1. ISSUANCE OF SERVICE RECORD, CERTIFICATE OF
EMPLOYMENT, CERTIFICATE OF LEAVE CREDITS

The office is responsible in the issuance of certificates of employment, leave credits,
and service record needed by officials, employees and former employees of LGU-

Porac.
Human Resource Management Office
Simple Transaction
Government-to- Government
Officials, employees and former employees of LGU-Porac
None
AGENCY FEES TO | PROCESSING PERSON
CLIENT STEPS ACTIONS BE PAID TIME RESPONSIBLE
1. Request for 1.1 Record the o _ _
Issuance of Official request of the None 45 seconds Aﬁ?éﬁit'sggsu‘?éie
Documents client in the log Management Office
book
1.2 Encode and Administrative
proofread the None 2 minutes Officer V
certificate Human Resource
Management Office
1.3 Print the Administrative
certificate None 30 seconds Officer V
Human Resource
Management Office
1.4 Sign the HRM Officer
certificate None 15 seconds Human Resource
Management Office
2. Receive the 2. Release the Administrative Aide
certificate requested | signed None 30 seconds Human Resource
certification Management Office
TOTAL: None 4 minutes

3. PREPARATION OF TERMINAL LEAVE BENEFITS

Public officials and employees who have spent years of their lives serving the
government and the public will receive terminal leave benefits which are due to them
under the law. The client must submit the complete documentary requirements
prescribed by the agency. The agency will process the application for the terminal leave
benefit, compute the appropriate retirement benefits, and verify the authenticity,
accuracy and consistency of the data contained in the documents submitted.

Human Resource Management Office
Simple Transaction

Government-to-Government

Officials and employees of LGU-Porac

1. Accomplished Clearance Form Human Resource Management Office
(CS Form No. 7, Revised 2018) 2" floor Municipal Hall, Gen. Luna St.,
(2 original) Poblacion, Porac, Pampanga 2008

2. Approved leave application Human Resource Management Office
(Application for Leave Form 2" floor Municipal Hall, Gen. Luna St.,

CS Form No. 6, Revised 1998) (1 original) | Poblacion, Porac, Pampanga 2008
3. In case of resignation/retirement, letter | Client

of resignation/retirement duly accepted by
the Head of Agency (1 original)

4. Certified photocopy of employees leave | Human Resource Management Office
card as of last date of service duly audited | 2" floor Municipal Hall, Gen. Luna St.,
and Certificate of Leave Credits issued by | Poblacion, Porac, Pampanga 2008
HRMO (1 certified photocopy)
5. Service Record (1 original) Human Resource Management Office
2" floor Municipal Hall, Gen. Luna St.,
Poblacion, Porac, Pampanga 2008

6. GSIS Clearance for GSIS Members GSIS Pampanga
(1 original) Sindalan, City of San Fernando, Pampanga
AGENCY FEES TO | PROCESSING PERSON

CLIENT STEPS ACTIONS BE PAID TIME RESPONSIBLE

1. Submit the 1.1 Receive

complete complete

documentary documents, o _ _

requirements to the compute terminal Administrative Aide

HRM Officer
Human Resource
Management Office

HRM Office. leave and prepare None 15 minutes
Disbursement
Voucher (DV) and
Obligation
Request

2. Receive the 2. Release the None 2 minutes Administrative Aide

Citizen's Charter - Human
Resource Management office I

2. PROCESSING OF APPLICATION FOR LEAVE OF ABSENCE

Employees are required to file their leave applications using CSC Form No. 6 which
should be fully accomplished in original copy, whenever they go on leave of absence.
The HRMO processes the application, including certification as to leave balance.

Human Resource Management Office
Simple Transaction

Government-to- Government

Officials and employees of LGU-Porac

1. Application for Leave Form Human Resource Management Office
CS Form No. 6, Revised 1998 (1 original) | 2" floor Municipal Hall, Gen. Luna St.,
Poblacion, Porac, Pampanga 2008
2.Medical Certificate for Sick Leave Licensed Physician
(1 original)
AGENCY FEES TO | PROCESSING PERSON
CLIENT STEPS ACTIONS BE PAID TIME RESPONSIBLE
1. Submit application | 1.1 Post record
form to HRMO for and update of None Administrative Aide
posting record and leave balances 2 minutes Human Resource
update of leave Management Office
balances
1.2 Review and HRM Officer
certify leave None 1 minute Human Resource
balances Management Office
1.3 Forward to
Head of Office
(Mayor/ Vice Administrative Aide
/I\B\Ajt%%rr)izoer dh's duly None 3 minutes Human Resource
_ Management Office
Representative for
Approval /
Disapproval
2. Receive the copy 2. Furnish copy of Administrative Aide
of_ Approve / approve leave tc_) None 1 minute Human Resource
Dlsa_pprpved Leave appl!cants and file Management Office
application duplicate copy.
TOTAL: None / minutes
voucher. voucher to the Human Resource
resigned/retired Management Office
employees for
him/her to route to
the Office of the
Mayor, Office of
the Municipal
Budget Officer,
Office of the
Municipal
Accountant and
Municipal
Treasurer’s Office
for their
signatures.
TOTAL: None 17 minutes




