NATIONAL PRINTING OFFICE

CITIZEN’S CHARTER

In compliance with the requirements of the Anti-Red Tape Act of 2007 (RA9485)




VISION

To be the premier Government
Recognized Printer, modern and
capable, manned by a dynamic
group of people committed
towards the satisfaction of the
printing needs of the National and
Local government, as well as
Government Owned and
Controlled Corporations.

CITIZEN’S CHARTER

MISSION

Satisfaction of client’'s demands on security, timeliness,
quality and rates.

Deliver annual substantial returns on investment to the
government coffers.

Generate profits for its own sustainability in order to
contribute to the Treasury.

Support the information dissemination program of the
Presidential Communications Operations Office (PCOO).



MANDATE

Pursuant to Executive Order
No. 285 and Executive Order
No. 378, the NPO shall have
printing jurisdiction over the
following:

Printing, binding and distribution of all
Standard and Accountable Forms

of National and Local governments,
including Government Owned

and Controlled Corporations.

Printing of Official Ballots.

Printing of public documents such as
the Official Gazette of the Republic of
the Philippines (OG), Generall
Appropriations Act (GAA), Philippine
Reports and development information
materials of the Philippine Information
Agency (PIA).
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The office may also accept
other government printing
jobs, including government
publications, aside from
those enumerated above,
but not in an exclusive basis.

Under Republic Act 9970,
the NPO together with other
recognized government
printers, shall undertake
the printing of Accountable
Forms and Sensitive High
Quality/Volume
requirements of the
government.



FEEDBACK
AND REDRESS
MECHANISM

Please let us know how we have served
you by doing any of the following:

Accomplish our Customer/Client
Satisfaction Survey available at the
One-Stop-Shop.

Talk to our One-Stop-Shop Frontliner
and the Head of the Agency.

We will acknowledge all complaints within two (2)
days and final reply on the action taken will be
communicated withing eight (8) days.

Director IV

Office of the Director

thedirector@npo.gov.ph

ENGR. NEILL. MACARAEG
Superintendent

Office of the Superintendent

3rd Floor, NPO Building, EDSA cor NIA
North Roaq, Diliman, Quezon City
npo.superintendent@gmail.com

ATTY. REVSEE A. ESCOBEDO

CITIZEN’S CHARTER

If you are not satisfied with our products/ services, your
written/ verbal complaints shall be immediately attended
by the OSS Frontliner or through the following orders:

3rd Floor, NPO Building, EDSA cor NIA
North Roa, Diliman, Quezon City




CITIZEN’S CHARTER

CERTIFICATE OF COMPLIANCE

REPUBLIC OF THE PHILIFPINES = =)
PRESIDENTIAL COMMUNICATIONS OFFICE \

NATIONAL PRINTING OFFICE

&, EDSA comer NIA North Road, Diliman, Quezon City  [&4 records@npo.govph [ facebook.com/OfficialNPO ) The printed Citizen's Charter Handbock is placed at the windows/counters of each frontline office
to complement the information on the services indicated in the Information Billboard.,

.E;%éﬁ._‘;%J 5) The Citizen's Charter Information Billboard is posted at the main entrance of the office or at the
T most conspicuous place of all the said service offices.

7] The Citizen's Charter Handbook version is uploaded on the website or any online platform available
- e T of the agency/LGU through a tab or link specifically for the Citizen's Charter, located at the most
Annex A visible space or area of the official website or the online platform available.
New COC Template
B o 8) The Citizen's Charter is written either in English, Filipino, and/or in the local dialect and published
as an information material.

CERTIFICATE OF COM PL_I__ANCE 8) There is an established Client Satisfaction Measurement per service.

Year: 2024
ion ing i ttest to the compliance of the agency with the foregoing statements
Pursuant to Republic Act No. 11032: An Acf Promofing Ease of Doing Business and Efficient Delivery of Govermment Services, h Thl: g:r‘(lﬁ;:i:llfﬂdfz b?;EgAif:Eg o8 ! P Ll SoNg
amendirg for the purpose Republic Act No. 9485, atherwise known as the Anti-Red Tape Act of 2007, end for Ciher Purposes that ca valicated by .

I, ATTY. REVSEE A. ESCOBEDO, Filipino, of legal age, Director IV of the National Printing Office, the

person responsible and accountable in ensuring compliance with Section 6 of the R.A. 11032 or the Ease ATTY. REVSEE A. ESCOBEDO
of Doing Business and Efficient Government Service Delivery Act of 2018, hereby declare and certify the Director IV ™
following facts: National Printing Officg hm

1) The National Printing Office has established its most current and updated Citizen's Charter
pursuant to Section 6 of R.A, 11032, its Implementing Rules and Regulations, and the relevant :
ARTA Issuances. »UBSCRIT N TO

BET 15 3 | MAR 2095

vl A S « PHILII INES

Citizen’ Charter Handbook Edition: 2023, 3™ Edition AT

2) The following required forms of posting of the Citizen's Charter are present; ATTY.
| Citizen's Charter Information billboard 500 4(}“_ _un 3
| (In the form of interactive information kicsks, electronic billboards, posters, tapauling standees, others) 2 'f? e ol
Citizen's Charter Handbook S e PR i :
| (Aligned with Reference B of ARTA Memorandum Circular No. 2019-002) t ke :z/:_. ¥

v" | Official website/Online Posting

3) The Citizen's Charter Information Billboard enumerates the following information

Exlernal services;

Checklist of requirements for each type of application or request;
Name of the person responsible for each step,

Maximum processing time;

Fee/s to be paid, if necessary; and

Procedure for filing complaints and feedback.

~pooCow

4) The Citizen's Charter Handbook enumerates the following information:

a. Mandate, vision, mission, and service pledge of the agency,
b. Government services offered (External and Internal Services);
i. Comprehensive and uniform checklist of reguirements for each type of
application or request;
ii. Classification of service,
ii. Type of transaction,
iv. Who may avail;
v. Client steps and agency actions to abtain a particular service;
vi. Person responsible for each step;
vii. Processing time per step and total,
viii. Feefs to be paid per step and total, if necessary
Procedure for filing complaints and feedback;
Contact Information of ARTA, Presidential Complainte Center {PCC), and CSC Contact
Center ng Bayan in the complaints mechanism; and
e. List of Offices

an

One NPO, Our NPO, Yes we caN PO!Il!

Office: of the Dinector (02) §925-2167 / 8925-2189  Administrative Division (02) 8925-2182  Froduction Planning and Conlrol Division (02) 8925-2186 / 09 178055616
Sales and Marketing Division CP No. 06178050356 / (02) §326-2107 / (02)8925-2180  Official Gazelfe Publication CP No. 08178284842




CITIZEN’S CHARTER

PRICELIST

UNIT OF
ARTICLE DESCRIPTION MEASURE PRICE H U S P I T A L F [] R M S
ACCOUN E RMS MUNICI L FORM PR u VIN C IAL F U RM s Hospital Form No. 1 | Statementof DailyMarket | pad | »  67.50
Official Receipt with kP =5 Purchase
A.F.51-C Seal (Carbontess) pad P 100.00 Provincial Form No. 10-A | Abstract of Real Property Tax sht P 295
= Municipal Treasurer’s i i
e e oo - T Municipal Form No. 20-A ﬂ::oL :-Taﬁunlc ul bk ® 454.00 Receipts Hospital Form No. 2 In Patient Record sht P 1.40
-k Transter of Large Cattle = Provincial Form No. 13 List of Taxpayers sht P 1.65 Hospital Form No. 4 Outside Patient Record sht 14 4.75
AF 53 Cerficate of Ownership pad 8 110.00 Municipal Form Ne. 25 Register of Marriage bk |# 460.00 Form
S of Large Cattle . Provincial Form No. 32-A Prov'l. Treasurer’s Record bk. # 1,132.00 PR e R of Admisal bk B EEm
P ospital Form No. ecord of Admission A
AF.54 Marriage License pad L4 123.00 Municipal Form No. 26-1 | Register of Birth bk |® 49000 Book of Pre-Audited
Vouchers Adopted Oct. 1939 Hospital Form No. 8 Record of Person bk #  515.00
Cash Tickets - P 1.00 PR i 5, i
A.F.55-C (denormination) pad P 85.00 Municipal Form No. 27 Register of Death bk P 490.00 Provincial Form No.32-A1 ::n;l. ':';dlt:r Z_Re;ord bk L Slbsised
ok of Pre-Audite ; et
» Hospital Form No. 10 Pharmacist's Record of bk P 584.00
AF.55-D e pad P 85.00 - Vouchers Adopted Oct. 1939 :
(denomination) Municipal Ferm No. 63 Director's Minute Book bk 1 372.50 Issues
Provincial F MNo. 34 Provincial Pri Di bk # 92885 . i
AF. 55-E i pad p 85.00 e—— bt ki s Hospital Form Mo. 12 | Record of Services bk P 71350
—_—— = Municipal FormNo. 67 |5 0 ot Ask sht |p 0.80 Provincial Form No. 38-A | Provincial/Municipal Payroll sht » 275 Outside Patients
AF. 55-F ik a .
55 {denomination) P P 85.00 — Adden of Intanded Provincial Form No. 41 Real Property Tax Record sht » 155 Hospital Form No. 16 Record of Hospital pad # 32850
Real Property Tax Municipal FormNo. 68 |\ ioge sht 1P 0.80 Rev. 1975 Collections
A.F.56 Recaipts pad P 160.00
Application for inici - i i
T T = > 000 Municipal Form No. 50 207;:;i33° N s pad |# 396.00 Provincial Form No. 41-A :::I ;;ge rty Tax Registry sht L 4,70 Hospital Form No. 20 Temperature Record sht P 0.80
Receipts ) e e— - Hospital Form Mo. 30 Patient’s Ledger card sht ] 1.40
CityMun. Burial Permit e okl Provincial Form No. 55-A | Account Current of bk P 122.00
AF. 58 ke pad P 65.00 Municipal Ferm No. 91 Marriage License sht 4 0.85 Accountable Forms [] T H E R F R M s
N - A c [: 0 U L E F [] R M Municipal Form No. 92 gz:‘:::::lz::;zage ol 0.80 Provincial Form No. 58 Cover for Declaration of Real | pc » 13500
Property Cowver Loose Leaf Cover pc. P 99.00
== z s - ( Letter Size )
G E N E R A L F D R M S Municipal Form No. Notice of Re-Application Provincial Form No. 58-A Bolts & Nuts for Real pc L 18.00
Property Forms Caver Loose Leaf Cover pe. Ld 99.00
Municipal Ferm No. Muslim Marriage ¢ 184.00 Provindal F No. 604 5 f Collect h » .30 { Legal Size )
o rovincial Form NoO. = mmary of Collection sht .
General Form No, 6 | Summary of Payroll sht P 0.65 97-Muslim Atachment ok AFP- JAGO Morning Report pad *  123.00
= i Certificate of Marri inci - i .
General Form No, 9| Memorandum Receio for pad 8 71.00 Municipal FormNo. 97 [c=r e O MAMeBe | pag e 240,00 Provinclal Form No. 85-A | Official Cash Book bk | # 132950 AFP No. 63 A Raport of Madica sht. »  o08s
Fiaaletér oF AoDICAtion of Provincial Form No. 109-A | Ledger Sheet sht. P 1.60 aminaten
General Form Mo, A | gl of Lading pad 8 269.00 Municipal Form No. 100 | 6% 5 PP - bk [P 860.00 RAF Record of Accountable bk # 1,100.00
g Provincial Form No. 124-A | Guide Cards sht. | » 1.60 Form
Invpice and Receipt for 1 o L " - .
GenerslFormMa 1DA L i rinds sht L4 1.05 ?é'é';'gral FormHo. 102 g:;“:zal;?;;';: Birth pad |p 200.00 Provincial Form No. 130-A | Report of General pad P 460.00 RPA Form No. 1- White | Declaration of Real sht. [ 1.05
e LN Collections Property- White
General Farm No, 11 | o "Rt sht p 0.85 "
Property OCRG Form No. 102 Certificate of Divorce pad |P 211.00 Provincial Form No. 144 Real Property Tax Acct. Req. sht. P 4.50 RPA [Farm No. 1- Blug Ef:;:':s?;lzl Real sht. L 105
General Form Mo, 33-A ::c"‘"‘fﬂin'f“f'mlm pad £ 67.00 = . = :
. RG Form No. 1 P 11. rovincial Form No. - ccession Boo K orm Mo, 1- claration of Rea sht. .
countabibe Foem OCRG Fo 0.104 Certificate of pad 211.00 P | F Mo, 146-8 | A Book bk #  257.00 RPA, F Mo. 1 Decl f Real h L 1.05
Conversion to Islam Yellow Property- Yellow
General Form Mo, 50-A | Oicial Cash Book bk 4 550.00 inci i —
- Large Municipal Form Muslim Birth madl % Eans Provincial Form No. 148 | School Library St g i RPA Form No. 1 Declaration of Real shi. [ 1.05
General Form Mo, 51-A 0;"“-"' Cash Book bk g 230.00 No. 102-Muslim Attachment Rev. Jan. 2007 - Provincial Form No. 150 Catalogue Card Punched sht P 0.50 Property- Front Print
mall ‘ . 2 .
s Certificate of Live Birth and Printed
General Farm Mo, 55-4 | Ocial Cash Book bk p 150.00 Municipal FormNo. 102 | oo o e pad (p  240.00 RPA Form No. 1-A Real Property Field sht. ” 1.05
- Packet Size : e T e Provincial Form No. 185 Time Card of Bundy Clock sht. " 1.25 Appraisal & Assessment
or unicipal rm ertificate o atl Sheet- Land. Plant &
General Form Mo, 57-A E“:::I‘: ;tiﬂﬁs sht g 0.85 No. 103-Muslim Attachment Rev. 2016 pad |p 184.00 Trees
Agplication for : : .
General Form No. 58-A | Banding Diiciak & sht . Municipal Form No. 103 | Certificate of Death RPA Form No. 1-8 Real Prop. Field
&n'n'orwf:ea E 0.85 S Rev, 2016 pad P 240.00 Appraisal & Asses. Sheet
= - Building
s il B e L CIVIL SERVICE FORMS
Slonaturs & Handwrithn e RPA Form No. 1-C Real Prop. Field Appraisal sht. " 1.05
General Form No. T8- | S7ature & He J sht -] 1.00 icipal _ y K & Assess. Sheet-
pecimen Can Municipal FormNo. 109 | pegister of Founding b ] 490,00 C.S5.F.No.6 Application for Leave sht P 0.85 Machinery
Cash Book of Regular
Generl Formo. 103 | o0 o e ofcers bk # 420.00 = Register of Court C.5.F. No.48 Daily Time Record st | » 035 RPA Form No. 3 Assessment Roll sht. P 100
Municipal Form No. 110 Detrasfonh bk P 470.00
Cree/Order 2
General Form Mo, 104 | Bank Cash Book bk -4 430.00 C.5.F. No.67 Service Record Rev. 1987 sht 1.00 RPA Form No. 5 Ownership Record Form sht. " 1.00
Municipal Form Neg. 111 | Register of Legal bk ¢  472.00 :
General Form No. 105 | warrant Register bk e 375.00 Instrument C.5.F. Mo.212 Personal Data Sheet pad P 252.50 RPA Form No. 5-A RC:aLPruper\r Ownership pe. "~ 165
i
Tash Recerpts Record
General Form Mo, 106 |pev 2002 bk 4 284.00 == Errpkopee=Leave Cind ot : i Police Blotter Police Blotter bk. # 2,100.00
P t Cost Sheet Rev. i il
General Form Bo. 107 ];‘;J;L e bk p 1.45 Judicial 43 Court Civil Docket bk. # 1,715.00
Judicial 44 Court Criminal Docket f 1,715.00




CITIZEN’S CHARTER

PRICELIST

ACCOUNTING FORMS (NGA) [l ACCOUNTING FORMS (LGU) P —

Appendix 1 General Journal Rev. 2016 sht P 1.10 Annex 1 General Journal sht # 1.30 Acctg. Form No. 71 lournal Voucher (Pre- pad L 75.00
numbered) Rev. 1992 VOLUME 94 ISSUE NO.5,30,32,36,37,50,52 P 18750
Appendix 2 Cash Receipt Journal Rev. 2016 sht P 1.85 Annex 2 Cash Receipt Journal-LGU sht P 1.85
» Acctg. Form No. 81 Index of Payments to sht P 2.25 VOLUME 96 ISSUE NO.3,24,43-52 P 187.50
Appendix 4 Check Disbursement Journal Rev. 2016 sht P 1.85 Annex 3 Check Disbursement Journal-LGU sht P 1.95 Employees Rev. 1992
Rewv. 2002
Appendix 5 General Ledger Rev. 2016 sht P 210 Accte. B No. il f Collecti P j VOLUME 97 ISSUE NO.1-52 P 187.50
Annex 4 Cash Disbursement Journal- LGU sht ¢ 1.95 Cou TomilgraaT ga;‘v S“t:lte:f:% iolgggons ped 120100
Appendix 6 Subsidiary Ledger Rev. 2016 st |® 300 — e [ = I = e VOLUME 98 ISSUE NO.3,24,43-52 » 18750
Appendix 9-A Registry of Allotment, Obligations and sht 4 1.05 — Acctg. Form No. 122 {%e po;t :;Cccnilécm:r;by 1992 sht * 0.85
Disbursements (Personnel Services) Annex 6 Subsidiary Ledger- LGU Rev. 2002 sht L 3.00 Iquidating cer Rev. VOLUME 99 ISSUE NO.3,24,43-52 P 187.50
Rev. 2016 Annex 7 Supplies Ledger Card Rev. 2002 sht » 3.50 Acctg. Form No. 123 Cashier/Treasurer Report of sht 1 0.85
: - — Daily Coll. & Dep. VOLUME 100 ISSUE NO.1-52 P 18750
Appendix 9-D Registry of Allotment, Obligations sht P 1.05 Annex 8 Work,Other Animals & Breeding sht P 3.75
and Disbursements (Capital Outlay) Stock Ledger Card Acctg. Form no. 131 Cash Book- LGU ( Cash in bk P 28750 VOLUME 101 ISSUE NO.1-52 P 18750
Rev. 2016 Treasury )
Annex 9 Property, Plant, Equipt. Ledger sht ¢ 3.50
Appendix 14 Budget Utilization Request and Status pe. L 125 Card Rev. 2002 Acctg. Form no. 131-A | Cash Book- LGU ( Cash in bk P 28750 VOLUME 102 IS5UE NO.1-52 P 18750
5 5 P Bank )
Appendix 26 Report of Collection & Deposit Rev. sht P 195 Annex 11 Real Property Ledger Card sht 4 3.50
2016 Acctg. Form no. 131-B | Cash Book- LGU (Cash bk P 287.50 WL ST ol
Annex 12 Construction in Progress Ledger- sht P 3.50 Advances)
Appendix 29 Cash Receipts Record Rev. 2016 sht 1 4 1.30 App. 10 (Local) VOLUME 104 ISSUE NO.1-52 P 18750
- — Acctg. Form No. 136 Property, Plant & Equipt. sht P 3.35
Appendix 32 Disbursement Voucher Rev. 2016 pad #8800 Annex 15 Registry of Appropriation, sht g 170 Ledger Card (Spec. Item) Rev. VOLUME 105 ISSUE NO.1-52 P 187.50
. Allotment & Obligation (Personal 2002
Appendix 33 General Payroll Rev. March 2016 sht P 2.30 Services)
- X - LGU Form No. 5 Purchase Request Rev. 2002 sht P 0.90 VOLUME 106 ISSUE NO.1-52 P 18750
Appendix 34 Checks and Advices to Debit Account sht. L4 2.50 Annex 17 Registry of Public Infrastructure sht # 0.95
Disbursement Record LGU Form No. 6 Purchase Order pad P 12800 VOLUME 107 ISSUE NO.1-52 P 18750
A 22 Allot t of Obligation Sli ht # 0.95
Appendix 35 Report of Check Issued Rev. 2016 st |e 175 = = = - : OFFICIAL GAZETTE
Appendix 38 Index of Payment Rev. 2016 sht 8 165 Annex 23 Journal Entry Voucher- LGU sht P 1.50
VOLUME 108 ISSUE NO.1-52 P 18750
Appendix 45 General Payroll Rev, Sept. 2002 sht ® 230 Annex 26 General Payroll Rev. 2002 sht L 2.30 VOLUME 72 ISSUE NO. 1-52 # 187.50
Appendix 46 Reimbursement Expense Receipt Rev. pad P 32.25 nnee 2T Daily Wage Payroll Rev. 2002 sht s L VOLUME 73 ISSUE NO. 1-52 P 187.50 VOLUME 109 ISSUE NO.1-52 P 18750
2016 Annex 29 Purchase Order- LGU Rev. Sept. pad P 210.00
i VOLUME 110 ISSUE NO.1-52 P 18750
Appendix 48 Petty Cash Voucher Rev. 2016 st | ® 105 g VOLUME 74 ISSUE NO. 1-52 # 187.50
Appendix 57 Supplies Ledger Card st | P 280 BRRecaD Burchasshequest=[ Gl Rew 2003 L S 220 VOLUME 75 ISSUE NO. 1-52 P 187.50 VOLUME 111 ISSUE NO.1-52 P 18750
i Annex 33 Requisition & Issue Slip- LGU pad P 85.00
Appendix 58 Stock Card Rev. 2016 pc s 3.50 Sre=m T— r—— = - T VOLUME 76 ISSUE NO. 1-52 P 187.50 VOLUME 112 ISSUE NO.1-52 P 18750
+ 4 r .
Appendix 60 Purchase Request Rev. 2016 sht L 0.90 HRE E;U?::;tgemen as 8
" : VOLUME 77 ISSUE NO. 1-52 18750 VOLUME 113 ISSUE NO.1-52 P 18750
Appendix 62 Inspection & Acceptance Report she | ®# 085 Annex 36 Stock Card- LGU Rev. 2002 st | ® 3.50
Appendix 63 Requisition and Issue Slip Rev. 2016 pad | P 14765 VOLUME 78 I3SUE NO. 1-32 Ll T VOLUME 114 ISSUE NO.1-52 P 18750
Annex 37 Property Card Rev. 2002 sht 1 4 3.00
. P - . . | , .
Appendix 64 Report of Supplies & Materials Issued sht P 5.00 e Check Register- LGU bk > 190.00 VOLUME 79 ISSUE NO. 4,35 # 18750 VOLUME 115 ISSUE NO.1-52 P 18750
Appendix 65 Waste Materials Report Rev. 2016 sht P 1.05
: VOLUME 81 ISS5UE NO. 1-52 P 187.50
Annex 41 Report of Collections & Deposits sht 14 2.55 -
Appendix 66 Report on the Physical Count of sht P 1.20 VOLUME 116 ISSUE NO.1-52 B 18750
i ili VOLUME 82 ISSUE NO. 1-52 # 187.50
Inventories Rev. 2016 Annex 42 :EE:::T'] ::af t::c&a::zt{:ﬂgz ]flc;re B sht P 1.05 VOLUME 117 IS5UE NO.1-52 & AEEEG
Appendix 67 Report of Accountability for sht [ 1.50 2002 ' VOLUME 83 ISSUE NO. 1-52 P 187.50
Accountable Forms Rev. 2016 F - VOLUME 118 ISSUE NO.1-52 P 187.50
Annex 43 Consol. Report of Acctlty. for sht 4 1.05
Appendix 69 Property Card Rev. 2016 sht | P 245 i it § WOLOMEETIESIC NG 152 a0
i i VOLUME 119 ISSUE NO.1-52 P 187.50
Appendix 70 Property, Plant & Equipment Ledger sht P 335 Annex 44 Abstract of Real Property Tax sht P 1.00 VOLUME 87 ISSUE NO. 1-52 P 18750
Card Rev. 2016 Collection
- . VOLUME 88 ISSUE NO. 1-52 P  187.50 VOLUME 120 ISSUE NO.1-52 #  150.00
Appendix 73 Report on the Physical Count of sht L 2.00 Annex 45 Liquidation Report sht o 1.05
Property, Plant and Equipment Rev. - ADMIN CODE of 1987 E.O. No. 292 ¢ 217.00
2016 Annex 46 Report of Disbursement sht 1 1.05 VOLUME 89 ISSUE NO. 1-52 F 18730
Appendix 74 Inventory & Inspection Report of sht P 125 AARGTAT Report of Check Issued & > 175 VOLUME 92 ISSUE NO. 19 P 18750 IRR LOCAL GOVERNMENT CODE
Unserviceable Property




PROCEDURE IN REQUESTING FOR PRINTING OF PERSONALIZED FORMS
AND PUBLICATION IN THE OFFICIAL GAZETTE

CLIENT (WALK-IN)

A. New Client

a. Approaches PPCD personnel
inquires the process in printing
of personalized forms

b. Issues Certificate of Apperance
(only upon the request of client)

B. For New and Re-print
c. Submits requirements

d. Client sends funded
Purchase Order

e. Payment of the requested
forms based on the amount
specified on the P.O.

C. Different Government Agencies

D. Departments/ Bureau/ Offices
Naturalization Reconstitution

SERVICE PROVIDER

Greets the Client. Explains the process and
requirements to submit

Assists the Client to have the document’s
received by the Records Section

Wait for the request to be routed by the Division
Chief to Cost Estimate Section for costing and
prepares quoatation letter to be sent to the Client.

Receives P.0. routed by the Division Chief to Cost
Estimate Section for verification if the quantity
and cost matches with the one indicated

in the quotation letter; forward P.O.

to Order Writer Section

Directs the Client to the Order of Payment

Publication in the Official Gazette

RESPONSE TIME

10-20 minutes

5-10 minutes

3-5 days

5 mins

1-2 days

5-15 mins.

5-15 mins.

PERSON IN
CHARGE

PPCD Estimator

PPCD Personnel

Cost Estimator

Cost Estimator -
Official Gazette

None

Cost may vary depending
on the specifications

None

Actual amount specified
on the PO

Publication Charges

Certificate of Appearance

Request for Quotation
(RFQ) or Purchase
Request with copy of the
sample/s

1. Cost EstimateForm -
(for Esimate Section use
only)

2. Quotation Letter &
Payment Scheme letter -
for the client

Purchase Order

1. Order of Payment
2. Official Receipt

3. Certificate of
Appearance

Personalized Forms

Official Gazette

CITIZEN’S CHARTER




PROCUREMENT OF ACCOUNTABLE AND NON-ACCOUNTABLE FORMS

CLIENT (WALK-IN)

Secure a queue number and wait
for the number to be called

Approach the Sales Personnel

at Window 5, input the information
details in the Customer’s Logbook

and submit the Approved Requisition
Papers. If procurement will be made by

a representative, present representative’s
ID and authorization letter.

Proceed to the Cashier (Window 7) and
pay the corresponding amount in the
Sales Invoice

4.1 Proceed to Releasing Area
(Window 6) once the name of agency
is called and receive Delivery Receipt,
Sales Invoice, Official Receipt, and
other documents together with the
procured goods.

4.2 Accomplish the Customer
Satisfaction Survey Form and drop
in the designated dropbox.

* Notes:

» Estimated processing/response time (1-2 hours)

SERVICE PROVIDER

Provide queue number

2.1 Greet the client. Check the completeness of the documents
submitted and provide Citizen/Client Satisfaction Survey Form.

2.2 Coordinate with the Stock Section the availability
of the goods requested.

2.3 Sign the Purchase Order conforme portion.

2.4 Prepare Sales Invoice

*Issues Certificate of Appearance (CA) upon the request of the
Client and request them to sign in the loghook upon receipt of CA

2.5
A) Prepare Stock Form and issue goods from the warehouse
B) Prepare Order of Payment (OP)

2.6 Show the procured goods to the requistioner
to let them check the correctness of its quality and quantity

2.7 Pack and label the goods procured

Receive Payment based on the amount indicated in the OP vis-a-vis
check amount (for check payment mode) and issue signed Official
Receipt. Inform the client for the release of procured goods at the
Releasing Area (Window 6)

4.1 Double check if all sale documents are complete, correct,
and signed accordingly before releasing. All correction
must be done before releasing.

4.2 Prepare and issue Delivery Receipt to the requisitioner.

4.3 Release the properly packed goods to the requisitioner.
Remind client to accomplish and drop the Citizen/Client
Satisfaction Survey Form in the designated box and thank the
client for transacting business with National Printing Office.

* Processing time may vary depending on the guantity and volume of transactions.

RESPONSE
TIME

*Refer to the
estimated
processing/
response time

*Refer to the
estimated
processing/
response time

*Refer to the
estimated
processing/
response time

PERSON IN
CHARGE

Sales Personnel —

Sales Personnel

Sales Personnel

SMD Chief/Asst. Chief/
Sales Supervisor

Sales Supervisor

Stock Personnel

Financial Management
Personnel

Delivery Personnel

Cashier Personnel Refer to NPO
pricelist

Delivery Personnel

Citizen/Client
Satisfaction Survey Form

Purchase Order

Sales Invoice

*Certificate
of Appearance

Stock Form
Order of Payment Form

SMD Quality Assurance
Checklist of Packing of
Goods

Official Receipt

Delivery Receipt

Filled-out Citizen/Client
Satisfaction Survey Form

CITIZEN’S CHARTER




PROCEDURE ON HOW TO AVAIL OFFICIAL GAZETTE CERTIFICATE OF PUBLICATION

CLIENT (WALK-IN)

Approaches Official Gazette
(OG) Publication Personnel

Presents the Official Receipt and the
Request for Publication —
Acknowledgement Portion Stub

SERVICE PROVIDER

a. Greets the Client

b. Checks the presented documents and verifies
in the logbook the date of Publication

c. Prepares the Certificate of Publication

RESPONSE TIME

-

PERSON IN
CHARGE

OG Publication Personnel
0OG Publication Personnel

OG Publication Personnel

CITIZEN’S CHARTER

15 minutes - Current Issue of OG

* Proofreads and checks the Certificate of 0OG Publication Personnel

Publication against the published in the OG Book 30 s T Bk o 06 — Certificate of Publication

1 hr - for Other

d. Checks and signs the prepared Govarhmant lEsuanca

Certificate of Publication

Compaosing Supervisor
Composing Division Chief

e. Forwards the signed Certificate of Publication OG Publication Personnel

to the Records Section for Release

Order of Payment Personnel Order of Payment Form

5 minutes
b. Receives the Order of Payment Form  b. Issues Order of Payment and directs the ]
requisitioner to the Cashier for payment
a. Goes to the Cashier to pay a. Gets the Order of Payment Cashier Personnel e Certificate of Publication  Official Receipt
the corresponding amount —‘ (True Copy) - Php 75.00
b. Receives Payment 5 minutes

b Pay the amount » Certification (Publication

or non-Publication)
- Php 100.00

c. Issues signed Official Receipt and direct the J

c. Receives the Official Receipt Client to OG Publication Section

Customer Satisfaction
Survey Form

a. Signsin the Logbook upon receipt OG Publication Personnel

a. Release the Certificate of Publication to the Client
of Certificate of Publication T

b. Accomplishes the Customer
Satisfaction Survey Form and
drops in the designated
dropbox.

b. Reminds client to accomplish and drop the 1 minute =
Customer Satisfaction Survey Form in the designated
box and thank the client for transcating business with

National Printing Office -

a. Goes to the Order of Payment a. Gets the Slip of Paper ]
Section and presents the slip



PROCUREMENT OF OFFICIAL GAZETTE BOOKS
AND OTHER PUBLIC DOCUMENTS

CLIENT (WALK-IN)

Secure a queue number and wait
for the number to be called

Approach the Sales Personnel

at Window 4, input the information
details in the Customer’s Loghook

and submit the Certificate of Publication
with the Official Receipt and ID of the
authorized representative

Proceed to Cashier (Window 7) and pay
the corresponding amount in the Sales
invoice

Proceed to Releasing Area
(Window 6) once the name of agency
is called and receive Delivery Receipt,
Sales Invoice, Official Receipt, and
other documents together with the
procured books.

Accomplish the Customer
Satisfaction Survey Form

* Notes:
» Estimated processing/response time (1-2 hours)

RESPONSE

SERVICE PROVIDER TIME

Provide queue number =

2.1 Greet the client. Check the completeness of the documents
submitted and provide Citizen/Client Satisfaction Survey Form.

A) Prepare Sales Form
B) Prepare Order of Payment (OP)

2.2 Receive Payment based on the amount indicated in the OP
vis-a-vis check amount (for check payment mode) and issue
signed Official Receipt. Inform the client for the release
of procured goods at the Releasing Area (Window 6)

*Refer to the
estimated
processing/

2.3 Prepare Sales Invoice, Delivery Receipt and [esponseiime

Stock Form duly signed.

2.4 Coordinate with the 0. G. Warehouse for the availability
of books requested

A) Pack and label the goods procured

3.1 Isssuance of signed Sales Invoice, Delivery Receipt
and release of the properly packed bookss to the Client/s

3.2 Remind client to accomplish and drop the Citizen/ Client

*
Satisfaction Survey Form in the designated box and thank Refer to the

: : : ; - =] 2 estimated
the client for transacting business with National Printing Office processing/
Issue Certificate of Appearance (CA) upon the request of the response time

Client and request them to sign in the logbook upon receipt of CA

* Processing time may vary depending on the quantity and volume of transactions.

PERSON IN
CHARGE

Sales Personnel

Sales Personnel

Sales Personnel

Financial Management
Personnel

Cashier Personnel

Asst. Chief/ Sales Supervisor/

Sales Personnel

0. G. Sale/ Warehoue
Personnel

0. G. Sale/ Warehoue
Personnel

0. G. Sale/ Warehoue
Personnel

0. G. Sale/ Warehoue
Personnel

Refer to 0. G.
Pricelist

Citizen/Client
Satisfaction Survey Form

Sales order Form

Order of Payment form

Official Receipt

Sales Invoice, Delivery
Receipt and Stock Form

Stock Form

Sales Invoice, Delivery
Receipt and Stock Form

Filled-out Citizen/Client
Satisfaction Survey Form

Certificater of Appearance

CITIZEN’S CHARTER




