or
hard copy

10 minute/s Admin
Officer
(Airport
Police
Officer 2),
Surveillanc
e
Operations
Division,
Screening
and
Surveillanc
e
Departmen
t;
Surveillanc
e
Operations
Division

1.6. Receive the
approved
/disapproved
Captured Video
Footage (CVF) copy
request from
Screening and
Surveillance
Department

15 minute/s Admin
Officer on
duty
(Airport
Police
Officer 2 )
Screening
and
Surveillanc
e
Departmen
t;
Surveillanc
e
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Operations
Division

1.7. Notify and send
copy of Approved
Request to the
concerned
Surveillance Terminal
Section via email

15 minute/s Admin
Officer on
duty
(Airport
Police
Officer 2)
Screening
and
Surveillanc
e
Departmen
t;
Surveillanc
e
Operations
Division

1.8. Receive the
notice and copy of
Approved Captured
Video Footage (CVF)
Copy Request from
SOD via email

5 minute/s Section
Head/Shift
in
Charge/Su
pervisor
Surveillanc
e Terminal
Section,
SOD (
Airport
Police
Inspector/A
irport
Police
Officer 1 or
2);
Surveillanc
e
Operations
Division

1.9. Instruct the
CCTV Operator to
execute the process
according to the
specific details of the
request as to location,
date, and par/portion
of the Captured Video
Footage (CVF)

2 hour/s, 50
minute/s

Head/Shift
In
Charge/Su
pervisor
Surveillanc
e Terminal
Section
(Airport
Police
Inspector/A
irport
Police
Officer 1 or
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2),
Surveillanc
e
Operations
Division ;
Surveillanc
e
Operations
Division

1.10. Notify
Surveillance
Operations Division
Office as soon as the
Captured Video
Footage (CVF) copy
is ready for release

5 minute/s Section
Head/Shift
In
Charge/Su
pervisor,
Surveillanc
e Terminal
Section
(Airport
Police
Inspector/A
irport
Police
Officer 1 or
2), SOD;
Surveillanc
e
Operations
Division

2. Receive notification
and copy of
approved/disapprove
d request thru email
Location:

Thru email

Notes/Instruction:

The copy will be
received via email

2. Notify the
requesting party and
send a copy of
approved/dis
approved request thru
email

None 30 minute/s Admin
Officer
(Airport
Police
Officer 2)
On - Duty,
Surveillanc
e
Operations
Division;
Surveillanc
e
Operations
Division

3. Pick - up Captured
Video Footage (CVF)
Copy and sign at the
Release of CVF Copy
Form (RCCF) with
Undertakings and
Copy Release
logbook
Location:

3.1. Release the
Captured Video
Footage (CVF) copy
and require the
requesting party to
sign at the Release of
CVF Copy Form (
RCCF) with
undertakings and

None 15 minute/s Section
Head/Shift
In
Charge/Su
pervisor,
Surveillanc
e Terminal
Section
(Airport
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Terminal where the
incident occurred 

Notes/Instruction:

The requesting party
shall claim the CCTV
footage copy from the
terminal where the
incident occurred. 

Copy Release
Logbook

Police
Inspector/A
irport
Police
Officer 2 or
1), SOD;
Surveillanc
e
Operations
Division

3.2. Request
complainant to
accomplish Client
Satisfaction
Measurement Form

15 minute/s Section
Head/Shift
In
Charge/Su
pervisor,
Surveillanc
e Terminal
Section
(Airport
Police
Inspector/A
irport
Police
Officer 1 or
2);
Surveillanc
e
Operations
Division

General Remarks

All request for copies of CCTV footage shall be processed and released in strict compliance
with the Data Privacy Act of 2012, ensuring the protection of personal data and privacy rights. 

Total Processing Time: Working Days: 5 hour/s, 30 minute/s

Total Processing Fee: Total Standard Fee: None
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Systems and Procedures Improvement Division
Internal Services
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1. Conduct of Survey or Study Assistance

This service facilitates the conduct of surveys and studies requested by Manila International
Airport Authority (MIAA) offices to gather essential data for operational improvements, policy
development, and decision-making. The process includes checking the completeness of provided
information, approval to conduct, staff briefing and assignment, validation of methodology and
processes, data collection, data analysis, discussion of results, and finalization and release of the
report. This ensures reliable and actionable findings that support MIAA’s effective management
and service delivery.

Office or Division: Systems and Procedures Improvement Division

Classification: Highly Technical

Type of Transaction: G2G (Government to Government)

Who may avail: All offices of the Manila International Airport Authority.

Operating Hours: 8:00 AM - 5:00 PM

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

For Standard Requirement

1. Memorandum Request
(1) Original Copy

Applicant / Client

Remarks:

Memorandum must be addressed to the Manager/Officer-In-Charge, Systems and
Procedures Improvement Division.

2. Activity Initiation Form
(1) Original Copy

Manila International Airport
Authority - Systems and
Procedures Improvement
Division

Remarks:

Please fully and legibly complete Sections 1 and 2 of the form.

Processing of your request depends on the completeness and accuracy of the information
provided. If applicable, please attach relevant supporting documents (e.g., Memorandum
Circulars, Office Orders, regulations) to expedite processing.

CLIENT STEPS AGENCY ACTION FEES TO
BE PAID

PROCESSIN
G TIME

PERSON
RESPONSIB

LE
(Designation;

Office)
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1. Submit complete
requirements.
Location:

Systems and
Procedures
Improvement
Division, 3/F MIAA
Administration
Building, MIA Road
Pasay City

1.1. Check the
completeness of the
requriements. If
complete, receive and
record it in the office
logbook. Then,
endorse the
documents to the
Manager/Officer-In-
Charge of the
Systems and
Procedures
Improvement Division
for review and
recommendation.

None 5 minute/s Manageme
nt Systems
Analyst;
Systems
and
Procedure
s
Improveme
nt Division

1.2. Review and
recommend for
approval or
disapproval.

2 hour/s Manager/O
fficer-In-
Charge;
Systems
and
Procedure
s
Improveme
nt Division

1.3. Forward the
documents to the
Manager/Officer-In-
Charge of Corporate
Management
Services Department
for notation.

5 minute/s Manageme
nt Systems
Analyst;
Systems
and
Procedure
s
Improveme
nt Division

1.4. Review the
documents. Signify
approval or
disapproval in Section
3 of the Activity
Initiation Form and
return back to the
Systems and
Procedures
Improvement
Division.

4 hour/s Manager/O
fficer-In-
Charge;
Corporate
Manageme
nt Services
Departmen
t

1.5. Conduct a staff
meeting to brief the
team and assign
personnel responsible
for handling the
survey or study.

2 hour/s Manager/O
fficer-In-
Charge;
Systems
and
Procedure
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s
Improveme
nt Division

1.6. Conduct site
inspection. Validate
the methodology and
process of the survey
or study.

3 working
day/s

Manageme
nt Systems
Analyst;
Systems
and
Procedure
s
Improveme
nt Division
Senior
Manageme
nt Systems
Analyst;
Systems
and
Procedure
s
Improveme
nt Division

1.7. Advise the end-
user or requesting
party of the timeline
and updates of the
survey or study
through official email.

5 minute/s Manageme
nt Systems
Analyst;
Systems
and
Procedure
s
Improveme
nt Division

1.8. Conduct the data
collection and encode
the data gathered.

7 working
day/s

Manageme
nt Systems
Analyst;
Systems
and
Procedure
s
Improveme
nt Division

1.9. Validate and
analyze the data
gathered.

7 working
day/s

Senior
Manageme
nt System
Analyst;
Systems
and
Procedure
s
Improveme
nt Division
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1.10. Draft the report. 1 working
day/s

Manageme
nt Systems
Analyst;
Systems
and
Procedure
s
Improveme
nt Division
Senior
Manageme
nt Systems
Analyst;
Systems
and
Procedure
s
Improveme
nt Division

2. Confirm receipt of
the notice of meeting.
Location:

Email:
spid@miaagov.ph

2. Notify the end-user
or requesting party to
attend a meeting to
discuss the result of
the survey or study.

None 5 minute/s Manageme
nt Systems
Analyst;
Systems
and
Procedure
s
Improveme
nt Division

3. Attend the meeting.
Location:

Systems and
Procedures
Improvement
Division, 3/F MIAA
Administration
Building, MIA Road,
Pasay City

Notes/Instruction:

Venue of the meeting
may change
depending on the
availability.

3.1. Convene the
meeting and discuss
the results of the
survey or study for
comments or
additional inputs.

None 2 hour/s Senior
Manageme
nt System
Analyst;
Systems
and
Procedure
s
Improveme
nt Division

3.2. Finalize the
report of the survey or
study and endorse to
the Manager or
Officer-In-Charge of
Systems and
Procedures
Improvement
Division, and to the
Manager or Officer-In-
Charge of the
Corporate
Management

4 hour/s Manageme
nt Systems
Analyst;
Systems
and
Procedure
s
Improveme
nt Division
Senior
Manageme
nt Systems
Analyst;
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Services Department
for approval.

Systems
and
Procedure
s
Improveme
nt Division

4. Receive the Final
Report. Sign Section
4 of the Activity
Initiation Form.
Accomplish the Client
Satisfaction
Measurement Form.
Location:

Systems and
Procedures
Improvement
Division, 3/F MIAA
Administration
Building, MIA Road,
Pasay City

4. Release the Final
Report. Request the
end-user or
requesting party to
sign Section 4 of the
Activity Initiation Form
and to accomplish the
Client Satisfaction
Measurement Form.

None 10 minute/s Manageme
nt Systems
Analyst;
Systems
and
Procedure
s
Improveme
nt Division

Total Processing Time: Working Days: 19 working day/s, 6 hour/s, 30
minute/s

Total Processing Fee: Total Standard Fee: None
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2. Request for Assistance in the Development or Review of Memorandum
Circulars

This service handles requests for technical assistance in developing new Manila International
Airport Authority (MIAA) Memorandum Circulars or reviewing existing ones. It allows MIAA offices,
departments, and divisions to obtain support in crafting or updating policies that deliver clear
guidance, consistent rules, and uniform decision-making across the Authority. The process
involves intake and evaluation of requests, inter-office coordination, and delivery of technical and
operational recommendations. This ensures MIAA policies remain relevant, compliant with
statutory and regulatory requirements, and responsive to operational realities, ultimately
strengthening governance and organizational performance.

Office or Division: Systems and Procedures Improvement Division

Classification: Highly Technical

Type of Transaction: G2G (Government to Government)

Who may avail: All Manila International Airport Authority (MIAA) Offices, Departments,
and Divisions

Operating Hours: 8:00 AM - 5:00 PM

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

For Standard Requirement

1. Memorandum/Letter Request
(1) Original Copy

Applicant / Client

2. Systems and Procedure Review Form (A-SPI-F-003)
(1) Original Copy

Manila International Airport
Authority - Systems and
Procedures Improvement
Division

Remarks:

Sections 1 and 2 must be accomplished and signed.

3. Draft Memorandum Circular
(1) Original Copy Or (1) Photo Copy Or (1) Electronic Copy

Applicant / Client

4. References Materials
(1) Original Copy Or (1) Photo Copy

Applicant / Client

Remarks:

Legal basis used to implement, interpret, and enforce the subject policy including but not
limited to Republic Acts, Executive Orders, Administrative Orders, and Memorandum
Circulars and other related issuances.
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CLIENT STEPS AGENCY ACTION FEES TO
BE PAID

PROCESSIN
G TIME

PERSON
RESPONSIB

LE
(Designation;

Office)

1. Submit
documentary
requirements.
Location:

Systems and
Procedures
Improvement
Division, 3/F MIAA
Administration
Building

1.1. Check the
completeness of the
submitted
documentary
requirements. If
complete,
acknowledge the
request, record in the
logbook, and forward
to the
Manager/Officer-In-
Charge, Systems and
Procedures
Improvement Division
for evaluation and
approval.

None 5 minute/s Manageme
nt Systems
Analyst;
Systems
and
Procedure
s
Improveme
nt Division

1.2. Assign
responsible personnel
to handle the
creation/revision of
the Memorandum
Circular. Secure the
acknowledgement/sig
nature of the
assigned personnel,
and approve the
Systems and
Procedures Review
Form (SPRF).

2 hour/s Manager/O
fficer-In-
Charge;
Systems
and
Procedure
s
Improveme
nt Division

1.3. Forward the
Systems and
Procedures Review
Form (SPRF) to the
Manager/Officer-In-
Charge, Corporate
Management
Services Department
for notation.

5 minute/s Manageme
nt Systems
Analyst;
Systems
and
Procedure
s
Improveme
nt Division

1.4. Review and sign
the Systems and
Procedures Review
Form (SPRF).
Forward the signed
form to the Systems

2 hour/s Manager/O
fficer-In-
Charge;
Corporate
Manageme
nt Services
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and Procedures
Improvement Division

Departmen
t

1.5. Review related
documents, conduct
research, and
determine interfacing
units. Set date and
venue of consultation
meeting and prepare
the notice.

5 working
day/s

Manageme
nt Systems
Analyst;
Systems
and
Procedure
s
Improveme
nt Division
Senior
Manageme
nt Systems
Analyst;
Systems
and
Procedure
s
Improveme
nt Division

2. Acknowledge
receipt of the notice
of meeting.
Location:

Email Address:
spid@miaagov.ph

2. Email notice of
meeting to the
requesting party and
interfacing units

None 5 minute/s Manageme
nt Systems
Analyst;
Systems
and
Procedure
s
Improveme
nt Division

3. Attend
collaborative or
consultation meeting.
Location:

Refer to the venue as
determined in the
notice of meeting.

3. Conduct
collaborative or
consultation
meeting/s with the
requesting party and
interfacing units.
Prepare initial draft of
the Memorandum
Circular

None 11 working
day/s

Manageme
nt Systems
Analyst;
Systems
and
Procedure
s
Improveme
nt Division
Senior
Manageme
nt Systems
Analyst;
Systems
and
Procedure
s
Improveme
nt Division

4. Acknowledge
receipt of the initial

4. Email the initial
draft of the

None 5 minute/s Manageme
nt Systems
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draft Memorandum
Circular. Review the
document and
prepare additional
inputs for submission.
Location:

Email Address:
spid@miaagov.ph

Memorandum
Circular to the
requesting party and
interfacing units for
their review and
additional inputs.
Inform the requesting
party and interfacing
units to submit
additional inputs
within seven (7)
working days from
receipt.

Analyst;
Systems
and
Procedure
s
Improveme
nt Division

5. Submit additional
inputs.
Location:

Manual submission:
Systems and
Procedures
Improvement Divison,
3/F MIAA
Administration
Building

Electronic
submission:
spid@miaagov.ph

5. Receive and
evaluate additional
inputs submitted by
the requesting party
and interfacing units.
Revise or finalize the
Memorandum
Circular accordingly.

None 1 working
day/s

Manageme
nt Systems
Analyst;
Systems
and
Procedure
s
Improveme
nt Division
Senior
Manageme
nt Systems
Analyst;
Systems
and
Procedure
s
Improveme
nt Division

6. Acknowldge receipt
of the latest draft of
the Memorandum
Circular. Review and
prepare comments
and
recommendations.
Location:

Email Address:
spid@miaagov.ph

6. Email the latest
draft of the
Memorandum
Circular to the
requesting party for
their final review and
concurrence. Inform
the requesting party
to submit comments
and
recommendations
within seven (7)
working days from
receipt.

None 5 minute/s Manageme
nt Systems
Analyst;
Systems
and
Procedure
s
Improveme
nt Division

7. Submit comments
or recommendations
to finalize the
Memorandum
Circular.

7. Receive and
evaluate the
comments and
recommendations.
Finalize the

None 1 working
day/s

Manageme
nt Systems
Analyst;
Systems
and
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Location:

Manual submission:
Systems and
Procedures
Improvement
Division, 3/F MIAA
Administration
Building

Electronic
submission:
spid@miaagov.ph

Memorandum
Circular, and prepare
corresponding
Memorandum Brief
with attachments and
references.

Procedure
s
Improveme
nt Division
Senior
Manageme
nt Systems
Analyst;
Systems
and
Procedure
s
Improveme
nt Division

8. Receive the
recommended final
draft of the
Memorandum
Circular and
Memorandum Brief
with attachments. Fill-
out Section 4 of the
Systems and
Procedures Review
Form (SPRF) and the
Customer Satisfaction
Measurement (CSM)
Form.
Location:

Systems and
Procedures
Improvement
Division, 3/F MIAA
Administration
Building

8. Release the
recommended final
draft of the
Memorandum
Circular and
Memorandum Brief
with attachments. Ask
the requesting party
to fill-out Section 4 of
the Systems and
Procedures Review
Form (SPRF) and
feedback through the
Customer Satisfaction
Measurement (CSM)
Form.

None 5 minute/s Manageme
nt Systems
Analyst;
Systems
and
Procedure
s
Improveme
nt Division

General Remarks

The number of working days may be extended depending on the consultation meetings to be
set by the requesting party and interfacing units.

Total Processing Time: Working Days: 18 working day/s, 4 hour/s, 30
minute/s

Total Processing Fee: Total Standard Fee: None

339



Public Affairs and Protocol Office
Internal Services
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1. Application for the use of MIAA logo

This service facilitates the initial processing of applications for the official use of the MIAA logo.
Approval is required to ensure compliance with the restrictions and guidelines set forth in MIAA
Memorandum Circular No. 09, Series of 2025. The application process includes verifying the
proper use of the logo on the intended medium. This service helps maintain branding standards,
protects the legal integrity of the MIAA logo, safeguards the agency's identity, and prevents
unauthorized use.

Office or Division: Public Affairs and Protocol Office

Classification: Simple

Type of Transaction: G2G (Government to Government)

Who may avail: Offices / Department and Employees within the organization

Operating Hours: 8:00 AM - 5:00 PM

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

For Standard Requirement

1. Letter of Intent
(1) Original Copy Or (1) Electronic Copy

Applicant / Client

Remarks:

The Letter of Intent shall include the following information:

Addressed to the Acting Manager or Officer-in-Charge, Public Affairs and Protocol
Office.
Name of the applicant (individual or organization).
Complete address and contact information of the applicant.
Purpose of the request and the intended use of the MIAA logo.
Description of the material or medium where the logo will be used.
Duration of use (if applicable).
Signature of the applicant or authorized representative.

The following shall be attached to the Letter of Intent:

Sample layout or mock-up showing the proposed use of the MIAA logo.

2. Logo Usage Request Form (M-PAP-F-006)
(1) Original Copy Or (1) Photo Copy Or (1) Electronic Copy

Manila International Airport
Authority - Public Affairs and
Protocol Office

Remarks:

Forms should include the following information:

1. Requestee Name
2. Designation
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3. Company/Department
4. Address
5. Contact Information
6. Purpose for the request
7. Requested Logo Variation and Format
8. Email Address of Applicant

CLIENT STEPS AGENCY ACTION FEES TO
BE PAID

PROCESSIN
G TIME

PERSON
RESPONSIB

LE
(Designation;

Office)

1. Submit a duly
accomplished logo
usage request form
together with a letter
of intent from the
requesting party.
Location:

Public Affairs and
Protocol Office

G/F MIAA Admin
Building, NAIA
Complex, Pasay City

media@miaa.gov.ph

1.1. Receive and
evaluate the
application. Forward
to the Manager /
Officer-In-Charge for
review &
recommendation.

None 1 hour/s Artist
Illustrator;
Public
Affairs and
Protocol
Office
Information
Officer B;
Public
Affairs and
Protocol
Office

1.2. Review the
application. Provide
recommendation and
affix signature.
Endorse the
application to the
Senior Assistant
General Manager.

7 hour/s Manager /
Officer-In-
Charge;
Public
Affairs and
Protocol
Office

1.3. Sign the approval
or disapproval

1 working
day/s, 6
hour/s

Senior
Assistant
General
Manager;
Office of
the Senior
Assistant
General
Manager

1.4. Notify the
requesting party of
the status of the
request.

1 hour/s Artist
Illustrator;
Public
Affairs and
Protocol
Office
Information
Officer B;
Public
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Affairs and
Protocol
Office

2. Receive the
approved request
form and copy of
MIAA logo.
Accomplished the
Client Satisfactory
Measurement Form.
Location:

Public Affairs and
Protocol Office

G/F MIAA
Administration
Building, NAIA
Complex, Pasay City

media@miaa.gov.ph

2. Release the
approved request
form for the use of the
MIAA logo, provide
the requested logo
files, and furnish the
Client Satisfactory
Measurement Form.

None 1 hour/s Information
Officer B;
Public
Affairs and
Protocol
Office
Artist
Illustrator;
Public
Affairs and
Protocol
Office

Total Processing Time: Working Days: 3 working day/s

Total Processing Fee: Total Standard Fee: None
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2. Reporting of violator of logo usage

This service facilitates the proper handling and processing of reports on the unauthorized use of
the MIAA logo. Reports are endorsed to the Legal Office for external parties or the Administrative
Department for internal personnel for appropriate action and the imposition of applicable sanctions
under Section 155 of the Intellectual Property Code.

Office or Division: Public Affairs and Protocol Office

Classification: Complex

Type of Transaction: G2G (Government to Government)

Who may avail: Agency employee and individuals.

Operating Hours: 8:00 AM - 5:00 PM

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

For Standard Requirement

1. Logo Misuse / Violation Report Form (M-PAP-F-007)
(1) Original Copy Or (1) Photo Copy Or (1) Electronic Copy

Manila International Airport
Authority - Public Affairs and
Protocol Office

Remarks:

Forms should include the following information:

1. Reporting Individual details (Name, Designation, Office / Company / Agency)
2. Date filed
3. Contact information
4. Details of the alleged violation

CLIENT STEPS AGENCY ACTION FEES TO
BE PAID

PROCESSIN
G TIME

PERSON
RESPONSIB

LE
(Designation;

Office)

1. Submit duly
accomplished Logo
misuse / violation
report form
Location:

Public Affairs and
Protocol Office

G/F MIAA
Administration

1.1. Receive and
evaluate the report

None 1 hour/s Artist
illustrator;
Public
Affairs and
Protocol
Office
Information
Officer B;
Public
Affairs and
Protocol
Office
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Building, NAIA
Complex, Pasay City

media@miaa.gov.ph

1.2. Prepare letter for
notice of violation to
be signed by the
Acting Manager or
OIC-PAD (PAPO)

7 hour/s Artist
Illustrator;
Public
Affairs and
Protocol
Office
Information
Officer B;
Public
Affairs and
Protocol
Office

1.3. Send a copy of
notice to violator and
monitor compliance

3 working
day/s

Artist
Illustrator;
Public
Affairs and
Protocol
Office
Information
Officer B;
Public
Affairs and
Protocol
Office

1.4. If the subject
involved did not
comply within the
notice, the Acting
Manager or the
Officer-In-Charge for
Public Affairs and
Protocol Office shall
raise the concern to
Administrative
Department to apply
necessary sanction

2 working
day/s

Acting
Manager /
Officer-In-
Charge;
Public
Affairs and
Protocol
Office

2. Receive update on
the filed report and
accomplished Client
Satisfactory
Measurement form.
Location:

Public Affairs and
Protocol Office

G/F MIAA
Administration
Building, NAIA
Complex Pasay City

2. Inform about the
status of filed report
and request the
informant to
accomplish the Client
Satisfactory
Measurement form.

None 1 working
day/s

Information
Officer B;
Public
Affairs and
Protocol
Office
Artist
Illustrator;
Public
Affairs and
Protocol
Office
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media@miaa.gov.ph

Total Processing Time: Working Days: 7 working day/s

Total Processing Fee: Total Standard Fee: None
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Legal Office
Internal Services
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1. Request for Certificate of No Pending Case

This service enables active and inactive Manila International Airport Authority (MIAA) personnel to
request a Certificate of No Pending Case, an official document that confirms the absence of
pending cases or states any pending case, if applicable, based on MIAA Administrative and
Investigation Committee (MAIC) records. The process involves submitting  a request with valid
identification, followed by verification and issuance of the certificate. 

Office or Division: Legal Office

Classification: Simple

Type of Transaction: G2G (Government to Government)

Who may avail: All active and in-active MIAA personnel. 

Operating Hours: 8:00 AM - 5:00 PM

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

For Standard Requirement

1. Certificate Request Form
(1) Original Copy

Manila International Airport
Authority (MIAA) - Legal Office

Remarks:

1. Fill-up the request form.

2. Write legibly and in capital letters.

3. Do not abbreviate the name of Office and Position.

4. Sign the request form 

2. One valid Identification Card
Any of the following:

2.A. Manila International Airport Authority - issued identification card

Submit one (1) photocopy of the Manila International Airprot Authority - issued Identification
Card of the requesting employee. 

 

---- OR ----

2.B. Government Issued ID

Submit one (1) photocopy of any of the following government - issued ID of the requesting
employee:

Passport - Department of Foreign Affairs (DFA)
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Unified Multi -Purpose ID (UMID) Social Security System (SSS) or Government Service
Insurance System (GSIS)
Driver's License - Land Transportation Office (LTO)
Philippine National ID (PhilID) - Philippine Statistics Authority (PSA)
Professional Regulation Commission (PRC)  ID - Philippine Regulation Commission
(PRC)

Remarks:

Identificaiton Card to be submitted must not be expired. 

For Situational Requirement

A. If filing through a representative

A.1. Special Power of Attorney or Authorization Letter
(1) Original Copy

Applicant / Client

A.2. One Valid Identification Card

Submit one (1) photocopy of any of the following valid government-issued Identification Card
of the representative: 

Passport - Department of Foreign Affairs (DFA)
Unified Multi -Purpose ID (UMID) Social Security System (SSS) or Government Service
Insurance System (GSIS)
Driver's License - Land Transportation Office (LTO)
Philippine National ID (PhilID) - Philippine Statistics Authority (PSA)
Professional Regulation Commission (PRC)  ID - Philippine Regulation Commission
(PRC)

Remarks:

Identification Card to be submitted must not be expired. 

CLIENT STEPS AGENCY ACTION FEES TO
BE PAID

PROCESSIN
G TIME

PERSON
RESPONSIB

LE
(Designation;

Office)

1. Fill-out Request for
Certificate of No
Pending Case
Location:

3rd Floor, Legal
Office, MIAA
Administration
Building, Manila
International Airport

1.1. Receive and
check the
completeness of the
details and the
necessary
attachments.

None 5 minute/s Legal
Assistant;
Legal
Office

1.2. Check list of
employees with
pending case/s

20 minute/s Legal
Assistant;
Legal
Office

349



Authority, NAIA
Complex, Pasay City 
Notes/Instruction:

Fill-out the request for
certificate of no-
pending case form
and attach the
following :

 

If filing personally :

One (1) photocopy of
MIAA ID or any valid
government issued ID
(e.g., Passport,
UMID, Driver's
License, PRC or
Philippine National
ID).

 

If filing through a
representative :

One (1) original
Special Power of
Attorney or
Authorization Letter
signed by the MIAA
personnel, with
photocopies of the
MIAA ID or any valid
government issued ID
for both MIAA
Personnel and the
authorized
representative. 

1.3. Prepare the
certificate. The
person who prepared
the certificate shall
affix her initials/
signature thereto.
Thereafter, the
certificate/s shall be
forwarded to the
Verifier.

10 minute/s Legal
Assistant ;
Legal
Office

1.4. Verifier will check
the contents
/completeness of the
Certificate. Once
completed, the
Verifier will affix her
initials / signature on
the certificate.
Thereafter, the same
shall be forwarded to
the Chairperson,
MIAA Administrative
and Investigation
Committee (MAIC)

15 minute/s Legal
Assistant ;
Legal
Office

1.5. Chairperson will
sign the Certification

7 hour/s Chairperso
n - MIAA
Administrat
ive and
Investigatio
n
Committee
(MAIC);
Legal
Office

2. Pick-up / Receive
signed Certificate.
Fill-out the Client
Satisfaction
Measurement (CSM)
Form
Location:

3rd Floor, Legal
Office, MIAA
Administration
Building, Manila

2. Release the signed
certificate. Request
client to accomplish
the Client Satisfaction
Measurement (CSM)
Form.

None 10 minute/s Legal
Assistant ;
Legal
Office
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International Airport
Authority, NAIA
Complex, Pasay City 
Notes/Instruction:

If through a
representative : 

The individual
claiming the
certificate must be the
same person
authorized in the
authorization letter
submitted at the time
of filing the request. 
If a different
representative will
claim the certificate, a
new authorization
letter, together with
the required valid IDs,
must be submitted to
authorize the new
representative, 

Total Processing Time: Working Days: 1 working day/s

Total Processing Fee: Total Standard Fee: None
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Feedback and Complaints Mechanism

FEEDBACK AND COMPLAINTS MECHANISMS

How to send a feedback
For walk-ins, the client may fill out the:

• Client Satisfaction Measurement (CSM)
Questionnaire through a Form or online (QR
Code) available in MIAA Offices with
external/internal services in the Citizen’s
Charter

• Manila International Airport Authority (MIAA)
Feedback Form available at the Public
Assistance and Complaints Desk (PACD)
located in the lobby of the MIAA Administration
Building

Other concerns may be coursed through the
Public Assistance under the Public Assistance
and Protocol Office (PAPO):

• Email: publicassistance@miaagov.ph

• Call: (02) 53231210 to 1239 local 201

• SMS: (63) 917-8396242

• Facebook: Manila International Airport
Authority (@MIAAGovPH)

• X (Twitter): @MIAAGovPH

How feedback is processed
For CSM Form:

• The designated ARTA
Coordinator/representative of each office shall
bring their CSM drop box with CSM Form daily
to the Systems and Procedures Improvement
Division (SPID) for compilation and recording.
Feedback that requires answers is forwarded
to the concerned personnel/office for their
information and appropriate action.

For MIAA (ARTA) Feedback Form:

• Public Assistance analyzes, encodes to the
database, and acknowledges the feedback
upon receipt. Feedback that requires answers
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is forwarded to the concerned personnel/office
for their information and appropriate action. 

For feedback received through
email/call/text/social media

• Public Assistance analyzes, encodes to the
database, acknowledges the feedback, and
endorses the same to the following Office of
Primary Responsibility (OPR) for the
information and appropriate action.

a. MIAA offices

b. Government agencies operating at the
NAIA

c. Airline offices

d. Customer Relations Center (CRC) – New
NAIA Infra Corp

• Upon receipt of feedback from the OPR,
Public Assistance sends the feedback or
action taken through the email, mobile
number, or social media account provided by
the client. 

How to file a complaint
To file a complaint against the MIAA, you may
use the following methods:

• Fill-out the MIAA Feedback Form available at
the Public Assistance and Complaints Desk
(PACD) located in the lobby of the MIAA
Administration Building

• Email: publicassistance@miaagov.ph

• Call: (02) 53231210 to 1239 local 201

• SMS: (63) 917-8396242

Make sure to provide the following details:

• Full Name and Contact Information of the
complainant

• Sex (Male or Female)
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• Narrative/Details of the complaint

• Evidence

• Name of the person/office being complained 

How complaints are processed
All complaints received against the MIAA will
be analyzed, encoded to the database, and
acknowledged by the Public Assistance under
PAPO. Public Assistance endorses the
complaint to the OPR for their information and
appropriate action to address the complaint.
There is a reglementary period where OPR
can answer said complaints.

Target timelines in resolving complaints are
classified into three (3) levels:

1 Simple (Requires ministerial actions of the
OPRs, or that which presents only
inconsequential issues for the resolution) - 3
Working Days

2 Complex (Necessitates evaluation in the
resolution of complicated issues by the OPR) -
7 Working Days

3 Highly Technical (Requires the use of
technical knowledge, specialized skills and/or
training in the processing and/or evaluation)-
20 Working Days

When OPR has given back their
comment/feedback/action taken, Public
Assistance shall prepare a letter incorporating
the answer of the OPR and send to the
contact details provided by the complainant.

Contact Information of CCB, PCC, ARTA ARTA: complaints@arta.gov.ph, 1-ARTA
(2782)
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List of Offices

Office

Manila International Airport Authority

Office of the General Manager

Office of the Senior Assistant General Manager

Office of the Assistant General Manager for Finance and Administration

Finance Department

Accounting Division

Budget Division

Cashiering Division

Collection Division

Administrative Department

Personnel Division

Procurement Division

Property Management Division

General Services Division

Human Resource Development Division

Office of the Assistant General Manager for Operations and Safety Standards Compliance

Airport Ground Operations Compliance Monitoring Division

Airport Terminal Operations Compliance Monitoring Division

Office of the Assistant General Manager for Engineering

Electro-Mechanical Department

Electrical Division

Mechanical Division

Electronics and Communication Division

Civil Works Department

Buildings Division

Design and Planning Division

Pavements and Grounds Division

Office of the Assistant General Manager for Security and Emergency Services

Airport Police Department
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Landside Police Division

Airside Police Division

Terminal Police Division

Police Intelligence and Investigation Division

Police Detection and Reaction Division

Intelligence/ ID & Pass Control Department

Intelligence and Investigation Division

Medical Division

Screening and Surveillance Department

Screening Operations Division

Surveillance Operations Division

Office of Assistant General Manager for Airport Development and Corporate Affairs

Corporate Management Services Department

Plans and Programs Division

Systems and Procedures Improvement Division

Management Information Systems Division

Commercial Services Department

Business and Real Estate Investment Development Division

Concessions Management Division

Public Affairs and Protocol Office

Public Assistance Division

Media Affairs Division

Legal Office

Airport Security Inspectorate Office

Internal Audit Services Office

Office of the Corporate Board Secretary
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