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URGENT MEMORANDUM APR 06 2012
TO : All Bureau Directors

LMB, FMB, BMB, EMB, MGB and ERDB

ATTN : The Head, Bureau Committee on Anti-Red Tape (CART)

FROM : The Undersecretary
Legal, Administration, Human Resources, and Legislative Affairs, and
Chairperson, DENR’s Committee on Anti-Red Tape (CART) per Special
Order No. 2021-325

SUBJECT : SUBMISSION OF PROOF OF POSTING OF THE
UPDATED/LATEST CITIZEN’S CHARTER FOR CY 2022

Pursuant to Rule IV of the Joint CSC-ARTA-DTI Memorandum Circular (MC) 2019-
001 or the Implementing Rules and Regulations (IRR) of Republic Act (RA) 11032 otherwise
known as the Ease of Doing Business and Efficient Government Service Delivery Act
(EODB) of 2018 and Item 3.3. of Anti-Red Tape (ARTA) MC 2019-002-A or the Supplemental
Guidelines in the Implementation of Citizen’s Charter (CC) on posting of the latest/ updated
CCs at the main entrance of or most conspicuous place in your office, you are required to
comply with the following requirements:

1. Make available to the public your updated/latest Citizen’s Charter to include:

a. A handbook displayed at the Public Assistance Desk of Offices;

b. Posters containing the applicable processes posted at the main entrance of
or most conspicuous places in your Offices. A sample is provided in Annex
“A” of this memorandum. It is also encouraged that the display of Citizen’s
Charter be made through the use of interactive kiosks, television and/or
computer screens; and

c. Link or page in your Bureau Website.

2. Consolidate the necessary documentary requirements and submitted using the
template provided in Annex “B”. Submission shall be in a single Portable
Document Format (PDF) file; and

3. Submit directly to this Office, through the Sub-CART on CC Compliance and
Monitoring with email address at denr.arta@gmail.com and not to the ARTA, on
or before 19 April 2022, your proof of compliance with the aforementioned
requirements, in the form of electronic copies (e-copies) in PDF file and not in
hard or printed copies.

For any clarification or concern, you may contact Ms. Hanah Buguina of the Internal
Affairs Division, Legal Affairs Service at 09165608922, or through email address indicated
in Item No. 4.

For information and strict compliance.
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Annex “A” - Citizen’s Charter Poster

DENR'S CITIZEN'S CHARTER
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The Citizen’s Charter must contain the mandate, vision, mission, service pledge and
localized feedback and complaints mechanism of the DENR.

DENR'S CITIZEN’S CHARTER
il e N I R L RS

|
ADMIN AND FINANCE (INTERNAL AND EXTERNAL SERVICES)
CO-AF-01 ISSUANCE OF CERTIFICATION OF NO RECORDS/APPEAL/MOTION
FOR RECONSIDERATION, ETC.

CO-AF-02 AUTHENTICATION OF RECORD/S
CO-AF-05-06-07 PROCESSING OF PAYMENT OF CLAIMS

CO-AF-08 PREPARATION AND ISSUANCE OF CERTIFICATE OF REMITTANCES
FOR CONTRIBUTIONS AND LOAN PAYMENTS

ADMIN AND FINAN CE (INTERNAL SERVICES)
CO-AF-10 ISSUANCE OF SUPPLIES AND MATERIALS
CO-AF-12 ISSUANCE OF TRIP TICKET

CO-AF-13 REQUEST FOR CCTV FOOTAGE

CO-AF-14 REQUEST FOR TECHNICAL SERVICES FROM BUILDING AND
GROUNDS MAINTENANCE SECTION THROUGH JOB ORDER

ADMIN AND FINAN CE (EXTERNAL SERVICES)
CO-AF-D3 SALE OF BIDDING DOCUMENTS
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Visit www denr.gov.ph for the complete DENR's Citizen's Charter

The pages can be flipped to show the Citizen’s Charter process flows.
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. Annex “B” - Template for the Consolidated Proof of Compliance*

DENR'S CITIZEN'S CHARTER
HUMAN | RESOUR CE AND DEVELOPMENY (INTERNAL SERVICES)

CITIZEN'S CHARTER

5 ISSUANCE OF PERSONAL TRAVEL AUTHORITY e
ROB-02 ISBUANCE OF AUTHORITY TO ENGAGE IN LIMTED PRACTICE OF o
PROFESSON

COHRDS-03

APPROVAL OF GSIS LOAN APPLIGATION
(SSUANCE OF CERTIGATE OF EMPLOYMENT AND COMPENSATION.

COMHRDS-04

MANDATE - VISION - MISSION - SERVICE PLEDGE: -
FEEDBACK & COMPLAINTS MECHANISM

CO-HADS 05 ISSUANCE OF BERVICE RECORD
CO-HADS 06 APBLICATION FOR LAND BANK LOAN SAVER

COHRDS-GT APPLIGATION FOR [BSURNCL OF NOMINATION AND [KAVEL AUTHORITY
FOR S1ULY TRIDS

KNOWLEDGE AND INFORMATION BYSTEN (INTERNAL BERVICES) §
COKISS01 APPROVAL OF REQULST FOR INFORMATION SYSTEMW DEVELOPMENT 5

1T TECHNIZAL SUPPORT

APPROVED FORY «.

SC and OMB

T

ExC

DIFARTMENT OF ENVIRONMENT AND

ATURAL RESOURCES (58N1G

Regional
CTAZNN S CHARTHR
83 | PO

CITIZINS CHARTIE

S8 14 Sl

6) Citizen’s Charter Handbook 2022(1st ed.) 7) Regional Citizen’s Charter Handbook

*Offices may include more photos. However, proof of compliance must include at least the seven items shown above. Paper
Size: 8.5 x 13 inches (Folio). Margin: 0.50 x 0.50 inches






