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Mandate:
As the designated Single Authority responsible for the security of the transportation
systems of the country OTS is mandated to oversee and regulate the following
sectors:

1. CIVIL AVIATION, by ensuring that annex 17 to the convention on international
civil aviation and the national civil aviation security programmed (NCASP) are
implemented;

2. SEA TRANSPORT & MARITIME INFRASTRUCTURE, by ensuring that the
ISPS code is implemented and that a national security program for sea
transport and maritime infrastructure is formulated, developed & implemented;

3. LAND TRANSPORTATION, RAIL SYSTEM & INFRASTRUCTURE, by
ensuring that a national security program for land transportation, rail system &
infrastructure is formulated, developed and implemented,;

. Vision:

To be a credible transportation security regulatory institution at par with its
international counterparts.

Mission:
We are a national government agency that ensures the secure travel of people and
goods on air, sea, and land by developing, implementing, and coordinating
transportation security policies and programs compliant with relevant international
standards.

IV.Service Pledge:

We the Official and employees of the Office for Transportation Security, do
solemnly pledge and commit to deliver the highest quality of service in ensuring
the securityof t he countryds transportation
and maintaining risk-based policies and security programs compliant with
international standards.

We are committed to attend to the needs of our stakeholders with outmost
professionalism, courtesy and integrity and continually improve our processes to
ensure efficient government service delivery, free of graft and corruption.
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V. List of Services

Central Office €Eeeeéeéon
External Services eéeéeésb
Civil Aviation Corrective Action Plan Assessment Process é é é € é é 7
Corrective Action Report Evaluation Process eeeeeelo
Port Facility Security Plan and Ship Security Plan eééeéeél2

Evaluation Process

Ship Security Plan Evaluation (for International Vessels) € é é é é é 14
Process

Registered Security Organization (ReSO) After Audit eéeééeéélr
Report Evaluation Process

Review and Approval of the Corrective Action Plan

(CAP) eééeéeél
Evaluation and Approval of Security Plan eééeéé 22
Regular Certification and Re-certification for Aviation eeéeéeeéeézsb

Security (AVSEC) Instructor and National Auditor/Inspector

and Maritime Security (MARSEC) Instructor and National

Auditor/Inspector, Company Security Officer (CSO) and Port

Facility Security Officer (PFSO)

Regular Certification and Re-certification for Aviation eéeéeéeéis
Security Screeners and Supervisors and Maritime Security

Screeners

(AVSEC) Instructor and National Auditor/Inspector and Maritime

Security (MARSEC) Instructor and National Auditor/Inspector,

Company Security Officer (CSO) and Port Facility Security

Officer (PFSO)

(AVSEC) and Maritime Security (MARSEC) Screeners

Accreditation and Reaccreditation for Maritime and Civil ¢é é ¢ é é é 81
Aviation Security Training Institutions/Centers/Schools (ICS)

Monitoring and Evaluation of Training Conducted by OTS é é é é é € 9 3
Accredited Training Institution, Center, School (ICS)

Request to Conduct Training for Stakeholders €éééeeéenr
Simple Request for Information (via e-mail, fax, social eeéeeéeéé

media or Short Message Service (SMS) Hotline)

Freedom of Information (FOI) Request eeéeéééélo
Filing Complaints eéeéeéeéln
Filling up Vacant Positions eéeéééélnd
Issuance of Service Record/Certificate of Employment eeeéeeéeééle
Preparation and Payment of Remittances € ééééé oy

Disbursements through LDDAP-ADA and Checks Payable é é é é é é 111
to Other Government Agencies and Business Entities for
Delivery of Supplies/Services

Filing of Pleadings and/or Motions eéeéeéeééell
Request for Copy of Records and/or Documents eeeeéeéell
Request for Legal Opinion or Comment eéeéeéeééell
Incoming Communication eeeeeéeéelz
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Internal Services

26. Filling up Vacant Positions eeeeeéel2s
27.Filing of Leave eéeéeélav
28.Approval of Leave to be used outside the Philippines eeeéeeéeeéélzs
29.1ssuance of Service Record/Certificate of Employment eééeééll
30.Filing and Processing of resignation or retirement eeeéeeéeéélsl

,,,,,,

31.Preparation of Payroll, Payment of Salaries and Allowances, é e ¢ é € € 1 3 3
and Issuance of Pay Slip
32.Disbursements through LDDAP-ADA and ChecksonCash é éé ééé 140

Advance and Reimbursement of Local and Foreign Travel and
Cash Advance and Replenishment of Petty Cash Fund

33.GSIS Loan Approval eeeeeeéelras
34.1ssuance of Certificate of Oneness/Discrepancy €ééeeélan
35.Issuance of Certificate of Employment and Compensation é é é é é é 14 8
36.Recording of Obligations €ééeéeééisbl

37.Funding of Programs, Activities and Projects (PAPS) € eéeééeéé b3

38.Incoming Communication eéeéeéilxs

39.Outgoing Communication €ééeeélseo
40. Annual Procurement Plan Preparation eéeéeélss
41.Procurement Process eéeéeélol
42.Policy Development eeéeéeéeélres
43.Policy Analysis eééeeélrl
44.Issuance of Certificate of No Pending Administrative Case € ééééé 177
45.Filing of Pleadings and/or Motions eéeéeél79
46.Request for Copy of Records and/or Documents eeéeéeeéeélrsil
47.Request for Legal Opinion or Comment eéeéeél183
48.Filing Complaints €eeéeéeéeélrss
49.ICT Technical Support €éééeeéels
50.Personal Security Investigation eeéeéeéeéelrso
51.Personal Security Investigation (PSI) for Job Order Applicanté ¢ ¢ ¢ € € 1 9 6
52.Fact Finding Investigation (FFI) eeéeéeéeeéelron
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1. Civil Aviation Corrective Action Plan Assessment Process

A process which determines the adequacy of the proposed solution to correct the
deficiencies with an established timeline and the responsible entity for its implementation.

Office or Division:

Civil Aviation Security Division (CASD)

Classification:

Highly Technical

Type of Transaction:

G2B 1 Government to Business
G2G 1 Government to Government

Who may Avail:

Government-run Airports
Privately-owned Airports
Privately-owned Airlines

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

CAP to database

Corrective Action Plan (1 original copy) Stakeholder
FEES TO | PROCESSING PERSON
CLIENT STEPS AGENCY ACTION BE PAID TIME RESPONSIBLE
1. Submit a corrective | 1.1 Receives the
action plan or Corrective Action
amended security Plan and forwards Intelligence Agent
program to OTS it to the Office of None 10 Minutes Aide
Records Section the Records Section
Undersecretary
(OQUSECQC)
2. Wait for notification | 2.1 Receives,
from OTS records and
provides guidance Admin Officer V
and endorses Office of the
Corrective Action Administrator
Plan to the None 1 Day
Director of Administrator IlI
Transportation Office of the
Security Oversight Administrator
and Compliance
Service
2.2 Receives,
records and _
forwards the T Dlrec:cgr IV )
Corrective Action None 1 Day ran(s)por >ecurtty
L versight
Pla_m _to Civil _ Compliance Service
Aviation Security
Division (CASD)
Preparation and Intelligence Agent
Planning Phase Aide
2.3 Receives and Civil Aviation
records submitted Security Division
None 1 Hour (CASD)

Transportation
Regulation Officer Il
CASD




2.4 Assigns

Chief TRO

Assessment Team None 1 Hour TSOCS
Assessment of Security Audit | Assessment Team:
Corrective Action i 1 Day Chief TRO
Plan (CAP 4 Hours CASD
2.5 Review and Security Supervising
accept/reject CAP Inspection 1 Transportation
4 Hours Regulation Officer
Security Test i CASD
4 Hours
Senior
Transportation
Regulation Officer
CASD
None
Transportation
Regulation Officer Il
Program CASD
Assessment | Intelligence Officer Il
1 Day 4 Hours CASD
Intelligence Officer |
CASD
Intelligence Agent
Aide
CASD
Completion of Assessment Team:
Report Chief TRO
2.6 CAP CASD
assessment report Supervising
writing Transportation
Regulation Officer
CASD
Senior
Transportation
2 Days, Regulation Officer
None 4 Hours CASD

Transportation
Regulation Officer Il
CASD

Intelligence Officer Il
CASD

Intelligence Officer |
CASD




Aide

Security Test
8 Days, 1 hour
and 10 minutes

Program
Assessment

9 Days, 1 hour
and 10 minutes

CASD
2.7 Endorses for Chief TRO
approval of None 1 Hour TSOCS
assessment report
2.8 Recommend
for approval of Director IV
CAPpa?ssessment None 1 Day TSOCS
report
2.9 Approval of Administrator 1l
CAP assessment None 1 Day Office of the
report Administrator
. Receive the 3.1 Send
Corrective Action notification letter to
Plan assessment client (stakeholder) Intelligence Agent
report from the with assessment None 1 Hour Aide
OTS Records report to Records CASD
Section Section for
dispatch
. Intelligence Agent
3.2 Dispatch CAP None 1 Day gAide 9
assessment report Records Section
3.3 Records Intelligence Agent
received copy of Aide
Assessment None 1 Hour Transportation
Report from client Regulation Officer Il
(stakeholder) CASD
TOTAL.: Security Audit
9 Days, 1 hour
and 10 minutes
Security
Inspection
8 Days, 1 hour
and 10 minutes
None




2. Corrective Action Report Evaluation Process
A process which determines the adequacy of the corrective action report to correct
the deficiencies during the conduct of intermediate audit or renewal audit.

Office or Division: Maritime Transportation Security Division (MTSD)

Classification: Complex

G2B - Government to Business

Type of Transaction: G2G i Government to Government

Government-run Ports
Who may Avail: Privately-owned Ports
Privately-owned Vessels

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Corrective Action Report (1 original copy) Stakeholder

FEES TO | PROCESSING PERSON
CLIENT STEPS AGENCY ACTION BE PAID TIME RESPONSIBLE

1. Submit a Corrective | 1.1 Receives the
Action Report Corrective Action

Report and endorses

to the MTSD Admin

Intelligence Agent
None 15 Minutes Aide
Records Section

1.2 Receives, Clerk Il
records, identify _ Maritime
audit team for None 5 Minutes Transportation
evaluation Security Division
(MTSD)
1.3 Evaluates Supervising
Corrective Action Transportation
Report Regulation Officer
(TRO)
None 3 Days MTSD
Senior TRO
MTSD
TRO Il
MTSD
1.4 Prepares memo
for signature and Supervising
approval of the Transportation
Administrator, OTS Regulation Officer
along with the After '(\;I'_Eso[g
Audit Report and None 2 Days
Natlor_lal . .Shlp Senior TRO
Security  Certificate MTSD
(NSSC) or
Statement of TRO II
Compliance for a MTSD

Port Facility (SoCPF)

10



1.5 Endorses for

approval of After None 2 Hours Att&flf‘seéglv
Audit Report
1.6 Recommends for Director
approval of After Transport Security
Audit Report None 1 Hour Oversight and
Compliance
Service
1.7 Approval and -
signatLE)rFe)z of After Administrator
Audit Report and None 1 Day Offlc_e'of the
Administrator
NSSC or SoCPF
2.Receive the National | 2.1 Notifies the Supervising
Ship Security stakeholder and Transportation
Certificate (NSSC) or | issue the NSSC or Regulation Officer
Statement of SoCPF (TRO)
Compliance for a None 15 Minutes MTSD
Port Facility (SoCPF) Senior TRO
MTSD
TRO I
MTSD
TOTAL.: 6 Days, 3
None Hours, 35
Minutes
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3. Port Facility Security Plan and Ship Security Plan Evaluation

Process

To provide guidelines for the security plan (Port Facility Security Plan or Ship Security
Plan) evaluation pursuant to the requirements of the International Ship and Port Security
(ISPS) Code and National Security Programme for Sea Transport and Maritime
Infrastructure (NSPSTMI).

Office or Division:

Maritime Transportation Security Division (MTSD)

Classification:

Complex

Type of Transaction:

G2B - Government to Business
G2G 1 Government to Government

Who may Avail:

Government-run Ports
Privately-owned Ports

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Port Security Plan:

Endorsement Letter (1 original copy) Stakeholder
Port Facility Security Plan (1 original copy) Stakeholder
Port Facility Security |Stakeholder
copy)
Ship Security Plan:
Endorsement Letter (1 original copy) Stakeholder
Ship Security Plan (1 original copy) Stakeholder
Ship Masterds Oath (1 ofStakeholder
FEES TO | PROCESSING PERSON
CLIENT STEPS AGENCY ACTION BE PAID TIME RESPONSIBLE
1. Submit a Port| 1l.1Receives Port Facility
Facility Security Plan Security Plan (PFSP) Intelligence
or Ship Security Plan or Ship Security Plan None 15 Minutes Agent Aide
to OTS (SSP) and endorses Records Section
to MTSD Admin
1.2Receives and records Clerk Il
PFSP or SSP _ Maritime
None 5 Minutes Transportation
Security Division
(MTSD)
1.3Assigns Auditor for . Attorney IV
PlangEvaIuation None 5 Minutes MTS%
1.4Evaluates the PFSP Supervising
or SSP Transportation
Regulation
Officer (SVTRO)
MTSD
None 3 Days
Senior TRO
MTSD
TRO I
MTSD
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Supervising

1.5 Prepares memo for
signature and Transportation
approval  of the Regulation
Administrator, OTS of Officer (TRO)
PFSP or SSP and MTSD
Statement of None 2 Days Senior TRO
Compliance of a Port MTSD
Facility (SoCPF) or
National Ship Security TRO II
Certificate (NSCC) MTSD
1.6 Endorses for approval
of PFSP or SSP and None 2 Hours Att&r.lf'gélv
SoCPF or NSCC
1.7Recommends for Director
approval of PFSP or Transport
SSP and SoCPF or Security
NSCC None 1 Hour Oversight and
Compliance
Service
1.8 Approval of PFSP or Administrator
SSP and signature on None 1 Day Office of the
SO0CPF or NSCC Administrator
2. Receive the 2.1 Notifies the Supervising
Statement of stakeholder and issue Transportation
Compliance of a Port | the SOCPF or NSSC Regulation
Facility (SoCPF) or Officer (TRO)
National Ship Security MTSD
Certificate (NSCC) None 15 Minutes Senior TRO
MTSD
TRO I
MTSD
TOTAL: 6 Days, 3
None Hours, 40
Minutes
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4. Ship Security Plan Evaluation (for International Vessels) Process
To provide guidelines for the Ship Security Plan (SSP) evaluation and endorsement
for approval and issuance of International Ship Security Certificate (ISSC) pursuant to the
requirements of the International Ship and Port Security (ISPS) Code and National
Security Programme for Sea Transport and Maritime Infrastructure (NSPSTMI).

Office or Division: Maritime Transportation Security Division (MTSD)
Classification: Complex
Type of Transaction: | G2B 1 Government to Business
Who may Avail: Privately-owned International Vessels
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Endorsement Letter (1 original copy) Stakeholder
Ship Security Plan (1 original copy) Stakeholder
Ship Master 6s c@gt h (1 ol Stakeholder
FEES TO | PROCESSING PERSON
CLIENT STEPS AGENCY ACTION BE PAID TIME RESPONSIBLE
1. Submit a Ship 1.1Receives the Ship Intelligence
Security Plan ir?guélrt]){joiaers‘ t((?stﬁg None 15 minutes Agent Aide
R .
MTSD Admin ecords Section
1.2Receives and records Clerk 1l
SSP Maritime
None 5 minutes Transportation
Security Division
(MTSD)
1.3Assigns Auditor for . Attorney IV
Plan Evaluation None 5 Minutes MTSD
1.4Evaluates the SSP Supervising
Transportation
Regulation
Officer (TRO)
MTSD
None 3 Days
Senior TRO
MTSD
TRO I
MTSD
1.5Prepares the memo, Supervising
Notice of Audit and Transportation
Travel Order for the Regulation
conduct  of initial OfﬁKAeTr g)RO)
verification audit None 1 Day
Senior TRO
MTSD
TRO I
MTSD
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1.6 Endorses for approval

of Notice of Audit and None 2 Hours Att&r.lf'g%w
Travel Order
1.7Recommends for Director
approval of Notice of TSransp_ort
i ecurity
gl:ggr and - Travel None 1 Hour Oversight and
Compliance
Service
1.8 Apprt)val afnlc\jl i f Administrator
i\'gg.a ureé)_l_ ° |c|e ° None 1 Day Office of the
udit “and Trave Administrator
Order
1.9Notifies the Supervising
stakeholder for the Transportation
conduct of verification Regulation
audit Officer (TRO)
MTSD
None 15 Minutes
Senior TRO
MTSD
TRO I
MTSD
1.10Conducts entry brief, Supervising
verification audit and Transportation
exit brief Regulation
Officer (TRO)
MTSD
None 3 Days
Senior TRO
MTSD
TRO I
MTSD
1.11 Prepares report Supervising
Transportation
Regulation
Officer (TRO)
MTSD
None 1 Day
Senior TRO
MTSD
TRO I
MTSD
1.12Prepares memo for Supervising
signature and Transportation
approval of the Regulation
Administrator, OTS of None 1 Day Officer (TRO)
MTSD

SSP and signature of
the International Ship
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Senior TRO

Security  Certificate
(ISSC) MTSD
TRO I
MTSD
1.13Endorses for Attornev IV
approval of SSP and None 2 Hours MTS%
the ISSC
1.14Recommends for Director
approval of SSP and TSranSp_(t)rt
ecuri
1SSC None 1 Hour Oversight)émd
Compliance
Service
1.15Approval of SSP Administrator
and signature on the None 1 Day Office of the
ISSC Administrator
2. Receive the 2.1 Notifies the Supervising
International Ship stakeholder and issue Transportation
Security Certificate the ISSC Regulation
(ISSC) Officer (TRO)
MTSD
None 15 Minutes
Senior TRO
MTSD
TRO I
MTSD
TOTAL: 11Days, 6
None Hours, 55
Minutes

Note: Non-conformance of the audit requires 30 working days to rectify.
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5. Registered Security Organization (ReSO) After Audit Report

Evaluation Process
A process which provides the stakeholders on the evalution process on the sumitted

After Audit Report

Office or Division:

Maritime Transportation Security Division (MTSD)

Classification:

Complex

Type of Transaction:

G2B - Government to Business

Who may Avail: Registered Security Organizations (ReSOs)
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Endorsement Letter (1 original copy) Stakeholder
Corrective Action Report (1 original copy) Stakeholder
FEES TO | PROCESSING PERSON
CLIENT STEPS AGENCY ACTION BE PAID TIME RESPONSIBLE
1. Submit an After 1.1Receives the AAR of Intelligence
Audit Repo.rtls (AAR) Port Facility or Ship None 15 Minutes Agent Aide
of Port Facility or Ship and endorses to the Records Section
MTSD Admin
1.2Receives and records Clerk Il
AAR of Port Facility or Maritime
Ship None 5 Minutes Transportation
Security Division
(MTSD)
1.3 Assigns Auditor for
the review and . Attorney IV
evaluation of AAR of None 5 Minutes MTSD
Port Facility or Ship
1.4 Evaluates the AAR of Supervising
Port Facility or Ship Transportation
Regulation
Officer (TRO)
MTSD
None 3 Days
Senior TRO
MTSD
TRO I
MTSD
1.5Prepares memo for
signature and Supervising TRO
approval  of the MTSD
Administrator, OTS of .
the Statement of None 2 Days Sep/ﬁrSTDRO
Compliance of a Port
Facility (SoCPF) or TRO I
National Ship Security MTSD
Certificate (NSSC)
1.6 Endorses for approval Chief TRO
of SoCPF or Ng%C None 2 Hours MTSD
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1.7Recommends for

Director

approval of SOCPF or Tsi;anSp_tt)rt
ecuri
NSSC None 1 Hour Oversightémd
Compliance
Service
1.8 Approval and Administrator
signature of SOCPF None 1 Day Office of the
or NSSC Administrator
2. Receive the 2.1 Notifies the Supervising
Statement of stakeholder and issue Transportation
Compliance of a Port the SOCPF or NSSC Regulation
Facility (SoCPF) or Offlﬁ/tleTr éERO)
National Ship Security .
Certificate (NSSC) None 15 Minutes Senior TRO
MTSD
TRO I
MTSD
TOTAL: 6 Days, 3
None Hours, 40
Minutes
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6. Review and Approval of the Corrective Action Plan (CAP)
Providing guidance to National Auditors in the conduct of review and
endorsement for approval of Corrective Action Plan.

Office or Division:

Land Transport Security Division (LTSD)

Classification:

Highly Technical

Type of Transaction:

G2B-Government to Business
G2G-Government to Government

Who may avail:

Operators of railway, bus, bus terminal, and

tollway

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

A copy of Corrective Action Plan (1 Electronic or
Hard Copy)

Operator being audited, availing the service.

CLIENT STEPS AGENCY ACTION

FEES TO
BE PAID

PROCESSING
TIME

PERSON
RESPONSIBLE

1. Receives submitted or
e-mailed CAP

1. Submit or e-
mail a signed
copy of
Corrective

None

1 Hour

Intelligence Agent
Aide
Land Transport
Security
Division (LTSD)

Action Plan
(CAP) to Land
Transport
Security
Division (LTSD)

1.1 Review the CAP

None

4 Days

Supervising
Transportation
Regulation Officer
LTSD
Or
Senior
Transportation
Regulation Officer
LTSD
Or
Transportation
Regulation Officer
Il
LTSD
Or
Intelligence
Officer |
LTSD
Or
Researcher
LTSD

1.2 If compliant to OTS
prescribed standard or
CAP template, proceed to
step 2.1 below

None

N/A

N/A
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Receive
notification of
non-compliance
(CAP Evaluation
Checklist)

1.3 If non-compliant to

OTS prescribed standard
or CAP template, require

operator to revise and

submit an amended CAP

None

7 Days

Supervising
Transportation
Regulation Officer
LTSD
Or
Senior
Transportation
Regulation Officer
LTSD
Or
Transportation
Regulation Officer
Il
LTSD
Or
Intelligence
Officer |
LTSD
Or
Researcher
LTSD

Chief
Transportation
Regulation Officer
LTSD

Director IV
Transportation
Security
Oversight and
Compliance
Service (TSOCS)

. Submit or e-maill

a signed copy of
amended CAP
to LTSD

2. Receive submitted
amended CAP

None

1 Hour

Intelligence Agent
Aide
LTSD

2.1 Prepare CAP
Evaluation Report

None

1 Day

Supervising
Transportation
Regulation Officer
LTSD
Or
Senior
Transportation
Regulation Officer
LTSD
Or
Transportation
Regulation Officer
Il
LTSD
Or
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Intelligence
Officer |
LTSD
Or
Researcher
LTSD

Chief
Transportation
Regulation Officer
LTSD

Director 1V
TSOCS

2.2 Approve the CAP

None

3 Days

Administrator Il
Office of the
Administrator

Receive
notification of
the approved
CAP

2.3 Notify the operator by
sending the Approved
CAP

None

1 Day

Supervising
Transportation
Regulation Officer
LTSD
Or
Senior
Transportation
Regulation Officer
LTSD
Or
Transportation
Regulation Officer
Il
LTSD
Or
Intelligence
Officer |
LTSD
Or
Researcher
LTSD

TOTAL:

None

16 Days, 2
Hours

21




7. Evaluation and Approval of Security Plan

Providing guidance to operators and OTS-Evaluators in the conduct of security
plan evaluation and endorsement for approval.

Office or Division:

Land Transport Security Division (LTSD)

Classification:

Highly Technical

Type of Transaction:

G2B-Government to Business
G2G-Government to Government

Who may avail:

Operators of railway, bus, bus terminal, and tollway

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

A copy of Security Plan (1 Electronic or

Operator who formulate and develop the security

Hard Copy) plan, availing the service.
FEES TO BE | PROCESSING PERSON
CLIENT STEPS | AGENCY ACTION PAID TIME RESPONSIBLE
1. Submit or e-mail | 1. Receive Intelligence Agent
a signed copy of submitted or Aide
Security Plan to emailed None 1 Hour Land Transport
Land Transport Security Plan . Security
Security Division (_L'_I'SD)
Division (LTSD) 1.1 E\{aluate the Supervising
Security Plan Transportation
Regulation Officer
LTSD
Or
Senior Transportation
Regulation Officer
LTSD
None 6 Days or
Transportation
Regulation Officer Il
LTSD
Or
Intelligence Officer |
LTSD
Or
Researcher
LTSD
1.2 If compliant to
OTS prescribed
standard or None N/A N/A
template, proceed
to Step 2.1 below
. Receive 1.3 It non- Supervising
notification of compliance to Transportation
non-compliance | OTS Prescribed Regulation Officer
(Security Plan standard or LTSD
Evaluation template, require None 7 Days Or
Checkilist) operator to revise Senior Transportation
and submit a Regulation Officer
corrected Security LTSD
Plan Or
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Regulation Officer Il
LTSD
Or
Intelligence Officer |
LTSD
Or
Researcher
LTSD

Chief Transportation
Regulation Officer
LTSD

Director IV
Transportation
Security Oversight and
Compliance Service
(TSOCS)

. Submit or e-mail
a signed copy of
corrected
Security Plan to
LTSD

2. Receive

submitted
corrected
Security Plan

None

1 Hour

Intelligence Agent
Aide
LTSD

2.1 Prepare
Security Plan
Evaluation Report

None

2 Days

Supervising
Transportation
Regulation Officer
LTSD
Or
Senior Transportation
Regulation Officer
LTSD
Or
Transportation
Regulation Officer Il
LTSD
Or
Intelligence Officer |
LTSD
Or
Researcher
LTSD

Chief Transportation
Regulation Officer
LTSD

Director IV
Transportation
Security Oversight and
Compliance Service
(TSOCS)
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2.2 Approve the
Security Plan

None

3 Days

Administrator 111
Office of the
Administrator

. Receive the
approval page of
the Security
Plan

2.3 Notify the
operator by
sending the
Approval Page

None

1 Day

Supervising
Transportation
Regulation Officer
LTSD
Or
Senior Transportation
Regulation Officer
LTSD
Or
Transportation
Regulation Officer Il
LTSD
Or
Intelligence Officer |
LTSD
Or
Researcher
LTSD

TOTAL:

None

19 Days, 2
Hours
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8. Regular Certification and Re-certification for Aviation Security

(AVSEC) Instructor and National Auditor/Inspector and Maritime
Security (MARSEC) Instructor and National Auditor/Inspector, Company
Security Officer (CSO) and Port Facility Security Officer (PFSO)

To ensure that security national inspectors/auditors, instructors involved in aviation
and maritime security responsibilities possess all competencies, and certified
according to the requirements of the National Civil Aviation Security Program (NCASP)
and National Security Program for Sea Transport and Maritime Infrastructure

(NSPSTMI), and other regulations

Office or Division:

Accreditation and Certification Division

Classification: Highly Technical

Type of Transaction:

G2G - Government to Government
G2B - Government to Business
G2C - Government to Citizen

Who may Avail:

Aviation Security Instructor and National Auditor/Inspector

Maritime Security (MARSEC) Instructor and National
Auditor/Inspector, Company Security Officer (CSO) and Port Facility
Security Officer (PFSO)

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

AVIATION SECURITY INSTRUCTOR

Letter Endorsement from respective Director/Chief
of Service or Office/Head of Institute, Center or
School (ICS), as complying with the requirements
(1 original copy)

Director/Chief of Service or Office/Head of
Institute, Center or School (ICS)

Letter of intent with Personal Data Sheet and
authenticated photograph (1 original copy)

1 Certificates on aviation security training or
on those indicating his/her teaching
methodology (1 authenticated copy)

1 Copy of documents which certify
experience in the field of civil aviation
security
(1 authenticated copy)

Applicant/Director/Chief of Service or
Office/Head of Institute, Center or School
(ICS)

Certification/proof of satisfactory completion of
tertiary Education or B
(1 authenticated copy)

Applicant/School Graduated

Certificate of two (2) or more years of verifiable
experience in civil aviation instructor
(1 original copy)

Applicant/Endorsing
Office/Company/Employer

Certification of training Completion on Basic
AVSEC Instructor Course, with OJT supervised by
experienced instructors and AVSEC courses they
intend to teach (SME)

(1 authenticated copy)

Applicant/OTS accredited ICS
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Certification from current and present employer,

airport/aircraft operator or agent, as having:
1 International, regional and

regulations

Security system and access control

Ground and in-flight security

Pre-boarding screening

Baggage and cargo security

Aircraft security and searches

Restricted articles and prohibited items

Emergency procedures

An overview of terrorism

Other areas and measures to enhance

security awareness

national

E N

Applicantsdé Current

Passed the written examination and OTS
Certification Jury (CJ) oral examination/interview

TSATMS/OTS Certification Jury

RECERTIFICATION (Valid for 3 years)

Letter Endorsement from respective Director/Chief
of Service or Office/Head of Institute, Center or
School (ICS), as complying with the requirements
(1 original copy)

Director/Chief of Service or Office/Head of
Institute, Center or School (ICS)

All of the above requirements

Director/Chief of Service or Office/Head of
Institute, Center or School
(ICS)/Applicant/Employer/School

Certificate of Annual Completion of Train the
Trainer, if the course is available (1 photocopy)

Applicant/OTS accredited ICS

Certificate of Attestation Showing 120 Hours of
Rendered Teaching Civil Aviation Security Courses
(1 original copy)

Applicantsd Current

Deliberation of OTS CJ on the application for
AVSEC Instructor certification

OTS Certification Jury

NATIONAL AVIATION SECURITY INSPECTORS/AUDITORS

Endorsement from Director, Transport Security
Oversight and Compliance Service (TSOCS), OTS
as complying with the requirements;

Applicant/Endorsing Office/Director,
TSOCS of OTS

Letter of intent with Personal Data Sheet and
authenticated photograph
(1 original copy)

1 Education;

1 Training and employment history;

1 And other relevant information to facilitate a
background check to
identity and previous experience, including
criminal history

(

Applicant/Endorsing Company/Employer

Completion of an appropriate tertiary education;
(1 authenticated copy each)

Applicant/School Graduated
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Certificate of training Completion on AVSEC
National Inspector Course (1 authenticated copy
each)

Applicant/OTS Accredited School

Certificateof mi ni mum of 2
aviation security or other relevant fields
(1 authenticated copy each)

year s

Applicant/Endorsing
Office/Company/Employer

Very satisfactory Performance Rating as a
designated/assigned Tram Leader of national
inspectors for at least two (2) consecutive years
(1 authenticated copy each)

Applicant/Endorsing
Office/Company/Employer

Proof of having no criminal record (national agency
clearance such as NBI, RTC, Police and Barangay
clearance,

(1 authenticated copy each)

NBI, RTC, PNP, or BRGY

Certificate/Proof as having the following:

1 Knowledge of the international regulations

contained in ICAO annex 17, and of the

NCASP and its regulations

Good knowledge in air transport operations

Working knowledge of practices and

procedures for the implementation of

aviation security measures

7 Clearance for access for access to sensitive
information

1 Adequate physical attributes particularly

vision and hearing ability

Adequate writing and speaking skills

Interpersonal traits such as integrity; good

diplomacy, discretion and flexibility, when

appropriate

(1 original copy)
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Applicant/Endorsing
Office/Company/Employer

Passed the written examination and OTS
Certification Jury (CJ) oral examination/interview

TSATMS/OTS Certification Jury

RE-CERTIFICATION (Valid for 3 Years)

Letter of Intent/Endorsement from Director,
Transport Security Oversight and Compliance
Service (TSOCS - 1 original copy)

Applicant/Endorsing Company/Employer

All of the above requirements

Applicant/Endorsing Office/Director,
TSOCS of OTS

Completion of AVSEC National Inspector
Refresher Course (1 original copy

Applicant/OTS accredited ICS

Deliberation of OTS CJ on the application for
National Auditor/Inspector

TSATMS/OTS Certification Jury

NATIONAL MARITIME SECURITY
INSPECTOR/AUDITOR

Endorsement from Director Transport Security
Oversight and /compliance Service (TSOCS), OTS

Applicant/Director, TSOCS-OTS or Head of
Registered Security Organization (RSO)
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or Registered Security Organization (ReSO); as
complying with the requirements
(1 original copy)

Letter of intent with Personal Data Sheet and
authenticated photograph
(1 original copy)

Applicant

Certified true copy of tertiary education
diploma/certificate (1 authenticated copy)

Applicant/ School Graduated

Certificate/Proof as having:
1 Two (2)-year experience in maritime
security;
1 Having two (2) consecutive years for Team
leaders of national inspector/auditor;
(1 authenticated copy)

Applicant/ Employer/ Company

Certification of clean bill of health issued by the
DOH-accredited medical unit, as having:

1 unimpaired vision and hearing ability;

1 physical, medical and mental fithess;

1 no drug dependency
(1 original copy)

DOH Accredited Hospital/ Government
Hospital

National and/or local clearance (NBI/RTC, Police or
Barangay) (1 original copy)

NBI/RTC, Police or Barangay

Certificate of training Completion on MARSEC
Auditor

Applicant/OTS accredited ICS

Certification from Director Transport Security
Oversight and /compliance Service (TSOCS)or
Registered Security Organization (ReSO); as
having: (1 authenticated copy)

1 Good/adequate oral and written
communication skills, un affected by
speech impediments;

1 Good interpersonal skills;

1 Working knowledge of MARSEC measures
and it implementation

1 Clearance for access to sensitive
information;

1 Knowledge of the following areas of ISPS
Code, SOLAS, NSPMTI, & in other
MARSEC convention and regulations:

i. Emergency preparedness and response
and contingency planning;
ii. Handling of sensitive security-related
information and communications;
iii. Current security threats and patterns;
iv. Restricted articles and prohibited item;

Applicant/Director, TSOCS-TS,
company/Employer or Registered Security
Organization (ReSO)
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v. Recognition of characteristics/behavioral
pattern of a person likely to threaten
security;

vi. Techniques used to circumvent security
measures;

vii. Security Equipment and systems and
their operational limitation;

Methods of conducting audits,
inspection, control and monitoring;

ix. Methods of physical search and non-
intrusive inspection;

X. Overview of terrorism;

xi. Responsibilities and other functions of
other security organizations;

xii. Methodologies in ship/port security
assessment, surveys and inspections;

xiii. Ship and Port operations and conditions;
xiv. Ship and Port security measures;

viii.

Passed the written examination and OTS
Certification Jury (CJ) oral examination/interview,

TSATMS,OTS Certification Jury

RE-CERTIFICATION (Valid for 3 Years)

Letter request for renewal, duly endorsed by
Director, Transport Security Oversight and
Compliance Service (TSOCS) or Registered
Security Organization (ReSO); (1 original copy)

Applicant/Director, TSOCS-TS,
company/Employer or Registered Security
Organization (ReSO)

All of the above requirements

Applicant/Director, TSOCS-TS,
company/Employer or Registered Security
Organization (ReSQ), School Graduated

Certificate of Completion of MARSEC Auditor
Refresher Trainings (1 authenticated copy)

Applicant/OTS accredited ICS

Certificate of Medical and mental fithess issued by
DOH accredited medical unit
( 1 authenticated copy)

DOH Accredited Hospital/ Government
Hospital

National and/or local clearance (NBI/RTC, Police or
Barangay)
(1 original copy)

NBI/RTC, Police or Barangay

Deliberation of OTS CJ on the application for
MARSEC Inspector/Auditor

TSATMS/OTS Certification Jury

MARITIME SECURITY INSTRUCTOR

Endorsement from OTS Service Director or OTS
accredited Institution, Center or School (ICS); as
complying with the requirements; (1 original copy)

Applicant/Endorsing Company/Head or
representative of Institute, Center, School
(ICS)

Letter of intent/request stating a specific maritime
security training course he/she intends to teach,
appending thereto the following documents:

1 Resume,

Applicant/ Company/ Employer
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1 Copy of documents certifying 5-year
experience in the field of maritime;
(1 original copy)

Copy of any maritime security training certificate
showing the training course/s attended, particularly
the training course being applied for certification

(1 authenticated copy)

Applicant/Endorsing Company/Institute,
Center, School (ICS)

Copy of tertiary education diploma/certificate;
(1 authenticated copy)

Applicant/ School Graduated

Certification of clean bill of health issued by the
DOH-accredited medical unit, as having:

1 physical and mental fitness;

1 no drug dependency
(1 original copy)

DOH Accredited Hospital/ Government
Hospital

National and/or local clearance (NBI/RTC, Police
or Barangay) (1 original copy)

NBI/RTC, Police or Barangay

Certification/s from OTS accredited Institution,
Center or School (ICS), Port Facility
Operator/Authority/Owner, as having:

(1 original copy)

1 Good/adequate oral and written
communication skills, un affected by speech
impediments;

Good interpersonal skills;

Working knowledge of MARSEC measures

and it implementation

1 Clearance for access to sensitive
information;

1 Knowledge of the following areas of ISPS
Code, SOLAS, NSPMTI, & in other
MARSEC convention and regulations:

i. Security Administration;

ii. Emergency preparedness and
response and contingency planning;

iii. Handling of sensitive security-related
information and communications;

iv. Instructional techniques (security
training and education)

v. Current security threats and patterns;

vi. Restricted articles and prohibited item;

vii. Recognition of
characteristics/behavioral pattern of a
person likely to threaten security;
Technigques used to circumvent security
measures;

ix. Security Equipment and systems and
their operational limitation;
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viii.

Applicant/Endorsing Company/Institute,
Center, School (ICS)
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X. Methods of conducting audits,
inspection, control and monitoring;
xi. Methods of physical search and non-
intrusive inspection;
xii. Security drills, exercise and their
assessment;
xiii. Overview of terrorism;
xiv. Responsibilities and other functions of
other security organizations;
xv. Methodologies in ship/port security
assessment, surveys and inspections;
xvi. Ship and Port operations and
conditions;
Ship and Port security measures;
Recognition and detection of weapons,
dangerous substances and devices

XVil.
XViii.

Passed the written examination and OTS
Certification Jury (CJ) oral examination/interview

TSATMS/OTS Certification Jury

RE-CERTIFICATION (Valid for 3 Years)

Letter request for renewal, duly endorsed by OTS
Service Director or OTS accredited Institution,
Center or School (ICS);

(1 original copy)

Applicant/OTS Service Director or OTS
accredited Institution, Center or School
(ICS)

All of the above requirements

Applicant/Endorsing Company/Institute,
Center, School (ICS)/ School Graduated

Certificate of Completion of Train the Trainers
Training/Instructor Refresher Course, if such is
available

(1 authenticated copy)

Applicant/OTS/OTS accredited Institution,
Center or School (ICS)

Certificate/Proof of having at least 40 hours on
taught courses;
(1 original copy)

Applicant/OTS Service Director or OTS
accredited Institution, Center or School
(ICS)

Certificate of Medical and mental fithess issued by
DOH accredited medical unit;
(1 original copy)

DOH Accredited Hospital/ Government
Hospital

National and/or local clearance (NBI/RTC, Police
or Barangay)
(1 original copy)

NBI/RTC, Police or Barangay

Deliberation of OTS CJ on the application for
MARSEC Instructor

TSATMS/OTS Certification Jury

COMPANY SECURITY OFFICER

Letter Endorsement from Ship Operator/Owner; as
complying with the requirements
(1 original copy)

Applicant/ Ship Operator/Owner
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Letter of intent with Personal Data Sheet and
authenticated photograph
(1 original copy)

Applicant

Copy of tertiary education diploma/certificate
(*1 authenticated copy)

Applicant/School Graduated

Certificate/Proof as having the following prior to
effectivity of MC MARSEC Staff Certification:
1 Very Satisfactory rating for at least 12
months;
1 One (1)-year experience in the field
MARSEC training;
1 Two (2)-year experience in maritime
security;
(1 original copy)

Applicant/ Ship Operator/Owner

Certificate of Training Completion on Company
Security Officer (CSO) Course;
(1 authenticated copy)

Applicants/endorsing company/OTS
accredited ICS

Certification of clean bill of health issued by the
DOH-accredited medical unit, as having:
1 unimpaired vision and hearing ability;
1 physical and mental fitness;
1 no drug dependency
(1 original copy()

DOH Accredited Hospital/ Government
Hospital

Certification from Ship Operator/Owner, as having:

(1 original copy)

1 Good/adequate oral and written
communication skills, un affected by
speech impediments;

Good interpersonal skills;

Working knowledge of MARSEC

measures and it implementation

1 Clearance for access to sensitive
information;

1 Knowledge of the following areas of ISPS
Code, SOLAS, NSPMTI, & in other
MARSEC convention and regulations:

i. Security Administration;

il. Emergency preparedness and

response and contingency planning;

ili. Instructional techniques (security
training and education);

iv.

v. Handling of sensitive security-related
information and communications;

vi. Current security threats and patterns;

vil. Restricted articles and prohibited item;
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Applicant/ Ship Operator/Owner
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viii. Recognition of
characteristics/behavioral pattern of a
person likely to threaten security;

ix. Techniques used to circumvent
security measures;

X. Security Equipment and systems and
their operational limitation;

xi. Methods of conducting audits,
inspection, control and monitoring;

xii. Methods of physical search and non-
intrusive inspection;

xiii. Security drills, exercise and their
assessment;

xiv. Overview of terrorism;

xv. Responsibilities and other functions of
other security organizations;

xvi. Methodologies in ship/port security
assessment, surveys and inspections;

xvii. Ship and Port operations and
conditions;
xviii. Ship and Port security measures;
xiX. Recognition and detection of weapons,

dangerous substances and devices

Passed the written examination and OTS
Certification Jury (CJ) oral examination/interview

TSATMS/OTS Certification Jury

RE-CERTIFICATION (Valid for 3 Years)

Letter request for renewal, duly endorsed by Ship
Owner/Operator/Employer;
(1 original copy)

Applicant/Endorsing Company/Employer

All of the above requirements

Applicant/Endorsing Company/Employer

Certificate of Completion of Company Security
Officer (CSO) Refresher Course;
(1 authenticated copy)

Applicant/endorsing Company/OTS
Accredited ICS

Certificate of Medical and mental fithess issued by
DOH accredited medical unit;
(1 original copy)

DOH Accredited Hospital/ Government
Hospital

National and/or local clearance (NBI/RTC, Police
or Barangay)
(1 original copy)

NBI/RTC, Police or Barangay

Deliberation of OTS CJ on the application for
Company Security Officer

TSATMS/OTS Certification Jury

PORT FACILITY SECURITY OFFICER

Letter Endorsement from Port Facility
Authority/Operator; as complying with the
requirements

(1 original copy)

Applicant/Port Facility Authority/Operator

Letter of intent with Personal Data Sheet and
authenticated photograph

Applicant
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(1 original copy)

Certificate of Completion of tertiary education;
(1 authenticated copy)

Applicant/School Graduated

Certificate/Proof as having the following prior to
effectivity of MC MARSEC Staff Certification:
1 One (1)-year experience in the field
MARSEC training;
1 Two (2)-year experience in maritime
security;
(1 original copy)

Applicant/ Port Facility Authority/Operator

Certificate of Completion on training for Port
Facility Security Officer (PFSO);
(1 authenticated copy)

Applicant/ Port Facility
Authority/Operator/OTS accredited ICS

Certification of clean bill of health issued by the
DOH-accredited medical unit, as having:
1 unimpaired vision and hearing ability;
1 physical and mental fitness;
1 no drug dependency
(1 original copy)

DOH Accredited Hospital/ Government
Hospital

National and/or local clearance (NBI/RTC, Police
or Barangay)
(1 original copy)

NBI, RTC, PNP and/or BRGY

Certification from Port Facility Authority/Operator,

as having: (1 original copy)

1 Good/adequate oral and written
communication skills, un affected by
speech impediments;

Good interpersonal skills;

Knowledge of the ISPS Code, SOLAS,

NSPMTI, & other MARSEC convention

and regul ations®o

1 Working knowledge of MARSEC
measures and it implementation

71 Clearance for access to sensitive
information;

1 Knowledge of the following areas of ISPS
Code, SOLAS, NSPMTI, & in other
MARSEC convention and regulations:

i. Security Administration;

il. Emergency preparedness and
response and contingency planning;

iii. Instructional techniques (security
training and education);

iv. Handling of sensitive security-related
information and communications;

v. Current security threats and patterns;

vi. Restricted articles and prohibited item;
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Applicant/ Port Facility Authority/Operator
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vii. Recognition of
characteristics/behavioral pattern of a
person likely to threaten security;
Techniques used to circumvent
security measures;
ix. Security Equipment and systems and
their operational limitation;
X. Methods of conducting audits,
inspection, control and monitoring;
xi. Methods of physical search and non-
intrusive inspection;
xii. Security drills, exercise and their
assessment;
xiii. Overview of terrorism;
xiv. Responsibilities and other functions of
other security organizations;
xv. Methodologies in ship/port security
assessment, surveys and inspections;
Ship and Port operations and
conditions;
Ship and Port security measures;
Recognition and detection of
weapons, dangerous substances and
devices

viii.

XVi.

XVii.
XViii.

RE-CERTIFICATION (Valid for 3 Years)

Letter request for renewal, duly endorsed by Port
Authority/Operator;
(1 original copy)

Applicant/Endorsing Company/Employer

All of the above requirements

Applicant/ Port Facility
Authority/Operator/OTS accredited ICS/
School Graduated

Certificate of Completion of Port Facility Security
Officer (PFSO) Refresher Course;
(1 authenticated copy)

Applicant/Endorsing Company/OTS
accredited ICS

Passed CJ Oral Examination/Interview

OTS Certification Jury

Certificate of Medical and mental fitness issued by
DOH accredited medical unit; (1 original copy)

DOH Accredited Hospital/ Government
Hospital

National and/or local clearance (NBI/RTC, Police
or Barangay)

NBI/RTC, Police or Barangay

Deliberation of OTS CJ on the application for

TSATMS/OTS Certification Jury

Company Security Officer
FEES PROCESSING PERSON
CLIENT STEPS AGENCY ACTION TISAIIBDE TIME RESPONSIBLE
1. Submit 1. Records Section receives, None 30 Minutes Intel Agent Aiqles
application checks and stamps Records Section

documents to OTS
Records Section

applications/documents
and forwards them to the
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Office of the
Undersecretary (OUSEC).

the applicant(s),
endorsing
company/referrals to
acknowledge receipt of

2. Office of the None 1 working day | Admin Officer V
Administrator, OTS Office of the
Receives, records and Administrator
provides guidance and -
endorse to the Director of Administrator 1li

: . Office of the
Transportation Security Administrator
Accreditation and Training
Management Service

. Director, TSATMS None 4 hours Intel Officer |
receives :
applica‘tipns./documents Trar?s':)eoittogé\clhrity
for certification from the Accreditation and
Admini strato Training
forwards Management
applications/documents to Service (TSATMS)
Divisior_1 C_hief, Chief.
Accreditation and Transportation
Certification Division to Regulation Officer
designate/assign, IVand V
evaluator(s)/assessor(s) Training Specialist
and subsequently forward raining Specials
to the Chief, Accreditation
and Certification Section,
for processing and to give
guidance on the assigned
training
evaluator/assessor

. Designated/assigned None 30 Minutes Training Specialist
assessor(s)/evaluator(s) |
reviews/processes Training Specialist
documentary I
requirements using the
checklist provided for the Training Specialist
purpose, to check its i
completeness and t(,) ) Intelligence Officer
validate the authenticity of 2
the submitted
requirements given by
school, employer (former
or present), doctors,
hospitals, clinics, etc.

. TSATMS writes letter to None 2 Hours Training Specialist

Training Specialist
Il
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application, while
processing the
application

Training Specialist
i

Intelligence Officer
2

. TSATMS Accreditation

and Certification Division,
OTS CJ secretariat, upon
completion of document

review/processing, shall:

6.1 For compliant
applicant(s),
designated/assigned
training evaluator(s)/
assessor(s) through
Certification and
Accreditation
Division, TSATMS
submits to the
Director, TSATMS
for his approval and
for further
submission to the
OTS CJ, result of
document review, for
information and
reference during
deliberation and for
scheduling for oral
examination.

6.2 For non-compliant
applicant(s),
designated/assigned
training evaluator(s)/
assessor(s) prepares
summary/result of
evaluation or findings
or list of lacking
requirements, to be
attached in the letter
to the applicant(s)/
endorsing
company/referrals.

None

2 working days

Training
Specialist |

Training
Specialist Il

Training
Specialist Il

Intelligence
Officer 2

. TSATMS prepares and
routes memo,with letters
to the applicant(s),
endorsing

None

2 working days

Training
Specialist |

Training
Specialist Il
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company/referrals to the
concerned personnel/
officer/service/office, for
concurrence and
approval of the
Administrator, OTS on, to
inform:

7.1 Qualified applicant
schedule of written
examination and CJ
oral
examination/interview;

7.2Non-compliant
applicant to submit
lacking requirements
(30) days, upon receipt
of letter from OTS

Training
Specialist Il

Intelligence
Officer 2

. TSATMS sends letter(s)
to the
applicant/endorsing
company/referrals,
through OTS Records
Section or via email or
other means, for
reference and
compliance.

None

4 hours

Training
Specialist |

. TSATMS prepares and
submits to Administrator,
Notice of Meeting,
together with the other
agenda for approval and
signature, and
dispatch/provides copies
of Notice of Meeting to
the members of the
CJ/AB.

None

1 hour and 30
minutes

Training
Specialist Il

Training
Specialist |

10.0TS CJ deliberates the

result of evaluation of
TSATMS, then
subsequently approves
and schedule applicant
for the written and oral
examination/interview.

None

1 working day

Administrator IlI,
Office of the
Administrator

Deputy
Administrator

Director 1V,
Transport
Security
Accreditation and
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Training
Management
Service
(TSATMS)

Director 1V,
Transport
Security
Oversight and
Compliance
Service (TSOCS)

Director,
Transport
Security Risk and
Management
Service (TSRMS)

Director, Legal
Service (LS)

Director,
Transport
Security Policy
and Program
Service (TSPPS)

11. TSTMS conducts written
examination to the
qualified and applicants
and follow apply the
process, as follows:

11.1 If sole applicant,
he/she will be informed
of the result of
examination on the
same day;

11.2 For more than ten
(10) applicants who
took the examination
they shall be
notified within five (5)
days, after the date
examination through
endorsing companies
/agent/applicant;

11.3 For the applicant
who were not able to
meet the minimum
passing rate/mark of
written examination,

None

2 working days

Training
Specialist Il
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he/she shall be given
(2) chances to
retake, with one (1)
month from the date
of examination and
refer to no. 7.

12.

TSATMS prepares
letter to the applicant(s),
endorsing
company/referrals,
informing the
qualified/compliant
applicant(s) on the
schedule of oral
examination/interview and
sends it to applicant(s),
endorsing
company/referrals to OTS
Records Section or via
LCB, email.

None

3 hours

Training
Specialist |

Training
Specialist Il

13

.OTS receives

confirmation/reply within
five (5) day from the
applicant(s), endorsing
company/referrals.

None

5 working days

Training
Specialist Il

14.1f confirmed by the

applicant, OTS CJ
conducts oral
examination after passing
the written examination to
applicant and deliberates,
approves and adopts the
result of written and oral
examinations and
recommends to the
Administrator and
Chairman, CJ the
granting and issuance of
certificate of competency
for applicant who will
meet the minimum
passing mark and giving
two (2) chances for the
applicant to retake the
examinations within one
(1) month upon the date
of examination.

None

1 working day

Administrator Ill,
Office of the
Administrator

Deputy
Administrator

Director IV,
Transport Security
Accreditation and

Training
Management
Service
(TSATMS)

Director IV,
Transport Security
Oversight and
Compliance
Service (TSOCS)

Director IV,
Transport Security
Risk and
Management
Service (TSRMS)
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14.1 If the applicant is not
available due to valid
reason, he/she shall
be rescheduled in a
later date, then
follow no. 10 and the
succeeding process

Director 1V, Legal
Service

Director IV,
Transport Security
Policy and
Program Service
(TSPPS)

Chief,
Transportation
Regulation Officer
Y

Training Specialist
v

Training Specialist
Il

Training Specialist
I

applicant on the result of
written and oral
examinations and to
claim the certification, for
applicant who were able
to meet the passing mark
for certification and to

15. TSATMS prepares None |5 working days Training
memo, together with the Specialist IV
necessary documentation o
and resolution for Training
signature of the members Specialist |
of the CJ and forward it
to the Administrator,

OTS, and Chairman, CJ,
for his approval and
signature

16.0TS Issues the None 10 mins Administrator I,
Certificate of Office of the
Competency Administrator

Director 1V,
Transport
Security
Accreditation and
Training
Management
Service
(TSATMS)

17. TSATMS writes/sends None 3 hours Training

letter informing the Specialist Il
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coordinate with TSATMS
for applicant who were
not able to meet the
passing mark.

18.Records to release None 10 mins Training
Certificate of Specialist |
Competency to applicant.
TOTAL: | None |21 working
days, 2 hours
and 50
minutes
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9. Regular Certification and Re-certification for Aviation Security

Screeners and Supervisors and Maritime Security Screeners

To ensure that newly hired/appointed aviation security (AVSEC) and maritime security
(MARSEC) screeners and AVSEC supervisors involved in aviation and maritime
security responsibilities possess all competencies and certified according to the
requirements of the NCASP and NSPSTMI and other regulations.

Office or Division: Accreditation and Certification Division

Classification: Highly Technical

Type of Transaction: G2G - Government to Government
G2B - Government to Business
G2C - Government to Citizen

Screeners

Who may Avail: Aviation Security Screeners and Supervisors, Maritime Security

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Aviation Security Screeners

Letter Endorsement from Service Director,
OTS/airport/airline operator, cargo
operator/owner (1 original copy)

Service Director, OTS/airport/airline
operator, cargo operator/owner

Letter of intent with Personal Data Sheet and
authenticated photograph
(1 original copy)

Applicant

Certification/proof of completion of senior high
school; or 2" year college or 72 academic units
in college, except those who have been
accepted, at the time of the 2013 NCASP,
despite having elementary education only

(1 authenticated copy)

Applicant/School Graduated

Certificates of Completion of the following
courses (1 authenticated copy):

1 Basic AVSEC Screener Course 1 for
screener in terminal checkpoint and
Boarding gates

1 Basic AVSEC Course i for Screener in the
Access Control

1 Basic AVSEC Screener Course and Basic
X-ray Operation Course i for Screener in
the Cargo Facility

Applicant/ Company/ Employer/ OTS
Accredited ICS

Medical Certificates on Ishihara Test
(1 authenticated copy)

DOH Accredited Hospital/ Government
Hospital

Certificate of physical and medical fithess
issued/attested by hospital/doctor accredited by
DOH or Proof of unimpaired vision and hearing
ability and having reasonable physical strength
and ability to repeatedly lift and carry baggage or
bend, reach, stoop, squat, and stand for
prolonged periods

(1 authenticated copy)

DOH Accredited Hospital/ Government
Hospital
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Certificate /Proof of having good oral and written
communication skills, un affected by speech
impediments (1 original copy)

Applicantsdé Current

Successful Outcome of background Check (i.e.

NBI, RTC, Police

national agency clearance such as NBI, RTC, PNP- SIOSA
Police and Barangay clearance, the SOSIA

(authenticated) license for security guard only

(1 original copy)

Passed the written and Practical examination TSATMS-OTS

RECERTIFICATION (valid for 3 years)

Letter of Intent/Endorsement from
company/agency (1 original copy)

Applicant/Current Employer

All of the above requirements

Service Director, OTS/airport/airline
operator, cargo operator/owner/ School
Graduated

Recent Physical Examination Results
(1 original copy)

DOH Accredited Hospital/ Government
Hospital

Completion of Refresher Trainings on the
following courses (1 authenticated copy):
1 AVSEC Refresher Screener Course i for
screener in terminal checkpoint and
Boarding gates

1 AVSEC Screener Refresher Course i for
Screener in the Access Control
1 X-ray Operation Refresher Course i for

Screener in the Cargo Facility

Applicant/Current Employer

Passed the written and Practical examination

TSATMS-OTS

AVIATION SECURITY SCREENING SUPERVISO

RS

Endorsement from respective Director/Chief of
Service or Office/head of Institute, Center or
School (ICS) (1 original copy)

Service Director, OTS, airport and/or
airline operator/manager

Letter of intent with Personal Data Sheet and
authenticated photograph
(1 original copy)

Applicant

Certification/proof of completion of tertiary
Education or Bachel
(1 authenticated copy)

or 69

Applicant/School Graduated

Certificate/Proof of minimum of two (2) years
verifiable experience in civil aviation)
(1 authenticated copy)

Applicant/Employer

Certificate of Completion of Basic Aviation
Security (AVSEC) Supervisor Course
(1 1 authenticated copy)

Applicants/OTS accredited ICS

Certification from current or previous
employer, airport/aircraft operator or agent,
as having: (1 original copy)

Applicant/Employer
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1 Knowledge of International Civil Aviation
Organization regulations, and the National
Civil Aviation Security program (NCASP);

1 Extensive knowledge and experience in
aviation security operations; and
knowledge in the following areas:

i.  Security system and access control
ii.  Ground and aircraft security
iii. Restricted articles
iv.  An overview of terrorism

Successful Outcome of background Check (i.e.
national agency clearance such as NBI, RTC,
Police and Barangay clearance, the SOSIA
(authenticated) license for security guard only
(1 authenticated copy)

NBI, RTC, Police & Barangay
PNP-SOSIA

RECERTIFICATION

Letter of Intent/Endorsement from
company/agency (1 original copy)

Applicant/Company/Employer

All of the above requirements

Service Director, OTS, airport and/or
airline operator/manager/ School
Graduated

Completion of AVSEC Supervisor Refresher
Trainings (1 authenticated copy)

Applicant/Company/Employer

MARITIME SECURITY SCREENER

Letter Endorsement from the port
facility/authority/operator or agent; as complying
with the requirements

Port Facility/Authority/Operator Or Agent

Letter of intent with Personal Data Sheet and
authenticated photograph
(1 original copy)

Applicant

Certified true copy of Certificate of completion of
2"d year college or 72 academic units in college
(1 authenticated copy)

Applicant/School Graduated

Certificate of Completion of Training on Basic
MARSEC Screener Course;
(1 authenticated copy)

Applicant/OTS accredited ICS

Certification of clean bill of health issued by the
DOH-accredited medical unit, as having: (1
original copy)

1 unimpaired vision and hearing ability;

1 passed Ishihara Test;

1 physical, medical and mental fitness;

1 no drug dependency

Accredited DOH Hospital/ Government
Hospital

Successful Outcome of background Check (i.e.
national agency clearance such as NBI, RTC,
Police and Barangay clearance, the SOSIA
(authenticated) license for security guard only

NBI/RTC, Police or Barangay)
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(1 original copy)

Certification from employer, port facility Appl i ErawoussCurrent Employer
operator/authority or agent, as having:

1 Good/adequate oral and written
communication skills, un affected by
speech impediments;

1 Good interpersonal skills;

1 Reasonable physical strength and ability
(i.e to lift and carry baggage or bend,
reach, stoop, squat, and stand for
prolonged periods);

1 Working knowledge of MARSEC
measures and it implementation

1 Knowledge of the following areas of ISPS
Code, SOLAS, NSPMTI, & in other
MARSEC convention and regulations:

i. Emergency preparedness and
response and contingency
planning;

ii. Handling of sensitive security-
related information and
communications;

i. Current security threats and
patterns;

ii. Restricted articles and prohibited
item;

iii. Recognition of
characteristics/behavioral pattern
of a person likely to threaten
security;

iv. Techniques used to circumvent
security measures;

v. Security Equipment and systems
and their operational limitation;

vi. Method of physical search and
non-intrusive inspection;

vii. Overview of terrorism;

viii. Responsibilities and other
functions of other security
organizations;

ix. Ship and Port security measures;

X. Recognition and detection of
weapons, dangerous substances
and devices;
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xi. Other security related areas
considered appropriate to enhance
security awareness

Passed the written and Practical examination

TSATMS-OTS

RE-CERTIFICATION (Valid for 3 Years)

Letter request for renewal, duly endorsed by Port
Facility Operator/Authority or agent;
(1 original copy)

Port Facility Operator/Authority or agent

All of the above requirements

Port Facility/Authority/Operator Or Agent/
School Graduated

Certificate of Completion of MARSEC Refresher
Trainings;
(1 authenticated copy)

Applicant/ Company/ Employer

Passed the Written and Practical Examination

OTS Accreditation ICS

Certificate of Medical and mental fithess issued
by DOH accredited medical unit;
(1 original copy)

Accredited DOH Hospital/ Government

Hospital-

National and/or local clearance (NBI/RTC, Police
or Barangay)
(1 original copy)

NBI/RTC, Police or Barangay

CLIENT STEPS AGENCY ACTION FEES | PROCESSING PERSON

TO BE TIME RESPONSIBLE
PAID

1. Submit 1. Records Section receives, | None 30 Minutes Intel Agent Aides

application checks and stamps Records Section

documents to applications/documents

OTS Records and forwards them to the

Section Office of the

Undersecretary (OUSEC).

2. Office of the Administrator, | None | 1 working day | Admin Officer V
OTS receives, records and and 10 Office of the
the Administrator provides minutes Administrator
guidance, then endorses/ -
forwards to the Director of Administrator lli

. . Office of the
Transportation Security Administrator
Accreditation and Training
Management Service Intel Officer |
(TSATMS)

3. Director, TSATMS receives | None 1 Hour Director IV,
applications/ documents Transport
and forwards to Division Security
Chief, Accreditation and Accreditation and
Certification Division to Training
designate/assign Management

9 9 Service
eva_luator(s)_/assesso r(s) (TSATMS)
for information and
subsequently forwards to Chief,
the Chief, Accreditation Transportation
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and Certification Section,

Regulation

with all the
documentary
requirements as
stipulated in the
memorandum circular
for certification of
maritime and aviation
security
(MARSEC/AVSEC)
staff/personnel.

for processing and to give Officer V
guidance on the assigned o
training Training
evaluator/assessor. Specialist IV
Designated/assigned None 30 Minutes Training
assessor(s)/evaluator(s) Specialist |
reviews/processes o
documentary requirements Training
using the checklist Specialist Il
pro_wded for the purpose to Training
validate the authenticity of Specialist Ill
the submitted requirements

given by school, employer Intelligence
(former or present), Officer 2
doctors, hospitals, clinics,

etc.

. TSATMS writes letter to None 2 Hours Training
the applicant(s), endorsing Specialist |
company/referrals to o
acknowledge receipt of Training
application, while Specialist Il
processing the application. Training

Specialist 11l
Intelligence
Officer 2

. TSATMS Accreditation and | None | 2 working days Training
Certification Division, OTS Specialist |
CJ secretariat upon o
completion of document Training
review/processing, shall: Specialist Il
6.1 Scheo!ules applicant(s) Training

for W.rltten and Specialist 11
Practical

Examinations, should |nte||igence
the applicant complied Officer 2
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6.2 For non-compliant
applicant(s),
designated/assigned
training
evaluator(s)/assessor(s)
prepares
summary/result of
evaluation or findings or
list of lacking
requirements, to be
attached in the letter to
the applicant(s)/

specified by OTS

9.2 For non-
compliant/qualified
applicant, submits lacking
documentary
requirements to TSATMS,
within thirty (30) days,

endorsing
company/referrals.

. TSATMS prepares letters None | 1 working day Training
to the applicant(s), Specialist |
endorsing o
company/referrals, (a) Training
informing the Specialist Il
qual!fled/compllant Training
applicant(s) on the Specialist Ill
schedule of written
examination and (b) Intelligence
require non-compliant Officer 2
applicant to submit lacking
requirements within thirty
(30) days that require
additional time such as:
local clearances, etc., for
approval of the
Administrator

. TSATMS sends letter to None | 1 working day Training
the applicant(s), endorsing Specialist |
company/referrals via o
email or other means, Training
require them to: Specialist |l
9.1 For qualified/compliant Training
applicant(s), reports to the Specialist I
venue to be provided by
the requesting company or Intelligence
to OTS, on the dates Officer 2
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upon receipt of receipt of
the letter.

9. OTS receives
confirmation/reply within
five (5) day from the
applicant(s), endorsing
company/referrals

None

5 working
days

Training
Specialist |

Training
Specialist Il

Training
Specialist IlI

Intelligence
Officer 2

10. TSATMS conducts written
and practical examinations
of the applicant and apply
the process, as follows:

None

1 hour

10.1 If sole applicant,
informs the result of
examination on the same
day

None

2 hours

10.2 For more than ten
(10) applicants who took
the examination, they shall
be

notified within five (5) days
after the examination
through their

respective companies or to
the applicant.

None

10.3 For the applicant who
will not able to meet the
minimum passing
rate/mark, he/she will be
given (2) chances to retake
the examination with one
(1) month from the date of
examination. Applicant(s)
shall be scheduled for
retake and if passed in the
retakes, he/she/they shall
be allowed for practical
examination (evaluation),
then refer to no. 8 and
follow the succeeding
processes.

None

10.4 For applicant who
passed the written

None

3 days

Training
Specialist |

Training
Specialist Il

Training
Specialist 11l

Intelligence
Officer 2
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examination, he/she shall
be allowed to continue
with the next process or
take the practical
examination OTS CJ
deliberation and decision
and/or issuance of
certificate of competency

11. TSATMS prepares a post None | 2 working days Training
activity report, re: conduct Specialist |
of practical examination o
including summary of Training
rating of applicants, and Specialist I
submits to the Director, .
TSATMS for his app_rov_al Spgc?ilglligglll
and for further submission
to the OTS CJ for |nte||igence
deliberation. Officer 2

12. TSATMS prepares and None 30 Minutes Training
submits to Administrator, Specialist II
Notice of Meeting, together
with the other agenda for
approval and signature.

13.0TS CJ deliberates the None | 1 working day | Administrator Ill,

result of written and
practical examinations
(evaluation) of TSATMS,
then subsequently
approves and adopts it.
Recommends to the
Administrator and
Chairman, CJ, granting
and issuance of certificate
of competency, for

applicant who will meet the

minimum passing mark

and giving two (2) chances

for the applicant to retake
the examinations within
one (1) month upon the
date of examination.

Office of the
Administrator

Deputy
Administrator

Director IV,
Transport
Security
Accreditation and
Training
Management
Service
(TSATMS)

Director 1V,
Transport
Security
Oversight and
Compliance
Service (TSOCS)

Director 1V,
Transport
Security Risk and
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Management
Service (TSRMS)

Director IV, Legal
Service

Director 1V,
Transport
Security Policy
and Program
Service (TSPPS)

Chief,
Transportation
Regulation
Officer V
Training
Specialist IV
Training
Specialist Il
Training
Specialist |
14. TSATMS prepares memo, None 2 Hours Training
together with the Specialist Il
necessary documentation
and resolution for signature
of the members of the CJ.
15.TSATMS prepares and None | 2 working days Training
routes Resolution to the Specialist |
members of CJ for
approval and signature.
16.Forwards the memo, None | 1 working day Training
together with the Specialist |
necessary documentation
and signed resolution of
the members of the CJ to
the Administrator and
Chairman, CJ for signature
and approval.
17. OTS Issues the Certificate | None | 1 working day | Administrator Ill,

of Competency.

Office of the
Administrator

Director IV,
Transport
Security
Accreditation and
Training
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Management
Service
(TSATMS)

18. TSATMS writes/sends
letter informing the
applicant on the result of
written and practical
examinations and claim the
certification, for applicants
who were able to meet the
passing mark for
certification and to
coordinate with TSATMS
for applicants who were
not able to meet the
passing mark.

None

2 Hours

Training
Specialist Il

19. TSATMS release
Certificate of Competency
to OTS Record Section or
to the applicant.

None

10 mins

Training
Specialist |

TOTAL:

None

21 Days, 3
Hours and 40
Minutes

53




10.

Interim Certification and Re-certification for Aviation

Security (AVSEC) Instructor and National Inspector/Auditor and

Maritime  Security (MARSEC)

Instructor

and National

Auditor/Inspector, Company Security Officer (CSO) and Port Facility

Security Officer (PFSO)

To ensure that experienced security auditor/inspector, and instructor involved in
aviation and maritime security responsibilities possess all competencies and certified

according to the requirements of the NCASP.

Office or Division:

Accreditation and Certification Division

Classification: Highly Technical

Type of
Transaction:
G2C - Government to Citizen

G2G - Government to Government
G2B - Government to Business

Who may Avail:

Aviation Security (AVSEC) Instructor and National Inspector/Auditor and
Maritime Security (MARSEC) Instructor and Inspector/Auditor, Company
Security Officer (CSO) and Port Facility Security Officer (PFSO)

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Aviation Security Auditor/Inspector

Letter Endorsement from respective Director,
Transport Oversight and Compliance Service
(TSOCS)-OTS, as complying with the requirements;
(1 original copy)

Service Director of OTS

Letter of intent with Personal Data Sheet and
authenticated photograph which include as a
minimum: (1 original copy)
1 Education;
1 Training and employment history
7 Other relevant information to facilitate a
background check to c
identity and previous experience, including
criminal history

Applicant/ Company/ Employer

Completion of an appropriate tertiary education;
(1 authenticated copy)

Applicant/School Graduated

Certificateof mi ni mum of 2
aviation security or other relevant fields;
(1 authenticated copy)

year s

Applicantsé Current

Certificate of Completion of AVSEC National Applicantsd Current
Inspector Course, prior to the issuance of policy on

AVSEC National Inspector/Auditor certification;

(1 authenticated copy)

Very satisfactory Performance Rating as a Applicantsdé Current

designated/assigned Tram Leader of national
inspectors for at least two (2) consecutive years
(1 authenticated copy)
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Proof of having no criminal record check (i.e.
national agency clearance such as NBI, RTC,
Police and Barangay clearance, the SOSIA
(authenticated) license for security guard only
1 (original copy)

NBI, RTC, PNP-SOSIA, Barangay

Certificate/Proof as having the following: (1 original
copy)

1 knowledge of the international regulations
contained in ICAO annex 17, and of the
NCASP and its regulations;
good knowledge in air transport operations;
working knowledge of practices and
procedures for the implementation of
aviation security measures;

1 clearance for access for access to sensitive
information;

1 adequate physical attributes particularly

vision and hearing ability

adequate writing and speaking skills; and

Interpersonal traits such as integrity; good

diplomacy, discretion and flexibility, when

appropriate

= =4
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Applicantsdé Current

Passed the OTS Certification Jury (CJ) oral
examination/Interview

OTS Certification Jury

RE-CERTIFICATION (Valid for 3 Years)

Letter of Intent/Endorsement from Director,
Transport Security Oversight and Compliance
Service (TSOCS - 1 original copy)

Applicant/Endorsing Company/Employer

All of the above requirements

Applicant/Endorsing Office/Director,
TSOCS of OTS

Completion of AVSEC National Inspector Refresher
Course (1 original copy

Applicant/OTS accredited ICS

Deliberation of OTS CJ on the application for
National Auditor/Inspector

TSATMS/OTS Certification Jury

AVIATION SECURITY (AVSEC) Instructor

Letter Endorsement from respective Director/Chief
of Service, OTS or Head or representative of
training institution, center or school (ICS)

(1 original copy)

Applicant/Head or representative of training
Institution, Center or School (ICS)

Letter of intent with Personal Data Sheet and Applicant

authenticated photograph

(1 original copy)

Certification/proof of completion of tertiary Applicantsdé Current
Education or Bachel or 6 s |Graduated

Certificate of one (1) year verifiable experience in
civil aviation instructor (1 original copy)

Applicants Current Employer

Certificate/Proof of Working knowledge of air
transport operations, including practices and

Applicants Current Employer
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procedures in the implementation of AVSEC
measures; or subject matter expert (SME)
(1 original copy)

Very Satisfactory Performance Rating in his current
position/designation for 12 months, at a minimum;
and completion of basic aviation security training or
refresher courses; and of the NCASP and its
regulations

(1 authenticated copy)

Applicants Current Employer

Certificate/Proof of Knowledge of international
regulations contained in ICAO annex 17 and the
NCASP and its regulations

(1 authenticated copy)

Applicants Current Employer

Certificate of Completion of AVSEC training course,
as the course subject for certification, prior to the
issuance of AVSEC Instructor certification

(1 authenticated copy)

Applicants Current Employer/ OTS
Accredited ICS

Certification from employer, airport/aircraft operator
or agent, as having: (1 original copy)
1 Adequate physical attributes particularly
vision and hearing ability;
1 Adequate communication skills (oral and
written);
1 Interpersonal traits such as integrity; good
diplomacy, discretion and flexibility

Accredited DOH Hospital/ Government
Hospital

Satisfactory outcome of background-check (i.e.
national agency clearance such as NBI, RTC,
Police and Barangay clearance; the SOSIA license
for security guard only)

(1 original copy)

NBI, RTC, Police , Barangay, PNP- SOSIA

Passed the OTS Certification Jury (CJ) oral
examination/Interview

OTS Certification Jury

RE-CERTIFICATION (Valid for 3 Years)

Letter of Intent/Endorsement from Director,
Transport Security Oversight and Compliance
Service (TSOCS - 1 original copy)

Applicant/Endorsing Company/Employer

All of the above requirements

Applicant/Endorsing Office/Director,
TSOCS of OTS

Completion of AVSEC National Inspector Refresher
Course (1 original copy

Applicant/OTS accredited ICS

Deliberation of OTS CJ on the application for
National Auditor/Inspector

TSATMS/OTS Certification Jury

Letter Endorsement from Director Transport
Security Oversight and /compliance Service
(TSOCS) or Head/representative of Registered
Security Organization (ReSO)

(1 original copy)

Applicant/ Director Transport Security
Oversight and /compliance Service
(TSOCS) or Head/representative of
Registered Security Organization (ReSO)
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Letter of intent with Personal Data Sheet and
authenticated photograph
(1 original copy)

Applicant

Certificate of successful Completion of tertiary
education
(1 authenticated copy)

Applicant / School Graduated

Certificate of Completion of Training on MARSEC
Inspector Course (only for inspector) , prior to the
issuance of policy on MARSEC Instructor
certification

(1 authenticated copy)

Appl i @rauwotusstCGurrent Employer

Certification of clean bill of health issued by the

DOH-accredited medical unit, as having:
1 unimpaired vision and hearing ability;
1 physical, medical and mental fithess;
1 no drug dependency

(1 original copy)

Accredited DOH Hospital/ Government
Hospital

National and/or local clearance (NBI/RTC, Police or
Barangay)

NBI/RTC, Police or Barangay

Certification from Director Transport Security
Oversight and /compliance Service (TSOCYS), as
having the following, prior to effectivity of MC
MARSEC Staff Certification:

1 Very Satisfactory rating for at least 12

months, prior to effectivity of MC MARSEC
Staff Certification;

1 Two (2)-year experience in maritime

security;

1 Two (2) consecutive years for Team

leaders of national inspector/auditor;

1 Good/adequate oral and written
communication skills, un affected by
speech impediments, prior to effectivity of
MC MARSEC Staff Certification;

Good interpersonal skills;

Knowledge of the ISPS Code, SOLAS,

NSPMTI, & other MARSEC convention and

regul ations?o

1 Working knowledge of MARSEC measures
and it implementation

1 Clearance for access to sensitive
information;

1 Knowledge of the following areas of ISPS
Code, SOLAS, NSPMTI, & in other
MARSEC convention and regulations:

i. Emergency preparedness and
response and contingency planning;

= =

Appl i Eapl ®er d0s Cert
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ii. Handling of sensitive security-related
information and communications;
iii. Current security threats and patterns;
iv. Restricted articles and prohibited item;
v. Recognition of characteristics/
behavioral pattern of a person likely to
threaten security;
vi. Techniques used to circumvent
security measures;
vii. Security Equipment and systems and
their operational limitation;
viii. Methods of conducting audits,
inspection, control and monitoring;
ix. Methods of physical search and non-
intrusive inspection;
X. Overview of terrorism;
xi. Responsibilities and other functions of
other security organizations;
xii. Methodologies in ship/port security
assessment, surveys and inspections;
xiii. Ship and Port operations and
conditions;
xiv. Ship and Port security measures;

Passed the OTS Certification Jury (CJ) oral
examination/Interview

OTS CJ

Maritime Security Instructor

Letter Endorsement from OTS Service Directors or
Head/representative of training Institution, Center or
School (ICS), Port Facility
Operator/Authority/Owner; as complying with the
requirements;

(1 original copy)

Head/representative of training Institution,
Center or School (ICS), Port Facility
Operator/Authority/Owner

Letter of intent/request stating a specific maritime
security training course he/she intends to teach,
appending thereto the resume and recent
photograph (1 original copy)

Applicant

Certificate of at least one (1) year teaching
experience in the field of MARSEC training;
(1 authenticated copy)

Appl i EravwoussCurrent Employer

Certificate of Completion of training on MARSEC
training courses for certification, prior to the
issuance of policy on MARSEC Instructor
certification

(1 authenticated copy)

Appl i ErauwousstCGurrent Employer

Certified true copy of tertiary education
diplomal/certificate

Applicant/School Graduated

Certification of clean bill of health issued by the
DOH-accredited medical unit, as having:

Accredited DOH Hospital/ Government
Hospital
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physical and mental fitness;
no drug dependency

(1 original copy)

National and/or local clearance (NBI/RTC, Police or
Barangay)
(1 original copy)

NBI, RTC, PNP, Barangay

Certification from employer, port facility
operator/authority or agent, as having: (1 original

copy)
T

E |
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XXVil.

XXViil.

XXXii.

Good/adequate oral and written
communication skills, un affected by speech
impediments;
Two (2) year experience in maritime
security;
Good interpersonal skills;
Working knowledge of MARSEC measures
and it implementation;
Clearance for access to sensitive
information;
Completion of Basic MARSEC training;
Knowledge of the following areas of ISPS
Code, SOLAS, NSPMTI, & in other
MARSEC convention and regulations:
XiX. Security Administration;
xx. Emergency preparedness and response
and contingency planning;
Handling of sensitive security-related
information and communications;
Instructional techniques (security
training and education)
Current security threats and patterns;
Restricted articles and prohibited item;
Recognition of characteristics/behavioral
pattern of a person likely to threaten
security;
Technigques used to circumvent security
measures;
Security Equipment and systems and
their operational limitation;
Methods of conducting audits,
inspection, control and monitoring;
Methods of physical search and non-
intrusive inspection;
Security drills, exercise and their
assessment;
Overview of terrorism;
Responsibilities and other functions of
other security organizations;

XXi.
XXii.
XXiii.

XXiV.
XXV.

XXVi.

XXiX.

XXX.

XXXI.

Appl i EravoussCurrent Employer
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xxxiii. Methodologies in ship/port security
assessment, surveys and inspections;

xxxiv. Ship and Port operations and
conditions;

xxxv. Ship and Port security measures;

xxxvi. Recognition and detection of weapons,

dangerous substances and devices

Passed the OTS Certification Jury (CJ) oral
examination/Interview

OTS Certification Jury

RE-CERTIFICATION (Valid for 3 Years)

Letter request for renewal, duly endorsed by OTS
Service Director or OTS accredited Institution,
Center or School (ICS);

(1 original copy)

Applicant/OTS Service Director or OTS
accredited Institution, Center or School
(ICS)

All of the above requirements

Applicant/Endorsing Company/Institute,
Center, School (ICS)

Certificate of Completion of Train the Trainers
Training/Instructor Refresher Course, if such is
available

(1 authenticated copy)

Applicant/OTS/OTS accredited Institution,
Center or School (ICS)

Certificate/Proof of having at least 40 hours on
taught courses;
(1 original copy)

Applicant/OTS Service Director or OTS
accredited Institution, Center or School
(ICS)

Certificate of Medical and mental fitness issued by
DOH accredited medical unit;
(1 original copy)

DOH Accredited Hospital/ Government
Hospital

National and/or local clearance (NBI/RTC, Police or
Barangay)
(1 original copy)

NBI/RTC, Police or Barangay

Deliberation of OTS CJ on the application for
MARSEC Instructor

TSATMS/OTS Certification Jury

COMPANY SECURITY OFFICER

Letter Endorsement from Ship Operator/Owner; as
complying with the requirements

Ship Operator/Owner

Letter of intent with resume and recent
authenticated photo of the applicant
(1 original copy)

Applicant

Certificate of Completion of tertiary education;
(1 authenticated copy)

Applicant/School graduated

Certification of clean bill of health issued by the
DOH-accredited medical unit, as having:

1 unimpaired vision and hearing ability;

1 physical and mental fitness;

1 no drug dependency
(1 original copy)

Accredited DOH Hospital/ Government
Hospital

National and/or local clearance (NBI/RTC, Police or
Barangay)

NBI/RTC, Police or Barangay
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(1 original copy)

Certification from Ship Operator/Owner, as having Applicant/Ship Operator/Owner
the following, prior to effectivity of MC MARSEC
Staff Certification: (1 original copy)

1 Very Satisfactory rating for at least 12
months, prior to the effectivity of MC
MARSEC Staff Certification;

Two (2)-year experience in maritime security;
Good/adequate oral and written
communication skills, un affected by speech
impediments;

Good interpersonal skills;

Working knowledge of MARSEC measures
and it implementation;

Clearance for access to sensitive information;
Knowledge of the following areas of ISPS
Code, SOLAS, NSPMTI, & in other MARSEC
convention and regulations:

xX. Security Administration;

xxi. Emergency preparedness and response

and contingency planning;

xxXii. Instructional techniques (security

training and education);

XXIil.

xxiv. Handling of sensitive security-related

information and communications;
xxv. Current security threats and patterns;
xxvi. Restricted articles and prohibited item;
xxvii. Recognition of characteristics/behavioral
pattern of a person likely to threaten
security;

xxviii. Techniques used to circumvent security
measures;

xxix. Security Equipment and systems and

their operational limitation;

xxX. Methods of conducting audits,

inspection, control and monitoring;

xxxi. Methods of physical search and non-

intrusive inspection;

xxxil. Security drills, exercise and their
assessment;

xxxiii. Overview of terrorism;

xxxiv. Responsibilities and other functions of
other security organizations;

xxxv. Methodologies in ship/port security
assessment, surveys and inspections;

xxxvi. Ship and Port operations and
conditions;

E | = =4
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xxxvii. Ship and Port security measures;
xxxviii. Recognition and detection of weapons,
dangerous substances and devices

Passed the OTS Certification Jury (CJ) oral
examination/Interview

OTS Certification Jury (CJ)

RE-CERTIFICATION (Valid for 3 Years)

Letter request for renewal, duly endorsed by Ship
Owner/Operator/Employer;
(1 original copy)

Applicant/Endorsing Company/Employer

All of the above requirements

Applicant/Endorsing Company/Employer

Certificate of Completion of Company Security
Officer (CSO) Refresher Course;
(1 authenticated copy)

Applicant/endorsing Company/OTS
Certified ICS

Certificate of Medical and mental fitness issued by
DOH accredited medical unit;
(1 original copy)

DOH accredited hospital

National and/or local clearance (NBI/RTC, Police or
Barangay)
(1 original copy)

NBI/RTC, Police or Barangay

Deliberation of OTS CJ on the application for
Company Security Officer

TSATMS/OTS Certification Jury

PORT FACILITY SECURITY OFFICER

Letter Endorsement from Port Facility
Authority/Operator; as complying with the
requirements (1 original copy)

Port Facility Authority/Operator

Letter of intent with resume and recent
authenticated photo of the applicant
(1 original copy)

Applicant

Certificate of Completion of tertiary education
(1 authenticated copy)

Applicant/School Graduated

Certification of clean bill of health issued by the
DOH-accredited medical unit, as having:

1 unimpaired vision and hearing ability;

1 physical and mental fitness;

1 no drug dependency
(1 original copy)

Accredited DOH Hospital/ Government
Hospital

National and/or local clearance (NBI/RTC, Police or
Barangay)
(1 original copy)

NBI/RTC, Police or Barangay

Certification from Port Facility Authority/Operator, as
having: (1 original copy)

1 Very Satisfactory rating for at least 12
months, prior to the effectivity of OTS MC on
MARSEC Staff Certification;

1 Two (2)-year experience in maritime security;

1 Good/adequate oral and written
communication skills, un affected by speech
impediments;

Port Facility Authority/Operator
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Good interpersonal skills;
Knowledge of the ISPS Code, SOLAS,

NSPMTI, & other MARSEC convention and
regul ations?o

1 Working knowledge of MARSEC measures
and it implementation

T
T

XXI.
XXil.
xxj il
XXIV.
XXV.
XXVi.
XXVil.
XXVili.
XXIX.

XXX.

XXXi.
XXXii.
XXXiil.
XXXIV.

XXXV,
XXXV,

Clearance for access to sensitive information;
Knowledge in the following areas:
XiX.
XX.

Security Administration;

Emergency preparedness and response
and contingency planning;

Instructional techniques (security training
and education);

Handling of sensitive security-related
information and communications;
Current security threats and patterns;
Restricted articles and prohibited item;
Recognition of characteristics/behavioral
pattern of a person likely to threaten
security;

Techniques used to circumvent security
measures;

Security Equipment and systems and
their operational limitation;

Methods of conducting audits, inspection,
control and monitoring;

Methods of physical search and non-
intrusive inspection;

Security drills, exercise and their
assessment;

Overview of terrorism;

Responsibilities and other functions of
other security organizations;
Methodologies in ship/port security
assessment, surveys and inspections;
Ship and Port operations and conditions;
Ship and Port security measures;
Recognition and detection of weapons,
dangerous substances and devices

Passed the OTS Certification Jury (CJ) oral
examination/Interview

OTS Certification Jury (CJ)

RE-CERTIFICATION (Valid for 3 Years)

Letter request for renewal, duly endorsed by Port
Authority/Operator;
(1 original copy)

Applicant/Endorsing Company/Employer

All of the above requirements

Applicant/ Port Facility
Authority/Operator/OTS accredited ICS
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Certificate of Completion of Port Facility Security
Officer (PFSO) Refresher Course;
(1 authenticated copy)

Applicant/Endorsing Company/OTS

accredited ICS

Passed CJ Oral Examination/Interview

OTS CJ

Certificate of Medical and mental fitness issued by
DOH accredited medical unit;

DOH Accredited Hospital/ Government

Hospital

National and/or local clearance (NBI/RTC, Police or

NBI/RTC, Police or Barangay

Barangay)
Deliberation of OTS CJ on the application for TSATMS/OTS Certification Jury
Company Security Officer
CLIENT AGENCY ACTION FEES | PROCESSING PERSON
STEPS TO BE TIME RESPONSIBLE
PAID
1. Submit . Records Section receives, None 30 Minutes Intel Agent Aides
application checks and stamps Records Section
documents to applications/documents and
OTS Records forwards them to the Office of
Section the Undersecretary (OUSEC).
. Office of the Administrator, None 1 working day | Admin Officer V
OTS Receives, records and Office of the
provides guidance and Administrator
endorse to the Director of .
Transportation Security Administrator Ili
Accreditation and Training Office of the
. Administrator
Management Service
. Director, TSATMS receives None 4 hours Intel Officer |
applications/documents for _
certification from the Director 1V,
Administrator 034 Transport
forwards Security
applications/documents to Accrid't.at.'on and
L . o raining
Division C_hlef, Acc_rgd_ltatlon Management
and_ Certlflcatlpn Division to Service
designate/assign, (TSATMS)
evaluator(s)/assessor(s) and
subsequently forward to the Chief,
Chief, Accreditation and Transportation
Certification Section, for Regulation
processing and to give Officer
guidance on the assigned Training
training evaluator/assessor Specialist IV
. Designated/assigned None 30 minutes Training
assessor(s)/evaluator(s) Specialist |
reviews/processes o
documentary requirements Training
using the checklist provided for Specialist Il
the purpose, to check its
completeness and to validate
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the authenticity of the

Training

submission to the OTS CJ,
result of document review,
for information and
reference during
deliberation and for
scheduling for oral
examination.

6.2 For non-compliant
applicant(s),
designated/assigned
training evaluator(s)/
assessor(s) prepares
summary/result of
evaluation or findings or
list of lacking
requirements, to be

submitted requirements given Specialist Il
by school, employer (former or )
present), doctors, hospitals, Intelligence
clinics, etc. Officer 2
. TSATMS writes letter to the None 2 Hours Training
applicant(s), endorsing Specialist |
company/referrals to o
acknowledge receipt of Training
application, while processing Specialist Il
the application Training
Specialist Il
Intelligence
Officer 2
. TSATMS Accreditation and
Certification Division, OTS CJ
secretariat, upon completion of
document review/processing,
shall:
. . Trainin
6.1 For_compllant a}ppllcant(s), Specialigt |
designated/assigned
training evaluator(s)/ Training
assessor(s) through Specialist Il
Certification and
Accreditation Division, 3 working days Training
TSATMS submits to the None Specialist 1l
Director, TSATMS for his )
approval and for further Intelligence
Officer 2
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attached in the letter to the
applicant(s)/ endorsing
company/referrals.

. TSATMS and routes for

concurrence, concerned
personnel/officer/service/office,
memorandum, together with
other supporting documents,
result of document review and
letter to the applicant(s),
and/or endorsing
company/referrals, for
concurrence and for approval
of the Administrator, OTS to:

7.1 Inform schedule of CJ oral
examination /interview of
qualified/ compliant
applicant(s)

7.2 Require non-compliant
applicant to submit lacking
requirements within one
(1) month upon
receipt of the letter from
OTS

None

2 working days

Training
Specialist |

Training
Specialist Il

Training
Specialist Il

Intelligence
Officer 2

. TSATMS sends the said

letter(s) to the
applicant/endorsing
company/referrals, either
through OTS Records Section
or email or other means, for
reference and compliance.

None

4 hours

Training
Specialist |

. TSATMS prepares and
submits to Administrator,
Notice of Meeting, together
with the other agenda for
approval and signature, and
dispatch/provides copies of
Notice of Meeting to the
members of the CJ/AB.

None

1 hour and 30
minutes

Training
Specialist Il

Training
Specialist |

10.0OTS CJ deliberates the result

of document review of
TSATMS, for approval and
schedule of applicant for oral
examination/interview.

None

1 working day

Administrator I,
Office of the
Administrator

Deputy
Administrator
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Director 1V,
Transport
Security
Accreditation and
Training
Management
Service
(TSATMS)

Director 1V,
Transport
Security
Oversight and
Compliance
Service (TSOCS)

Director 1V,
Transport
Security Risk and
Management
Service (TSRMS)

Director IV, Legal
Service

Director 1V,
Transport
Security Policy
and Program
Service (TSPPS)

11. TSATMS prepares and routes
letter to the applicant(s),
endorsing company/referrals,
informing the

qualified/compliant applicant(s)

on the schedule of CJ oral
examination/ interview, for
concurrence of the concerned

officer/officer/personnel and for

approval of the Administrator,
OTS, then sends it to
applicant(s), endorsing
company/referrals to OTS
Records Section or via LCB,
email, for reference and
compliance.

None

3 hours

Training
Specialist |

Training
Specialist Il

12.OTS receives confirmation/
reply within five (5) day from
the applicant(s), endorsing
company/referrals.

None

5 working days

Training
Specialist Il
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Administrator IlI,

13.1f confirmed by the applicant, None
OTS CJ conducts oral Office of the
examination after passing the Administrator
written examination to
applicant and deliberates, Deputy
. Administrator
approves and adopts the 1 working day
result_of v_vritten and oral Director IV,
examinations and Transport
recommends to the Security
Administrator and Chairman, Accreditation and
CJ the granting and issuance Training
of certificate of competency Management
for applicant who will meet the Service
minimum passing mark and (TSATMS)
giving two (2) chances for the _
applicant to retake the Director 1V,
L —_ Transport
examinations within one (1) Security
month upon the date of Oversight and
examination. Compliance
Service (TSOCS)
14.1 If the applicant is not
available due to valid Director IV,
reason, he/she shall be Transport
rescheduled in a later Security Risk and
date, then follow no. 10 Management
and the succeeding Service (TSRMS)
process Director IV, Legal
Service
Director 1V,
Transport
Security Policy
and Program
Service (TSPPS)
Chief,
Transportation
Regulation
Officer
Training
Specialist IV
Training
Specialist Il
Training
Specialist |
14. TSATMS prepares memo, None | 6 working days Training
together with the necessary Specialist IV
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documentation and resolution
for signature of the members
of the CJ and forward it to the
Administrator, OTS, and
Chairman, CJ, for his
approval and signature

Training
Specialist |

15.0TS Issues the Certificate of None 10 mins Administrator 111,
Competency Office of the
Administrator
Director 1V,
Transport
Security
Accreditation and
Training
Management
Service
(TSATMS)
16. TSATMS writes/sends letter None 3 hours Training
informing the applicant on the Specialist Il
result of written and oral
examinations and to claim the
certification, for applicant who
were able to meet the passing
mark for certification and to
coordinate with TSATMS for
applicant who were not able
to meet the passing mark.
17.Records to release Certificate None 10 mins Training
of Competency to applicant. Specialist |
TOTAL: | None 21 working

days, 2 hours
and 50 minutes
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11. Interim Certification and Re-certification for Aviation

Security (AVSEC) and Maritime Security (MARSEC) Screeners

To ensure that experienced security screeners in aviation and maritime and
supervisors in maritime involved in aviation and maritime security responsibilities
possess all competencies and certified according to the requirements of the NCASP.

Office or Division: Accreditation and Certification Division

Classification: Highly Technical

Type of Transaction: | G2G - Government to Government

G2B - Government to Business
G2C - Government to Citizen

Who may Avail: Aviation Security Screeners and Supervisors, Maritime Security

Screeners

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

AVIATION SECURITY SCREENERS

Letter Endorsement from airport, airline and/or cargo
facility operator/manager; as complying with the
requirements (1 original copy)

Employer/ airport, airline and/or cargo
facility operator/manager

Letter of intent with resume and recent authenticated
photo of the applicant
(1 original copy)

Applicant

Certification/proof of completion of senior high
school; or 2" year college or 72 academic units in
college, except those who have been accepted, at
the time of the 2013 NCASP, despite having
elementary education only

(1 authenticated copy)

Applicant/School Graduated

Certificates of Completion of the following
courses (1 photocopy):

Applicant/ Company/ Employer

1 Basic/Refresher AVSEC Screener Course 1
for personnel assigned in the screening of
person, baggage, or cargo

1 Basic/Refresher AVSEC Course i for
personnel assigned in screening of vehicles
and persons;

1 Basic/Refresher X-ray Operation Course i for
personnel assigned in the screening of cargo
and mail

Applicant/ Company/ Employer/ OTS
Accredited ICS

Medical Certificate issued/attested by accredited
DOH hospital/doctor as having Unimpaired vision
and hearing ability; (1 original copy)

Accredited DOH Hospital/ Government
Hospital

Medical Certificate issued/attested by accredited
DOH hospital/doctor as having passed the Ishihara
Test; (1 original copy)

Accredited DOH Hospital/ Government
Hospital

Certificates of minimum of one (1) year experience in
aviation or relevant field (1 original copy)

Applicantsdé Current
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Certification from employer, airport/aircraft operator
or agent, as having: ( original copy)

1 Very Satisfactory rating for at least 12 months;

1 Good oral and written communication skills, un
affected by speech impediments;

1 Good interpersonal skills as to maintain
adequate customer service while ensuring that
security functions are effectively performed,;

1 A healthy lifestyle without dependence on
alcohol or illegal substances;

1 Reasonable physical strength and ability to
repeatedly lift and carry baggage or bend,
reach, stoop, squat, and stand for prolonged
periods;

1 Excellent physical and mental condition to be
able to perform their duties to an adequate
standard, as attested by a Department of
health-accredited medical unit;

Applicantsdé Current

Satisfactory outcome of background check (i.e.
national agency clearance; the SOSIA license
(authenticated) for security guards only)

NBI/RTC, Police or Barangay

Passed the practical examination

TSATMS-OTS

RECERTIFICATION (valid for 3 years)

Letter of Intent/Endorsement from company/agency
(1 original copy)

Applicant/Current Employer

All of the above requirements

Service Director, OTS/airport/airline
operator, cargo operator/owner

Recent Physical Examination Results
(1 original copy)

DOH Accredited Hospital/ Government
Hospital

Completion of Refresher Trainings on the
following courses (1 authenticated copy):

1 AVSEC Screener Refresher Course i for
screener in terminal checkpoint and Boarding
gates

1 AVSEC Refresher Course 1 for Screener in
the Access Control

1 X-ray Operation Refresher Course i for
Screener in the Cargo Facility

Applicant/Current Employer

Passed the written and Practical examination

TSATMS-OTS

AVIATION SECURITY SCREENING SUPERVISORS

Letter Endorsement from Service Director, if OTS
Security Screening Supervisor, form the airport,
airline and/or cargo facility operator/manager

(1 original copy)

Service Director, if OTS Security
Screening Supervisor, form the airport,
airline and/or cargo facility
operator/manager

Letter of intent with resume and recent authenticated
photo of the applicant

Applicant
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(1 original copy)

Certification/proof of completion of tertiary Education
or Bachel oros Degree
(1 authenticated copy)

Applicant/School Graduated

Certificate of Minimum of two (2) years verifiable
experience in civil aviation supervisor
(1 authenticated copy)

Applicantsd6 Current

Certificate of Working knowledge of air transport
operations, including practices and procedures in the
implementation of AVSEC measures

(1 authenticated copy)

Service Director, if OTS Security
Screening Supervisor, form the airport,
airline and/or cargo facility
operator/manager

Certificate/Proof of Knowledge of international
regulations contained in ICAO annex 17, and the
NCASP and its regulations

(1 original copy)

Service Director, if OTS Security
Screening Supervisor, form the airport,
airline and/or cargo facility
operator/manager

Certification from employer, airport/aircraft operator
or agent, as having: (1 original copy)
1 Adequate physical attributes particularly vision
and hearing ability;
1 Adequate communication skills (oral and
written);
1 Interpersonal traits such as integrity; good
diplomacy, discretion and flexibility;

Service Director, if OTS Security
Screening Supervisor, form the airport,
airline and/or cargo facility
operator/manager

Satisfactory outcome of background-check (i.e.

NBI, RTC, Police & Barangay

national agency clearance such as NBI, RTC, Police | PNP-SOSIA
and Barangay clearance; the SOSIA license for

security guards only)

(1 photocopy)

Passed the practical examination TSATMS-OTS

RECERTIFICATION (valid for 3 years)

Letter of Intent/Endorsement from company/agency
(1 original copy)

Applicant/Company/Employer

All of the above requirements

Above requirements

Completion of AVSEC Supervisor Refresher
Trainings (1 authenticated copy)

Applicant/Company/Employer

MARITIME SECURITY SCREENER

Letter Endorsement from the port
facility/authority/operator or agent; as complying with
the requirements

(1 original copy)

Port Facility/Authority/Operator Or Agent

Letter of intent with resume and recent authenticated
photo of the applicant
(1 original copy)

Applicant

Certification/proof of completion of 2™ year college
or 72 academic units in college
(1 authenticated copy)

Applicant/School Graduated
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Certificate of Completion of Training on Basic
MARSEC Screener Course, prior to the issuance of
policy on certification

(1 authenticated copy)

Applicant

Certification of clean bill of health issued by the
DOH-accredited medical unit, as having:

1 unimpaired vision and hearing ability;

1 passed Ishihara Test;

1 physical, medical and mental fithess;

1 no drug dependency
(1 original copy)

DOH Accredited Hospital/ Government
Hospital

National and/or local clearance (NBI/RTC, Police or
Barangay); (1 original copy)

NBI/RTC, Police or Barangay

Certification from employer, port facility
operator/authority or agent, as having:

1 Very Satisfactory rating for at least 12

months as screeners, prior to effectivity of
MC MARSEC Staff Certification;
1 Good/adequate oral and written
communication skills, un affected by speech
impediments;
Good interpersonal skills;
Reasonable physical strength and ability (i.e
to lift and carry baggage or bend, reach,
stoop, squat, and stand for prolonged
periods);
1 Working knowledge of MARSEC measures
and it implementation
1 Knowledge of the following areas of ISPS
Code, SOLAS, NSPMTI, & in other MARSEC
convention and regulations:
xii. Emergency preparedness and response
and contingency planning;

xiii. Handling of sensitive security-related
information and communications;

xiv. Current security threats and patterns;

xv. Restricted articles and prohibited item;

xvi. Recognition of characteristics/behavioral
pattern of a person likely to threaten

E

security;
xvii. Techniques used to circumvent security
measures;
xviii. Security Equipment and systems and
their operational limitation;
xix. Method of physical search and non-

intrusive inspection;
xX. Overview of terrorism;

Appl i ®rauwoustCurrent Employer
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xxi. Responsibilities and other functions of
other security organizations;

xxii. Ship and Port security measures;

xxili. Recognition and detection of weapons,
dangerous substances and devices;

xxiv. Other security related areas considered
appropriate to enhance security
awareness

Passed the practical examination

TSATMS-OTS

RE-CERTIFICATION (Valid for 3 Years)

Letter request for renewal, duly endorsed by Port
Facility Operator/Authority or agent;
(1 original copy)

Port Facility Operator/Authority or agent

All of the above requirements

Above requirements

Certificate of Completion of MARSEC Refresher
Trainings;
(1 authenticated copy)

Applicant/ Company/ Employer

Passed the Written and Practical Examination

OTS Accreditation ICS

Certificate of Medical and mental fithess issued by
DOH accredited medical unit;
(1 original copy)

Accredited DOH Hospital/ Government
Hospital

National and/or local clearance (NBI/RTC, Police or
Barangay)
(1 original copy)

NBI/RTC, Police or Barangay)

FEES
TO | PROCESSING PERSON

CLIENT STEPS AGENCY ACTION BE TIME RESPONSIBLE

PAID
1. Submit . Records Section receives, None | 30 Minutes Intel Agent Aides
application checks and stamps Records Section
documents to applications/documents and
OTS Records forwards them to the Office of
Section the Undersecretary (OUSEC).

. Office of the Administrator, | None | 1 working day | Admin Officer V
OTS  receives, records and 10 Office of the
applications/documents  and minutes Administrator
forwards to the Administrator .
provides  guidance  and Administrator Ili
endorses to the Director of Office of the

) . Administrator
Transportation Security
Accreditation and Traini_ng Intel Officer |
Management Service
(TSATMS)

. Director, TSATMS receives | None 1 Hour Director IV,
applications/ documents and Transport
forwards to Division Chief, Security
Accreditation and Certification Accreditation and
Division to designate/assign Training

Management
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evaluator(s)/assessor(s) for

Service

requirements as stipulated
in the memorandum
circular for certification of
maritime and aviation
security
(MARSEC/AVSEC)
staff/personnel.

information and subsequently (TSATMS)
forwmards to the  Chief, _
Accreditation and Certification Chief,
Section, for processing and to Transportation
. . : Regulation
give guidance on the assigned Officer
training evaluator/assessor.
Training
Specialist IV
Designated/assigned None 30 Minutes Training
assessor(s)/evaluator(s) Specialist |
reviews/processes .
documentary requirements Training
: . . Specialist Il
using the checklist provided for
the purpose to validate t_he Training
auth(_antlcr[y of the submitted Specialist Ill
requirements given by school,
employer (former or present), Intelligence
doctors, hospitals, clinics, etc. Officer 2
. TSATMS writes letter to the None 2 Hours Training
applicant(s), endorsing Specialist |
company/referrals to o
acknowledge receipt of Training
application, while processing Specialist Il
the application Training
Specialist Il
Intelligence
Officer 2
. TSATMS Accreditation and None | 2 working days Training
Certification Division, OTS CJ Specialist |
secretariat upon completion of o
document review/processing, Training
shall: Specialist 11
6.1Sche_dules appl_lcar_lt(s) for Training
Practlca_l Examination Specialist 111
(evaluation), should the
applicant(s) complied with Intelligence
all the documentary Officer 2
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6.2 For non-compliant
applicant(s),
designated/assigned
training evaluator(s)
/assessor(s) prepares
summary /result of
evaluation or findings or list
of lacking requirements, to
be attached in the letter to
the applicant(s)/
endorsing company/
referrals.

. TSATMS prepares, routes to None | 2 working days Training
the concerned Specialist |
personnel/officer/service/office, o
and request approval of the Training
Administrator, OTS Specialist Il
applicant(s), letter to endorsing Training
_compqny/referrals, (@) Specialist Ill
informing the
qualified/compliant applicant(s) Intelligence
on the schedule of practical Officer 2
examination and (b) require
non-compliant applicant to
submit lacking requirements
within thirty (30) days that
require additional time such
as: local clearances, etc., for
approval of the Administrator

. Sends the letter to the None | 1 working Day Training
applicant(s), endorsing Specialist |
company/referrals via email or o
other means, require them to: Training
8.1 For qualified/compliant Specialist |
applicant(s), reports to the .
venue to be provided by the SJ;;';EZ%H
requesting company or to
OTS, on the dates specified by Intelligence
oTS; Officer 2
8.2 For non-compliant/
qualified applicant, submits
lacking documentary
requirements to TSATMS,
within thirty (30) upon receipt
of the letter .

. OTS receives confirmation/ None 5 working Training
reply within five (5) day from Days Specialist |
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the applicant(s), endorsing

Training

company/ referrals. Specialist Il
Training
Specialist Il
Intelligence
Officer 2
10. TSATMS conducts practical None | 3 working days Training
examination of the applicant Specialist |
and apply the process, as o
follows: Training
10.1 If sole applicant, inform Specialist |
the result of examination on Training
the same day; Specialist 111
10.2 For more than ten (10)
applicants who took the Intelligence
examination, they shall be Officer 2
notified within five (5) days
after the examination through
their respective companies or
to the applicant.
10.3 For the applicant who
were not able to meet the
minimum passing rate/mark,
he/she will be given (2)
chances to retake the
examination with one (1)
month from the date of
examination
10.4 For applicant who pass
the examination he/she will be
recommended to The OTS CJ
for final decision and/or
issuance of certificate of
competency
11. TSATMS prepares a post None | 2 working days Training
activity report, re: conduct of Specialist |
practical examination o
including summary of rating of Training
applicants, and submits to the Specialist Il
Director, TSATMS for his Training
approval and for further Specialist Il
submission to the OTS CJ for
deliberation. |nte||igence
Officer 2
12. TSATMS prepares and None 30 Minutes Training
submits to Administrator, Specialist Il
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Notice of Meeting, together
with the other agenda for
approval and signature.

13. OTS CJ deliberates the result

of practical examination
(evaluation) of TSATMS, then
subsequently approves and
adopts it. Recommends to
the Administrator and
Chairman, CJ, granting and
issuance of certificate of
competency, for applicant
who will meet the minimum
passing mark and giving two
(2) chances for the applicant
to retake the examinations
within one (1) month upon the
date of examination.*

None

4 hours

Administrator IlI,
Office of the
Administrator

Deputy
Administrator

Director 1V,
Transport
Security
Accreditation and
Training
Management
Service
(TSATMS)

Director 1V,
Transport
Security
Oversight and
Compliance
Service (TSOCS)

Director 1V,
Transport
Security Risk and
Management
Service (TSRMS)

Director IV, Legal
Service

Director 1V,
Transport
Security Policy
and Program
Service (TSPPS)

Chief,
Transportation
Regulation
Officer

Training
Specialist IV

Training
Specialist Il
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Training

Specialist |
14. TSATMS prepares and routes | None | 2 working days Training
memo, together with the and 2 Hours Specialist Il
necessary documentation and o
resolution for signature of the Training
members of the CJ and for Specialist |
further approval and signature
of the Administrator, OTS and
Chairman CJ
15. TSATMS receives, reviews 2 working days Training
submitted lacking Specialist Il
requirements of the applicant, o
with previously noted Training
deficiencies/non- Specialist |l
_compllance/Iacklng, to check Training
its completeness (follow the Specialist |
whole process). If already
compliant, then refer to No. 5 Intel Officer 2
and follow the succeeding
work instructions
16.0TS Issues the Certificate of | None 30 Minutes Administrator IlI,
Competency. Office of the
Administrator
Director 1V,
Transport
Security
Accreditation and
Training
Management
Service
(TSATMS)
17.TSATMS writes/sends letter | None 2 Hours Training
informing the applicant on the Specialist Il
result of practical examination
and claim the certification, for
applicants who were able to
meet the passing mark for
certification and to coordinate
with TSATMS for applicants
who were not able to meet the
passing mark.
18.Releases/Issues Certificate of | None 10 Minutes Training
Competency to OTS Records Specialist |

Section for release to

applicant.
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TOTAL

None

21 days, 6
hours and 10
minutes
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12. Accreditation and Reaccreditation for Maritime and Civil

Aviation Security Training Institutions/Centers/School (ICS)

To ensure that aviation and maritime security training centers, schools and institutions
(ICS) meet and maintain the prescribed National standards by OTS in the conduct of
aviation security (AVSEC) and maritime security (MARSEC) related courses

Office or Division:

Accreditation and Certification Division

Classification:

Highly Technical

Type of Transaction:

G2G - Government to Government
G2B - Government to Business
G2C i Government to Citizen

Who may Avail:

Maritime and Civil Aviation Security
Training Institutions/Centers/Schools

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Accreditation Of Civil Aviation Security Training Institutions/Centers/School

Letter of Intent (1 original copy)

Head/representative of training
institution, center or school (ICS)

Profile of Training Center including Mission,
Goals and Organizational Structure
(1 photocopy)

Administrative Officer ICS/Head or
representative of training ICS

Securities and Exchange Commission
Registration Certificate together with Articles
of Incorporation and By-Laws (For
Partnership Entities and Corporations) or
Department of Trade Industry Registration
Certificate (For Sole Proprietorship Entities)
(1 photocopy)

Applicant ICS/Securities and Exchange
Commission/DTI

photocopy)

Map of the Training Centre Location Applicant | CS/ Muni c
(1 photocopy) Office

Lease of Contract or Memorandum of Applicant ICS/Lessor or Registry of
Agreement with Five-Year Validity (For Deeds

Company-Rented Training Sites) or Transfer

Certificate of Title (For Company-Owned

Training Site) (1 photocopy)

City or Municipal Business Permit (1 Municipal 6s Office

Local Fire Inspection Safety Certificate
(1 photocopy)

Applicant ICS/Local Fire Department

List of Facilities and Equipment

9 Each Classroom Area with
dimensions
of at least 7 meters wide and 9
meters
long that can accommodate at least
30
trainees
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1 Library with Updated and Relevant
Reference Materials/ List of Aviation
Security Books and Other Aviation
Security Reference Materials (1
photocopy)

1 Working Audio-Visual and Computer
Equipment

1 A Faculty Room with Sufficient Space,
to accommodate:

T An Administrative Office

1 Working Audio-Visual and Computer
Equipment

1 Functioning Training Tools and
Security Equipment

A Faculty Room with Sufficient Space to Applicant/ Head/representative of
accommodate the number of instructors training institution, center or school (ICS)

Program of Instruction (POI)/Training
Materials/Curriculum on AVSEC
recognized/certificated courses, containing
the following information (1 photocopy):

1 Course Title, Description and
Duration

Reference Material

Target Participants and Prerequisites
Course Objective(s)

Outline of Modules/Topics

Teaching Methodology, Aids and
Schedule

Lesson Plans [/ | nsg
Sample test papers and handouts or
training notes, including, but not
limited to, Handouts or training
notes, including but not limited to
diagram, pictures and briefs as part
of training/teaching Aids

Applicant/Head/representative of training
institution, center or school (ICS)

= =4 =4 -8 _-98_9_48_°

AVSEC CERTIFICATED and/or
Certificated OURSES:

AVSEC Awareness Course
Basic AVSEC Course TSATMS-OTS
Basic AVSEC Screeners Course
Basic AVSEC X-ray Operation
Course

AVSEC Supervisor Course
AVSEC Management Course
AVSEC National Inspector Course

E

E
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Basic AVSEC Instructor Course
AVSEC Awareness Refresher Course
AVSEC Refresher Course

AVSEC Screeners Refresher Course
AVSEC X-ray Operation Refresher
Course

AVSEC Supervisor Refresher Course
AVSEC Management Refresher
Course

1 AVSEC National Inspector Refresher
Course

M AVSEC Instructor Refresher Course

E

= =4

TRAINING ICS ORGANIZATION

1. TRAINING DIRECTOR

1.1 Resume or Curriculum Vitae
(1 original copy)

1.2 Diploma and Transcript of Records
with
a Postgraduate Degree (1
photocopy)

1.3 Two-Year Work Experience in the
Civil
Aviation Industry (1 photocopy)

1.4 Certificate of Completion for Aviation
Security Awareness Course Duly
Certified from Office for Transportation
Security (1 photocopy)

Applicant/ Head/representative of
training institution, center or school (ICS)

2. TRAINING OFFICER

2.1 Resume or Curriculum Vitae
(1 original copy)

2.2 Diploma and Transcript of Records
with a Baccalaureate Degree (1
photocopy)

2.3 Two-Year Work Experience in the
Civil
Aviation Industry (1 photocopy)

2.4 Certificate of Completion for Aviation
Security Awareness Course
(1 photocopy)

Applicant/ Head/representative of
training institution, center or school (ICS)

3. TRAINING INSTRUCTOR certified by
OTS

3.1 refer to requirements for
Certification as
AVSEC Instructor

3.2 At Three Full-Time Instructors who
Conform the OTS Least Certification

Applicant/ Head/representative of
training institution, center or school (ICS)

83




Process for Instructors) (1
photocopy)

4. TRAINING STAFF

4.1 Transcript of Records with at least
Seventy-Two Credited Units in
College (1 photocopy)

4.2 Certificate of Completion for Aviation
Security Awareness Course Duly
Certified from Office for
Transportation Security (1
photocopy)

Applicant/ Head/representative of
training institution, center or school (ICS)

ACCREDITATION OF MARITIME SECURITY TRAINING INSTITUTIONS/ CENTERS/

SCHOOL

Letter of Intent (1 original copy)

Head/representative from training
institution, center or school (ICS)

Profile of Training Center including Mission,
Goals and Organizational Structure
(1 photocopy)

Administrative Officer ICS/Head or
representative of training ICS

Securities and Exchange Commission
Registration Certificate together with Articles
of Incorporation and By-Laws (For
Partnership Entities and Corporations) or
Department of Trade Industry Registration
Certificate (For Sole Proprietorship Entities)
(1 photocopy)

Applicant ICS/Securities and Exchange
Commission/DTI

Map of the Training Centre Location
(1 photocopy)

Applicant | CS/ Muni c

Office

Lease of Contract or Memorandum of
Agreement with Five-Year Validity (For
Company-Rented Training Sites) or Transfer
Certificate of Title (For Company-Owned
Training Site) (1 photocopy)

Applicant ICS/Lessor or Registry of
Deeds

City or Municipal Business Permit (1
photocopy)

Applicant/ Munici pal

Local Fire Inspection Safety Certificate
(1 photocopy)

Applicant ICS/Local Fire Department

List of Facilities and Equipment

1 Each Classroom Area with
dimensions of at least 7 meters wide
and 9 meters long that can
accommodate at least 30 trainees

1 Library with Updated and Relevant
Reference Materials/ List of Maritime
Security Books and Other Maritime
Security Reference Materials (1
photocopy)

1 Working Audio-Visual and Computer
Equipment

Applicant/Head/representative of training
institution, center or school (ICS)
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1 Functioning Training Tools and
Security Equipment
1 An Administrative Office

A Faculty Room with Sufficient Space, to Applicant/Head/representative of training
accommodate the number of instructors institution, center or school (ICS)

Program of Instruction (POI)/Training
Materials/Curriculum on MARSEC
recognized courses, containing the following
information (1 photocopy): Applicant/ Head/representative of
training institution, center or school (ICS)

1 Course Title, Description and

Duration (1 photocopy)

1 Reference Material (1

photocopy)

1 Target Participants and

Prerequisites (1 photocopy)
1 Course Objective(s)
(1 photocopy)
71 Outline of Modules/Topics
(1 photocopy)
1 Teaching Methodology, Aids
and Schedule (1 photocopy)
1 LessonPlans/ | nstruc
Guide (1 photocopy)

1 Sample test papers and
handouts or training notes,
including, but not
limited to, Handouts or training

notes, including but not limited
to diagram, pictures and briefs
as part of training/teaching Aids
(1 photocopy)

RECOGNIZED COURSES:

1 MARSEC Security Awareness
Training for Port Facility Personnel
With Designated Security Duties

1 MARSEC Security Awareness

Training for Port Facility Personnel

Without Designated Security Duties

Basic Screener Course

MARSEC Basic X-ray Operation

Course

MARSEC Instructors Course

MARSEC Auditor Course

Port Facility Security Officer (PFSO)

Course

E

E

TSATMS-OTS
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T
T
T

M

Company Security Officer (CSO)
Course

MARSEC Security Awareness
Refresher Training for Port Facility
Personnel With Designated Security
Duties

MARSEC Security Awareness
Refresher Training for Port Facility
Personnel Without Designated
Security Duties

MARSEC Screener Refresher Course
MARSEC Basic X-ray Operation
Course

MARSEC Instructors Course
MARSEC Auditor Course

Port Facility Security Officer (PFSO)
Course

Company Security Officer (CSO)
Course

TRAINING ICS ORGANIZATION

TRAINING DIRECTOR

T

Resume or Curriculum Vitae, If
Applicable (1 original copy)

Applicant

M

Diploma and Transcript of Records
with a Postgraduate Degree, If
Applicable (1 original copy)

Applicant/Head/representative of training
institution, center or school (ICS)/School
where graduated

Two-Year Work Experience in the
Maritime Industry, If Applicable
(1 original copy)

Applicant/resent or previous Company

TRAINING OFFICER

1 Resume or Curriculum Vitae, If Applicant
Applicable (1 original copy)
1 Diploma and Transcript of Records Applicant/School where graduated
with a Baccalaureate Degree, If
Applicable
(1 original copy)
1 Two-Year Work Experience in the Applicant/present or previous Company
Maritime Industry, If Applicable (1
original copy)
{ Certificate of Completion for Aviation | Applicant/present or previous Company

Security Awareness Course, If
Applicable (1 original copy)

or ICS

TRAINING INSTRUCTOR (at least 3 full
time certified instructor) i refer to
certification MARSEC instructor for
gualification
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1 Resume or Curriculum Vitae (1 original
copy)

Applicant

71 Diploma and Transcript of Records
with a Baccalaureate Degree (1
original copy)

Applicant/Head/representative of training
institution, center or school (ICS)/School
where graduated

1 OTS certification (1 original copy)

Applicant/ TSATMS-OTS

TRAINING STAFF

1 Resume or Curriculum Vitae (1
original copy)

Applicant

1 Transcript of Records with at least
Seventy-Two Credited Units in
College, If Applicable (1 photocopy)

Applicant/School where graduated

1 Certificate of Completion for Maritime
Security Awareness Course, If

Applicable (1 photocopy)

Applicant/present or previous Company
or ICS

Re-accreditation

All above requirements

Applicant/Head/representative of training
institution, center or school (ICS)/School
where graduated

Completion of all reports on training courses
conducted (refer to the monitoring and
evaluation of training courses conducted by

Applicant/Head/representative of training
institution, center or school (ICS)/School
where graduated

ICS)
FEES
CLIENT TO | PROCESSING PERSON
STEPS AGENCY ACTION BE TIME RESPONSIBLE
PAID
1. Submit . Records Section receives, None | 30 Minutes Intel Agent Aides
application checks and stamps Records Section
documents applications/documents and
to OTS forwards them to the Office
Records of the Undersecretary
Section (OUSECQ).
. Office of the Administrator, | None | 1 working day | Admin Officer V
OTS receives, records, Office of the
stamps applications/ Administrator
documents and the .
Administrator, OTS Administrator Il
. - Office of the
provides guidance, then Administrator
endorses to the Director of
Transportation Security
Accreditation and Training
Management Service
(TSATMS)
. Director, TSATMS receives | None 4 hours Intel Officer |
applications/documents of _
ICS for accreditation/re- Director IV,
accreditation, from the Transport
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Admi ni strator
forwards applications/

Security
Accreditation and

documents to Division Training
Chief, Accreditation and Mag:?\/?g;e”t
Certification Division,

TSATMS to (TSATMS)
designate/assign training Chief,
evaluator(s)/ assessor(s) Transportation
and subsequently forward Regulation
to the Chief, Accreditation Officer
and Certification Section,

TSATMS for processing Training
and to give guidance on the Specialist IV
assigned training

evaluator/assessor.

4. Designated/assigned None 1 Hour Training
training evaluator(s)/ Specialist |
assessor(s) to examine, o
evaluate and process Training
documentary requirements Specialist Il
su_bmltted by the_ applicants Training
using the checklist Specialist Ill
provided for the purpose to
check its completeness Intelligence
and compliance with the Officer 2
OTS policy or
memorandum circular on
accreditation/
reaccreditation, including
processing of applications
of the requirement for
certification of three (3)
pool of instructors of ICS
(refer to Certification for
Instructor)

. TSATMS writes letter to the | None 2 hours Training
applicant(s), Specialist |
Head/representative of o
training ICS/applicant to Training
acknowledge receipt of Specialist |l
appllcatl_on, while o Training
processing the application Specialist Il

Intelligence
Officer 2

. TSATMS Accreditation and | None | 5 working days Training

Certification Division, Specialist |
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TSATMS/OTS CJ
secretariat, upon
completion of document
review/processing, shall:

6.1 Schedule survey/site
visit/inspection of the
training facility to check
that all presented in
the documents are in
place;

6.2 Prepares summary of
findings/lacking
requirements, for non-
compliance
applicants, to be
attached in the letter to
the applicant(s)/
endorsing company/
referrals.

Training
Specialist Il

Training
Specialist Il

Intelligence
Officer 2

7. TSATMS prepares and
submits reports on result
of  site-visit/inspection,
including letter reply to
the applicant to the
Administrator, OTS
through the Director,
TSATMS and concurred
by the Deputy
Administrator, OTS
regarding  result  of
inspection/survey of
training facility and
document review, with
the recommendations,
as follows:

7.1 For the compliant
applicants, to submit
result of evaluation to
OTS Accreditation
(AB), for deliberation
and decision;

7.2 For non-compliant
applicants, to require
applicant ICS to submit
lacking documentary
requirements/corrective

None

5 working days

Training
Specialist |

Training
Specialist Il

Training
Specialist Il

Intelligence
Officer 2
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actions on the
deficiencies noted
during the
inspection/site-visit

8. TSATMS sends through
Record Section, via mail or
other means, letter to the
applicant ICS, informing
them on the result of
evaluation and/or submit
lacking requirements and/or
corrective actions on
deficiencies noted during
the site-visit inspection,
within thirty (30) days, upon
receipt letter from OTS

None

10 minutes

Training
Specialist |

9. TSATMS prepares and
submits to Administrator,
OTS, Notice of Meeting,
together with the other
agenda for approval and
signature, and provides
copies of approved Notice
of Meeting to the members
of the Accreditation Board
(AB)

None

2 hours

Training
Specialist Il

10.0TS CJ deliberates the
result of evaluation of
TSATMS, then
subsequently approves and
adopts it and recommends
to the Administrator and
Chairman, AB granting and
issuance of certificate of
accreditation

None

4 hours

Administrator lI,
Office of the
Administrator

Deputy
Administrator

Director 1V,
Transport
Security
Accreditation and
Training
Management
Service
(TSATMS)

Director 1V,
Transport
Security
Oversight and
Compliance
Service (TSOCS)
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Director 1V,
Transport
Security Risk and
Management
Service (TSRMS)

Director IV, Legal
Service

Director 1V,
Transport
Security Policy
and Program
Service (TSPPS)

Chief,
Transportation
Regulation
Officer
Training
Specialist IV
Training
Specialist Il
Training
Specialist |
11. TSATMS Reviews the None | 3 working days Training
submitted lacking Specialist |
requirements of the o
applicant with previously Training
noted deficiencies/lacking Specialist Il
requirements, to check its Training
compl_eteness. If already Specialist Ill
compliant, then refer to No.
5, then follow the Intelligence
succeeding work Officer 2
instructions
12. TSATMS prepares memo, None | 5 working days Training
together with the necessary Specialist IV
documentation and o
resolution for signature of Training
the members of the CJ and Specialist |
forward it to the
Administrator, OTS, and
Chairman, CJ, for his
approval and signature
13.0TS Issues the Certificate None 10 minutes Administrator 111,

of Accreditation

Office of the
Administrator
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Director 1V,

Transport
Security
Accreditation and
Training
Management
Service
(TSATMS)
19. TSAMS writes/send letter None 2 hours Training
informing the applicant- Specialist Il
training ICS on the approval
of their application for
accreditation
20. Dispatches Certificate of None 10 Minutes Training
Accreditation to OTS Specialist |
Record Section for release
to ICS.
TOTAL: | None 21 days

92




13. Monitoring and Evaluation of Training conducted by OTS

Accredited Training Institution, Center, School (ICS)
To ensure that accredited training school follow and maintain the quality of training in
accordance with the OTS prescribed standard.

Office or Division:

Accreditation and Certification Division

Classification:

Complex

Type of Transaction:

G2G - Government to Government
G2B - Government to Business

Who may Avail: Aviation and Maritime Stakeholders
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Notification to OTS (1 original copy) Head/representative of ICS
Requirements of participants in accordance Applicant/ Head/representative of ICS
with the certification requirements
Certificate of Employment Company6s Administr
FEES
CLIENT TO | PROCESSING PERSON
STEPS AGENCY ACTION BE TIME RESPONSIBLE
PAID
1. Submit . Records Section receives None | 30 Minutes | Intel Agent Aides
application training notifications, together Records Section
documents with the documentary
to OTS requirements of participants
Records for certificated courses, from
Section the OTS accredited training
institution, school or center
(ICS) then forwards it to
Administrator for his
instruction/notification.
. Office of the Administrator, None | 1 working day | Admin Officer V
OTS receives, records, Office of the
stamps letter Administrator
notification/documents and .
the Administrator, OTS Administrator |l
provides guidance, then A%fflc_:e_otf tTe
endorses to the Director of ministrator
Transportation Security
Accreditation and Training
Management Service
(TSATMS)
. Director, TSATMS receives None 4 hours Director 1V,
applications/ documents of Transport
ICS for accreditation/re- Security
accreditation, from the Accreditation and
Administrator 6 Maan:";'nmgem
forwards applications/ Se?\/ice
docum(_ant_s to Division _C_:hle_f, (TSATMS)
Accreditation and Certification
Division, TSATMS to
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designate/assign training
evaluator(s)/ assessor(s) and

Transportation

documents and recommends
for the Administrator, OTS
approval to:

subsequently forward to the Regulation
Chief, Accreditation and Officer
Certification Section, Trainin
TSATMS for processing and Specialis?lv
to give guidance on the

assigned training

evaluator/assessor.

. TSATMS writes letter to the None 2 hours Training
applicant(s), Head/ Specialist |
representative of training .
ICS/applicant to acknowledge Training
receipt of application, while Specialist Il
processing the application. Training

Specialist 11l
Intelligence
Officer 2
Designated/assigned training | None | 1 working day Training
evaluator(s)/ assessor(s) to Specialist |
examine, evaluate and .
process documentary Training
requirements of the Specialist |l
participants of the training Training
course, accordance with the Specialist Ill
requirement for certification
and background check, Intelligence
submitted by the applicants Officer 2
using the checklist provided
for the purpose to check its
completeness and
compliance with the OTS
policy

. TSATMS prepares and None 2 working Training
routes to the concerned Days Specialist |
officer/ personnel/ o
offices/services, memo/ Training
necessary documents, Specialist |
together with the travel order Training
or memorandum directive, Specialist I
fund request and letter reply
to the ICS on the result of the Intelligence
review and evaluation and Officer 2
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6.1 Informs that ICS on the
result of review/evaluation
of documents, with or

without deficiency/lacking
requirements;

6.2 Training reference
number, for the specific
course;

6.3 Sends/not send trainings
evaluator/assessor during
the conduct of the
Training;

6.4 Requires accredited ICS
to submit an after training
report and completion of
documentary
requirements, if there is
any, including summary of
rating, photograph during
the conduct of training,
photocopy of written
examination of
participants,
evaluation by the
participants.

. TSATMS prepares and routes
to the concerned
officer/personnel/ office/
service, an After Activity
Report, together other related
documents in 7.3, based on
the report of OTS accredited
ICS and OTS training
evaluator/assessor, if there is
any, and Letter reply to
accredited ICS, for
Administrator, OTS approval,
with the following information:

7.1Findings/deficiencies noted
during the conduct of
training, including but not
limited to the course
program, instructor,
participants, facility/venue,
training materials, etc;

None

2 working
Days

Training
Specialist |

Training
Specialist Il

Training
Specialist 11l

Intelligence
Officer 2
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7.2Names of participant, who
have successfully
completed the
requirements of the course,
with lacking requirements
will not be enrolled in the
OTS database of
AVSEC/MARSEC trained
personnel. Giving the ICS
to comply with 30 days,
upon receipt of the letter
and/or completion of the

training.

8. TSATMS enroll names of None 2 Hours Training
compliant participants in the Specialist Il
OTS data base

9. Sends letter to OTS None 10 mins Training
accredited ICS through OTS Specialist |

Record Section, OTS, via mail
or other means.

TOTAL: | None | 7 days and 40
minutes
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14. Request to Conduct Training for Stakeholders

To respond to the client/stakeholders request for aviation security training within the
prescribed period.

Office or Division:

Training and Program Development Division

Classification:

Simple

Type of Transaction:

G2G - Government to Government
G2B - Government to Business

Who may Avail:

Aviation Stakeholders

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Letter Request (1 original copy)

Head of Company

CLIENT
STEPS

AGENCY ACTION

FEES
TO
BE

PAID

PROCESSING
TIME

PERSON RESPONSIBLE

1. Submit
application
documents to
OTS Records
Section

Records Section
receives, checks and
stamps
applications/documents
and forwards to the
Office of the
Undersecretary
(OQUSEQ).

None

30 Minutes

Intel Agent Aides
Records Section

Receives, records and
provides guidance and
endorses to the
Director of
Transportation Security
Accreditation and
Training Management
Service

None

1 day

Admin Officer V Office of the
Administrator

Administrator Ill Office of the
Administrator

Receives from the
Admini strat
the applications/
documents and
forwards to the
Director,
Transportation Security
Accreditation and
Training Management
Service (TSATMS)

None

10 Minutes

Intel Officer |

Director, TSATMS
receives applications/
documents and
forwards to Division
Chief, Training Program
Development Division
(TPDD)

None

1 Hour

Director IV, Transport
Security Accreditation and
Training Management
Service (TSATMS)

Training Specialist IV
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3.1 Section Chief,
TPDD to prepare Memo
for the Administrator
and proposed letter
reply to the
client/stakeholder

None

3 Hours

Training Specialist IV
TSATMS

4. Route the Memo
and letter reply for
concurrence/ signature
of the Deputy
Administrator

None

4 Hours

Training Specialist | TSATMS

Deputy Administrator

5. Request Approval
and Signature of the
Administrator, OTS to
the Memo and Letter
reply to the client/
stakeholder s

None

4 Hours

Administrator Ill, Office of the
Administrator

5.1. If YEST
prepares letter reply
with training schedule

None

2 Hours

Training Specialist IV
TSATMS

2. Receive a
reply letter

5.1.1 Dispatch/
release of letter to
stakeholder by the
Records Section

None

1 Hour

Training Specialist | TSATMS

5.2 If NO i prepares

letter reply informing
them the OTS cannot
provide the said
training.

None

2 Hours

Training Specialist IV
TSATMS

2. Receive a
reply letter

5.2.1 Dispatch/
release letter to
stakeholder by the
Records Section

None

10 Minutes

Training Specialist IV
TSATMS

TOTAL:

None

3 Days, 3
Hours and 50
Minutes
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15. Simple Request for Information (via e-mail, fax, social

media or Short Message Service (SMS) Hotline)
The OTS recognizes the right of the people to information on matters of public concern.
Access to official records, and to documents, and papers pertaining to official acts,
transactions, or decisions, as well as to government research data used as basis for
policy development, shall be afforded the citizen, subject to such limitations as may
be provided by law. As such, the Public Affairs Division develops programs to have
the policies, plans and activities of the agency understood by the public.

Office or Division: Public Affairs Division (PAD)

Classification: Simple

Type of Transaction: G2C - Government to Citizen
G2B - Government to Business

G2G - Government to Government

Who may Avail:

Public, Media, and Transport Operators

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Written request for information

All request for public information shall be coursed
through the Public Affairs Division, through any of
the specified platforms: e-mail, fax, social media,

and OTS SMS Hotline

FEES TO BE | PROCESSING PERSON

CLIENT STEPS | AGENCY ACTION PAID TIME RESPONSIBLE
1. Submit simple | 1. Receives,

request for assesses, and Information

information responds to Officer |

via e-mail, simple request Public Affairs

fax, social for information None 1 day Division (PAD)

media or SMS Infor%ration

Hotline Officer Il

PAD
TOTAL: None 1 day
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16.

Freedom of Information (FOI) Request

The OTS recognizes the right of the people to information on matters of public

concern. Access to official records, and to documents, and papers pertaining to
official acts, transactions, or decisions, as well as to government research data
used as basis for policy development, shall be afforded the citizen, subject to such
limitations as may be provided by law. As such, the Public Affairs Division
develops programs to have the policies, plans and activities of the agency

understood by the public.

Office or Division:

Public Affairs Division (PAD)

Classification:

Highly Technical

Type of Transaction:

G2C - Government to Citizen
G2B - Government to Business
G2G - Government to Government

Who may Avail:

Public, Media, and Transport Operators

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

FOI request form (2 original copies)

e-FOI portal / OTS Website
(https://ots.gov.ph/images/downloads/FOl Reques

t Form.pdf) / OTS Public Aff
(for walk-in clients)
Any Valid Government-issued ID (1 | Philhealth
photocopy) Pag-ibig
GSIS/ SSS
NBI
DFA
LTO
COMELEC
Barangay Hall
PHILPOST
Student ID (1 photocopy) Schools/ Colleges/ Universities
Company ID (1 photocopy) Company
FEES TO BE | PROCESSING PERSON
CLIENT STEPS | AGENCY ACTION PAID TIME RESPONSIBLE
1. Accomplish 1.1. Stamp
and submit RECEIVED
Request for with the
Information date and
form via e-FOI time of
or to the OTS receipt of OTS FRO
Records the request Records Section
Section for
) . None 1 day
information,
and the
name and
position of
the FOI
Receiving
Officer
(FRO); or in
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case of
electronic
FOI request,
mail an
electronic
acknowledg
ement

1.2.Retrieves
information /
document
requested,
and
endorses to
OTS FOI
Decision
Maker
(FDM)

None

10 days

1.3.Reviews,
and accepts
or denies
request for
information

1.4.Endorses to
the
Administrato
r for
approval

None

1.5. Approves
FOI request

None

3 days

OTS FDM
Deputy
Administrator

Administrator
Office of the
Administrator

2. Receive the
document

. Releases

information /
records

None

1 day

OTS FRO
Records Section

TOTAL:

None

15 Days
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17. Filing Complaints

The OTS recognizes the need to establish public assistance and complaints desk

and provide the public hotline number/s which should be purposely set up to effectively
receive feedback and monitor customer satisfaction in conformity with RA 9485
otherwise known as the Anti-Red Tape Act, as amended by RA 11032. Hence, the
Public Affairs Division establishes mechanisms in providing a fast and accessible ways
for the public to send their complaints and feedback.

Office or Division:

Public Affairs Division (PAD)

Classification:

Simple / Complex

Type of Transaction:

G2C - Government to Citizen
G2B - Government to Business
G2G - Government to Government

Who may Avail:

Public, Media, and Transport Operators

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Written complaint / Client Feedback
Form (1 original copy)

OTS website (https://ots.gov.ph/complaint-
feedback) / OTS SMS Hotline / Facebook /

Citizends Hotline 8888
Any Valid Government-issued ID (1| Philhealth
photocopy) Pag-ibig
GSIS/ SSS
NBI
DFA
LTO
COMELEC
Barangay Hall
PHILPOST
Student ID (One photocopy) Schools/ Colleges/ Universities
Company ID (One photocopy) Company
FEES TO BE | PROCESSING PERSON
CLIENT STEPS | AGENCY ACTION PAID TIME RESPONSIBLE
1. Accomplish a 1.1 Receives and
complaint form | acknowledges Information
or submit a receipt of complaint, Officer Il
written and informs the DF;\l/JiZIiI(():nA(fL?AI\rS)
complaint via complaingnt of the None OR
e-mail /fa_x/ action being Information
SMS Hotline / | undertaken Officer |
Citizene 1 day PAD
Hotline 8888
1.2 Assesses and Information
endorses the Officer V PAD
complaint to the OR
concerned Office / None Information
Service / Division Officer Il
PAD
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1.3 Conducts
inquiries or a fact-
finding
investigation

None

7 Days

(depending on
the nature and

extent of

complaint to be

investigated

Ref: RRACS)

Transportation
Regulation Officer
I
Transport
Security Risk
Management
Service (TSRMS)
OR
Supervising
Transportation
Regulation Officer
Administrative
Division

1.4 Prepares
investigation report

None

1.5 Prepares
official
communication

1.6 Approves and
signs response
letter

2. Receive official
communication

2. Release of
official
communication

None

1 day

Transportation
Regulation Officer
I
TSRMS
OR
Supervising
Transportation
Regulation Officer
Administrative
Division

Information
Officer Il
PAD
OR
Information
Officer |
PAD

1 day

Administrator
Office of the
Administrator

Information
Officer |
PAD OR

Information
Officer Il

PAD

TOTAL:

None

10 Days
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18. Filling up Vacant Positions

Recruitment of qualified Internal and External candidate to fill the vacant

position.

Office or Division:

Human Resource Section, Administrative Division

Classification:

Highly Technical

Type of Transaction:

G2C - Government to Citizen
G2G i Government to Government

Who may Avail:

All interested personnel

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Letter of Intent (1 original copy) Applicant
Resume/ Personal Data Sheet (1 Applicant
original copy)

Certificate of Eligibility (1 photocopy) SC/PRC/CSC
Diploma or Transcript of records (1 School

photocopy)

Certificate of Trainings and Seminars
(1 photocopy)

Respective training schools/institution

For insider applicant

Individual Performance Commitment Applicant
Report Form (1 copy)
FEES TO BE | PROCESSING PERSON
CLIENT STEPS | AGENCY ACTION PAID TIME RESPONSIBLE
1. Publish vacant Administrative
items Officer IV
None Recruitment and
Selection Section
1. Submit all the 2. Accept c ter Operat
required application form None ompu elrl perator
documents and supporting Records Section
documents
3. Check the Intelligence Officer |
completeness Human Resource
of documents Section
attached to the Intelligenf:)er: Officer |
application form None Recruitment and
10 Days Selection Section
Or
Info System
Researcher
Recruitment and
Selection Section
4. PSB Supervising
Secretariat Transportation
Pre-screens None Regulation Officer
the applicants Hum%” Rt_esource
5. HR Staff egl'r"”
prepares the None Training Specialist Il
line-up Administrative

reflecting the

Officer Il
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Human Resource

Comparative
and Section
competence Or
and Info Systems
Qualification of Reifj?ri:ecnrle;n g
candidates Selection Section
based on
prescribed
criteria
. Submits to the
HRMPSB for
deliberation en None
banc.
HRMPSB Director IV
evaluates and Administrative and
deliberates en Finance Service
banc the Or
gualification of Chief, Human
those who are Resource
listed and Human R_esource
submits to the None Secc)tion
appOIn.tlng Training Specialist 11
authority a . Human Resource
comprehensive Section
report of Or
Candidatgzs Administrative
screened. Officer Il
10 Days Human Resource
. Appointing Section
authority Or
selects from 'Q;OS esgrsctﬁg:
ﬁ\r/réoggptl?(?amg None Recru_itment apd
Selection Section
deemed most
qualified for Director of the
appointment Service where the
HR staff to post vacancy exists;
to the website Designated
and other Emplo_ye_es
conspicuous Association
place for at representatives
None
least 15
calendar Days
announcing the
appointment of
the employee.
TOTAL: None 20 Days
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19. Issuance of Service Record/Certificate of Employment
Official document to record years of service in the government

Office or Division:

Administrative Division

Classification: Simple

Type of G2C i Government to Citizen
Transaction: G2G 1 Government to Government
Who may Avail: All interested employees

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Letter request (1 original copy)

Personnel/office concerned

FEES TO | PROCESSING PERSON
CLIENT STEPS | AGENCY ACTION BE PAID TIME RESPONSIBLE
1. Submit the 1. Receives
request to the request and
Administrative prepare the
Division requested None
documents for Intelligence Officer |
signature of the Service Record
authorized _or
signatories Intelllge_nce Officer |
— Recruitment and
2. Upon signing of Selection Board
the document Or
(Certificate of Intelligence Officer |
Employment or 3 Days Service Record
Service Record), None Or
the Admin staff Intelligence Officer |
shall record the Employees Benefits
issued documents
to the requestor.
3. Record to the log
book the
Certificate of
None
Employment or
Service Record
issued.
TOTAL: None 3 Days
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20. Preparation and Payment of Remittances
To prepare remittance lists for GSIS, Pag-lbig, Philhealth, AMWSLAI, AFPSLAI,
PSMBFI, & NEATS and for payment through bank or issuance of checks.

Office or

Division: Finance Unit

Classification: Complex

Type of Government to Government, Government to Business Entity
Transaction:

Who may Avail: GSIS, Pag-lbig, Philhealth, AMWSLAI, AFPSLAI, PSMBFI, & NEATS

CHECKLIST OF
REQUIREMENTS

WHERE TO SECURE

1. Billing Statement

(1 printed copy

Office Concerned

of the electric copy) Finance Unit
2. Payroll (1 photocopy)
CLIENT STEPS AGENCY FEES | PROCESSING PERSON RESPONSIBLE
ACTION TO TIME
BE
PAID
1. Submit billing | 1. Receives | None Two (2) Administrative Officer IlI
statement thru E- | billing minutes or
mail. statement Administrative Assistant Il
or
Administrative Assistant VI
or
Intelligence Officer |
Finance Unit
2. None One (1) Administrative Officer IlI
Encodes/inputs working day & or
all Seven (7) Administrative Assistant Il
loans/premium hours or
adjustments to Administrative Assistant VI
the payroll. or
Intelligence Officer |
Finance Unit
3. Checks the | None One (1) Administrative Officer 11l
amount of working day & or
remittance list if Seven (7) Administrative Assistant Il
matched to the hours or
general payroll. Administrative Assistant VI
or
Intelligence Officer |
Finance Unit
4. Prints all | None One (1) Administrative Officer IlI
remittance list working day or
for the Administrative Assistant I
preparation of or
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Disbursement
Voucher (DV).

Administrative Assistant VI
or
Intelligence Officer |

Finance Unit

5. Reviews and | None | One (1) hour Administrative Officer 11l

signs the or

remittance list Administrative Assistant Il

and forwards to or

Admin Division Administrative Assistant VI

for signature of or

DV. Intelligence Officer |
Finance Unit

6. Forwards to | None Five (5) Intelligence Officer |

Accounting minutes or

Unit. Intelligence Agent |
Finance Unit

7. Receives by | None | One (1) hour & Accountant IV

the Accounting Fifty five (55) and

Unit for minutes Administrative Officer Il

processing and and

signature of the Intelligence Agent Aide

Chief

Accountant. Accounting Unit

8. Forwards the | None Five (5) Administrative Assistant Il

approved DV, minutes or

BURS/ORS, Intelligence Officer |

and other or

supporting Intelligence Agent Aide

documentsto

Finance Unit. Accounting Unit

9. Receives | None | Fifty five (55) Intelligence Officer |

and check the minutes or

completeness Intelligence Agent |

of signatories

of the approved Finance Unit

DV,

BURS/ORS,

and other

supporting

documents

from the

Accounting

Unit.

10. Prepares | None | One (1) hour Administrative Officer V

List of Due and

or
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Intelligence Agent Aide

Demandable
Accounts
Payable- Finance Unit
Advice to Debit
Account
(LDDAP-ADA,
Summary  of
LDDAP-ADAsS
Issued and
Invalidated
ADA  Entries
(SLIIE), Advice
of Checks
Issued and
Cancelled
(ACIC), and
Checks.
11. Forwards | None Five (5) Intelligence Officer |
LDDAP-ADA to minutes or
Accounting Intelligence Agent |
Unit.
Finance Unit
12.Receives None Three (3) Accountant IV
the LDDAP- hours & Fifty and
ADA by the five (55) Administrative Officer Il
Accounting minutes and
Unit for review Intelligence Agent Aide
and signature or
of the Chief Intelligence Agent Aide
Accountant.

Accounting Unit
13.Forwards to | None Five (5) Intelligence Agent Aide
Finance  Unit minutes
the LDDAP- Accounting Unit
ADA.
14.Receives by | None | Fifty five (55) Chief Administrative Officer
the Finance minutes and
Unit the Administrative Officer V
LDDAP-ADA and
for review and Intelligence Officer |
signature of the or
Chief Finance Intelligence Agent |
Unit.

Finance Unit
15. Forwards to | None Five (5) Intelligence Officer |
Office of the minutes or

Administrator.

Intelligence Agent |
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Finance Unit

16. Receives | None Three (3) Administrator
by theOffice of hours & Fifty and
the five (55) Administrative Officer V
Administrator minutes or
for his Intelligence Officer |
signature.
Office of the Administrator
17.Forwards None Three (3) Administrative Officer V
signed LDDAP- minutes or
ADA, SLIIE, Intelligence Officer |
ACIC and
Checks to Office of the Administrator
Finance Unit.
18.Receives None Two (2) Intelligence Officer |
signed LDDAP- minutes or
ADA, SLIIE, Intelligence Agent |
ACIC and
Checks from Finance Unit
Office of the
Administrator.
19.Forwards None | Two (2) hours | Photographer lll/Liaison Officer
LDDAP-ADA, or
SLIIE and Intelligence Agent |
ACIC and or
deposit check Intelligence Agent Aide
to Pa)
account to Finance Unit
Government
Servicing Bank.
20.Records the | None Fifteen (15) Administrative Officer 11l
Checks minutes
deposited to Finance Unit
the Warrant
Register.
None Four (4)
TOTAL: working days,

Six (6) hours &
Seventeen
(17) minutes
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21.

Disbursements through LDDAP-ADA and Checks

Payable to Other Government Agencies and Business

Entities for Delivery of Supplies/Services

To disburse through List of Due and Demandable Accounts Payable-Advice to
Debit Accounts (LDDAP-ADA) and checks payable to other government
agencies and business entities for supplies delivered and services rendered.

Office or Division:

Finance Unit

Classification: Simple

Type of Transaction:

Government to Government
Government to Business

Who may Avail:

Other Government Agencies
Business Entities

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Supplies:

1. Approved DV (1 original copy) Accounting Unit

2. Approved BURS/ORS (1 Accounting Unit
original copy)

3. Billing Statement (1 original | Other Government Agencies/Business Entities
copy)

4. Inspection and Acceptance Concerned Office/Division
Report (1 original copy)

5. Request of Inspection of Concerned Office/Division
Deliveries (1 original copy)

6. Purchase Order (1 original Concerned Office/Division
copy)

7. Attendance (1 original copy) Concerned Office/Division

8. Sales Invoice, Official Receipt, | Other Government Agencies/Business Entities
Delivery Receipt (1 original
copy)

9. Approved Memorandum (1 Records Section

certified true copy)

10.BAC Resolution (1 -certified

true copy)

Records Section

11.Pictures for documentation (1

certified true copy

Concerned Office/Division

Services:

1. Approved DV (1 original copy) Accounting Unit

2. Approved BURS/ORS (1 Accounting Unit
original copy)

3. Purchase Order (1 original Concerned Office/Division
copy)

4. Approved Memorandum (1 Records Section
certified true copy)

5. Memorandum of Agreement Records Section

(1 certified true copy)
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6. Contract/Service Agreement
(1 certified true copy)

Records Section

7. Pictures for documentation (1
certified true copy)

Concerned Office/Division

CLIENT STEPS AGENCY FEES | PROCESSING PERSON
ACTION TO TIME RESPONSIBLE
BE
PAID
1.Submit all 1.Receives None Ten (10) Intelligence Officer |
requirements. approved minutes or
Disbursement Intelligence Agent |
Voucher (DV)
with Finance Unit
Supporting
Documents
from
Accounting
Unit.
2.Checks for | None Thirty (30) Intelligence Officer |
completeness minutes or
of signatories. Intelligence Agent |
Finance Unit
3.Prepares None Three (3) Administrative Officer
List of Due hours \%
and or
Demandable Intelligence Agent Aide
Accounts
Payable- Finance Unit
Advice to
Debit Account
(LDDAP-
ADA,
Summary of
LDDAP-ADA
Issued and
Invalidated
ADA Entries
(SLIE),
Advice of
Checks
Issued and
Cancelled
(ACIC), and
Checks.
4. Forwards | None Five (5) Intelligence Officer |
LDDAP-ADA minutes or

Intelligence Agent |
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to Accounting
Unit. Finance Unit
5.Receives None Three (3) Accountant IV
the LDDAP- hours & Fifty and
ADA by the five (55) Administrative Officer Il
Accounting minutes and
Unit for Intelligence Agent Aide
review and
signature of Accounting Unit
the Chief
Accountant.
6.Forwards to | None Five (5) Intelligence Agent Aide
Finance Unit minutes
the LDDAP- Accounting Unit
ADA.
7.Receives None | One (1) hour & | Chief Administrative
by the Fifty five (55) Officer
Finance Unit minutes and
the LDDAP- Administrative Officer
ADA for Vv
review and and
signature of Intelligence Officer |
the Chief or
Finance Unit. Intelligence Agent |
Finance Unit
8. Forwards | None Five (5) Intelligence Officer |
to Office of minutes or
the Intelligence Agent |
Administrator.
Finance Unit
9. Receives | None Three (3) Administrator
by theOffice hours & Fifty and
of the five (55) Administrative Officer
Administrator minutes \%
for his or
signature. Intelligence Officer |
Office of the
Administrator
10.Forwards | None Three (3) Administrative Officer
signed minutes \%
LDDAP-ADA, or
SLIIE, ACIC Intelligence Officer |
and Checks
to  Finance Office of the
Unit. Administrator
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Intelligence Officer |

11.Receives | None Two (2)
signed minutes or
LDDAP-ADA, Intelligence Agent |
SLIIE, ACIC
and Checks Finance Unit
from Office of
the
Administrator.
2.Receive the 12.Forwards | None | Eight (8) hours Photographer
payment in your LDDAP-ADA, [ll/Liaison Officer
respective bank SLIIE and or
accounts or checks. | ACIC to Intelligence Agent |
Government or
Servicing Intelligence Agent Aide
Bank or
iIssues Finance Unit
Checks to
payee.
3. Receive an 13.Records None | Fifteen (15) Administrative Officer
Official Receipt the Checks minutes 11
(OR). issued to
Payee. Finance Unit
TOTAL: | None 22 Hours
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22. Filing of Pleadings and/or Motions
The Office for Transportation Security provides for a clear procedure in the
handling of administrative complaints filed by the Administrator or employees,
whether permanent or contractual with appointment and accord them with due
process in accordance with pertinent laws, rules and regulations, and prevailing

jurisprudence.

Office or Division: | Legal Service (LS)

Classification: Simple

Type of
Transaction:

G2C i Government to Client
G2G 1 Government to Government

Who may Avail: Administrator

Any aggrieved party including OTS, as represented by the

Counsel on record or duly authorized representative of the party

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Pleading or motion including its
supporting documents (1 original copy)

Requesting party

Requirements:

A. Complaint
Must be in writing and subscribed and to
by the complainant;

Requesting party

Must contain the following:
a. Full name and address of the
complainant

Requesting party

b. Full name and address of the
person complained of as well as
his/her position and office of
employment

Requesting party

c. A narration of the relevant and
material facts which shows the acts
or omissions allegedly committed;

Requesting party

d. Certified true copies of
documentary evidence and
affidavits of his/her witnesses, if
any; and

Requesting party

e. Certification of Non-Forum
Shopping duly notarized by a
commissioned Notary Public.

Requesting party

B. Motions for Reconsideration
Motion for Reconsideration (1 original

copy)

Requesting party

FEES TO BE | PROCESSING PERSON
CLIENT STEPS | AGENCY ACTION PAID TIME RESPONSIBLE
1. Approach the 1. Greets client and o
Receiving Clerk receives pleading Agml'mtStr?tlll\{e
and submit or motion None 20 Minutes ssistant |
verified pleading Lega(ILSS‘imce
or motion,
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supporting

documents
1.1. Examines
pleading or motion o _
and check Adml_nlstratlve
completeness and None A33|it§nt I
compliance with
formalities
1.2 Explains
requirements and - :
advises client to Administrative
. None Assistant 11|
comply, if there are LS
deficiencies
2. Accept a 1.3 Stamps
ASTAMPEDORARECEI VEDO¢ Administrative
receiving copy of | signs on the copy None Assistant Ill
the pleading or of the pleading or LS
motion motion
3. Accomplish 2. Returns stamped
and drop receiving copy of
Feedback Form in | the pleading or Administrative
the designated motion and reminds : .
. . None 10 Minutes Assistant ll1
box client to accomplish LS
and drop Feedback
Form in the
designated box.
TOTAL: None 30 Minutes
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23. Request for Copy of Records and/or Documents

Courts and administrative bodies exercising quasi-judicial and/or investigative
functions by means of the compulsory process of subpoena duces tecum, in aid of
investigation and/or determination or resolution of pending cases and such other
officials or entities duly authorized by competent authorities are allowed access to
records and/or documents through a formal request asking for a copy of records
and/or documents.

Office or Division:

Legal Service (LS)

Classification:

Simple

Type of
Transaction:

G2C i Government to Client
G2G 1 Government to Government

Courts and administrative bodies exercising quasi-judicial and/or
investigative functions

and/or documents (1 original copy)

Who may Avail: Government officials or entities duly authorized by competent
authorities
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Formal request for copy of records Avaliling party shall initiate the formal request

CLIENT STEPS

FEES TO BE | PROCESSING PERSON

AGENCY ACTION SAID TIME RESPONSIBLE

1. Submit a
formal request for
copy of records
and/or documents

1. Stamps
ARECEI VED{(
name of unit and
date received. Print
name of receiving
staff and affix
signature and time Assistant ]
repglved on the None 10 Minutes Legal Service
original and (LS)
duplicate copy of
request. Make
appropriate
entries/encoding to
the logbook

Administrative

2. Retrieve the

requested records. Administrative

None Assistant Il
. LS
30 Minutes

2.1 Photocopies Administrative
requested None Assistant IlI
documents. LS
3. Forwards to
Records Un|t and Admi_nistrative
Certifies None 10 minutes Asyitgnt .

photocopies as
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faithful reproduction
of the record on file.
3.1 If records are
not available,
inform the client
that the requested
documents/records
are not available.
The information
shall be put in
writing.

Computer
Operator |l
Records Section

4. Asks client to
sign at the receipt

Administrative

: None 5 Minutes Assistant Il|
portion of the LS
formal request
2. Receive the 5. Release
documents requested
requested then documents/records
accomplish and to clients and Administrative
drop a Feedback | reminds client to None 5 Minutes Assistant Ill
Form in the accomplish and LS
designated box. drop Feedback

Form in the

designated box

TOTAL: None 1 Hour
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24. Request for Legal Opinion or Comment
The Office for Transportation Security provides a sound and quality legal
opinion or comment on matters of its expertise and/or depending on the available
references, supporting documents and information provided by the requesting

party.

Office or Division:

Legal Service (LS)

Classification:

Simple

Type of G2G 1 Government to Government
Transaction:
Who may Avail: Government official or employee

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Approved Memorandum Request for
Legal Opinion or Comment with complete
attachments or references (1 original

Requesting party

copy)
FEES TO BE | PROCESSING PERSON
CLIENT STEPS AGENCY ACTION PAID TIME RESPONSIBLE
1. Submit an 1. Stamps
Approved ARECEI VEDGQ(
Memorandum name of unit and Administrative
Request for Legal | date received. Print Assistant Il
Opinion or name of receiving Legal Service
Commenttothe | staff and affix (LS)
receiving clerk fé%r;?\fg(rjeoa;]ntcﬁlgme None 10 Minutes
original and
duplicate copy of
request. Make
appropriate
entries/encoding to
the logbook
2. Assigns the Director
request to a legal LS
officer None 30 Minutes Or
Officer-in-Charge
LS
3. Reviews the Attorney V
request and LS
prepares initial draft None 2 Days Or
Attorney IV
LS
4. Initial review of Director
the draft prepared LS
by the legal officer None 1 Day - Or
Officer-in-Charge
LS
5. Final review and Attorney V
signs the final draft None 1 Day IE)Sr
Attorney IV
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6. Finalizes and Director
signs the final and LS
official legal opinion None 1 Day Or
or comment Officer-in-Charge
LS
2. Receive the 7. Dispatch of final
documents and official Legal
requested then Opinion and/or
accomplish and Comment and Administrative
drop a Feedback reminds client to None 20 Minutes Assistant Il|
Form in the accomplish and LS
designated box. drop Feedback
Form in the
designated box
TOTAL.: None 6 Days
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25. Incoming Communication
To ensure a systematic and efficient management and administration of
official communication and or documents.

Office or Division:

Records Section

Classification:

Simple

Type of Transaction:

Government to Government

Government to Business
Government to Citizen

Who may Avail: All Government Agencies and other Government Instrumentalities
and Citizen
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Document/s (1 copy) N/A
PERSON
CLIENT STEPS AGENCY ACTION FEES TO | PROCESSING | pEgpoy
BE PAID TIME
SIBLE
1. Submit official 1. Checks the
communication correctness and Intelligence
completeness of None 2 mins. Agent Aide
the official Records
communication, if Section
complete logs
official
communication, if
not return to
sender.
2. Receive a 2.St amps ARE¢
signed copy of and sign the official None 2 mins. Intelligence
official communication Agent Aide
communication (original and receiving Records
with fASt copies). Section
3. Logs the official None 1 min. Intelligence
communication Agent Aide
with designated Records
control number. Section
4. Scans the None 5 mins Intelligence
complete official Agent Aide
communication Records
Section
5. Prints official None 2 mins. Intelligence
communication for Agent Aide
filling. Records
Section
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Intelligence

6. Fill up the Routing None 1 min.
Slip Form. Agent Aide
Records
Section
7. Dispatch official None 10 mins Intelligence
communication to Agent Aide
concerned office Records
Section
8. Inputs scanned None 10 mins Intelligence
official Agent Aide
communication to Records
M-Files. Section
TOTAL.: None 33 minutes

Justification: The processing of official communication shall depend on the number and volume of

transaction, but will definitely be processed with in two (2) hours upon receipt.
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Central Office

Internal Services
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26. Filling up Vacant Positions
Recruitment of qualified Internal and External candidate to fill the vacant

position.
Office or Division: Human Resource Section, Administrative Division
Classification: Highly Technical
Type of Transaction: G2C - Government to Citizen
G2G i Government to Government
Who may Avail: All interested personnel
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Letter of Intent (1 original copy) Applicant
Resume/ Personal Data Sheet (1 Applicant

original copy)

Certificate of Eligibility (1 photocopy) SC/PRC/CSC

Diploma or Transcript of records (1 School
photocopy)
Certificate of Trainings and Seminars Respective training schools/institution

(1 photocopy)

For insider applicant

Individual Performance Commitment Applicant
Report Form (1 copy)

CLIENT STEPS | AGENCY ACTION FEES TO BE | PROCESSING PERSON

PAID TIME RESPONSIBLE
1. Publish vacant Administrative
items None Officer IV

Recruitment and
Selection Section

1. Submit all the 2. Accept

; g Computer
;equwed application f_orm None Operator I
ocuments and supporting Records Section
documents
3. Checkthe Intelligence
completeness Officer |
of documents Human Resource
attached to the Seg)t;on
application form Intelligence
None 10 Days Oﬁicer I
Recruitment and
Selection Section
Or
Info System
Researcher
Recruitment and
Selection Section
4. PSB _ Supervising
Secretariat None Transportation
Pre-screens Regulation Officer
the applicants Human Resource
5. HR Staff Section
None Or

prepares the
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calendar Days
announcing the

line-up
reflecting the Specialist Il
Comparative Administrative
and Officer Il
competence Human R_esource
Section
and o
L r
Quah_flcatlon of Info Systems
candidates Researcher
based on Recruitment and
prescribed Selection Section
criteria
Submits to the
HRMPSB for
deliberation en None
banc. Director IV
Administrative
HRMPSB and Finance
evaluates and Service
deliberates en Or
banc the Chief, Human
qualification of Resource
those who are Human Resource
listed and Segr'on
subm_lts_ to the None Training
appom.tlng Specialist Il
authority a Human Resource
comprehensive Section
report of Or
candidates 10 D Administrative
screened. ays Officer Il
Human Resource
. Appointing Section
authority Or
selects from Info System
among the top Researcher
. . None Recruitment and
five applicants Selection Section
deemed most
qualified for Director of the
appointment Service where the
. HR staff to post vacancy exists;
to the website Designated
and other Employees
conspicuous None Association
place for at representatives
least 15
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appointment of
the employee.

TOTAL:

None

20 Days
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27. Filing of Leave
Leave is a right granted to employee not to report for work with or without pay.

Office or Human Resource Section, Administrative Division
Division:

Classification: Simple

Type of G2G 1 Government to Government

Transaction:

Who may Avail: All interested personnel

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Leave Form as prescribed by the CSC

(2 original copies)

Administrative Division

FEES TO | PROCESSING PERSON
CLIENT STEPS | AGENCY ACTION BE PAID TIME RESPONSIBLE
1. Submit to HR, 1. HR staff to Intelligence Agent
AFS the duly receive the None Aide _
signed / filled up request from Employees Benefits
Leave Form the employee _or
2. Timekeeping Intelllger_lce Agent
. Aide
Section 1 Day Leave
personnel to Administration and
compute and None Timekeeping
certify the leave Section
credits of or
employee Intelligence Agent
3. Forward to Aide
Chief, HR for _ Leave
his/her None Adm_lnlstratlo_n and
signature Timekeeping
1 Day Section
4. HR Chiefto Chief, Human
return to the None Resource
HR Staff for Human Resource
recording Section
5. HR staff to Intelligence Agent
record to the None Aide _
employees Employees Benefits
leave card oo
6. HR staff to give IntelllgeAr_nge Agent
copy to the Lela\?e
requesting Administration and
party 1 Day Timekeeping
Section
None or
Intelligence Agent
Aide
Leave
Administration and
Timekeeping
Section
TOTAL: None 3 Days
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28.

Approval of Leave to be used outside the Philippines

Application of employees not to report for work and spend their leave of absence
outside the country.

Office or Division:

Administrative Division

Classification:

Simple

Type of G2C - Government to Citizen
Transaction: G2G - Government to Government
Who may Avail: All interested employees

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Leave Form (2 original copies)

Administrative Division

Letter of request (1 original copy)

Administrative Division

FEES TO BE | PROCESSING PERSON
CLIENT STEPS | AGENCY ACTION PAID TIME RESPONSIBLE
1. Submit the 1. Receives, logs
letter of request and stamped
duly AfRecei ved:
. None
accomplished request from the
Leave Form employee
2. Checks the
completeness  of _ _
documents Intelllge_nce Officer |
bmitted. If found Recruitment and
su L Selection Section
to be incomplete, None or
the Admin  Staff Intel Agent Aide
shall return the Leave
request to the Administration and
1 Day ; .
employee. Timekeeping
Section
3. If complete, or
process the Intel Agent Alde_
Certification of Employees Benefits
available Leave None or
Credit Intelligence Officer |
redits. Service Record
4. If the Leave
balance is not
sufficient,  Admin
staff shall inform None
the employee
concern
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5. Admin Division
Chief to endorse
the document to the
Director AFS and to
the  Administrator

Chief Administrtaive
Officer
Administrative and
Finance Service

for approval. Director IV
None 1 Day Administrative and
Finance Service
Administrator Il
Administrative and
Finance Service
6. Once approved,
informs the
concerned
employee and file Administrative Aide
the by giving copy None 1 Day v
and record the Employees Benefits
leave filed in their
respective  Leave
Card.
TOTAL: None 3 Days
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29. Issuance of Service Record/Certificate of Employment
Official document to record years of service in the government

Office or Division:

Administrative Division

Classification:

Simple

Type of G2C i Government to Citizen
Transaction: G2G i Government to Government
Who may Avail: All interested employees

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Letter request (1 original copy)

Personnel/office concerned

FEES TO BE | PROCESSING PERSON
CLIENT STEPS | AGENCY ACTION PAID TIME RESPONSIBLE
1. Submit the 1. Receives
request to the request and
Administrative prepare the
Division requested None
documents for
signature of the
authorized Intelligence Officer |
signatories Service Record
2. Upon signing of Or
the document Intelligence Officer |
(Certificate of Recrui'_[ment and
Employment or 3 Days Selectlgr; Board
Service Record), None : ,
the Admin staff Intgglgleizg ec %Sg)'?s rl
shall record the Or
issued documents Intelligence Officer |
to the requestor. Employees Benefits
3. Record to the log
book the
Certificate of
None
Employment or
Service Record
issued.
TOTAL: None 3 Days
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30. Filing and Processing of resignation or retirement

Application to leave the job/discontinuance of work

Office or Division: | Administrative Division

Classification: Complex

Type of G2C - Government to Citizen
Transaction: G2G i Government to Government
Who may Avail: All interested employees

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Letter from the retiree/resigned
employee (1 original copy)

Administrative Division

OTS Clearance (1 original copy)

Administrative Division

Certification of Leave Balance (1
original copy)

Administrative Division

Leave Card (1 photocopy)

Administrative Division

Service Records (1 original copy)

Administrative Division

Appointment Paper (1 photocopy)

Employee concern

OTS ID (1 original copy)

Employee concern

Notarized Affidavit i Authorization to
deduct all financial obligation with OTS
(1 original copy)

Employee concern

Notice of salary Adjustment (1 original
copy)

Employee concern

SALN from previous year and current
year (1 original copy)

Employee concern

GSIS Clearance (1 original copy)

GSIS

FEES TO BE | PROCESSING PERSON
CLIENT STEPS | AGENCY ACTION PAID TIME RESPONSIBLE
1. Inquire all the 1. Furnishes the
documents applicant list of
requ_ired for required document None 30 Minutes Administrative Aide
Resignation or v
optional Employees Benefits
retirement or
2. Submit all the | 2. Receives the Administrative
required letter of resignation Officer IV
documents or optional Recruitment and
retirement, log and Selectlo(r;rSectlon
;taRmped . q Intelligence Officer |
the tiemg aen(IJI gat?a of( None 30 Minutes Servw%:?ecord
receipt Intelligence Officer |
Recruitment and
Selection Section
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3. Prepares the
letter of acceptance

Administrative
Officer IV

and Special Order None 2 Days Recruitment and
for approval of the Selection Section
Administrator
4. Receives the
letter of acceptance . Intelligence Officer |
and Special Order None 30 Minutes Service Record
from Administrator
5. Forwards the . : .
documents to . Administrative Aide
Finance Division for None 30 Minutes v ,

: Employees Benefits
processing.

TOTAL: 2 Days, 2
None
Hours
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31. Preparation of Payroll, Payment of Salaries and Allowances,
and Issuance of Pay Slip

To prepare master payroll, payment of salaries and allowances of OTS personnel, and
distribution/issuance of individual pay slip.

Office or Finance Unit
Division:
Classification: Complex
Type of Government to Government
Transaction: Government to Client
Who may Avail: | OTS Personnel
Former Personnel (Retired/Resigned)

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Permanent and Contractual Status:
1.List of Personnel who Admin/HR Unit

submittedDaily Time Record/CSC
Form No. 48(1 original copy)

2.Loan Billings from: GSIS Office
GSIS Pag-IBIG Office
Pag-1BIG AMWSLAI Office
AMWSLAI AFPSLAI Office
AFPSLAI PSMBFI Office
PSMBFI NEATS Treasurer

3.List of NEATS New Members
Job Order Status:

1.Daily Time Record/CSC Form No. Admin/HR Unit
48 (1 original copy)
2.Contract of Service (1 photocopy) Admin/HR Unit
3.Accomplishment Report (1 original OTS Personnel
copy)
FEES
AGENCY TO | PROCESSING PERSON
CLIENT STEPS ACTION BE TIME RESPONSIBLE
PAID
1. Gathers the | None One (1) Administrative Officer IlI
following data: working day & or
1.1 Receives List Six (6) hours | Administrative Assistant Il
of Personnel who or
submitted  Daily Administrative Assistant
Time Record/CSC Vi
Form No. 48 from or
the Administrative Intelligence Officer |
Staff or
1.2 Extracts loan Intelligence Agent Aide
billings from the
different  lending Finance Unit
institutions thru E-
mail except
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PSMBFI which is
personal delivery
1.3 Receives List
of NEATS new
members from the
NEATS Treasurer
1.4 Receives
DTR, Contract of
Service,
Accomplishment
Report of Job
Order personnel
2.Encodes the | None One (1) Administrative Officer IlI
gathered data. working day or
Administrative Assistant Il
or
Administrative Assistant
VI
or
Intelligence Officer |
or
Intelligence Agent Aide
Finance Unit
3.Prints the | None One (1) Administrative Officer IlI
payroll. hour or
Administrative Assistant Il
or
Administrative Assistant
VI
or
Intelligence Officer |
or
Intelligence Agent Aide
Finance Unit
4. Reviews the | None | Two (2) hours Chief Administrative
entry for revisions Officer
and signs the and
payroll. Administrative Officer V
Finance Unit
5.Encodes entries | None One (1) Administrative Officer IlI
in the Land Bank working day & or
of the Phil (LBP) One (1) hour | Administrative Assistant Il
Financial Data or
Entry System for Administrative Assistant
VI
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loading in the or
bank. Intelligence Officer |
or
Intelligence Agent Aide
Finance Unit
6. Prepares | None Thirty (30) Administrative Officer IlI
Disbursement minutes or
Voucher (DV) and Administrative Assistant Il
Budget Utilization or
Request and Administrative Assistant
Status Vi
(BURS)/Obligation or
Request and Intelligence Officer |
Status (ORS). or
Intelligence Agent Aide
Finance Unit
7. Forwards to | None Five (5) Intelligence Officer |
Admin Division the minutes or
DV and other Intelligence Agent |
supporting
documents. Finance Unit
8. Receives by the | None | One (1) hour & Chief Administrative
Admin Division the Fifty five (55) Officer
DV and other minutes and
supporting Administrative Aide Il
documents for
signature of the Administrative Division
Chief
Administrative
Officer.
9. Forwards to | None Five (5) Administrative Aide 11l
Director-AFS the minutes
DV, BURS/ORS, Administrative Division
and other
supporting
documents.
10. Receives by | None | One (1) hour & Director IV
the Director-AFS Fifty five (55) and
the DV, minutes Intelligence Officer |
BURS/ORS, and
other supporting Office of the Director
documents for his
signature.
11. Forwards the | None Five (5) Intelligence Officer |
DV, BURS/ORS, minutes
and other Office of the Director
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supporting
documents to
Budget Division.
12. Receives the | None | One (1) hour & | Administrative Officer V
DV, BURS/ORS, Fifty five (55) and
and other minutes Intelligence Agent Aide
supporting
documents to Budget Division
Budget  Division
for his signature
and funding.
13. Forwards the | None Five (5) Intelligence Agent Aide
DV, BURS/ORS, minutes
and other Budget Division
supporting
documents to
Accounting Unit.
14. Receives the | None | One (1) hour & Accountant IV
DV, BURS/ORS, Fifty five (55) and
and other minutes Administrative Officer Il
supporting and
documents to Administrative Assistant Il
Accounting  Unit or
for processing and Intelligence Officer |
signature of the or
Chief Accountant. Intelligence Agent Aide
Accounting Unit
15. Forwards the | None Five (5) Administrative Assistant Il
DV, BURS/ORS, minutes or
and other Intelligence Officer |
supporting or
documents to Intelligence Agent Aide
Finance Unit.
Accounting Unit
16. Receives and | None Five (5) Intelligence Officer |
check the minutes or
completeness of Intelligence Agent |
signatories of the
approved DV, Finance Unit
BURS/ORS, and
other supporting
documents  from
the Accounting
Unit.
17. Prepares List | None | Twenty (20) Administrative Officer V
of Due and minutes or
Demandable Intelligence Agent Aide
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Accounts

Payable-Advice to Finance Unit

Debit Account

(LDDAP-ADA,

Summary of

LDDAP-ADAs

Issued and

Invalidated ADA

Entries  (SLIIE),

Advice of Checks

Issued and

Cancelled (ACIC),

and Checks.

18. Forwards | None Five (5) Intelligence Officer |

LDDAP-ADA, minutes or

SLIIE, ACIC, and Intelligence Agent |

Checks to

Accounting Unit. Finance Unit

19. Receives | None | One (1) hour & Accountant IV

LDDAP-ADA, Fifty five (55) and

SLIIE, ACIC, and minutes Administrative Officer Il

Checks by the and

Accounting  Unit Intelligence Agent Aide

for review and

signature of the Accounting Unit

Chief Accountant.

20. Forwards to | None Five (5) Intelligence Agent Aide

Finance Unit the minutes

LDDAP-ADA, Accounting Unit

SLIIE, ACIC, and

Checks.

21. Receives by | None | Fifty five (55) Chief Administrative

the Finance Unit minutes Officer

the LDDAP-ADA, and

SLIIE, ACIC, and Administrative Officer V

Checks for review and

and sign of the Intelligence Officer |

Chief Finance or

Unit. Intelligence Agent |
Finance Unit

22. Forwards to | None Five (5) Intelligence Officer |

Office of the minutes or

Administrator the Intelligence Agent |

LDDAP-ADA,

SLIIE, ACIC, and Finance Unit

Checks.
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23. Receives by | None | One (1) hour & Administrator
theOffice of the Fifty five (55) and
Administrator the minutes Administrative Officer V
LDDAP-ADA, or
SLIIE, ACIC, and Intelligence Officer |
Checks for
signature. Office of the
Administrator
24. Forwards | None Five (5) Administrative Officer V
theapproved minutes or
LDDAP-ADA, Intelligence Officer |
SLIIE, ACIC and
Checks to Finance Office of the
Unit. Administrator
25. Receives | None Five (5) Intelligence Officer |
theapproved minutes or
LDDAP-ADA, Intelligence Agent |
SLIIE, ACIC and
Checks from the Finance Unit
Office  of the
Administrator.
26.Forwards None | Four (4) hours | Photographer lll/Liaison
LDDAP-ADA, Officer
SLIIE and ACIC to or
Government Intelligence Agent |
Servicing Bank. or
Intelligence Agent Aide
Finance Unit
1. Receives 27. Submits | None | Twenty (20) Administrative Officer IlI
salaries and Financial Data minutes or
allowances Entry System to Administrative Assistant Il
deposited to the Land Bank of or
their respective | the Philippines Administrative Assistant
bank accounts. |thru E-mail for Vi
loading in the or
respective payroll Intelligence Officer |
account of or
personnel. Intelligence Agent Aide
Finance Unit
28. Prints pay slip. | None | Twenty (20) Administrative Officer IlI
minutes or
Administrative Assistant Il
or
Administrative Assistant
VI
or
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Intelligence Officer |
or
Intelligence Agent Aide
Finance Unit
2. Receives 29.  Segregates | None Three (3) Intelligence Officer |
individual pay pay slip according hours
slip. to place of Finance Unit
assignment of
personnel  (main
office, NCR and
Regional Airports
Stations) for
subsequent
dispatch in the
different regions
thru LBC, NCR
received by their
designated
supervisors/team
leaders and
individually for
Main Office.
None | Four (4) days,
Seven (7)
TOTAL: hours, & Fifty
(50) minutes
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32. Disbursements through LDDAP-ADA and Checks on Cash

Advance and Reimbursement of Local and Foreign Traveland

Cash Advance and Replenishment of Petty Cash Fund

To disburse through List of Due and Demandable Accounts Payable-Advice to Debit
Accounts (LDDAP-ADA) and checks on cash advances and reimbursements for
local and foreign travelsandcash advances and replenishments of petty cash funds
of Special Disbursing Officers and OTS personnel.

Office or Division:

Finance Unit

Classification: Simple

Type of Transaction:

Government to Government

Who may Avail:

OTS Employees
Special Disbursing Officer

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Cash Advance of Travel:

1.

Approved DV (1 original copy)

Accounting Unit

2.

Approved BURS/ORS (1
original copy)

Accounting Unit

3.

Approved ltinerary of Travel (1
original copy)

OTS Personnel

Approved Authority to Travel
approved by the Administrator
if Local Travel) (1 certified true

copy)

Records Section

Approved Authority to Travel
approved by the Department
Secretary  or  Authorized
Representative if Foreign
Travel (1 certified true copy)

DOTr

Invitation from Foreign
Sponsor (if Foreign Travel) (1
certified true copy)

International Affairs Division (IAD)

Reimbursement of Travel:

(approved by the Department
Secretary  or  Authorized

1. Approved DV (1 original copy) Accounting Unit

2. Approved BURS/ORS (1 Accounting Unit
original copy)

3. Approved ltinerary of Travel (1 OTS Personnel
original copy)

4. Approved Authority to Travel Records Section
approved by the Administrator
if Local Travel) (1 certified true
copy)

5. Approved Authority to Travel DOTr
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Representative if  Foreign
Travel) (1 certified true copy)

6. Invitation from Foreign
Sponsor (if Foreign Travel) (1
certified true copy)

International Affairs Division (IAD)

~

Certificate of Travel Completed

OTS Personnel

8. Tickets (1 original copy & 1
certified true copy)

Airlines/Bus Company

9. Official Receipts of
Accommodation/meals, if with
written authority from the
Administrator (1 original copy &
1 certified true copy)

OTS Personnel

10.Boarding Pass (1 certified true
copy)

Airlines

11.Certificate of Appearance (1
certified true copy)

Office Concerned

12.Certificate of Attendance (1
certified true copy)

Office Concerned

13.Post-Travel Report (1 certified
true copy)

OTS Personnel

14.RER/CENRR (1 certified true
copy)

OTS Personnel

Cash Advance of PCF:

1. Approved DV (1 original copy)

Accounting Unit

2. Approved BURS/ORS (1
original copy)

Accounting Unit

3. Approved Memorandum (1
certified true copy)

End User

4. Special Order (1 certified true
copy)

Records Section

Replenishment of PCF:

1. Approved DV (1 original copy)

Accounting Unit

2. Approved BURS/ORS (1
original copy)

Accounting Unit

3. Report on Paid Petty Cash
Vouchers (1 original copy)

Special Disbursing Officers

4. Official Receipts,
Reimbursement Expense
Receipt (RER), and
Certification of Expenses Not
Requiring Requirement
(CENRR) (1 original copy & 1
certified true copy)

Special Disbursing Officers

AGENCY

CLIENT STEPS ACTION

FEES
TO
BE

PAID

PROCESSING PERSON

TIME RESPONSIBLE
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=22

Intelligence Officer |

1.Submit all 1.Receives None Ten (10)
requirements. approved minutes or
Disbursement Intelligence Agent |
Voucher (DV)
with Finance Unit
Supporting
Documents
from
Accounting
Unit.
2.Checks for | None Thirty (30) Intelligence Officer |
completeness minutes or
of signatories. Intelligence Agent |
Finance Unit
3.Prepares None Three (3) Administrative Officer V
List of Due hours or
and Intelligence Agent Aide
Demandable
Accounts Finance Unit
Payable-
Advice to
Debit Account
(LDDAP-
ADA,
Summary of
LDDAP-ADA
Issued and
Invalidated
ADA Entries
(SLIE),
Advice of
Checks
Issued and
Cancelled
(ACIC), and
Checks.
4.Forwards None Five (5) Intelligence Officer |
LDDAP-ADA minutes or
to Accounting Intelligence Agent |
Unit.
Finance Unit
5.Receives None Three (3) Accountant IV
the LDDAP- hours & Fifty and
ADA by the five (55) Administrative Officer Il
Accounting minutes and
Unit for Intelligence Agent Aide

review and

142




signature of

Accounting Unit

the Chief
Accountant.
6.Forwards to | None Five (5) Intelligence Agent Aide
Finance Unit minutes
the LDDAP- Accounting Unit
ADA.
7.Receives None | One (1) hour & Chief Administrative
by the Fifty five (55) Officer
Finance Unit minutes and
the LDDAP- Administrative Officer V
ADA for and
review and Intelligence Officer |
signature of or
the Chief Intelligence Agent |
Finance Unit.
Finance Unit
8. Forwards | None Five (5) Intelligence Officer |
to Office of minutes or
the Intelligence Agent |
Administrator.
Finance Unit
9. Receives | None Three (3) Administrator
by theOffice hours & Fifty and
of the five (55) Administrative Officer V
Administrator minutes or
for his Intelligence Officer |
signature.
Office of the
Administrator
10.Forwards | None Three (3) Administrative Officer V
signed minutes or
LDDAP-ADA, Intelligence Officer |
SLIIE, ACIC
and Checks Office of the
to Finance Administrator
Unit.
11.Receives | None Two (2) Intelligence Officer |
signed minutes or
LDDAP-ADA, Intelligence Agent |
SLIIE, ACIC
and Checks Finance Unit
from Office of
the
Administrator.
2.Receives cash 12.Forwards | None | Eight (8) hours | Photographer lll/Liaison
advance or payment | LDDAP-ADA, Officer
of reimbursement of | SLIIE and or
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travel deposited in ACIC to Intelligence Agent |
their respective bank | Government or
accounts. Servicing Intelligence Agent Aide
Bank.
Finance Unit

3.Receives check for | 13.Records None | Fifteen (15) | Administrative Officer IlI
the cash advance or |and  issues minutes
replenishment of the Checks to Finance Unit
Petty Cash Fund. Payee.

None 22 hours

TOTAL:
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33. GSIS Loan Approval
To approve Government Service Insurance System (GSIS) loan through
online approval system.

Office or Finance Unit
Division:
Classification: Simple
Type of Government to Government
Transaction:
Who may Avail: OTS Personnel
CHECKLIST OF WHERE TO SECURE
REQUIREMENTS
1. Pay Slip with Net Pay of Finance Unit
P5,000.00 and above. (1
photocopy)
2. Certificate of Non-pending Legal Service
Case (1 photocopy)
3. Certification that the Admin/HR Division
requesting personnel is an
active member and not in
absence without pay status
(1 original copy)
FEES
AGENCY TO | PROCESSING
CLIENT STEPS ACTION BE TIME PERSON RESPONSIBLE
PAID
1.Submit all 1. Receives | None Two (2) Intelligence Officer |
requirements. requirements minutes or
from OTS Intelligence Agent |
personnel.
Finance Unit
2. Forwards to | None Two (2) Intelligence Officer |
the Chief minutes or
Finance. Intelligence Agent |
Finance Unit
3. Reviews | None Fifteen (15) Chief Administrative Officer
the minutes
requirements. Finance Unit
2.0nce approved, | 4. Approves | None Fifteen (15) Chief Administrative Officer
wait for the bank | loan thru minutes
to depositthe loan | GSIS online Finance Unit
to their respective | approval
UMID card. system.
None | Thirty four (34)
TOTAL: minutes
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34. Issuance of Certificate of Oneness/Discrepancy
To issue Pag-lbig Certificate of Oneness/Discrepancy that can be used to
update or change the names of membersonPag-l bi g6s database/ syst

Office or Division: Finance Unit
Classification: Simple
Type of Transaction: Government to Government
Who may Avail: OTS Personnel
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Government Issued ID (1 photocopy) GSIS, BIR, Post Office, DFA, SSS, Pag-
Ibig
2. Birth Certificate (1 photocopy) PSA
3. Marriage Certificate for newly married PSA
women (1 photocopy)
FEES
TO | PROCESSING PERSON
CLIENT STEPS AGENCY ACTION BE TIME RESPONSIBLE
PAID
1.Submit all 1. Receives | None Two (2) Administrative
requirements. requirements from minutes Assistant Il
OTS personnel.
Finance Unit
2. Encodes the details | None Fifteen(15) Administrative
on the certificate. minutes Assistant Il
Finance Unit
3. Prints the | None Two (2) Administrative
certificate. minutes Assistant Il
Finance Unit
4. Signs the certificate | None Two (2) Administrative
for initial signature. minutes Assistant Il
Finance Unit
5. Forwards the | None Five (5) Administrative
certificate to Finance minutes Assistant Il
Supervising Officer.
Finance Unit
6. Receives the | None Ten (10) Administrative
certificate by the minutes Officer V
Finance Supervising
Officer for checking Finance Unit
and initial signature.
7. Forwards the | None Five (5) Administrative
certificate to  Chief minutes Officer V
Finance.
Finance Unit
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8. Receives the | None Ten (10)
certificate by the minutes Administrative
Chief Finance for final Officer
signature.
Finance Unit
9. Forwards the | None Two (2) Chief
signed certificate to minutes Administrative
Finance Staff for Officer
releasing.
Finance Unit
10. Receives the | None Two (2) Administrative
signed certificate to minutes Assistant Il
from Chief Finance for
releasing. Finance Unit
2. Receive the 11. Issues the | None Two (2) Administrative
Certificate of Certificate of minutes Assistant Il
Oneness/Discrepancy | Oneness/Discrepancy
to OTS personnel. Finance Unit
None Fifty Seven

TOTAL:

(57) minutes

147




35. Issuance of Certificate of Employment and Compensation

To issue Certificate of Employment and Compensation (COEC) to OTS
Personnel as basis for loans and other purposes requirement.

Office or Finance Unit

Division:

Classification: Simple

Type of G2G - Government to Government
Transaction:

Who may Avail: | OTS Personnel

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1.Duly accomplished Request for Finance Unit
Certificate of Employment and
Compensation (COEC) Form (1
original copy)
FEES
AGENCY TO | PROCESSING
CLIENT STEPS ACTION BE TIME PERSON RESPONSIBLE
PAID
1. Secure a copy | 1. Provides | None Two (2) Intelligence Agent Aide
of Request for copy of minutes
COEC form. Request for Finance Unit
COEC form.
2. Fill out and | 2. Receives and | None Thirty (30) Intelligence Agent Aide
submit the | checks the minutes
accomplished completeness. Finance Unit
request.
3. Forwards the | None Two (2) Intelligence Agent Aide
Request of minutes
COEC form to Finance Unit
the Payroll
Officer
concerned for
accomplishment
of the second
part of the form.
4. Receives and | None Thirty (30) Administrative Officer IlI
fill up the minutes or
second part Administrative Assistant Il
(basic  salary, or
allowances, Administrative Assistant VI
bonuses  and or
other  benefits Intelligence Officer |
received) of the
Request of Finance Unit
COEC form.
5. Forwards the | None Two (2) Administrative Officer Ill
duly minutes or

accomplished

Administrative Assistant Il
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Request of
COEC form to
requesting
Finance Staff.

or
Administrative Assistant VI
or
Intelligence Officer |

Finance Unit

6. Receives the | None Two (2) Intelligence Agent Aide
duly minutes
accomplished Finance Unit
Request of
COEC form
from the Payroll
Officer.
7. Encodes and | None | Twenty (20) Intelligence Agent Aide
computes the minutes
entries of the Finance Unit
duly
accomplished
Request of
COEC form to
the Certificate
format.
8. Prints the | None Three (3) Intelligence Agent Aide
Certificate of minutes
Employment Finance Unit
and
Compensation
(COECQ).
9. Signs and | None Ten (10) Intelligence Agent Aide
reviews the minutes
Certificate of Finance Unit
Employment
and
Compensation
(COEC) for
signature
(Prepared hy).
10. Forwards to | None Five (5) Intelligence Agent Aide
Payroll Officer. minutes
Finance Unit
11. Receives by | None Ten (10) Administrative Officer IlI
the Payroll minutes or
Officer for initial Administrative Assistant Il
signature  and or
checking. Administrative Assistant VI
or

Intelligence Officer |
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Finance Unit

12. Forwards to | None Five (5) Administrative Officer Ill
Finance minutes or
Supervising Administrative Assistant Il
Officer. or
Administrative Assistant VI
or
Intelligence Officer |
Finance Unit
13. Receives by | None Ten (10) Administrative Officer V
the Finance minutes
Supervising Finance Unit
Officer for initial
signature  and
verification.
14. Forwards to | None Five (5) Administrative Officer V
the Chief minutes
Finance. Finance Unit
15. Receives by | None Ten (10) Chief Administrative Officer
the Chief minutes
Finance for Finance Unit
signature  and
approval.
16. Forwards to | None Two (2) Chief Administrative Officer
the Finance minutes
Staff. Finance Unit
17. Receives by | None Two (2) Intelligence Agent Aide
the Finance minutes
Staff the duly Finance Unit
signed COEC
for issuance.
3. Receive the 18. Issues and | None Five (5) Intelligence Agent Aide
requested records on minutes
COEC. logbook. Finance Unit
Two (2) hours
TOTAL: | None &Thirty five

(35) minutes
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36. Recording of Obligations

This procedure covers all obligation incurred by the office charged against its

allotment.

Office or Division:

Budget Division

Classification:

Simple

Type of Transaction:

G2G 1 Government to Government

Who may Avail:

OTS Services/Offices/Divisions

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Budget Utilization Request and Status
(BURS)/ Obligation Request Status
(ORS) (3 original copies)

Government Accounting Manual (GAM)

Disbursement Voucher (3 original

copies)

Government Accounting Manual (GAM)

Approved Memo (3 photocopies)

OTS concerned office

CLIENT STEPS

AGENCY ACTION

FEES TO BE
PAID

PROCESSING
TIME

PERSON
RESPONSIBLE

1. Submit to
Budget Division
pertinent
documents to the
activity in which
funding are being
requested.

1. Receives the
ORS/ BURS from
requesting
Officer/Staff
concerned.

None

5 Minutes

Budget Staff
Budget Division

2. Verifies
completeness of
Documents. If
documents are
complete, verifies
availability of funds
and assigns number
on the ORS/BURS.
If not, returns
documents to
requesting
Office/Staff for the
appropriate action.

None

15 Minutes

Budget Staff
Budget Division

3. If no allotment,
prepare request for
availability of
allotment.
(Miscellaneous
Personnel Benefits
Fund (MPBF), Prior
years request,
Terminal Leave
Benefits) to be
forwarded to

None

3 Days

Head
Budget Division

151




Undersecretary for
Finance
Department of
Transportation

and

Bureau A, DBM

GRSIBURS to | Budget Staf/
Chief, Budget for None 5 Minutes Budget C_)fflc_er
: ' Budget Division
signature.
5. Reviews, signs
and returns the None 5 Minutes Budngg(ijvision
ORS/BURS to
Budget Staff.
2. Receive 6. Forwards
ORS/BURS ORS/BURS to . Budget Staff
Accountlng_ Office None 5 Minutes Budget Division
for appropriate
action.
TOTAL.: None 3 Days, 35
Minutes
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37. Funding of Programs, Activities and Projects (PAPS)

This procedure is to monitor, account, maintain records and report the budget in the

financial statements according to Government Accounting Standards.

Office or Division:

Budget Division

Classification:

Simple

Type of Transaction:

G2G i Government to Government

Who may Avail:

OTS Services/Offices/Divisions

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Annual Plans and Budget (APB)

OTS concerned office

Breakdown of Expenses

OTS concerned office

FEES TO BE | PROCESSING PERSON
CLIENT STEPS | AGENCY ACTION PAID TIME RESPONSIBLE
1. Submit 1. Checks/ reviews,
ertinent receives and logs
Socuments of the | receipt of Fundg : Budget Staff /
activity in which Request. None 15 Minutes Budget Officer,
: Budget Division
concurrence is
being requested.
2. Checks
availability of Funds
and concurs in the Head
Request for Funds None 3 Minutes Budget Division
and return it to the
Budget Staff for
appropriate action.
2. Receive a 3. Forwards the
Request for Request for Funds
Funds to the Deputy
Administrator for None 3 Minutes Budget Staff
concurrence and Budget Division
endorsement to the
Administrator for
Approval.
TOTAL: None 21 Minutes

153




38. Incoming Communication
To ensure a systematic and efficient management and administration of
official communication and or documents.

Office or Division: Records Section
Classification: Simple
Type of Transaction: Government to Government

Government to Business
Government to Citizen

Who may Avail: All Government Agencies and other Government Instrumentalities
and Citizen
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Document (1 copy) Records Section
PERSON
CLIENT STEPS AGENCY ACTION FEES TO | PROCESSING | pEgpoy
BE PAID TIME
SIBLE
1. Submit official 1. Checks the
communications correctness and Intelligence
completeness of None 2 mins. Agent Aide
the official Records
communication, if Section
complete logs
official
communication, if
not return to
sender.
2. Receive a 2.St amps ARE¢
signed copy of and sign the official None 2 mins. Intelligence
official communication Agent Aide
communication (original and receiving Records
with fASt copies). Section
3. Logs the official None 1 min. Intelligence
communication Agent Aide
with designated Records
control number. Section
4. Scans the None 5 mins Intelligence
complete official Agent Aide
communication Records
Section
5. Prints official None 2 mins. Intelligence
communication for Agent Aide
filling. Records
Section
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* DOTr *
2

14

Intelligence

6. Fill up the Routing None 1 min.
Slip Form. Agent Aide
Records
Section
7. Dispatch official None 10 mins Intelligence
communication to Agent Aide
concerned office Records
Section
8. Inputs scanned None 10 mins Intelligence
official Agent Aide
communication to Records
M-Files. Section
TOTAL: None 33 minutes

Justification: The processing of official communication shall depend on the number and volume
of transaction, but will definitely be processed with in two (2) hours upon receipt.
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39. Outgoing Communication
To ensure a systematic and efficient management and administration of official
communication and or documents.

Office or Division:

Records Section

Classification:

Simple

Type of Transaction:

G2C - Government to Citizen
G2B - Government to Business
G2G - Government to Government

Who may Avail:

All Government Agencies and other Government
Instrumentalities

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Document/s None
FEES TO BE | PROCESSING PERSON
CLIENT STEPS | AGENCY ACTION PAID TIME RESPONSIBLE
1. Client 1. Receives official
(office/unit) to communication :
forward for dispatch . Intelligence Agent
communication from office/unit None 2 Minutes Aide -
. Records Section
for dispatch to
Records office.
2. Checks the
correctness and
completeness
of the official
communication, Intelligence Agent
if complete logs None 2 Minutes Aide
official Records Section
communication
if not return it to
sender.
3. Logs the official
communication Intelligence Agent
and assigns None 2 Minutes Aide
Control Number Records Section
4. Request Vehicle Intelligence Agent
for dispatch. None 10 Minutes Aide
Records Section
5. Dispatches
official .
communication Intelllgence Agent
to the None 1 Day Aide _
Records Section
addressee.
6. Scan§ _ the None > Minutes Intelligence Agent
receiving copy Aide
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of the official
communication

. Receive a Provides a
duplicate copy duplicate copy
with stamp of the received
receipt of official .
records communication . Intelligence Agent
. None 10 Minutes Aide
custodian of to concerned Records Section
other agency office/unit and
file a copy for
record
purposes.
TOTAL: None 1 Day, 28
Minutes
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40. Annual Procurement Plan Preparation

To generate the requisite document that the agency must prepare to reflect the
necessary information on the entire procurement activities for goods, services and
infrastructure undertaken within the calendar year.

Office or Procurement Section
Division:
Classification: Complex
Type of G2G 1 Government to Government
Transaction:
Who may Avail: | Government Procurement Policy Board (GPPB)
OTS Personnel
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Project Procurement Management Plan | Procurement Section
(1 Original copy and soft copy)
FEES TO BE | PROCESSING PERSON
CLIENT STEPS AGENCY ACTION PAID TIME RESPONSIBLE
1. GPPB requires | 1.Prepares memo
Agencies to requiring all o _
submit an Annual services to submit Administrative
Procurement Plan Project None 1 Day POﬁ'Cer IV
rocurement
(APP) as per RA Procurement Section
9184 thru email Management
Plan (PPMP)
2. Receives 2. Disseminates Intelligence Officer |
'V'e”.‘o by other memo request to None 1 Hour Procurement
services from all Offices Section
procurement
3. Collects all Administrative
submitted PPMP Officer IV
within required None 1 Hour Procurement
submission date Section
4. Prepares Draft Administrative
APP for OTS Officer IV
oro None 1 Day Procurement
Section
5. Validates if the Administrative
draft APP is Officer IV
included in the Procurement
APB of the None 5 Hours Section
Agency Budget Officer 11|
Budget Division
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3. Receive a
notice of meeting

6.Prepares and
sends notice of
Meeting for Bids
and Awards
Committee (BAC)
Members

None

1 Hour

Administrative
Officer IV
Procurement
Section

7.Deliberates on
the appropriate
Modes of
Procurement

None

2 Hours

Director IV
Transport Security
Risk Management

Service
Or

Attorney V
Policy Formulation
and Development

Division
Or
Intelligence Officer
Vv
Transportation
Security Risk
Management
Division
Or
Attorney IV
Maritime Security
Division
Or
Provisional Member
(End User Unit)

8. Prepares BAC
Resolution for the
approved APP
and its Mode of
Procurement

None

1 Hour

Administrative
Officer IV
Procurement
Section

9. Signs the BAC
Resolution

None

2 Days

Director IV
Transport Security
Risk Management

Service
Or

Attorney V
Policy Formulation
and Development

Division
Or
Intelligence Officer
Vv
Transportation
Security Risk
Management
Division
Or
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=22

Attorney IV
Maritime Security
Division
Or
Provisional Member
(End User Unit

4. Receive Bids

10. Forward the

and Awards signed BAC Intelligence Officer |
Committee (BAC) Resolution to None 1 Day Procurement
Resolution OUSEC for Section
approval
5. Receive the 11. Forwards the Intelligence Officer |
approved APP Copy of Approved Procurement
APP and BAC Section
Resolution to O
SDDMD for None 1 Day Intelligence Officer |
Posting on the Systems
i Development and
OTS website Data Management
Division
6. Receive the 12. Submits the IT Officer Il
approved APP Approved APP to Systems
GPPB through None 1 Hour Development and
email Data Management
Division
TOTAL.: 6 Days, 12
None
Hours
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41. Procurement Process

Procurement is commonly defined as the acquisition of appropriate goods and/or
services at the best possible price to meet the needs of the purchaser in terms of
guality and quantity, time, and location. The procurement process formally starts
from the point where the need to make a purchase to deliver an objective has
been identified, and its process ends when the product has been used up or sold
on, or the service contract has been delivered completely and the supplier or
contractor is paid in full.

Office or Division:

Procurement Section

Classification:

Highly Technical

Type of G2G - Government to Government
Transaction:
Who may Avail: OTS Services requesting for Procurement of Particular Projects

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Approved Memo (1 original copy)

End user Unit

Terms of Reference (1 original copy)

End user Unit

FEES TO BE | PROCESSING PERSON
CLIENT STEPS AGENCY ACTION PAID TIME RESPONSIBLE
1. Request 1.Receives
Procurement of Approved Memo _
Goods and from end user. '”éef:c'i'g:r”?e
_Serwqes included None 30 Minutes Procurement
in their Annual Section
Procurement Plan
(APP)
2.Validates Administrative
approved memo if : Officer IV
included in the APP None 30 Minutes Procurement
Section
3.Examines the o _
amount and Admlr_ustratlve
specification of None 1 Hour Officer IV
. Procurement
goods, services and Section
infrastructure
4.Determines if the
Approved Budget of Administrative
Contract (ABC) is . Officer IV
above or below Fifty None 30 Minutes Procurement
(50) Thousand Section
Pesos
5. Posts to Philgeps Intelligence
once ABC is above . (S)ffiftier I
Fi Th n ays ystems
ngo(s,SO) ousand None (posting) Development and
Data Management
Division

161




6.Prepares Abstract
of Canvass

None

1 Hour

Officer |
Procurement
Section

7.Signs and
evaluates Abstract
of Canvass

None

1 Hour

Administrative
Officer IV
Procurement
Section

8.Prepares
Endorsement to
BAC and Transmits
to Director of Admin
and Finance Service
(AES) for signature

None

3 Hours

Intelligence
Officer |
Procurement
Section

9.Schedules
meeting for BAC to
deliberate on the
Procurement Project

None

1 Hour

IT Officer 1l
Systems
Development and
Data Management
Division
Or
Administrative
Officer IV
Procurement
Section
Or
Intelligence
Officer |
Procurement
Section
Or
Intelligence
Officer |
Systems
Development and
Data Management
Division

10. Deliberates
the Endorsement
and Abstract of
Canvass

None

3 Hours

Director IV
Transport Security
Risk Management

Service
Or

Attorney V
Policy Formulation
and Development

Division
Or
Intelligence Officer
V
Or

Attorney IV

Maritime Security
Division
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Provisional
Member (End

User Unit
11.  Prepares Administrative
Resolution for Officer IV
Signature of the None 3 Hours Procurement
BAC Members Section
12. Prepares o _
Endorsement of the Administrative
BAC Resolution for None 6 Hours Officer IV
Procurement
Approval of the Section
Administrator
13. Receives Intelligence
Approved BAC Officer |
Rgzomﬁon None 1 Hour Procurement
Section
14. Prepares . ;
Contracts, Purchase Administrative
Orders, Notice of None 5 Hours POﬁ'Cer v
; rocurement
Award & Notice to Section
Proceed
15. Endorses
Contracts,
BURs/ORs
PO,Notices of
Awards and Administrative
Proceeds for Officer IV
Signature of OIC, None 2 Days Procurement
Budget, DIR of End Section
User Unit,
Accountant and The
Administrator
Respectively
2. Receive 16. Notifies
notification winning supplier and
invite for signature _
of notices and Intelligence
contracts and None 1 Day Officer |
Procurement
endorse Purchase Section
Order (PO) to SAO
for scheduled
delivery of Goods
17. Inspects the Accountant IV
delivered goods Accounting
None 1 Hour D'V(')Sr'on
Budget Officer IlI

Budget Division
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Supervising
Tranportation
Regulation Officer
Administrative and
Finance Service

Or
Administrative
Officer IV
Procurement
Section
Or
Intelligence Agent
Aide
18.  Prepares Intelligence
Voucher for . Officer |
payment of None 30 Minutes Procurement
Delivered Goods Section
19.  Posts all Intelligence
signed Resolution Officer |
Contracts, Notice of Systems
Awards and Notice None 2 Hours Development and
tto Proceed in Data Management
Philgeps Website Division
TOTAL: 11 Days, 6
Hours (in
None
accordance

with RA 9184)
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42. Policy Development
Policy Development is the process of drafting and formulating transportation

security policies, program, security measures and procedures, rules and
regulations designed to prevent acts of unlawful interference and terrorism in
the transportation security, and is based on the following:

a. Amendments to Annex 17, Chapter XI-2 of the ISPS Code and other
applicable global transportation security system.

b. New emerging threat

c. Result on monitoring activities (audit, inspection, test survey, etc.)

d. Change in transportation security environment

Office or Division: Policy Formulation and Development Division (PFDD)
Classification: Highly Technical
Type of Transaction: G2G i Government to Government
Who may Avail: Transport Security Oversight and Compliance Service (TSOCYS)
Transport Security Accreditation and Training Management Service
(TSATMS)
Transport Security Risk Management Service (TSRMS)
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Memo transmittal from concerned service Director TSOCS and Chiefs (Civil Aviation
(one (1) original copy) Security Division/Maritime Transport
Security Division/Land Transport Security
Division)

Director TSATMS and Chiefs (Accreditation
and Certification Division / Training and
Program Development Division)

Director TSRMS and Chiefs (Threat and
Risk Assessment Division)

2. Proposed issuance/s (one (1) original copy) | Director TSOCS and Chiefs (Civil Aviation
Security Division/Maritime Transport
Security Division/Land Transport Security
Division)

Director TSATMS and Chiefs (Accreditation
and Certification Division / Training and
Program Development Division)

Director TSRMS and Chiefs (Threat and
Risk Assessment Division

FEES
PROCESSING PERSON
CLIENT STEPS AGENCY ACTION TF?AI?DE TIME RESPONSIBLE
1. Submit a 1. Receives proposed None 4 hours Admin Clerk
proposed policy policy from the client Policy Formulation
based on threat 1.1 Prepares notice of and Development
assessment and meeting to be signed by Division (PFDD) i
result on the TWG Head for Transport Security
monitoring distribution to TWG Policy and
activities (audits members. Program Service
. : ’ (TSPPS)
inspections,
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surveys, etc.) to
PFDD-TSPPS.

2.Convenes the TWG
Meeting

None

45 days

Attorney V
LEGAL SERVICE
Or
Chief
Transportation
Regulation Officer
CASD-TSOCS
Or
Attorney IV
MTSD-TSOCS
Or
Chief
Transportation
Regulation Officer
LTSD-TSOCS
Or
Intel Officer V
TRAD-TSRMS
Or
Chief
Transportation
Regulation Officer
ACD-TSATMS
Or
Attorney IV
LEGAL SERVICE
Or
Attorney IV
LEGAL SERVICE
Or
Senior
Transportation
Regulation Officer
CASD-TSOCS
Or
Senior
Transportation
Regulation Officer
MTSD-TSOCS
Or
Senior
Transportation
Regulation Officer
LTSD-TSOCS
Or
Senior
Transportation
Regulation Officer
PFDD-TSPPS
Or
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Regulation Officer
Il
PFDD-TSPPS

3. Drafts and formulates
policy

None

45 days

Attorney V
LEGAL SERVICE
Or
Chief
Transportation
Regulation Officer
CASD-TSOCS
Or
Attorney IV
MTSD-TSOCS
Or
Chief
Transportation
Regulation Officer
LTSD-TSOCS
Or
Intel Officer V
TRAD-TSRMS
Or
Chief
Transportation
Regulation Officer
ACD-TSATMS
Or
Attorney IV
LEGAL SERVICE
Or
Attorney IV
LEGAL SERVICE
Or
Senior
Transportation
Regulation Officer
CASD-TSOCS
Or
Senior
Transportation
Regulation Officer
MTSD-TSOCS
Or
Senior
Transportation
Regulation Officer
LTSD-TSOCS
Or
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Senior
Transportation
Regulation Officer
PFDD-TSPPS
Or
Transportation
Regulation Officer
Il
PEDD-TSPPS

4.1f necessary, conducts
consultation with the
stakeholders of
proposed policy.
4.1 Prepare letter of
invitation to
stakeholders
4.2 Prepare Memo
recommending letter of
invitation for approval of
the Administrator

None

1 day

1 day

Admin Clerk
PFDD-TSPPS
Or
Intelligence Officer
I
PFDD-TSPPS
Or
Attorney V
LEGAL SERVICE
Or
Chief
Transportation
Regulation Officer
CASD-TSOCS
Or
Attorney IV
MTSD-TSOCS
Or
Chief
Transportation
Regulation Officer
LTSD-TSOCS
Or
Intel Officer V
TRAD-TSRMS
Or
Chief
Transportation
Regulation Officer
ACD-TSATMS
Or
Attorney IV
LEGAL SERVICE
Or
Attorney IV
LEGAL SERVICE
Or
Senior
Transportation
Regulation Officer
CASD-TSOCS
Or
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Senior
Transportation
Regulation Officer
MTSD-TSOCS
Or
Senior
Transportation
Regulation Officer
LTSD-TSOCS
Or
Senior
Transportation
Regulation Officer
PFDD-TSPPS
Or
Transportation
Regulation Officer
Il

PFDD-TSPPS
5. Endorses proposed None 4 hours Attorney V
policy to Director LEGAL SERVICE
TSPPS
6. Endorses proposed None 1 day Director IV
policy to the Transport Security
Administrator for Policy and
approval Program Service
7. Approves/Disapproves | None 3 days Administrator Ill
proposed policy Office of the
Administrator
8. Dockets the issuance None 10 minutes Admin Clerk
PEDD-TSPPS
Or

Intelligence Officer
|
PFDD-TSPPS
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. Receive the

proposed policy
and fill out a
client feedback
form (9.4)

. Publishes or

disseminates of the
issuances

9.1 If necessary,
prepare memo
requesting deliberation
by the Bids and Awards
Committee for
Newspaper Publication.
9.2 Prepare copies of
issuance for UP Law
Center - Office of the
National Administrative
Register (ONAR).

9.3 Prepare memo to
SDDMD-TSRMS for
publication/posting to
OTS Official Website
9.4 Prepare memo for
intra-office
dissemination and
attached Client
Feedback Form.

9.5 Prepare memo for
the Administrator for
inter-office
dissemination.

None

1 day

4 hours

4 hours

4 hours

4 hours

Admin Clerk
PFDD-TSPPS
Or
Intelligence Officer
I
PFDD-TSPPS

TOTAL:

None

98 days and
10 minutes

Justification: The process involves development of highly technical policies, inquiry,
in-depth research and consultations, hence, cannot be limited to 20 days.
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43. Policy Analysis

Policy Analysis is the process of revising, reviewing, amending and updating

of existing transportation security policies, program, security measures and

procedures, rules and regulations designed to prevent act of unlawful interference

and terrorism in the transportation security based on the following:

a. Amendments to Annex 17, Chapter XI-2 of the ISPS Code and other
applicable global transportation security system.

b. New emerging threat

c. Result on monitoring activities (audit, inspection, test survey, etc.)

d. Change in transportation security environment

Office or Division:

Policy Formulation and Development Division (PFDD)

Classification:

Highly Technical

Type of Transaction:

G2G i Government to Government

Who may Avail:

Transport Security Oversight and Compliance Service (TSOCS)
Transport Security Accreditation and Training Management

Service (TSATMS)

Transport Security Risk Management Service (TSRMS)

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. Memo transmittal from concerned service (one

(1) original copy)

Director TSOCS and Chiefs (Civil
Aviation Security Division/Maritime
Transport Security Division/Land
Transport Security Division)

Director TSATMS and Chiefs
(Accreditation and Certification Division
/ Training and Program Development
Division)

Director TSRMS and Chiefs (Threat and
Risk Assessment Division)

2. Proposed issuance/s (one (1) original copy)

Director TSOCS and Chiefs (Civil
Aviation Security Division/Maritime
Transport Security Division/Land
Transport Security Division)

Director TSATMS and Chiefs
(Accreditation and Certification Division
/ Training and Program Development
Division)

Director TSRMS and Chiefs (Threat and
Risk Assessment Division)

FEE
PERSON
CLIENT STEPS AGENCY ACTION SBTEO PRO%ESES'NG RESPONSIBL
PAID E
1. Submita 1. Receives None 4 hours Admin Clerk
proposed policy amend/update Policy
based on threat policy from the Formulation and
assessment and client Development

result on

1.1 Prepares notice of
meeting to be signed by

Division (PFDD)
T Transport
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monitoring

activities (audits,

inspections,

surveys, etc.) to

PFDD-TSPPS.

the TWG Head for
distribution to TWG
members.

Security Policy
and Program
Service
(TSPPS)

2. Convenes the
TWG Meeting

None

45 days

Attorney V
LEGAL
SERVICE
Or
Chief
Transportation
Regulation
Officer
CASD-TSOCS
Or
Attorney IV
MTSD-TSOCS
Or
Chief
Transportation
Regulation
Officer
LTSD-TSOCS
Or
Intel Officer V
TRAD-TSRMS
Or
Chief
Transportation
Regulation
Officer
ACD-TSATMS
Or
Attorney IV
LEGAL
SERVICE
Or
Attorney IV
LEGAL
SERVICE
Or
Senior
Transportation
Regulation
Officer
CASD-TSOCS
Or
Senior
Transportation
Regulation
Officer
MTSD-TSOCS
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Senior

Transportation
Regulation
Officer
LTSD-TSOCS
Or
Senior
Transportation
Regulation
Officer
PFDD-TSPPS
Or
Transportation
Regulation
Officer Il
PFDD-TSPPS

3. Reviews, amends, None 45 days Attorney V
updates policy LEGAL
SERVICE
Or
Chief
Transportation
Regulation
Officer
CASD-TSOCS
Or
Attorney IV
MTSD-TSOCS
Or
Chief
Transportation
Regulation
Officer
LTSD-TSOCS
Or
Intel Officer V
TRAD-TSRMS
Or
Chief
Transportation
Regulation
Officer
ACD-TSATMS
Or
Attorney IV
LEGAL
SERVICE
Or
Attorney IV
LEGAL
SERVICE
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Senior

Transportation
Regulation
Officer
CASD-TSOCS
Or
Senior
Transportation
Regulation
Officer
MTSD-TSOCS
Or
Senior
Transportation
Regulation
Officer
LTSD-TSOCS
Or
Senior
Transportation
Regulation
Officer
PFDD-TSPPS
Or
Transportation
Regulation
Officer Il
PFDD-TSPPS

4.

If necessary,
conducts consultation
with the stakeholders
of proposed policy.
4.1 Prepare letter of
invitation to
stakeholders

4.2 Prepare Memo
recommending letter of
invitation for approval
of the Administrator

None

1 day

1 day

Admin Clerk
PFDD-TSPPS
Or
Intelligence
Officer |
PFDD-TSPPS
Or
Attorney V
LEGAL
SERVICE
Or
Chief
Transportation
Regulation
Officer
CASD-TSOCS
Or
Attorney IV
MTSD-TSOCS
Or
Chief
Transportation
Regulation
Officer
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LTSD-TSOCS
Or
Intel Officer V
TRAD-TSRMS
Or
Chief
Transportation
Regulation
Officer
ACD-TSATMS
Or
Attorney IV
LEGAL
SERVICE
Or
Attorney IV
LEGAL
SERVICE
Or
Senior
Transportation
Regulation
Officer
CASD-TSOCS
Or
Senior
Transportation
Regulation
Officer
MTSD-TSOCS
Or
Senior
Transportation
Regulation
Officer
LTSD-TSOCS
Or
Senior
Transportation
Regulation
Officer
PFDD-TSPPS
Or
Transportation
Regulation
Officer Il
PFDD-TSPPS

Endorses proposed
policy to Director
TSPPS

None

4 hours

Attorney V
LEGAL
SERVICE

Endorses proposed
policy to the

None

1 day

Director IV
Transport
Security Policy
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Administrator for
approval

and Program
Service

. Approves/Disapproves | None 3 days Administrator IlI
proposed policy Office of the
Administrator
Dockets the issuance | None 10 minutes Admin Clerk
PFDD-TSPPS
Or
Intelligence
Officer |
PFDD-TSPPS
Receive the Publishes or None Admin Clerk
proposed policy and disseminates of the PFDD-TSPPS
fill out a client issuances Or
feedback form (9.4) 9.1 If necessary, 1 day Intelligence
prepare memo Officer |
requesting deliberation PFDD-TSPPS
by the Bids and
Awards Committee for
Newspaper
Publication. 4 hours
9.2 Prepare copies of
issuance for UP Law
Center - Office of the
National Administrative
Register (ONAR) 4 hours
9.3 Prepare memo to
SDDMD-TSRMS for
publication/posting to
OTS Official Website 4 hours
9.4 Prepare memo for
intra-office
dissemination and
attached Client 4 hours
Feedback Form.
9.5 Prepare memo for
the Administrator for
inter-office
dissemination.
TOTAL: | None | 98 days and
10 minutes
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44, |ssuance of Certificate of No Pending Administrative Case

The Certificate of No Pending Case is issued to individuals requesting for such which
states that he or she has no pending administrative case filed with the Legal Service
(LS) of the Office for Transportation Security (OTS).

Office or Division:

Legal Service (LS)

Classification: Simple
Type of G2G 1 Government to Government
Transaction:
Who may Avail: Government officials and employees and other authorized individuals
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Accomplished Request for Issuance of Legal Service (LS)
Certificate of No Pending Case (CNPC)
(1 Original copy)
FEES TO BE | PROCESSING PERSON
CLIENT STEPS | AGENCY ACTION PAID TIME RESPONSIBLE
1. Accomplish a 1. Accepts the
Request for accomplished
Issuance of Request for Administrative
Certificate of No Issuance of None Assistant Il
Pending Case Certificate of No Legal Service
Pending Case
(CNPC) .
10 Minutes
1.1. Evaluates the - .
completeness of the Administrafive
A None Assistant Il
details in the LS
request
1.2. Provides Administrative
reference number None Assistant Il
to the request LS
2. Verifies with the - .
Administrative . Administrative
C . 15 Minutes Assistant Il
Division if a case is None LS
pending before the
requesting party
3. Prepares and
signs the CNPC Administrative
None 15 Minutes As&itgnt i
4. Verifies the Administrative
accuracy and signs None 5 Minutes Assistant Ill
the CNPC LS
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5. Signs the CNPC Director
LS
None 5 Minutes Or
Officer-in-Charge
LS
2. Receive CNPC | 6. Releases the
then drop a CNPC and reminds Administrative
Feedback Form in | client to accomplish . .
: None 10 Minutes Assistant llI
the designated and drop Feedback LS
box Form in the
designated box.
TOTAL: None 1 Hour
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45. Filing of Pleadings and/or Motions

The Office for Transportation Security provides for a clear procedure in the handling of
administrative complaints filed by employees whether permanent, contractual with
appointment, contractual under contract of service or job order status, and accord them
with due process in accordance with pertinent laws, rules and regulations, and

prevailing jurisprudence.

Office or Division:

Legal Service (LS)

Classification: Simple

Type of

G2G i Government to Government

Transaction:

G2C i1 Government to Client

Any aggrieved party

Who may Avail:

Counsel on record or duly authorized representative of the party

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Pleading or motion including its
supporting documents (1 original copy)

Requesting party

Requirements:

A. Complaint
Must be in writing and subscribed and
to by the complainant;

Requesting party

Must contain the following:
1. Full name and address of the
complainant

Requesting party

2. Full name and address of the
person complained of as well as
his/her position and office of
employment

Requesting party

3. A narration of the relevant and
material facts which shows the

Requesting party

acts or omissions allegedly
committed;
4. Certified true copies of | Requesting party
documentary  evidence  and
affidavits of his/her witnesses, if
any; and
5. Certification of Non-Forum | Requesting party

Shopping duly notarized by a
commissioned Notary Public.

B. Motions for Reconsideration
Motion for Reconsideration (1 original

copy)

Requesting party

CLIENT STEPS | AGENCY ACTION

FEES TO
BE PAID

PROCESSING
TIME

PERSON

RESPONSIBLE
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1. Approach the
Receiving Clerk

1. Greets client
and receives

Administrative

and submit pleading or motion .
verified pleading None Assistant ll
; Legal Service
or motion, (LS)
supporting
documents
1.1. Examines
pleading or motion o _
and check Adml_nlstratlve
completeness and None As&itgnt I
compliance with _
formalities 20 Minutes
1.2 Explains
requirements and Administrative
advises client to .
. None Assistant ll1
comply, if there LS
are deficiencies
2. Accept a 1.3 Stamps
ASTAMPEDOARECEI VED Administrative
receiving copy of | signs on the copy None Assistant Il|
the pleading or of the pleading or LS
motion motion
3. Accomplish 2. Returns
and drop a stamped receiving
Feedback Form in | copy of the
the designated pleading or motion Administrative
box and reminds client None 10 Minutes Assistant Ill
to accomplish and LS
drop Feedback
Form in the
designated box.
TOTAL: None 30 Minutes
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46. Request for Copy of Records and/or Documents

Courts and administrative bodies exercising quasi-judicial and/or investigative
functions by means of the compulsory process of subpoena duces tecum, in aid
of investigation and/or determination or resolution of pending cases and such
other officials or entities duly authorized by competent authorities are allowed
access to records and/or documents through a formal request asking for a copy
of records and/or documents.

Office or Division:

Legal Service (LS)

Classification:

Simple

Type of
Transaction:

G2G i Government to Government

G2C i Government to Client

Who may Avail:

Courts and administrative bodies exercising quasi-judicial and/or
investigative functions

authorities

Government officials or entities duly authorized by competent

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Formal request for copy of records
and/or documents (1 original copy)

Avaliling party shall initiate the formal request

FEES TO BE | PROCESSING PERSON
CLIENT STEPS | AGENCY ACTION PAID TIME RESPONSIBLE
1. Submit the 1. Stamps
formal requestfor |[A RECE| VED(
copy of records name of unit and
and/or documents | date received. Print
name of receiving
staff and affix . _
signature and time Agm'.n'ts”?tl'l\:e
repgived on the None 10 Minutes L ezsallssaer:vi ce
original and (LS)
duplicate copy of
request. Make
appropriate
entries/encoding to
the logbook
2. Retrieve the Administrative
requested records. Assistant IlI
None LS
30 Minutes
2.1 Photocopies
requested None
documents.

181




3. Forwards to
Records Unit and
Certifies
photocopies as
faithful reproduction
of the record on file.
3.1 If records are
not available,
inform the client
that the requested
documents/records
are not available.
The information
shall be put in
writing.

None

10 minutes

Administrative
Assistant Ill
LS

Intel Agent Aides
Records Section

4. Asks client to
sign at the receipt
portion of the
formal request

None

5 Minutes

Administrative
Assistant Il
LS

2. Receive the
documents
requested then
accomplish and
drop a Feedback
Form in the
designated box

5. Release
requested
documents/records
to clients and
reminds client to
accomplish and
drop Feedback
Form in the
designated box

None

5 Minutes

Administrative
Assistant IlI
LS

TOTAL:

None

1 Hour
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47. Request for Legal Opinion or Comment
The Office for Transportation Security provides a sound and quality legal
opinion or comment on matters of its expertise and/or depending on the available
references, supporting documents and information provided by the requesting

party.
Office or Legal Service (LS)
Division:
Classification: Simple
Type of G2G 1 Government to Government
Transaction:
Who may Avail: Government official or employee

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Approved Memorandum Request for
Legal Opinion or Comment with
complete attachments or references (1

original copy)

Requesting party

FEES TO PROCESSING PERSON
CLIENT STEPS | AGENCY ACTION BE PAID TIME RESPONSIBLE
1. Submit the 1. Stamps
Approved ARECEI VED:
Memorandum name of unit and
Request for Legal | date received. Print
Opinion or name of receiving
Comment to the | staff and affix Administrative
receiving clerk signature and time . Assistant Ill
) re%eived on the None 10 Minutes Legal Service
original and (LS)
duplicate copy of
request. Make
appropriate
entries/encoding to
the logbook
2. Assigns the Director
request to a legal LS
officer None 30 Minutes Or
Officer-in-Charge
LS
3. Reviews the Attorney V
request and LS
prepares initial None 2 Days Or
draft Attorney IV
LS
4. Initial review of 1 Day Director
the draft prepared None LS
by the legal officer - Or
Officer-in-Charge
5. Final review and Attorney V
signs the final draft None 1 Day IE)S
r
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6. Finalizes and

sig_n§ the final and 1 Day Director
official legal LS
. None

opinion or Or

comment Officer-in-Charge
2. Receive the 7. Dispatch of final
documents and official Legal
requested then Opinion and/or
accomplish and Comment and 20 Minutes Administrative
drop a Feedback | reminds client to None Assistant Ill
Form in the accomplish and LS
designated box drop Feedback

Form in the

designated box

TOTAL: None 6 Days
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48. Filing of Complaint by Internal Clients / Employees

The Public Affairs Division recognizes the need to address complaints and
grievances coming within the organization, and provide resolution to satisfy their

needs.

Office or Division:

Public Affairs Division (PAD)

Classification:

Simple / Complex

Type of Transaction:

G2G - Government to Government

Who may Avail:

OTS Personnel

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Written complaint / Client Feedback | OTS website
Form (1 original copy)
Any Valid Government-issued ID (1| Philhealth
photocopy) Pag-ibig
GSIS/ SSS
NBI
DFA
LTO
COMELEC
Barangay Hall
PHILPOST
Company ID (One photocopy) Company
FEES TO BE | PROCESSING PERSON
CLIENT STEPS | AGENCY ACTION PAID TIME RESPONSIBLE
1. Accomplish 1. Receives, Information
and submit a acknowledges Officer Il
written receipt of Public Affairs
complaint complaint, and Division (PAD)
informs the Inforaration
complainant of None Officer |
the action being PAD
undertaken Or
1 Day Intelligence
Officer |
PAD
2. Assesses and
endorses the Information
complaint to the None Officer Ill
concerned PAD
Office / Service /
Division
3. Conducts 1-7 Days Transportation
inquiries or a (depending on Regulation Officer
fact-finding the nature and Tranlspo ],
Investigation None extent of Security Risk
cqmplal_nt to be Management
investigated | seryice (TSRMS)
Ref: RACCS) Or
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Supervising
Transportation
Regulation Officer
Administrative
Division

Prepares
investigation
report

None

Prepares official
communication

2. Receive official
communication

6.

Release of
official
communication

None

1 Day

Transportation
Regulation Officer
I
TSRMS
Or
Supervising
Transportation
Regulation Officer
Administrative
Division

Information
Officer Il
PAD
Or
Information
Officer |
PAD
Or
Intelligence
Officer |
PAD

TOTAL:

None

31 9 Days
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49. ICT Technical Support
To provide technical support to OTS personnel with regards to ICT-related
service requirements to maximize the hardware/software usability such as
computer troubleshooting and repair, publication of articles in the OTS website,
desktop publication, internet connection, issuance of GovMail account etc.

Office or Division:

Systems Development and Data Management

Division (SDDMD)

Classification:

Simple

Type of Transaction:

G2G 1T Government to Government

Who may Avalil:

OTS Personnel

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Job Request Form (1 original copy)

Systems Development and Data Management

Division (SDDMD)

FEES TO | PROCESSING PERSON
CLIENT STEPS | AGENCY ACTION BE PAID TIME RESPONSIBLE
1. Request for 1. Receives None 20 Minutes Intelligence Officer |
technical request and SDDMD
support identifies the
(phone, email, problem/
walk-in) at technical
SDDMD office support to be
provided. Gives
the Job
Request Form
to the
requesting
personnel.
2. Receive and fill |2. Assigns the job None 20 Minutes Chief
out the Job to the SDDMD
Request Form. responsible Or
SDDMD staff. Information
Technology Officer I
SDDMD
2.1Performs the None 1 Day Information Systems
job as Analyst |
requested. SDDMD
Or
Information Systems
Researcher |
SDDMD
Or
Computer Operator I
SDDMD
Or
Intelligence Officer |
SDDMD
Or
Intelligence Agent
Aide
SDDMD
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Information Systems

2.2 Informs that None 20 Minutes
the problem Analyst |
SDDMD
was resolved Or
or cannot be Information Systems
resolved due Researcher |
to SDDMD
. Or
unserviceable Computer Operator I
ICT SDDMD
equipment. Or
Intelligence Officer |
SDDMD
Or
Intelligence Agent
Aide
SDDMD
3. Acknowledge |3. Receives and None 30 Minutes Information Systems
the technical records the Job Researcher |
SDDMD
support was Request Form.
provided and
forward the Job
Request Form
to SDDMD
office.
None 1 Day, 1 Hour
TOTAL.: and 30
Minutes
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50. Personal Security Investigation (PSI)
Background investigation is being conducted to ensure that currently employed
OTS personnel regardless of their employment status and those who will be hired
is free from any criminal record and not a threat to national security

Office or Division:

Risk Surveillance Division (RSD)

Classification:

Highly Technical

Type of Transaction:

G2G 1 Government to Government

Who may Avail:

OTS Personnel

CHECKLIST OF REQUIREMENTS:

WHERE TO SECURE

1. Endorsement Letter (one (1)

original copy)

Administrative and Finance Service

2. Personal Data Sheet (PDS) Form
212 revised 2017 (one (1) original

copy)

Administrative and Finance Service

CLIENT STEPS

AGENCY ACTION

FEES TO
BE PAID

PROCESSING
TIME

PERSON
RESPONSIBLE

1. Forward
request to
TSRMS- BI
section

1. Receives
request from
Stakeholders
or order from
the
Administrator
and forwards
request to
Transport
Security Risk
Management
Service
(TSRMS)

None

25 minutes

TSRMS/RSD
personnel assigned

2. Receives
request and
forwards to
Director,
TSRMS for
instruction and
notation.

None

5 minutes

TSRMS/RSD
personnel assigned

3. Forwards
request to
Chief, RSD for
appropriate
action.

None

5 minutes

TSRMS/RSD
personnel assigned

4. Endorses
request to
RSD-BI Staff to
conduct record
check.

None

5 minutes

Chief, RSD
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5. Prepares the
letter request
for National
Agency Check
(NAC) such as:
National
Intelligence
Coordinating
Agency (NICA),
National
Bureau of
Investigation
(NBI),
Philippine Drug
Enforcement
Agency
(PDEA),
Intelligence
Service of the
Armed Forces
of the
Philippines
(ISAFP) and
Philippine
National
Police-
Directorate for
Intelligence
(PNP/DI) to
conduct record
check to Chief,
RSD.

None

45 minutes

Investigator-in-
charge

6. Forwards to
Chief, RSD for
his initial
signature and
endorse to
Director,
TSRMS for
signature.

None

15 minutes

Investigator-in-
charge

7. Transmits letter
request to
appropriate
National
Agency offices.

None

1 day

TSRMS/RSD
personnel assigned

8. Wait for the
result of the

None

15 Days

TSRMS/RSD
personnel assigned
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Record Check
from
appropriate
National
Agencies.

9. Receives result
of the Record
Check from
appropriate
National
Agency offices.

None

1 day

TSRMS/RSD
personnel assigned

10.Encodes and
analyzes all
the results to
Risk
Surveillance
Division-
National
Agency Check
(RSD-NAC)
Database.

None

1 hour / person

TSRMS/RSD
personnel assigned

10.1 If the result
has No
Derogatory
Record, RSD
Bl Staff will
prepare and
forward to
Chief RSD
the
Certification
of No
Derogatory
Record
addressed to
AFS.

None

10 minutes

Bl Section Head

10.2 Forwards
certification
for initial
signature and
endorses to
Director,
TSRMS for
signature.

None

15 minutes

Chief, RSD

10.3 Submits
Cetrtification
to AFS and

None

5 minutes

TSRMS/RSD
personnel assigned
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retain file
copy.

10.4 If the result
has
Derogatory
Record,
informs Chief,
RSD and
Director
TSRMS for
guidance.

None

20 minutes

Bl Section Head

10.5 Gives
instruction to
Chief, RSD
for his
appropriate
action.

None

10 minutes

Director, TSRMS

10.6 Assigns and
tasks RSD
Investigator to
conduct
Complete
Background
Investigation
(CBI)

None

10 minutes

Chief, RSD

10.7 Prepares and
forwards
memo
requesting to
conduct CBI
with attached
Projected
Expenses to
Chief, RSD.

None

20 minutes

Bl Section Head

10.8 Affixes initial
signature to
the memo
and endorses
to Director,
TSRMS for
signature.

None

15 minutes

Chief, RSD

10.9 Forwards
memo to
Administrator
for evaluation,
notation,

None

1 day

TSRMS/RSD
personnel assigned
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approval and
signature

10.10 Forwards
approved/
disapproved
memo to
TSRMS.

None

5 minutes

Admi ni str

~

qg

10.11 Receives
approved/
disapproved
memo and
forwards to
Director,
TSRMS for
information,
notation and
instruction.

None

5 minutes

TSRMS/RSD
personnel assigned

10.12 Endorses
the approved/
disapproved
memo to
Chief, RSD

None

5 minutes

Director, TSRMS

10.13 Endorses
the approved/
disapproved
memo to the
assigned
RSD
Investigator.

None

15 minutes

Chief, RSD

10.14 If request is
not approved,
complies
notation /
instruction
from
Administrator
and go back
to process
10.97 10.13

None

5 minutes

Bl Section Head

11. Prepares and
forwards
administrative
and logistic
(e.g. cash
advance,

None

1 hour

TSRMS/RSD
personnel assigned
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vehicle, flight
booking, hotel,
Coordination
Letter to Court,
PNP and
Barangay)
arrangements
to Chief, RSD.

12. Chief, RSD for
his initial
signature and
endorse to
Director,
TSRMS for
signature.

None

15 minutes

Chief, RSD

13. Submits
logistics
documents to
AFS for
processing

None

2 days

TSRMS/RSD
personnel assigned

14. Conducts
Court, PNP,
Barangay and
neighborhood
check
verification.

None

3 days/person

TSRMS/RSD
personnel assigned

15. Prepares and
forwards
Background
Investigation
Report to
Chief, RSD
addressed to
the
Administrator/
Director, AFS.

None

1 day/ person

TSRMS/RSD
personnel assigned

16. Chief, RSD
affixes his
initial signature
and endorse to
the Director,
TSRMS for
signature.

None

5 minutes

Chief, RSD

2. Receives
request from
TSRMS-BI
section.

17. Submits the BI
report to
concern office
and retain file

copy. (If

None

5 minutes

TSRMS/RSD
personnel assigned
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contains
positive result,
submit BI
report to the
Administrator.
If negative,
submit BI
report to AFS.)

None 17 days, 3
hours and 10
minutes for no
Derogatory
Record

26 days, 6
hours and 5
minutes with
Derogatory
Record
Justification: RDS has no control over the release of the results of background investigation
submitted to National Agencies. However, RSD gives 15 days for estimated time frame of
receiving their responses as RSD could not proceed to process and give certification until RSD
receives the records and checks the results from five (5) National Agencies.

TOTAL:
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51. Personal Security Investigation (PSI) for Job Order
Applicants

Background investigation is being conducted to ensure that those who will be hired
under Job Order status is free from any criminal record and not a threat to national
security.

Office or Division: Risk Surveillance Division (RSD)
Classification: Highly Technical
Type of Transaction: G2G 1 Government to Government
Who may Avalil: OTS Personnel
CHECKLIST OF REQUIREMENTS: WHERE TO SECURE
1. Endorsement Letter (one (1) Administrative and Finance Service
original copy)
2. Personal Data Sheet (PDS) Form Administrative and Finance Service
212 revised 2017 (one (1) original
wopy) PERSON
CLIENT STEPS | AGENCY ACTION | TEES TOBE | PROCESSING | pegpongiBL
PAID TIME E
1. Receives
request for PSI
from Personnel
Sectionand/or
1. Forward PS instruction from TSRMS/RSD
request to .
TSRMS-BI OTS. . None 25 minutes pers_onnel
: Administrator assigned
section )
(with
attachment of
PDS and other
clearances)
2. Forwards PSI
Request to
Director, TSRMS/RSD
TSRMS for None 5 minutes personnel
instruction and assigned
notation if
t hereds
3. Forwards
request to TSRMS/RSD
Chief, RSD for None 5 minutes personnel
appropriate assigned
action.
4. Forwards PSI
request to TSRMS/RSD
Background None 5 minutes personnel
Investigation assigned
Section
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. Prepares the
letter request to
conduct record
check for the
Five (5) National
Agencies (NICA,
ISAFP, PDEA,
PNP-DI, and
NBI)

None

45 minutes

Investigator In-
charge

. Forwards letter

of request to
Chief, RSD for
his initial
signature and
endorses to
Director,
TSRMS for
signature.

None

15 minutes

Investigator In-
charge

. Transmits letter

request to
appropriate
National Agency
offices.

None

1 day

TSRMS/RSD
personnel
assigned

8. While waiting
for the result of
the Record
Check from the
Five
(5)National
Agencies.
Investigator in-
charge
conducts
record
verification by
phone and/or
using the
internet.

None

15 Days

TSRMS/RSD
personnel
assigned

. Receives result
of the Record
Check from
appropriate
National
Agency offices.

None

1 day

TSRMS/RSD
personnel
assigned
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10. Prepares PSI

report and . Investigator in-
forwards to BI None 10 minutes charge
Section Head.

11. Forwards the
report to RSD
Chief for initial
signature and None 15 minutes Bl Section Head
endorses to
Director, TSRMS
for signature.

2. Receive
PSI report | 12. Dissemination
from of report to the : TSRMS/RSD
None 30 minutes personnel
TSRMS- concerned 4SS
o gned
BI divisions.
section.
17 days 2
TOTAL: None hours 35
minutes

Justification: RDS has no control over the release of the results of background investigation
submitted to National Agencies. However, RSD gave 15 days for estimated time frame of
receiving their response as we could not proceed to process and gave certification until such
time we received the records check results from five (5) National Agencies.
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52. Fact Finding Investigation (FFI)
To conduct fact finding investigation on transport-security related incidents and
any work-related offenses committed to transport security-operating personnel
either based on a formal complaint or initiated motu propio by OTS.

Office or Division:

Risk Surveillance Division (RSD)

Classification:

Complex

Type of Transaction:

G2G i Government to Government

Who may Avail:

OTS Personnel

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. Endorsement Letter (one (1)
original copy)

Administrative and Finance Service

FEES TO BE | PROCESSING PERSON
CLIENT STEPS | AGENCY ACTION PAID TIME RESPONSIBLE
1. Receives _
incidents reports Transportation
from stakeholders Regulation Officer |
1. Forward and
o or order from the :
incident reports administrator None 10 minutes Chief
to TSRMS-FFI . ' Transportation
section. ASSIQUS Regulation Officer
Investigator to and
gather facts and Director IV
information
2. Assess the
relevance of the
complaint an(_j Transportation
ensures that it None 1 day Regulation Officer
contains the
mandatory
elements
3. If complaint has
merit, sends
summon to Refiosa
respondent/s for Transportation
interview and Regulation Officer |
clarificatory or
questioning and Transportation
require them to Regulation Officer |
submit notarized Transp())c:rtation
affidavit. Re_\/lews None 3 days Regulation Officer |
footage available. or
Conducts overt Transportation
and covert Regulation Officer |
investigation. or
Conducts ocular Transportation
investigation. If Regulation Officer |
Complaint has no
merit recommends
dismissal of the
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complaint for lack
of merit or endorse

the case to
concerned office
who has
jurisdiction to
conduct
investigation.
Transportation
Regulation Officer |
or
4. Conducts ex Transportation
parte examination Regulation Officer |
of records and or
documents and Fernandez
. , £ all None 1 day Transportation
testimonies o Regulation Officer |
concerned or
personalities on Transportation
hand Regulation Officer |
or
Transportation
Regulation
Officer |
Transportation
Regulation Officer |
or
Transportation
Regulation Officer |
5. Prepares the Femc;rndez
fact finding Transportation
Investigation report Regulation Officer |
and submits to or
Chief, RSD and None 2 days Transportation
Director, TSRMS Regulation Officer |
for comment/ or
concurrence Transportation
Regulation Officer |
and
Chief
Transportation
Regulation Officer
and
Director IV
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2. Receives FFlI
Report from
TSRMS-FFI
section.

6. Transmits FFI
report to Legal
Service for further
evaluation
(Applicable to
Permanent and
Contractual
employee).
Transmits
approved FFI
report with
complete records
of the case to the
Administrator
(Applicable to Job
Order employee).

None

15 minutes

Transportation
Regulation Officer |

6.1 TSRMS will
retain a copy of FFI
report and
complete

future reference.

records
of the case for

None

15 minutes

Transportation
Regulation Officer |

TOTAL:

None

7 Days and 40
minutes

201




VI. Feedback and Complaints

FEEDBACK AND COMPLAINTS MECHANISM

How to send feedback? Accomplish the OTS Client Feedback
Form and submit the same to the Public
Affairs Division (PAD)

Contact information:

E-mail address:
pio@ots.gov.ph

TeleFax:
(02) 8853-5249

SMS hotline:
0919-9999-687 (OTS)

Facebook:
facebook.com/ots_dotr

Twitter:
@ots_dotr

How feedback is processed? PAD collects and collates all accomplished
feedback / survey forms

Feedback requiring answers are forwarded
to the concerned Service / Division for
appropriate action

Response is then relayed to the concerned
individual

How to file complaints? A written complaint shall be made either
through e-mail, fax, social media, or SMS
hotline

E-mail address:
pio@ots.gov.ph

TeleFax:
(02) 8853-5249

SMS hotline:
0919-9999-687 (OTS)

Facebook:
facebook.com/ots_dotr

Twitter:
@ots_dotr
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How complaints are processed?

PAD, as the primary communication arm of
the Office, shall receive and acknowledge
complaints within forty-eight (48) Hours
upon receipt.

Complainant / sender must be informed of
any action taken to resolve the complaint.

At the earliest stage, PAD shall assess the
complaint whether it falls within the
jurisdiction and mandate of the OTS. All
complaints not within its jurisdiction must
be endorsed to the proper agency for
appropriate action.

For complaints that fall within the
jurisdiction of the OTS, PAD shall employ
Stage 1 or frontline resolution, if possible. If
the complaint requires a more detailed
information or complex action, proceed to
Stage 2 and refer the complaint to the
concerned Service for appropriate action /
investigation.

Concerned Service / Division shall
immediately, upon receipt of the complaint,
conduct an inquiry or investigate the matter
to resolve factual issues.

It shall subsequently submit a report to the
Administrator through PAD, who shall
prepare/draft official communication /
response letter.

PAD, on the other hand, shall ensure CSW
of documents pertaining to the complaint
for the Administrato

PAD shall immediately communicate with
the complainant or with CSC (if made
through CSC Citizens
available communication media such as e-
mail, fax or through social media where the
complaint was coursed through.

PAD shall consolidate and maintain data
on all complaints received and any
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corrective actions taken to resolve
complaints and satisfy its customer.

It shall submit a report to the OTS
management for review.

Contact Information of ARTA , PCC,
CCB

ARTA: complaints@arta.gov.ph
1-ARTA (2782)

PCC: 8888

CCB: 0908-881-6565 (SMS)

VII.  List of Offices
Office Address Contact

Information

Transport Security Oversight 88552735

Compliance Service

Transport Security Risk Management 8853-7964

Service : __ Andrews Ave. Cor.

Transport Security Accreditation and Aurora Blvd. 8853-4351

Training Management Service Pasay City

Transport Security Policy and i

Program Service 8854-5083

Legal Service 8854-5083

Administrative and Finance Service 8851-0469
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