
Start

Files application for
CR/LS with

Supporting Docs,

APPLICANT

Receives, evaluates
completeness of

Docs.

Complete?
No

Yes

Retrieves  docket,
attaches docs. &

forwards docs. to Head
for assignment to

evaluator/processor.

Assigns to
evaluator/
processor.

Checks doc.
submitted, notes

down add"tl
reqts., if any.

Complete? Verifies proj. ID as
to Name, location,

etc. Checks veracity
of Docs.

Indorses to Records
Officer for

preparation of
Order of Payment

YesNo

1

2 3

4
5

6

7

Computes 50% of the
required fee. Prepares

order of payment &
issues to applicant

8

Pays fee to SCO

9

Receives payment.
Prepares OR &

indicate OR No. in
OP. Issues OR & OP

to Applicant

RECORDS OFFICER

Receives OR &
OP & submits to
Records Officer

10

11

Prepares project card,
indicates proj. No. in
docket, forwards to

processor

Notice of
Publication

Evaluates doc.
Prepares notice of

publication. Schedule
site inspection

(Step 12-13) - 1-3 DAYS depending on size
and location

12 13

Notice of
Publication

Notice of
Publication

(Step 14-15) -1 day

14
Reviews/initials

15
Reviews/initials

(Step 16-19) - 17 DAYS (PD 957)
                 13 DAYS (BP 220)

Records/
release to
applicant

Notice of
Publication

Notice of
Publication

17
Reviews/initials 16

Publish notice in two
newspapers of gen.
circulation in English

& Filipino

18

Submit affidavit of
publication.

Coordinates w/
processor/ evaluator

for schedule site
inspection

(2 weeks waiting period for PD 957)
(10 days wainting period for BP 220)19

(Step 1-11) - 1 day

SPECIAL COLLECTING
OFFICER

EVALUATOR / PROCESSOR INSPECTOR DIVISION HEAD REGIONAL
OFFICER

Receive affidavit of
publication

Conducts
site

inspection;
det. extent

of devt.

20

21

(Steps 20-21) 1-3 DAYS depending on size & location

A

CERTIFICATE OF REGISTRATION AND LICENSE TO SELL FLOWCHART



APPLICANT RECORDS
OFFICER

SPECIAL COLLECTING
OFFICER

EVALUATOR /
PROCESSOR INSPECTOR DIVISION HEAD REGIONAL

OFFICER

(Stepd 34-35)   -    1 DAY

A

Prepares
evaluation

report;
compute

performance
bond (PB)

Prepares letter informing
the applicant to post PB

Letter

Letter Letter

(Steps 22-23) 1 DAY

23 22

24 25

(Steps 24-25)
1 DAY

Revies/initials Revies/initials

Letter

Records/
releases letter

to applicant

Letter
Records/

releases letter
to applicant

Receives PB. Refers to
Monitoring and Legal Div. upon

reeipt of application by
processor/evaluator

2627

28

(Steps 26-29) - 1 DAY

MONITORING & LEGAL

(Steps 30-32) - 2 DAYS

Determine if
there is a case/
complaint filed

against the proj.

w/
complaint/

case

May recommend
withholding or

release of CR/LS
depends on the
gravity of case

Yes

No

Informes division
head

29

30

31

32

Prepares
decision LS

CR

33

(Steps 33) - 1 DAY

LS

CR

LS

CR

Revies/Initials Revies/Initials
34 35

Prepares OP for the
remaining 50% of

required fee.
Issues OP  to

applicant

Pays fee to Special
Collecting Officer

Receives payment, Prepares
OR. Indicates OR in OP

Issues OR &  OP to applicant

Receives OR

LS
   CR

Receives OP and
OR. Records and
releases decision

to applicant

LS
CR

END

36

38

37

39

40

41

42

(Steps 36-42) 1 DAY

Receives

Note: CR/LS maybe released ten (10) days after te last date of publication
         For DP 220 - One (1) publication
         For PD 957 - two (2) consecutive week
         Maximum number of days for processing and issuance of CR/LS - 45 calendar days


