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3. Application for Limited Truck Ban Exemption 
 
This service is offered to all constituents whether from within or outside of the city which are covered under Section 

148 of Ordinance 37, s.  2018, the exclusive list of vehicles qualified for application for limited truck ban exemption. 

 

Office or Division: Public Safety Office 

Classification: Simple 

Type of Transaction: G2G, G2B, G2C 

Who May Avail: All business establishments that have operations within the City of General Santos 
which has a load covered specifically provided under Section 148 of Ordinance 37, 
series of 2018 

CHECKLIST OF REQUIREMENT/S WHERE TO SECURE 

- Letter request indicating the name of the owner of 
the trucks; type of application; what commodities are 
being transported; brand, plate number and capacity 
of each truck applied for; and name of its drivers. 
- For applicants falling under letter B of number 2 of 
Section 148, S2018, a Certification from the 
implementing agency as to the existing government 
project; 
- Copy of Mayor’s Permit and/or Business Permit 
and/or Delivery Permit whichever are applicable; 
- Copy of the OR/CR of every truck applied for 
- Copy of the driver’s license of the listed drivers. 
- For with government projects, Notice to Proceed 
and/or certificate issued by the implementing agency 
of the subject project in the City of General Santos. 
- If business permit is issued by other 
municipality/city, any proof of operation here in 
General Santos City 

- Client 
 
 
 
- Implementing agency of existing government project 
 
 
 
- CMO/BPLD 
 
- LTO 
- LTO 
- Implementing agency of government project 
 
 
- Business permits and licensing office of respective 
municipality/city 

CLIENT STEPS AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

2. Requesting party 
submits required 
documents to the 
Receiving Clerk  

 
 

1.1 The Receiving Clerk 
checks the completeness of 
the document and stamps 
"RECEIVED" on both the 
office copy and the 
requester's copy. 

None 3 minutes Administrative 
Aide II 

(Receiving 
Clerk) 

 

1.2. Details are recorded in 
the Document Tracking 
System. 

None 3 minutes Administrative 
Aide II 

(Receiving 
Clerk) 

1.3 A routing slip is printed 
and attached to the 
document. The document is 
sent to the DH for review 
and instruction. 

None 5 minutes Administrative 
Aide II 

(Receiving 
Clerk) 

1.4 The DH provides 
instructions in the routing 
slip and forwards the 
document to the Releasing 
Clerk. 

None 15 minutes Department 
Head 

1.5 Releasing Clerk sorts 
the documents; updates the 
Document Tracking System; 
and releases the 
document/s to the 
Messenger. 

None 15 minutes Administrative 
Aide II 

(Releasing 
Clerk) 

1.6 Messenger records in 
the logbook and forwards 
the document/s to the 
division/personnel 
concerned. 

None 30 minutes Administrative 
Aide I 

(Messenger) 
 

1.7 Engineer IV receives the 
request with attached 
instructions from the DH. 

None 1 minute Engineer IV 
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1.2. Engineer IV Evaluates 
request and forwards to the 
Planning/Project Dev’t 
Officer 

None 30 mins Division Chief  

1.3. Reviews the application None 30 mins Planning/Project 
Dev’t Officer 

1.4 Prepares Business 
Taxes and Fees Order of 
Payments and forwards to 
DC. 

None 5 mins Planning/Project 
Dev’t Officer 

1.5. Reviews and approves 
Business Taxes and Fees 
Order of Payments  

None 30 mins Division Chief & 
Department 

Head 

1.6. Releases the Business 
Taxes and Fees Order of 
Payments to client 

None 5 mins Receiving Clerk  

2. After payment to 
the City Treasurer’s 
Office (CTO), submits 
the original receipt 
(OR) 

2.1. RC receives the original 
receipt (OR) forwards to the 
Planning/Project Dev’t 
Officer in-charge 

None 5 mins Receiving Clerk  

2.2 Attaches the OR to the 
application and prepares 
endorsement  

None 30 mins Planning/Project 
Dev’t Officer 

2.3 Signs endorsement to 
the Business Permits and 
Licensing Division (BPLD) 

None 5 mins Department 
Head 

TOTAL NONE 
3 HOURS, 32 

MINUTES 
 

END OF TRANSACTION   


