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I. Mandate: 

 
Social Sector 

• Advance the interest, health and welfare of the marginalized, PWDs, women, 
farmers, fisher-folks, senior citizens, youth, underprivileged and all sectors of 
society through an equitable, fair and just distribution of benefits and privileges 
regardless of party affiliation. 

• Secure and maintain peace and order in the municipality by respecting the rule of 
law and individual rights of all Bontocanons. 

• Uphold the importance of education and training of the out-of-school youth in 
nation-building under the new normal. 

 
Economic Sector 

• Center of Agro-Industry and Eco-Tourism in Southern Leyte 

• Model a sustainable Eco-Tourism and Inclusive growth to all sectors 
 

Environmental Sector 

• Launch a local security and development network and hotline that provides 
response and emergency assistance to people in distress during natural disasters, 
fire, medical, search and rescue and other life threatening emergencies. 

• Nurture and protect the environment through the sustainable and responsible use 
of natural resources to avoid loss of properties and lives due to the adverse impact 
of climate change. 

 
Institutional Sector 

• Effective, Efficient and Responsive Local Governance 
 

Infrastructure Sector 

• Build quality and disaster-resilient infrastructure projects, utilities and facilities 

 
II. Vision: 

Center of Agro-Industry and Eco-Tourism in Southern Leyte within a progressive 
disaster resilient, peaceful and ecologically-balanced environment with an 
empowered and competitive Bontocanon inspired by transparent, just and 
proactive leadership. 

 

III. Mission: 
To improve the quality of life of every Bontocanon through the delivery of 
responsive basic social services, preservation and protection of natural resources, 
provision of sustainable food supply, quality infrastructure, livelihood and 
employment programs while maintaining an economy-driven, disaster resilient 
and peaceful municipality. 
 

 
IV. Service Pledge: 

 
We, the officials and employees of the Local Government of Bontoc, do hereby 
swear and pledge to aim for a transparent, just and proactive leadership and 
public service. 
 
We fervently ensure to fulfill our commitments in the Citizen’s Charter. 
 
We commit to consistently demonstrate a “TINUORAY NGA SERBISYO PARA SA 
TINUORAY NGA ASENSO”. 

 
So help us God. 
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LIST OF SERVICES OFFERED 
 
Office of the Municipal Mayor        5 

• Issuance of Mayor’s Clearance/Certificate     6 

• Issuance of Affidavit of Tax Exemption      6 

• Issuance of Joint Affidavit of Delayed Birth Registration    7 

• Issuance of Joint Affidavit of Delayed Marriage Registration   7 

• Issuance of Joint Affidavit of Delayed Death Registration   8 

• Issuance of Mayor’s Permit for Electrical Installation    8 
 

  Office of the Municipal Civil Registrar       9 

• Registration of Birth        10 

• Delayed Registration of Birth       10 

• Application and Issuance of Marriage License     11 

• Registration of Marriage        11 

• Delayed Registration of Marriage      12 

• Registration of Death        12 

• Delayed Registration of Death(for death that occur in the municipality) 13 

• Registration of Legal Instruments & Request of Annotated Record  13 

• Registration of Legal Instruments / Legitimation of Natural Child  14 

• Request Endorsement of Registry Records to the Civil Registry – General 14 

• Authority to use the surname of the father pursuant to Republic Act 9255 15 

• Supplemental Report        15 

• Request Certified Copy of Birth, Marriage and Death Record   15 
 

          Office of the Municipal Rural Health and Family Planning Center   16 

• Prenatal          17 

• Medical Consultation        17 

• Expanded Program on Immunization      18 

• Issuance of Medical Certificate       18  

• Issuance of Sanitary Permit and Health Certificate    19 

• Pre-marriage Counselling       19 
 

Office of the Municipal Agricultural Services     20 

• Provision of Hybrid and Non-hybrid Rice and Corn Seeds   21 

• Issuance of Veterinary Shipping Permit, Rabbies Vaccination and Planting 
Materials Shipping Permit        21 

• Registration of Municipal Fisherfolks, Motorized and Non-motorized Boats and 
Fishing Gears         22 

 

Office of the Municipal Social Welfare and Development     23 

• Aid to Individual in Crisis Situation      24 

• Issuance of Certificate of Indigency       24 

• Pre-marriage and Marriage Counselling Seminar    24 

• Issuance of Senior Citizen’s ID      25 
            

Office of the Municipal Treasurer       26 

• Issuance of Business Permit (New/Renewal)     27 

• Collection of Burial Fees       27 

• Collection of Payment for Certificate of Live Birth    28 

• Collection of Marriage Certificate Fees     28 

• Collection of Payment of Water Bills      28 

• Collection of Real Property Tax      29 

• Issuance of Market Stall Rental Permit     29 
 

Office of the Municipal Assessor       30 
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• Revision of Property Records       31 

• Transfer of Property Ownership      31 

• Issuance of Certificate of Property Improvements and  
Real Property Holdings       32 

• Issuance of Photocopy of Tax Declaration and Base Maps   32 
           

Office of the Municipal Planning and Development     33  

• Issuance of Locational Clearance      34 

• Schedule of Fees for Locational Clearance 2004    35 

• Issuance of Zoning Certification       36 

• Certification of Business Permit      36 
               

Office of the Municipal Engineer       37 

• Issuance of Engineer’s Permit      38 

• Issuance of Building Permit       38 

• Issuance of Fencing Permit       39 

• Issuance of Clearances       39 

• Issuance of Occupancy Permit      40 

• Formulation of Program of Work      40 

• Issuance of Inspection Report      40 

• Rental of Equipment        41 
              

Procedure for Filing Complaints and Feedback     42 

List of Services         43 
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Office of the Municipal 
Agricultural Services 

 
EXTERNAL SERVICES 
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Office of the Municipal 
Social Welfare and 

Development 
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Office of the  
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Office of the Municipal 
Planning and Development 

 
EXTERNAL SERVICES 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

34 
 

 
 

 
 



 

35 
 

 
 

 

 

 

 

 

 

 



 

36 
 

 

 

 
 

 
 
 
 
 
 
 

 
 
 



 

37 
 

 
 
 
 

Office of the 
Municipal Engineer  
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Procedure for Filing Complaints and Feedback 
 

Redress Mechanism: 
The Local Government of Bontoc is committed to provide quality front-line 
services to the transacting public with utmost dedication, honesty and integrity 
towards excellence in public service.  

 
It is the Local Government’s primary objective and the employee’s individual and 
collective responsibility to meet this commitment.  

 
If you have complaints and feel dissatisfied in the delivery of our service, please contact 

us at telephone number (053) 382-3060, Office of the Municipal Mayor or write us at: 

Head of Agency: Municipal Mayor Noel E. Alinsub 
Agency Address: Poblacion, Bontoc Southern Leyte, 6604, Philippines 

 
We shall act with your complaint promptly. 

 

Feedback Mechanism: 
We are committed to provide quality frontline services to the public. As part of 
our duty and obligation to improve the delivery of frontline services, we 
encourage our valued clients to send response or suggestions. 

 
In view of thereof, we would like to know form you and we welcome feedback or 
suggestion by filling-out our feedback form and drop it in our suggestion box 
strategically located at the entrance of the ground floor of the municipal hall. 

 
We consider your feedback or suggestion with strict confidentiality and will be 
used to improve the delivery of our frontline services. 

 

Contact Information of ARTA, Presidential Complaints Center (PCC), 

and CSC Contact Center ng Bayan in the complaints mechanism 

 

CONTACT AGENCY CONTACT NUMBER 

1. Contact Center ng Bayan (CCB) email@contactcenterngbayan.gov.ph 
0908-881-6565 (SMS) 

2. Presidential Complaint Center (PCC) pcc@malacanang.gov.ph 
8888; 8736-8645; 8736-8603; 8736-8629 

3. Anti-Red Tape Act (ARTA) complaints@arta.gov.ph 
(02) 8478-5091 
(02) 8478-5093 
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List of Offices 
 

 OFFICE/DEPARTMENT CONTACT INFORMATION 

1 Office of the Municipal Mayor bontoclgu@gmail.com 

2 Human Resource Management Office (HRMO) hrmobontoc@gmail.com 

3 Municipal Environment and Natural Resources Office (MENRO) menrobontoc@gmail.com 

4 Tourism Office lgubontoctipc@gmail.com 

5 General Services Office 0970-993-7702 / 0917-153-3941 

6 
Office of the Municipal Planning and Development Coordinator 
(MPDC) 

mpdcbontoc@gmail.com 

7 
Municipal Disaster Risk Reduction and Management Office 
(MDRRMO) 

mdrrmobontoc20@gmail.com 

8 Office of the Municipal Engineer abm.lgubontoc.meo@gmail.com 

9 Sangguniang Bayan sangguniangbayanbontoc2022@gmail.com 

10 Office of the Municipal Vice-Mayor sangguniangbayanbontoc2022@gmail.com 

11 Office of the Municipal Civil Registrar mcrofficebontoc@gmail.com 

12 Office of the Municipal Assessor joeddietibon@gmail.com 

13 Office of the Municipal Treasurer christyl.tulaytay@gmail.com 

14 Office of the Municipal Accountant Lgubontocacctg@gmail.com 

15 Office of the Municipal Budget Officer mbobontoc23@gmail.com 

16 Municipal Agricultural Services Office magsobontoc@gmail.com 

17 Municipal Social Welfare and Development Office mswdobontoc@gmail.com 

 *Kapit-Bisig Laban sa Kahirapan-Comprehensive and Integrated 
Delivery of Social Services (Kalahi-CIDSS) 

garyline10@gmail.com 

 *Pantawid Pamilyang Pilipino Program Act (4Ps) argelocerro124@gmail.com 

 *Office of the Senior Citizens Affair (OSCA) irenerosales117@gmail.com 

18 Rural Health Unit bontocrhu@gmail.com 

19 Commission of Elections (COMELEC) southernleyte.bontoc@gmail.com 

20 Bontoc Municipal Water System Administration (BOMWASA) bontocbomwasa2004@gmail.com 

21 Department of Interior and Local Government (DILG) dilgbontoc2021@gmail.com 

22 Department of Trade and Industry (DTI)  

 


