










































6. Compliance of
Requirements

If complied, secure order 
of payment (OP) and 
proceed to Step 7. 

None 1 to 3 Days 

 
 

7. Pay at the Cashier Payment of Certification 
Fee/s 

Certification 
Fee 

P50.00/ project 
30 min.  

 
 
 
 
 

Louise Marie D. Dacut 

Clerk/Secretary 

Norjanah M. Solaiman 
Cashier 

Cashier Unit 
Administrative Section, 

Finance and 
Administrative Division 
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8. None

Once paid, the processing 
of certification (maps, and 
geohazard assessment 
form) 
Depends on the 
availability of technical 
personnel who will prepare 
the Maps and Certification 
as assigned by the 
Division Chief 

None 1 to 3 Days 

Ariel Austin A. Acosta 
Supervising Geologist 

Tristan E. Dela Cruz 
Geologist II 

Geoffrey A. Quiñones 
Cartographer II 

Dennis N. Cortez 
COS-GIS Specialist 

Erick John G. Tamayo 
COS-GIS Specialist 

23



9. None
Final review and 

recommending approval. None 1 hour 

Eduardo S. Tan 

Chief, Geosciences 

Division 
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10. None
Signs the prepared 
certification and releases 
to the requesting party. 

None 
1 hour and 30 

min. 

TOTAL: 
Certification 

Fee 
P50.00/ project 

6 Days 10 
Hours and 40 

Minutes 
Complex 

*7 working days as per RA 11032, “An Act Promoting Ease Of Doing Business And Efficient Delivery Of Government Services,
Amending For The Purpose Republic Act No. 9485, Otherwise Known As The Anti-Red Tape Act Of 2007, And For Other Purposes”

Efren B. Carido 

Regional Director 

Dimple R. Tenorio 

Admin Officer III/ 

Records Officer II/ 

Secretary 
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SECSIME NO. 04. ISSUANCE OF OFFICIAL RECEIPT 

This Official Receipt is being issued upon presentation of order of payment for requests for services offered by 
MGB XII based on DAO No. 2005-08. The Official Receipt is also being issued to MGB XII Personnel required to return 
the excess amounts in their cash advances. The purpose for the payment is included in the order of payment. 

Office or Division: Cashier Unit, Administrative Section, Finance and Administrative Division 
Mines and Geosciences Bureau Regional Office No. 12 

Classification: Simple 

Type of Transaction: G2B - Government to Business 
G2C - Government to Citizen 
G2G - Government to Government 

Who may avail: Internal: Regular Employees of MGB XII 
External: Private individuals, entities, LGUs and other government agencies or instrumentalities 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Order of Payment (Minimum of 2 original copies) Public Assistance Desk 

CLIENT STEPS AGENCY ACTION FEES TO BE PAID 
PROCESSING 

TIME 
PERSONS RESPONSIBLE 

1. Secures Order of
Payment from concerned
MGB XII Personnel

1. Receives Duly
Signed Order of
Payment

Subject to specific fees 
in DAO 2005-08 

5 min. Norjanah M. Solaiman 
Cashier 

Cashier Unit, Administrative 
Section, Finance and 

Administrative Division 
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2. Pays to the Cashier the
applicable fees

2. Accepts payment
and    issues Official
Receipt

Subject to specific fees 
in DAO 2005-08 

20 min. 
Norjanah M. Solaiman 

Cashier 

Cashier Unit, Administrative 
Section, Finance and 

Administrative Division 

2.1 Authorized 
Signatories signs 
Official Receipt 

None 10 min. Norjanah M. Solaiman 
Cashier 

Cashier Unit Administrative 
Section, Finance and 

Administrative Division 
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OR 

LILIA A. ACOSTA 
Chief 

Finance and Administrative 
Division 

OR 

ENDANAN R. DALIDIG 
Administrative Officer III 

Administrative Section, Finance 
and Administrative Division 
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3. Receives the Official 
Receipt

3. Releases Official
Receipt

None 5 min. Norjanah M. Solaiman 
Cashier 

Cashier Unit Administrative 
Section, Finance and 

Administrative Division 

TOTAL: 
Subject to specific 

fees in DAO 2005-08 
Simple 40 minutes 
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