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CITIZENôS CHARTER 

I. Vision 
 

The Municipal Government of Tupi through its frontline offices attain clientsô 
satisfaction by promoting the true essence of effective and efficient services, 

giving them utmost courtesy and an institutionalized feedback mechanism. 
 

II. Mission 

 
The Municipal Government of Tupi through its Citizenôs Charter evolves the 
existing routine of frontline services into an environment that: 
Å Upholds and nurtures service excellence; 
Å Builds and sustain a customer-oriented culture; 
Å Understands that people and systems in the organization must be constantly 

tuned to customer needs. 
 

III. PERFORMANCE PLEDGE 

We, the officials and employees of the Local Government Unit of Tupi pledge and 
commit to deliver quality public service as promised in this Citizenôs Charter, 
specifically, we will: 

 
1. Serve with integrity; 

2. Be prompt and timely; 

3. Display procedures, fees and charges; 

4. Provide adequate and accurate information; 

5. Be consistent in applying rules; 

6. Provide feedback mechanisms; 

7. Be polite and courteous; 

8. Demonstrate sensitivity and appropriate behavior and professionalism; 

9. Wear proper uniform and identification; 

10. Be available during office hours; 

11. Respond to complaints; 

12. Treat everyone equally. 
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LIST OF SERVICES 

Municipal Accountantôs Office 9 

External services  

 1. Certification and Printing of Scanned Financial Transactions 10 

2. Processing of Payrolls 11 

3. Processing of Vouchers 11 

Municipal Administratorôs Office 
13 

Internal Services 

1. Processing of Non-Financial Documents for Appropriate Action 12 

2. Processing of Financial Documents for Signature/Initial 12-13 

A. Human Resources Management Office 
14 

       Internal services  

       1. Biometric Registration 15 

       2. Issuance of Certificate of Rating/Certified photocopy of IPCRS 15 

       3. Issuance of Service Record ( Personal/ Legal Purpose, GSIS, PAGIBIG, HDMF 

Maturity and Separation Purposes)for Active and Inactive Employees 16 

      4. Issuance of Service Record and Certificate of Leave Credits(for Personal/Legal      

Purposes)for Active and Inactive Employees 
16-17 

       5. Processing of Leave Application 17 

       6. Processing of Leave Monetization for Casual and Regular 17-18 

       7. Processing of Terminal Leave and Retirement/ Separation Benefits and Claims 18-19 

Municipal Agriculture Office 
20 

External services  

1. Availment of Animal Health Certificate 21 

2. Availment of Animal Deworming and Disease Treatment 22 

3. Avilment of Anti Rabies Vaccination 23 

4. Availments of Pesticides/Chemicals 23-24 

5. Availment of Planting Materials at Cost 24-25 

6. Availment of Planting Materials Under Plant Now Pay Later (PNPL) Scheme 26 

7. Technical Assistance on Agriculture and Fishery Development 26-27 

8. Availment of Tractor  Operation Service 27-28 

9. Availment of Specialized Training 28 

Municipal Assessorôs Office 
29 

External services  

1. Availment Of Appraisal And Assessment Of Real Properties(simple) 30-31 

2. Availment of Appraisal and Assessment of Real Properties(complex) 31-32 

3. Availment of Certifications on (simple) 33 

        a. No Improvements/With Improvements 33 

        b. No Property 33 

4. Availment of Certifications on (complex) 34 

        a. No Improvements/With Improvements/No Property 34 

5. AVAILMENT OF OWNERS COPY AND CERTIFIED TRUE COPY OF TAX 

DECLARATION 
35 

6. AVAILMENT OF ASSISTANCE TO ALL SORT OF VERIFICATION 
35-36 

Municipal Budget Office 37 
External services  

1. Certifies to The Existence of Available Appropriation 38 

2. Release of Allotment 38-39 

3. Approves Program Of Works 39 

4. Reviews Barangay Budgets 40 




