Republic of the Philippines
OFFICE OF THE PRESIDENT
NATIONAL COMMISSION ON MUSLIM FILIPINOS

CERTIFICATION OF COMPLIANCE

Pursuant to Republic Act 9485: An Act to Improve Efficiency in the Delivery of Government
Service to the Public by Reducing Bureaucratic Red Tape, Preventing Graft and Corruption,
and Providing Penalties Therefor

|, SAIDAMEN B. PANGARUNGAN, Filipino, of legal age, Secretary of the National Commission on Muslim
Filipinos, being responsible and accountable in ensuring compliance with Section 6 of the Anti-Red Tape Act of
2007 and Rule IV of its Implementing Rules and Regulations, hereby declare and certify the following facts:

1) The National Commission on Muslim Filipinos including its eleven (11) Regional Offices has established

2)

3)

4)

5)

6)

7)

Issuance of Tribal Time for processing application
Certificates shortened by 3 minutes

its service standards known as the Citizen's Charter that enumerates the following:

Vision and mission of the agency

Frontline services offered

Step-by-step procedure in availing of frontline services
Employee responsible for each step

Time need to complete procedure

Amount of fees (free of charge)

Required documents

Procedure for filing complaints

TH o 00 oTw

The Citizen's Charter is posted as information billboards in all the service offices of the National
Commission on Muslim Filipinos that deliver frontline services.

The Citizen's Charter is positioned at the main entrance of the office or at the most conspicuous place
of all the said service offices.

The Citizen's Charter is written in English (translation to Muslim dialects is still on processed including
brochures or booklet).

The Citizen's Charter is uploaded in the NCMF's website and accessible to the public.

The agency has undertaken self-assessment and reporting of improvements in its existing Citizen's
Charter.

The Citizen's Charter shows the process improvements, specifically on the streamlining of procedures
and shortened turnaround time, on the most availed frontline services:

|
Frontline Service Process Improvement | Action Taken to Improve Process | Results/Benefits

Number of applicants
issued with certificates
increased
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o i Other government agencies Vital information was
. Timeline and number |, . .

Annual Hajj to Mecca, p involved in Hajj procedure added to support

of documents required ¥ ; o N
KSA - required the applicant’s additional |statistical

increased ; .

documents to accomplished documentation

Social and Community
services (cultural, Direct contact with Community based-assessment and |Increased number of
economic and clients focal group discussions undertaken|Muslim beneficiaries
settlement issues)

This certification is being issued to attest to the accuracy of all the foregoing based on available records and
information that can be verified.

IN WITNESS HEREOQF, | have hereunto set my hand this 0 2 MAR 2022 in Quezon City.

W

SAIDAMEN B PANGARUNGAN
Secretary
02 MAR 2022
SUBSCRIBED AND SWORN to before me this in Quezon City, Philippines, with affiant
exhibiting to his/her NCMF ID issued on at
NQTARY PUBLIC
ATTY. Ef1 MA, JR

otary Public
Roll No. 56143
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Oflice of the President of the Philippines

A. Bureau of External llolntlons

"\ National Commission on Muslim Filipinos

LINE SERVIEES

B. Bureau of Muslim Cultural Affairs

Associations.
Reguirements:

e ’ﬂmm ACTIVITIES mmm WQM FORM/S
ta . IW 3 mimites LFAD Staff (Table 1) RER Foarm 1
' W"ﬁ? Foum ) Persanal interview for evaluation 10 mirnites LF AL Staff (Table 21
b e 3 Becording n e ry Book 4 minutes LFAD Staff Table 3) |
4. 20 information 10 minutes LFAD (Table 4}
5. T
Scheae of gvodabrny o servce | ated bt red. 3 mirnstas LFAD Stalt (Table 5)
S T . 1S Feoet o entries Iminutes | LFAD St (Table 6)
i oval by the ector 7 murwates
L e L]
B TeTase of Cer e ate Thoc ments 2 minutes LFAD Staft (7 abke 7)

BMCA PROGRAMS. PROJECTS AND ACTIVITIES
A, Issuance of Certificate of Registration for Mosques/Cultural Centers, and Muslim Organizations or

1. Request etler from the Mosque Cultural Center Adminmstrator or Head of the Organzation or Assocation,

o a2 w oW

Photocopy of SEC Registraton, 4 any.
BarangayMayor's Permit or Contffication.
Petura(s) of the Mosque/Cultural Center or Office of the Organization or Assocestion; and

MPMMWWNWMC*M:#«MWMWN
Association, or authonzed representative.

v minutes BMCA-CIDD
2 of duly accomphshed Application 5 Action Otficer
minules | BMCA-CIDD
3 | Evalation of documents presented 10 Evaluaton Officer
- T mnutes CA
4 | Encoding and prinfing of the Carificate of Registration 10 Encoding Offcer
: mn BMCA-CIDD
$ | Verficaton and final review of the documents presented wgg Chiat
mnutes BMCA-CIDD




8 | Approvalsgning of Centficate of Regstration L e 5 Dwactor
7 | Recording and releasing of Cenficate of Regmstration 10 s ﬁaru '
il S 4o minutes BMCA
" Schedule: Monday to Friday = B 00AM-5:00PM, with noon and mid-afternoon prayer
break time.
" Who may avail: Any Muslim Filipino representing Mosque/Cultural Center, and
Organization or Assoclation.
B. Issuance of Certificate of Registration for Recognition for Madrasah
Requirements

1 Letter request from the Madrasah ovned admenistrator |

2. Photocopy of SEC Registration, I any,

3 BarangayMayor's Permit, or Cenification

4 Picture(s) and profie of the Madrasah, such as. sumber of Asatids and students, and
5 Endorsement from the concerned NCMF Field Office whare the Madrasah s located

Schedule: Monday to Friday= 8:00AM-5:00PM, with noon and mid-afternoon prayer
break time.

M mmmmm«mcawm

P s =4 C ! o -2 h i —4“‘-_:“ L Pl v ey
Securing and filing up of BMCAMEDD Apphcation Form and 10
Madrasah Informaton Sheet minutes
2 Filng of duly accomplshed Apphcaton Form 5 ‘Acton Officer
manules BMCA-MEDD
3 Evaluation of documents presented, with the Madrasah 10 Evaluation Officer
Information Sheet mades. BMCAMEDD |
4 | Encoding and printing of Certficate of Regstration 10 Encoding Officer
mandes BMCA-MEDD
5 Vetification and final review of the documents presentod 10 Chf
E i mandes BMCAMEDD
6 | Approval and sgming of the Certificate of Regriration 5 Owector 1
= mandes BMCA i
7 and releasing of Cenificate of Regsiration 10 Record Officer
mates BMCA

C. Issuance of Letter of Endorsement or No Objection for Scholarship Abroad
Requirements.

1. Authenticated documents by the Department of Foreign Affairs. and

2. invitation letter_{ any, from the foreign universityinstitidion

 Schedule: mwmwm.dhm-m“nm
- Who may avail: WMMWNMdaHm

b _d



i Socmmmmcpuaucmmum?m —

A(ldomUonSheet) 5
§ minutes

2 Faing of duly accompiished information, vath the requred documents 10
| (Authentcated Scholastic Record with Red Ribbon copy from DFA & mnutes

;lmmmmmw

3 Interview and Evaluation of documents presented. with the 10
_ Information Sheet mnutes

EmmwmdemmLm 10
mnutes

s ;wmwmnmmdmmmm.mmm, 10
I necessary. mnutes

6 Twwmmdlhsmmooqmm« 10
minutes

7 Recordng/Reieasing of Endorsement Cenificate/No Objection Letter 5
. e th s v L L ALLE e £ A AR A AT e 3.8 8 g - m

D. Shari'ah Training Seminar
Requirements’

1 Authenticated photocopy of Transcript of Records/Dipioma for graduates of English courses,
2. Auhentcaled photocopy of Transcript of Records, duly translaled into Engish, for graduates of Islamic/Arabe
courses. and
3. Authority to atlend the Shari ah training seminar on official lime, f government
Offical or personnel.
‘Schedule: Monday 1o Frday = 8 00AM-5 00PM._ vath noon and mid-afternoon prayer
break time

P1 mmamummu
P2 Ulama or graduates of islamic/Arabic courses abroad duly recognzed by thew respective governments
P3  Graduates of Law (Barnsters)
P4 Graduates of Shariah or Islamic courses in the Philippines duly recognized by the government
PS  Graduates of other courses refaled to law andior Shari'ah (Islamic Law)
PS  Graduates of other 4-year courses, provided, he or she has working knowedge in islam
Note muwm Molun muMdm

1 | Secuning and filing up of regsstration form for Shan'ah Traning Semmar 10 Action Officer
minutes BMCA-STED
2| Fing of duly accomphished registration form with compiete supporting 5 Action Officer
documents minutes BMCASTED |
3 | Evaluation of documents presented 10 Evaluation
: minutes BMCA-STED
4 | Verfication and final review of the documents presented § Chye!
i minutes BMCA-STED
5 | Approval for inclusion in the Ist of qualfied applicants, subject 10 final 10 BMCA Director
screening minutes
6 | Lmsting in the logbook for prospective tranees 5 Secretarat
minutes BMCA-STED




Conduct of Traning Seminar r 45 days BMCA-STED
| Secretanat and
i lecturers
8 | Issuance of Cenficate of Compietion | After Chief Justice. NCMF
| completonofl | Secretary, Execuive
| Seminar Director and BMCA

E Admission to the Shari'ah Pre-Bar Review Classes

Filing of Petition for the Special Shari'ah Bar Exammations, with the following requirements.

1 Securty Paper Buth Certéficate. with documentary stamps.

2 Three (3) testimoniais {one copy each), signed by members of the Philippine Bar,

3 Fiscal Clearance from the Province or City where the pefitoner resides,

4 Regional Trial Court Clearance from the Province or City where the petiioner resides.

§ Authenticated Transcript of Records, with documentary stamps:

€ Authenticated copy of Centficate of Completion on Shariah Training Seminar Bsued by
the Nahonal Commussion on Mushm Fikpinos (NCMF ) and the Supreme Court,

T Four (4) copres of lates! passport size 1D piclure,

8 Pholocopy of cutrent residence cerificate.

9. Sell-addressed enveiope valh maing stamp, and

10 Filing fee for the Special Shariah Bar Examination

Schedule: Monday to Friday= 8:00AM-8:00PM. with noon and mid-afternoon prayer break time.

| Step
1 Securing and filling up of Petition form, with other required documents | minutes BMCA-STED
2 Filing of duly accomplished Pettion form w#h supporting documents 5 Action Officer
|, and examination fee minutes BMCA-STED
3 Evaluation of documents presented, ncluding examnation fee proof of 10 Evaluation Officer
payment minutes BMCASTED
4 Verfication and final reviev: of the documents presented 5 Chyef
e | i miutes BMCASTED
5 demmhudm 5 Chvef
manutes BMCASTED
6 | Listing in the logbook for reviewees for the Special Shari ah Bar 5 BMCA Director
Examinations minutes
7 Transmilal of Peliions 10 the Office of the Bar Confidant, Supreme 2 days Secretarat
Court (OBC-5C) BMCA-STED
& | Conduct of Review Classes 812 Chief, BMCA-STED
days BMCA Director
0BC-SC
Secretanat and Revevwers
1| Securng of Pettion Form for the 5 minutes “Feld Secretanat
BMCA-STED
2 | Filng of duly accompished Petfion Form, with olher requirements, S| NCMF-Tied Secretanal
through NCMF Field Offices or BMCA-STED. or directly at the Office |  minutes BMCA-STED
of the Bar Confidant, Supreme Court BMCA-STED 08C-sC
3 of documents presented 10 NCMF Fieid Secretanat
minutes TED
4 Forwarding Petftions to the Office of the Bar Confidant VWeekly | NCMF-Fieid Secretanat
untit BMCA-STED
geadine 08C-5C




C. Bureau of Pilgrimage and Endowment

APPLICATION AND REGISTRATION OF INTENDING HAJJ PILGRIMS

DIVISION /

SERVICES ACTIVITIES e . | penson-m-cHance | FORM/S
Hequirements 1. form 2
el m"ﬁ"w 5 minutes BPE Staft BPE Form |
- 1%%,.«,%0'% 15 minutes Finance Team | Payment Form
& et C ate (NSO}
b Marmage Comtrsct 3, Proces: of m
v apphcant) ‘ s P ammittes P
e A ks ¥ i) (RREE . o
*
4
S chadle antine hunnaﬂ it Vaconation info
mmq" Ty '-ﬂm“ Y tlm'm antine Card 15 Committes Nﬁ Ym‘p
Who ;
T BTN I — T E—
e
& of Travel T
??.".:i‘i f T ax Cermificate to 30 minsies. m

B. Bureau of Muslim Settlement

PROGRAMS: Who the service:
1. Rehef Distribution %cwmm»-u«mwwm»mummm
b 3 m#:oqrm a. Natural Calamities
3 Mission b. Fire Victims
4 Clean and Green Community ¢ informal Settlers
5. Relocation and Settlement d. Indigent Mushim Communities
STEP| APPLICANT/CLIENT | SERVICE PROVIDER | JSufanomoeactviy w FORMS
Peples BME . Mool and Cossdination Chief of t Form
T [occrocues by NCME 300 7 SEC] Do ot e rond gt 5 minutes Divisi Reques
Regquest  for  seled  mvnlence
s boulinain
D |t documanns Dhtsicn o Zotiesaars o 1 day for Admin None
1. L of victims Samily Matters
2 Proto Docementaton
1 Rarengay Cortéegtion
Ligron) the ree eigil of thae Resqumst for : Focal Person :
B I ST T | Do it st e | 10 minutes | for Admin | Follow up slip
Appiscant Clent Matters
B 10 wall prepace @ propoasal as
afranis BMS . Relel and Cosrdieation Chief of
B ot 1 Gl wed Souiomsr Do 1 day Division None
Secretary B appecval
Sy, S T 8 poepere] NS - Muet and Comsdinasion o AL w1t
5 of D S N e ] Do e D 1-2 weeks oy be assigpad by None
sChedhsle of the aclsaty the CheCton
Actual Operation (Relief operation | mas Rl and Comsdination Attendance,
G |/ Feming Puigiam  Medical | Dyssion and setioment Dison lday BMS Staff hoto
Masion) docun Lati
e . Chn APDRCO ] g | pgled and Cooedination
7 ey Wbl TR W65 | Diwasicn ared Satlarswnt Division ‘day BMS Staff Attendance
Bt el will prepure an afer z Afier AcTivity Keport
actrily  teport  for  proper| BNS - Relel and Condiaten 1da Chief of e
8 AU and Ditutsigen arnd Settlerment Onviseon y mn .
END OF TRANSACTION




National Commission on Muslim Filipinos
FRONUTLINE SERVIKEES

Human Resource Development Division

Wha Mav Avail of the Service:

NOME Personnel

Service Schedule: Mondays-Fridays (ROOAM. - 500 M.)
Step | Applicant/Client | Service Provider e I Person-in-Charge Form
1 Secure Application | Receives the document 1 minute Jovy M. Dalaza Leave Application
for Leave Form T
2 | Fillup Application | Record the leave for in the 5 minutes Jovy M. Dalaze
Employee's leave card
3 N:m'ﬂ leave appli- | Review and initial document Jovy M. Dalaza
L
4 Forward to HRDD Ohief for 5 minutes HRDD C hief
signature
s Release of dovument to the
woncerned employee
END OF TRANSACTION

Who Mav Avail of the Service: NCME Personnel
Service Schedule: Mondays-Fridays (ROOAM. - 5:00P M)
Step | Applicant/Client |  Service Provider e e = Person-in-Charge Form
1 | Secure & Fill-up Receives the dovument 1 minute HRMO 1 Request Form
Reguest Form
Check, verify and apdate the
. service record of thrpdnqm- 15 mintes HRMO 11
ing party
3 Print the document, i in order 10 minutes HRMO 11
4 E;V‘I{W and intial the docu- 5 minutes HEMO I
5 Forward the document to the i
HRDD Chief for review and R a—— s
signature, if found in order
s Release to employee / re-
pome l" ) 1 minutes HRMO |
END OF TRANSACTION

Whao Avail of the Service: NOMEF Personnel
Service Schedule: Mondays-Fridays (800AM. - 5:00P M.}
Step | Applicany/Client | Service Provider e = Person-in-Charge Form
1 | Secure & Fill-up Receives the document 1 minute HRMO 1 Reguest Form
Reguest Farm
Check. verify and update the
2 B e 'h"‘d"“l e | 15 minutes HRMO 11
ing party
3 Print the document, if in order 10 minutes HRMO 1
Fl Review and intial the docu- 5 minutes HRMO I
5 Forward the dosument (o the [ Y Chi
HRDD Chief for review and S e
signature, if found in order
o Releane to employee / re- 1 minutes HRMO |
questing agency
END OF TRANSACTION




Who Avail of the Service:  NOMF Personnel

Service Sohedule: Mondays-Fridays (BI0AM. - 500P.M.)
Step | Applicany/Client Service Provider L = IPerson-in-Charge Form
1 | Secure & Fill-up Receives the document 1 minute HRMO | Request Form
Request Form
Reviews entrics and places ini- | 15 minutes
? tial in the document, if in order - WEa»
3 Forw ards the doc ument to the
ooy printing 10 minutes HRMO 11
1 Release of 1D to employee 5 minutes HRMO 1
END OF TRANSACTION

Wheo Avail of the Service: NCMF Personnel

Service Schedule: Mondays-Fridays (ROOA M. - S00P.M.)
Step | Applicant/Client |  Service Provider i e | PeTSON-in-Charge Form
1 | Submit Application | Receives and checks applica- 2 minute HRMO |
for terminal leave [ tion with complete documents
(l"'e*u?u with uiml-
support
Snmlu- o
2 Issues Office clearance 2 wesks Concerned
{Central and Regional Office) signatories
] Review and verily leave cred- 3 hours HRMO 11
its <o . ion and"lhe ::‘:b
money value
the aun-z leave
ares letter. to the 5 tos
1 m -request minu HRMO 11
5 Signature of the Sevretary 2 hours
f Submission to the DEM 1 day ADAY
7 Release of SARO from the 2 weeks
DBEM
8 Preparation of Vouher 5 minutes HRMO |
9 Processing of Voucher S
10 Payment to Claimant Cashier
END OF TRANSACTION
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