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I. Mandate: 

To preserve, develop the culture, tradition, institution, and well-

being of Muslim Filipinos. 

 

 

II. Vision: 

Progressive, caring and peaceful Muslim Filipino Communities 

living harmoniously with all stakeholders. 

 

 

III. Mission: 

A premier government agency committed and competent to 

promote the well-being of Muslim Filipinos. 

 

 

IV. Service Pledge: 

The NCMF commits to deliver efficient and effective service to the 

Muslim Filipino Constituents in the region giving premium to primacy 

of public service and welfare of the Muslim Filipinos. 
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#1. Issuance of Certifications CTM Required by (DFA, PhilHealth, Height Waiver 

(PNP, BFP, AFP), PRC, Tax Exemption. 

The Certificate of Tribal Membership is issued to the Muslim Filipinos, citizens of Region 

XI as requirement given by the other government agency for their respective transaction. 

Office or Division: CULTURAL AFFAIRS DIVISION 
Classification: SIMPLE 
Type of Transaction: G2C – GOVERNMENT TO CITIZEN 
Who may avail: ALL 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

AUTHENTICATED BIRTH CERTIFICATE PSA 

MARRIAGE CERTIFICATE (IF MARRIED) PSA 

CERTIFICATE OF CONVERSION (BALIK-ISLAM) SHARIAH CENTER 

VALID ID OTHER GOVERNMENT AGENCY 

CLIENT STEPS AGENCY ACTIONS 
PROCESS
ING TIME 

PERSON RESPONSIBLE 

A. FILL UP VISITOR’S 
LOG BOOK 

GIVE THE LOG 
BOOK TO THE 
CLIENT 

3 MINS. OFFICER OF THE DAY 

B. SUBMISSION OF 
FORM AND 
REQUIREMENTS 
FOR VERIFICATION 

VERIFY AND 
EXAMINE THE 
REQUIREMENTS 
OF THE CLIENT 

5 MINS. DMO 2 

C. FILL UP 
APPLICATION 
FORM 

GIVE THE 
APPLICATION 
FORM TO THE 
CLIENT 

10 MINS. DMO3 

D. INTERVIEW BY THE 
OFFICER IN-
CHARGE 

INTERVIEW THE 
CLIENT 

20 MINS. CHIEF/ CAD 

E. PICTORIAL AND 
PROCESSING OF 
APPLICATION 

TAKE A PICTURE 
TO THE CLIENT 
FOR THE 
CERTIFICATE 

10 MINS. ADA 4 

F. ISSUANCE OF 
CERTIFICATE 

ISSUE THE 
CERTIFICATE TO 
THE CLIENT 

5 MINS. DMO2 

  53 MINS  
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#2. Application/Processing of HAJJ 

Processing of Hajj is rendered to the Muslim Filipinos, citizens of Region XI who are 

willing to go to annual Hajj. 

Office or Division: CULTURAL AFFAIRS DIVISION 
Classification: SIMPLE 
Type of Transaction: G2C – GOVERNMENT TO CITIZEN 
Who may avail: ALL 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

BIRTH CERTIFICATE PSA 

MARRIAGE CONTRACT PSA 

PASSPORT DFA 

VALID ID ANY GOVERNMENT AGENCY 

JOINT AFFIDAVIT OF TWO 2 DIS 
INTERESTED PERSON 

PRODUCED BY THE CLIENT 

PAYMENT TO TRUST FUND BANK  

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

FILL UP VISITORS 
LOG BOOK 

GIVE THE LOG 
BOOK TO THE 
CLIENT 

NONE 5 MINS ADA 4 

SUBMIT ALL THE 
REQUIREMENTS 

VERIFY THE 
REQUIREMENTS 
OF THE CLIENT 

NONE 5 MINS DMO 2 

FILL UP HAJJ 
APPLICATION FORM 
 

GIVE THE HAJJ 
APPLICATION 
FORM TO THE 
APPLICANT 
 

NONE 10 MINS DMO3 

PERSONAL 
INTERVIEW TO THE 
APPLICANT 

INTERVIEW THE 
APPLICANT 

NONE 20 MINS CHIEF/ CAD 

PAYMENT TO NCMF 
HAJJ TRUST FUND 

GIVE THE LOG 
BOOK TO THE 
CLIENT 

P 150 10 MINS CASHIER 
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#3. Accreditation of Madrasah Center/Madrasah Cultural Center/Muslim 

Organization/Community. 

Accreditation of madrasah/centers or Muslim organizations is given to the organizations 

who wants to be accredited by the NCMF XI. 

Office or Division: CULTURAL AFFAIRS DIVISION 
Classification: COMPLEX 
Type of Transaction: G2C – GOVERNMENT TO CITIZEN 
Who may avail: ALL 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

REQUEST LETTER PRODUCED BY THE CLIENT 

CERTIFICATION FROM 
BRGY/MUNICIPALITY 

BARANGAY,MUNICIPALITY 

APPLICATION FORM NCMF XI OFFICE 

SEC REGISTRATION SEC 

PROFILE OWN ORGANIZATION 

CLIENT STEPS 
AGENCY 
ACTIONS 

PROCESSING 
TIME 

PERSON RESPONSIBLE 

FILL UP LOG BOOK GIVE THE LOG 
BOOK TO THE 
CLIENT 

5 MINS OFFICER OF THE DAY 

SUBMISSION OF ALL 
THE 
REQUIREMENTS/DOC
UMENTS 

VERIFY ALL THE 
REQUIREMENTS/
DOCUMENTS OF 
THE CLIENT 

10 MINS DMO2/ DMO 3 

FILL UP APPLICATION 
FORM 

GIVE THE 
APPLICATION 
FORM 

20 MINS ADA 4/ DMO 2 

EVALUATION 
(VISITATION) 

EVALUATE THE 
APPLICATION  

6 WORKING 
DAYS 

CHIEF, CAD 

ISSUANCE OF 
ACCREDITATION 

ISSUE THE 
ACCREDITATION 

10 MINS. DMO 2/ ADA 4 

  6 DAYS, 45 
MINS 
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#4 FACILITATING/ ASSIST ON SKILLS TRAINING 

Service Information 

 

Office or Division: SOCIO ECONOMIC DIVISION 

Classification: COMPLEX 

Type of Transaction: G2C – GOVERNMENT TO CITIZEN 
Who may avail: ALL 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

REQUEST LETTER PRODUCED BY THE CLIENT 

  

  

CLIENT STEPS 
AGENCY 
ACTIONS 

PROCESSING 
TIME 

PERSON RESPONSIBLE 

FILL UP VISITORS 
LOG BOOK 

GIVE THE LOG 
BOOK TO THE 
CLIENT 

3 MINS OFFICER IN CHARGE 

INTERVIEW BY THE 
IN CHARGE 

INTERVIEW THE 
CLIENT 

10 MINS DMO 2 

EVALUATION OF 
ASSISTANCE 
NEEDED 

EVALUATE THE 
CLIENT ON THEIR 
NEEDS 

4 WORKING 
DAYS 

CHIEF/ SED 

APPROPRIATE 
ACTION OF 
ASSISTANCE 

TAKE ACTION TO 
ASSIST THE 
CLIENT ON THEIR 
NEEDS 

10 MINS CHIEF/ SED 

  4 DAYS, 23 
MINS 
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#5 PROCESSING OF SOCIO ECONOMICS ASSISSTANCE AND PROMOTION OF 

HALAL INDUSTRY  

Service Information 

 

Office or Division: SOCIO ECONOMIC DIVISION 

Classification: COMPLEX 

Type of Transaction: G2C – GOVERNMENT TO CITIZEN 
Who may avail: ALL 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

REQUEST LETTER PRODUCED BY THE CLIENT 

  

  

CLIENT STEPS 
AGENCY 
ACTIONS 

PROCESSING 
TIME 

PERSON RESPONSIBLE 

FILL UP VISITORS 
LOG BOOK 

GIVE THE LOG 
BOOK TO THE 
CLIENT 

3 MINS OFFICER IN CHARGE 

INTERVIEW BY THE 
IN CHARGE 

INTERVIEW THE 
CLIENT 

10 MINS DMO 2 

EVALUATION OF 
ASSISTANCE 
NEEDED 

EVALUATE THE 
CLIENT ON THEIR 
NEEDS 

4 WORKING 
DAYS 

CHIEF/ SED 

APPROPRIATE 
ACTION OF 
ASSISTANCE 

TAKE ACTION TO 
ASSIST THE 
CLIENT ON THEIR 
NEEDS 

10 MINS CHIEF/ SED 

  4 DAYS, 23 
MINS 
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#6 Provide Information (Profile of Muslims in Region XI) 

Providing information about Muslim Filipinos profile and population in region XI. 

 

Office or Division: MUSLIM SETTLEMENT DIVISION 

Classification: COMPLEX 

Type of Transaction: G2C – GOVERNMENT TO CITIZEN 

Who may avail: All 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

REQUEST LETTER PRODUCED BY THE CLIENT 

  

  

CLIENT STEPS 
AGENCY 
ACTIONS 

PROCESSING 
TIME 

PERSON RESPONSIBLE 

FILL UP VISITORS 
LOG BOOK 

GIVE THE LOG 
BOOK TO THE 
CLIENT 

3 MINS DMO 2 

SUBMIT THE 
REQUEST LETTER 

PREPARE THE 
REQUESTED 
DOCUMENT 

5 WORKING 
DAYS 

DMO/CHIEF MSD 

ISSUANCE OF THE 
REQUESTED 
DOCUMENTS TO THE 
CLIENT 

GIVE THE 
REQUESTED 
DOCUMENTS TO 
THE CLIENT 

10 MINS DMO 2 
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#7 Provide Information regarding Ancestral rights/ Ancestral domain 

Providing information regarding Ancestral rights/ Ancestral domain of Muslim Filipinos in 

region XI. 

 

Office or Division: MUSLIM SETTLEMENT DIVISION 

Classification: COMPLEX 

Type of Transaction: G2C – GOVERNMENT TO CITIZEN 

Who may avail: All 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

REQUEST LETTER PRODUCED BY THE CLIENT 

  

  

CLIENT STEPS 
AGENCY 
ACTIONS 

PROCESSING 
TIME 

PERSON RESPONSIBLE 

FILL UP VISITORS 
LOG BOOK 

GIVE THE LOG 
BOOK TO THE 
CLIENT 

3 MINS DMO 2 

SUBMIT THE 
REQUEST LETTER 

PREPARE THE 
REQUESTED 
DOCUMENT 

5 WORKING 
DAYS 

DMO/CHIEF MSD 

ISSUANCE OF THE 
REQUESTED 
DOCUMENTS TO THE 
CLIENT 

GIVE THE 
REQUESTED 
DOCUMENTS TO 
THE CLIENT 

10 MINS DMO 2 
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#8.  LEGAL COUNSELLING.   

Legal counselling is rendered to MF citizens in Region XI who needs advice pertaining to 

legal issues and transactions.     

Office or Division: Legal Affairs Division 
Classification: Simple 
Type of Transaction: G2C-Government to Muslim Filipinos in Region XI 
Who may avail: All Muslim Filipinos in Region XI 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Barangay Certificate as proof that client is MF 
residing in Region XI 

Barangay or Certification of Imam 

  

  

CLIENT STEPS 
AGENCY 
ACTIONS 

PROCESSING 
TIME 

PERSON RESPONSIBLE 

A. Interview of the 
client and 
referral to the 
Division  

REFER TO THE 
DIVISION 
CONCERNED 

5 Minutes Officer of the Day at the Front Desk 

B. Assessment of 
the documents 

Check if complete 
or incomplete 

30 Minutes LAD Secretary/ADA4 

C. Interview of the 
MD client and 
initial 
assessment of 
the issues and 
the pertinent 
laws applicable  

Provide written 
assessment which 
should be submitted 
to the LAD Chief for 
proper review and 
assessment. 

1 Hour ATTY. 3 

D. Render advise 
verbally or in 
writing 

Render advice. 2 days Chief, LAD 

  2 days, 1 Hour 
and 35 
Minutes 
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#9.  REVIEW OF DOCUMENTS.   

Review of documents is rendered to MF citizens in Region XI who needs advice 

pertaining to legal issues and transactions arising from their contracts with fellow 

individual, corporations or the government. 

 

Office or Division: Legal Affairs Division 
Classification: Complex 
Type of Transaction: G2C-Government to Muslim Filipinos in Region XI 
Who may avail: All Muslim Filipinos in Region XI 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

A photocopy of the contract and such other 
relevant documents pertaining to the 
transaction.  

From the parties to a contract. 

  

  

CLIENT STEPS 
AGENCY 
ACTIONS 

PROCESSING 
TIME 

PERSON RESPONSIBLE 

A. Interview of the 
client and 
referral to the 
Division  

REFER TO THE 
DIVISION 
CONCERNED 

5 Minutes Officer of the Day at the Front 
Desk 

B. Assessment of 
the documents 

Check if complete 
or  incomplete 

30 Minutes LAD Secretary/ADA4 

C. Interview of the 
MD client and 
initial 
assessment of 
the issues and 
the pertinent 
laws applicable  

Review contents of 
the documents and 
provide written 
assessment which 
should be submitted 
to the LAD Chief for 
proper review and 
assessment. 

1 Day ATTY. 3 

D. Render advise 
verbally or in 
writing 

Render assessment 
or advise to the MF 
client pertaining to 
the legalities and 
implications under 
the contracts sought 
for review.  

5 days Chief, LAD 

  6 days, and 
35 Minutes 
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#10.  HANDLING OF CASES.   

Handling of cases is rendered to Indigent MF citizens in Region XI where the 

issues involved matters affecting the welfare of MF citizens in the region in general 

and those which only the Commission has expertise in properly shedding light to 

the issues therein. 

Office or Division: Legal Affairs Division 
Classification: Technical. The duration of litigation is dependent upon the calendar of 

the courts. 
Type of Transaction: G2C-Government to Muslim Filipinos in Region XI 
Who may avail: All Muslim Filipinos in Region XI who are qualified for the service as 

set forth above.  
CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Certificate of Indigency DSWD 

Complete case file/case folder. Courts/DOJ 

  

CLIENT STEPS 
AGENCY 
ACTIONS 

PROCESSING 
TIME 

PERSON RESPONSIBLE 

A. Interview of the 
client and 
referral to the 
Division  

REFER TO THE 
DIVISION 
CONCERNED 

5 Minutes Officer of the Day at the Front Desk 

B. Assessment of 
the documents 

Check if complete 
or  incomplete and if 
qualified or not. 

30 Minutes LAD Secretary/ADA4 

C. Interview of the 
MF client and 
initial 
assessment of 
the issues and 
the pertinent 
laws applicable  

Interview MF client 
as to the facts o the 
case, review 
contents of the 
documents and 
provide written 
assessment which 
should be submitted 
to the LAD Chief for 
proper review and 
assessment. 

5 Days ATTY. 3 

D. Render advise 
verbally or in 
writing 

Render assessment 
or advise to the MF 
client pertaining to 
the legalities and 
implications of the 
evidences 
presented and the 
possible flow of the 
case.   

7 days Chief, LAD 

  12 days, and 
35 Minutes 
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#1Certificate of Employment and Compensation 

Certificate of Employment and Compensation is issued to the NCMF XI employee for 

them use it to theirtransactions to the other agency. 

Office or Division: ADMINISTRATIVE AND FINANCE DIVISION 

Classification: SIMPLE 

Type of Transaction: G2G – GOVERNMENT TO GOVERNMENT EMPLOYEE 

Who may avail: NCMF ROXI EMPLOYEES 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

REQUEST LETTER PRODUCED BY THE CLIENT 

  

  

CLIENT STEPS 
AGENCY 
ACTIONS 

PROCESSING 
TIME 

PERSON RESPONSIBLE 

A. SUBMIT THE 
REQUEST 
LETTER TO 
THE HRMO 

PROCESS ALL 
THE 
REQUIREMENTS 
OF THE 
EMPLOYEE 

30 MIN. HRMO 

B. RELEASING OF 
CERTIFICATE 

ISSUE THE 
CERTIFICATE TO 
THE 
CLIENT/EMPLOYE
E 

5 MIN. HRMO 
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#2Certificate of Leave Credits 

Certificate of Leave Credits is issued to the NCMF XI employee for them use it to their 

transactions to the other agency. 

Office or Division: ADMINISTRATIVE AND FINANCE DIVISION 

Classification: SIMPLE 

Type of Transaction: G2G – GOVERNMENT TO GOVERNMENT EMPLOYEE 

Who may avail: NCMF ROXI EMPLOYEES 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

REQUEST LETTER PRODUCED BY THE CLIENT 

  

  

CLIENT STEPS 
AGENCY 
ACTIONS 

PROCESSING 
TIME 

PERSON RESPONSIBLE 

A. SUBMIT THE 
REQUEST 
LETTER TO 
THE HRMO 

PROCESS ALL 
THE 
REQUIREMENTS 
OF THE 
EMPLOYEE 

1 HOUR HRMO 

B. RELEASING OF 
CERTIFICATE 

ISSUE THE 
CERTIFICATE TO 
THE 
CLIENT/EMPLOYE
E 

5 MIN. HRMO 
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#3Service Records 

Service records is given to the requesting employee for them to know their service 

records. 

Office or Division: ADMINISTRATIVE AND FINANCE DIVISION 

Classification: SIMPLE 

Type of Transaction: G2G – GOVERNMENT TO GOVERNMENT EMPLOYEE 

Who may avail: NCMF ROXI EMPLOYEES 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

REQUEST LETTER PRODUCED BY THE CLIENT 

  

  

CLIENT STEPS 
AGENCY 
ACTIONS 

PROCESSING 
TIME 

PERSON RESPONSIBLE 

A. SUBMIT THE 
REQUEST 
LETTER TO 
THE HRMO 

PROCESS ALL 
THE 
REQUIREMENTS 
OF THE 
EMPLOYEE 

30 MINS. HRMO 

B. RELEASING OF 
SERVICE 
RECORDS 

ISSUE THE 
CERTIFICATE TO 
THE 
CLIENT/EMPLOYE
E 

5 MIN. HRMO 
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#4Certificate of Clearance/s 

Service information 

Office or Division: ADMINISTRATIVE AND FINANCE DIVISION 

Classification: SIMPLE 

Type of Transaction: G2G – GOVERNMENT TO GOVERNMENT EMPLOYEE 

Who may avail: NCMF ROXI EMPLOYEES 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

REQUEST LETTER PRODUCED BY THE CLIENT 

  

  

CLIENT STEPS 
AGENCY 
ACTIONS 

PROCESSING 
TIME 

PERSON RESPONSIBLE 

A. SUBMIT THE 
REQUEST 
LETTER TO 
THE HRMO 

PROCESS ALL 

THE 

REQUIREMENTS 

OF THE 

EMPLOYEE 

FOR SIGNATURE 
FOR ALL THE 
CONCERN 
DIVISION 

2 DAYS HRMO 

 
 
HRMO/ ACCOUNTANT/ SUPPLY 
OFFICER/ DIVISION CHIEF/ 
REGIONAL DIRECTOR 
 

B. RELEASING OF 
CERTIFICATE 
OF 
CLEARANCE/S 

ISSUE THE 
CERTIFICATE TO 
THE 
CLIENT/EMPLOYE
E 

5 MIN. HRMO 
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