
 

  CITY ADMINISTRATOR’S OFFICE 

Provides assistance to the City Mayor in the general administration of the local government unit 
and develop plans, project and strategies to upgrade and implement the same upon approval of 
the City Mayor and the SP. 
 
The Office of the City Administrator ensures the assistance to all the Department/Office concerns, 
proposals and policies that is needed to be upgraded, developed and intervened for the approval 
of the Office of the City Mayor and to properly channel said concerns to department/office that 
concerns aforementioned intervention. 
 
Location: 3rd Floor, Southwing, Bacolod City Government Center, Circumferential Road, Brgy. 
Villamonte, Bacolod City. 
 

1.​ MABBCAB (Manual Application)  
MABB (Mayor Albee B. Benitez) CAB is the City’s Carpooling Service Program for efficient and 
optimize use of transportation facilities and to ensure that all concerned are properly served. 
 

Office or Division CITY ADMINISTRATOR’S OFFICE 
Classification Simple                      Complex                     Highly Technical 
Type of Transaction           G2C – Government to Citizen 

 
          G2B – Government to Business to Business 
        
✔​ G2G – Government to Government 

WHO MAY AVAIL Offices / Department Heads/Admin. Officers 
CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

●​ Daily Trip Ticket  (2 original copies)    City Administrator’s Office 

CLIENT STEPS AGENCY ACTIONS FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit Trip Ticket to 
City Administrator’s 
Office for booking. 
 
 

1.1 Receive the Daily Trip 
for signature of the 
Overall Coordinator for 
reserved/walk in 
bookings. 

 
 

None 

 
 

10 minutes 
Admin Aide I 

 
Staff 

1.2 Check the availability 
of units to be used with 
corresponding Driver. 

 
None 

 
30 minutes Staff 

1.3 Transmit to MABBCAB 
Dispatcher the signed 
Daily Trip Ticket. 

 
None 

 
5 minutes 

Admin Aide I 
 

Staff 
1.4 At the Dispatching 

Area, check the 
assigned vehicle and 
will secure a record of 
the odometer before 
departure 

 
None 

 
15 minutes 

 
Assigned Driver 
        

Staff 

1.5 When the assigned 
vehicle is out of the 
parking area the 
following must be 
secured and checked: 

●​ Record Odometer 

 
 
 
 

None  

 
 
 
 

10 minutes  
 

 
 
 

Assigned Driver 
        

Staff 



●​ Fuel Check list 
●​ Vehicular Check 
●​ Passengers list 

 
2. Avail of the service 

on scheduled date of 
trip. 

2.1 Provide service to 
client. 

None 10 minutes Staff 

2.2​Upon arrival of the 
assigned vehicle from 
a trip, check the 
following: 

●​ Check Vehicle 
●​ Record Odometer 
●​ Fuel Check 
●​ Record Time of Arrival 

 
 
 

None 

 
 

 
10 minutes 

 
 
 

Assigned Driver 
 
 

2.3 Submit accomplished 
Trip Ticket. 

None 5 minutes Assigned Driver 

TOTAL None 1 hour and 35 
minutes 

 

 
 
2.​ ISSUANCE OF MARKET CERTIFICATION FOR THE RENEWAL OF BUSINESS PERMIT 

Market Certification is an official document issued by City Administrator’s Office to confirm that a 
market vendor or stallholder has complied with the necessary requirements. It is commonly 
required for the renewal of a business permit and serve as proof of legitimate occupancy and 
operation with the public market. 
 

Office or Division CITY ADMINISTRATOR’S OFFICE/SEEU-MARKETS 
Classification Simple                Complex             Highly Technical 
Type of Transaction          G2C – Government to Citizen 

 
G2B – Government to Business to Business Entity 

        
G2G – Government to Government 

WHO MAY AVAIL Existing block/stall/table awardee in any public market. 
CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Certification from the market collector’s office that 
signifies that the said applicant has an updated 
market rental and is not delinquent. (1 original copy) 

City Treasurer’s Office – Market Satellite 
Office 

HOW TO AVAIL OF THE SERVICE: 

CLIENT STEPS AGENCY ACTIONS FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1.​ Submit the 
updated Market 
Rental 
Certification to 
City 
Administrator’s 
Office.  

1.1​Receive and 
check the 
document for 
verification.  

None 1 minute Admin Aide I 

1.2 Issue a Market 
Certification. 

None 
 

5 minutes Admin Aide I 

1.3 Forward the 
Market 
Certification to 
the City 
Administrator/Ass
t. City 
Administrator for 
signature. 

 
 

None 

 
 

5 minutes 
City Administrator ​

 
Asst. City 

Administrator 



2.​ Receive the 
Market 
Certification. 

2.1 Release the 
signed Market 
Certification. 

 
None 

 
1 minute 

 
Admin Aide I 

2.2 Instruct client to 
proceed to 
BPLO. 

 
None 

 
1 minute 

 
Admin Aide I 

3.​ Proceed to BPLO  3. Assist & provide 
Application Form, 
Assessment & 
Clearances. 

 
None 

 
10 minutes 

 
BPLO Staff 

4.​ Return to City 
Administrator 
Office & provide 
Business Account 
No. for online 
approval. 

4. Access 
eacs.bacolodcity.g
ov.ph to review 
and approve the 
applicant. 

 
None 

 
5 minutes 

 
Admin Aide I 

 
 

TOTAL None  28 minutes  

 

3.​ ISSUANCE OF WORK REQUEST PERMIT FOR STALL REPAIRS 
Work Request Permit is a document issued by the City Administrator’s Office allowing a stallholder or 
awardee to request and undertake repairs, improvements, or changes in their assigned market stall. It 
ensures that any work to be done is properly authorized, recorded and approved by the City 
Administrator’s Office. 
 

Office or Division CITY ADMINISTRATOR’S OFFICE/SEEU-MARKETS 
Classification         Simple                Complex               Highly Technical 
Type of Transaction          G2C – Government to Citizen 

 
G2B – Government to Business to Business Entity 

        
G2G – Government to Government 

WHO MAY AVAIL Existing block/stall/table awardee or an actual occupant in any public 
market. 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
Letter of Intent address to City Administrator thru 
Assistant City Administrator. 

Client/Applicant 

Updated Business Permit (1 photocopy only) Business Permit and Licensing Office (BPLO) 
Pictures (areas to be repaired) Client/Applicant 
Certification from the market collector’s office that 
signifies that the said applicant has an updated 
market rental and is not delinquent. (1 original copy) 

City Treasurer’s Office – Market Satellite 
Office 

HOW TO AVAIL OF THE SERVICE: 

CLIENT STEPS AGENCY ACTIONS FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit 
requirements to 
City 
Administrator’s 
Office. 

1.1 Receive and 
verify that all 
requirements are 
complete. 

 
None 

 
5 minutes 

 
Admin Aide I 

 

1.2 Endorse 
documents to 
CEO for 
inspection. 

 
None 

 

 
5 minutes City Administrator 

 

1.3 CEO conducts 
inspection & 
provides 

 
None 

 
3 days 

 
CEO 

 



Inspection Report 
to City Ad. Office. 

1.4 Issue a Work 
Request Permit 
upon receipt of 
Inspection 
Report. 

 
 

None 

 
 

5 minutes 
 

 
City Administrator 

 

2. Sign Work 
Request Permit. 

2. Return to City Ad 
for signing by the 
City Administrator. 

 
None 

 
1 day 

 
City Administrator 

 

3. Receive the signed 
Work Request 
Permit 

3. Release the 
signed Work 
Request Permit to 
the applicant. 

 
None 

 
1 day 

 
Admin Aide I 

 

TOTAL None 5 days and 15 
minutes 

 

 
 

FEEDBACK AND COMPLAINT MECHANISM 
How to send feedback Answer the client feedback form and drop it at the 

designated drop box located beside the entrance 
of the City Administrator’s Office. 
 

How feedbacks are processed Every Friday, the City Administrator’s Office Clerk 
opens the drop box and compiles and records all 
feedback submitted. Feedback requiring answers 
are forwarded to the relevant offices and they are 
required to answer within three (3) days of the 
receipt of the feedback. The answer of the office 
is then relayed to the citizen. 
 

How to file a complaint Answer the client Complaint Form and drop it at 
the designated drop box beside the entrance of 
the City Administrator’s Office. 
 
Complaints can also be filed via telephone. Make 
sure to provide the following information:  
- Name of person being complained  
- Incident  
- Evidence 

 
 
 
 

How complaints are processed 

 
The Complaints Officer opens the complaints drop 
box on a daily basis and evaluates each 
complaint. Upon evaluation, the Complaints 
Officer shall start the investigation and forward the 
complaint to the relevant office for their 
explanation. The Complaints Officer will create a 
report after the investigation and shall submit it to 
the Head of Agency for appropriate action.  
 

The Complaints Officer will give the feedback to 
the client. For inquiries and follow-ups, clients 
may contact the following telephone number: 

002-2019. 
 

Contact Information of CCB, PCC, ARTA 
 
ARTA: complaints@arta.gov.ph 8478 5093 PCC: 
8888 CCB: 0908-881-6565 (SMS) 

 



 

 

 


