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Republic of the Philippines 
Province of Cagayan 
City of Tuguegarao 
Barangay CAGGAY 

OFFICE OF THE SANGGUNIANG BARANGAY 

REVENUE CODE OF BARANGAY CAGGAY, TUGUEGARAO CITY, 
PROVINCE OF CAGAYAN 

ORDINANCE NO.16-2025 

Be it enected by the Sangguniang Barangay, that: 

SECTION I. TITLE 
This ordinance shall be entitled: "BARANGAY CAGGAY 2025 REVENUE CODE" 

SECTION II. SCOPE 
This ordinance shall govem the exercise of the taxing and other revenue-raising power of all 
barangay in the City of Tuguegarao. 

SECTION III. DEFINITION OF TERMS. 
As used in this ordinance, the following terms shall be construed to mean as follows: 

A. Taxes - a compulsion contribution levied upon a person, property or business for the support 
of government. 

B. Fees - a charge fixed by law for senrices of public officers for the use of privileges under 
control of govemment. 

C. Charges — income derived by the barangay LGU in its proprietary functions such as market 
stall rentals, medical and dental charges, garbage collection, transportation fares and sale of 
goods. 

D. Wholesale - sale where the purchaser buys the commodities for resale regardless of the 
quantity of the commodity sold. 

E. Retail — sale where the purchaser buys the commodity for his own consumption irrespective 
of the quantity of the commodity sold. 

F. Amusement Places — are establishments devolved to pleasurable diversion and 
entertainment such as videoke bars, billiards other activities for fun and pastime. 

SECTION IV. RULE OF CONSTRUCTION. 
All provisions of this ordinance shall be literally constructed in favor of the taxpayers and 

strictly against the Barangay LGUs. 

SECTION V. EXERCISE OF TAXING POWER 
The local Government Code in its provision for the regulatory power of the barangays, 

states that the power of the barangays to levy taxes, impose fees and charges and raise 
revenues shall be exercised though the Sangguniang Barangay Subject to the limitations 
prescribed by law. 



SECTION VI. TAX ORDINANCE DEFINED 
Tax Ordinance is an enforced contribution, usually monetary in form, levied by the law-making 
body on persons and property subject to its jurisdiction for the precise purpose of supporting 
government needs. 

SECTION VII. IMPOSITION OF TAX 
There is hereby imposed on the following persons unto establish, operate, conduct or maintain 
their respective business within the barangay a business tax on stores or retailers with 'gross 
sales or receipt of the preceding calendar year of Fifty Thousand Pesos (50,000.00) or less at a 
rate not exceeding one percent (1%) on gross sales of receipts of the preceding year. 

SECTION VIII. REGULATORY FEES AND C'HARGES ARE HEREBY IMPOSED ON THE 
FOLLOWING: 

A. Barangav Clearance for any activity/ business activity lOcated in the Baranuav:  

• Sari-Sari Store  P1,000.00 
• Gasoline Station  P1,000.00 
• Hotels  P1,000.00 
• Lending Institutions    13'1,000.00 
• Water Refilling Stations  P1,000.00 
• Billiards (per table)  P1,000.00 
• Video Bars  P1,000.00 
• Computer Shops  P1,000.00 
• Boarding House/Apartments/Dormitories  P1,000.00 
• Funeral Homes  P1,000.00 
• Restaurants/Panciteria/Eatery  P1,000.00 
• Bus Terminals  P1,000.00 
• other Commercial Establishments  P1,000.00 
• Building Permit  P 250.00 

B. The following fees shall be collected from individuals securing Barangav  
Certificates:  

• Barangay Certification for Tricyc.le Franchise  P 70.00 
• Barangay Certification for Enrollment P 70.00 
• Barangay Certification for Transporting Furniture, Fixtures, cattle, etc. P 70.00 
• Barangay Certification for Local Employment  P 70.00 
• Barangay Certification for Employment or Travel Abroad P 70.00 
• Barangay Certification for Driver's License or Student Permit — P 70.00 
• Barangay Certification for BIR  P 70.00 
• Barangay Certification for Loans P 70.00 
• Barangay Certification tor Vehicle Purchase  P 70.00 

Barangay Certification for Gun License / Permit  P 70.00 
• Barangay Certification for Demolition Perrnit  P 70.00 
• Barangay Certification for Police Clearance  P 70.00 

• Barangay Certification for Application for electric/water connection P 70.00 
• Barangay Certification for Application for Products Dealership — P 70.00 
• Barangay Certification for NBI P 70.00 
• Barangay Certification for Retirement in Gov't or Private Service P 70.00 
• Barangay Certification for Postal I.D.  P 70.00 
• Barangay Certification for Other Purposes  P 70.00 
• Certification to File Action  P 70.00 
• Certification of lndigency  NO CHARGE 
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SECTION IX. TIME AND MANNER OF PAYMNT 
The tax, fees and charges shall be paid to the Barangay Treasurer or Authorized 

Representative at the time of the request, written or otherwise, for the issuance of the Barangay 
Clearance and Barangay Certification. An official receipt shall be issued by the Barangay 
Ttreasurer or Authorized Representative to the payor as evidence of payment. 

SECTION X. PENAL PROVISIONS 

Violators of this Ordinance shall be penalized as follows: 

A surcharge of 12% per annum shall be imposed on violations of Section VII and VIII - A 
of this Ordinance. 

SECTION Xl. Effectivity 

This Ordinance shall take effect on January 1, 2026. 

Unanimously approved this 6th day of November 2025 at Caggay, Tuguegarao City, Cagayan. 

Certified Correct: 

Approved By: 

ANTH Y S. COMILLAS 
Punong Barangay 

VVE THE UNDERSIGNED members of the Barangay Council hereby certify that the foregoing is 
a true copy submitted, sponSored and adopted by the Barangay Council of Caggay and taken in 
the minut s of the regular session on November 6, 2025 at Caggay, Tuguegarao City, Cagayan. 

KAG. IRIliaigNALUCA SK C .;YSHA KAYE L. TAMAYAO 
V 
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Republic of the Philippines 

Province of Cagayan 
City of Tuguegarao 

Barangay CAGGAY 

OFFICE OF THE BARANGAY COUNCIL 

EXCERPTS FROM THE MINUTES OF THE MEETING ON PUBLIC HEARING DURING THE BARANGAY 

ASSEMBLY HELD ON OCTOBER 25, 2025 AT 8:30 IN THE MORNING AT GYMNASIUM BARANGAY 

CAGGAY, TUGUEGARAO CITY, CAGAYAN. 

SUGJECT: increasing the fees for the Barangay Tax Ordinance No.14 Series of 2019 which was 

approved by the members of the Sangguniang Panglunsod dated December 9, 2019 re: City 

Resolution 2020 Approving the Barangay Ordinance No. 14-2019 Titled: "AN ORDINANCE 
ENACTING THE REVENUE CODEOF BARANGAY CAGGAY, TUGUEGARAO CITY, PROVINCE OF 

CAGAYAN. 

There were 93 attendees of Barangay Constituents and Business Owners who were present; 

Punong Barangay Anthony S. Comillas briefly discussed the upgrading of the Tax Ordinance. The 

following fees to be collected from the business owners were increase for year 2026. 

During the public hearing there were no objection from the business owners and also with the 

constituents in the barangay during the presentation of the fees to be collected by the 

barangay and also with the residents of the barangay who also will secure their barangay 

certifications. 

Therefore, the increase of the Barangay Tax Ordinance of Barangay Caggay is approved and 

reviewed by the Barangay Council. 

Adjourned at 10:33 am. 

I HEREBY CERTIFY TO THE CORRECTNESS OF THE 

FOREGOING: 
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Republic of the Philippines 
Province of Cagayan 

City/Municipality of Tuguegarao 
Barangay Caggay 

BARANGAY ASSEMBLY DAY 2nd Semester- CY 2025 
ATTENDANCE 

Venue: Caggay Gymnasium 
Date: October 25, 2025 @ 8:30 am 
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STEP 1. MAP YOUR PROCESS FLOW 
Note: 

- A flowchart is a picture of the separate steps involved in a given process, presented in sequential order. 
- Particularly helpful in analyzing and identifying areas for improvement by showing inefficiencies in the system. 
- Also, it is useful in costing analysis. 
- For this template, it is not necessary to use the various diagrams and boxes normally used in process flowcharts. 
- Suggested Source: Citizen's Charter or the duly authorized process flow of the concerned office (for standard procedure) 

instructions in Filling the Form 
1 Discuss and decide on the boundaries of your process. 

* Where or when does the process start? Where or when does it end? 
2 Arranp and document the activities in proper sequence. 

Table 1: 
UST OF ACTIVMES 

1 Receives request/application 
2 Verifies correctness and accuracy of submitted information 
3 Prepare Barangay Certification 
4 Receives the payment of fees or charges 
5 Releases the Barangay Certification 

• 

Instructions in Filling the Form 
Identify the offices and all key people involved with each activity. Identify official position. 
* For standardization, base the information on the Citizen's Charter or the duly authorized process flow for 

standard procedure. 
* This indudes those who do the work in the process: suppliers, customers and supervisors. 

2 List down the materials and resources utilized in each stage. 
Table 2: 

ACTIVRY PERSONNEL SUPPLY/MATEMAL 

1 Receives request/application Barangay Secretary Logbook 

2 Verifies correctness and accuracy of submitted information Barangay Secretary 

3 Prepares the Barangay certification Barangay Secretary Computer/printer/ink/bond paper 

4 Receives the payment of fees or charges Barangay Treasurer Official Receipt 

5 Releases the Barangay Certification _ Baranpy Secretary 

• 
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instructions in Filling the Form 

1 Classify the activities into whether they are: 

* Routine(same procedure and effort for each applicant) 

* Spedal (usually the vital part of .the process and varies according to the type and/or complexity of the business 
of the applicant) 

Note: ft is highly suggested to identify one (1) spedal step. 
- However, it can be two (2) or more. In that case, ft will have an impact on the weight of the 

Special Variabie Component 
- It may also yield that there k no spedai step In the whole process. In that case, the normal cosdng procedure 

is applicable and the computation will not Invohre a Special Variable Component - 

Table 3: • .. 

PERSONNB. SUPPLY/PAATERIAL TYPE OF AMITY AMITY 

1 Receives request/application Baranpy Secretary Logbook/ballpen Ri3utine 

2 Verifies coffectness and accuracy of submitted infonnation Baranpy Secretary Routine 

3 Prepares the Barangay Certification Baranpy Secretary Logbook/bond PaPerAnk (printer) Routine 

4 Receives the payment-of fees or charges Baranpy Treasurer - Official Receipt/balipen Routine 

5 Rekases the Barangay Certification Barangay Secretary Logbook/bond paper/ink (printer) Routine 



STEP 4 QUANTIFY THE VARIABLE COST FOR ROUTINE ACTIVITIES 
STEP 4.A PERSONK 
Instructions in Filling Up the Form 

Column 1-  Base it on the staff identified as directly involved in the Routine Activities of the subject service. The actual number may be obtained 
from the Citizen's Charter or authorized office process flow, including the list of contractual positions for the particular service/s being rendered. 

Column 2 - Match the salary grade for each staff. The salary grade data will be available at the Citizen's Charter, HR, Accounting, or Budget Office 
of the City. 
Column 3 - Fill out the salary rate per month for each staff. The salary rates per month may be obtainedfrom HR, Accounting, or Budget offices 
of the LGU. 

Column 4 - Compute for the annual salary of the staff by multiplying column 3 by 12 months 

Column 5.  Identify all other remunerations regularly received by the staff. Data will be available at the City Budget or Accounting Department. 
In case data will not be readily available, other benefits can be represented by computing 20% of the annual salary. 

Column 6.  Sum up columns 4 and 5, pnd multiply it by 80%. The 20%covers lag time usually allotted to attendance in seminars/trainings, leaves, 
and other admin activities not related to the service. LGUs may also devise other method to determine the annual % of time assigned in the 
delivery of subject service, exclusive of lag time. 

Column 7.  Approximate the annual percentage of time each staff performs the task directly related to the activity. Data shall be provided by the 
head of units performing the service, e.g., if exclusively doing such task, then put 100%. 

Column 8.Get the total personnel cost attributable to Routine Activities by adding the cost for each staff involved in delivering the service. 

Table 4: Personnel Cost 

Name and Position 
% Time assigned in the 
delivery of the Subject 

Service 

Annual Cost of the 
Service 

Monthly 
Salary 

Annual 
Salary _ 

Other 
Benefits 

Annual 
Compensation 

(coil) (col 3) (col 4) (col 5) (col 6) (col 7) (col 8) 
ANTHONY S. COMIUAS 20,700.00 248,400.00 51,400.00 299,800.00 5.00% 14,990.00 
JACQUELYN M. CAMARA() 15,200.00 _ , 182,400.00 40,400.00 _ 222,1300.00 5.00% 11,140.00 . , 
HAZEUNA C. MIRABUENO 15,200.00 _ 182,400.00 40,400.00 222,800.00 5.00% 11,140.00 

_ 
TOTAL 37,270.00 



STEP 4,B COST OF TRANSPORTATION   
ihstructions in Filling the Form 

Column 1. Identify the vehicles used for inspection 

Column 2. Identify the number of vehicles used for inspection. 
Column 3. Verify unit cost of vehicle 

Column 4. Deterrnine the total cost by multiplying columns 2 and 3 

Column 5. Apply the depreciation rate (Note: Economic life of a vehicle is 10 years) 

Column 6. Compute for the annual depreciation cost by multiplying columns 4 and 5. 
Column 7. Verify from the City Accounting Office the actual amount spent for maintenance of the vehicle used for inspection. In the absence of actual data, the amount can be 
20%. 
Column 8. Determine the percentage of use of the vehicle. In the specific case sample, half day use from February to November is 44/52 weeks x .5 days 

Column 9. C.ompute the cost of vehicle for inspection by adding columns 6 and 7 then multiply the percentage of use in column 8. 

Table 5: 
Variable Cost - Vehicle 

Ust of Vehide/s 
Number of 

Vehides 
Unit Cost Total Cost 

Depreciation 
Rate/Year 

Annual 
Depreciation Cost 

Maintenance cost 
Percentage of use for 
inspection per week 

(col 1) (col 2) (col 3) (col 4) (col 5) (col 6) (col 7) (col 8) 

. . TOTAL 

Column 1. Identify the vehicles 

Instructions in Filling the Form 
used for inspection 
of vehicles used for inspection 

fuel per liter 
weekly consumption in liters 
in one year. Identify the number of weeks the vehides(s) has been used in a year. 
cost of fuel for 1 year by multiplying columns 2, 3, 4 and 5. 

for the frequency of use of the vehicle for inspection. In the specific case sample, half 
is 44/52 weeks X .5 days. Note that the LGUs may devise other methotl to determine 

of fuel for inspection activities by multiplying columns 6 and 7. 

Column 2. Identify the number 
Column 3. Verify unit cost of 
Column 4. Chec.k the average 
Column 5. There are 52 weeks 
Column 6. Compute for annual 
Column 7. Determine the percentage 
day use from February to November 

Column 8. Compute the cost 

Table 6: 
Variable Cost - Fuel 

List of vehide/s 
Number of 

Vehicles 
Average Cost 

per liter 
Ave. weekly 

consumption in liters 
Number of weeks 

in one year 
Annual Cost of fuel 

for the vehicle 

Percentage of use 
for inspection per 

week 

Annual cost for Fuel for 
inspection 

(col 1) (col 2) (col 3) (col 4) (col 5) (col 6) (col 7) -(col 8) 

TOTAL - _ 



STEP 4.0 OTHER V BLE COSTS 
Instructions in Filling the Form 

Column 1. List down the supplies, materials and other resources which are issued to each applicant or varies directly with the number of 
applicants. 

Column 2. Count all filled application forms, schedule slips, results forms, etc., and those issued with official receipts. Consider if applicants were 

successfully processed and approved, and provided with new business plate, stickers and/or certificates. 

Column 3. Secure the unit cost for each and every item identified as other variable cost from the City Accounting Office. 

Column 4. Com  ute for the annual other variable cost b multi I in column 2 and column 3 

Table 8: 

Variable Cost - Other variable cost . 

Particulars 
Annual Number of 

Applications 
Cost/Measuring unit 

(PhP) 
Annual cost (Php) 

(col 1) (col 2) col 3 col 4 
Application form • 1,500 
Request Slip 1,500 5.00 7,500.00 

Report Form 1,500 10.00 15,000.00 

Official Receipts 1,500 3.20 4,800.00 
" 

-, 

TOTAL 27,300.00 



Instructions for Filling Up the Form 
coiumn  - List all identified variable costs. 
Cohimn 2 - Fill up the variable costs for the "Subject Service" and reflect the sum of all entries of each 
cell to total 
Column 3 - Divide the amount in column 2 with the number of applications (annual) to get the 
Estimated Routine Variable Cost Per Application. 

Table 9: 

   

   

 

Total 
Estimated Routine Variable 

Cost Per Application 
Annual Number of Applications 1,500.00 

 

   

   

Variable Costs 
Routine Personnel 
Transportation Costs 
Other Supplies/Forms/Materials 

TOTAL 

37,270.00 24.85 

27,300.00 18.20 

64,570.00 43.05 



STEP 5 A L9CATE TH 
_ , 

ST FOR SPEC AL ACTIVITIES 

Name and position Monthly 
Salary 

Annual Salary 
Other 

compensation 
Total Annual 

Compensation 
% Time  aft„ted 

hsr the service  
Annual cost of service for Inspection 

(C01 1) (col 3) (col 4) (col 5) (col 6) (col 7) (col 8) 

. _ . 
. 

. 
• _ 

. - . . 
- • . - 

TOTAL - 

Instructions in Filling the Form 
Column 1- List the staff assigned to the "Special" Activity/ies. 
C.olumn 2 - Match the salary grade for each staff . . 
Column 3 - Fill out the salary rate/month for each staff. 
Column 4 - Compute for the annual salary of the staff by multiplying column 3 by 12 months 
Column 5. Identify all other remunerations regularly received by the staff. Other benefits include RATA, PERA, year end benefits and other remunerations 
Column 6. Sum up columns 4 and 5 
Column 7.Estimate the annual% of time each staff performs directly to the issuance of the subject service. The rate shall be provided by the concerned unit 
Column 8.Get the total cost for the Special Activity by adding the cost for each staff involved in delivering the service. 

Proceed to the weight allocation. (The weight allocation may vary depending on the appropriate basis to the scenario within an LGU) 



1. 
44,  

Instruction in Filling Up the Form 
Column 1  - Describes the cost formula for determining share of office cost for delivering "Subject Service". Determine the cost of 
construction per square meter (approximately P20,000/sq.m.) and the floor area of the entire City Hall. The building construction cost 
is the product of the two values. Knowing the floor area occupied by the different offices delivering the "Subject Service", its 
proportionate share in the total floor area of the city hall multiplied by cost of constructing the building will be the cost of office space 
occupied. The annual depreciation rate is 4% since the normal economic life of reinforced concrete structures is 25 years. We can 
compute for the annual depreciation expense by multiplying the cost of office space occupied by depreciation rate and approximately 
the annual maintenance cost by apportioning 20% of the annual depreciation expenses. The 20% is used whenever actual data from 
the Accounting Office is unavailable. The share of cost for delivering "Subject Service" can be computed by adding annual depreciation 
expense and annual maintenance cost multiplied by the percent of work by the Office utilized for delivering the "Subject Service". 

Column 2 - Apply the formula described above for the office involved in the delivery of the "Subject Service". 
Table 10: 

, - 
4:,-- .,, 1- , 

,_, - „, 
, 

_ , , ;, - 

Particulars 
(col 1) 

Offices Involved in the delivery of "Subject Senrice" Fee 
(col 2) 

Construction Cost (per sq m) 15,000.00 
Floor area of Baranpy Hall (sq m) 1,000.00 
Bunding Construction Cost (Php) 15,000,000.00 
Office Area Occupied (sq. m) . 200.00 
Cost of Office Area Occupied (Php) . 3,000,000.00 
Depredadon Rate (%) 0.10 
Annual Depreciation Expense (Php) 300,000.00 
Annual Maintenance Cost (Php) 28,000.00 
Percent of Work for "Subject Services' (%) 0.01 

Share of Cost attributable to delivering the senrice (Php) 3,280.00 



_ 

STEP 6.B UTILITIES _, 
Instructions for Riling Up the Form Instructions for Filling Up the Form 

Column 1. Describes the formula for computing the proportion of electricity cost of the offices delivering Column 1. Describes the formula for computing the proportion of water cost of the offices delivering the service 
the service (e.g. "Subject Service"). Initially, know the cost of electricity rate per kilowatt hour and the (e.g. "Subject Service"). Initially, know the number of people directly related to the processing and issuance of 
kilowatt consumption/hour of the Office delivering the service. The regular operations of a City Office is "Subject Service". The estimated water bill per person per month is P100. The net cost of water attributed to the 
7:30am-5:30pm or 10 hrs and there are approximately 260 days per year. The annual cost of electricity for delivery of "Subject Service" can be computed by the estimated water bill of the office per year multiplied by the 
the ofices delivering the service is the product of the electricity rate per kwh, the kilowatt consumption percent of "Subject Service" work performed by the office in relation to the total responsibilities assigned to the 
per hour of the office, the number of operating hours per days, and the number of operating days per 
year. The percent of work to be considered is an approximation by the head of unit delivering the service 
in relation to its total responsibilities. When knovm,the net cost of electricity attributed to delivery of 
service shall be the annual cost of electricity for the office multiplied by the percent of work devoted by 
the office for "Subject Senrice". 

Office. 

' . 

. .. . 

Column 2 - Apply the formula described above for be office involved in the delivery of the "Subject Column 2 - Apply the formula described above for the office involved in the delivery of the "Subject Service". 
Service". 

Tabk 12: Table 13: 
Cost of Water 

• - 

Particulars Offices Involved in the delivery of "Subject Service" Fee 

(col 1) (col 2) 

Number of People 8 

Water bill per person per month 100.00 

Estimated water bill of the office per year 9,600.00 

Percent of work for the service rendered 0.001% 
Net cost of water attributed to delivery of 
"Subject Service". 0.10 

Cott of Electricity 

Particulars 
Offices Involved in the delivery of "Subject Service" 

Fee 
(col 1) (col 2) 

Electricity rate per kilowatt hour (Php) 12.00 

Kilowatt consumption/hour for the unit 
delivering the service 20.00 

Number of operating hours per day 8.00 

Number of days per year 264.00 

Electricity cost per year 42,240.00 

Percent of work for the service rendered 0.001% 

Net electricity cost attributed to "Subject 

Service" service 0.42 



Instructions in Filling the Form 
Column 1. Identify all the equipment, and other facilities used for the delivery of the subject service. 
Column 2. Count the number of each type of equipment or facility. 
Column 3.  Verify acquisition cost from the Accounting Unit. 

Column 4.  Compute for the total cost of acquisition by multiplying columns 2 and 3. 
Column 5.  Compute for the annual depreciation rate by dividing 100% with the estimated economic life in years. 
Column 6. Verify from the LGU Accounting Office the actual amount spent for maintenance of the 
Column 7. Secure from the City Accounting Office the actual.amount spent for maintenance of equipment/furniture u5ed delivery of mayor's permit. In the absence of actua 
data, the amount can be computed by multiplying column 5 by 20%. 
Column 8. Add Columns 6 and 7 to determine the annual cost of equipment/facility. 
Column 9.  Determine the % of time used for delivering the specific service in relation to responsibilities of the office involved in delivering the subject service. 
Column 10. Compute for the annual cost share for equipment and funiture by multiplying columns 8 & 9.  

Table 15: 

- 
Fixed Cost - Equipment and Furniture . 

Particulars Number of Units Acquisition Cost Total Cost Depreciation Rate 

Annual 
Depreciation 

Cost 
Maintenance Cost Total Annual Cost 

% Used for 
delivering 
the Service 

Annual Cost Share 
for Equipment and 

Furniture 

(col 1) (col 2) (col 3) (col 4) (col 5) (col 6) (col 7) (col 8) _ (col 9 ) (col 10) 
A. Equipment 
Air Condition 2 30,000.00 60,000.00 10% 6,000.00 1,200.00 7,200.00 1.00096 72.00 
Computers 2 35,000.00 70,000.00 20% , 14,000.00 , 2,800.00 16,800.00 1.00096 168.00 
Water Dispenser 1 10,000.00 9,000.00 2096 1,800.00 360.00 , 2,160.00 1.00096' 0.02 
Photocopier 1 15,000.00 15,000.00 20% 3,000.00 600.00 3,600.00 1.00096-  36.00 

276.02 
B. Furniture 
Filing Cabinets 4 15,000.00 60,000.00 _ 1096, 6,000.00 , 1,200.00 7,200.00 1.0009i 72.00 
Tables and Chairs 6_ 5,000.00 30,000.00 10% 3,000.00 _ 600.00 3,600.00 1.00096 36.00. _ 

Sub-Total 108.00 

TOTAL 384.02 



Column 1. Identify Offices delivering the 

Instructions 
- 

in Filling the Form 
"Subject Service" fee and the type of other fixed costs 

example, these are cost for internet subscription and 

in delivering the "Subject Service". 

from the LGU Accounting Office. If data are hard to get, reflect 

LGU Budget Office). 

of time used by the Office in. delivering the specific service in 

. 
cost by multiplying column 2 and column 3 

significant for their operation. In the particular 
regular office supplies for the offices involved 

Column 2. Verify actual office expenses 
the budget allocation of each office (c/o 

Column 3. Determine the percentage 
relation to its total responsibilities. 

Column 4. Compute for the other variable 
Table 16: 

Other Fixed Cost 

Particulars Annual Rate 
Percent of Use for 

"Subiect Service" Fees 
Annual Cost 

. 
(col 1) (col 2) 

. 
(col 3) (col 4) 

Internet Services 28,000.00 30% 0.28 

Regular Office Supplies 50,000.00 80% 40,000.00 

Total 40,000.28 



Instructions for Filling Up the Form 
Column 1 - List all identified fixed costs. 
Column 2 - Fill up the fixed costs for the "Subject Service" and reflect the sum of all entries of each 
cell under "Total". 
Column 3 - Divide the amount in column 2 with the number of applications (annual) to get the 
Estimated Routine Fixed Cost Per Application. 

Table 17: 

Summary Table - Fixed Costs 

Fixed Cost Total 
Estimated Routine Fixed Cost 

Per Application 
(col 1) 

. 
(col 2) iol 3) 

Annual Number of Applications 1,500.00 

Office Space 3,280.00 2.19 

Utilities . _ 1.68 _ 0.00 

Electricity 0.42 0.00 

Water 0.10 0.00 

Communication . . 

Equipment and Furniture 
_ 384.02 0.26 

Other Fixed Cost 40,000.28 26.67 

TOTAL 43,666.50 29.11 



7 P 
II • . 

FF 
111 101  ITH COST OF DELIV , _ 

._ — 
Compare Fee with Cost of Delivering Services 

Fee Rate Estimation Using Costs of Issuing 
Permits Plus Cost of Surveillance 

Comparison with Current Fee Rates Difference 
% Variance (- 

/0 

. 

Remaks: Reasonable/ 

Not Reasonable 

Total Cost 108,236.50 Total Revenue 75,000.00 (33,236.50) (0.31) 

Reasonable 
Number of Applications 
Processed 

1,500 

. 

Number of 
Applications Processed 

. 

.1,500 

. 

. 

Average Fee Rate 
72.16 

Average Fee Rates 
50.00 

22.16 0.31 

. . . 
Instructions for Filling Up the Form 

(i) For every fee or charge, compare Total Revenue with Total Cost of delivering the subject service based on the results of the foregoing procedures. 
(2) Compute the difference and determine the corresponding variance. If it yields a variance (-/+) of more than 1096, the LGU is either subsidizing (-) 
or generating revenues (+) in relation to the subject Service. 
(3) Input the results in a summary form using Table 23 for ease in reference and appreciation during the review and deliberation of the results of the Toolkit 
(3) if so, then the LGU must submit, along with the report of the results, a proposed Rationalization of Fees and Charges using the options. 
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STEP 1: MAP YOUR PROCESS FLOW 
Note: 

- A flowchart is a picture of the separate steps involved in a given process, presented in sequential order. 

- Particularly helpful in analyzing and identifying areas for improvement by showing inefficiencies in the system. 
- Also, it is useful in costing analysis. 

- For this template, it is not necessary to use the various diagrams and boxes normally used in process flowcharts. 

- Suggested Source: Citizen's Charter or the duly authorized process flow of the concerned office (for standard procedure) 

Instructions in Filling the Form 
1 Discuss and decide on the boundaries of your process. 

* Where or when does the process start? Where or when does it end? 
2 ArranurILI document the activities in proper sequence.  

Table 1: 

UST OF ACTIVITIES 

1 Receives request/application 

2 Verifies correctness and accuracy of submitted information 
3 schedule day of inspection 

4 Per-form actual inspection 

5 Evaluates the result of the inspection 

6 Releases the results to the applicant 

7 Receives the payment of fees or charges 

8 Releases thr Barangay Oearance 

STEP 2: D 

 

NTIFY THE RESOURCES FOR EACH ACTIVITY   

  

Instructions in Filling the Form 
Identify the offices and all key people involved with each activity. Identify official position. 

* For standardization, base the information on the Citizen's Charter or the duly authorized process flow for 

standard procedure. 

* This includes those who do the work in the process: suppliers, customers and supervisors. 

2 List down the materials and resources utilized in each stage. 



• 

I ACTIVITY - 

___ _ ___ 

_ 
PERSONNEL 

. 
SUPPLY/MATERIAL 

1 Receives request/application Barangay Secretary Logbook 
2 Verifies correctness and accuracy of submitted information Barangay Secretary _ 
3 schedule day of inspection Barangay Secretary . Logbook 
4 Perform actual inspection Barangay Kagawad 
5 Evaluates the result of the inspection Punong Barangay 
6 Releases the results to the applicant Barangay Kagawad . 
7 Receives the payment of fees or charges Barangay Treasurer Official Receipt 
8 Releases the Barangay Clearance Barangay Secretary — Logbook/bond paper/ink (printer) 

. . 

RV' 

 

ctAsSirt 

 

 

SPECUW 

   

    

1 Classify the activities into wheiher they are: 
Instructions in Filling the Form 

* Routine(same procedure and effort for each applicant) 
* Spedal (usually the vital part of the process and varies according to the type and/or complexity of the business 

of the applicant) 
Note: It is highly suggested to identify one (1) special step. 

- However, it can be two (2) or more. In that case, it will have an impact on the weight of the 
Special Variable Component. 

- It may also yield that there is no special step in the whole process. In that case, the normal costing procedure 
is applicable and the computation urill not involve a Special Variable Component 

Table 3: 

ACTIVITY PERSONNEL SUPPLY/MATERIAL TYPE OF ACTIVITY 
— 

1 Receives request/application Barangay Secretary Logbook/ballpen Routine 
2 Verifies correctness and accuracy of submitted information 

,- 
Barangay Secretary Routine 

3 Schedule day of inspection Barangay Secretary Logbook/ballpen - Routine 
4 Perform actual inspection , Barangay Kagawad/lnspector/Brgy. Tanod Gasoline of Brgy. Vehicle Special - 

1 

5 Evaluates the result of the inspection Punong Barangay Routine 
6 Releases the results to the applicant Barangay Kagawad Routine 

,7 Receives the payment of fees or charges _ Barangay Treasurer Official Receipt/ballpen Routine 
8 Releases the Barangay Clearance Barangay Secretary Logbook/bond paper/ink (printer) _ Routine 



  

 

ANTIFY THE VARIABLE COST FOR ROUTINE ACTIVITIES STEP 4. 

  

STEP 4.A PERSONNEL COSTS 

Instructions in Filling Up the Form 

Column 1-  Base it on the staff identified as directly involved in the Routine Activities of the subject service. The actual number may be obtained 
from the Citizen's Charter or authorized office process flow, including the list of contractual positions for the particular service/s being rendered. 

Column 2  - Match the salary grade for each staff. The salary grade data will be available at the Citizen's Charter, HR, Accounting, or Budget Office 
of the City. 
Column 3  - Fill out the salary rate per month for each staff. The salary rates per month may be obtained from.HR, Accounting, or Budget offices 
of the LGU. 

Column 4 - Compute for the annual salary of the staff by multiplying column 3 by 12 months 

Column 5.  Identify all other remunerations regularly received by the staff. Data will be available at the City Budget or Accounting Department. 
In case data will not be readily available, other benefits can be represented by computing 20% of the annual salary. 

Column 6.  Sum up columns 4 and 5, and alultiply it by 80%. The 20%covers lag time usually allotted to attendance in seminars/trainings, leaves, 
and other admin activities not related to the service. LGUs may also devise other method to determine the annual % of time assigned in the 
delivery of subject service, exclusive of lag time. 

Column 7.  Approximate the annual percentage of time each staff performs the task directly related to the activity. Data shall be provided by the 
head of units performing the service, e.g., if exclusively doing such task, then put 100%. 

Column 8.Get the total personnel cost attributable to Routine Activities by adding the cost for each staff involved in delivering the service. 

Table 4: Personnel Cost 

Name and Position 

% Time assigned in the 
delivery of the Subject 

Service 

Annual Cost of the 
Service Monthly 

Salary 
Annual 
Salary 

Other 
Benefits 

Annual 
Compensation 

(col 1) (col 3) (col 4) (col 5) (col 6) (col 7) (col 8) 
ANTHONY S. COMIUAS 20,700.00 248,400.00 51,400.00 299,800.00 0.01% 29.98 
IRINEO S. SIBBALUCA _ 15,200.00 , 182,400.00 40,400.00 222,800.00 0.01% 22.28 
JACQUELYN M. CAMARAO 15,200.00 , , 1.82,400.00 , 40,400.00 222,800.00—  0.01% 22.28 
HAZEUNA C. MIRABUENO , 15,200.00 182,400.00 40,400.00 222,800.00 0.01% 22.28 , 

, . 

TOTAL 96.82 



STEP 4.111 COST OF TRANSPORTATION 
Instructions in Filling the Form 

Column L  Identify the vehicles used for inspection 

Column 2.  Identify the number of vehicles used for inspection. 
Column 3.  Verify unit cost of vehide 

Column 4.  Determine the total cost by multiplying columns 2 and 3 

Column 5.  Apply the depreciation rate (Note: Economic life of a vehicle is 10 years) 
Column 6.  Compute for the annual depreciation cost by multiplying columns 4 and 5. 
Column 7.  Verify from the City Accounting Office the actual amount spent for maintenance of the vehicle used for inspection. In the absence of actual data, the amount can be computed by multiplying column 5 by 
2096. 
Column 8.  Determine the percentage of use of the vehicle. In the specific case sample, half day use from February to November is 44/52 weeks x .5 days 

,.Column 9.  Compute the cost of vehicle for inspection by adding columns 6 and 7 then multiply the percentage of use in column 8. 

Table 5: 
_ . 

Variable Cost - Vehicle 

Ust of Vehicle's 
Number of 
Vehides 

Unit Cost Total Cost 
Depreciation 

Rate/Year 
Annual 

Depredation Cost 
Maintenance cost 

Percentage of use for 
inspection per week 

Annual cost of vehide for inspection 

(col 1) (col 2) (col 3) (col 4) (col 5) (col 6) (col 7) (col 8) (col 9) 
Tricab 1 200,000 200,000 10% 20,00CI 4,000 0.15% 36 

- . TOTAL . 36.00 

Column L Identify the vehicles 
instructions in Filling the Form 

used for inspection 
of vehicles used for inspection 

per liter 
weeldy consumption in liters 
in one year. Ideitify the number of weeks the vehicles(s) has been used in a year. 
cost of fuel for 1 year by multiplying columns 2, 3, 4 and 5. 

for the frequency of use of the vehicle for inspection. In the specific case sample, half 
is 44/52 weeks X .5 days. Note that the LGUs may devise other method to determine 

of fuel for inspection activities by multiplying columns 6 and 7. 

Column L Identify the number 
Column 3. Verify unit cost of fuel 
Column 4. Check the average 
Column 5. There are 52 weeks 
Column 6. Compute for annual 
Column 7. Determine the percentage 
day use from February to November 

Column 8. C.ompute the cost 

Table 6: 
Variable Cost - Fuel 

Ust of vehicie/s 
Number of 

Vehicles 
Avenge Cost 

per liter 
Ave. weekly 

consumption in liters 
Number of weeks 

in one year 
Annual Cost of fuel 

for the vehide 

Percentage of use 
for inspection per 

week 

Annual cost for Fuel for 
inspection 

(col 1) (col 2) (col 3) (col 4) (col 5) (col 6) 
. 

icol 7) (col 8) 
_ 

Tri-Cab 1 57 IS 52 44,460.00 0.15% 66.69 

TOTAL 66.69 



STEP 4.B COST OF TRANSPORTATION  
Instructions in Filling the Form 

Column 1. Identify the vehicles used for inspection 

Column 2. Identify the number of vehicles used for inspection. 
Column 3. Verify unit cost of vehicle 

Column 4.  Determine the total cost by multiplying columns 2 and 3 

Column 5. Apply the depreciation rate (Note: Economic life of a vehicle is 10 years) 

Column 6. Compute for the annual depreciation cost by multiplying columns 4 and 5. 
Column 7.  Verify from the City Accounting Office the actual amount spent for maintenance of the vehicle used for inspection. In the absence of actual data, the amount can be computed by multiplying column 5 by 
2D96. 
Column 8.  Determine the percentage of use of the vehicle. In the specific case sample, half day use from February to November is 44/52 weeks x .5 days 

Column 9. Compute the cost of vehicle for inspection by adding columns 6 and 7 then multiply the percentage of use in column 8. 

_ . __ _. . 
Variable Cost - Vehicle 

List of Vehicie/s 
Number of 

Vehicles 
Unit C.ost Total Cost 

Depreciation 
Rate/Year 

Annual 
Depreciation Cost 

Maintenance cost 
Percentage of use for 
inspection per week 

Annual cost of vehicle for inspection 

(coi 1) (col 2) (col 3) (col 4) (col 5) (col 6) (col 7) (col 8) (col 9) 

Tricab 1 200,000 200,000 10% 20,000 4,000 0.15% 36 

. . TOTAL 36:00 

instructions in Filling the Form 
Column 1. Identify the vehicles used for inspection 
Column 2. Identify the number of vehicles used for inspection 
Column 3. Verify unit cost of fuel per liter 
Column 4. Check the average weekly consumption in liters 
Column 5. There are 52 weeks in one year. Identify the number of weeks the vehicles(s) has been used in a year. 
Column 6. Compute for annual cost of fuel for 1 year by multiplying columns 2, 3, 4 and 5. 
Column 7. Determine the percentage for the frequency of use of the vehicle for inspection. In the specific case sample, half 
day use from February to November is 44/52 weeks X .5 days. Note that the LGUs may devise other method to determine 

Column 8.  Compute the cost of fuel for inspection activities by multiplying columns 6 and 7. 

Table 6: 
Variable Cost - Fuel 

List of vehicle/s 
Number of 

Vehicles 
Average Cost 

per liter 
Ave. weekly 

consumption in liters 
Number of weeks 

in one year 
Annual Cost of fuel 

for the vehicle 

Percentage of use 
for inspection per 

week 

Annual cost for Fuel for 
inspection 

(col 1) (col 2) (col 3) (col 4) -(col 5) (col 6) (col 7) (col 8) - 

66.69 Tri-Cab 1 57 15 52 44,460.00 0.15% . 

TOTAL 66.69 



CO.STS 
• 

Instructions in Filling the Form 
Column 1.  List down the supplies, materials and other resources which are issued to each applicant or varies directly with the number of 
applicants. 

Column 2.  Count all filled application forms, schedule slips, results forms, etc., and those issued with official receipts. Consider if applicants were 
successfully processed and approved, and provided with new business plate, stickers and/or certificates. 

Column 3.  Secure the unit cost for each and every item identified as other variable cost from the City Accounting Office. 

Column 4.  Com  ute for the annual other variable cost b multi I in column 2 and column 3 

Table 8: 

Variable Cost - Other variable cost 

Particulars 
Annual Number of 

Applications 
Cost/Measuring unit 

(Php) 
Annual cost (Php) 

(col 1) (col 2) col 3 col 4 
Application form 20 
Request Slip 20 5.00 100.00 

Report Form 20 30.00 600.00 
Ctfficial Receipts 20 3.00 60.00 

. 
TOTAL 760.00 

4 



Instructions for Filling Up the Form 
Column 1 - Lista!! identified variable costs. 
Column 2  - Fill up the variable costs for the "Subject Service" and reflect the sum of all entries of each 

cell to total 
Column 3 - Divide the amount in column 2 with the number of applications (annual) to get the 

Estimated Routine Variable Cost Per Application. 

Table 9: 
, ...2 

T. - ,... _ COStS - , _ 

Total 
Estimated Routine Variable 

Cost Per Application 

Annual Number of Applications - 20 
Variable Costs 

Routine Personnel 96.82 4.84 

Transportation Costs 102.69 40.75 

Other Supplies/Forms/Materials 760.00 38.00 

TOTAL 959.51 47.98 



Name and position 
Monthly 
Salary 

Other 
compensation  

Total Annual 
Compensation 

%Time allocated 
for the senrice Annual Salary Annual cost of sendce for Inspection 

(col 3) (col 6) (col 8) 

15,200.00 222,800.00 
6,300.00 75,600.00 

(col 1) 
IRINEO S. SIBBALUCA 
URBANO C NATIVIDAD  

(col 4) 
182,400.00 
75,600.00  

(col 5)  
40,400.00  

(col 7)  
0.20% 
0.20% 

445.60 
151.20 

TOTAL 

Instructions-in Filling the Form 
Column 1-  List the staff assigned to the "Special" Activity/ies. 
Column 2 - Match the salary grade for each staff 

Column 3 - Fill out the salary rate/month for each staff. 

Column 4 - Compute for the annual salary of the staff by multiplying column 3 by 12 months 

Column 5.  Identify all other remunerations regularly received by the staff. Other benefits include RATA, PERA, year end benefits and other remunerations 

Column 6.  Sum up columns 4 and 5 

Column 7.Estimate the annual% of time each staff performs directly to the issuance of the subject service. The rate shall be provided by the concerned unit 

Column 8.Get  the total cost for the Special Activity by adding the cost for each staff involved in delivering the service. 

Proceed to the weight allocation. (The weight allocation may vary depending on the appropriate basis to the scenario within an LGU) 

596.80 



Particulars 
(col 1) 

OfRces Involved in the delivery of "Subject Service" Fee 
(col 2) 

Construction Cost (per sq m) 15,000.00 
Floor area of Baranpy Hall (sq m) 1,000.00 
Building Construction Cost (Php) 15,000,000.00 
Office Area Occupied (sq. m) 200.00 
Cost of Office Area OccUpied (Php) 3,000,000.00 

Annual Depreciation Expense (Php) 300,000.00 
Annual Maintenance Cost (Php) 28,000.00 

Share of Cost attributable to delivering the senrice (Php) 3,280.00 

0.10 Depredation Rate (%) 

0.01 Percent of Work for "Subject Service" (%) 

Instruction in Filling Up the Form 
Column 1 - Describe the cost formula for determining share of office cost for delivering "Subject Service". Determine the cost of 
construction per square meter (approximately P20,000/sq.m.) and the floor area of the entire City Hall. The building construction cost 
is the product of the two values. Knowing the floor area occupied by the different offices delivering the "Subject Service", its 
proportionate share in the total floor area of the city hall multiplied by cost of constructing the building will be the cost of office space 
occupied. The annual depreciation rate is 4% since the normal economic life of reinforced concrete structures is 25 years. We can 
compute for the annual.  depreciation expense by multiplying the cost of office space occupied by depreciation rate and approximately 
the annual maintenance cost by apportioning 20% of the annual depreciation expenses. The 20% is used whenever actual data from 
the Accounting Office is unavailable. The share of cost for delivering "Subject Service" can be computed by adding annual depreciation 
expense and annual maintenance cost multiplied by the percent of work by the Office utilized for delivering the "Subject Service". 

Column 2 - Apply the formula described above for the office involved in the delivery of the "SubJect Service". 
Table 10: 



Instructions for Filling Up the Form 
Column 1.  Describes the formula for computing the proportion of electricity cost of the offices delivering 

the service (e.g. "Subject Service"). Initially, know the cost of electricity rate per kilowatt hour and the 

ldlowatt consumption/hour of the Office delivering the service. The regular operations of a City Office is 

7:30am-5:30pm or 10 hrs and there are approximately 260 days per year. The annual cost of electricity for 

the ofices delivering the service is the product d the electricity rate per kwh, the kilowatt consumption per 

hour of the office, the number of operating hours per days, and the number of operating days per year. 

The percent of work to be considered is an approximation by the head of unit delivering the service in 

relation to its total responsibilities. When known, the net cost of electricity attributed to delivery of service 

shall be the annual cost of electricity for the office multiplied by the percent of work devoted by the office 

for "Subject Service". 

Column 2  - Apply the formula described above for the office involved in the delivery of the "Subject 

Service". 

Instructions for 

Column 1.  Describes the formula for computin, 

delivering the service (e.g. "Subject Service"). I 

related to the processing and issuance of "Subj 

per month is P100. The net cost of water attrib 

computed by the estimated water bill of the of 

Service" work performed by the office in relatii 

Office. 

Column 2 - Apply the formula described above 

"Subject Service". 

Tal 

Cost 

Particulars 

(col 1) 

Number of People 

Water bill per person per month 

Estimated water bill of the office per year 

Percent of work for the service rendered 

Net cost of water attributed to delivery of 

"Subject Service". 

• 

• 

Table 12: 

Cost of Electricity 

Particulars Offices Involved in the delivery of "Subject Service" Fee 

(col 1) (col 2) 

Electricity rate per kilowatt hour (Php) 12.00 

IGlowatt consumption/hour for the unit 

delivering the service 20.00 

Number of operating hours per day 8.00 

Number of days per year 264.00 

Electricity cost per year 42,240.00 

Percent of work for the service rendered 0.001% 

Net electricity cost attributed to "Subject 

Service" service 0.42 



Instructions in Filling the Form 
Column 1. Identify all the equipment, and other facilities used for the delivery of the subject service. 
Column 2.  Count the number of each type of equipment or facility. 
Column 3. Verify acquisition cost from the Accounting Unit. 

Column 4.  Compute for the total cost of acquisition by multiplying columns 2 and 3. 
C.olumn 5. Compute for the annual depreciation rate by dividing 100% with the estimated economic life in years. 
Column 6. Verify from the LGU Accounting Office the actual amount spent for maintenance of the 
Column 7.  Secure from the City Accciunting Office the actual amount spent for maintenance of equipment/furniture used delivery of mayor's permit. In the absence of actual 
data, the amount can be computed.  by multiplying column 5 by 20%. 
Column 8. Add Columns 6 and 7 to determine the annual cost of equipment/facility. 
Column 9.  Determine the % of time used for delivering the specific service in relation to responsibilities of the office involved in delivering the subject service. 
Column 10. Compute for the annual cost share for equipment and funiture by multiplying columns 8 & 9.  

Table 15: 

Fixed Cost - Equipment and Furniture 
- - 

Particulars Number of Units Acquisition Cost 

, 

Total Cost 

_ 

Depreciation Rate 
Annual 

Depreciation 
Cost 

maintenance cost Total Annual Cosi 
% Used for 
delivering 
the Service 

Annual Cost Share 
for Equipment and 

Furniture 

(col 1) (col 2) (col 3) (col 4) (col 5) (col 6) (col 7) (col 8) (col 9 ) (col 10) 

A. Equipment 
Air Condition 2 30,000.00 60,000.00 1096 6,000.00 1,200.00 7,200.00 1.000% 72.00 

Computers 2 35,000.00 70,000.00 20% 14,000.00 _ 2,800.00 16,800.00 1.0009i 168.00 

Water Dispenser 1 10,000.00 9,000.00 2096 1,800.00 360.00 2,160.00 1.000%, 0.02_ 

Photocopier 1 15,000.00 15,000.00 20% 3,000.00 600.00 3,600.00 1.000% 36.00 , 

B. Furniture . _ 
Filing Cabinets 4 15,000.00 60,000.00 10% 6,000.00 , 1,200.00 7,200.00 1.00096 72.00 

Tables and Chairs 6 5,000.00 30,000.00 10% 3,000.00 600.00 3,600.00 1.000% , 36.00 

Sub-Total , 384.02 . 
TOTAL 384.02 



Column 1. Identify Offices delivering the 

Instructions in Filling the Form 
"Subject Service" fee and the type of other fixed costs 

example, these are cost for internet subscription and 
in delivering the "Subject Service". 

from the LGU Accounting Office. If data are hard to get, reflect 
LGU Budget Office). 

of time used by the Office in delivering the specific service in 
. 

cost by multiplying column 2 and column 3 

significant for their operation. In the particular 
regular office supplies for the offices involved 

Column 2. Verify actual office expenses 
the budget allocation of each office (c/o 

Column 3. Determine the percentage 
relation to its total responsibilities. 

Column 4. Compute for the other variable 
Table 16: 

Other Fixed Cost 
Particulars Annual Rate 

Percent of Use for 
"Sublect Service" Fees 

Annual Cost 
. 

(col 1) (col 2) (col 3) 
• 

(col 4) 

Internet Services 28,000.00 0.500% 0.28 

Regular Office Supplies 50,000.00 0.500% 250.00 

Total 250.28 



Instructions for Filling Up the Form 
Column1 - List all identified fixed costs. 
Column 2 - Fill up the fixed costs for the "Subject Service" and reflect the sum of all entries of each 
cell under "Total". 

Column3 - Divide the amount in column 2 with the number of applications (annual) to get the 
Estimated Routine Fixed Cost Per Application.  

Table 17: 

Summary Table - Fixed Costs 

Fixed Cost Total 
Estimated Routine Fixed Cost 

• Per Application 

(col 1) (col'2) (col 3) 

Annual Number of Applications 
20 

164.00 Office Space 3,280.00 

Utilities 1.68 
_ 

0.08 

Electricity 0.42 0.02 

Water 0.10 0.00 

Communication - - 

Equipment and Furniture 384.02 19.20 

Other Fixed Cost 250.28 12.51 

TOTAL 3,916.50 195.82 



E -COMPARE ,, - WITH COST OF DELIVERING SERVICES 
Compare Fee with Cost of Delivering Services , 

Fee Rate Estimation Using Costs of Issuing 
Permits Plus Cost of Surveillance 

. 

Comparison with Current Fee Rates Difference 
% Variance (- 

/+) 

Remaks: 

Reasonable/ 

Not Reasonable 

Total Cost 5,472.8i  Total Revenue 3,000.00 (2,472.81) (0.45) 

• 

. 

Number of Applications 
Processed 

20 

- 
Number of 
Applications Processed 

_ 

20 

. 

Average Fee Rate 
273.69 

Average Fee Rates 
150.00 

123.69 0.45 

. . - 

Instructions for Filling Up the Form 
01 For every fee or charge, compare Total Revenue with Total Cost of delivering the subject service based on the results of the foregoing procedures. 

(2) Compute the difference and determine the corresponding variance. If it yields a variance (-/+) of more than 1096, the LGU is either subsidizing (-) 

or generating revenues (+) in relation to the subject Service. 
(3) Input the results in a summary form using Table 23 for ease in reference and appreciation during the review and deliberation of the results of the Toolkit. 
(3) If so, then the LGU must submit, along with the report of the results, a proposed Rationalization of Fees and Charges using the options. 
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STANDARD COSTING FRAMEINORK 

STEP 4: STEP 5: 
Identify Allocate 

and the 
Quantify Variable 

the Cost for 
Variable Special 

"Costs for Activities 
the 

Routine 
Activities 

STEP 2: 
Identify the 

Resource 
Requirements 

for Each 
Regulatory 

• Activity, 
Service or 
Function 

STEP 7: 
Compare 

and 
Analyze 

the 
Results 
with the 
Current 
Rates 

General Instructions: 

White boxes cells shall not be edited or moved. 
Yellow cells shall be the only cells where the user can edit or input the necessary data. 
Blue cells signify the steps in the Toolkit. 



sTEPI 
Note: 

- A flowchart is a picture of the separate steps involved in a given process, presented in sequential order. 

- Particularly helpful in analyzing and identifying areas for improvement by showing inefficiencies in the system. 

- Also, it is useful in costing analysis. 

- For this template, it is not necessary to use the various diagrams and boxes normally used in process flowcharts. 

- Suggested Source: Citizen's Charter or the duly authorized process flow of the concerned office (for standard procedure) 

Instructions in Filling the Form 
1 Discuss and decide on the boundaries of your process. 

* Where or when does the process start? Where or when does it end? 

2 Arrange and document the-activities in proper sequence. 

Table 1: 

LIST OF ACTIVITIES 

1 Receives request/application 

2 Verifies correctness and accuracy of submitted information 

3 schedule day of inspection _ 
4 Perform actual inspection 

5 Evaluates the result of the inspection 

6 Releases the results to the applicant 

7 Receives the payment of fees or charges 

8 Releases thr Barangay Clearance 

Instructions in Filling the Form 
Identify the offices and all key people involved with each activity. Identify official position. 

* For standardization, base the information on the Citizen's Charter or the duly authorized process flow for 

standard procedure. 
* This includes those who do the work in the process: suppliers, customers and supervisors. 

2 List down the materials and resources utilized in each stage. 
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STEP 4„ QUANTIFY THE VARIAI3LE COST FOR ROUTINE ACTIVITIES 
sTEP 4.4 PERSONNEL COSTS 
Instructions in Filling Up the Form 

Column 1- Base it on the staff identified as directly involved in the Routine Activities of the subject service. The actual number may be obtained 
from the Citizen's Charter or authorized office process flow, including the list of contractual positions for the particular service/s being rendered. 

Column 2  - Match the salary grade for each staff. The salary grade data will be available at the Citizen's Charter, HR, Accounting, or Budget Office 
of the City. 
Coluirm 3  - Fill out the salary rate per month for each staff. The Salary rates per month may be obtained from HR, Accounting, or Budget offices 
of the LGU. 
Column 4 - Compute for the annual salary of the staff by multiplying column 3 by 12 months 

Column 5. Identify all other remunerations regularly received by the staff. Data will be available at the City Budget or Accounting Department. 
In case data will not be readily available, other benefits can be represented by computing 20% of the annual salary. 

Column 6. Sum up columns 4 and 5, and multiply it by 80%. The 20%covers lag time usually allotted to attendance in seminars/trainings, leaves, 
and other admin activities not related to the service. LGUs may also devise other method to determine the annual % of time assigned in the 
delivery of subject service, exclusive of lag time. 

Column 7. Approximate the annual percentage of time each staff performs the task directly related to the activity. Data shall be provided by the 
head of units performing the service, e.g., if exclusively doing such task, then put 100%. 

Column 8.Get the total personnel cost attributable to Routine Activities by adding the cost for each staff involved in delivering the service. 

Table 4: Personnel Cost 

Name and Position 

_ 

% Time assigned in the 
delivery of the Subject 

Service 

Annual Cost of the 
Service 

Monthly 
Salary 

Annual 
Salary 

Other 
Benefits 

Annual 
Compensation 

(coil) (col 3) , (col 4) (col 5) , (col 6) (col 7) (col 8) 
ANTHONY S. COMILLAS 20,700.00 248,400.00 51,400.00 299,800.00 10% 29,980.00 
IRINEO S. SIBBALUCA 15,200.00 182,400.00 40,400.00 222,1300.00 10% 22,2130.00 
JACQUELYN M. CAMARAO 15,200.00 182,400.00 40,400.00 222,800.00 1096 22,280.00 
HAZELINA C. MIRABUENO 15,200.00 182,400.00 40,400.00 222,800.00 10% 22,280.00 
JAY REINEIL D. TRINIDAD -7,800.00 93,600.00 93,600.00 10% 9,360.00 

TOTAL 106,180.00 



STEP 4 B COST OF TRANSPORTATION 

 

Instructions in Filling the Form 

  

Column 1.  Identify the vehicles used for inspection 

Column 2.  Identify the number of vehicles used for inspection. 
Column 3.  Verify unit cost of vehicle 

Column 4.  Determine the total cost by multiplying columns 2 and 3 

Column 5.  Apply the depreciation rate (Note: Economic life of a vehicle is 10 years) 

Column 6.  Compute for the annual depreciation cost by multiplying columns 4 and 5. 

Column 7.  Verify from the City Accounting Office the actual amount spent for maintenance of the vehicle used for inspection. In the absence of actual data, the amount can be computed 
20%. 
Column 8.  Determine the percentage of use of the vehicle. In the specific case sample, half day use from February to November is 44/52 weeks x .5 days 

Column 9.  Compute the cost of vehicle for inspection by adding columns 6 and 7 then multiply the percentage of use in column 8. 

by multiplying column 5 by 

Table 5: 
Variable Cost - Vehicle 

Ust of Vehicle/s 
Number of 

Vehicles 
Unit Cost Total Cost 

Depreciation 
Rate/Year 

Annual 
Depreciation Cost 

Maintenance cost 
Percentage of use for 
inspection per week 

Annual cost of vehicle for inspection 

(col 1) (col 2) (col 3) (col 4) (col 5) (col 6) (col 7) (col 8) (cal 9) 
TRICAB 1 200,000 200,000 10% 20,000 4,000 26% 6,240 

- - TOTAL ' 6,240.00 

Column 1. Identify the vehicles 
Instructions in Filling the Form 

used for inspection 
of vehicles used for inspection 

per liter 
weekly consumption in liters 
In one year. Identify the number of weeks the vihicles(s) has been used in a year. . 
cost of fuel for 1 year by multiplying columns 2, 3, 4 and 5. 

for the frequency of use of the vehicle for inspection. In the specific case sample, half 
is 44/52 weeks X .5 days. Note that the LGUs may devise other method to determine 

of fuel for inspection activities by multiplying columns 6 and 7. 

Column 2. Identify the number 
C.olumn 3. Verify unit cost of fuel 
Column 4. Check the average 
Column 5. There are 52 weeks 
Column 6. Compute for annual 
Column 7. Determine the percentage 
day use from February to November 

Column 8. Compute the cost 

Table 6: 

Variable Cost - Fuel 

List of vehicle/s 
Number of 

Vehicles 
Average Cost 

per liter 
Ave. weekly 

consumption in liters 
Number of weeks 

in one year 
Annual Cost of fuel 

for the vehicle 

Percentage of use 
for inspection per 

week 

Annual cost for Fuel for 
inspection 

(col 1) (col 2) (col 3) (col 4) 
- 

(col 5) (col 6) (col 7) (col 8) 

TRICAB 1 55.00 20 52 57,200.00 26% 14,872.00 _ 

TOTAL 14,872.26  



4B:ix   
Instructions in Filling the Form 

Column 1.  List down the supplies, materials and other resources which are issued to each applicant or varies directly with the number of 
applicants. 

Column 2.  Count all filled application forms, schedule slips, results forms, etc., and those issued with official receipts. Consider if applicants were 
successfully processed and approved, and provided with new business plate, stickers and/or certificates. 

Column 3.  Secure the unit cost for each and every item identified as other variable cost from the City Accounting Office. 
Column 4.  Com  ute for the annual other variable cost b multi I in column 2 and column 3 

Table 8: 

Variable Cost - Other variable cost 

Particulars 
Annual Number of 

Applications 
Cost/Measuring unit 

(Php) 
Annual cost (Php) 

(col 1) (col 2) (col 3) (col 4) 
Application form 450 
Request Slip 450 5.00 2,250.00 
Report Form 450 12.00 5,400.00 
Official Receipts 450 3.20 1,440.00 

. 
' . 

TOTAL 9,090.00 



Instructions for Filling Up the Form 
Column 1- List all identified variable costs. 
Column 2 - Fill up the variable costs for the "Subject Service" and reflect the sum of all entries of each 
cell to total 
Column 3 - Divide the amount in column 2 with the number of applications (annual) to get the 
Estimated Routine Variable Cost Per Application. 

Table 9: 

 

;4. < j  
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Routine Personnel 
Transportation Costs 

    

Total 

106,180.00 
21,112.26 

Estimated Routine Variable 
Cost Per Application 

235.96 
40.75 

Other Supplles/Forms/Materials 

   

9,090.00 20.20 

TOTAL 

 

136,382.26 303.07 

       

Annual Number of Applications 450 
Variable Costs 



STEP 5 ALLOCATE THE VARIABLE COST FOR SPEC 
, 

AL ACTIVITIES 

Name and position 
Monthly 
Salary 

Annual Salary 
Other 

compensation 
Total Annual 

Compensation 
% role allocated 

fc'r the service 
Annual cost of service for inspection 

(col 1) (col 3) (col 4) (col 5) (col 6) (col 7) (col 8) 
IRINEO S. SIBBALUCA 15,200.00 140,040.00 44,400.00 173,380.00 58.00% 100,560.40 
URBANO C. NATIVIDAD 6,300.00 48,000.00 48,000.00 58.00% 27,840.00 

. - 
- 
- 

TOTAL 128.400.40 

Instructions in Filling the Form 

Column 1- List the staff assigned to the "Special" Activity/ies. 
- Column 2 - Match the salary grade for each staff - 

Column 3 - Fill out the salary rate/month for each staff. 
Column 4 - Compute for the annual salary of the staff by multiplying column 3 by 12 months 
Column 5. Identify all other remunerations regularly received by the staff. Other benefits include RATA, PERA, year end benefits and other remunerations 
Column 6. Sum up columns 4 and 5 
Column 7.Estimate the annual % of time each staff performs directly to the issuance of the subject service. The.rate shall be provided by the concerned unit 

Column 8.Get the total cost for the Special Activity by adding the cost for each staff involved in delivering the service. 

Proceed to the weight allocation. (The weight allocation may vary depending on the appropriate basis to the scenario within an LGU) 
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STEP 6.A COST OF oFficE SPACE 
Instruction in Filling Up the Form 

Column 1  - Describes the cost formula for determining share of office cost for delivering "Subject Service". Determine the cost of 
construction per square meter (approximately P20,000/sq.m.) and the floor area of the entire City Hall. The building construction cost 
is the product ofthe two values. Knowing the floor area occupied by the different offices delivering the "Subject Service", its 
proportionate share in the total floor area of the city hall multiplied by cost of constructing the building will be the cost of office space 
occupied. The annual depreciation rate is 4% since the normal economic life of reinforced concrete structures is 25 years. We can 
compute for the annual depreciation expense by multiplying the cost of office space occupied by depreciation rate and approximately 
the annual maintenance cost by apportioning 20% of the annual depreciation expenses. The 20% is used whenever actual data from 
the Accounting Office is unavailable. The share of cost for delivering "Subject Service" can be computed by adding annual depreciation 
expense and annual maintenance cost multiplied by the percent of work by the Office utilized for delivering the "Subject Service". 

Column 2 - Apply the formula described above for the office involved in the delivery of the "Subject Service". 
Table 10: 

- xe e ifitij st OM* . _ , ,.....,,, 
Particulars 

(col 1) 
Offices Involved in the delivery of "Subject Senrke" Fee 

(col 2) 
Construction Cost (per sq m) 15,000.00 
Floor area of Barangay Hall (sq m) 1,000.00 
Building Construction Cost (Php) - 15,000,000.00- 
Office Area Occupied (sq. m) 200.00 
Cost of Office Area Occupied (Php) 3,000,000.00 
Depreciation Rate (96) 0.04.  
Annual Depredation Expense (Php) 120,000.00 
Annual Maintenance Cost (Php) 24,000.00 
Percent of Work for "Subject Service" (%) 58.0096 

Share of Cost attributable to delivering the service (Php) 83,520.00 



, ..” . 

_ : . - 
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Instructions for Filling Up the Form 

Column 1.  Describes the formula for computing the proportion of electricity cost of the offices delivering 

the service (e.g. "Subject Service''). Initially, know the cost of electricity rate per kilowatt hour and the 

kilowatt consumption/hour of the Office delivering the service. The regular operations of a City Office is 

7:30am-5:30pm or 10 hrs and there are approximately 260 days per year. The annual cost of electricity for 

the ofices delivering the service is the product of the electricity rate per kwh, the kilowatt consumption per 

hour of the office, the number of operating hours per days, and the number of operating days per year. The 

percent of work to be considered is an approximation by the head of unit delivering the service in relation 

to its total responsibilities. When known, the net cost of electricity attributed to delivery of service shall be 

the annual cost of electricity for the office multiplied by the percent of work devoted by the office for 

"Subject Service". 

Column 2 - Apply the formula described above for the office involved in the delivery of the "Subject 

Service". 

Instructions for Filling Up the Form 

Column 1.  Describes the formula for computing the proportion of water cost of the offices 

delivering the service (e.g. "Subject Service"). Initially, know the number of people directly related 

to the processing and issuance of "Subject Service". The estimated water bill per person per 

month is P100. The net cost of water attributed to the delivery of "Subject Service" can be 

computed by the estimated water bill of the office per year multiplied by the percent of "Subject 

Service" work performed by the office in relation to the total responsibilities assigned to the 

Office. 

Column 2 - Apply the formula described above for the office involved in the delivery of the 

"Subject Service". 

Table 12: Table 13: 

Cost of Water 

Particulars 
Offices Involved in the delivery of "Subject 

Service" Fee 
(coi 1) 

. 
(col 2) 

_ 
— - 

Number of People 8 

Water bill per person per month 50 

Estimated water bill of the office per year 4,Et00.00 

Percent of work for the service rendered 58% 
Net cost of water attributed to delivery of 
"Subject Service". 2,784.00 

Cost of Electricity 

Particulars Offices Involved in the delivery of "Subject Service" Fee 

. (col 1) (col 2) 

Electricity rate per kilowatt hour (Php) 12.00 

Kilowatt consumption/hour for the unit 

delivering the service 5.00 

Number of operating hours per day 8.00 

Number of days per year 264.00 

Electricity cost per year 126,720.00 

Percent of work for the service rendered - 58% 

Net electricity cost attributed to "Subject 

Service" service 73,497.60 
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Instructions in Filling the Form 
Column 1.  Identify all the equipment, and other facilities used for the delivery of the subject service. 
Column 2.  Count the number of each type of equipment or facility. 
Column 3.  Verify acquisition cost from the Accounting Unit. 

Column 4.  Compute for the total cost of acquisition by multiplying columns 2 and 3. 
Column 5.  Compute for the annual depreciation rate by dividing 100% with the estimated economic life in years. 
Column 6.  Verify from the LGU Accounting Office the actual amount spent for maintenance of the 
Column 7.  Secure from the City Accounting Office the actual amount spent for maintenance of equipment/furniture used delivery of mayor's permit. In the absence of actual 
data, the amount can be computed by multiplying column 5 by 20%. 
Column 8. Add Columns 6 and 7 to determine the annual cost of equipment/facility. 
Column 9.  Determine the % of time used for delivering the specific service in relation to responsibilities of the office involved in delivering the subject service. 
Column 10. Compute for the annual cost share for equipment and funiture by multiplying columns 8 & 9.  

Table 15: 

. Fixed Cost - Equipment and Furniture . 

Particulars lumber of Unit Acquisition Cost Total Cost epreciation Rai 
Annual 

Depreciation 
Cost 

Maintenance Cosfrotal Annual Cosi 
% Used for 
delivering 
the Service 

Annual Cost Share 
for Equipment and 

Furniture 

(col 1) (col 2) (col 3) (col 4) (col 5) (col 6) (col 7) (col 8) (col 9 ) (col 10) 
A. Equipment ' 

. 
, 

Air Condition 2 30,000.00 60,000.00 10% _ , 6,000.00 1,200.00 7,200.00 58% , 4,176.00 
Computers 2 35,000.00 70,000.00 2096 14,000.00 2,800.00 16,800.00 5896 9,744.00 
Water Dispenser 1 9,000.00 9,000.00 2096 1,800.00 360.00 2,160.00 58% 1,253.00 
Photocopier 1 15,000.00 15,000.00 20% 3,000.00 __ 600.00 3,600.00 5896 2,088.00 

Sub-Total 
. 

17,261.00 
B. Furniture 

Cabinets rFiling 4 15,000.00 60,000.00 10% 6,000.00 1,200.00 _ 7,200.00 58% 4,176.00 
Tables and Chairs 6 5,000.00 30,000.00 10% 3,000.00 600.00 3,600.00 58% 2,0811.00 

Sub-Total 6,264.00 

TOTAL 23,525.00 



Column 1. ldentfy Offices delivering the 
Instructions in Filling the Form 

"Subject Service" fee and the type of other fixed costs 
example, these are cost for internet subscription and 

in delivering the "Subject Service". 

from the LGU Accounting Office. If data are hard to get, reflect 
LGU Budget Office). 

of time used by the Office in delivering the specific service in 

cost by multiplying column 2 and column 3 

significant for their operation. In the particular 
regular office supplies for the offices involved 

Column 2. Verify actual office expenses 
the budget allocation of each office (c/o 

Column 3. Determine the percentage 
relation to its total responsibilities. 

Column 4. Com  pute for the other variable 
Table 16: 

Other Fixed Cost 
Particulars 

- 
Annual Rate 

Percent of Use for 
"Subiect Service" Fees 

Annual Cost 
- 

(col 1) (col 2) (col 3) (col 4) 

Internet Service 28,000.00 2% 560.00 

Regular Office Supplies 35,000.00 58% 20,300.00 

. Totai . 20,860.00 



Instructions for Filling Up the Form 
Column 1 - List all identified fixed costs. 
Column 2 - Fill up the fixed costs for the "Subject Service" and reflect the sum of all entries of each 
cell under "Total". 

Column 3 - Divide the amount in column 2 with the number of applications (annual) to get the 
Estimated Routine Fixed Cost Per Application. 

Table 17: 

Summary Table - Fixed Costs 

Fixed Cost Total 
Estimated Routine Fixed Cost 

Per Application 
(col 1) (col 2) (col 3) 

Annual Number of Applications . 
450 

185.60 Office Space 83,520.00 

Utilities 
. - - 

Electricity 73,497.60 163.33 

Water 2,784.00 6.19 , 
Communication - - 

Equipment and Furniture 23,525.00 52.28 

Other Fixed Cost 20,860.00_ 46.36 

TOTAL 204,186.60 453.75 



STEP 7. COMPARE FEE WITH COST OF DELIVERING SERV - 

Compare Fee with Cost of Delivering Services 

Fee Rate Estimation Using Costs of Issuing 
Comparison with Current Fee Rates Difference 

% Variance (- Remaks: 

Reasonable/ 
Permits Plus Cost of Surveillance M Not Reasonable 

Total Cost 468,968.86 Total Revenue 270,000.00 (198,968.86) (0.42) 

- 
Number of Applications Number of 
Processed Applications Processed Reasonable 

450 450 

Average Fee Rate Average Fee Rates 442.15 0.42 
1,042.15 600.00 

Instructions for Filling Up the Form 
(i) For every fee or charge, compare Total Revenue with Total Cost of delivering the subject service based on the results of the foregoing procedures. 
(2) Compute the difference and determine the corresponding variance. If it yields a variance (4+) of more than 10%, the LGU is either subsidizing (-) 
or generating revenues (+) in relation to the subject Service. 
(3) Input the results in a summary form using Table 23 for ease in reference and appreciation during the review and deliberadon of the results of the Tooikit. . 
(3) If so, then the LGU must submit, along with the report of the results, a proposed Rationalization of Fees and Charges using the options. 



33
d 

3O
N

IV
H

V
31

D
 SS

3N
IS

r1
8 

al
b

e
ip
p

ad
  l
ep

o
i  

-0 
.41 
fD 
'0 
0) 

CL 

a 
a P- 
O **- •-e 

m 

Lro 
•c 

Z a 4 
a z  a z 

1C2 < 

Of Z 
Al 
O. Q "( 

2 ii, a- 
'IS a el  

to a  
4 t 

.... 

E 

1.6  
a 

cn 
8 
CD 

a
le

u
  w

a
u

n
D

  

KJ 

tru 

a
p

ti
  p

az
os

uo
ne

ti
  

aa
ue

ul
pi

o
  x
e
i  013 

r+ 

3 

CL 

CL 

• Cm  

cr 
ore 

fD 

111 
7 

117 
OTO 

8 
cu 
r+ 
tD 

v, 


	Page 1
	Page 2
	Page 3
	Page 4
	Page 5
	Page 6
	Page 7
	Page 8
	Page 9
	Page 10
	Page 11
	Page 12
	Page 13
	Page 14
	Page 15
	Page 16
	Page 17
	Page 18
	Page 19
	Page 20
	Page 21
	Page 22
	Page 23
	Page 24
	Page 25
	Page 26
	Page 27
	Page 28
	Page 29
	Page 30
	Page 31
	Page 32
	Page 33
	Page 34
	Page 35
	Page 36
	Page 37
	Page 38
	Page 39
	Page 40
	Page 41
	Page 42
	Page 43
	Page 44
	Page 45
	Page 46
	Page 47
	Page 48
	Page 49
	Page 50
	Page 51
	Page 52
	Page 53
	Page 54
	Page 55
	Page 56
	Page 57

