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EXTERNAL SERVICES



Provincial Engineer’s Office (PEO)

Planning and Design Division

External Services



1. Preparation of Program of Works

Office/Division:

Planning and Design Division

Classification:

Technical

Type of Transaction:

Government to Government; Government to Citizen; Government to
Business

Who may avail

All

Checklist of Requirements Where to Secure
1. Project Resolution Planning and Design Division
2. Source of Funds (Survey Team, Engineers, Estimators)
3. Survey Instruments
4. Result of Ocular Inspection
5. Plan and Detailed Estimate
CLIENT STEPS | AGENCY ACTION | FEES | PROCESSING TIME PERSON
TO RESPONSIBLE
BE
PAID
1. Submit request 1.1. Received NONE | 3 minutes Admin. Aide IV
letter/resolution to | request Planning and
the Office of the letter/resolution Design Division
Provincial Engineer
2.Gets schedule for | 2.1 Sets schedule NONE | 5 minutes Engineer
the conduct of for the conduct of Planning and
project ocular ocular inspection Design Division
inspection
2.2 Conducts ocular | NONE | Vert. Structures: 1-5 Survey Team
inspection calendar days depending Engineer
on the length of the Planning and
project Design Division
3.Waits for the 3.1 Reviews draft of | NONE | Large Project: 1-3 weeks;
preparation of the project and Medium Project: 1-2
Program of Works | detailed estimates weeks;
Small Project: 1 week
3.2 Forwards drafted | NONE | 5 days Provincial Engineer
plan and detailed and
estimates to PE and Local Chief
Local Chief Executive
Executive for signing
and approval
4. Claims approved | Records/issues NONE | 3 minutes Engineering Aide
POW approved POV Planning and
Design Division
TOTAL | NONE | Large project: 4 Weeks
and 11 Minutes




Medium project: 3
weeks and 11 minutes
Small project:

2 weeks and 11 minutes

2. Implementation of Infrastructure Projects (Pre — Implementation Phase)
Planning, Programming and Design of Projects

Office/Division:

Planning and Design Division

Classification:

Technical

Type of Transaction:

Government to Government; Government to Citizen

Who may avail

All

Checklist of Requirements

Where to Secure

1. Program of Works

3. Survey data
4. Site investigation

2, Station limits and elevation

Planning and Design Division
(Survey Team, Engineers, Estimators)

11 days
Horizontal
complex: 16 days
Vertical simple: 27
days

Vertical complex:
32 days

CLIENT STEPS AGENCY ACTION FEES PROCESSING PERSON
TO BE TIME RESPONSIBLE
PAID
1. Submit request for | 1.1 Data gathering NONE 2 calendar days Survey Team,
program of works and survey except complex Engineer |
Planning and Design
Division
1.2 Preparation of NONE Horizontal: 4 Engineer |
POW, Detailed calendar days for Planning and Design
Engineering Design simple projects Division
(DED) and except complex;
Estimates Vertical: 15-20 days
for simple projects
except complex
1.3 Checking of NONE Simple Project: 2 Planning and Design
POW, DED and calendar days; Head
Estimates prior for Complex Project: 7 Planning and Design
submission to calendar days Division
Provincial Engineer
1.4 Approval of NONE 3 calendar days Provincial Engineer
POW, DED and Planning and Design
Estimates by the Division
Provincial Engineer
TOTAL | NONE Horizontal simple:




Provincial Engineer’s Office (PEO)

Construction and Maintenance Division

External Services



1. Implementation of Infrastructure Projects (Implementation Phase)
1.1 Supervision and Monitoring

Office/Division:

Construction and Maintenance Division

Classification:

Technical/Operation

Type of Transaction:

to Business

Government to Government; Government to Citizen; Government

Who may avail

Contractor

Checklist of Requirements

Where to Secure

1. Program of Works

2. Plans
3. S-Curved

4. Submitted DED
5. Approved Contracts

Planning and Design Division

(Survey Team, Engineers, Estimators)
Construction and Maintenance Division

CLIENT AGENCY ACTION FEES PROCESSING PERSON
STEPS TO BE TIME RESPONSIBLE
PAID
1. Start of the 1.1 Detail/Assign Project | NONE Start within 5 CD Construction and
Project Engineer to monitor and upon receipt of the Maintenance Head
supervise in the project. NTP Construction and
Maintenance
Division
1.2 Preparation of NONE 30 CD Maximum Project Engineer
Variation Orders (if any) Construction and
Maintenance
Division
2. Request for 2.1 Schedule project NONE Max. of 6 Days upon | Inspectorate Team
Project inspection. receipt of request by Project Engineer
Inspection and contractor Construction and
Acceptance Maintenance
Division
2.2 Prepare inspection NONE Max. of 6 Days upon | Inspectorate Team

reports, progress photos
and completion reports.

receipt of request by
contractor

Project Engineer
Construction and
Maintenance
Division




1.2 Request for Project Inspection and Acceptance

Office/Division:

Construction and Maintenance Division

Classification:

Technical/Operation

Type of Transaction:

Government to Government; Government to Citizen; Government
to Business

Who may avail Contractor
Checklist of Requirements Where to Secure
1. Inspection Reports Construction and Maintenance Division
2. Progress Photos
3. Completion Reports
CLIENT STEPS | AGENCY ACTION | FEES PROCESSING PERSON
TO BE TIME RESPONSIBLE
PAID
1. Request for 1.1 Schedule project | NONE Max. of 3 Days Inspectorate Team;
Project Inspection inspection. upon receipt of Project Engineer
and Acceptance request by Construction and
contractor Maintenance Division
2.2 Prepare NONE Max. of 6 Days Inspectorate Team;
inspection reports, upon receipt of Project Engineer
progress photos and request by Construction and
completion reports. contractor Maintenance Division
TOTAL | NONE | 9 Days

2. Initial Response to Emergency Repairs of Roads

Office/Division:

Construction and Maintenance Division

Classification:

Technical/Operation

Type of Transaction:

Government to Government; Government to Citizen; Government
to Business

Who may avail

All

Checklist of Requirements Where to Secure

1. Letter Request

2. Site Investigation Reports

3. Heavy Equipment
4. Minor Tools
5. Program of Works

Construction and Maintenance Division

CLIENT STEPS | AGENCY ACTION | FEES PROCESSING PERSON
TO BE TIME RESPONSIBLE
PAID




1. Informs the Office | 1.1 Conduct NONE 4 hours

of the defect/s, immediate site Maintenance

problems and issues | investigation. Engineer

encountered along Construction and

provincial roads. Maintenance Division
1.2 Implements NONE 4 —7 days or Maintenance Team
remedial measures depending on the Construction and

extent of damage Maintenance Division
1.3 Prepares the NONE 2 days Maintenance
necessary Engineer
documents on repair Construction and
and improvement Maintenance Division
TOTAL | NONE 7 days , 4 hours

or more
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Provincial Engineer’s Office (PEO)

Materials and Quality Control Division

External Services
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1. Request for Construction Materials Test

Office/Division: Materials and Quality Control Division
Classification: Technical
Type of Transaction: | Government to Government; Government to Citizen; Government
to Business
Who may avail Contractor
Checklist of Requirements Where to Secure
1. MQC Form No. 1 1. Materials and Quality Control Division
2. Construction Materials Sample 2. Project Site/Jobsite
to be tested
CLIENT AGENCY FEES TO BE | PROCESSING PERSON
STEPS ACTION PAID TIME RESPONSIBLE
1. Submit filled 1.1 Receive filled NONE 3 minutes Laboratory Technician
up MQC Form up MQC Form No. Material and Quality
No. 1 q Control Division
1.2 Gather the NONE 5 minutes Laboratory Technician
construction Material and Quality
materials to be Control Division
tested
1.3 Perform NONE 3 CD max. Laboratory Technician
different tests Material and Quality
Control Division
1.4 Computes test | NONE 2 hours Laboratory Technician
results Material and Quality
Control Division
1.5 Review and NONE 30 minutes Materials and Quality
finalize the test Control Head
results Material and Quality
Control Division
2. Payment of 2.1 Prepare bill of | Cement: PHP 3 CD max Laboratory Technician
Material Tests material tests 2,850.00 Material and Quality
Fine Agg.: PHP Control Division
2,400.00
Coarse Agg.:
PHP 2,300.00
RSB: PHP
800.00
CHB:PHP
800.00
3. Claims 3.1 Records and NONE 3 minutes Laboratory Technician
Construction issued the Material and Quality
Materials Test materials test Control Division
Results results.
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2. Request for Concrete Sample Test

Office/Division: Materials and Quality Control Division

Classification: Technical

Type of Transaction: | Government to Government; Government to Citizen; Government
to Business

Who may avail Contractor

Checklist of Requirements

Where to Secure

1. MQC Form No. 2 (Request for
Pouring Concrete)
2. Concrete Sample

1. Materials and Quality Control Division
2. Project Site/Jobsite

CLIENT AGENCY FEES TO BE | PROCESSING PERSON
STEPS ACTION PAID TIME RESPONSIBLE
1. Submit filled 1.1 Receive filled NONE 3 minutes Laboratory
up MQC Form up MQC Form No. Technician
No. 2 (Request 2 (Request for Material and Quality
for Pouring Pouring Concrete) Control Division
Concrete)
1.2 Gather the NONE 5 minutes Laboratory
concrete sample on Technician
the jobsite
1.3 Perform NONE Flexural Laboratory
different tests (Horizontal): 14 Technician
days Material and Quality
Compressive Control Division
(Vertical): 28
days
1.4 Computes test | NONE 2 hours Laboratory
results Technician
Material and Quality
Control Division
1.5 Review and NONE 30 minutes Materials and Quality
finalize the test Control Head
results Material and Quality
Control Division
2. Payment of 2.1 Prepare bill of Flexural: PHP 30 minutes Laboratory
Concrete concrete sample 300.00/test Technician
Sample Tests tests Compressive: Material and Quality
PHP 300.00/test Control Division
3. Claims 3.1 Records and NONE 3 minutes Laboratory
Concrete issued the concrete Technician
Sample Test sample test results. Material and Quality
Results Control Division
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3. Request for Field Density Test

Office/Division: Materials and Quality Control Division
Classification: Technical
Type of Transaction: | Government to Government; Government to Citizen; Government to
Business
Who may avail Contractor
Checklist of Requirements Where to Secure
1. MQC Form No. 3 (Work Request | Materials and Quality Control Division
Form)
2. Laboratory Equipment
CLIENT AGENCY FEES TO BE | PROCESSING PERSON
STEPS ACTION PAID TIME RESPONSIBLE
1. Submit filled 1.1 Receive filled NONE 3 minutes Laboratory
up MQC Form up MQC Form No. Technician
No. 3 (Work 3 (Work Request Material and Quality
Request Form) Form) Control Division
1.2 Performs Field | NONE 5 minutes Laboratory
Density Test on the Technician
jobsite Material and Quality
Control Division
1.3 Compute test NONE 1 hour Laboratory
results Technician
Material and Quality
Control Division
1.4 Review and NONE 30 minutes Materials and Quality
finalize the test Control Head
results Material and Quality
Control Division
2. Payment of 2.1 Prepare bill of PHP300.00/hole | 30 minutes Laboratory
Field Density Field Density tests Technician
Tests Material and Quality
Control Division
3. Claims Field 3.1 Record and NONE 3 minutes Laboratory
Density Test issued field density Technician
Results test results. Material and Quality
Control Division
TOTAL | PHP 300.00/Hole | 2 Hours and 11
minutes
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Provincial Engineer’s Office (PEO)

Administrative Division

External Services
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1. Receiving/Releasing of Incoming and Outgoing of Various Communication

Documents

Receiving and releasing of incoming and outgoing communication documents.

Office/Division:

Administrative Division

Classification:

Simple

Type of Transaction:

Business

Government to Government; Government to Citizen; Government to

Who may avail

All

Checklist of Requirements

Where to Secure

1. Letter of concerned with

attachment.

2. Letter response to the end-user

Government agency concerned

CLIENT STEPS

AGENCY
ACTION

FEES TO
BE PAID

PROCESSING
TIME

PERSON
RESPONSIBLE

1. Submit request
letter or
communication to
Provincial
Engineer’s Office
1.1 Obtain
receiving copy

1 Stamp received
the document copy
and return to the
client.

1.1 Record
received
communication
letter

NONE

5 minutes

Admin. Aide IV
Administrative Division

2.Route the
documents to the
concerned
recipients

2.1 Forward
received
communication to
the Provincial
Engineer for
specific instruction

NONE

10 minutes

Admin. Aide IV
Administrative Division

3. Forward
communication to
Admin. Division for
release

3.1 Record
communication
3.2 Release
documents to
concerned office

NONE

20 minutes

Admin. Aide IV
Administrative Division

TOTAL

NONE

35 Minutes
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2. Answering Communication Letters

Answering of received communication letters from different agency and offices.

Office/Division: Administrative Division

Classification: Simple

Type of Transaction: | Government to Government; Government to Citizen; Government to

Business
Who may avail All
Checklist of Requirements Where to Secure

1. Letter of concerned with Government agency concerned

attachment.

2. Letter response to the end-user

CLIENT AGENCY FEES TO BE | PROCESSING PERSON
STEPS ACTION PAID TIME RESPONSIBLE

1. Submit 1 Stamp received | NONE 5 minutes Admin. Aide IV

request letter or | the document Administrative Division

communication copy and return to

to Provincial the client.

Engineer’s

Office

1.1 Obtain

receiving copy
1.2 Proceed to the | NONE 10 minutes Admin. Aide IV
recording of the Administrative Division
documents
1.3 If needs to be | NONE 15 minutes Admin. Officer V
answered, drafts Administrative Division
letter
1.4 Reviews NONE 5 minutes Provincial Engineer
drafted
communication
letter
1.5 Finalizes and | NONE 5 minutes Provincial Engineer
signed the letter
1.6 Sends letter to | NONE 5 minutes Messenger
the concerned Administrative Division
department

TOTAL | NONE 45 Minutes

3. Application of Leave
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Processing of the application of leave of PEO employees.

Office/Division: Administrative Division

Classification: Simple

Type of Transaction: Government to Government

Who may avail PEO Employee

Checklist of Requirements Where to Secure

1. Accomplished Leave Form (CSC
Form No. 6 Revised 2020): 3
Original.

2. Medical Certificate for Sick Leave
incurred for 5 days or more (1
original)

FOR MATERNITY LEAVE
APPLICATION:

1. Medical Certificate issued by a
government or private physician

2. Solo Parent |I.D for Solo Parents
who want to avail the additional
maternity leave for 15 days

FOR PATERNITY LEAVE

1. Human Resource Management Office

2. Hospital / Clinic / Lying-in

1. Hospital / Clinic / Lying-in
2. DSWD / MSWD

APPLICATION:
1. PSA marriage certificate 1. Philippine Statistics Authority (PSA)
(1photocopy)
2. Birth Certificate of newly born 2. Hospital / Clinic / Lying-in / Civil Registry /
child (1 photocopy) PSA

CLIENT STEPS AGENCY FEES TO | PROCESSING PERSON

ACTION BE PAID TIME RESPONSIBLE

1. Fill out the leave 1.1 Provide the | NONE 15 minutes Admin. Aide VI
form. Secure leave form. Administrative
immediate Division
supervisor’s 1.2 Leave form | NONE 10 minutes
recommendation. signed by the
*for vacation leave; Provincial Provincial
shall be filed 5 days Engineer Engineer

in advance.

*for sick leave; shall
be filed immediately
upon employee’s
return; if exceeding 5
days, application
shall be
accompanied by
Medical Certificate.
*for Maternity Leave:
proof of pregnancy
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10 minutes Admin. Aide IV

2. Submit the 2.1 Review NONE
accomplished leave completeness Administrative
form including the of documentary Division
documentary requirements.
requirements to the
HRMO 2.2 Endorse to
the HRMO for NONE 15 minutes Admin. Aide IV
approval of the Administrative
HRMO and Division
LCE
2.3 Retrieve the | NONE 1 hour HRMO
signed leave
form
TOTAL | NONE 1 hour and 50
Minutes

FEEDBACK AND COMPLAINTS MECHANISM

How to send feedback

Answer the feedback form in the office lobby
and put in the feedback and complaints drop
box.

How feedbacks are processed

The Administrative Officer verifies the nature
of the queries and feedback within one
working day. The same will be referred to the
concerned Division via email or phone call.
Upon receiving the reply from the concerned
Division, the client will be informed via email
or phone call.
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How to file a complaint

provide the following details via e-email:

- Full Name and contact information

- Narrative of the complain

- Evidences

- Name of the person being complained
Send all complaints to peo_occmin@yahoo.com

How complaints are processed

call.

The PEO evaluates and determines the
complaints on a daily basis. The office shall
coordinate with the concerned Division to
answer the complaint and shall investigate, if
necessary. After the concern has been
addressed or after the conduct of the
investigation, the office shall create a report
for appropriate action. The office shall give
feedback to the clients via email or phone

Contract Information PEO

peo occmin@yahoo.com

LIST OF OFFICES

Office/Division

Address

Contact Information

Provincial Engineer’s Office — Main

Payompon, Mamburao,

peo_occmin@yahoo.com

Office Occidental Mindoro

Provincial Engineer’s Office — Sablayan, Occidental peo_occmin@yahoo.com
Sablayan Mindoro

Provincial Engineer’s Office — San San Jose, Occidental peo_occmin@yahoo.com
Jose Mindoro

Provincial Engineer’s Office
Planning and Design Division

Payompon, Mamburao,

Occidental Mindoro

peo_occmin@yahoo.com
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Provincial Engineer’s Office
Construction and Maintenance
Division

Payompon, Mamburao,
Occidental Mindoro

peo_occmin@yahoo.com

Provincial Engineer’s Office
Materials and Quality Control
Division

Payompon, Mamburao,
Occidental Mindoro

peo_occmin@yahoo.com

Provincial Engineer’s Office
Administrative Division

Payompon, Mamburao,
Occidental Mindoro

peo_occmin@yahoo.com
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