2. Request for Scheduling of Pavement Marking Activities

This service allows individuals, barangays, private establishments, or government agencies to request the installation
or repainting of road pavement markings (e.g., pedestrian lanes, stop lines, directional arrows, and other traffic control
markings) within city roads. The office evaluates the request, conducts site validation when necessary, and schedules

the pavement marking activity based on priority, safety considerations, and resource availability.

Office or Division:

Public Safety Office - City Transportation and Traffic Engineering Division

Classification:

Simple

Type of Transaction:

G2G, G2C, G2B

Who May Avail: LGU, schools and establishments along city roads
CHECKLIST OF REQUIREMENT/S WHERE TO SECURE
Letter Request Client
FEES TO PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS BE PAID TIME RESPONSIBLE
1. Requesting 1.1 The Receiving Clerk None 3 minutes Administrative
submits the letter checks the completeness of Aide Il
request to the the document and stamps (Receiving
Receiving Clerk "RECEIVED" on both the Clerk)
office copy and the
requester's copy.
1.2. Details are recorded in None 3 minutes Administrative
the Document Tracking Aide Il
System. (Receiving
Clerk)
1.3 A routing slip is printed None 5 minutes Administrative
and attached to the Aide Il
document. The document is (Receiving
sent to the DH for review Clerk)
and instruction.
1.4 The DH provides None 15 minutes Department
instructions in the routing Head
slip and forwards the
document to the Releasing
Clerk.
1.5 Releasing Clerk sorts None 15 minutes Administrative
the documents; updates the Aide Il
Document Tracking System; (Releasing
and releases the Clerk)
document/s to the
Messenger.
1.6 Messenger records in None 30 minutes Administrative
the logbook and forwards Aide |
the document/s to the (Messenger)
division/personnel
concerned.
1.7 Engineer |V receives the None 1 minute Engineer IV
request with attached
instructions from the DH.
1.8 Engineer IV reviews None 10 mins Division Chief
request
1.9 DC forwards request to None 3 mins Division Chief
Maintenance Section.
1.10 Personnel of None 10 mins Project
Maintenance Section Development
schedules the activity. Officer Il
1.11 Informs the client of Project
the schedule for pavement None 10 mins Development
marking Officer
2 HOURS AND
TOTAL NONE 45 MINUTES

END OF TRANSACTION




