


Visi
A modernized and efficient customs administra-

tion that every Filipino can trust and be proud of.

Mission

To assess and collect lawful revenues efficiently

To effectively curb illicic trade and all forms of cus-
toms fraud

To facilitate trade in a secured manner

To implement relevant technology for an efficient
and effective customs management aligned with inter-
national cuftoms best practices

To promote professionalism and integrity in the

service

Values

As Customs Administration we are commirted to:

+  Professionalism and Integrity

+ Trangparency and Accountability

+ Consiftency and Simplicity

+ Vigilance and Dynamism

+ Beresponsive to the needs of the community
and industry

As Customs Personnel we are committed to be:

+ Competent and Efficient

+ Accountable and Responsible

+ Honegt and Dedicared

+ Firm and Fair

+ Helpful and Courteous

+  Simple in lifegtyle



SCHEDULE OF AVAILABILITY
I N I RY OF SERVICE

MONDAY—FRIDAY (8:00 AM—5:00 PM)

WHO MAY AVAIL OF THIS

SERVICE:

ACCREDITED IMPORTERS, BROKERS,
U N I I Authorized Representatives

PROCESSING OF IMPORT ENTRIES

REQUIREMENTS: HOW TO AVAIL OF THE SERVICE
PERSON-IN-
STEP CLIENT ACTIVITY DURATION FEE FORM
i CHARGE
1. Documentary Requirements:
i 1.1 Receives 151rD, Check and
a. Duly ACCDI‘[‘[PllSh(’,d ImPGI’t records pertinent documents, Receiving/
= eceving
En[ry and Internal Revenue St d yeien il gt 1 minute Document NONE IEIRD
. laration as against inward for- T
. i i CESS
Declaration (IEIRD) — BC # Submits 1EIRD wul? arrached cign manife&t, Tagging of Local
st nsis documentary requirements Encry Number
. . 1.2 Checks th let f
b. Commercial Invoice PeIEEE e COTD eI ) Document
rthe arrached documentof the- 1 minute E . NONE
. . Xaminer
c. Packing List field Entry
d. Billof Ladlng LERevigws Apptover 1 minute Chief, epu NONE
. Disapproves Entry i
e. Permit or Clearance (for regu- N Client secures the approv- -
s ) di h al of entry 2.2 Record/Encodes document,
lated import commodity) tagging all documents in refer- 1 minute NONE
f. Permits or clearances from con- EnceltbibBTHLEGLY
cerned government agency
Encoding /
(for regulated import Document
commoch'ty) Proceed ro Assessment Division Forward documents to Processor
NONE
2 (Examiner Section) Examiner Section

2. Payment of Duties and Taxes to
Authorized Agent Bank

Electronic Lodgement of 11RD

END OF TRANSACTION 4 minutes

through vasp

4. Boatnote



ASSESSMENT
DIVISION

PROCESSING OF FORMAL ENTRY DECLARATION
(IEIRD) AND INFORMAL IMPORT DECLARATION

AND ENTRY (lIDE)

DOCUMENTARY
REQUIREMENTS:

d.

o opoon

™

Duly Accomplished
Import Entry
and Internal
Revenue
Declaration
(1EIRD) — BC
Form 236

Duly Accomplished
Informal Import
Declaration and
Entry (11DE) —
sc Form 177

Commercial Invoice

Packing Ligt

Bill of Lading

Temporary
Assessment
Notice

Permits of
Clearances
from concerned
government
agency (for reg-
ulared import

commuodity

HOW TO AVAIL OF THE SERVICE

SCHEDULE OF AVAILABILITY

OF SERVICE:

MONDAY—FRIDAY (8:00 AM—5:00 PM)

WHO MAY AVAIL OF THIS

SERVICE:

ACCREDITED IMPORTERS, BROKERS,

Authorized Representatives

PERSON-IN-

CLIENT ACTIVITY DURATION FEB EORM
2 CHARGE
; . P IEIRD — BC
1.1 Receives and verifies che entry declaration
; : ) Document EORM 236/
viz-a-viz the arrached documents and the Inward 5 minute NONE
i o e Processor IIDE — BC
Foreign Manifest
FORM 177
Principal
Examiner/
. ” . . coo V/
1.2 Assigns Customs Examiner 1 minute NONE -do-
Assessment
Division
Chief
Principal
. . Examiner/
Proceed to cus- 1.3 Assigns pru to check on the Certificare of the v/
- 4 i 5 : coo
toms Documents Origin ro match with che $pecimen signature for 2 minute A NONE -do-
i g : ssessment
Receiving Section confirmarion purposes Divisi
: | ivision
/ Entry Processing B
: : hiel
Unir for submis-
sion of duly accom- Shipmenr tagged as
plished 11pE/1E1RD 1.4 Assesses the duties and raxes, makes return of GREEN — 5 minutes i
Form together findings and subsequently submirs the entry to the  YELLOW — T5 minutes - NONE -do-
N . E xaminer
with supporting Principal Examiner for review RED — 3 hours & 30
documents Innees
. . . coov/
1.5 Issues Final Assessment Notice (FAN) 5 minute ) NONE -do-
Appraiser
Chief,
1.6 Issuance of final approval for the release of .
i 5 minute Assessment NONE -do-
shipment T
Division
Proceed to Head,
ead,
Releasing Section s _
s S Online Release System (oLrs) Tagging of entry 5 minute Releasing NONE ~do-
for oLrs Tagging / ;
o Section
printing
Pick-up release
documents at the Issues release documents Online Release System 15 minute Cashier NONE -do-
Cashier’s Office
GREEN — 43 minutes
END OF TRANSACTION YELLOW — 53 minures
RED — 4 hours & 8 minutes




EXPORT
DIVISION

ADMINISTRATIVE DOCUMENT

DOCUMENTARY
REQUIREMENTS:

Printed Export Declaration- Single
Administrative Document
(ep-sAD)

Proforma Invoice

Packing Ligt

Commodity Clearance/Permit
(original copy)

(Exports of Regulated
Produéts based on Cugtoms
Memorandum Circular #
64-2014 or the Revised List
of Prohibited and Regulated
Products for Export under
Executive Order No. 1016

(March 1085)

f. Transit Cargo Manifest (Tcm)

SCHEDULE OF AVAILABILITY

OF SERVICE

MONDAY—FRIDAY (8:00 AM—5:00 PM)

WHO MAY AVAIL OF THIS
SERVICE:

ACCREDITED EXPORTERS, OR their

Authorized Representatives, Customs i

Brokers
PROCESSING OF EXPORT DECLARATION- SINGLE
HOW TO AVAIL OF THE SERVICE
PERSON-IN-
CLIENT ACTIVITY DURATION FEE FORM
CHARGE
Accredited
RHEREALS 1. Receive and record the
Exported/Broker R .
: Export Declaration/sap in the .
submits the ac- log baok soc ep- saD (Single
(&} 0OK.
complished noc s T Receiving oHP 115.00 Administrative Document)
T . PeEr E o
Exporr Declaration g P Clerk ? Packing List
: j 2. Assign The Trade Control :
with the appropri- 8 Proforma Inv.
Examiner (TcE) to process/up-
are dﬂ(uﬂlﬂllfﬂr)’
3 dare sap.
requirements.
Determine the Selectivity lane
Red- require physical examina-
tion, X-ray scanning Trade Control
Yellow- conduct assessment I min. per Ep Examiner NONE
and verification of documents (TcE)
submitted
Green- Proceed to dtep 5
Conduct physical examination
of shipments if-
a. Under the Red Lane
b, Regulated Commodity
¢. Covered with Alert Order 2 hours (if Trade Control ) I
J (= el : Cerrtificate of Identification
d.  With Positive X-ray result within Sasa Examiner NONE i)
e. Covered by Re-export Bond  area only) (TeE) i
f. Subject for Repair-
issue Certificate of
Identification in case of
iemE&F.
2 mins. Per ED
Trade C 1
Update sap, Accomplish (if E2M syst- Em "_ onere Giang 1 ction A (1a)
Inspection Act me’s $peed is sadins nspettion "
fast) (zc8)
Affix signature on the sap and . d Trade Control
forward same to the Chief for 3e :"e_::n g Examiner NONE BOC ED- SAD
the Review and Approval. pec (TcE)
Review the Trade Control
Examiner’s (TcE) findings, ap-
prove the sap and the Transit T e Manifest f
ER ¢ 5 ansit Cargo Manifest fo
Cargo Manifest in case of lo- 3 mins. per Ep Chief NONE Cans ARy AN ek an

cal transhipment and reroute se-
lectivity from Yellow and Red
to Green.

local eranshipment

END OF TRANSACTION

2 Hours; 7.5
Minutes




PORT
OPERATIONS
DIVISION

FOREIGN TRANSHIPMENTS

DOCUMENTARY
REQUIREMENTS:

a.  Transhipment
Permit Form (B
199)

b. Copy of Bill of
Lading

c.  Copy of Commercial
Invoice

d.  Copy of Invoice
Manifest

e. Boat Note (Bc 36)

DOCUMENTARY

REQUIREMENTS:

a. Letter requet for
Special Permit to
Board

b. Afhxed
Documentary
Stamps- pap

1 115.00

DOCUMENTARY
REQUIREMENTS:

a. Lerter request for
Special Permit
to Load/
Discharge/
Transfer

b.  Affixed
Documentary
Stamps- PHP

115,00

HOW TO AVAIL OF THE SERVICE

SCHEDULE OF AVAILABILITY |
OF SERVICE

MONDAY—ERIDAY (8:00 AM—5:00 PM)

WHO MAY AVAIL OF THIS
SERVICE:

SHIP AGENT/SHIPPING LINES/

Shipping Line representatives

PERSON-IN-
STEP CLIENT ACTIVITY DURATION FEE FORM
CHARGE
1.1 Reviews Documents
1.2 Recommends approval/signs Hoirigie
1 Submit Request with attached documents ar pon - PP &n 3 Minutes Chief rop PHP 115.00 BC 36
boatnote
1.3 Assigns Customs Guard
Ess District
2.1 Recommends approval of request C and
om er,
Secure recommendation approval from Ess/c11s 2.2 Approves request from ; m ¥
a2 N : 3 Minutes cns Chiefand nonNE
and Cargo Control transhipment
Cargo Control
Division
. Deputy
Submits approval request to the Deputy Collector . 1
3 5 PPIU“ FEUERE IR IS SR Transmits documents back to roD 3 Minutes Collector for NONE
for Operations .
OPL‘FﬁUDHS
END OF TRANSACTION 9 Minutes
HOW TO AVAIL OF THE SERVICE
PERSON-IN-
STEP CLIENT ACTIVITY DURATION FEE FORM
CHARGE
1.1 Receives payment and
Stamp Request ) 4
1 Submits letter request addressed ro District Collector 2 Minutes Cashier PHP 115.00
of Customs
1.2 Issues Official receipts 2 Minutes Cashier
. Evaluac d r mends .
2 Secures recommendation from Chief, pop A A s 3 Minutes Chief pop NONE
approval oof request
3. £8s Digtrict Commander eval-
) . ess Customs
3 Proceed to ess and secures recommendation approval uates and recommends approv- 3 Minurtes Poli NONE
olice
al of request
After securing recommending approval from ron Depury
4 and ess, client transmits documentary to the Depury 4. Approves request 3 Minutes Collector for NONE
Collector Operarions
END OF TRANSACTION 13 Minutes
HOW TO AVAIL OF THE SERVICE
PERSON-TN-
STEP CLIENT ACTIVITY DURATION FEE FORM
CHARGE
1.1 Receives payment and
Sramp Request = :
1 Submits letter request addressed to District Collector 2 Minutes Cashier PHP 115,00
of Cudtoms
1.2 Issues Offcial receiprs 2 Minutes Cashier
i 3 el 8 Evaluates and recommends ap- . -
2 Client brings documents to Chief rop for evaluarion 7 3 Minutes Chief pop NONE
proval oof request
Client secures recommending approval from Cargo Recommends approval of , Ess Customs
3 3 Minutes ) NONE
Control and pop request Police
Deputy
Ship Agent / Client submits documents to the Depury : . cputy
4 Z 3 B . Approves permit request 3 Minures Collector for NONE
Collector for Operarions for approval R
Operations
END OF TRANSACTION 13 Minutes




CUSTOMS
BONDED

WAREHOUSE
DIVISION

PROCESSING OF IMPORT ENTRIES AT THE CUSTOMS
BONDED WAREHOUSE (CBW) DIVISION

REQUIREMENTS:

Documentary Requirements:

a. Duly Accomplished Imporc
Entry and Internal
Revenue Declaration
(1e1rD) - BC Form 236

b. Commercial Invoice

c. Packing Ligt

d. Bill of Lading

e. Permit of Clearance (for regu-
lated import commodity)

f.  Permits or Clearances from
concerned government
agency (for regulated
import commodity)

Payment of Duties and Taxes to

Authorized Agent Bank /
Charging the equivalent bond

Electronic Lodgement of 1E1RD

through vase

Boatnote

HOW TO AVAIL OF THE SERVICE

SCHEDULE OF AVAILABILITY
OF SERVICE

MONDAY—ERIDAY (8:00 AM—5:00 PM)

WHO MAY AVAIL OF THIS
SERVICE:

SHIP AGENT/SHIPPING LINES/

Shipping Line representatives

PERSON-IN-
STEP CLIENT ACTIVITY DURATION FEE FORM
CHARGE
1.1 Receives and verifies the encry
Pmc‘e‘{d o Cugtoms Dacirment . declaration vis-a-vis to the attached 5 Misisees Document
Receiving Section / Bnery Processing 400 moncs and the Inward Foreign ’ Processor
1 Unit for submission of duly accom- Manifest
plished 1e1rp Form together with e
h ing document : i : Principal
the supporting docum 1.2 Assign Customs Examiner 5 minutes i
2 Examiner
Awaiting for the 1EIRD to be posted 2. Charge Bonds equivalent to the Eoo Bonds NONE
. R 5 minutes . B t}
2 with a bond by bonds ofier declared duties and taxes Division
Awaiting for the 11RD to be evaluared . . Customs
2= S 3 3. Check and evaluate if raw materi-
if raw marerials imported are with- A i Bonded
3 . als are within the Allowable Quota 10 minutes
in the Allowable Quota and List of g Warehouse
and Ligt of Importables .
Importables Division
Awaiting for the examination con- 4. Notes/Inétructs examination to . Principal
g ; p
3 2 ; 3 minutes 3
4 ducted by the examiner the assigned examiner Examiner
Awaiting for the Principal Examiner 5. Reviews Documents and physical . Customs
. = s i i
5 in reviewing the narure of the goods examination Examiner
5 Cusgtoms
6 Awaiting o appraise the value 6. Assess duries and raxes 5 minutes
Assessor
Awaiting for the entry to be signed 7.Issues Final Assessment Notice S Assistant
N minute: i
7 by the Assistant Chief (Fan) Chief
Chief,
Awaiting for the entry to be signed . . !
8 5 8,Reviews entry for final approval 5 minutes Assessment
by the Chief of Assessment Ty
Division
Head,
Proceed to the Releasing Section 9.Tagging of Entry Online Release . ,
9 p Syftem ( ) 5 minutes Releasing
or OLRS System (oLrs i
¥ Section
Pick up hard copy of released 10.Receives Payment as approved by - Chief, Cash
F i 5 minutes E
10 document the Assessment Division Section
Awaiting for the boatnote to be 11.Approves Boatnote for the release . . PHP
11 N e 3 minutes Chief, caw Boatnote
signed by the cew Chief of the cargo 115.00

END OF TRANSACTION

42 minutes




CASH

SECTION

HOW TO AVAIL OF THE SERVICE

SCHEDULE OF AVAILABILITY
OF SERVICE

MONDAY—FRIDAY (8:00 AM—5:00 PM)

WHO MAY AVAIL OF THIS
SERVICE:

IMPORTERS, CUSTOMS BROKERS,

Authorized Representatives

PERSON-IN-
STEP CLIENT ACTIVITY DURATION EEE FORM
CHARGE
Pay customs doc- Customs Documentary
umentary Stamp, Stamp Tax-115, Permit Letter request,
certification fee, . ) ) : Fee-400, Amendment Fee- Certificate of
1 . ) Issues official receipt 5 minutes Cashier ) ) i
regidtration fee, 500, Regiftration Fee-1000,  Origin, Export
permit fee, filling LRF-10 for every 1,000, Declaration
fee and other fees. Form-15
Proceed ro divi- Divisions
2 sions concerned concerned
END OF TRANSACTION 5 minutes
PERSON-IN-
STEP CLIENT ACTIVITY DURATION FEE FORM
CHARGE
Informal
Pay duties, taxes .
s Entry,
and other charg- i ¢ ) . Duties, taxes and other . :
1 ¥ Issues official receipt 15 minutes Cashier Airway Bill
es of inform charges assessed z
- Commercial
(airfreight) .
Invoice
2 Claim baggage

END OF TRANSACTION

15 minutes




ENFORCEMENT AND
SECURITY SERVICE
CUSTOMS POLICE

" DIVISION

ISSUANCE OF SPECIAL PERMITTO LOAD (SPL)
ISSUANCE OF SPECIAL PERMIT TO DISCHARGE (SPD)
ISSUANCE OF SPECIAL PERMITTO BOARD (SPB)

DOCUMENTARY
REQUIREMENTS:

a. Lerter request for
SPL, SPD OF SPB

b. Affixed
Documentary
Stamps — pHP

115.00

HOW TO AVAIL OF THE SERVICE

SCHEDULE OF AVAILABILITY
OF SERVICE

MONDAY—FRIDAY (8:00 AM—5:00 PM)

WHO MAY AVAIL OF THIS
SERVICE:

SHIP AGENT, SHIPPING Lines, Shipping

Line Representative

PERSON-IN-
STEP CLIENT ACTIVITY DURATION FEE FORM
CHARGE
Staff/ SPL
1.1 Receives/Records request 6 minutes Receiving NONE SFD
Shipping Line Representative/ Clerk it
Customs Broker/ Authorized Staff/ SPL
. . 1.2 Evaluates and recommends approval of the . .
1 Representative submits let- & 6 minutes Receiving NONE SPD
. reque! .
ter request for issuance of spp, q Clerk SPR
FEp AL aRL Digtrict SPL
1.3 Signs/Approves request for SPD, SPB or SPL 2 minutes Commander, NONE SPD
ESS sPB
Secures recommendation ap- ; Staff/ SPL
2. Records approved request and transmit to PoD, " i
2 proval for pop, cris and Cargo 5 minurtes Receiving NONE SPD
i cmrs and Cargo Control for further approval
Control Unit Clerk SPB

END OF TRANSACTION

19 minutes




CUSTOMS

SERVICES

BOC-CLIENT PROFILE REGISTRATION SCHEME
(CPRS) OF ONCE-A-YEAR IMPORTER

INTELLIGENCE &
INVESTIGATION

SCHEDULE OF AVAILABILITY |
OF SERVICE

MONDAY—FRIDAY (8:00 AM—5:00 PM)

WHO MAY AVAIL OF THIS
SERVICE:

INDIVIDUAL, PARTNERSHIP,
corroraTION and Government agen-
cies and intrumentalities. The registra-
tion of an importer under this scheme
is limited only to one importation for

the period of 365 days from the date of

approval by the Digtrict Collector.

DOCUMENTARY HOW TO AVAIL OF THE SERVICE
REQUIREMENTS: STEP CLIENT ACTIVITY DURATION PERSON-IN-CHARGE FEE FORM
I 1.1 Receives and evaluates the documents for i cus Staff in the
— inutes s ——
+ Notarized cprs ];;?pu;m :l: completeness 5 Adminigtrative Section Registration
ies for cp
Tepiiiath Registration 1.2 Prepares Indorsement/ Recommendarion for _— ci1s Sraff in the Fee CEAS
minu i 1
egistration through Value Approval 2 i Administrative Section PHELA0.0D I?Eg]ﬂmmm
fikrittue d 1 . form on line
with picture an Added Service 1.3 Review entire documents for errors 4 minutes Evaluaror Documentary viawase
i Provi .
Signature l,OVld;r (rase) 1.4 Signs Indorsement/Recommendation for . Chief Stamps provider
using the cPrs 1 minute , c11s
. r | » 115,
+ sec/pT1 Registration Once-A-Year ARRTOVS BHP I115.00
Tax Identificati 1.5 Records indorsement for tracking purposes 2 minures ciis Sraff
+ ax Identification
2.1 Adtivation of the approved application in the )
Number (T1n) of E2M 3 minuces
Office of the District
:lpplicant 2 2.2 Upen approval of the application, the appli- Collector NONE NONE
; 3 cant shall receive a Certificate of Regiétration 10 minutes
+ Billof La(hng / (cor) through e-mail.
Invoice / PaCkillg Once the Bank Reference Number (srn) has been Authorized Agent Bank
Ligt 3 issued by Authorized Agent Bank (aBB)

+ Afhdavit of Once-A-

END OF TRANSACTION

30 minutes

Year importation

4+ BoC Single
Adminigtrative
Document (sAp)

+ Boc Official Receipt

+  Applicant, Broker
and Processor’s
1D card

+  Others: MsDA
(Materials Safety
Data Sheet) and
Import Permit/
Clearance (if

applicable)




X-RAY
INSPECTION

PROJECT

DOCUMENTARY
REQUIREMENTS:

a. 1EirD / Export
Declaration
Document (back
to back copy
with color selec-
tivity Stamp by

FED

o

Bill of Lading

TAN / OLRS

oo

Commercial Invoice

Brokers
PROCESSING OF X-RAY INSPECTION PROJECT
HOW TO AVAIL OF THE SERVICE
CLIENT ACTIVITY DURATION PERSON-IN-CHARGE FEE FORM

Submits all required docu- 1.1 Validates / Checks Completeness
ments to the x1p Field office; and authenticity of documentary
if shi d as : i
e IpmenFS e fequirements 2 minutes x1p Document Verifier wN/A N/a
make sure it has been tamped
with “Subject for X-ray” at kpu 1.2 Signs the set of documents thar is .
(Entry Processing Unit) subject for X-ray scanning
Brings the signed set of doc- 2.1 Counterchecking of documents 1 minute Assidtant Field Officer
o of fthShiP'“"t"‘ sub- 2.2 Entrance / Exit of containerized . x Coordi p
ject for X-ray ingpection m_th': Shipments on the x-ray scanner 3 minutes “ray Leordinaror
X-ray facility (Satellice Offices)

2.3 Scanning Process, Image Analysis 5 minutes X-ray Inspector N/ n/a
Advices the truck driver to bring . Ha i
the container truck at the X-ray ;"4 Benitouty Releelof Xy T minute X-ray Inspector
Faciity mage
P d to Dury E: iner/s fi

rocesd so Dty antiner/Sifos 3 Request for X-Ray image on the . .

the day at x1p-DEA for evalua- 3 minutes Durty Examiner N/a NfA

P

Packing List

Other Pertinent

™m

Documents
(Permits,

Clearance, etc.)

SCHEDULE OF AVAILABILITY
OF SERVICE

MONDAY—FRIDAY (8:00 AM~—5:00 PM)

WHO MAY AVAIL OF THIS
SERVICE:

ACCREDITED EXPORTERS, OR their

Authorized Representatives, Customs

tion of X-ray image

scanned Containerized shipment

END OF TRANSACTION

15 minutes




CARGO
CONTROL

UNIT

SCHEDULE OF AVAILABILITY
OF SERVICE

MONDAY—FRIDAY (8:00 AM—5:00 PM)

WHO MAY AVAIL OF THIS
SERVICE:

ACCREDITED EXPORTERS, OR their

Authorized Representatives, Customs

Brokers
DOCUMENTARY HOW TO AVAIL OF THE SERVICE
REQUIREMENTS: STEP CLIENT ACTIVITY DURATION PERSON-IN-CHARGE FEE FORM
Receives Single Administrative
g Document (sap)/ Informal Encry
% Duly AccomPhShEd from Cash Section
Singe Validate sap, e.g., Formal & Informal
g 8
Adiinigtse Customs Entry(s) & its supporting 2 minutes Receiving Clerk
artachments
Document (sap) Awaiting for Forwards san/ Informal Encry Single Administrative
+ Duly Accomplished 1 approval to the Chief, Cargo Control for N/a Dacument / Informal
23 approval Enery
Informal Import
Deelasstziid Checks/Verifies sap against the lat-
coaration an est Alert/ Hold Orders issued
Entr inures Chief, Cargo Control Unit
v Appraoves the release of Shipment(s) RIS e
upon representation of duly accom-
plished Entry and Proof of Payment
Checks/ Verifies proof of pay-
ment, other related artachments and
e signatories
Presentsiipproved - Single Administracive
SAD/Informa necks/ verihes the SAD again the .
ik l Checksieuetiiesd gaindt th 4 minutes Wharfinger N/a Document / Informal
2 Entry to the as- Inward Manifest and latest Alerc/ & .
signed Wharfinger Hold Orders issued Y
Approves Final release of the im-
PDI’[ L'Hl'gﬂcﬁ
Proceed to the
Arradtre for the re- END OF TRANSACTION 8 minures
3

leasing of Cargoes




i

PROCEDURE FOR FILING
COMPLAINTS/FEEDBACK/
SUGGESTIONS/COMMENTS

1. Secure the Complaints/Feedback/Suggestions/Comments Form from the
Adminigtracive Office of the Bureau of Cugtoms or email us ar
boc_portofdavao@yahoo.com for a soft copy of the Complaints/Feedback/
Suggeékinns/(:nmmenrs Form.

2. Fill up the form accordingly with complete name of Boc personnel or Boc
Division subject of the complaint or feedback. In case of complaints, please
include documentary and other proof of violation/offense.

3. Submit the filled-up form (with attachments, if necessary) to Human Resource
Management Officer, Administrative Division, This Port, or email to
boc_portofdavao@yahoo.com with the subjec header of rFEEDBACK/
COMPLAINT CONFIDENTIAL.

4. Allow seven (7) working days from date of filing for appropriate feedback from

the Human Resource Management Officer, Boc Port of Davao.



BUREAU OF CUSTOMS
COLLECTION DISTRICT XII
DAVAO

1. Which Division of this Port does this feedback relate to?

2. Please answer the following questions by ticking the appropriate box:

YES NO

Were you acknowledged immediately

and served as soon as practicable?

Were your treated in a courteous and

considerate manner?

Did you receive ample and effective ser-

vice in a time-efficient manner?

Were you satisfied with your overall

experience with Boc-pDavao?

3. BOC-DAVAO is commited to cnntinuously review and improve its customer ser-
vices practices. If you have answered "no” to any of the question above please
provide further details below for future training (If the $pace provided is not

sufficient, you may write more derails at the back of this page):

4. If you have received outstanding customer service and would like to acknowl-
edge the section/person with whom you were doing business with, please
provide a short description of the situation for future training an recogni-
tion (If the $hace provided is not sufficient, you may write more details at the
back of this page):

Name section/person who gave outftanding customer service:

Brief description of the situation:

5. Please provide any further comments that may assist us to improve our cus-

tomer service:

If you would like us to contact you to discuss your comments, please provide your

name, address, te[ephone number and other contact details.




BUREAU OF CUSTOMS
COLLECTION DISTRICT XII
PORT OF DAVAO
KM. 10 SASA WHARF, DAVAO CITY

(82) 233-1258
(82) 224-969

boc.pod@gmail.com

El /bocdavao [ @bocdavao
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