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1. Issuance of Tourism Certificate

+  Towism, Culture and the Arts Department [TCAD)
«  Bushess Permits and Licensing OMce (BPLO)

Simple

G2C Government to Cllent

DT Registration for Single Proprieiorship
iPhotocopy)

Applicants| Towrsm Orented and Related Establlshmenis)

Department of Trade and IngusiryiAppicant

SEC Registration with Anlcles of Incorporation
{Phobtocopy |

Securtties and Exchange Commission/Applicant

Business Licensa Permit (Fhatocapy)

Business Pemmits and Licensing OfMca/Applcant

Mayors PErmit [PROCOpY)

Mayors OmceSPLO/AppIcant

Barangay Clearance for Business {Phofocopy)

Barangay Hall/Appiicant

CLIENT AGENCY FEES TO PROCESSING PERSOMN
ETEPS ACTIONS BE PAID TIME RESPONSIELE
1 Client shall present 1. TCAD will check the Towrisi
the Muntirkupa mssassment formi or the Mone Recepiionist]
Busirsss PErmit's official racaipt ifthe 1 minuta
Assessment Form ar Touwrism Tax is paid or Administrative
official receipt. not Asslstant |
2. Ifthe client has ALREADY Touwrisi
PAID the Tourism Tax, Hone Recepiionist |
TCAD shall issue the 3 minutes
Towrism Certificate. Administrative
Asglstant |
A, Iif thee cliznt is MOT YIET
PAID the Towrism Tax, Touns
TCAD shall issue an Srder None Receptionist|
of Fayment |Pur~.'iuunt 14+] S minuies Adminlstratve
c-n:i'num:_z Ma. 55-044) Asslstant |
and Tounsm Tax
Assessment Form
2. Cli=nk shall presant 4. BFLO shall sccept the Toaurismi-
tha Assassmient Form payment of the indicsted Aejeated:
anc Oroer of Payment mmioURt and issuss Prip 1,000.00
to BPLO and pay the Official H:czipt
indicated amount. TD"_-"'iEI'I"I'
Dmanted:
1“l|l:ur— 5 minutes BFLO
Phip 1,000.00
Iﬂdlllza.r—
Php 2,000.00
ardyear
prwards —
Php 3,000.00
&, HFthe dient has ALREADY Touwrsi
PAID the Tourism Tax, Receptionist |
TCAD shall issue the Hone 5 minutes
Towrism Certificate. Administratve
Asglstant |




2. Request for City Tour

+  Towrism, Culture and the Arts Department [TCAD)
= Touwrsm Research, Planning and Information Managemeni Diislon

Smpie

G2C Gowernment to Cllent

Fugents, Researchers, Local & Forelgn Tournst, Toursm S@keholders

agencies [NBP
Raseniation and
Flinvest Alabang, Inc.
for the tourist
destinations].

Letter of Request Appiicant
CLIENT AGENCY FEES TO PROCESSING PERSOHN
STEPS LCTIONS BE PAID TIME RESPONSIELE
1. Gendus a request 1. We wil provide a Administrative
lester with tanget requast lettar o Asglstant |l
date of the oty concemed offices
towr and reganding the tour, Towism Operations
participants especlaly NEP and Mone Oifficar 1
[requested dats of other privaie ofMoes [T 10 working days
the tour should be needad) Adminisirative
at least 2 waeks) Asslstant |
Administrative Officer
1l
2. Cllentshallsenda | 2. The Ofce of the Clty Offca of the Clty
letter of request Mayor will 35868 e Mayor
addressed o the requasi for approval.
City Mayor through
the Towrsm, Approval. S 1 working day
Culture and the
Arts Depaniment,
two weeks priar
thie city tour.
3. Onice approved by the Administrative
Gty Mayar, TCAD will Asslstant Il
send the lebier of
requesis to the Touwrdsm Cperations
concamed afmcas |if Offcar 1
requesied: Lake
Management OfMce Administrative
for Bayanan Baywalk. | ..o 1 waorking day Asslstant |
People's Coordinating
Offiee far the E- Administrative Officer
Jespney) and 1

Requests to external ofMces/agen

C32E Shall De PrOCEESEd Within 5-10 days

4. Once aporoved by the
extarnal officas or
agencies, TCAD shall
Irform the cliemt vla
emall or call.

Hone

1 working day

Administrative
Aszslstant Il

Touwism Cperalions
Offcar 1

Adminisratve
Asslstant |

Administrative Officer
Il

5. Community Taur
Gulding Shall follows.

None

Administrative
Asslstant Il

Towism Cperations
Offcar 1

Administrative
Asslstant |

Administrative Officer
1l




3. Request for Cultural Performers

= Cuftural Development Divislon

+  Towrsm, Culture and the Arts Department [TCAD)

Simpie

GE2C Gowvemment o Cllent

Touwrsm Fakeholders, Mational and Local Agencles

ghall be provided.

Request Letter Applicant
CLIENT AGENCY FEES TO PROCESSING PERSOHN
STEPS ACTIONS BE PalD TIME RESPONSIBLE
1. Send Request 1. Request Letier 1o b=
letter to Mayor's foewarded by the None _ Mayors G
e crimm 1-2 working days
2. Coprdinator will chedck Cutural
the avallabllity of the Pafarmers
perfomers’ Bass on —— 1 working day Coondinator
cllent's request.
4. If the requested date Is
avallanle, the Cuitural
coorsnator will than None 1 working day Parformers
coordinate with the Coordinator
requesting pary
4. Bulletin will be
foawardad i Cultural
Admini=trator's OMoe. Hons 1 warking day Parfamers
Then the performance Coordinator




4. Venue and Event Reservations

Regues? Letter

+  Towism, Culture and the Arts Department [TCAD)
«  Museum Division

Smpie

E2C Govemment to Cllent

Towdsm Stakeholders, Matlonal and Local Agencles

Applicant

Event Request Form

MUuse0 ng Muntiniupa

Musewm Poilcy

Museo ng Muntiniupa

Event Rinerary Workshest

Museo ng Muntiniupa

CLIENT AGEMCY FEES TO PROCESSING PERSOHN
STEPS ACTHOMS BE PAID TIME RESPOMSISLE
1. Wrte a letter of 1. Request will be Event
Intent! letter request reviewed assessed oy
addressed to Mayor the Mayor's Office. Coondinator
Jaime R. Fresnadl T 1 warking day
then submit to the Event Manager
Mayor's Office.
2. Upon approval of e
Mayor's Office, Museo e
ng Mununl.upa wil e S
check e venue's oord
avallabiity then will | o0 1 working day chont
coondinaie with the Went kManager
client Tor further
nstructons.
2. Coordinabe with 3. Museo S1iaft Members
Mused ng wil provide the copy af
Muntinlupa to pencil Event Request Form, Event
book the event. and will explain the e 1 working day Coordinator
Then client shall fll- Muszum Policy
out the Event Event Manager
Request Fom
4. Thant shall confirm
thie event -
resenvation. The e R
elient shall fl-out Mone 1 warking day e
the Event Rinerary Event Manages
Workshaet.
Client ghal Museo StafT
coondinaie wih thea Memb=ars shall ensure
Musen S5Eaf all the that all the clignls
neads are well- Ewent
partnent event i R
Infoenation and coordinated. None 1 working day ol
s Event Manager
needs/reguirements
for the achual event
Client shal comply | 5. The Musen Staft
with the Ingress and MembersiEvent
ggress of he achual Manager shall assist Ewvent
iy the cllent with the Coordinator
event's Ingress and it 1 warking day
eqgress, and other Event Manager
concedms that shal
ariga.




5. Tour Reservations

+  Towism, Culture and the Arts Department [TCAD)
«  Museum Division

Simpie
GZC Govemment o Cllent

Towrism Stakehalders, Matlonal and Loecal Agendes, Shademts

Registration Sheet MiEsED ng Muntiniupa
CLIENT AGENCY FEES TO | PROCESSING PERSON
STEPS ACTIONS BE PAID TIME RESPONSISLE
1. Clentshall nquire | 1. Musea Stalf Members
the avallablity of will chack the Museo Admin
e avallaniiity of tour Momne 1 working day
schedule.
2. Clent shall Gonfirm | 2. MUsed Stat Members
his/ her tour will confm the tour
resenysaton. I:ll:ruthg.n' resaryation.
Then will arient the Nona 1 warking day e —
cllent regarding the
mus2um FID".:EE and
RoLse rues.
3. Clenishal be 3t | 3. Mused Sial Members
the Museo atleast |  shall assist the client In
10 minutes before their tour. (Tour lasts for
the schedwad None arownd 30 MiEsen Tour
tour, and shail minutes o 1 Gulde
pbsane the hour)
Museo's policles

b. Regular Tour

Tourlsm, Culture and the Ars Depariment (TCAD)
= Muz=um Dislon
Simpie
G2C Govemment 1o Client
Tourism Stakenoiders, Mational and Local Agenties, SIndenis
Registration Sheet MUuseD ng MUnbniupa
CLIENT AGENCY FEES TO PROCESSING PERSON
STEPS ACTIONS BE PAID TIME RESPOMSISLE
1. Chient shall 1. Musao stal shall have Cashier StafT
register at the the clent signi register |
Ticket Boath. on the registration Watchman/Security
gheet.
Z. Cllent shall ieave | 2. Mus20 sial shall sale
thelr bags at the keep the cllent's bag -
baggage counter. and provide a None A ey
stuimumber for
cialming
3. Client shall 3. Muse0 siall shall
plisanie the onant, aselsl, and our
Museo's policies the cliant ki
and house russ S— e
during the tour
and whlle heshe Musen Tour Gulde
Is Inslde the
MiLEEELIm.




7. Partnership and Collaboration

+  Toursm, Culture and the Arts Department {TGAD)
b Museum Dihvislon

Simple

G2C Government to Cllent

Toursm Stakeholders, Matlonal and Local Agencies, Students

Proposal Letter Applicant
CLIENT AGENCY FEESTO | PROCESSING PERSON
STEPS ACTIONS BE PAID TIME RESPONSIBLE
1 Cllentshall emall | 1. Muses Admin shall
hisiher proposalto | acknowledge recelpt of Mug=o Admin
museogmuntiniup | the emall, and then — N c—
acity.gov.ph review the proposal.
2. Muses Admin shall
contact the clent 1
schedule 3 mesting paita i ST :““:ES“"
regarding the possiole ng &3y Smoers
parnership/
collaboration.

8. Filing a Complaint Against TCAD Employee

+  Tourlsm, Culture and the Arts Department {TCAD)
Simple
EIC Covernment o Cllen
Tourem SiEkenoioeTs
Cllent complaint form b
CLIENT AGENCY FEESTO | PROCESSING PERSON
STEPS ACTIONS BE PAID TIME RESPOMNSIBLE
1. Procesd 1o e 1. Provige client compiain
Toursm, Culture farm. TER——
and the Arts Alde W
D'Eﬂﬂl'tl'TlEl'le- Momne 5 minutes
puUBIC Infarmation ﬂé‘;ﬁnﬁ"“
and complaint
dack
= Accomplsh client | 2. Recelve cllem Adminsiratve
complaint fom. complaint form Alde V
Mone 2 minutes Administrative
Assktant |
3. Omcer In chage wil
review the l:-ﬂmplﬂr”
and will provide Mone 1 warking day Officer in Chamge
Immediate and
approprate action
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