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LIST OF MARINE/BASEPORT SASAIPRIVATE PORTS OPERATIONS SERVICES

1- MARINE SECTION PORT OPERATIONS SERVICES
1.1. Notice of Arrival (NOA) of Vessels
1.2. Application for Berthing /Anchorage (ABA)
1.3. Vessel Clearance Formalities
1.4. Vessel Exit Clearance

11- SASA TERMINAL PORT OPERATIONS SERVICES
2.1. Foreign Transactions - Export Cargo or Container for Entry Loading
2.2. Foreign Transactions - Import Cargo or Container for Withdrawal/Release
2.3. Domestic Transactions - Outbound Domestic Cargo or Container for Entry/Loading
2.4. Domestic Transactions - Inbound Domestic Cargo or Container for Withdrawal/Release

111-PRIVATE PORT OPERATIONS
3.1. Foreign Transactions - Export Cargoes - Containerized/Non-Containerized
3.2. Foreign Transactions - Import Cargoes - Containerized/Non - Containerized
3.3. Domestic Transactions - Outbound Containerized/Non-Containerized
3.4. Vessel Assessment - Foreign Vessels
3.5. Vessel Assessment - Domestic Vessels
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PPA Duration
Step Applicant/Customer Office/Section Activity RESPONSIBLE PLACE of Activity Forms Fees

OFFICER VENUE (Estimates
~ Proceeds to Marine ~ HM/HOO receives NOA and,

Section and submits in checks to see to it that all Harbor Master/ Marine Section None
duplicate duly necessary data are stated in the Harbor G/F PMO 1 minute NOA
accomplished Notice of NOA. If in order, stamps Operations Admin Building
Arrival (NOA) "Received" retains original copy Officer

and gives duplicate copy to

1 ~ In case of maiden customer
voyage, submits the
following documents: ~ Checks if debtor code exists. If

none, uses 1 as debtor code and Harbor Master - do - 2 minutes VIS/MCI/
1. Vessel Information requires customer to accomplish ITC/RCF

Sheet (VIS) - 2 the Customer Registration Form
copies (CRF) as basis for MISD to create

2. MARINA Certificate a new debtor code/customer

I
I
I
I
I
I
I
I
I
I
I
I
I
I

SERVICE TITLE:

SERVICE DESCRIPTION

A - FOR SASA PORT

REQUIREMENTS

SCHEDULE OF AVAILABILITY OF THE
SERVICES

HOW TO AVAIL OF THE SERVICE:

MARINE SERVICES

NOTICE OF ARRIVAL (NOA) - shall be filed within a reasonable time before submission of ABA

Notice of Arrival (NOA) is intended to inform the Authority that a vessel is arriving. Indicated therein are
vessel's particulars, purpose of call and other information are stated in the NOA to serve as guide for PPA
personnel in berth allocation and other actions to be taken. In case of advance notices other than NOA form
such as telefax or e-mail, the Shipping Agent (SA) shall fill up and submit the NOA form upon ship's arrival.

Duly accomplished Notice of Arrival (NOA) / Application for Berth/Anchorage (ABA)

24f7 (24 hours a day, 7 days a week)
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PPA Duration
Step Applicant/Customer Office/Section Activity RESPONSIBLE PLACE of Activity Forms Fees

OFFICER VENUE (Estimates
of Inspection (MCI) record
for Domestic vessel
-1 copy Harbor Marine Section 2 minutes NOA

3. International ~ Generates Ship Call Number Operations G/F, PMO
Tonnage Certificate (SCN) based on the NOA data. Officer (HOO) Admin Bldg. NOANIS/
(ITC) for foreign :.. Files the NOA, VIS, MCI, ISSC MCIIITC/ISSC
vessel - 1 copy ITC and Ships particular in

4. International Ship's separate folder
Safety Certificate
(ISSG)

5. Ship's particulars :.. Files the NOA, VIS, MCI, ISSC, Harbor 1 minute
(coming from vessel) ITC and ship's particular Operations

Officer (HOO)
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PPA PLACE Duration of
Step Applicant/Customer Office/Section Activity RESPONSIBLE VENUE Activity Forms Fees

OFFICER (Estimates
1

""
Proceeds to Marine , HM/HOO receives NOA and checks to Harbor Marine,
Section and submits in see to it that all necessary data is stated Master/Harbor Section
duplicate duly in the NOA. If in order, stamps Operations Officer G/F PMO 1 minute NOA None
accomplished Notice of "Received", retains original copy and Admin.
Arrival. gives duplicate to customer Building

I
I
I
I
I
I
I
I
I
I
I
I
I
I

REQUIREMENTS

B - FOR PRIVATE PORT

SCHEDULE OF AVAILABILITY OF THE
SERVICES

HOW TO AVAIL OF THE SERVICE:

"" In case of maiden
voyage, submits the
following documents:

1. Vessel Information
Sheet (VIS) - 2
copies

2. MARINA Certificate
of Inspection (MCI)
for Domestic vessel
-1 copy

3. International
Tonnage Certificate
(ITC) for foreign
vessel - 1 copy

4. Ships particulars

Duly accomplished Notice of Arrival (NOA)/Application for Berth/Anchorage (ABA)

24/7 (24 hours a day, 7 days a week)
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Office/Section Activity PPA PLACE Duration of
Step Applicant/Customer RESPONSIBLE Activity Forms Fees

OFFICER VENUE (Estimates

2 ~ Submits Application for ~ HM/HOO checks and evaluates the Harbor Operations
2 minutes ABABerth/Anchorage (ABA) submitted documents and generates SCN Officer

~ Approves the ABA upon the recommen- Harbor
dation of the Terminal Supervisor- Master/Harbor

Marine 2 minutes ABA
Private Ports Operations Officer

~ Logs the ABA data in the Registry Vessel Harbor Operations Section,

Entrance and Clearance (RVEC) Officer PMO 2 minutes RVEC
;;. Distributes copies of the approved ABA (3 Harbor Admin.

copies - 1 for SA, Harbor Pilot, MS) Master/Harbor Bldg.
2 minutes ABA

Operations Officer
;;. Files the NOA, VIS, MCI and ITC in Harbor Operations

2 minutes NOANIS/
separate folders Officer MCI/ITC

9



PPA Duration
Step Applicant/Customer Office/Section Activity RESPONSIBLE PLACE of Activity Forms Fees

OFFICER VENUE (Estimates
)- Proceeds to Marine )- Checks and evaluates the submitted Harbor Marine Section,

1 Section and submits documents Master/Harbor PMOAdmin. 2 minutes ABAapplication for Opns. Officer Bldg. none
BerthiAnchoraae (ABA)

~,..
Harbor Master/ Marine Section,)- Logs the ABA data in the Registry of
Harbor Opns. PMOAdmin. 5 minutes ABAVessel Entrance and Clearance none

)- Officer Bldg.
)- Attends the berthing )- Conducts Pre-Planning Berthing

meeting conducted Allocation based on the ABA then
every 1400H from decides and approves the pre-planned

Harbor Master/ Marine Section,
2 Monday to Friday and berthing allocation for final deliberation

Harbor Opns. PMOAdmin. 5 minutes ABA noneevery 1000H during in the Berthing Meeting
Officer BuildingSaturdays, Sundays

and Holidays

I
I
I
I
I
I
I
I
I
I
I
I
I
I

SERVICE TITLE:

SERVICE DESCRIPTION

WHO MUST AVAIL OF THE SERVICE

REQUIREMENTS

SCHEDULE OF AVAILABILITY OF THE
SERVICES

HOW TO AVAIL OF THE SERVICE:

APPLICATION FOR BERTH/ANCHORAGE (ABA) - to be filed 48 hours for Foreign and 24 hours for
Domestic Prior to Arrival at Sasa Port

The application if filed by agent/owner of vessel (indicating the therein the purpose of call, ETA, ETD, last &
next port of calls, voyage, origin ad destination, cargoes to be loaded or discharged) to serve as guide for PPA
personnel in decision making as to berth allocation and other matters in port and harbor operations to ensure
fast turn around time of vessel,

Vessel or Shipping Lines Representative

Duly accomplished Application for Berth/Anchorage

24/7 (24 hours a day, 7 days a week)
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PPA Duration
Step Applicant/Customer Office/Section Activity RESPONSIBLE PLACE

of Activity Forms FeesVENUEOFFICER (Estimates

~ Presides the Berthing Meeting with the
Sa sa Terminal Supervisor, Ship's PSDM/Agent and representatives of the Harbor Master/ Conference
Cargo Handling Operators, Port Police

OIC Sa sa Room, PMO 30 minutes ABA none
Division, Safety and Environmental

Terminal Admin Bldg.
Management Staff, Harbor Pilot and
tugboat Services in attendance

~ Approves the ABA during the Berthing
Conferencemeeting and Distributes copies of the Harbor Master Room/Marine 2 minutes ABA noneapproved ABA (3 copies - 1 for MS,

SectionHarbor Pilot and SA)

~ Prepares the minutes of the Berthing Harbor Marine Section, Minutes ofmeeting to be approved by the Operations PMOAdmin. 10 minutes the BerthingPresiding Officer and noted by the none

Port Manager Officer Bldg. Meeting
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PPA Duration
Step Applicant/Customer Office/Section Activity RESPONSIBLE PLACE

of Activity Forms Fees
OFFICER VENUE (Estimates

1 ;;. Proceeds to Marine ;;. HM/HOO checks and evaluate
Section and submits entrance documents as to legibility Harbor Master/ Marine Section 3 minutes ICM/Passenger
the following: and completeness. Stamps Harbor G/F PMO Manifest

Domestic: "ENTRANCE GRANTED" on the Operations Admin. Bldg.
. 3 copies - Inward ICMIIFM and Roll Book and fills up Officer

Coasting Manifest the actual date and time of arrival and
duly stamped from affixes signature.
P/Origin

. Passenger Manifest if
applicable - 1 copy

- Crew List - 1 copy
- Transit Manifest - 2

copies
. List of Dangerous

Cargo - 3 copies
. Waste on Board

All vessels whether foreign or domestic must apply for Entrance at the Office of PPA. This enables PPA to
monitor vessel traffic and a basis for determining port charges

I
I
I
I
I
I
I
I
I
I
I
I
I
I

SERVICE TITLE:

SERVICE DESCRIPTION

WHO MUST AVAIL OF THE SERVICE

REQUIREMENTS

SCHEDULE OF AVAILABILITY OF THE
SERVICES

HOW TO AVAIL OF THE SERVICE:

VESSEL ENTRANCE FORMALITIES

Vessel or Shipping Lines Representative

Vessel's Roll Book
Inward Manifest

24/7 (24 hours a day, 7 days a week)

- Vessel's Crew List
• Master's Oath of Safe Departure

12
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PPA Duration
Step Applicant/Customer Office/Section Activity RESPONSIBLE PLACE

of Activity Forms FeesVENUEOFFICER (Estimates
Vessel Information
Form - 3 copies

- Master's Oath of Safe ~ Encodes into the computer system Harbor Marine Section 3 minutes
Departure - 1 copy the Actual Time of Arrival (ATA) of Operations PMOAdmin

vessel, files temporarily the entrance Officer (HOO) Bldg.

Foreign: documents in a separate folder to be

- 3 copies Inward retrieved upon departure/clearance of

Foreign Manifest the vessel.

duly signed by
Vessel Master

- Passenger Manifest if
applicable - 1 copy

- List of Dangerous
Cargo - 3 copies

. Waste on Board
Vessel Information
Form - 3 copies

- MARINA Special
Permit if engage in
overseas trade and
allowed to engage
temporarily in
domestic trade

13



PPA Duration
Step Applicant/Customer Office/Section Activity RESPONSIBLE PLACE

of Activity Forms Fees
OFFICER VENUE

(Estimates
;;.. A. Upon completion of

cargo handling
operations and other
port related services
and on the basis of the

1 information obtained
from the Master of the
vessel, notifies the
Harbor Master/HOO
and the Harbor Pilot
on duty of the Ship's
Departure time

VESSEL EXIT CLEARANCE

24/7 (24 hours a day, 7 days a week)

Granting of Exit Clearance to vessel is a tool for PPA to ensure that all port related fees are collected.

14

- Vessel's Crew List
- Master's Oath of Safe Departure
• Outward Foreign Manifest

Vessel's Roll Book
Outward Manifest

Outward Coasting Manifest

Vessel or Shipping Lines Representative

Charges Against Vessel (Usage Fees, Port Dues, Dockage Berth/Anchorage)
Pilotage GS, Line Handling GS

SERVICE TITLE:

SERVICE DESCRIPTION

WHO MUST AVAil OF THE SERVICE

REQUIREMENTS

SCHEDULE OF AVAilABILITY OF THE
SERVICES

HOW TO AVAil OF THE SERVICE:

FEES

I
I
I
I
I
I
I
I
I
I
I
I
I
I
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PPA Duration
Step Applicant/Customer Office/Section Activity RESPONSIBLE PLACE of Activity Forms Fees

OFFICER VENUE (Estimates

)0- B. Submits following )0- Receives/checks documents Harbor Marine Section, 5 minutes Dockage See
clearance documents: submitted, if in order, requires Master/Harbor PMOAdmin. Report Schedule

customer to fill up Dockage Report Opns. Officer Bldg

DOMESTIC:
- 3 copies - Outward )0- In case of infraction of the rules and

Coasting manifest duly regulations as prescribed in the
signed by Master specific PPA regulations, issues

- 1 copy Special Permit Notice of Violation. If upon verification
Issued by MARINA, if and acceptance of the violation by the
any Vessel Master, corresponding

administrative fine is paid prior to
FOREIGN: clearance.
- 3 Copies - outward >- Checks if there is pending request or Harbor Master/ Marine Section,

Foreign Manifest duly denial from agencies concerned. Harbor Opns. PMOAdmin. 1 minute
signed by Master Officer Bldg.

>- Accomplishes the ~ Verifies and checks the Dockage Dockage2
,

HM/HOO Marine Section 2 minutesDockage Report Report Report

>- For Sa sa Port, >- Generates PPA Invoice or
presents the verified Computation Sheet (CS) Terminal

PPA3a Dockage Report to the TOO - Sa sa Operations 3 minutes Invoice/CSTOO - Sasa Terminal Office
Operations

> For Private Port, )- Generates PPA Invoice or Private Port
3b presents the verified Computation Sheet (CS) TOO Private Section, PMO 3 minutes PPA

Dockage Report to the Ports Admin. Bldg. Invoice/CS
TOO Private Ports Unit

15



PPA Duration
Step Applicant/Customer Office/Section Activity RESPONSIBLE PLACE of Activity Forms Fees

OFFICER VENUE (Estimates
Sa sa STOO-

> Proceeds to Cashier with )0- Cashier checks the document e.g. 0800-0700H

4 the POI/CS/dockage PPA Invoice, CS, DR Cashier PVT Ports
5 minutes Official

Report to Pay )- Receives payments and issues OR PMO Admin. Receipt
Bldg

0800-1500H
5 > Goes back to Marine )0- Verifies O.R., if in order grants

Section and presents clearance to vessel by stamping "Port
Harbor MasterlOfficial Receipt and copy Clearance Granted per E.O .. 493" for Harborof Dockage Report foreign vessel on all copies and pages

Operations Marine Section 5 minutes
stamped "PAID" or of the Outward Coasting Manifest and

Officercharged to Revolving Outward Foreign Manifest
Fund Deposit.

I
I
I
I
I
I
I
I
I
I
I
I
I
I

TARIFF RATES - VESSEL CHARGES

PORT DUES

DOCKAGE - GOVERNMENT PORT

DOCKAGE - PRIVATE PORT

ANCHORAGE

FOREIGN

.081 x GRT x Exchange Rate

.039 x Exchange Rate x # DAYS

.020 x GRT x Exchange Rate x # DAYS

.020 x GRT x Exchange Rate x # DAYS

DOMESTIC

0.80 x GRT x # DAYS

0.40 x GRT x # DAYS

0.80 x GRT x # DAYS

DOMESTIC:< 100 GRT

Php 82.00 x # DAYS

Php 41.00 x # DAYS

16



PPA Duration
Step Applicant/Customer Office/Section Activity RESPONSIBLE PLACE of Activity Forms Fees

OFFICER VENUE
(Estimates

> Shipper or Exporter > Checks ED and CCR documents PPA Data Sasa Terminal 2 minutes
presents to PPA Data > Encodes ED and CCR Encoder Operations to 5
Encoder, the following > Stamps ENCODED and indicates Office minutes.
documents: Debtor Code, Ship Call Number (SCN), If more

1 a. Export Declaration (ED) ED No. On the CCR and returns ED than 10'
in 3 copies and CCR to shipper or exporter. units

b. Arrastre Cargo Charges containers
Receipt (CCR) in 3
copies

2 Computer
> Presents to Sasa > For Cash Transaction: Terminal Sasa Terminal 2 minutes Computation System

Terminal Operations Checks documents and Generates Operations Operations Sheet (CS) Generated- Export

I
I
I
I
I
I
I
I
I
I
I
I
I
I

SERVICE TITLE:

SERVICE DESCRIPTION

WHO MUST AVAIL OF THE SERVICES

REQUIREMENTS

FEES

SCHEDULE OF AVAILABILITY OF THE
SERVICES

HOW TO AVAIL OF THE SERVICE:

SASA TERMINAL PORT OPERATIONS SERVICES
FOREIGN TRANSACTION

EXPORT CARGO OR CONTAINER FOR ENTRY/ LOADING

To ensure that only cargoes that are properly documented are allowed entry into the port for loading to vessel.

Exporters, Shippers, Shipping Lines, Exporter's Representative

Export Declaration (ED); Cargo Charges Receipt (CCR)

Charges Against Cargo (Wharfage, Government Share on Arrastre & Stevedoring income)

24 Hours a day /7 days a week

17
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PPA Duration
Step Applicant/Customer Office/Section Activity RESPONSIBLE PLACE

of Activity Forms Fees
OFFICER VENUE (Estimates

Officer the encoded Cargo Computation Sheet (PROMPT Officer (TOO) Office Wharfage
ED/CCR for the System) Dues for Non-

issuance of Cargo Containerized
CargoesComputation Sheet Inclusive of

(CS) 12% VAT
3 minutes Computation Php20.55 per

> Shipping Company or > If charge to Revolving Fund Deposit: Invoicing is Sheet (CS) Metric Ton or

Exporter with Revolving - Generates Computation Sheet and done on PPA Invoice
Php17.08 per
Revenue ton

Fund Deposit receives Issues PPA Invoice (ORACLE per (PI) Arrastre
Computation Sheet and System) Exporter Charges -

PPA Invoice on a per per vessel Refer to
DIPSSCOR or

vessel basis basis FPSI

> Pays to the Cashier the > If Cash Transaction: Export
Wharfage

3 applicable fees for - Collects payment and Cashier or Sasa Terminal
Official Dues for

Wharfage dues, - Generates Official Receipt Collection Operations 3 minutes
Receipt (OR)

Containerized
Govemment Share on Representative Office Cargoes

Arrastre and Inclusive of

Stevedorina, if anv. 12% VAT

20' -
> If with sufficient deposit > If Charged to Revolving Fund Deposit: Php290.86

secures immediately If the RFD is not sufficient to cover 40' -, - 3 minutes Php437.98CEP or CP from the the transaction, collects additional
TOO if not, prepares deposit to replenish the RFD and Official Arrastre Gov't
payment to update generates PPA OR Receipt (OR) Share:

Company Revolving 20' -
Php240.13Fund Deposit 40' -
Php442.74

18
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PPA Duration
Step Applicant/Customer Office/Section Activity RESPONSIBLE PLACE

of Activity Forms Fees
OFFICER VENUE (Estimates

4 > Secures Cargo Entry > Checks OR No. indicated on the Terminal Sa sa Terminal 2 minutes Container Storage
Permit (CEP) or CEP/CP if paid in cash, if charged Operations Operations Permit (CP) Charges

Container Permit (CP) against the RFD, indicates "Charged Officer Office Computer
System

from the TOO to Deposit" (TOO) Cargo Entry Generated
- Fills up the form - Approves CEP/CP and Stamps 'FOR Permit (CEP) Free Storage
properly ENTRY" Period - 4

- Indicates OR no. on days

the CEP or CP

5 > Submits pink copy of > checks duly accomplished CEP or CP PPA Gate PPA Sa sa Gate 2 minutes Container
Approved CEP or CP > Physically inspect cargo or container Guard Complex Permit (CP)
to PPA Gate Guard > allows entry/loading of cargo or
and retains yellow copy container Cargo Entry
for presentation to Permit (CEP)
Cargo Handling
Operator

19



PPA Duration
Step Applicant/Customer Office/Section Activity RESPONSIBLE PLACE of Activity Forms Fees

OFFICER VENUE (Estimates
Shipping Company
submits three (3) sets of > checks and encodes copy of IFM PPA Data Sa sa Terminal For
Inward Foreign Manifest received from the Marine Section. Encoder Operations breakbulk or

1 (IFM) to the Marine Office Bulk
Section, who will in turn > Files the Inward Foreign Manifest Cargoes:
gives one (1) set to Sa sa 3 minutes

ForTerminal Operations ContainersOffice. with more
than 100

Bls.
3. hours

I
I
I
I
I
I
I
I
I
I
I
I
I
I

SERVICE TITLE:

SERVICE DESCRIPTION

WHO MUST AVAIL OF THE SERVICES

REQUIREMENTS

FEES

SCHEDULE OF AVAILABILITY OF THE
SERVICES

HOW TO AVAIL OF THE SERVICE:

IMPORT CARGO OR CONTAINER FOR WITHDRAWAURELEASE

To ensure that only cargoes that are properly documented are allowed withdrawal/release from the port
area/zone

Importer, Consignees, Shipping Lines, Importers' Representatives, Custom Brokers

Import Entry (IE) or Bill of Lading (BL), Cargo Charges Receipt (CCR), Delivery Receipt (DR)

Charges Against Cargo (Wharfage, Govemment Share on Arrastre & Stevedoring income, and other port
related Charges such as Lift on/Lift off Charges, and Stripping Charges, and Storage Charges, if any)

24 Hours a day /7 days a week

20



Office/Section Activity

Computer System
Generated Import

Wharfage Dues for
Non.Containerized
Cargoes Inclusive

of 12% VAT
Php41.0S per
Metric Ton or
Php34.22 per
Revenue Ton

Arrastre Charges.
Refer to

DIPSSCOR or
FPSI

Fees

Import Wharfage
Dues for

Containerized
Cargoes

20". PhpS81.67

21

40'. Php 872.54
45'. Phpl ,026.48

Arrastre Gov't Share:
Refer to

DIPSSCOR or
FPSI

Forms

Computation
Sheet (CS)

Computation
Sheet (CS)/
PPA Invoice

Official
Receipt (OR)

Official
Receipt (OR)

2 minutes

3 minutes

Duration
of Activity
(Estimates

For
Breakbulkor

Bulk
Cargoes:
3 minutes

For
Containers
5-7

minutes

PLACE
VENUE

Sasa Terminal
Office

Sasa Terminal
Operations

Office

Sasa Terminal
Operations

Officer

Terminal
Operations

Officer
(TOO)

Cashier or
Collection

Representative

Cashier or
Collection

Representative

PPA
RESPONSIBLE

OFFICER

If Charged to Revolving Fund
Deposit:
- Generates Computation Sheet and
issues PPA Invoice (ORACLE
System)

If Charged to Revolving Fund
Deposit:

If RFD is not sufficient to cover the
transaction, collects additional
deposit to replenish the RFD and
generates PPA OR

> If Cash Transaction:
- Checks documents and Generates
Cargo Computation Sheet
(PROMPT System)

> If Cash Transaction:
- Collects payments and
- Generates Official Receipts

Applicant/Customer

> Importer Presents to
Sasa Terminal
Operations Officer the
encoded Import Entry
(IE)or Bill of Lading
(BL) and Arrival Notice
if application for the
Issuance of Cargo
Computation Sheet
(CS)

> Shipping Company or >
Importer with
Revolving Fund
Deposit receives
Computation Sheet
and PPA Invoice on
a oer vessel basis

> Pays to Cashier the
applicable fee for
Wharfage dues. PPA
Share on
Arrastre/Stevedoring
and Storage Fees, if
anv.

> If with sufficient deposit, >
secures immediately
CWP or CP from the
TOO if not, prepares
payment to update
Company Revolving
Fund Deoosit

2

3

Step

I
I
I
I
I
I
I
I
I
I
I
I
I
I
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I
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PPA Duration
Step ApplicanUCustomer Office/Section Activity RESPONSIBLE PLACE

of Activity Forms Fees
OFFICER VENUE (Estimates

> Secures Cargo > Checks CWP or CP and OR Number
Withdrawal Permit indicated on the CWP or CP, if paid Container
(CWP) or Container in cash. Permit (CP) Storage ChargesPermit (CP) from the If charged against RFD: Indicates Terminal Sa sa Terminal Computer System

4 TOO. If not, tenders "Charge to Deposit" Operations Operations 3 minutes Cargo Generated
payment to update - Indicates Validity Date of Storage Officer (TOO Office Withdrawal Free Storage

Company Revolving Starts Permit Period - 5 days

Fund Deposit - Approves CWP/CP and Stamps 'FOR (CWP)
RELEASE"

> Proceeds to Cargo > Directs Applicant to proceed to Cargo
Handling Operator Handling Operator either

5 Presents yellow copy DIPSSCOR or FPSI to secure DR Cargo Handling DIPSSCOR or
of approved CWP/CP for the cargo or container Operator (CHO) FPSI
and secures Delivery
Receiot lOR)

> Goes Back to Sasa > Checks DR and Stamps 'FOR
Terminal Operations RELEASE" on the pink copy and

Terminal Sa sa Terminal
6 Office and presents retains the Yellow Copy of the DR

Operations Operations 2 minutes None NoneDelivery Receipt (DR)
Officer (TOO) Officerissued by the Cargo

HandlinQ Operator
> Gives pink copy of > Checks duly accomplished CWP or

Approved CWP/CP CP

7 and DR to PPA Gate > Physically inspects cargo or container PPA Gate PPA Sasa
2 minutes None

noneGuard, retains copy no. Guard Gate Complex
allows cargo or > Allows withdrawal/release of cargo or
container for inspection container
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PPA Duration
Step Applicant/Customer Office/Section Activity RESPONSIB PLACE

of Activity Forms Fees
LE OFFICER VENUE (Estimates

1 > Shipper presents to PPA > Checks and encodes documents For
Data Encoder PPA DATA Sasa Terminal Breakbulk

a. Bill of lading (Bl) in 3 If Cash Transaction: Encoder Operations or Bulk None None
copies - returns encoded set of document to Office Cargoes:

b. Arrastre Cargo Charges Shipper 3 mins
Receipt (CCR) in 3 For
copies If charged to Revolving Fund Deposit: Containers

> Shipping Company - Checks and encodes copy of OCM with more
submits three (3) sets received from the Marine Section than 100
of Outward Coasting - Forwards to TOO the encoded OCM bls. -
Manifest (OCM) to the for invoicing 3-4

Marine Section, who in Hours
turn gives one (1) set
to Data Encoders Pool

SASA TERMINAL PORT OPERATIONS SERVICES DOMESTIC TRANSACTIONS

I
I
I
I
I
I
I
I
I
I
I
I
I
I

SERVICE TITLE:

SERVICE DESCRIPTION

WHO MUST AVAIL OF THE SERVICES

REQUIREMENTS

FEES

SCHEDULE OF AVAILABILITY OF THE
SERVICES

HOW TO AVAIL OF THE SERVICE:

OUTBOUND DOMESTIC CARGO OR CONTAINER FOR ENTRY/LOADING

To ensure that only cargoes that are properly documented are allowed entry into the port for loading to vessel

Shippers, Shipping Lines, Shipping Representative/Shipping Agent

Bill of lading (Bl), Cargo Charges Receipt (CCR)

Charges Against Cargo (Wharfage, Arrastre & Stevedoring Government Share)

24 Hours a day 17 days a week
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I
I
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PPA Duration
Step Applicant/Customer Office/Section Activity RESPONSIB PLACE of Activity Forms Fees

LE OFFICER VENUE (Estimates

2 > Presents to Sa sa > If Cash Transaction: Terminal Sasa Terminal Computation
Terminal Operations - checks documents and generates Operations Operations 2 minutes Sheet (CS) ComputerSystem
Officer the encoded Cargo Computation Sheet (PROMPT Officer Office Generatedand
BL, CCR for the System) (TOO) WharfageDuesfor
issuance of Cargo Non-Containerized
Computation Sheet CargoesInclusive

of 12%VAT(CS) PHP10.08per
1 & 1/2 2 hours MetricTon

> Shipping Company or > If charged to Revolving Fund Deposit: hours Invoicing is ArrastreRate-
Shipper with Revolving - Generates Computation Sheet and Invoicing is done on a Referto
Fund Deposit receives issues PPA Invoice (ORACLE done on a per vessel DIPSSCORor

FPSI
Computation Sheet System) per vessel per voyage
and PPA Invoices on per voyage basis
per vessel basis. basis

3 > Pays to the Cashier the > If Cash Transaction: Outbound
applicable fee for - Collects payment and 2 minutes WharfageDuesfor

Containerized
Wharfage dues, PPA - Generates Official Receipt Cargoes
Share on Arrastre 10'- Php70.56
Stevedoring, and Cashier or Sasa Terminal

OfficialStorage Fees, if any Collection Operations
Receipt (OR) 20'-Php 141.12> If with sufficient deposit, > If charged to Revolving Fund Deposit: Representative Office 40' - Php211.68

secures immediately - If the RFD is not sufficient to cover the ArrastreGov't
CEP or CP from TOO. transaction, collects additional deposit Share:

> If not, tenders payment to replenish the RFD and generates Referto
To update Company PPAOR DIPSSCORor

Revolvina Fund Deposit
FPSI

4 Terminal Sasa Terminal 2 minutes. Container Storage Charges
Secures Cargo Entry -Checks duly accomplished CEP or CP Operations Operations Permit (CP) Computer
Permit (CEP) of -Checks OR No. indicate on the CEP/CP Officer (TOO) Office System
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PPA
PLACE Duration

Step Applicant/Customer Office/Section Activity RESPONSIB of Activity Forms Fees
LE OFFICER VENUE (Estimates

Container Permit (CP) If charged against the RFD, indicates Cargo Entry Generated
from the TOO "Charge to Deposit" Permit (CEP) Free Storage

. Fills up the form . Approves CEP or CP and Stamps "FOR Period - 2 Days
properly ENTRY"

- Indicates OR no.
on the CEP or CP

Submits pink copy of -Checks duly accomplished CEP or CP Container

Approved CEP or CP - Physically inspect cargo or container PPA Gate PPA Sasa 2 mins. Permit (CP)
None

to PPA Gate - Allows entrylJoading of cargo or Guard Gate Complex
Cargo Entry5 Container

Guard and retains yellow Permit (CEP)

copy for presentation to
Cargo Handling Operator
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PPA Duration
Step Applicant/Customer Office/Section Activity RESPONSIB VENUE of Activity Forms Fees

lE OFFICER PLACE (Estimates

1 Consignee presents to PPA - Checks and encodes Inward Coasting PPA Data Sasa Terminal For Breakbulk None
Data Encoder Manifest (ICM) documents if Encoder Operations or Bulk

a. Bill of Lading (BL) Cash Transaction: Office Cargoes:
3 minutes

in 3 copies - returns encoded set of documents to For
b. Arrastre Cargo Charges consignee Containers

Receipt (CCR) in 3
Copies

Shipping Company submits If Charged to Revolving Fund Deposit: With more
three (3) sets of Inward - Checks and encodes copy of ICM than 100
Coasting Manifest (ICM) to Received from the Marine Section BLs
the Marine Section who in - Forwards to TOO the encoded ICM 3 - 4 Hours
turn gives one (1) set to for invoicing
Data Encoders Pool.

I
I
I
I
I
I
I
I
I
I
I
I
I
I

SERVICE TITLE:

SERVICE DESCRIPTION

WHO MUST AVAil OF THE SERVICES

REQUIREMENTS

FEES

SCHEDULE OF AVAilABILITY OF THE
SERVICES

HOW TO AVAil OF THE SERVICE:

INBOUND DOMESTIC CARGO OR CONTAINER FOR WITHDRAWAURElEASE

To ensure that only cargoes that are properly documented are allowed withdrawal/release from the port
area/zone

Consignees, Shipping Lines, Shipping Representative or Shipping Agent

Bill of Lading (BL), Cargo Charges Receipt (CCR), Delivery Receipt (DR)

Charges Against Cargo (Wharfage, Arrastre & Stevedoring Govemment Share, Storage Fees, If any)

24 Hours a day /7 days a week
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PPA Duration
Step Applicant/Customer Office/Section Activity RESPONSIB VENUE of Activity Forms Fees

LE OFFICER PLACE (Estimates

Presents to Sasa Terminal
2 Operations Officer the Terminal Sasa Terminal 2 minutes Computation Computer System

encoded BUCCR for the If Cash Transactions: Operations Operations Sheet (CS) Generated Inbound
Issuance of Cargo • Checks documents and Generates Officer (TOO) Office Wharfage Dues for
Computation Sheet Cargo Computation Sheet (PROMPT Non.Containerized

System) Cargoes Inclusive of
Shipping Company or 1 & 1/2 Computation 12% VAT Php 10.08
Consignee with Revolving

If charged to Revolving Fund Deposit:
hours Sheet (CS) per Metric Ton or

Fund Deposit receives invoicing is PPA Invoice Php7.84 per
computation sheet and PPA • Generates Computation Sheet and done on a Revenue Ton A/S
Invoices on a per vessel Issues PPA Invoice (ORACLE per vessel Rate- Refer to
basis System) per voyage DIPSSCOR/FPSI

basis

3 Pays to the Cashier the If Cash Transaction: Cashier or Sasa Terminal 2 minutes Official Inbound Wharfage
applicable fee for Wharfage • Collect payments and Collection Operations Receipt Dues for
dues, PPA Share on • Generates Official Receipt Representative Office (OR) Containerized
Arrastre Stevedoring, and Cargoes
Storage Fees, If any. 10'. Php 70.56

20'. Phe 141.12

If with sufficient deposit, If Charged to Revolving Fund Deposit: Cashier or Sasa Terminal minutes Official 40'. Php 211.68
secure immediately CWP or If the RFD is not sufficient to cover the Collection Operations Receipt (OR) Arrastre Gov'!.
CP from the TOO. Transaction, collects additional Representative Office Share:
If not, tenders payment to deposit to replenish the RFD and Refer to
update Company Revolving generates PPA OR DIPSSCOR/FPSI
Fund Deeosit -
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PPA VENUE Duration
Step Applicant/Customer Office/Section Activity RESPONSIB PLACE of Activity Forms Fees

LE OFFICER (Estimates

4 Secures Cargo Withdrawal - If cash transactions, checks CWP or Terminal Sa sa Terminal Container Storage Charges
Permit (CWP) or Container CP and indicates OR number Operations Operations 2 minutes Permit (CP) Computer System
Permit (CP) from the TOO if charge against RFD: indicates Officer (TOO) Office Generated

.Fills up the form properly, "Charge to Deposit" Cargo Free Storage
-Indicates OR no. on the - Indicates Validity Date of Storage Withdrawal Period - 2 days
CWPorCP - Approves CWP/CP and stamps "FOR Permit

RELEASE" (CWP)

5 Proceeds to Cargo Handling Directs Applicant to proceed to Cargo Cargo DIPSSCOR or
Operator Presents yellow Handling Operator either DIPSSCOR or Handing FPSI
copy of approved CWP/CP FPSI to secure DR for the cargo or Operator
and secure Delivery Receipt container (CHO)
(DR)

6 Goes back to Sa sa Terminal - Checks DR and Stamps "FOR Terminal Sasa Terminal 2 minutes None None
Operations Office and RELEASE" on the pink copy and Operations Operations
presents Deliver Receipt Retains the Yellow Copy. Officer (TOO) Office
(DR) issued by the Cargo
Handlina Operator

Gives pink copy of Approved -Checks duly accomplished CWP of CP PPA Gate PPA Sa sa 2 minutes None None

7 CWP/CP and DR to PPA -Physically inspect cargo of container Guard Gate Complex
Gate Guard, retains yellow No.
copy allows cargo or -Allows withdrawal/release of cargo or
container for inspection Container
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PPA Duration
Step Applicant/Customer Office/Section Activity RESPONSIBLE PLACE

of Activity Forms Fees
OFFICER VENUE (Estimates

> Shipper or Exporter > Checks Export Declaration (ED) Private Ports PPA PMO- 5 minutes Export None
presents to PPA Data > Encodes ED Operations Davao Admin. Declaration

1 Encoder, the following Building (ED)
documents: PPA Data

a. Export Declaration (ED) Encoder
(1 Copy)

I
I
I
I
I
I
I
I
I
I
I
I
I
I

SERVICE TITLE:

SERVICE DESCRIPTION

WHO MUST AVAIL OF THE SERVICES

REQUIREMENTS

FEES

SCHEDULE OF AVAILABILITY OF THE
SERVICES

HOW TO AVAIL OF THE SERVICE:

PRIVATE PORT OPERATIONS - FOREIGN TRANSACTIONS

EXPORT CARGOES - CONTAINERIZED/NON-CONTAINERIZED

To ensure that export cargoes are properly documented and that necessary wharfage dues are collected at
any private port within PPA PMO-Davao's jurisdiction.

Exporters, Shippers, Shipping Lines, Exporter; or their duly Authorized Representatives

Export Declaration (ED)

Wharfage dues - Private Ports

0700 - 2300 Mondays to Saturdays
0700 - 1500 Sundays
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PPA Duration
Step Applicant/Customer Office/Section Activity RESPONSIBLE PLACE

of Activity Forms Fees
OFFICER VENUE (Estimates

2 > Presents to Private Port > For Cash Transactions: Terminal PMOAdmin 5 minutes Computation
ExportOperations Officer the - Checks documents and Generates Operations Building Sheet (CS) Wharfageencoded Export Cargo Computation Sheet (PROMPT Officer (TOO) pursuant to

Declaration for System) PPA MC 07.94
Computation Sheet
generation.

> Shipping Company or
Exporter with > For chargeable to Revolving Fund Terminal PMOAdmin 5 minutes Computation
Revolving Fund Deposit Transactions: Operations Building Sheet (CS)
Deposit receives - Generates Computation Sheet and Officer (TOO) PPA Invoice
Computation Sheet Issues PPA Invoice (ORACLE (PI)
and PPA Invoice System)

> For customers with > The Computer system will not generate
Revolving Fund Invoice if RF is insufficient Terminal PMOAdmin. PPA Invoice!
Deposit - receives his Operations Building Official
copy of the Invoice > RF Customers with insufficient RFD will Officer ( TOO) Receipt (OR)

be required to pay in cash

3 > Pays to the Cashier > For Cash Transactions: Cashier or Sasa Terminal
Official

Export

Wharfage Dues Collects payment and Collection Operations 10 minutes Wharfage-
Receipt (OR) pursuant to- Generates Official Receipt Representative Office PPA MC 07.94

> Proceeds to the private > Receives export declarations and Private Port Private Port Official
4 port where the cargo is checks for the payment of Wharfage Operator Receipt! PPA

to be loaded dues from PPA ( CHO) Invoice
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PPA
PLACE Duration

Step Applicant/Customer Office/Section Activity RESPONSIBLE of Activity Forms Fees
OFFICER VENUE (Estimates

1. Shipping Company > checks and encodes copy of IFM PPA Data Private Port Inward
- submits three (3) sets of received from the Marine Section. Encoder Operations 5 minutes Foreign

1 Inward Foreign Manifest Manifest
(IFM) to the Marine > Files the Inward Foreign Manifest
Section, who will in turn
give one (1) set of IFM to
the Data Encoders Pool-
Private Port.

2. Consignees/Importers > checks and encodes Import Entry/Bill PPA Data Private Port
- submits Import entry/ of Lading Encoder Operations

bill of Lading

I
I
I
I
I
I
I
I
I
I
I
I
I
I

SERVICE TITLE:

SERVICE DESCRIPTION

WHO MUST AVAIL OF THE SERVICES

REQUIREMENTS

FEES

SCHEDULE OF AVAILABILITY OF THE
SERVICES

HOW TO AVAIL OF THE SERVICE:

IMPORT CARGO - CONTAINERIZED/NON-CONTAINERIZED

To ensure that import cargoes are properly documented and that necessary wharfage dues are collected at
any private port within PPA PMO-Davao's jurisdiction.

Imports, Consignees, Shipping Lines, Importers' Representatives, Custom Brokers

Import Entry (IE) and/or Bill of Lading/Inward Foreign Manifest

Wharfage Dues - Private Ports

0700 - 2300H Mondays to Saturdays
0700 - 1500H Sundays
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PPA Duration
Step Applicant/Customer Office/Section Activity RESPONSIBLE PLACE of Activity Forms Fees

OFFICER VENUE (Estimates

> Importer Presents to > For Cash Transaction: Terminal Private Ports 5 minutes Computation
Private Ports Opera - - Checks documents and Generates Operations Operations Sheet (CS)
tions Officer the Cargo Computation Sheet Officer
encoded Import Entry (TOO)
(IE) or Bill of Lading
(BL)

2 > Shipping Company or > For chargeable to Revolving Fund Terminal
Importer with Deposit transactions: Operation Computation
Revolving Fund - Generates Computation Sheet and Officer (TOO) Sheet (CS)
Deposit receives issues PPA Invoice PPA Invoice
Computation Sheet - RF customers with insufficient
and PPA Invoice. RFD will be required to pay in cash

> Pays to Cashier the > For Cash Transactions: Cashier or Sasa Terminal Official ImportWharfage
3 Import Wharfage dues. - Collects payments and Collection Operations 3 minutes Receipt (OR)

pursuantto PPA

- Generates Official Receipts Representative Office Me 07-94

> Proceeds to the private - Receives import entry and checks for Private Port Official
4 port where the cargo is the payment of Wharfage dues from Operator (CHO)

Private Port Receipt
located. PPA. (OR)
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PPA Duration
Step Applicant/Customer Office/Section Activity RESPONSI- PLACE of Activity Forms FeesBLEOFFICER VENUE (Estimates

1 > Shipper presents to PPA > Checks and encodes documents
Data Encoder PPA DATA Private Port 5 mins
Bill of lading (Bl) in 3 If Cash Transaction: ENCODER Operations None None
copies - retums encoded set of document to Office

Shipper

> Presents to Private Ports > For Cash Transactions: Terminal Private Ports Computation Domestic

2 Terminal Operations - checks documents and Generates Operations Operations 5 minutes Sheet (CS) Wharfage Dues
pursuant to PPA

Officer the encoded Bl Cargo Computation Sheet Officer Office MC 07-94 & PPA
and/or Manifest for the (TOO) MC 17-2006

issuance of Cargo
Computation Sheet.

I
I
I
I
I
I
I
I
I
I
I
I
I
I

SERVICE TITLE:

SERVICE DESCRIPTION

WHO MUST AVAil OF THE SERVICES

REQUIREMENTS

FEES

SCHEDULE OF AVAilABILITY OF THE
SERVICES

HOW TO AVAil OF THE SERVICE:

PRIVATE PORT OPERATIONS - DOMESTIC TRANSACTIONS

OUTBOUND DOMESTIC - CONTAINERIZED/NON-CONTAINERIZED

To ensure that all cargoes are properly documented and that necessary wharfage dues are collected in all
private ports within the jurisdiction of PPA PMO.Davao.

Shippers, Shipping Lines

Bill of lading (Bl), Cargo handling Invoice/Receipt

Charges Against Cargo (Wharfage, Govemment Share on Arrastre & Stevedoring)

24 Hours a day /7 days a week
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PPA Duration
Step Applicant/Customer Office/Section Activity RESPONSI. PLACE of Activity Forms FeesBLEOFFICER VENUE (Estimates

> Shipping Company or > For transactions chargeable to
Shipper with Revolving Revolving Fund Deposit:
Fund Deposit receives - Generates Computation Sheet and
Computation Sheet and issues PPA Invoice
PPA Invoices. - RF customers with insufficient RFD

will be required to pay in cash

> Pays to the Cashier > For cash Transactions: Cashier or Sa sa Terminal Official Domestic

Outbound Wharfage - Collects payment and Collection Operations 5 minutes Receipt (OR) WharfageDues
3 pursuantto PPA

dues. - Generates Official Receipt Representative Office MC 07-94 & PPA
MC 17.2006

4 Proceeds to the Private -Checks whether wharfage due is paid Private Port Official
Port where the cargo is Operator Private Port Receipts or
located PPA Invoice
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PPA Duration
Step Applicant/Customer Office/Section Activity RESPONSIB VENUE of Activity Forms Fees

LE OFFICER PLACE (Estimates

1 Consignee presents to PPA - Checks and encodes Bill of Lading PPA Data Private Ports 5 minutes None
Data Encoder Inward Coasting/Manifest (ICM) Encoder Operations

a. Bill of Lading (BL) Office
b. Inward Coasting
Manifest

Consignee presents to For Cash Transactions: Terminal Private Port 5 minutes Computation Domestic Wharfage Dues

Private Port Operations - checks documents and Generates Operations Operations Sheet (CS) pursuant to PPA MC 07-

Officer the encoded BL, and Cargo Computation Sheet Officer (TOO) Office 94 & PPA MC 17-2006

Inward Coasting Manifest

2
Shipping Company or For chargeable to Revolving Fund 5 minutes Computation Domestic Wharfage Dues

Consignee with Revolving Deposit transactions SheeVPPA pursuant to PPA MC 07-

Fund Deposit receives - Generates Computation Sheet and Invoice
94 & PPA MC 17.2006

I
I
I
I
I
I
I
I
I
I
I
I
I
I

SERVICE TITLE:

SERVICE DESCRIPTION

WHO MUST AVAIL OF THE SERVICES

REQUIREMENTS

FEES

SCHEDULE OF AVAILABILITY OF THE
SERVICES

HOW TO AVAIL OF THE SERVICE:

INBOUND DOMESTIC CARGO - CONTAINERIZED/NON-CONTAINERIZED

To ensure that all cargoes are properly documented and that necessary wharfage dues are collected in all
private ports within the jurisdiction of PPA PMO-Davao.

Consignees, Shipping Lines, Shipping Representative of Ship's Agent

Bill of Lading (BL), Inbound Coasting Manifest

Charges Against Cargo: (Wharfage dues)

Mondays to Saturdays - 0700 - 2300H
Sundays 0700 - 1500H

35



I
I
I
I
I
I
I
I
I
I
I
I
I
I

PPA Duration
Step Applicant/Customer Office/Section Activity RESPONSIB VENUE of Activity Forms Fees

LE OFFICER PLACE (Estimates
computation sheet and PPA Issues PPA Invoice
Invoice. - RF customers with insufficient RFD

will be required to pay in cash.

3 Pays the Inward Wharfage If Cash Transaction: Cashier or Sa sa Terminal 5 minutes Official DomesticWharfageDues
dues - Collect payments and Collection Officer Receipt pursuantto PPA MC 07-

- Generates Official Receipt Representative (OR) 94 & PPA MC 17-2006

Proceeds to the private port -Checks for the payment of wharfage Private Port Private Port Official
4 where the cargo is located. dues. Operator Receipt!

PPA Invoice
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PPA Duration
Step Applicant/Customer Office/Section Activity RESPONSI. VENUE of Activity Forms Fees

BLE OFFICER PLACE (Estimates

Shipping Company/Agent - check Vessel Information and HM/HOO Marine 10 minutes Notice of
submits to PPA Marine Generates Ship Call Number (SCN) Section Arrival
Section the following :

1 - Notice of Arrival - Approves ABA as recommended by Application
- Application for the Private Ports Operations. for Berth/
Berth/Anchorage (ABA) Anchorage
• Dockage Report • Updates vessel movements at the

different private terminal sites. Dockage
Report

- Reviews/approves Dockage Report

I
I
I
I
I
I
I
I
I
I
I
I
I
I

SERVICE TITLE:

SERVICE DESCRIPTION

WHO MUST AVAil OF THE SERVICES

REQUIREMENTS

FEES

SCHEDULE OF AVAilABILITY OF THE
SERVICES

HOW TO AVAil OF THE SERVICE:

VESSEL ASSESSMENT - FOREIGN VESSELS

To ensure that all Foreign Vessels are properly documented and collected with necessary Port dues. Berthing
Fees and Government Share in Pilotage in all private ports, municipal ports and anchorage areas within the
jurisdiction of PPA PMO Davao.

Shipping Lines, Shipping Representative of Ship's Agent

Notice of Arrival, Application for Berth/anchorage and Dockage Report

Charges Against Vessel: (Port Dues, Berthing Fees, and Gov't Share on Pilotage

24/7 (24 hours a day, 7 days a week)
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PPA Duration
Step Applicant/Customer Office/Section Activity RESPONSI- VENUE of Activity Forms Fees

BLEOFFICER PLACE (Estimates

Shipping Company/Agent - Updates Service Requisition in POMS Terminal Private Ports 5 minutes Computation Port Dues, Berthing Fees

presents to Private Port to input the number of moves for Operations Operations sheet (CS) and Gov'!. Share on

Operations Office - Pilotage Services, Officer (TOO) Officer Pilotage pursuant to PPA
MC 07-94

Dockage Report.
For Cash Transactions:
- checks documents, review vessel

movements and Generates Vessel

2 Computation Sheets.

Shipping Company with For chargeable to Revolving Fund Computation
Revolving Fund Deposit Deposit transactions: Sheet/PPA
receives computation sheet - Generates Vessel Computation Sheet Invoice
and PPA Invoice and Issues PPA Invoice

- RF customers with insufficient RFD
will be required to pay in cash

Shipping Company/Agent For Cash Transaction: Cashier or Sasa Terminal 5 minutes Official Port Dues, Berthing Fees

Pays Port Dues, Berthing - Collect payments and Collection Office Receipt (OR) and Gov'!. Share on
3 Fees and Gov'!. Share on - Generates Official Receipt Representa- Pilotage pursuant to PPA

MC 07-94
Pilotage. tive

Shipping Company/Agent Checks for the payment of Port dues, Harbor
proceeds to the Marine Berthing Fees and Gov't Share on Master/

4 Section for Vessels Pilotage. Harbor Marine Office PPA Official
Clearance. Operations Receipt/lnvoi

Officer ce
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PPA Duration of
Step Applicant/Customer Office/Section Activity RESPONSI. VENUE Activity Forms Fees

BlE OFFICER PLACE (Estimates

Shipping Company/Agent . checks Vessel Information and HM/HOO Marine Section 10 minutes - Notice of None
submits to PPA - Marine Generates Ship Call Number (SCN) . Arrival
Section the following:

• Approves ABA as recommended by .ABA

1 - Notice of Arrival the Private Ports Operations.
. Application for Berth/ • Dockage

Anchorage (ABA) - Updates vessel movements at the Report
• Dockage Report different private terminal sites .

- Reviews/ approves Dockage Report

I
I
I
I
I
I
I
I
I
I
I
I
I
I

SERVICE TITLE:

SERVICE DESCRIPTION

WHO MUST AVAil OF THE SERVICES

REQUIREMENTS

FEES

SCHEDULE OF AVAilABILITY OF THE
SERVICES

HOW TO AVAil OF THE SERVICE:

VESSEL ASSESSMENT - DOMESTIC VESSELS

To ensure that all Domestic Vessels are properly documented and collected with necessary Usage Fees and
Government Share in Pilotage in all private ports, municipal ports and anchorage areas within the jurisdiction
of PPA PMO Davao.

Shipping Lines, Shipping Representative of Ship's Agent

Notice of Arrival, Application for Berth/anchorage and Dockage Report

Charges Against Vessel: (Usage Fees, and Government share on Pilotage)

24/7 (24 hours a day, 7 days a week)
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PPA Duration of
Step Applicant/Customer Office/Section Activity RESPONSI- VENUE Activity Forms FeesBLE OFFICER PLACE (Estimates

Shipping Company/Agent - Updates Service Requisition in POMS Terminal Private Port 5 minutes Computation
presents to Private Port to input the number of moves for Operations Operations Sheet (CS)
Operations Office - Dockage Pilotage Services. Officer (TOO) Office
Report UsageFeesand

For Cash Transactions: GovernmentShareon
- checks documents, review vessel Pilotagepursuantto

PPAMNC 07-94and
movements and Generates Vessel PPAMC 17-2006
Computation sheets.

2 Shipping Company with For chargeable to Revolving Fund Computation
Revolving Fund Deposit Deposit Transactions: Sheet/PPA
receives computation sheet - Generates Vessel Computation sheet Invoice
and PPA Invoice. and Issues PPA Invoice.

- RF customers with insufficient RFD
will be required to pay in cash.

Shipping Company /Agent For Cash Transaction: Cashier or Sasa Terminal 5 minutes Official UsageFeesand
Pays Port Dues, Berthing - Collect payments and Collection Office Receipt (OR) GovernmentShareon

3 Fees and Govemment - Generates Official Receipt Representa- Pilotagepursuantto
PPAMNC 07-94and

Share on Pilotage tive PPAMC 17-2006

Shipping Company/Agent - Checks for the payment of Usage HM/HOO Marine Office PPA Official

4 proceeds to the Marine Fees, and Govemment Share on Receipt/
Section for Vessels Pilotage Invoice
Clearance.
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LIST OF PORT POLICE DIVISION FRONTLINE SERVICES

1. Processing of Annual Vehicle Pass and Annual Port User Pass (New or Renewal)

2. Processing of Temporary Vehicle & Port User Pass

3. Addressing Complaints and Incidents Inside the Port

4. Processing of Permit to Operate Private Security Agency

5. Processing of Application for Temporary Permit To Operate
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Step Applicant/Customer PPA ACTIVITIES AND PPA RESPONSIBLE DURATION OF THE Formsl FeesRESPONSIBILITIES OFFICER ACTIVITY (Estimates) Documents

1 Proceeds to Port Police Station; Provides applicant/client with a short Port Police Station
1 minDesk Officer!Secures unified application forms briefing regarding the service and its Pass Control Officer Freeand other requirements and make requirements

clarification s!queries

I
I
I
I
I
I
I
I
I
I
I
I
I
I

SERVICE DESCRIPTION

WHO MUST AVAIL OF THE SERVICES

REQUIREMENTS

SCHEDULE OF AVAILABILITY OF THE
SERVICES

How to avail of the service:

PORT POLICE SERVICES

Port Management Office of Davao
Sasa Wharf, Sa sa , Davao City

Annual Vehicle and Port User Pass Fees based on PPA Administrative Order Numbered 04-2009
otherwise known as "Revised General Pass Control System and Control Regulations"

All Legitimate Port users of the Port of Davao

a. Fill up unifiied Application Forms and notarized
b. Permit to Operate Trucking Service Issued by PPA for the current year
c. Photocopy of Vehicle Official Receipt (OR) and Certificate of Registration (CR)
d. Long Folder with Fastener

Monday to Sunday, 8:00A.M. to 5:00P.M.
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Step Applicant/Customer PPA ACTIVITIES AND PPA RESPONSIBLE DURATION OF THE Formsl FeesRESPONSIBILITIES OFFICER ACTIVITY (Estimates) Documents

2
Submits accomplished forms and Receives/examines the documents Port Police Station 30 seconds
other documents to the Port Police submitted if it is in order Pass Control Officer
Station Desk

Examines and approves the Port Police Division 2 mins
application Manager

Issues Order of Payment and submit Pass Control Officer 1 min
the documents to Port Police
Division Manaoer for sionature

Proceeds to Terminal Operations Receives payment and issues
5 mins Php

3 Office to pay corresponding fees for Official Receipt and stickers
Terminal Operations 56.001

Office Cashier 84.001
the stickers 112.00

(Inclusive
of E-VAT)

4 Proceeds to Port Police Station and Checks Official Receipt and stickers; Pass Control Officer 1 min per sticker

present receipts and stickers records the same in the pass control
record book

Records the Annual Pedestrian Pass Pass Control Officer 1 min per 10

and Annual Vehicle Pass Control
Numbers in the record book

5
Acknowledges receipt of stickers Releases Annual Pedestrian Pass 1 min
and Pedestrian ID's by affixing (APP) and Annual Vehicle Pass Pass Control Officer
signature in the pass control (AVP) to the applicant
record book
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Step Applicant/Customer PPA ACTIVITIES AND PPA RESPONSIBLE DURATION OF THE Forms/ FeesRESPONSIBILITIES OFFICER ACTIVITY (Estimates) Documents

1 Proceeds to Port Police Station Requires applicant to submit proof Port Police Station 1 minDesk Officerdocuments of legitimate business Pass Control Officerinside the port bill of lading,
withdrawal slip, request letter duly
approved by the Port Manager, etc.

Submits/presents the required/ Evaluates the submitted documents Port Police Station 1 minDesk Officer/
supporting documents Pass Control Officer

2 Proceeds to Main Gate Complex Main Gate Entrance Guard issues Main Gate Entrance (Inclusive
of E-and pay corresponding fees to the Temporary Vehicle and Port User Guard VAT)

Main Gate Entrance Guard pass to the applicants

3 Entry of Driver and vehicle at Main Pedestrian Guard, Main Gate Main Gate Entrance 1 minute
Gate Complex and of pedestrian Entrance Guard and Main Gate Guard/Main Gate
Gate after presentinq the Entrance Guard Assist validate the Entrance Assist!

I
I
I
I
I
I
I
I
I
I
I
I
I
I

SERVICE TITLE:

Service Description:

SCHEDULE OF AVAILABILITY OF THE
SERVICES

How to avail of the service:

PROCESSING OF TEMPORARY VEHICLE AND PEDESTRIAN PASS

Temporary Vehicle and Port User Pass Fees on PPA Administrative Order Number 04-2009
otherwise known as "Revised General Pass Control System and Control Regulation"

Monday to Sunday, 24 Hours a day, 7 days a week.
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Step Applicant/Customer PPA ACTIVITIES AND PPA RESPONSIBLE DURATION OF THE Forms/ FeesRESPONSIBILITIES OFFICER ACTIVITY (Estimates) Documents
Temporary Vehicle and Port User Temporary Vehicle and Port User Pedestrian Guard
pass respectively to the assigned pass presented before allowing entry
guards of the holder for security purposes

Main Gate Assist Guard conducts Main Gate Assist 2 mins
inspection of all the vehicles, drivers Guard/Pedestrian or more
and Port User before allowing entry Guard
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Step Applicant/Customer
PPA ACTIVITIES AND PPA RESPONSIBLE DURATION OF THE Forms! FeesRESPONSIBILITIES OFFICER ACTIVITY (Estimates) Documents

1 Proceeds to Port Police Station and Asks/receives complain/query from Port Police Desk Officer 3 mins
brief/lodges complaint the complainant and record it

2 Proceeds to Operation Section to Receives and evaluate the complaint Chief, Operations 3 mins
brief the Chief Operation Section Section
regarding the complaints/case

Refers to intelligence and Port Police Station 1 minInvestigation Section for recording Desk Officerthe matter in the Port Police Blotter

Chief, Intelligence and 5 mins
3 Proceeds to 2 and 5 Section for Chief, Intelligence and Investigation Investigation Section

the proper investigation of the case Section conducts initial investiQation

I
I
I
I
I
I
I
I
I
I
I
I
I
I

SERVICE TITLE:

Service Description:

WHO MUST AVAIL OF THE SERVICE:

REQUIREMENTS:

SCHEDULE OF AVAILABILITY OF THE
SERVICES

How to avail of the service:

ADDRESSING OF COMPLAINTS AND INCIDENTS INSIDE THE PORT

Processing of the complaints / reports of Port Users of Incidents happening inside the port

Person/s who have complaints or involved in an incident in the Port of Davao

Affidavit of the complainant
Booking Arrest
Arrest Report

Monday to Sunday, 24 Hours a day, 7 days a week.
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Step Applicant/Customer PPA ACTIVITIES AND PPA RESPONSIBLE DURATION OF THE Forms! FeesRESPONSIBILITIES OFFICER ACTIVITY (Estimates) Documents
and record the complaint in the Port
Police Blotter

Chief, Intelligence and Investigation
Chief, intelligence &Section makes initial investigation
Investigation Section 10 minutesreport and inform the Port Police

Division Manager regarding the
complaint/case

Port Police Division Manager make Port Police Division 5 mins
a recommendation/disposition of Manager
directs the Chief, Intelligence and
Investigation Section regarding the
complaint/case

Chief, Intelligence and Investigation Chief, Intelligence and 1 minSection assigns investigator to Investigation Sectionconduct follow-up on the case

Assigns investigator that will Intelligence and 2 minscoordinate with Operations Section InvestigationOperatives to conduct follow-up
Sectionoperations

2 mins
4 Proceeds to Port Police Station to Briefs the complainant regarding the Intelligence and

follow-up/inauire status reaardina proaress of the case Investiaation Section of
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Step Applicant/Customer PPA ACTIVITIES AND PPA RESPONSIBLE DURATION OF THE Formsl FeesRESPONSIBILITIES OFFICER ACTIVITY (Estimatesl Documents
the complaint Assigned Investigation of the

Case

Recommends filing of the case or Chief, Intelligence and 2 mins
settlement Investigation Section

Prepares necessary documents for Chief, Intelligence and 2 hrs.
filing of the case Investigation Section

5 Proceeds to City Prosecutors' Accompanies the complainant to the Chief, Intelligence and 1 hr
Office for filling of the case City Prosecutors' Office for filling of Investigation Section

the case

Coordinates with the complainant Chief, Intelligence and 2 mins
regarding the progress of the case Investigation Section
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Step Applicant/Customer PPA ACTIVITIES AND PPA RESPONSIBLE DURATION OF THE Formsl FeesRESPONSIBILITIES OFFICER ACTIVITY (Estimates) Documents

1 Proceeds to the Port Police Station; Provides the client with a short Chief, Operation Section; 1 min
Secures application form for Permit briefing on the service and its Port Police Duty Officer; Port
To Operate (PTO) for Security requirements Police Station Desk Officer
Services and ask clarifications

Submits accomplished application Receives/examines application Chief, Operation Section;

2 form and other required documents documents if it is in order. port Police Duty Officer; Port
to the Port Police Station. Police Station Desk Officer

I
I
I
I
I
I
I
I
I
I
I
I
I
I

SERVICE TITLE:

Service Description:

REQUIREMENTS:

SCHEDULE OF AVAILABILITY OF THE
SERVICE

FEES:

How to avail of the service:

Processing of Permit To Operate (PTO) Security Services at PMO-Davao

Availment of PERMIT TO OPERATE (Security Services)

a. Current FE-SAGSD Contract with Client
b. Copy of Service Contract with Client
c. List of Guards to be posted with corresponding license duly certified by the

President/Manager
d. List of Description of Firearms to be duly certified by Security Agency President/Manager
e. Payments of Fees for PTO

Monday to Friday, 8:00A.M. to 5:00P.M.

Permit Fees base on the provision of Presidential Decree No. 857, as amended by Executive Order No.
513 and PPA Memorandum Circular No. 1690 otherwise known as "Revised Guidelines on the
Supervision of Private Security Agencies Operating Within PPA Jurisdiction".
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Step ApplicanUCustomer PPA ACTIVITIES AND PPA RESPONSIBLE DURATION OF THE Forms/
FeesRESPONSIBILITIES OFFICER ACTIVITY (Estimates) Documents

3 Proceeds to the Office of the Receives and examines the Port Police Division 1 min
Station Commander Port Police application and documents; issues Manager;
Division for approval of PTO Order of Payment (OP) Chief, Operation Section
application

4 Proceeds to Sasa Terminal Collector Processor A 5 mins
Operation Office for the Payment of PPA PMO-DAVAO
PTO

5 Proceed to Port Police Station and Port Police Division 1 min

present official receipt Manager;
Port Police Duty Officer

Submits processed PTO Form for Port Manager 1 min
approval/signature of the Port PMO-Davao
Manager

6 Receives the original copy of Releases the Original Copy of PTO Port Police Division 1 minManager;
Permit To Operate (PTO) to the applicant Port Police Duty Officer
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Step Applicant/Customer PPA ACTIVITIES AND PPA RESPONSIBLE DURATION OF THE Forms/ FeesRESPONSIBILITIES OFFICER ACTIVITY (Estimates) Documents

1 Proceeds Port Police Station; Provides applicants/client with a
1 minSecures application forms for short briefing regarding the service

Port Police Duty OfficerTemporary Permit to Operate and its requirements
(PTO) and ask clarifications

Receives letter request and 1 min
examines the application and Port Police Duty Officer
documents, issues Order of Payment
(OP)

I
I
I
I
I
I
I
I
I
I
I
I
I
I

SERVICE TITLE:

Service Description:

REQUIREMENTS:

SCHEDULE OF AVAILABLITY OF THE
SERVICES
How to avail of the service:

PROCESSING OF APPLICATION FOR TEMPORARY PERMIT TO OPERATE

Processing/Availment of Temporary Permit/Pass to undertake render Security and Transport Services

a. Letter request
b. Master list of employees duly notarized and signed by Head of Officer/Authorized Official
c. Approval of Temporary Permit
d. Payment

Monday to Sunday, 8:00A.M. to 5:00P.M.
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Step Applicant/Customer PPA ACTIVITIES AND PPA RESPONSIBLE DURATION OF THE Forms/ FeesRESPONSIBILITIES OFFICER ACTIVITY (Estimates) Documents

2 Proceeds to Sa sa Terminal Payment of the Temporary Permit
Collector/Processor A 5minOperation Office for Payment of PPA, PMO Davao

PTO

Submits processed Temporary PTO Port Police Division 1 minProceeds to Port Police Station and Manager;
3 present Official Receipt (OR)

Form for approval/signature of the
Port Police Duty OfficerStation Commander

Releases the Original Copy of Port Police Duty Officer 1 min

Temporary PTO to the applicant
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LIST OF ENGINEERING SERVICES DIVISION FRONTLINE SERVICES

1. Granting of Foreshore Lease Certification

2. Application for Clearance to Develop a Private Port

3. Application for a Certification of Registration/Permit to Operate Private Ports

4. Application for Permit to Construct

5. Issuance of Bid Documents and Submission of Bids for Engineering Projects
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GRANTING OF FORESHORE LEASE CERTIFICATION

Philippine Ports Authority
Port Management Office of Davao

Tel. (082) 235-2564 local 212 & 232 (Engineering Services Division)
Head of Division (Engr. Joelson R. Arbotante)

SERVICES DESCRIPTION

All foreshore lease applicant will be issued a certification stating that the area applied for is not part of PPA's
Future port development plan if the requirements are complete, this transaction can normally be completed
In two (2) working days giving time for the Engineering Staff to inspect the applied foreshore lease area

WHO MUST AVAIL OF THE SERVICE?

Citizens who want to lease a foreshore area within the jurisdiction of the Port of Davao.
All applicants must submit their complete requirements to the Records Unit of the Authority. However, to facilitate
And ensure that the said documents are complete and accurate, the said applicants must first coordinate with the
Engineering Services Division. The latter would advises as to when the documents are all set for submission to
Records Unit.

REQUIREMENTS:

1. Letter of endorsement from the DENR-CENRO/PENRO
2. Sketch of the Foreshore Area with Vicinity Map
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HOW TO AVAil OF THE SERVICES:

Foreshore Lease Certification based on the Memorandum Circular 30-2004 (guidelines on the Collection of Government Fees)
Issued by PPA-HO

Step Applicant/Customer PPA ACTIVITIES AND DURATION OF PERSONIS IN Formsl FeesRESPONSIBILITIES ACTIVITY CHARGE Documents

1 Proceeds to the Engineering Provide the client with a short 5 minutes Principal Engineer
Services Division of the Authority to briefing regarding the service and its
pre-check the application requirements and schedule the time
documents such as the Sketch for site inspection
Plan wi vicinity map

2 If document is accurate, proceed to Instruct the applicant to proceed to Principal Engineerthe Records Unit and have the the Records Unit for submission of
document received by the Records the documents 3 minutes

Officer Records Officer

8:00A.M. - 12:00 NOON
1:OOP.M.- 5:00P.M.

Monday - FridaySCHEDULE OF AVAilABILITY OF SERVICE:

FEES:

I
I
I
I
I
I
I
I
I
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Step Applicant/Customer PPA ACTIVITIES AND DURATION OF PERSON/S IN Formsl FeesRESPONSIBILITIES ACTIVITY CHARGE Documents

When the document is received from 1 day CN/in Davao City) ESD Manager
3 the OPM, the ESD Staff proceeds to Principal Engineer

the site and inspect the location and
Supervising Engineerverify if the said foreshore is not

included in the future development of
Sasa Port

4 If the site is not included the future 3 minutes ESD Manager
development of the Port of Davao, Principal Engineer
the ESD staff will prepare Supervising Engineer
certification and or the proper
response depending on the result of
the inspection

5 Port Manager evaluates/approves
1 day Executive Assistantcertification or response

6 Proceeds to the and ask for the Issues order of payment 2 minutes
order of payment Clerk processor(ESD)

7 Proceeds to the Terminal 10 minutes CashierOperations office to pay Collects payment and issues official
certification fee receipt
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Step Applicant/Customer PPA ACTIVITIES AND DURATION OF PERSON/S IN Formsl
FeesRESPONSIBILITIES ACTIVITY CHARGE Documents

8 Proceeds to ESO and show the Releases original copy of the 1 minute Clerk Processor (ESO)
official receipt certification to the applicant
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Application for Clearance to Develop a Private Port

I
I
I
I
I
I
I
I
I
I
I
I
I
I

Service Description:

WHO MUST AVAil OF THE SERVICE:

REQUIREMENTS:

FEES

As per PD 857 - the Revised Charter of the Philippine Ports Authority and PPA Administrative Order 06-95,
Clearance to develop a private port is required to regulate the development, construction and operation of all
private ports

Person/s or parties seeking for clearance to develop any port facility

SUBMITS THE FOllOWING DOCUMENTS:
1. Unified Application Form specifying exact location of the foreshore area, area size in square meters,

intended use/purpose, proposed structure to be put -up and estimated cost of improvement with summary of
Project Scope, description and vicinity map as attachments

2. Duly Notarized Omnibus Undertaking (Sworn Affidavit)

Filling Fee - Php 1,000.00 + VAT
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HOW TO AVAIL OF THE SERVICES:

Step Applicant/Customer PPA ACTIVITIES AND DURATION OF PERSON/S IN CHARGE Forms/ FeesRESPONSIBILITIES ACTIVITY Documents

1 Proceeds to PMO Reccrds Unit Records Unit receives application 5 minutes
and submits required documents. and routes to the Office of the Port Records OfficerManager

2 Office of the Port Manager initially 15 minutesProcess application and routes to the Executive Assistant
Engineering Services Division for
evaluation

3 Engineering Services Division 5 days ESD Manager
conducts site verification/inspection/ Principal Engineer A
evaluation and requires the Supervising Engineer A
applicant to pay the filinQ fee.

Proceeds to the Terminal Collects payment fee and issues4 Operations Office and pay the filing 10 Minutes Cashier
fee

official receipt

Engineering Services Division ESD Manager

5 prepares indorsement to PDO 1 Hour Principal Engineer
Supervising Engineer

6 Port Manager evaluates/approves 1 day Executive Assistantindorsement to PDO
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Application for a Certification of Registration I Permit to Operate a Private Port

Private port investors who have established new port infrastructure in accordance to PPA Administrative Order
06-95.

As per PD 857 - the Revised Charter of the Philippine Ports Authority and PPA Administrative Order 06-95, a
Certificate of Registration and to Operate a private port is required to regulate the development, construction and
operation of all private ports

To be submitted in a folder with the following documents
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P 1,000.00 + VAT

20.00 + VAT

Privilege Fees
P80,OOO.00per annum+VAT
P30,000.00 per annum+VAT
P15,OOO.00 per annum+VAT
P15,000.00 per annum+VAT

B. For existing private ports with temporary certificate of registration/permit to operate private port facility
1. Unified Application Form
2. Duly Notarized Omnibus Undertaking (Sworn Affidavit)

A. For newly-constructed ports;
1. Unified Application Form
2. Duly Notarized Omnibus Undertaking (Sworn Affidavit)

C. For existing ports without any valid permit:
1. Unified Application Form
2. Duly Notarized Omnibus Undertaking (Sworn Affidavit)

~
Private commercial port
Private non-commercial port
Marina
Private river port

Filling Fee

Certification Fee

FEES:

WHO MUST AVAIL OF THE SERVICE:

Service Description:

REQUIREMENTS:

I
I
I
I
I
I
I
I
I
I
I
I
I
I



I
I
I
I
I
I
I
I
I
I
I
I
I
I

HOW TO AVAIL OF THE SERVICES:

Step Applicant/Customer PPA ACTIVITIES AND DURATION OF
RESPONSIBILITIES ACTIVITY PERSON/S IN CHARGE Forms Fees

1 Proceeds to PMO Records Unit Records Unit receives application 5 minutes Records Officer

and Submits required documents and it to the Office of the Port
Manager

2 Office of the Port Manager initially
process application and routes to the 15 minutes

Engineering Services Division for Executive Assistant

evaluation

ESD conducts evaluation and

3 prepares indorsement to PDO 5 days ESD Manager

and requires applicant to pay Filing Principal Engineer A

and certification fees Supervising Engineer

Proceeds to the Terminal
Collects payment and issues official4 Operations Office and pay the filing 10 minutes

and certification fees receipt Cashier

5 Port Manager evaluates/approves
1 dayIndorsement to PDO Executive Assistant
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-----------------------------_. __._----------------------
Application for Permit to Construct

As pe- P,) E57 - the Revised Cha'ler of :he Ph.lippine Ports Authority and PPA Administrative Order 06-95,
Clear"nc\! te develop a private port i:, rE'q,Ji'~d to regulate the development, construction and operation of all
private ports

SUBMITS THE FOLLOW,NC, D,)C,JM,:N":S:
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I'ees

Php:: ),0)(1 + 'fAT
Php :: ),0)11 .•.1/1!) of 1% of the excess of Php 10 million but not exceed
Php1(10,CC) + V,A T

Phpl3Ci,')(C + VA1
Php 80.00' I+ 1f1) of 1% of the excess of Php 10 million but not exceed
Php 10'),0 '0 + VIIT

2. Duly Notarized Omnibus Unaerta~ ing (8\ lorn Affidavit)

Personfs or partIes seeking for Pam it td G,)f'S :ruct any port facility

1. Unified Apolication Form with wcrf:iI,g Ur3wi'lgs'8uilding Plans signed
By c: l;cen~ed Civil Engineer, a:; .lt~.sClr10nt

Project COSot

Below Php 10 Million
Php 10 Million & Jlbove

Below Php 10 million
Php 10million & aJove

Classification

Permit to Construct Fees:

Private Non-Commercial Port

REQUIREMENTS:

Service Description:

Private Commercial Port

WHO MUST AVAIL OF THE SERVICE:

I
I
I
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HOW TO AVAIL OF THE SERVICES:

Step Applicant/Customer PPA ACTIVITIES AND DURATION OF
PERSON/S IN CHARGE Forms/

FeesRESPONSIBILITIES ACTIVITY Documents

1 PROCEEDS TO PMO Records Records Unit receives application
5 minutesUnit and submits required and routes to the Office of the Port

Records Officerdocuments. Manager

2 Office of the Port Manager initially
15 minutesProcess application and routes to the Executive Assistant

Engineering Services Division for
evaluation

3 Engineering Services Division
5 days ESD Managerconducts site verification/inspection/

evaluation and prepares indorsement Principal Engineer A

to PDO Supervising Engineer A

Port Manager evaluates/approves
1 day Executive Assistant4 indorsement to PDO
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ISSUANCE OF BID DOCUMENTS AND ACCEPTANCE OF BID PROPOSAL

FOR THE ENGINEERING PROJECTS

Philippine Port Authority
Port Management Office of Davao

Tel. No. (082) 235-2564 local 212 & 232 (Engineering Services Division)
Head of Division (Engr. Joelson R. Arbotante)

SERVICE DESCRIPTION

All interested prospective contractors/bidders who will submit a Letter of Intent to participate in the bidding process, together
with a copy of their authenticated PCAB License and Mayor's Permit will be issued forms of prescribed tender documents to bid
for the engineering project.

WHO MUST AVAIL OF THE SERVICE?
Bidders who may wish to submit bid proposal/s on the particular engineering project.

REQUIREMENTS:
1. Authenticated copy of their (Philippine Contractors Accreditation Board) PCAB Registration Certificate.
2. Authenticated copy of their Mayor's of Business Permit .
3. Payment Fee for the purchases of Bidding Documents.
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SCHEDULE OF AVAILABILITY OF SERVICE:

Cost of Bidding Documents as per PPA Memorandum Circular NO.1 0-2012

Approved Budget for the
Contract (ABC}

1.) Php 500,000.00 below
2.) More than Php 500,000.00 up to Php 1M
3.) More than Php 1M up to Php 5M
4.) More than Php 5M up to Php 10M

5.) More than Php10M up to Php 50M

I
I
I
I
I
I
I
I
I
I
I
I
I
I

1. Issuance of Bid Documents:

2. Submission of Bids:

FEE:

8:00 A.M. to 5:00 P.M. Monday - Friday, Excluding Holidays

On or before the specified deadline of submission of bids in the Invitation to Bid.

Cost of Bidding
Documents

Php 500.00
Php 1,000.00
Php 5,000.00
Php 10,000.00

Php 25,000.00
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HOW TO AVAIL OF THE SERVICES:

Step Applicant/Customer PPA ACTIVITIES AND DURATION OF PERSON/S IN CHARGE Forms FeesRESPONSIBILITIES ACTIVITY

1 Secures a copy of the invitation to Provides the client the invitation to Principal EngineerBid, give a short briefing regarding 15 minutesBid from PPA, PhilGeps, and the project scope and answer Supervising Engineer
Newspapers and from the PPA queries from prospective bidders, it ESD Manager
bulletin board there's any.

2 Submits the letter of intent to PPA, Receives and checks the documents
submitted by the prospective bidder.

PMO-Davao BAC for Engineering If complete, issues the Order of 10 minutes BAC SecretariatProjects(BAC-EP) secretariat Payment and instruct the prospective Cashiertogether with the other basic bidder to pay the cost of biddingrequirements listed above document to the Sasa Terminal
Operations Office

Pays the cost of bidding documents Collects payments and issues Cashier
3 Sa sa Terminal Operations Office Official Receipt 10 minutes

4 Presents the Official Receipt to the Records and photocopy Official 10 minutes BAC-EP SecretariatBAC-EP Secretariat Receipt

5 Receives the Bid Documents Issues bidding documents 10 minutes BAC-EPTWG
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LIST OF FRONTLINE SERVICES - RESOURCE MANAGEMENT DIVISION

A. ADMINISTRATIVE SERVICES

1. Receiving of Incoming Communications (From other Government/Private Agencies & Other Customers)
2. Receiving of Incoming Communications (PPA Unnumbered Memorandum, Special Order, Memo Circular,

Memo Orders, Operations Memo Order, Administrative Orders, Administrative Circulars, Finance Memo
Orders, Letters/Requests, ATPs, JVs, NBAs, SNAOBs, Office of the President Issuances, DOTC Issuances/
Letters, Pantalan Letters.)

3. Receiving of Inter-office Communications
4. Mailing/Dispatching of Outgoing Communications
5. Shopping for the Supply of Goods and Services
6. Competitive Bidding for the Supply of Goods and Services

B. FINANCE SERVICES

1. Check Accreditation
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HOW TO AVAIL OF THE SERVICE:

STEP CUSTOMER OFFICE/SECTION ACTIVITY PPA RESPONSIBLE DURATION OF FORMS FEESOFFICER ACTIVITY

1 Presents letter to the Records Records Officer reads the letter Records Officer 5 minutes
Officer and stamps "RECEIVED" the file

copy of the Customer

2 Customer gets the file copy already Records Officer receives copy for Records Officer 2 minutes
stamped "Received" PPA and stamps "RECEIVED"

3 Customer asks for contact person/s Records Officer gives name/s and Records Officer 5 minutes
and contact numbers for follow-up number/s of contact person/s

4 Customer leaves the Records Records Officer encodes Routing Records Officer 5 minutes
Room Slip, assigns CFU code and prints

the Routing Slip and Report of
Incoming Communications

5
Forwards letter to OPM for PM's Records Officer 5 minutesinfo/instruction

6 Secretary checks Routing Slips OPM Secretary 5 minutesand receives Report of Incoming
communications

I
I
I
I
I
I
I
I
I
I
I
I
I
I

SERVICE TITLE
Customers

Receiving Hand Delivered Incoming Communications from Government/Private Agencies and Other Walk.ln



STEP CUSTOMER OFFICE/SECTION ACTIVITY PPA RESPONSIBLE DURATION OF FORMS FEESOFFICER ACTIVITY

1 Presents mails to Records Officer Records Officer checks and
Records Officer 5 minutesreceives mails in the airway bills,

registry return receipts, registry of
mails

2 Retrieves duly received airway Records Officer opens and reads
Records Officer 10 minutesthe letter and verifies thebills, registry bills, retum receipts,

correctness of the transmittedregistry of mails documents from PPA Head Office

Records Officer receives the letters
3 and stamps them "Received" and Records Officer 10 minutes

assigns control/code numbers

4 Encodes Routing Slips and Report
Records Officer 10 minutesof Incoming Communications

I
I
I
I
I
I
I
I
I
I
I
I
I
I

SERVICE TITLE

SERVICE DESCRIPTION

WHO MUST AVAIL OF THE SERVICE:

REQUIREMENTS:

HOW TO AVAIL OF THE SERVICE:

RECEIVING OF INCOMING COMMUNICATIONS

Receiving of PPA Unnumbered Memorandum, Special Orders, Memo Circulars, Memo Orders, Operations
Memo Order, Administrative Orders, Administrative Circulars, Finance Memo Orders, Letters/Requests, ATPs,
Notices of Cash Transfers, NBAs, PANTALAN Letters and Other Administrative Issuances/letters from Other
Govemment Institutions

Couriers such as L1BCAP, LBC, DHL and Postman from the Philippine Postal Corporation

Copies of Airway Bills, PPA Transmittal Letters and Mails to be received by the Records Officer
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STEP CUSTOMER OFFICE/SECTION ACTIVITY PPA RESPONSIBLE DURATION OF FORMS FEESOFFICER ACTIVITY

Forwards Letters to OPM for PM's
Records Officer 5 minutes5 Info/Instructions

6 Secretary checks Routing Slips
and receives Report of Incoming OPM Secretary 10 minutes
Communications
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STEP CUSTOMER OFFICE/SECTION ACTIVITY PPA RESPONSIBLE DURATION OF FORMS FEESOFFICER ACTIVITY

OPM/Division/Section Clerk/ Records Officer reads and checks Records Officer
1 Messenger presents the the letter/documents presented 3 minutes

Communications as indicated in
the Logbook to the Records Officer

2 Clerk/Messenger gets the Logbook Records Officer receives the Records Officer 5 minutes
duly received by the Records communications as indicated in the
Officer Logbook

Determines and identifies the

3 concerned PPA Official and
Records Officer 5 minutesemployees concemed to be

fumished a copy

I
I
I
I
I
I
I
I
I
I
I
I
I
I

SERVICE TITLE

SERVICE DESCRIPTION

WHO MUST AVAIL OF THE SERVICE:

REQUIREMENTS:

HOW TO AVAIL OF THE SERVICE:

RECEIVING OF INTER- OFFICE COMMUNICATIONS

Receiving of PPA Unnumbered Memorandum, Special Orders, Memo Circulars, Memo Orders, Operations
Memo Order, Administrative Orders, Administrative Circulars, Finance Memo Orders, Letters/Requests, ATPs,
Notices of Fund Transfers, NBAs, PANTALAN letters and Administrative Issuances/Letters from Other
Govemment Institutions.

PPA, PMO - Davao Employees from Divisions/Sections/Units

Copies of PPA, DOTC, CSC Issuances/Unnumbered Memo and Letters, PANTALAN Letters, Notices of
Meetings, Internal Special Orders, Issuances and Unnumbered Memorandum
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STEP CUSTOMER OFFICE/SECTION ACTIVITY PPA RESPONSIBLE DURATION OF FORMS FEESOFFICER ACTIVITY

Assigns corresponding number/s to
4 Admin Issuances, Special Orders, Records Officer 5 minutes

etc. and records in the
corresponding Logbooks

5 Instructs the CFU
Messenger/Utility Worker to

Messenger/Utility Worker 5 minutesreproduced copies of
communications for dissemination

Proceeds to the Reproduction
6 Room for the photocopying of Messenger/Utility Worker 15 to 30 minutes

communications

Prepares Acknowledgement
Records Officer 15 minutesReceiptIWrites name/s of

7 concemed personnel to be
furnished a copy

8 Forwards communications to CFU Records Officer 10 minutes
messenger for dissemination after
giving instructions

9 Disseminates communications to
1 to 3 daysall PMO Davao Officials/employees Messenger/Utility Worker

concerned
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STEP CUSTOMER OFFICE/SECTION ACTIVITY PPA RESPONSIBLE DURATION OF FORMS FEESOFFICER ACTIVITY

1 Clerks of different divisions present Records Officer checks/reads
Records Officer 5 minutesdetails of letters/mails includingletters/mails to Records Officer pertinent attachments, if any

Clerks of different divisions present Records Officer stamps received
2 other documents as required by the the file copy of the division/unit and Records Officer 5 minutes

assigns control number to outgoingRecords Officer communications

3 Clerks get duly received file copy Records Officer encodes the Records Officer 5 minutes
outgoing communications

I
I
I
I
I
I
I.
I
I
I
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I
I
I

SERVICE TITLE

SERVICE DESCRIPTION

WHO MUST AVAIL OF THE SERVICE:

REQUIREMENTS:

HOW TO AVAIL OF THE SERVICE:

Mailing/Dispatching of Outgoing Communications

Mailing/Dispatching of Monthly/Quarterly Annual Reports, Letter-Requests. Queries to PPA Head Office, PDOs,
other PMOs, Letter-Replies to Queries of Other Government Agencies, Private Agencies and Other Customers

PMO Davao Drivers/Messenger/Liaison Aide, Couriers like L1BCAP, LBC, DHL and Postman from the Philippine
Postal Corporation

Monthly/Quarterly/Annual Reports, Letter-Requests, Letter-Replies to Queries, Queries/Request for Legal
Opinion to PPA Head Office, PDOs, Other PMOs , Govemment Agencies, Private Agencies and Other
Customers
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STEP CUSTOMER OFFICE/SECTION ACTIVITY PPA RESPONSIBLE DURATION OF
FORMS FEESOFFICER ACTIVITY

4 Records Officer weighs letters for
Records Officer 15 minutesmailing to determine amount of

postage stamps to be used and
pastes corresponding stamps

5 Records Officer prepares
Records Officer 10 minutesTransmittal letters to PPA-H.O.and

Other PDOs/PDOs and PPC

Records Officer calls freight
6 forwarding agency to pick up Records Officer 5 minutes

communications for airfreight

Records Officer prepares vehicle

7 request and forwards outgoing Records Officer/General
10 minutescommunications to the General Services Officer

Services Officer for dispatch to the
Driver/s

8 General Services Officer forwards
General Services Officer 5 minutesoutgoing communications to the

Driver for mailing and delivery
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1 SERVICE TITLE

OFFICE ADDRESS

SERVICE DESCRIPTION

WHO MUST AVAil OF THE SERVICE:

REQUIREMENTS:

SCHEDULE OF AVAilABILITY OF THE
SERVICE:

FEES:

HOW TO AVAIL OF THE SERVICE:

Shoe,ping for the SUIP'y of Goods and Services

Philippine Ports Authority
Port Management Office of Davao
Km. 10, Sasa Port Area, Davao City 8000
Telephone Nos: (082) 235-2564 to 68 local 218
Fax No. : (082) 235-2569
Email Address:

Canvassing of requisitions for office supplies, construction materials, and repair of equipment, furniture and
motor vehicles.

Bona fide suppliers preferably those who are registered with the Philippine Government Electronic Procurement
System (PhiIGEPS)

1. Vendor's Registration Form
2. BIR Certificate of Registration
3. PhilGEPS Certificate of Registration
4. Business Permit
5. Barangay Certificate
6. DTI Registration
7. SEC Registration

Monday to Friday 8:00 a.m. to 5:00 p.m.

None
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DURATION OF PERSON/S IN
FORMS FEESSTEP CUSTOMER OFFICE/SECTION ACTIVITY ACTIVITY CHARGE

Supply Staff shall hand over VRF
Rowena A. Esquivel Vendors1 Secure Vendor's Registration to prospective bidder together

5 minutes Helen T. Luga RegistrationForm (VRF) with a checklist of documentary
George E. Malfarta Form (VRF)requirements

Supply Staff shall ensure that

Submits duly accomplished VRF submitted VRF and documents
Rowena A. Esquivel Vendors2 are in order before forwarding to

10 minutes Helen T. Luga Registrationtogether with the Documentary Help Desk for registration in the
George E. Malfarta Form (VRF)Requirements Oracle System

Canvasser shall provide pros-
Request forSecure canvass paper from pective bidder with a copy of the

3 minutes George E. Malfarta Price Quotation3 Supply Unit Request for Price Quotation (RFQ)
(RFQ)

Submit price quotation to
George E. Malfarta Request forCanvasser shall acknowledge

3 minutes Price Quotation4 Canvasser within three (3) days receipt of price quotation
(RFQfrom receipt of RFQ

PurchaseWinning bidder shall acknowledge Supply Staff shall inspect and
Rowena A. Esquivel Orderllnspectionreceipt of Purchase Order and accept delivered goods and

45 minutes Helen T. Luga & Acceptance5 deliver goods to Supply Unit within prepare necessary documents to
Reportspecified period of time support processing of payment
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OFFICE ADDRESS

SERVICE DESCRIPTION

WHO MUST AVAIL OF THE SERVICE:

REQUIREMENTS:

Philippine Ports Authority
Port Management Office of Davao
Km. 10, Sasa Port Area, Davao City 8000
Telephone Nos: (082) 235-2564 to 68 local 218
Fax No. : (082) 235-2569
Email Address:

R.A. 9184 otherwise known as the Govemment Procurement Reform Act requires the pre-qualification of
prospective bidders for the procurement of goods and services.

Duly licensed Filipino contractors who may be interested to bid for the procurement of goods and services of the
Philippine Ports Authority, PMO - Davao

1. Letter of Intent

2. Eligibility Requirements:

a. SEC Registration Certificate including Articles of Incorporation
b. Valid and Current Mayor's Permit/Municipal License
c. DOLE Registration Certificate
d. List of all On - going Government and Private Contracts including contracts awarded but not

yet started
e. List of Government and Private Contracts completed which are similar in nature to the contract to

be bid
f. Philippine Contractors Accreditation Board (PCAB) License and Registration
g. Net Financial Contracting Capacity (CFCC)
h. Audited Financial Statement
i. BIR Certificate of Registration
j. SSS Registration and Latest Quarterly Remittance
k. PhilHealth Registration and Latest Quarterly Remittance
I. PAG - IBIG Registration and Latest Quarterly Remittance
m. Organizational Structure of the Agency
n. Joint Venture Agreement
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Financial Proposal

Technical Component

3. Technical Documents and Financial Proposal:

4. Performance Security and All Risk Insurance

78

- Php 10,000.00

- Php 5,000.00

a. Bid Form
b. Bid Prices in the Bill of Quantities
c. Detailed Estimates
d. Cash Flow by Quarter and Payment Schedule

a. bid Securing Declaration
b. Conformity with Technical Specifications
c. Omnibus Statement
d. Authority of the Signatory with Secretary's Certificate
e. Tax Clearance Certificate
f. Latest Income and Business Tax Returns
g. Certificate of PhilGEPS Registration

8:00 a.m .to 5:00 p.m., Monday to Friday, within 7 day period prescribed for the issuance of eligibility,
Pre-qualification and bid forms from the last day of the invitation to Bid

Above Php 5M to Php 20M

Above Php 500,000.00 up to Php 5M

SCHEDULE OF AVAILABILITY OF THE
SERVICE:

FEES:

I
I
I
I
I
I
I
I
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HOW TO AVAIL OF THE SERVICE:

STEP CUSTOMER OFFICE/SECTION ACTIVITY DURATION OF PERSON/S IN FORMS FEESACTIVITY CHARGE

1 Proceed to BAC Secretariat and BAC Secretariat shall acknowledge
Order of

submit Letter of Intent (LOI) receipt of LOI and prepare Order of 5 minutes Helen T. Luga
PaymentPayment

2 Proceed to PMO Cashier for the PMO Cashier shall issue Official Official Amount shall

payment of Bidding Documents Receipt 15 minutes Editha C. Ramos Receipt depend on
the ABC

Secure from BAC Secretariat BAC Secretariat shall issue

3 complete set of Bidding Documents eligibility and Bidding Documents
5 minutes Helen T. Luga Bid

for the project upon presentation together with a checklist of Documents
of the Official Receipt documentary requirements

BAC for Goods and Services shall
conduct Pre-Bid conference to

4 Attendance to Pre-Bid Conference clarify and/or explain any of the
1 - 11, hours BAC Chairpersonrequirements, terms, conditions

and specifications stipulated in the
Bidding Documents

Submits eligibility, technical and
financial requirements in two (2)
separate sealed bid envelopes BAC Secretariat shall acknowledge5. before the deadline set receipt of duly accomplished 5 minutes BAC Secretariat Bidding

Bidding Documents Documents
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STEP CUSTOMER OFFICE/SECTION ACTIVITY DURATION OF PERSON/S IN
FORMS FEESACTIVITY CHARGE

BAC for Goods and Services shall

6 Attendance to Bid Opening open the bids immediately after the
1 -1/2 hour BAC Chairperson Bidding

deadline for the submission and Documents
receipt of bids

Winning bidder shall submit

7 Performance Security within seven BAC Secretariat shall acknowledge
5 minutes BAC Secretariat Performance

(7) days from receipt of Notice of receipt of Performance Security Security
Award

Winning bidder shall immediately
provide the goods and services Approval of the Contract shall be

8 under the terms and conditions of based on the PPA Revised 10 minutes BAC Secretariat Contract
the Contract upon receipt of the Delegation of Authority (RDA)
Notice to Proceed
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PPA RESPONSIBLE DURATION OF
STEP CUSTOMER OFFICE/SECTION ACTIVITY ACTIVITY FORMS FEESOFFICER (ESTIMATE)

Evaluates and prepares letter of 24 hours upon

1 approval/disapproval of request Senior Cashier/Cashier C
receipt of instruction

within 24 hours upon receipt of from the Port
instruction Manager

I
I
I
I
I
I
I
I
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I
I
I

SERVICE TITLE

REQUIREMENTS:

SCHEDULE OF AVAilABILITY OF THE
SERVICE:

How to avail of the service:

FINANCE SERVICES

CHECK ACCREDITATION

Covering letter (original)
Secretary's Certificate showing Name, Position and Specimen Signature of
Authorized Check Signatory/Signatories (original)
Sec Registration (certified true copy)
Customer Registration Form (original)
BIR Certificate of Registration with BIR form No. 2303 (certified true copy)

Monday to Friday (Except Holiday)
0800-1200H
1300 -1700H
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LIST OF REAL ESTATE MANAGEMENT FRONTLINE SERVICES

1. Issuance of New and Renewal of Existing Permit To Occupy (PTOC)

2. Issuance of New and Existing Permit To Operate (PTO)
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SERVICE TITLE:

OFFICE ADDRESS

SERVICE DESCRIPTION

WHO MUST AVAil OF THE SERVICES

REQUIREMENTS

SCHEDULE OF AVAilABILITY OF THE
SERVICES

Issuance of New and Renewal of Existing Permit to Occupy (PTOc)

: Philippine Ports Authority
Port Management Office of Davao
Sasa Wharf, Sasa , Davao City

Telephone Numbers: (082) 235-2564 to 68
Fax Number : (082) 235-2569
E_mail Address : ppapmodavao@pldtdsl.net

: Any person! organization, natural or juridical, who is qualified under existing laws to engage in port related
business activity who proposes to rent !lease a property, land or building shall apply for a Permit to Occupy
(PTOc) from the Port Management Office of Davao (PMO - Davao).

: Any persons! organizations doing business or plan to do business and proposes to rent/lease a property, land
or building shall apply for a Permit to Occupy (PTOc) from the Management Port of Davao (PMO - Davao).

: If requirements are complete, this transaction can normally be completed within three (3) working days.

: New Application (Forms can be secured from the BDMO)

1 - Filled - out Unified Application Form
With Omnibus Declaration of Compliance with Requirements

2- Filled out Customer Registration Form
(With attached SIR Certificate of Registration Form 2303)

: Renewal Application (Forms can be secured from the BDMO)

1 - Filled Out Unified Application Form with Omnibus Declaration of Compliance with Requirements
2 - Reply slip on Notice of Expiring PTOc sent by PPA

: Monday to Friday, 8:AM to 5:00PM
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Person/s In Duration
Step Applicant/Customer Office/Section Activity

Charge of Activity Forms Fees
(Estimates

- Proceeds to the The Port Manager (PM) forwards the request
Records Section and to the REM Officer/Business Development

Marketing Officer (BDMO) for checking of the Port Manager/
1 Submits in writing the availability of the area in the REM System- BDMO/ESDM/ 1 - day None -

Lease Proposal GIS/PLOP. Coordinates with ESD & PSD. PSDM
addressed to the Port
Manaaer.

If the area is available for lease;
Waits until a reply letter • The REM Officer/BDMO will draft a reply
from the Port Manager letter requiring the submission of the
will be received. following:

• Filled-out Unified Application Form
(with Omnibus Declaration of

UnifiedCompliance with Requirements)
Application• Filled-out Customer Registration

2 Form (with BIR Certificate of REM Officer/
1 hour Form,

BDMO Customer -
Registration Form 2303)

Registration

If the area is not available for lease the Form•
BDMO will draft a letter of non-availability
and forwards to the PM for signature.

I
I
I
I
I
I
I
I
I
I
I
I
I
I

FEES

HOW TO AVAIL OF THE SERVICE:

: Subject to size and location of the area applied for

Permit Fee per New/Renewal Application- P 1,000 + 100 (12% VAT) = P 1,120.00

NOTE: All fees/charges are subject to change after due notice
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Person/s In Duration
Step Applicant/Customer Office/Section Activity

Charge of Activity Forms Fees
(Estimates

- Submits the following to REM Officer receives, evaluates and verifies
the SDMO: the completeness and correctness of the
• Filled-out Unified submitted documents.

Application Form
(with Omnibus Keys-in the details of the Lease Application REM Officer/
Declaration of into the REM System. SDMO/

1 daycompliance with REM Supervisor
Requirements) Endorses PTOc Proposal to the REM RER Approver

3 • Filled-out Customer Supervisor
Registration Form - -
(CRF) (with SIR The REM Supervisor reviews validates and
Certificate of endorses the PTOc proposal to the REM
Registration Form Approver/PM
2303)

- The applicant must wait
for at least one (1) day
for the approval.

The REM Approver performs the following: PM 2 hours
• Reviews the PTOc Proposal.
• Approves/ disapproves the PTOc

Proposal.
• If there are necessary modifications,

returns the PTOc-Proposalto the REM - -
Supervisor.

• If the Lease Application or PTOc
Proposal is "Denied" signs Denial
Letter prepared by the REM Officer
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Person/s In Duration
Step Applicant/Customer Office/Section Activity

Charge of Activity Forms Fees
(Estimates

Filing Fee
Proceeds to the Cashier The REM Officer prepares the Order of Sa sa Terminal 30 minutes P 1,120.00
for payment of the Payment for the lease advances and deposits Cashier4 required Advances and - Advances &
Deposits. Deposits depend

on size & location
of aoolied area

The REM Officer performs the following:
• Implements PTOc in the REM System and

5 prints the PTOc .
30 minutes -Forwards the PTOc to the REM Supervisor -•

for initial and to REM Approver for signing
and return the PTOc to the REM Officer.

6 Signs and Receives the The REM Officer releases the PTOc to REM Officer /
15 minutesPTOc Applicant. SDMO - -
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SERVICE TITLE:

OFFICE ADDRESS

SERVICE DESCRIPTION

WHO MUST AVAIL OF THE SERVICES

Port Ancillary Services

Issuance of New and Renewal of Existing Permit to Operate (PTO)

Philippine Ports Authority
Port Management Office of Davao
Sa sa Wharf, Sasa , Davao City

Telephone Numbers: (082) 235-2564 to 68
Fax Number : (082) 235-2569
E_mail Address : ppapmodavao@pldtdsl.net

Any person/ organization, natural or juridical, who is qualified under existing laws to engage in port related
business activity shall apply for a Permit to Operate (PTO) from the Port Management Office of Davao
(PMO-Davao).

Any persons/ organizations doing business or plan to do business shall apply for a Permit to Operate (PTO)
from the Management Port of Davao (PMO-Davao).

If requirements are complete, this transaction can normally be completed within three (3) working days

Cargo Checking
Equipment! Appliance Hire
Vessel Maintenance/ Repair Service
Bunkering
Canteen Services
Cargo Surveying Services
Chandling
Cleaning Services
Container Repair
Communication Service
Fumigation
Laundering
Lighterage/ Barging Service
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REQUIREMENTS

SCHEDULE OF AVAILABILITY OF THE
SERVICES

Parking! Garage Services
Reproduction Service
Security Service
Shops! Stores
Transport Service
Towing! Tugging Service

Water Suppliers
Water Taxi
Weighbridge! Truck Scale
Other Services - This refers to services which are not listed but may be classified by the Authority in future
Regulations

New Application (All forms can be secured from the BDMO)

Basic Requirements:
1- Filled - out Application and Customer Registration Forms (with DTIISEC Registration & SIR Certificate

of Registration Form 2303
1.1. Specific area of operations with sketch (if applicable)
1.2. Proposed ancillary rates (if applicable)
1.3. Duly Notarized Omnibus Undertaking

2- Filled - put Customer Registration Forms (with SIR & DTI! SEC Certificate of Registration)
1.1 Specific Area of Operations with Sketch (if applicable)
1.2 Proposed Ancillary Rates (if applicable)
1.3 Duly Notarized Omnibus Undertaking

Renewal Application (All forms can be secured from the BDMO)

1. Filled-out Application Form
2. Omnibus Undertaking

Monday to Friday, 8:AM to 5:00PM
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Person/s In Duration
Step Applicant/Customer Office/Section Activity

Charge of Activity Forms Fees
(Estimates

Proceeds to the Business The Business Development/Marketing Officer BDMO 30 minutes Unified
Development/Marketing (BDMO) interviews the client on the services Application
Unit, Office of the Port to engage-in. Fonm.
Manager Customer

Registration
Secures Unified Form and

1 Application, Customer sample -
Registration Forms and Format of
sample Format of Omnibus
Omnibus Undertaking Undertaking

Makes Clarificatory
inquiries

Submits the following to The SDMO verifies the completeness and SDMO/Records

2 the Records Unit: correctness of the submitted documents and Officer/Port 1 - day
forwards to the Records Officer for Manager -

- Filled- out Application Acknowledgement. The Records Officer
Form with Omnibus forwards the communication to the Port

89

NOTE: The fees prescribed (or those to be prescribed) by the Authority shall not be limited or confined to services
mentioned herein and shall not preclude the Authority from collecting fees on other ancillary services not mentioned
therein or from increasing the floor rates as it may deem necessary.
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FEES

HOW TO AVAIL OF THE SERVICE:

Permit Fee
Annual Regulatory Fee
VAT (12%)
Total

P 300.00
1,500.00

216.00
Php 2,016.00
============
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Person/s In Duration
Step Applicant/Customer Office/Section Activity

Charge of Activity Forms Fees
(Estimates

Undertaking Manager. Upon receipt of the documents by
the PM, he then directs the SOMO to

- Filed - out Customer evaluate the submitted documents.
Registration Form
(if new)
with SIR & OTI/ SEC
Certificate of
Registrations

-
The SOMO verifies if the applicant is
cleared from financial obligations (thru SOMO 3 hours
Finance, Terminal Management Offices,

3
Harbor Unit) and no derogatory casel
record on file (thru Port Police) and -
recommends to PM for approval of the PTO
ones cleared from obligations from the
Authority.

Ones verified cleared the SOMO will contact
the client and instructs to pay corresponding

SDMO 10 minutes Order of
fees. Payment

Proceeds to : The SOMO:
- The SOMO get the • Issues Order of payment and PermiU
Order of Payment and SDMO/Sasa Regulatory

4 • Instructs the client to proceed to the Terminal Cashier 30 minutes Fee + 12%
- To the Cashier to pay Sa sa Terminal Cashier for the VAT
the PermiUAnnual payment Php2,016.00
Regulatory Fee
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Person/sin Duration
Step Applicant/Customer Office/Section Activity Charge of Activity Forms Fees

(Estimates

Returns to the SOMO The SOMO:
and submits the Official • Makes the PTO and have it signed by PTO
Receipt the permittee and forwards to the PM

SOMO/Port5 for Approval Manager 15 minutes
• Advises the client as to when the PTO

will be ready for release
(if the PM is on Official Travel/
meetings)

Receives the approved The SOMO:
Permit to Operate • Attaches the documentary stamp and

sealed it with the Authority's dry seal.
6 • Releases the Original Copy of the SOMO 15 minutes

PTO and the Official Receipt plus one
photocopy of the PTO to be attached
in the application for pedestrian pass
and/or vehicle pass.
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LIST OF THE OFFICE OF THE PORT MANAGER FRONTLINE SERVICES

1. Receiving of Incoming Communications

2. Receiving of Documents for Approval and Signature
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PPA RESPONSIBLE DURATION OF FORMSISTEP CUSTOMER OFFICE/SECTION ACTIVITY ACTIVITY FEESOFFICER (ESTIMATE) DOCUMENTS

1 The Records Unit receives The Executive Secretary (ES)
Executive Secretary 15 minutesreceives and reads thedocuments from the client communication from the Records communications n/a

Unit

2 ES forwards the communications
Executive Secretary 4 hoursto the Port Manager (PM) for

information, notation and/or Port Manager communications n/a

direction and approval

I
I
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I
I

SERVICE TITLE

OFFICE ADDRESS

SERVICES DESCRIPTION

WHO MUST AVAIL OF THE SERVICES:

REQUIREMENTS

SCHEDULE OF AVAILABILITY OF THE
SERVICE

Fees:

How to avail of the service:

Receiving of Incoming Communications

Philippine Ports Authority
Port Management Office of Davao
Sa sa Wharf, Sasa, Davao City

Receiving of Philippine Port Authority Memoranda and other Communications

Philippine Ports Authority, other Government Agencies and Private Companies

Communications should be properly acknowledged by the Records Unit

Monday to Friday 8:00 AM to 5:00 PM

None
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PPA RESPONSIBLE DURATION OF
FORMS/STEP CUSTOMER OFFICE/SECTION ACTIVITY ACTIVITY FEESOFFICER (ESTIMATE) DOCUMENTS

3 Refers to the Executive Assistant Executive Assistant 30 minutes
(EA) for notation/action as noted/ Communications n/a
directed by the PM

4 ES receives back noted lelter/ Executive Secretary 5 minutes
communications/documents from Executive Assistant communications n/a
EA for documentation/recording

5 ES dispatches all the letters/
Executive Secretary 15 minutescommunications to Divisions and/ communications n/a

or Res concerned
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PPA RESPONSIBLE DURATION OF FORMSISTEP CUSTOMER OFFICE/SECTION ACTIVITY ACTIVITY FEESOFFICER (ESTIMATE) DOCUMENTS

1 The Executive Secretary (ES) ES forwards the documents to the Executive Secretary 15 minutes Draft commu-
receives documents from DivisionIs Executive Assistant (EA) for initiall Executive Assistant cations for n/a
orRC notation Approval

2 ES gets the documents back from
Executive Secretary 4 hours Draft commu-the EA then forwards it to the Port

Manager (PM) for approval and lor Port Manager cations for n/a
signature Port Manager Approval

Once the documents are approved

3 the ES records and dispatches the
Executive Secretary 15 minutes Approved n/adocuments back to Division and/or documents

RCs concerned
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SERVICE TITLE

SERVICES DESCRIPTION

WHO MUST AVAil OF THE SERVICES:

REQUIREMENTS

SCHEDULE OF AVAilABILITY OF THE
SERVICE

Fees:

How to avail of the service:

Receiving of Documents for Approval and Signature

Receiving of Documents and Internal Communications for the approval of the Port Manager

PPA PMO-Davao Officials and Staff

Documents for signature of the Port Manager should be duly signed by the Division/RC Heads

Monday to Friday, 8:00 AM to 5:00 PM

None
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