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I. Mandate: 

Pursuant to General Santos City Ordinance No. 26 Series of 2018, as amended by 
Ordinance No. 52, Series of 2020, effective transport and traffic management, 
efficient risks reduction and disaster management, and promotion of public safety 
and security are the foremost concerns and responsibilities of the Local 
Government Unit of General Santos City. 

It is a declared state policy in Section 5, Article II of the 1987 Philippine Constitution 
that the maintenance of peace and order, protection of life, liberty and property, 
and the promotion of general welfare are essential for the enjoyment of all the 
people of the blessings of democracy. 

The effectiveness of the various protective and emergency services in the City of 
General Santos must be enhanced through a body which will be responsible for 
coordinating the programs and activities of existing units, offices, and organizations 
and providing functions and services not presently performed or not adequately 
performed by existing units, offices, and organizations. 

 
II. Vision: 

The Public Safety Office shall be a model of excellence, integrity and accountability 
that has earned the trust, confidence and respect of the community that thrives 
with comprehensive and progressive public safety services. 

 
III. Mission: 

To plan and conceptualize programs that will improve the city’s traffic flow, to 
provide effective transport and traffic management, to facilitate franchising of 
motorized tricycles, to strengthen disaster risk reduction and management system, 
to protect and secure government facilities, and to promote public safety and 
security. 

 
IV. Service Pledge: 

The Public Safety Office is committed to: 
1. Ensuring the safety and well-being of the community through prompt 

response to emergencies, working to mitigate hazards, enhancing the quality 
of life of the citizens, and promoting inclusive public safety and security 
services; 

2. Upholding the highest standards of professionalism by treating individuals 
with respect and dignity regardless of background; 

3. Actively engaging with local stakeholders to better understand and address 
the concerns and needs of the community, and when planning and making 
decisions;  

4. Striving to be available and responsive to the needs of the public through all 
channels and platforms; and 

5. Being accountable, taking measures to rectify mistakes and improve services, 
and working diligently to maintain the public’s trust and confidence.
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LIST OF SERVICES 
 

Internal Services 

A. Civil Security Services 

1. Request for Deployment of Security Personnel to LGU Events 
and Activities 

  

 
External Services 

 

A. Transportation and Traffic Engineering Services 

1. Request for CCTV Footage   

2. Request for Scheduling of Pavement Marking Activities   

3. Application for Limited Truck Ban Exemption   
 

B. Traffic Enforcement and Management Services 

4. Request for Provision of Traffic Marshals During Parades, Fun 
Runs and Motorcades 

  

 

C. Motorized Tricycle for Hire Permitting Services 

5. Application for New & Renewal of Franchise/Motorized Tricycle 
Operation Permit (MTOP)  

  

6. Request for Inspection of MTH with Valid MTOP for LTO 
Registration Renewal 

  



 
 

4 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Internal Services



 
 

5 

1. Request for Deployment of Security Personnel to LGU Events 
and Activities  

 
This service provides security during government activities, programs and LGU events. 
 

Office or Division: Public Safety Office – Civil Security Division 

Classification: Simple 

Type of Transaction: G2G 

Who May Avail: LGU and other government agencies 

CHECKLIST OF REQUIREMENT/S WHERE TO SECURE 

- Request letter - Client 

CLIENT STEPS AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submits letter 
request  

1.1 Receiving clerk (RC) 
receives and records the 
letter request and forwards 
to the Division Chief (DC) 
for comments 

None 3 minutes Receiving Clerk 

1.2 DC assesses the 
request and endorses to 
section chief for appropriate 
action   

None 5 minutes Division Chief 

1.3 Section Chief (SC) 
prepares memorandum 
order of personnel and reply 
to the requesting party and 
forwards to DC 

None 1 hour Section Chief 

1.4 DC reviews and 
approves the prepared 
memorandum and the reply 
letter to the requesting party 
and forwards to the Section 
Chief 

None 10 minutes Division Chief 

1.5 Section Chief 
disseminates memorandum 
to concerned personnel and 
sends letter reply to the 
requesting party 

None 15 minutes Section Chief 

TOTAL NONE 
1 HOUR, 33 
MINUTES 

 

END OF TRANSACTION 
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1. Request for CCTV Footage 
 
Facilitates requests for CCTV footage while ensuring compliance with privacy laws and security policies. Requests 
are processed through the standard correspondence handling system before being evaluated. 
 

Office or Division: Public Safety Office - City Transportation and Traffic Engineering Division 

Classification: Highly Technical  

Type of Transaction: G2G, G2C 

Who May Avail: Eligible requestors, including:  
• Law enforcement agencies (PNP, NBI) for criminal investigations  
• Judicial authorities via subpoenas or court orders  
• Data subjects seeking footage where they are directly identifiable  
• Government entities for official security purposes  
• Private entities/individuals with a valid reason that does not infringe on privacy rights 

CHECKLIST OF REQUIREMENT/S WHERE TO SECURE 

1. Formal Request Letter addressed to the City 
Public Safety Officer, stating:  
- Date, time, and location of the requested footage  
- Purpose of the request  
- Requester’s contact information  
2. Valid Government-Issued ID  
3. Authorization Letter (if requesting on behalf of 
another person)  
4. Supporting Documents, such as:  
- Police blotter report, subpoena, court order, or 
other legal justification  
5. For Copy Requests: CCTV Release Form / 
Notarized Undertaking 

Client 
 
 
 
 
 
 
 
 
 
 
Form: PSO 
Notarization: Notary Public 

CLIENT STEPS AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. 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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CLIENT STEPS AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

 1.8 Engineer IV reviews 
the request and 
determines its eligibility 
based on necessity and 
proportionality. 
 
If approved, Engineer IV 
instructs the Command 
and Control Center 
section chief (Engineer 
II) to facilitate the 
extraction of the 
requested footage by the 
CCTV in-charge (Project 
Development Officer I or 
Admin Aide IV). 
 
If denied, the requesing 
party receives a written 
explanation signed by 
the DH. 

None 1 hour Engineer IV 
 
 
 

 
 

 
 
 
 
 
 
 
 
 
 
 

Department Head 

1.9 CCTV In-Charge 
extracts the footage and 
ensures the integrity of 
the data. 

None  Project 
Development 

Officer or Admin 
Aide IV 

1.10 The extracted 
footage is reviewed by 
DH, ADH and Engineer 
IV to verify compliance 
with privacy policies, 
legal requirements, and 
the purpose of the 
request. 
 
If necessary, masking or 
redaction of unrelated 
individuals is applied. 

None  Department Head, 
Assistant 

Department Head, 
Engineer IV 

 
 
 
 
 

Admin Aide IV 

1.11 Once the extracted 
footage is approved for 
viewing, the CCTV in-
charge notifies the 
requester and schedules 
the viewing of the 
footage. 

None 15 minutes Admin Aide IV 

2. Requesting party 
proceeds to PSO 
for viewing after 
notification of 
approval 

2.1 PSO conducts the 
CCTV footage viewing in 
a secure area, with 
restrictions on recording 
or duplication. 

None  Department Head, 
Assistant 

Department Head, 
Engineer IV, Admin 

Aide IV 

2.2 For permitted copy 
release, requester 
submits a CCTV Release 
Form / Notarized 
Undertaking, which may 
be obtained from the 
Engineer II to be duly 
notarized by a Notary 
Public. 

None  Engineer II 

TOTAL NONE 

WITHIN 5 
WORKING DAYS, 

IF VIEWING ONLY; 
WITHIN 15 

WORKING DAYS 
IF WITH 

PROVISION OF 
COPY 

 

END OF TRANSACTION 
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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 

CLIENT STEPS AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Requesting 
submits the letter 
request 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 

1.8 Engineer IV reviews 
request  

None 10 mins Division Chief 

1.9 DC forwards request to 
Maintenance Section. 

None 3 mins Division Chief 

1.10 Personnel of 
Maintenance Section 
schedules the activity. 

None 10 mins Project 
Development 

Officer II 

1.11 Informs the client of 
the schedule for pavement 
marking 

None 10 mins 
Project 

Development 
Officer 

TOTAL NONE 
2 HOURS AND 
45 MINUTES 

 

END OF TRANSACTION 
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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   
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4. Request for Provision of Traffic Marshals During Parades, Fun 
Runs and Motorcades 

 
 

 

Office or Division: Public Safety Office - City Transportation and Traffic Management Division  

Classification: Simple 

Type of Transaction: G2G, G2B, G2C 

Who May Avail: LGU, CSOs, NGAs or institution 

CHECKLIST OF REQUIREMENT/S WHERE TO SECURE 

- Request for Traffic Assistance and Approved Route 
Plan 

- PSO CTTED 

CLIENT STEPS AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. PSO CTTED 
forwards Request for 
Traffic Assistance and 
Route Plan to PSO 
CTTMD 

 
 
 

1.1 Receiving Clerk receives 
the documents 

None 3 minutes Receiving Clerk 

1.2 Receiving clerk 
endorses documents to the 
Operations Officer 

None 3 minutes Receiving Clerk  

4.2 Operations Officer 
prepares deployment plan 
and forwards the same to 
the Division Chief 

 
None 

 
10 minutes   

Operations 
Officer 

4.3 Division chief reviews 
deployment plan and 
submits the same to DH 

 
None 

 
10 minutes 

Division Chief 

4.4 DH approves 
deployment plan and 
forwards the same to the 
operations officer 

None 3 minutes Department 
Head 

4.5 Disseminates 
Deployment Plan and 
informs requesting client 
 

None 15 minutes Operations 
Officer 

TOTAL NONE 44 MINUTES  

END OF TRANSACTION 
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5. Application for New & Renewal of Franchise/Motorized 
Tricycle Operation Permit (MTOP) 

 
Grants or renews the franchise and MTOP to operate a motorized tricycle-for-hire within General Santos City. New 
applications undergo inspection and approval, while renewals ensure continued compliance. 
 

Office or Division: Public Safety Office – CTTMD – Motorized Tricycle Permitting Section 

Classification: Simple 

Type of Transaction: G2B, G2C 

Who May Avail: New Applicants (first-time franchise holders) and Existing Operators (renewing 
MTOP) 

CHECKLIST OF REQUIREMENT/S WHERE TO SECURE 

For Individual-Applicants: 
1. Application Form 
2. Latest 2x2 ID photo of owner/franchise holder 
3. Certificate of Registration/Ownership of the Unit 
4. Original and photocopy of Certificate of 

Registration (CR) and current/updated Official 
Receipt issued by LTO 

5. Notarized undertaking to comply with the 
standard specifications for the sidecar of MTH as 
stated under Section 124(n)(i) of City Ordinance 
No. 37, Series of 2018 

6. Common Carrier Insurance Policy 
7. Voter's identification (ID) card or such other 

evidence proving actual residency of the 
individual-applicant 

8. Photocopy of the individual-applicant's Driver's 
License  

9. Sketch of a garage/space that will serve as the 
parking area of the unit applied for 
MTOP/Franchise for MTH 

 
For Cooperative-Applicants: 
1. Bulk Application Form 
2. Certificate of Registration with the Cooperative 

Development Authority (CDA) 
3. SP Resolution certifying accreditation by the 

Sangguniang Panlungsod through its Committee 
on Cooperatives, Livelihood, People 
Empowerment and Participation. 

4. Board Resolution undertaking to upgrade into 
MTHs using renewable forms of energy to power 
them such as, but not limited to. Electric 
Tricycles, Solar powered Motorized Tricycle-for-
Hire (Section 124 of City Ordinance No. 37, 
Series of 2018) 

5. Group Common Carrier Insurance Policy 
 
Additional requirements for RENEWAL: 
1. Original MTOP and Conditions 
If the owner is not available: 
2. Special Power of Attorney 
3. Valid Identification card of the franchise holder (1 

original,1 photocopy with signature) 
4. Valid Identification card of authorized 

representative. (1 original, 1 photocopy with 
signature) 

For Individual-Applicants: 
- PSO – Motorized Tricycle Permitting Section 
- Applicant 
- LTO GenSan 
- LTO GenSan 
 
 
- Any Notary Public 
 
 
 
- Any LTO-accredited Insurance Company 
- Commission on Elections (COMELEC), GSC 
 
 
- Land Transportation Office (LTO) 
 
- Applicant’s own sketch 
 
 
 
For Cooperative-Applicants: 
- PSO – Motorized Tricycle Permitting Section 
- Cooperative Development Authority 
 
- Sangguniang Panlungsod 
 
- Prepared by the cooperative’s Board of Directors 
 
 
 
 
 
 
 
- Any LTO-accredited Insurance Company 
 
Additional requirements for RENEWAL: 
- Owner/franchise holder 
 
- Applicant 
- Applicant 
 
- Applicant 
 

CLIENT STEPS AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submits duly 
accomplished 
application form along 
with all required 
documents to PSO-
MTPS 

1.1 Administrative Aide I/II 
receives application and 
checks for correctness 
and completeness. If 
incomplete, returns it for 
compliance. 

None 25 minutes Administrative 
Aide II 
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CLIENT STEPS AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

 For compliant 
Cooperative-Applicants: 
MTPS informs the 
Cooperative-Applicant 
that their application for 
new franchise or renewal 
of franchise will be 
endorsed to MTFRB for 
SP Approval. 

   

2. For Individual 
Applicants Only: 
Presents the tricycle 
unit for inspection 
 
For Cooperative 
Applicants: Inspection 
is not required 

2.1 The Inspection Team 
conducts a physical 
inspection of the unit to 
verify compliance with 
standards. 
 
If not compliant: Advises 
to comply to standard 
requirements as to its 
accessories. 
 
If compliant: Advises the 
client to sign the 
Inspection Form. Further, 
the MTPS informs the 
Individual-Applicant that 
their application for new 
franchise or renewal of 
franchise will be endorsed 
to MTFRB for SP 
Approval.  

None 30 minutes Administrative 
Aide II 

TOTAL NONE 55 MINUTES  

END OF TRANSACTION 
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6. Request for Inspection of MTH with Valid MTOP for LTO 
Registration Renewal 

 
This service is pursuant to Section 124-g, Article XX, Ordinance # 37. series of 2018 provides for inspection of 
tricycle unit for Renewal of LTO Registration of Valid franchise/MTOP holder. 
 

Office or Division: Public Safety Office – CTTMD – Motorized Tricycle Permitting Section 

Classification: Simple 

Type of Transaction: G2B, G2C 

Who May Avail: Tricycle Owners 

CHECKLIST OF REQUIREMENT/S WHERE TO SECURE 

1. Verified Application (2 Original copies) 1. Motorized Tricycle Permitting Section, City 
Transportation and Traffic Management Division 
(CTTMD), Public Services Office, Investment Action 
Center, City Hall Compound, General Santos City 

2. Previous OR/CR of the tricycle unit 2. Applicant 

3. MTOP and Condition, original and 1 photocopy 3. Applicant 

Additional requirements if the owner is not 
available. 

 

3. Special Power of Attorney 3. Applicant 

4. Valid Identification card of the franchise holder. 4. Applicant 

5. Photocopy of the identification card of the franchise 
holder with signature 

5. Applicant 

6. Valid Identification card of authorized 
representative. 

6. Applicant 

7. Photocopy of the identification card of the 
authorized representative. 

7. Applicant 

CLIENT STEPS AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submits the 
required documents 
to Motorized Tricycle 
Permitting Section 

1. 1 Checks entries on the 
application form, 
completeness and 
correctness of the 
requirements 

None 10 minutes Administrative 
Aide II 

1.2 If not complied: Advices 
to comply to standard 
requirements. If complied: 
Proceed to Inspection Area 

2. Proceeds to the 
Inspection Area 
  

2.1 Inspect the Unit None 20 minutes Administrative 
Aide II  2.2 If not complied: Advice to 

comply to standard 
requirements as to its 
accessories. If complied, 
advice the client to sign the 
Inspection Form.  

2.3 Endorses to the 
Department Head (DH) for 
final approval 

None 3 minutes Administrative 
Aide II  

2.4 Approves the application None 5 minutes Department 
Head 

3. Claim the copy of 
the Inspection Form 

3. Releases the Inspection 
Report to the Applicant. The 
second copy shall be kept by 
the MTPS. 

None 3 minutes Administrative 
Aide II  

TOTAL NONE 41 MINUTES  

END OF TRANSACTION 
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