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MESSAGE FROM THE CITY MAYOR
INTRODUCTION
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FINANCIAL ASSISTANCE (Medical Assistance)
FINANCIAL ASSISTANCE (Laboratory Assistance)
FINANCIAL ASSISTANCE

BURIAL ASSISTANCE

BURIAL ASSISTANCE (with Coffin Materials)
KASALANG BAYAN

BINYAGANG BAYAN

FREE BIRTH REGISTRATION

FREE DEATH REGISTRATION

APPLICATION FOR CIVIL MARRIAGE

Library Division
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LIBRARY SERVICE

Business Permits and Licensing Division
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ISSUANCE OF RENEWAL BUSINESS PERMIT

Office of the City Urban Poor Affairs

13
14

15
16
17
18

19

20

21

22

23
24

Issuance of Certificates (MERALCO/PrimeWater Certificate)

Financial assistance to families affected by demolition.

Assistance to community associations for registration to Department of
Housing Settlement & Urban Development (DHSUD)

Community Infrastructure

Urban Poor concerns / issues and other related matters

Housing Assistance / Requests / Inquiries

Availment of Socialized Housing Program: a. Don Victor Ville Housing

Project under PagIBIG Fund Housing Loan

Availment of Socialized Housing Program: b. Resettlement Assistance
Program for Local Government Units (RAP-LGUs) under National Housing

Authority (NHA)

Availment of Socialized Housing Program: c. Tenement Housing Project
under Community Mortgage Program (CMP) of Social Housing Finance

Corporation (SHFC)

Availment of Socialized Housing Program: d. Housing and Development of
Lucena Landing Strip for United Landing Urban Poor Association and the

landless including City Government employees

Availment of Socialized Housing Program: e. PNR Non-Core Property

Relocation and Resettlement Program
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25 Beneficiary Account Services and Management
Zoning Services Division

26 Locational Clearance for Building Permit

27 Certificate of Final Inspection

28 Locational Clearance for Business Permit

29 Inspection/Evaluation and Recommendation for PALC
30 Certificate of Fencing

31 Certificate of Viability

City Anti-Drug Abuse Council (CADAC)
27 Rehabilitation of Persons with Addiction to lllegal Drugs

Community Affairs Division
28 Conduct of Flag Raising Ceremony
29 Conduct of Holy Mass & Spiritual Enhancement

Cooperative Division
30 Free Mandatory Trainings and seminar for Lucena Cooperative Members

Public Employment Services Division

il Provision of employment information services both for local and overseas
employment

32 Pre-employment counselling /orientation

33 PESO Certification to issued to business establishments

Population Program Division

34 Scheduling of Pre-Marriage Counseling

35 Pre-Marriage Counselling Session

36 Population Related Demographic Information

Sangguniang Panlungsod
37 lIssuance of Copy of Approved Resolutions and Ordinance

City Administrator’s Office
38 Issuance of Special Mayor’s Permit
39 Occupational Permit / Mayor’s Certification

City Human Resource Management Office

40 Recruitment/selection/placement/promotion

41 Filing of application for Leave

43  Issuance of employment certificate/service record/leave credits certificate
44 Processing of Loans Application

City Planning and Development Coordinator’s Office

45 Issuance of Land Use Certification

46 Issuance of Geographic Information System (GIS) — generated map
47  Provide assistance to walk-in and online researchers
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Office of the City Civil Registrar 79-97
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Ontime Registration of COLB, Married

49  Ontime Registration of COLB, Unmarried

50 Late Registration of COLB, Married

51 Late Registration of COLB, Unmarried

52 Late Registration of COLB, Unmarried
Late Registration of COLB, Unmarried child born 03 August 1988 to 19

53 March 2004, must be registered under surname of mother
Late Registration of COLB, Unmarried child to single mothers, father

54  unknown

55 Late Registration of COLB, for adults born 1944 and earlier

56 Application for Marriage License

57 Ontime Registration of COM

58 Late Registration of COM

59 Ontime Registration of COD

60 Late Registration of COD

61 Petition for Correction of Entry, Change of First Name (RA 9048/RA10172)

62 Legitimation/Acknowledgement

63 Acknowledgement with AUSF

64 Supplemental Report

65 Court Orders for Registration

66 Certified True Copy of Documents

City General Service Office 98- 104

67 General Administrative Support Services

68 Records, Disposal of Supply and Properties

69 Management of Solid Waste Disposal Garbage Collection and Sanitation
Construction and Rehabilitation of Final Disposal Facility (Eco Park),
Material Recovery Facility, Purchase of Garbage Trucks and Related

70 Equipment

71 Bids and Awards Committee

72 lanitorial / Housekeeping of LCGC

73 Security Services

City Budget's Office 104 - 127

74  Processing of Obligation Request OBR

75 Issuance of Certification of Availability of Fund (CAF) for Vacant Positions

76 lIssuance of Certification of Availability of Funds(CAF) for Procurement
Issuance of Certification of Availability of Funds(CAF) for Public

77 Infrastructure Projects
Issuance of Certification of Appropriation for job order contract

78 appointments

79 Review of Barangay Annual Budget

80 Review of Barangay Supplemental Budget

City Accountant’s Office 128-110
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