Republic of the Philippines
Province of Davao Occidental

MUNICIPALITY OF MALITA

MUNICIPAL ECONOMIC ENTERPRISE

VISION

 To establish the most efficient, effective and financially viable Local Economic Enterprises able to deliver quality services and
contribute significantly to the revenue generation of the local Government Unit of Malita.

MISSION

* To operate, manage and maintain Local Economic Enterprises with the highest standard of proficiency and ensure the highest
quality standard and timely delivery of Public Services.



Republic of the Philippines
PROVINCE OF DAVAO OCCIDENTAL
MUNICIPALITY OF MALITA

MUNICIPAL ECONOMIC ENTERPRISES OFFICE

A.1 APPLYING FOR LEASE/ RENTAL OF PUBLIC MARKET STALL SPACE

IOfﬂce / Division
Classification
Type of Transaction

COMPLEX

Municipal Economic Enterprises Office

Government to Citizen

Agreement and Business Permit.

Who may avail ALL
CLIENT STEPS MEEO Actions PERSON RESPONSIBLE REQUIREMENTS PROCESSING TIME FEES
1. Secure Application Form - Issue Application Form MEEO STAFF 5-10 minutes NONE
2. Submit the fully accomplished application form . . —
X ) ) - receive and verify Application form MEEO STAFF Variable NONE
and wait for the notice of the bidding schedule
3. Attend bidding and formal awarding of stall space. - conduct bidding MEEO STAFF, MARKET COMMITTEE | * Fully accomplished & Variable NONE
4. Pay the bidding amount, 2 months - issue order of payment MEEO STAFF notarized application form 5-10 minutes Certification Fee
advance rental, certification fee and claim - issuance of official receipt RCC1I * Most recent ID pic. (2x2) 5-10 minutes 150.00
official Receipt (OR). - released of official receipt RCCII * Certificate of Attendance 5-10 minutes  |rental:
- issuance of notice of award MEEO STAFF in Orientation Seminar 5-10 minutes per square meter
5. Attend the scheduled orientation seminar on market
ordinances and policies. All documents presented will - conduct orientation seminar about MEEO STAFF 2 hours NONE
be signed after the seminar. market ordinancies and policies.
6 Fill up and submit Lease of Contract - verify and submt Lease of Contract to ;
MEEO STAFF/MAYOR's OFFICE STAFF variable NONE
the Mayor's office for approval.
7. Submit Business Permit for current year for ; g : A : :
y - verify submitted Business Permit Admin Assistant IV 5-10 minutes NONE
approval
8. Claim the approved Market Stall Lease of Contract ) \
- signing and releasing of documents MGDH 1 - MEEO 5-10 minutes NONE




A.2 RENEWING OF MARKET STALL SPACE LEASE CONTRACT
Office / Division : Municipal Economic Enterprises Office
Classification ; SIMPLE
Type of Transaction : Government to Citizen
Who may avail : Pubtic Market Clients
CLIENT STEPS MEED Actions PERSON RESPONSIBLE REQUIREMENTS PROCESSING TIME FEES
1.P tth i ent 's Miarlet Stall - i d verify Previ
resent the previous/current year's Market Sta Receive and verify Previous Market MEEO STAFF 5-10 minutes NONE
Lease of Contract Stall Lease of contract Copy of preceding year's
2, Secure Market Clearance on Certification of - Verify record and issue Certification o Market Stall Space Lease
non - delinquency Non - delinguency. Admin Assistant IV (Bended Collector) fcontract 5-1C minutes 150.00
3. Pay for outstanding balances and claim the - iIssue order of payment RCCH Certificate of Attendance in 5-10 minutes  |for Electricity: per kilowatt
the Official Reciept { O.R. ). [ IF ANY) - issuance of official receipt RCCH Orientation Seminar 5-10 minutes for rental: per square metet
- released of official receipt RCCH for water: per cubic meter
4. Attend the scheduied orientation seminar on market - conduct orientation seminar about
ordinances and policies market ordinancies and palicies. MEEQ STAFF Certificate of Non - Deliguency 2 hours NONE
No representative is allowed.
5. Submit Business Permit for current f
m yeartor - verify submitted Business Permit Admin Assistant IV 5-10 minutes NONE
approval Business Permit
7. Claim a copy of the approved Market stall lease of
Py PP s - signing and releasing of documents MGDH 1 - MEEO 5-10 minutes NONE
Contract Agreement,
A.3 TRANSFERRING THE RIGHT TO LEASE TO A NEW MARKET STALL LEASE HOLDER
Office / Division : Municipal Economic Enterprises Office
Classification : SIMPLE
Type of Transaction : Government to Citizen
Who may avail : Public Market Clients
CHENT STEPS MEEOQ Actions PERSON RESPONSIBLE REQUIREMIENTS PROCESSING TIME FEES
1. Present all the irements and the previou If in F fs :
reau previous/ eceive the requirements from the client MEEQ STAFF nraver ol Spouse 5-10 minutes NONE
current year's Market Stall Lease of contract. 1. Fully accomplished and
2. Claim an application , o notarized applicant Form .
tssue application form MEEC STAFF ) 5-10 minutes NONE
Form. 2. Most recent [D pic, (2x2)




- verify recordand issue Certificate of

3, Surrender Lelter or Death

3.5ecure Certification of Non - Deliquency MEEQ STAFF 5-10 minutes 150.00
non - deliquency
4. Pay for outstanding balances and claim the - issue order of payment RCCII Carlificate of the current for Electricity: per kilowatt
the Officiaf Reciept { O.R. }. ( IF ANY) - issuance of official receipt RCCI market stall leaseholder 5-10 minutes for rental: per square meter
- released of official receipt RCC 4.Marriage Contract {original for water: per cubic meter
5. Attend the scheduled orientation seminar on - conduct orientation seminar about and one {1) photocopy}
market ordinances and policies. market ordinancies and policies. MEEQ STAFF 5. Copy of current/preceding 2 hours NONE
No representative Is allowed. years Market Stall Space
6. Submit Business Permit for current year for - verify subrmitted Business Permit Admin Assistant IV lease contract. 5-10 minutes NONE
approvat
7. Claim a copy of the approved Market statl lease of - signing and releasing of documents MGDH 1 - MEED 6. Certificate of Non- 510 minutes NONE

Contract Agreement.

deliquency
7. Certificate of Attendance in
Orientation Seminar
I¥ in Favar of Child:
1. Fully accomplished and
notarized applicant Form
2. Most recent 1D pic. {2x2})
3. Surrender Letter or Death
Certificate of the current
rnarket stall leaseholder
4, Waiver from other Heirs/
children Spouse
5, Copy of current/preceding
years Market Stall Space Lease
contract.
6. Certificate of Non-Deliquency
7. Certicate of Attendance in

Orientation Seminar

A.4 PAYMENT FOR RENTAL, ELECTRIC and WATER BILL

Office / Division
Classification : SIMPLE

Municipal Economic Enterprises Office




Type of Transaction
Who may avail

Government to Citizen
Public Market Stall Qwsners

STEPS

MEEQ Actions PERSON RESPONSIBLE REQUIREMENTS PROCESSING TIME FEES

for Electricity:

1. Present Billing Notice verify record and issue order of payment RCCHI 5-10 minutes .
per kilowatt
: . - ) - , . for rental:
2. Pay the required Fees - issuance of official receipt RCCHI Bitling Notice 5-10 minutes
per sguare meter
. » . L . . for water:
3. Claim for Official Reciept { O.R. } - released of official receipt RCCHH 5-10 minutes

per cubic meter

A.4 PAYMENT FOR BUS, VAN and CARGQ TRUCKS TRANSPCRTATION SYSTEM FEE

Cffice / Division
Classification

Type of Transaction
Who may avail

Municipal Economic Enterprises Office

SIMPLE

Government to Citizen

North Bound Van and Buses { Davac Metro Shuttle, ACF Bus Lines, Nor Beli Jun, ABBES Van, UV Express, ABBES Mini Bus} and Delivery Trucks Entering Public

Market Premises

STEPS | MEEO Actions PERSON RESPONSIBLE REQUIREMENTS | PROCESSING TIME FEES
WVAN:
75.00
CARGO TRUCKS:
2. Pay the required Fees - issuance of official receipt hdmin Aide IH {Bonded Collector NONE 5-10 minutes 100.00
. i, . - . . BUS:
3. Claim for Official Reciept { O.R.) - relegsed of official receipt dmin Aide I}l {(Bonded Collector 200.00

A.A SLAUGHTER FEE { HOG, CATTLE, GDAT)

Office / Division

Municipal Economic Enterprises Office

Classification SIMPLE
Type of Transaction Government to Citizen
Who may avail : ALL
STEPS MEEQ Actions PERSON RESPOMSIBLE REQLIRENVIENTS PROCESSING TIME FEES
. Pre‘pare the live cattle,zihog/goat for - conduct Anti-morteem Inspection Meat Inspector 5-10 minutes
Anti - Morteem Inspection Animal Health Certificate




2. Prepare the slaughtered cattie/hog/goat for for catlle: Shipping Permlt , CATTLE
P & /hoe/e - congduct Post morteem Inspection Meat Inspectar peine 5-10 minutes .
Past - Morteem Inspection Certification of Ownership of 3.00 per kilo
- issue order of payment {arge cattle HOG
3. Pay the required Fees - issuance of official receipt Admin Aide |l (Bonded Collector] | - transfer of ownership of farge 5-10 minutes  [1.50 per kilo
cattle GOAT
) . . o , 1.50 per kilo
4, Claim for Official Reciept { O.R. } - release of official receipt Admin Aide Il {Bonded Collector) 5-10 minutes

A.4 SLAUGHTER PERMIT { HOG, CATTLE, GOAT }

Office / Divisign Municipal Economic Enterprises Office
Classificaticn SIMPLE

Type of Transaction : Government to Citizen

Who may avail : ALL

CLIENT STEPS

MEEQ Actions

PERSON RESPONSIBLE

REQUIREMIENTS PROCESSING TIME

FEES

1. Prepare the live cattle/hog/goat for
Antl - Morteem Inspection

~ conduct Anti-morteem Inspection

Meat Inspector

2. Prepare the slaughtered cattie/hog/goat for
Post - Morteem Inspection

- conduct Post morteem Inspection

Meat Inspector

3. Pay the required Fees

- issue order of payment
- issuance of official receipt

Admin Aide |l (Bonded Collector)

5-10 minutes
Animal Health Certificate
for catlle: Shipping Permit .

5-10 minutes
Certification of Ownership of
large cattle
- transfer of ownership of large 5-10 minutes

cattle

4, Claim for Official Reciept { O.R. }

- release of official receipt

Admin Aide 1 {Bonded Collector)

5-10 minutes

CATTLE

300.00 per head
HOG

150.00 per head
GOAT

150.00 per head

A.4 CORAL FEE { HOG, CATTLE, GOAT )

Office / Division
Classification SIMPLE
Type of Fransaction

Who may avail : AlL

Government to Citizen

Municipal Econemic Enterprises Office

CLIENT STEP5S

MEED Actions

PERSON RESPONSIBLE

REQUIREMENTS PROCESSING TIME

FEES

1. Prepare the live cattle/hog/goat for

- conduct Anti-morteem Inspection

RAnnt lnennctar

Animal Health Certificate

E_ AN pimnitac

CifU pruth




Anti - Morteem Inspection

IVITAL 1T EI Sl

for catlle: Shipping Permit

TS TS D

2. Prepare the staughtered cattle/hog/goat for - conduct Post morteem Inspection Certification of Ownership , CATTLE
. Meat Inspector 5-10 minutes .
Post - Morteem Inspection of large cattle 3.00 per kilo
- issue arder of payment - transfer of ownership of HOG
3. Pay the required Fees - issuance of official receipt Admin Aide Il {Bonded Collector} | large cattle 5-10 minutes  {1.50 per kilo
GOATY
. L . - . . . 1.50 per kito
4. Claim for Official Reciept { O.R. } - release of offictal receipt Admin Aide Il (Bonded Collector 5-10 minutes
A.4 CEMETERY FEE
Office / Division : Municipal Economic Enterprises Office
Classification : SIMPLE
Type of Transaction : Government to Citizen
Who may avail : ALL
STEPS MEEQ Actions PERSON RESPONSIBLE | REQUIREMENTS PROCESSING TIME FEES
. . . . - . Official receipt and ,
1. submit cemetery permit and Official receipt - Received Official receipt Cemetery Caretaker ) 5-10 minutes NONE
cemetery permit
2. Wait for the assigned lot Cemetery Caretaker 5-10 minutes NONE

- locate and provide for assigned lot




eManage the general operations of the

Feonomic Enterprise Office.

MGDH 1 - MEEO

eDevelop policies and formulate rules

and procedure in order to entrance

revenue generation,

emanage the budget appropriations of the

Economic Enterprise Office.

r MARKET OFFICE DIVISION

Collectlon af stall rental, viactele and
wrater bitl

rgmitiance of collectlons,

wpdate firancial recards and olher
duiles 1hat may be assigned by the

Processed Office Supplkes and
encodes pertinent

Documents ass.gned from tme to
Eme,

Malntaln the tieanfiness and
sanitztion of the pulyic market
premises

perform oiier duties that may ba
asstaned by the supervisor.

By the plumbieg services, [ssue waker
and electric bikls,

reaintakn the clesniiness and
zanl@ton of Publlc tarket premises
do ether related work,

|

Update record of all stall hlders
Frioodes pertinent decuments from
time to time

o the elediric services, issue
electric bl
i ather related vwork.

Da the carpentry services,
Issue elediric and water Ils
o other related vork,

¥ Coblection of stall rental, electrit and
water bl
» retmittanoe of Delectlons
¥ update financial records end olher dutles
That may be assigned by the supendsor,
¥ Collects anvears, rental and bils of
eveny skall,
» do the Blling of water consurrption
»* entodes daity parking fee collections.
» Collects awears, rental and trils of
avery siall
¥ encodes dally parking fee cotections.
» Ass st with the transportation system
Foe enllections every moTring
b teliects ambutank vedtdors within the
putdlc market premises.
¥ Malataln thes ceanlingss and sanitation
of the public ma-ket premizes
* pecform othey cutles that may be
assigned by the supervisor.
13 Caflects ambulant vendars daily 1sing
cash thkats
¥ pestorm by dutles that may be
assigned by the shpenvisor
¥ mcater bhe grdodiness of the putdic
market,
|
ks D e carpenlry services, issue efectnic
ard viaker bilis
» Do gther refater] work,

TERMINAL DiVlSlaN

SLAUGHTER HO

UsE DIVISION

e

v v

recsives and tolbett transpartation
system fee eolleclon

remittance of collections

mantans cleaniness apd proesliness
aof the affice

CEMETERY
DIVISION

In-chasge of trest nspeclion of the
slaughter s

peslorm cther cuties thak may be
assigned by the supervisor,

BILLING & COLLECTION
LOCAL CIVIL REGISTER

Cotlects he slaughter housa wes,
rentttanoe of the cobectons
prepare moothly report for cliscions,

b Malntain the Ceantiness and
sanitation of the publl cemetery
¥ pther refabed vk,

Maintaln the deantingss and sanltatlon
f the slaughter house premlses
perform other functions and
respans:btiitles as may be diected or
assined by the suparviste.

B Assglst In pransportabon syskem fee
ollBCHN EVery maring

» oo ather dubles asslgred by the
Supervisor

= takntoin deaniiness of the Public
“Terminal and etrands for the Eoenemic
Enterprise Office

» perform olher duties that may be
assigned by te supervisor

¥ Malitaln cleantness of the publc
comfort Fooms and 1ts surmounedings

¥ cultection of comfor mam fee.

L

» Collects habal habat bransportstion
syster fee dally using cash brkets

» dispaich cofly public uility buses,
monlky peste ard oadec

» tronlbee orderinges of e publc
termlaal.

*» Coflects Habal Habal transportation
syster fee daily welng cash tickels

» perform okher duthes that may be
asgigned by Wie supervisor

¥ manted the ocderliness of the pubdc
market.




| ECONOMIC ENTERPRISES OFFICE ORGANIZATIONAL CHART |

o

ELMIER D, CAALIM 7] [ |
MGDH 1 -MEEO

MARKET DIVISION

MONITORING /7 INSPECTION

1

TERMINAL DIVISION
|

SLAUGHTERHOUSE
DIVISION

CEMETERY DIVISION

MaRY ROSE M. RICABORDA
ADMIN ASSISTANT IV
BOOKBINDER IV

LEMUEL RAYMOND T. LLOREN

PARKING FEE COLLECTOR

HELEN MAGALIG

LiLiBETH DONAIRE -REGULAR
Apmin ADE |1l / DETAILED

MEAT INSPECTOR

BILLING & COLLECTION
LOCAL CIVIL REGISTER

WiLma RODRIGUEZ
Aomin Aine Il / MESSENGER

LEO R. FLORES

CONSTRUCTION MAINTENANCE MAN

DETAILED

MAINTENANCE

> 3
EDMUND DAGOHOY
CEMETERY CARETAKER

FE JESSIELE H. CRUZ
JOB ORDER

REVENUE COLLECTION CLERK I Apmin AlDe 11 '
UTiLITY WORKER Il
. PowELL D.JASO — REGULAR >
MARKET INSPECTOR Il
» & Juuius Laronis — JOB ORDER
JOB ORDER
i BRIGELYN E. PALER .
T ADMIN AIDE IIl 7 UTILITY woRKar I
|
COLLECTOR
uTiLITY
. £ W
'-( > FEB:I]!DDNNIQAWI—IANUE\LK “ o o
Cat 2 ADMIN AIDE Il # UTILITY WORKER ! )
3 JoHnnY C. SARDA —~ REGULAR -
T AVELINA ESTENZO -JoBORDER (el ADMIN AIDE 1 / MESSENGER
L ﬁ FLORIDA CASTILLON -JOB ORDER l@ HERNAN AGRAS - REGULAR = ' ,
RoSIL P IAM;E-;SENGER - ABMIN AIDE Il / UTILITY WORKER II
[ ADMIN AIDE Il #
Ak

NICASIO 5. ESTAMPA
CONST M
DETAILED

ROBERTO ESTENZO — JoB ORDER !!’I

ELECTRICIAN

LowEEN MOSQUEDA

JOB O RDER
|

CASH TICKET COLLECTOR

JAY TEHUY — JOB ORDER -

CASH TICKET COLLECTOR

i o\ ROLLY M.LABADAN — JOB ORDER i

UTILITY

JOSEPH CAALIM JR.
JoB ORDER

[ L

B

Jon ORbDER

UTILITY

OTT0 CALIM JR.

&
' LINA MAE F. TABERNERO — JOB ORDER 12

RAZUL CEDERO — JOB ORDER

RICARDO MARQUEZ - REGULAR

RAFAEL NUMANAP - JOB ORDER

ANGELITO BANATAN

ALVIN ROBLE

UTILITY

" D D) B

5 |
)

RobERT CAMPOS — JoB ORDER




