CITIZEN’S CHARTER

PROVINCIAL TOURISM OFFICE

Vision: - To showcase Cebu as the island in the Pacific where heritage, wellness, and vibrant
communities create authentic and meaningful tourism experiences.

- To strengthen, conserve and preserve national arts, culture and heritage of the province.

- To enable the tourism industry as a source of local revenue and a prime contributor to the
socio-economic development of the province.

Mission: We strive to strengthen and capacitate the tourism and culture sector towards a
sustainable socioeconomic growth, as well as the preservation and conservation of the

province’s arts, culture and heritage.

FRONTLINE SERVICE: Tourist assistance and information

TYPE OF SERVICE: Receive and facilitate visitor's phone, email, walk-in, and social media
platform inquiries
- Receive and facilitate guided tours within the Capitol compound and Museo
Sugbo

DOCUMENTARY REQUIREMENTS:
- Letter request for guided tours

WHO MAY AVAIL OF THE SERVICE: local, domestic and international tourists, students, LGUs,
and general public

HOW TO AVAIL THE SERVICE:

Applicant/ .. Duration Person
Step Client Activity of In-Charge
Activity

alc. Marichu B. Omang

Inquiry via:
b. Arnela M. Tangkay

a. Phone »
b Walki facillale | minutes blc. AbigailIrah A. Cudias
c. Email client's inquiry d. Jed Aries A. Yu
d. Social

media

Receive and 5
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Applicant/ Activity Duration Fees Person
Client of Activity In-Charge

Provide list of . District-in-charge
materials and other 3 working days (see Annex A)
tourism-related

Request letter | gata/ collaterals

Approval of request Rowena Lu. Y
for guided tours | 2 working days Montecillo

within the Capitol
Bldg. and Museo . Provincial Administrator

Sugbo

FRONTLINE SERVICE: Governor's program and activities coordination

TYPE OF SERVICE:- Receive request letter for approval of the Governor
- Coordinate with office-in-charge for details of event

- Facilitate program including payables, production, usher of guests, and
attendanre

DOCUMENTARY REQUIREMENTS:
- Letter reauest dulv anproved bv the Governor

WHO MAY AVAIL OF THE SERVICE: Local Government Units, agencies & private stakeholders

HOW TO AVAIL THE SERVICE:

Applicant/ . Duration Person
Step Client Activity of Activity In-Charge

Receive

Request .
communication

letter

3 minutes Marichu B. Omang
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Applicant/
Client

Activity

Duration
of Activity

Fees

Person
In-Charge

Request
letter

Endorse request to
Governor for approval

Immediately
upon
Governor’s
availability

Gilbert M. Barrios

Coordinate with
concerned requesting
office/ agency

immediately
upon approval

Rowena Lu Y. Montecillo

John Roland C.
Tabufiag
Abigail Irah A. Cudias

Prepare and process
documents on
payables and

coordinate with
supplier

immediately
upon approval

Maica A. Pantinople
Nieven N. Singson
Rommel M. Diola

Alberto O. Jumawid

Implement activity/
program

On the day of
activity

All Tourism Office
personnel

FRONTLINE SERVICE: Site assessment of new and existing tourism destination/ attractions

TYPE OF SERVICE: - Receive request letter for site assessment from LGUSs, private stakeholders

and people’s community organizations
- Facilitate physical assessment of tourism destination/ attractions

- Endorsement to concerned agencies
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| DOCUMENTARY REQUIREMENTS:

- Letter request for site assessment

WHO MAY AVAIL OF THE SERVICE: Local Government Units, private stakeholders and people’s
community organization

HOW TO AVAIL THE SERVICE:

Step | Applicant/ Activity Duration Person
Client of Activity In-Charge

Received letter requestfor | 3 minutes District-in-charge
site assessment from | (see Annex A)
LGUs, private stakeholders
and people’s community
organization

LGUs, Conduct physical 4-8 hours District-in-charge

Fuvale assessment per site TWG
stakeholders (see Annex A)

and people’s .
community Evaluation of data and 1 working District-in-charge

organization |  observations gathered day and TWG
(see Annex A)

Preparation of report/ 1 working District-in-charge

recommendation day and TWG
(see Annex A)

Endorsement to concerned | 1 working District-in-charge
agencies for appropriate day and TWG
action/ assistance (see Annex A)
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FRONTLINE SERVICE: Cultural and heritage site management

TYPE OF SERVICE:- Receive request letter for cultural and heritage site assessment from LGUS,
private and people’s community organizations
- Cultural mapping and inventory of cultural properties
- ldentifying and marking of provincial-level heritage monuments and sites

DOCUMENTARY REQUIREMENTS:
- Letter request for site assessment and approval letter from the Governor.

WHO MAY AVAIL OF THE SERVICE: Local Government Units, private and people’s community
organization

HOW TO AVAIL THE SERVICE:
Step Applicant/ Activity Duration | Fees Person
Client of Activity In-Charge
, Received letter request
for site assessment from
L LGUs, private 3 minutes | "O"€ Marichu B. Omang
and people’s community
organization
LGUs, Private | Endorse to the Governor
upon none .
stakeholders for approval ) Rowena Lu. Y Montecillo
2 | and people’s receipt
community
3 assessment site ARG £
. Evaluation of data and  working | none Dr. Jose E[eazar Bersales
observations gathered day Francis Pesons
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Applicant/ Activity Duration | Fees Person
Client of Activity In-Charge

Endorse report/ _ |
recommendation to 1 working Francis Pesons

Governor with proposed day
activity proposal

Implementation of activity ' Dr. Jose Eleazar Bersales

(i.e. management site 3 working Francis Pesons
days District-in-charge
TWG

(see Annex A)

training, cultural mapping,
heritage caravan etc.

FRONTLINE SERVICE: Provincial Tourism Marketing & Promotions

TYPE OF SERVICE: - Receive request letters from private organizations, and other groups for
participation in provincial tourism and marketing initiatives.
- Coordinate with LGUs, Private Sectors & MSMES
- Facilitate and assist to ensure smooth engagement

DOCUMENTARY REQUIREMENTS:
- Letter of Intent, Registration Form, Product Profile

WHO MAY AVAIL OF THE SERVICE: Local Government Units, private sectors and people’s
community organization, MSMES

HOW TO AVAIL THE SERVICE:

Step | Applicant/ Activity Duration Person
Client of Activity In-Charge
LGUs.
Private Received Letter of Intent & | 15 Minutes

Sector & Application Form and
MSMES Facilitate Inquiry

Marichu Omang
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Applicant/ Activity Duration | Fees Person
Client of Activity In-Charge

Review of Application & _
Confirm Paprficipation 1 Working Ivy Mane.J. Galon
days Jed Aries Yu

Coordinate with 3 Working vy Marie J. Galon
o ‘ orki -
Participating LGU, Private Days Arnela M. Tangkay

Sector & MSMEs and Jed Aries Yu
facilitate logistics

Ivy Marie J. Galon
Implementation of the Event Amela M. Tangkay

g Duration WG

(see Annex A)

FRONTLINE SERVICE: Tourism Training and Capacity Building

TYPE OF SERVICE:- Receive request letters from LGUs, tourism stakeholders, and community
organizations for training and capacity building programs
- |dentify appropriate training modules
- Facilitate tourism-related trainings, seminars, and workshops

DOCUMENTARY REQUIREMENTS:
Letter request for training and capacity building programs and approval letter from the
Governor,

WHO MAY AVAIL OF THE SERVICE: Local Government Units, tourism stakeholders and people’s
community organization ~

HOW TO AVAIL THE SERVICE:







