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No activity 6. Record in the 
logbook and release 
to employee 

none 2 minutes Human Resource Management Officer 
I, Welfare, Compensation and 
Discipline Division, Human Resource 
Management and Development Office, 
2nd floor, City hall bldg., General 
Santos City 

7.Submits 
application to 
CAdmin for 
approval 

7. City Administrator 
reviews and 
approves/ 
disapproves 
application 

None 
  

City Administrator or his/her authorized 
signatory 

  
TOTAL None 40 minutes 

 

END OF TRANSACTION 

 
 

10. REQUEST FOR UPDATING OF GSIS INFORMATION  

      
This process involves updating of information of local government employees of General Santos City in the 
GSIS record. 

      

Office or Division:  
Human Resource Management and Development Office- Welfare, Compensation 
and Discipline Division 

Classification: Complex 

Type of Transaction: G2G/G2C 

Who may avail: Local Government Unit 

CHECKLIST OF REQUIREMENT/S WHERE TO SECURE 

1.   Fully Accomplished Request Form 1. Human Resource Management and Development 
Office 

2.   Birth Certificate (For change of birth details 
such as first, middle, or last names, date or place 
of birth) 

2-4(4.1). Philippine Statistics Authority 4(4.2). Sharia 
Court 

3.   Marriage Certificate (For Change of civil status 
due to marriage)  
4.   Death Certificate of spouse (For change of civil 
status due to death of spouse)  
5.   Marriage Certificate with Annotation for nullity 
of marriage/divorce (PSA):  
5.1  Annulment documents (For change of civil 
status due to annulment); or  
5.2  Divorce documents (For change of civil status 
due to divorce)  
CLIENT STEPS AGENCY ACTIONS FEES 

TO BE 
PAID 

PROCESSIN 
G TIME 

PERSON RESPONSIBLE 

1. Submit fully 
accomplished request 
form with the 
requirements (refer to 
items 1- 5) 

1. Received the 
documents with necessary 
attachments 

None 3 minutes Administrative Aide, Records 
Management Division, Human 
Resource Management and 
Development Office. 2nd floor, 
Cityhall Bldg., General Santos 
City 

 

 

 

 
 

2. Evaluates requirements 
as to completeness and 
correctness 

None 15 minutes 
 

 

 
 

2. Prepares and send None 2 hours Human Resource Management  
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required documents to 
GSIS website. 
(Scanning/encoding/ 
archiving/uploading) 

Officer I/Human Resource 
Management Officer II, Welfare, 
Compensation and Discipline 
Division, Human Resource 
Management and Development 
Office. 2nd floor, Cityhall Bldg., 
General Santos City 

 

 

 

 

 

 

GSIS to process the 
request 

No activity None 3 days GSIS  

 

3. Informs client through 
call or text or email that 
the request was 
successfully processed. 

None 3 minutes Human Resource Management 
Officer I/Human Resource 
Management Officer II, Welfare, 
Compensation and Discipline 
Division, Human Resource 
Management and Development 
Office. 2nd floor, Cityhall Bldg., 
General Santos City 

 

 

 

 

 

 

 

TOTAL None 3 days, 2 hours and 21 minutes  

END OF TRANSACTION  

 
 

11. Request for DTR            

This involves the process on DTR application of employees through online. 

      
Office or Division: Human Resource Management and Development Office- Welfare, 

Compensation and Discipline Division    
Classification: Simple 

Type of Transaction: G2G 

Who may avail: Local Government Unit 

CHECKLIST OF REQUIREMENT/S WHERE TO SECURE 
  

CLIENT STEPS AGENCY 
ACTIONS 

FEES 
TO 
BE 
PAID 

PROCESSIN 
G TIME 

PERSON RESPONSIBLE 

No Activity 1. Downloads 
Time Log Data 
from Biometric 
Machines and 
import to 
system 
application 

  
Human Resource 
Management Aide / Human 
Resource Management Officer 
I/II, Welfare, Compensation 
and Discipline Division, 
Human Resource 
Management and 
Development Office, 2nd floor, 
City hall bldg., General Santos 
City 

  

  

  

  

none 
 

 
3 hours 

2. Requests for 
DTR through HR 
aPPP website 

2. Processes 
and uploads 
Daily Time 
Records 

  
Human Resource 
Management Aide / Human 
Resource Management Officer 
I/II, Welfare, Compensation 
and Discipline Division, 
Human Resource 
Management and 
Development Office, 2nd floor, 

  

  

  

  

none 
 


