
PORO POINT MANAGEMENT CORPORATION
CITIZEN'S CHARTER

FRONTLINE SERVICE(S) VERSION EFFECTIVITY DATE

1. Granting of New Certificate of Registration 9th Revision July 30, 2018

2. Renewal of Existing Certificate of Registration 8th Revision July 30, 2018

3. Granting of New and Renewal of Existing Certificate of Accreditation or
Permit to Operate

8th Revision July 30, 2018

4. Issuance of Permit to Bring In Local Articles 7th Revision July 30, 2018

5. Issuance of Permit to Bring In Imported Articles 7th Revision July 30, 2018

6. Issuance of Permit to Bring Out Local Articles 7th Revision July 30, 2018

7. Issuance of Permit to Bring Out Imported Articles 7th Revision July 30, 2018

8. Issuance of Import Permit 7th Revision July 30, 2018

9. Issuance of Export Clearance (New) Initial Issue July 30, 2018

10. Issuance of Gate Pass 7th Revision July 30, 2018

11. Registration of Applicants in the Labor Center 8th Revision July 30, 2018

12. Issuance of Building Permit 8th Revision July 30, 2018

13. Issuance of Occupancy Permit 8th Revision July 30, 2018

Feedback Mechanism 6th Revision October 20, 2016



VISION STATEMENT

“By 2020, the Poro
Point Freeport Zone
is an international
gateway for trade,
business and tourism.”

PORO POINT MANAGEMENT CORPORATION



MISSION STATEMENT
“To develop and manage the Poro
Point Freeport Zone in order to
promote the economic and social
development of Northern Luzon
in particular, and the country in
general while ensuring  the
conservation and protection of
our environment and natural
resources.”

PORO POINT MANAGEMENT CORPORATION



SERVICE PLEDGE
“We, the officers and employees
of the Poro Point Management
Corporation, collectively pledge
to deliver quality public services
with the highest level of
professionalism in an atmosphere
of truth and compassion towards
our internal and external
customers.”

PORO POINT MANAGEMENT CORPORATION



PORO POINT MANAGEMENT CORPORATION

CITIZEN’S CHARTER
OFFICE FOR REGULATORY SERVICES
Location: Customs Clearance Area, Poro Point Freeport Zone, City of San Fernando, La Union
Contact Number: 072-607-5365
Email Address: regserv_poropointfreeport@yahoo.com

FRONTLINE SERVICE(S) OFFERED REVISION EFFECTIVITY
1. Granting of New Certificate of Registration 9th revision July 30, 2018
2. Renewal of Existing Certificate of Registration 8th revision July 30, 2018
3. Granting of New and Renewal of Existing Certificate of Accreditation
or Permit to Operate

8th revision July 30, 2018

4. Issuance of Permit to Bring In Local Articles 7th revision July 30, 2018
5. Issuance of Permit to Bring In Imported Articles 7th revision July 30, 2018
6. Issuance of Permit to Bring Out Local Articles 7th revision July 30, 2018
7. Issuance of Permit to Bring Out Imported Articles 7th revision July 30, 2018
8. Issuance of Import Permit 7th revision July 30, 2018
9. Issuance of Export Clearance (New) Initial issue July 30, 2018
10. Issuance of Gate Pass 7th revision July 30, 2018



PORO POINT MANAGEMENT CORPORATION

CITIZEN’S CHARTER

GRANTING OF NEW
CERTIFICATE OF REGISTRATION



PORO POINT MANAGEMENT
CORPORATION

Code : PPMC-CC-01

Revision : 9th

CITIZEN’S CHARTER Effectivity : July 30, 2018

Granting of New Certificate of Registration Page : Page 1 of 8

Revision
Date

Rev.
No.

Issue
Date Revision History Prepared by: Reviewed by: Approved

by:

August 14,
2015 5 August 17,

2015

The Person-in-Charge was revised
in Step No. 3 to include George
Victor S. Pasig and all the offices of
PPMC - Legal, Finance, Regulatory
Services, Infrastructure
Management, Airport Management
and HR and Administration

Eliza M.
Maconocido Hon. Florante S. Gerdan

The Duration of Activity was revised
in Step No. 3 from 4 days to 3
days.

Eliza M.
Maconocido Hon. Florante S. Gerdan

Step No. 5 was moved and
renumbered as Step No. 4 and
George Victor S. Pasig was included
in the Person-in-Charge

Eliza M.
Maconocido Hon. Florante S. Gerdan

Inserted Step No. 5 and  and
George Victor S. Pasig was included
in the Person-in-Charge

Eliza M.
Maconocido Hon. Florante S. Gerdan

Step No. 4 was renumbered as Step
No. 6; Step No. 6 was renumbered
as Step No. 7; Step No. 7 was
renumbered as Step No. 8; Step
No. 8 was renumbered as Step
No.9; Step No. 9 was renumbered
as Step No. 10; Step No. 10 was
renumbered as Step No. 11

Eliza M.
Maconocido Hon. Florante S. Gerdan

The Person-in-Charge was revised
in Step No. 8 to include George
Victor S. Pasig

Eliza M.
Maconocido Hon. Florante S. Gerdan

The Person-in-Charge was revised
in Step No. 9 to include the Finance
Analyst

Eliza M.
Maconocido Hon. Florante S. Gerdan

Step No. 10 was revised to indicate
that the Signing of Lease
Agreement and Signing of
Certificate of Registration will done
by one office – Business
Development

Eliza M.
Maconocido Hon. Florante S. Gerdan

The Person-in-Charge was revised
in Step No. 10 to include George
Victor S. Pasig

Eliza M.
Maconocido Hon. Florante S. Gerdan

The Person-in-Charge was revised
in Step No. 11 to include Jaime
Joseph E. Bautista and Harry Jose
J. Gatchalian

Eliza M.
Maconocido Hon. Florante S. Gerdan

October 2,
2015 6 October 5,

2015

Under the list of requirements, Item
No. 2, the Cooperative Registration
was included.

Eliza M.
Maconocido Hon. Florante S. Gerdan

Under Fees to be paid, a Filing Fee
in the amount of PhP2,000.00 was
included; the phrase “and
Endorsement to BIR” was added
after the phrase Certificate of
Registration; the Registration Fee
was removed; and a Permit to
Operate was included in the
amount of PhP1,000.00. The total
was changed to PhP9,000.00.

Eliza M.
Maconocido Hon. Florante S. Gerdan
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Revision
Date

Rev.
No.

Issue
Date Revision History Prepared by: Reviewed by: Approved

by:

The phrase Working Day/s was
added in the Duration of Activity.

Eliza M.
Maconocido Hon. Florante S. Gerdan

The Duration of Activity was revised
in Step No. 3 from 3 days to 2
days.

Eliza M.
Maconocido Hon. Florante S. Gerdan

The Office Activity in Step No. 11
was revised to include La Union
Electric Company in the list of
agencies being provided with copy
of Certificate of Registration.

Eliza M.
Maconocido Hon. Florante S. Gerdan

The Person in Charge in Step No.
11 was revised to delete the name
of Abigael R. Balanon

Eliza M.
Maconocido Hon. Florante S. Gerdan

October 10,
2016 7 October 12,

2016

The requirement Proposed/Existing
Site Development Plan/Location
Map was deleted

Eliza M.
Maconocido Hon. Florante S. Gerdan

Step No. 4 was deleted and the
activity was incorporated in Step
No. 3 and the number of days is
reduced to 2 days

Eliza M.
Maconocido Hon. Florante S. Gerdan

Included furnishing a copy of the
contract of lease/lease agreement
and certificate of registration to the
lessee under Step No. 10

Eliza M.
Maconocido Hon. Florante S. Gerdan

Included furnishing a copy of the
contract of lease/lease agreement
to the Document Controller and
deleted PPMC Finance Office and
Enterprise Regulations Office under
Step No. 11

Eliza M.
Maconocido Hon. Florante S. Gerdan

Renumbered Step No. 5,6,7,8,9,10
& 11 to Step No. 4,5,6,7,8,9 & 10,
respectively

Eliza M.
Maconocido Hon. Florante S. Gerdan

May 25,
2017 8 June 1,

2017
Replace Hon. Florante S. Gerdan
with Atty. Felix S. Racadio Joel G. Caringal

Maria Victoria
Redempta DG-

Soriano

Atty. Felix
S. Racadio

Include below the How to Avail of
the Service the following:

This process commences/proceeds upon
approval by the PPMC Board of the
lease/sublease agreement, and its
registration.

Joel G. Caringal
Maria Victoria
Redempta DG-

Soriano

Atty. Felix
S. Racadio

Revise all “How to Avail of the
Service” and shall read as follows:

Column under Applicant/Client:

Step 1: No change

Step 2: Submission by the client of
the following complete
Documentary Requirements to the
Customs Clearance Area (CCA):

1. Copy of the signed Contract of
Lease with PPMC or PPMC
Board approved Sub-Lease

Joel G. Caringal Maria Victoria
Redempta DG-

Soriano

Atty. Felix
S. Racadio
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by:

Agreement

Step 3 to 5: Revised/removed

Step 6: Proceed to the cashier and
pay the required fees

Step 7: Receive duly signed
Certificate of Registration

Step 8 to 10: Removed

Column under Office Activity:

Step 1: No change

Step 2: Receive from the client
complete documentary
requirements

Step 3: Review the authenticity and
accuracy of the documents
submitted

Step 4: Draft Certificate of
Registration and endorsement to
the President & CEO or to his/her
alternate for approval & signing

Step 5: Sign the Certificate of
Registration

Step 6: Receive payment and issue
Official Receipt

Step 7: Issue duly signed Certificate
of Registration

Step 8 to 10: Removed

Column under Duration of
Activity  (Working Day/s):

Step 1: No change
Step 2:  30 mins
Step 3:  1 day
Step 4: Same day
Step 5:  1 day
Step 6: 1 hour
Step 7:  30 mins
Step 8 to 10: Removed

Column under Person-In-
Charge:

Step 1: No change

Step 2: Mary Jane B. Carlos-

Joel G. Caringal
Maria Victoria
Redempta DG-

Soriano

Atty. Felix
S. Racadio
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by:

Enterprise Regulations Officer/Harry
Jose J. Gatchalian-Environment &
Safety Officer/Jaime Joseph E.
Bautista-Enterprise Regulations
Assistant

Step 3: Mary Jane B. Carlos-
Enterprise Regulations Officer/
Harry Jose J. Gatchalian-
Environment & Safety Officer/
Jaime Joseph E. Bautista-Enterprise
Regulations Assistant and All
Concerned Offices

Step 4: Mr. Joel G. Caringal-VP
Regulatory Services/
Mary Jane B. Carlos-Enterprise
Regulations Officer/Jaime Joseph E.
Bautista-Enterprise Regulations
Assistant

Step 5: Atty. Felix S. Racadio-
President & CEO

Step 6: Jaime Joseph E. Bautista-
Enterprise Regulations
Assistant/Harry Jose J. Gatchalian-
Environment and Safety
Officer/Mary Jane B. Carlos-
Enterprise Regulations Officer

Step 7: Mary Jane B. Carlos-
Enterprise Regulations
Officer/Jaime Joseph E. Bautista-
Enterprise Regulations
Assistant/Harry Jose J. Gatchalian-
Environment & Safety Officer

Step 8 to 10: Removed

Joel G. Caringal Maria Victoria
Redempta DG-

Soriano

Atty. Felix
S. Racadio

Below the table of How to Avail of
Service, include the following:
Note: Furnish copy of the duly
notarized Certificate of Registration
to the following Offices:

1) Bureau of Customs
2) Bureau of Internal Revenue
3) La Union Electric Company,
Inc.
4) PPMC Offices: Office of the
President, Office for Finance,
Office for Business
Development, Office of the
Legal Counsel

Joel G. Caringal
Maria Victoria
Redempta DG-

Soriano

Atty. Felix
S. Racadio

July 9,
2018 9 July 20,

2018

Reduce duration of activity on the
following:

Step 2: from 30 minutes to 5
minutes
Step 3: from 1 day to 1 hour

Joel G. Caringal
Maria Victoria
Redempta DG-

Soriano

Atty. Felix
S. Racadio




