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Management Office 
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1. Emergency Medical Services 
 

Emergency Medical Services (EMS) provide first aid and basic life support to individuals 

experiencing serious or life-threatening conditions that require immediate intervention. 

These may include, but are not limited to, road crash incidents, crime-related injuries 

(e.g., gunshot wounds), everyday emergencies such as trauma and medical cases (e.g., 

cardiac or respiratory arrest), as well as natural or man-made disasters, particularly those 

involving mass casualties. 

Office or Division: City Disaster Risk Reduction and Management Office 

Classification: Highly Technical 

Type of Transaction: G2C-Government to Citizen  

Who may avail: All 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

None  

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Call CDRRM  
Operations Center 
through phone  
084-822-1198, 
09302385937 or radio 
(REACTOR 
156.350MHz) 

1. Receive the call 
and log the details 
of the emergency 

None 
 

 

2 Minutes Radio / 
Communication 

Equipment Operator 
CDRRMO 

 

2. Wait for  
dispatch of Patient 
Transport Vehicle 
(PTV) 

2. Dispatch the 
Patient Transport 
Vehicle (PTV) 
 
2.1 Provide first 
line management 
to the victim/s 

 
2.2 Transport to 
the nearest 
healthcare facility, 
if needed 

None 3 Minutes 
 
 
 
 
 
 

15 Minutes 
 
 
 

10 Minutes 

Radio / 
Communication 

Equipment Operator 
CDRRMO 

 
Responding Unit 

On Duty 
CDRRMO 

 
 

Responding Unit 
On Duty 

CDRRMO 
 

 TOTAL None 30 Minutes  
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2. Request for Disaster Preparedness Training/Seminar 
 

Disaster Preparedness Training and Seminars cover essential first-line treatment 

for sick or injured individuals, as well as disaster planning and management strategies for 

both the public and private sectors. 

Office or Division: City Disaster Risk Reduction and Management Office 

Classification: Simple 

Type of Transaction: 
G2G-Government to Government 
G2B-Government to Business 

Who may avail: 
Government agencies, Educational Institutions and  
Private establishments 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Formal request letter addressed to the 
CDRRM Officer (2 Original) 

Requesting client 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit a 
formal request letter 
stating the training 
needed, location and 
the number of 
participants  

1. Receive the 
letter and forward 
to Admin and 
Training Section 

 
None 

 
 

 
2 Minutes 

Administrative Staff 
CDRRMO 

 
 
 

Nurse I 
CDRRMO 

 

2. Receive a 
confirmation,  
schedule of the 
training and the list of 
materials / equipment 
to be prepared 

2. Inform client the 
final schedule of 
training and 
provide the list of 
the needed 
materials/ 
equipment to be 
prepared 

 
None 

 
9 Minutes 

Local DRRM Officer   
III 
 

3.Participate in  
the scheduled 
training/seminar 
 
 
 
 
 
 

3.Conduct the 
training 
 
*First Aid 
*BLS  
*Basic Water 
Safety 
*Basic Rope 
Rescue 

None  See training 
list below 
 
*First Aid 
Training – 1 Day 
*Basic Life 
Support – 2 
Days 

Facilitators/Instructor
s 

CDRRMO 
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*DRRM 
Preparedness 
Seminar 
 
 
 
 
3.1 Issue 
Certificate 

*Basic Water 
Safety Training 
– 7 Days 
*Basic Rope 
Rescue Training 
– 7 Days 
*Disaster Risk 
Reduction and 
Management 
Preparedness 
Seminar – 1 Day 

 

 
 
 
 
 
 
 

Local DRRM Officer    
III 

CDRRMO 

4. Receive Certificate 
of Completion / 
Attendance 

4. Release the 
Certificate of 
Completion/ 
Attendance 

 5 Minutes Local DRRM Officer    
III 

CDRRMO 

 TOTAL None 16 Minutes + 
Selected 
Training 

Time 
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3. Issuance of Certificate (Hazard Assessment)  
 

Hazard assessment is conducted to identify potential hazards, evaluate associated risks, 

and develop response plans to ensure community safety. According to Rule 6, Section 4 

of the IRR of RA 10121, DRRMOs are required to facilitate and support risk assessments 

and contingency planning at the local level. 

Office or Division: City Disaster Risk Reduction and Management Office 

Classification: Complex 

Type of Transaction: 
G2C-Government to Citizen 
G2B-Government to Business 
G2G-Government to Government 

Who may avail: All 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Formal request letter addressed to the 
CDRRM Officer (2 Original) 

Requesting client 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit a  
formal request letter 
indicating the purpose 
of the certificate and 
location of the hazard 

1. Receive the 
letter and forward 
to Operations and 
Early Warning 
Unit 

None 
 
 

10 Minutes Administrative Staff 
CDRRMO 

 
 

2. Receive  schedule 
of  the hazard 
assessment  

2. Schedule the 
conduct of hazard 
assessment and 
notify the client 

 
None 

 
10 Minutes 

 
Local DRRM Officer 

I 
CDRRMO 

 

3. Accompany the 
team who shall 
conduct the 
assessment 
 

 

3. Conduct of 
hazard 
assessment  

 
3.1 Prepare 
Inspection report 
 
3.2 Prepare 
Hazard 

None 
 
 
 
 
 

1 day 
 
 

1 day 
 
 
 

1 day 
 
 

Local DRRM Officer 
I 

CDRRMO 
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Assessment 
Certificate 

 
3.3 Approve the 
Hazard 
Assessment 
Certificate 
 

 
 

1 hour 

 
 

City Government 
Department Head I 

CDRRMO 

 

4. Return to the 
CDRRMO to receive 
the certificate and fill 
out the logbook 

4. Release / Issue 
certificate and  
Advice the client 
to sign the 
logbook 

None 10 Minutes Local DRRM Officer 
I 

CDRRMO 
 

 

 
 

 

TOTAL 
 
 

 3 Days, 1 
Hour and 40 

Minutes 
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4. Review of Barangay DRRM Plans 
 

Barangay Disaster Risk Reduction and Management Councils are required to submit their 

respective DRRM plans and annual financial plans for review, prior to the utilization of 

their disaster funds. According to Rule 6, Section 4 of the IRR for RA 10121, the DRRMO 

is responsible for designing, programming, and coordinating DRRM activities in alignment 

with the National Council’s standards and guidelines. Additionally, as stipulated in 

NDRRMC MC No. 147, s. 2017, the review of the Barangay LDRRM Plan must be 

conducted to ensure that the approved AIP aligns with the DRRM-CCA programs, 

activities, and projects. 

Office or Division: City Disaster Risk Reduction and Management Office 

Classification: Complex 

Type of Transaction: G2G-Government to Government 

Who may avail: All – Barangay LGU 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

-BDRRM Plan 
-BDRRM Annual Financial Plan 

Requesting client 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1.Submit the original 
copy of plan for 
review 

1.Receive the 
Barangays’ plans 
for review 

 
None 

 

 
2 Minutes 

 
Research and 
Planning Staff 

2.Wait for feedback 
and/or 
recommendation 

2. Review the plan 
and provide the 
necessary 
comments and 
suggestions, or if 
there is a need for 
revision 

 
None 

 
2 days 

 
 
 

 
Local DRRM Officer 

I 

 
 

 

3. Receive Certificate 
 

3. Approve and 
release a 
certificate for the 
completeness and 
correctness of the 
documents 

 
None 

 
10 Minutes 

 
City Government 

Department Head I 
 

Research and 
Planning Staff 

 
 

TOTAL None 2 Days and 
12 minutes 

 
   

 


