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1.1.2. Liquidation of Cash Advances 
1.1.2.1. Payroll Fund for Salaries, Wages, Allowances, Honoraria 

and Other Similar Expenses 
1.1.2.2. Travelling Expenses 

- Local Travel 
- Foreign Travel 

1.2. Salaries and Wages 
1.2.1. For Regular and Casual Employees (Payroll) 
1.2.2. For Regular and Casual Employees (Individual Claims) 

1.2.2.1. First Salary 
1.2.2.2. If Deleted from the Payroll 

1.2.3. Salary of Casual/Contractual Personnel 
1.2.4. Salary Differentials Due to Promotion/Step Increment 
1.2.5. Last Salary 
1.2.6. Salary Due to Heirs of Deceased Employee 
1.2.7. Maternity Leave 

1.3. General Claims Through the Automated Teller Machine (ATM) 
1.4. Allowances, Honoraria and Other Forms of Compensation 

1.4.1. Personnel Economic Relief Allowance (PERA) 
1.4.2. Representation and Transportation Allowance 
1.4.3. Clothing/Uniform Allowance 
1.4.4. Productivity Incentive Allowance 
1.4.5. Special Counsel Allowance 
1.4.6. Honoraria 

1.4.6.1. Government Personnel Involved in Government 
Procurement 

1.4.6.2. Teaching Personnel (Department of Educations, TESDA, 
SUCs and Other Educational Institutions) 

1.4.7. Lecturer/Coordinator 
1.4.8. Longevity Pay 
1.4.9. Year-End Bonus and Cash Gift 
1.4.10. Retirement Benefits 
1.4.11. Terminal Leave Benefits 

1.5. Other Expenditures 
1.5.1. Communication 
1.5.2. Extraordinary and Miscellaneous Expenses 
1.5.3. Fuel, Oil and Lubricants 
1.5.4. Advertisement 
1.5.5. Insurance, Premiums, Taxes, Duties and Licenses 

2. Payment Procedure for Government Expenditures (Complex) 
2.1. Cash Advances 

2.1.1. Granting of Cash Advances 
2.1.1.1. Payroll Fund of Salaries, Wages, Allowances, Honoraria 

and Other Similar Expenses 
2.1.1.2. Field/Activity Current Operating Expenses 

2.1.2. Liquidation of Cash Advances 







 

 

 

 

 

 

I. PACD 

External Services 

 

  





FEES TO BE 
PAID

PROCESSING 
TIME

PERSON 
RESPONSIBLE

None 5 minutes PACD/CSR

30 minutes
Head of Office/DO/RO/ 
Designated Personnel

2 hours RO/PAC Com/ED

None
2 hours & 35 

mins.

CLIENT STEPS

1. Proceeds to the PACD

A. WALK-IN COMPLAINTS

None

AGENCY ACTION

1. Takes appropriate action and 
advise to see the Head of Office

2. Receives verbal or written 
complaints and analyzes if it can be 
resolved within the level of his/her 
authority

2.1. Informs the client of the action 
taken.

3. If complaints was not resolved, 
endorses/forwards the complaint to 
the Regional Director/ PAC 
Committee/ Executive Director, if not 
within the level of authority

2. Proceeds to the Head of Office

3. Receives/Acknowledges action 
taken. Follows the instructions as 
advised by the Head of Office

TOTAL:

FILING AND HANDLING OF COMPLAINTS AND FEEDBACKS 2



FEES TO BE 
PAID

PROCESSING 
TIME

PERSON 
RESPONSIBLE

CLIENT STEPS AGENCY ACTION

1.1 Takes appropriate action

1.2 Informs/Notifies the client of 
the actions taken through letter, 
text or social media accounts

1.3. If not within the level of 
authority, endorses Summary of 
Complaints/Feedback to the 
Regional Office

2.1 Takes appropriate action on 
the complaints

2.2 Informs/Notifies the client of 
the actions taken through letter, 
copy furnished the Head of Office

2.3 If not within the level of his/her 
authority, endorses complaints to 
the Central Office

B. SUGGESTION BOX

1. Fills-out properly & signs 
Complaints/ Feedback Form 
provided near the suggestion box at 
the PACD & drops the same

1. Retrieves/classifies and 
summarizes complaints

Head of Office or 
Designated 
Personnel

2. No Activity

2. Analyzes Summary of 
Complaints/Feedback

None 1 day
RD/ARD or Designated 

Personnel

None 1 day

FILING AND HANDLING OF COMPLAINTS AND FEEDBACKS 3



FEES TO BE 
PAID

PROCESSING 
TIME

PERSON 
RESPONSIBLE

CLIENT STEPS AGENCY ACTION

3.1 Takes appropriate action

3.2 Informs/Notifies the client of 
the actions taken through letter, 
copy furnished the RD/Head of 
Office

2 days, 4 hours 
& 45 minutes

None
4 hours, 45 

minutes
ED/ASSEC

TOTAL

3. No Activity 3. Analyzes Complaints/Feedback

FILING AND HANDLING OF COMPLAINTS AND FEEDBACKS 4



Client 

Client 

1. Letter detailing the concern

2. Photos, videos, and any data relevant to support the concern 

Type of Transaction: Government-to-Citizen (G2C)

Who may avail: Public

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

COMPLAINT RECEIVED BY THE DIGITAL MEDIA - PUBLIC ASSISTANCE OFFICE

Acts on clients' concerns, i.e. complaints, requests for information, comments, suggestions, commendations,  etc., lodged 
through digital media portals i.e. Malacanang Hotline 8888, CSC Contact Center ng Bayan, Ombudsman, Presidential 
Complaint Center, LTO Facebook page comments section and Facebook Messenger, e-FOI, DOTr-Communications Office 
etc.

Office or Division: Digital Media-Public Assistance Office

Classification: Simple to Complex transaction depending on the nature of the concern

COMPLAINT RECEIVED BY THE DIGITAL MEDIA - PUBLIC ASSISTANCE OFFICE 5



FEES TO BE 
PAID

PROCESSING 
TIME

PERSON 
RESPONSIBLE

1 day

1.1 Case resolver assigns Ticket 
Reference No., then encodes the 
complaint in the daily inventory of 
cases

1 day

1.2 Requests for case closure from 
the appropriate portal.

3 days 

TOTAL None 5 days

1 day

1.1 Assigns Ticket Reference No., 
then encodes the complaint in the 
daily inventory of cases

1 day

1.2 Refers the complaint to the 
concerned Regional Office  (RO) or 
appropriate office if and when 
necessary

1 day

1.3 Follows-up action taken by RO 3 days

None Case Resolver

AGENCY ACTION

1. Case resolver acknowledges receipt 
of the concern. Responds directly to the 
client. Verifies and clarifies information.

1. Lodges complaint at a digital 
media portal, i.e. 8888 Malacanang 
Hotline, ARTA, Contact Center ng 
Bayan (CSC-CCB), LTO Facebook 
page/messenger, eFOI

CLIENT STEPS

1. Lodges complaint at a digital 
media portal, i.e. 8888 Malacanang 
Hotline, ARTA, Contact Center ng 
Bayan (CSC-CCB), LTO Facebook 
page/messenger, eFOI

None Case Resolver

B. Endorsed to Concerned Office/s

A. Within Central Office

1. Acknowledges receipt of the concern. 
Responds directly to the client. Verifies 
and clarifies information.

COMPLAINT RECEIVED BY THE DIGITAL MEDIA - PUBLIC ASSISTANCE OFFICE 6



FEES TO BE 
PAID

PROCESSING 
TIME

PERSON 
RESPONSIBLE

AGENCY ACTIONCLIENT STEPS

1.4 Receives and acknowledges 
response to the case of the 
concerned RO,  then responds 
appropriately to the client and/or the 
endorsing portal

3 days

1.5 Requests for case closure from 
the appropriate portal, when 
necessary, and if warranted

3 days

TOTAL None 12 days

COMPLAINT RECEIVED BY THE DIGITAL MEDIA - PUBLIC ASSISTANCE OFFICE 7



 

 

 

 

 

 

II. LICENSING 

External Services 

 

  









FEES TO BE PAID
PROCESSING 

TIME
PERSON 

RESPONSIBLE
CLIENT STEPS AGENCY ACTION

Student Permit
-P150.00 (SP)

Application Fee
-P100.00(AP)

IT Fee
-P67.63

TOTAL: P317.63

20 minutes Cashier

6.1 Requires applicant to sign 
the logsheet 

P317.63
1 Hour, 

10 minutes

b. For District Offices handling mixed transactions (New, Renewal and Miscellaneous Registration and Licensing 
Transactions with Adjudication Facilities) exceeding 800, the processing time shall be 2 hours, 20 minutes.

c. If the client arrives at the office when the transaction cannot be completed within the day, he/she will be advised to return 
on the next working day and be prioritized at the step where he/she stopped. 

Note:  a. Processing time includes waiting time and starts upon the submission of complete requirements.

None

TOTAL

6. Receives Student Permit and 
OR

5. Proceeds to the Cashier for 
payment of fees

5. Accepts payment and issues 
OR

6. Prints Student Permit 

6.1 Fills out logsheet

10 minutes Releasing Clerk

 STUDENT PERMIT 11









WHERE TO SECURECHECKLIST OF REQUIREMENTS

For passport and Visa: Country of Origin, 
Bureau of Immigration and Deportation
For birth certificate: PSA

Applicant

NBI , PNP

Bureau of Internal Revenue (BIR)

For passport and Visa: Country of Origin, 
Bureau of Immigration and Deportation
For birth certificate: PSA

PSA

NBI, PNP

BIR

CONDUCTOR'S LICENSE

1. Original and one photocopy of birth certificate and marriage contract (for 
married women) duly authenticated by National Statistics Office (NSO) / 
Philippine Statistics Authority (PSA)

2. One valid National Bureau Investigation (NBI) / Philippine National Police (NBI) 
Clearance 

3. Taxpayer's Identification Number (TIN)  

3. Taxpayer's Identification Number (TIN)  

PROFESSIONAL DRIVER'S LICENSE (PDL)

1. Original valid Student-Driver's Permit 

4. In addition, for foreigner, original and one photocopy of passport and working 
visa with duration of at least one (1) year from the date of application, or if born in 
the Philippines, original and one photocopy of birth certificate duly authenticated 
by NSO / PSA 

2. Original valid National Bureau of Investigation (NBI) or Philippine National 
Police (PNP) Clearance 

2. In addition, for foreigner, original and one photocopy of passport with entry 
date of at least one (1) month and visa duration of at least six (6) months from 
date of application, or if born in the Philippines, original and one photocopy of 
birth certificate duly authenticated by National Statistics Office (NSO) / Philippine 
Statistics Authority (PSA)

NEW LICENSE, CONVERSION OF FOREIGN LICENSE, RENEWAL OF EXPIRED LICENSE (TWO (2) BUT NOT MORE THAN TEN (10) YEARS), CHANGE 
CLASSIFICATION AND ADDITIONAL RESTRICTION CODES (TRANSACTIONS THAT REQUIRE EXAMINATION) 15





WHERE TO SECURECHECKLIST OF REQUIREMENTS

Applicant

NBI, PNP

BIR

Applicant

Applicant

NBI, PNP

TESDA

ADDITIONAL RESTRICTION CODES 

CHANGE CLASSIFICATION

3. In addition for RC 8, Original and one photocopy of TESDA Certification (NC 
III) that applicant have undergone trade test with passing rate 

1.  Presentation of original valid / expired NPDL

A. NPDL TO PDL

2. Original valid NBI / PNP Clearance for PDL only 

2. Original valid NBI / PNP Clearance 

B. EXPIRED PDL TO NPDL

1. Presentation of original expired PDL

1. Presentation of original valid / delinquent NPDL/PDL 

3. Taxpayer's Identification Number (TIN)  

NEW LICENSE, CONVERSION OF FOREIGN LICENSE, RENEWAL OF EXPIRED LICENSE (TWO (2) BUT NOT MORE THAN TEN (10) YEARS), CHANGE 
CLASSIFICATION AND ADDITIONAL RESTRICTION CODES (TRANSACTIONS THAT REQUIRE EXAMINATION) 17





FEES TO BE PAID
PROCESSING 

TIME
PERSON 

RESPONSIBLE
CLIENT STEPS AGENCY ACTION

For Change 
Classification expired 

PDL to NPDL / 
Additional Restriction 

Code (RC 1):
Examination Fee

- P100.00 

4.1 Feeds the answer sheet to 
the Optical Meter Reader 
(OMR) and provides the 
generated result of the written 
exam 

4.2 Issues computer generated 
rejection letter to the applicant 
(End of Transaction) 

None

Note: For Additional Restriction Code (RC1) and Change Classification expired PDL to NPDL, proceed to step 5

4. Takes written examination

IF FAILED

None

4. Facilitates and monitors the 
conduct of written examination 

1 hour
Examiner

(Written Exam)

NEW LICENSE, CONVERSION OF FOREIGN LICENSE, RENEWAL OF EXPIRED LICENSE (TWO (2) BUT NOT MORE THAN TEN (10) YEARS), CHANGE CLASSIFICATION 
(NPDL TO PDL, EXPIRED PDL TO NPDL), ADDITIONAL RESTRICTION CODES (TRANSACTIONS THAT REQUIRE EXAMINATION) 19



FEES TO BE PAID
PROCESSING 

TIME
PERSON 

RESPONSIBLE
CLIENT STEPS AGENCY ACTION

4.2 Advises the applicant to 
take practical exam

5.1 Evaluates the driving ability 
of the applicant

5.2 Accomplishes the Road 
Test Score Sheet

5.3 Informs the applicant of the 
result 

IF PASSED

Driving Skills Rater
(Practical Exam)

1 Hour, 20 
minutesNone

5. Orients and facilitates the 
applicant for the practical 
examination

Note: For Conductor's License and Change Classification of Valid NPDL to PDL of the same restriction code, proceed to Step 6

5. Proceeds to actual driving test

5.1 Takes the actual driving test 

4.1 Receives the computer 
generated letter (End of 
Transaction)
May come back for the retake at 
least after a month

NEW LICENSE, CONVERSION OF FOREIGN LICENSE, RENEWAL OF EXPIRED LICENSE (TWO (2) BUT NOT MORE THAN TEN (10) YEARS), CHANGE CLASSIFICATION 
(NPDL TO PDL, EXPIRED PDL TO NPDL), ADDITIONAL RESTRICTION CODES (TRANSACTIONS THAT REQUIRE EXAMINATION) 20



FEES TO BE PAID
PROCESSING 

TIME
PERSON 

RESPONSIBLE
CLIENT STEPS AGENCY ACTION

5.4 Advises the applicant to    
re-apply for at least 31 days 
from the date of the last 
examination (End of 
Transaction)

6.  No activity None 15 minutes Approving Officer

Refer to the schedule 
of fees

20 minutes Cashier

8.1 Encodes applicant's 
details. 

8. Checks and prints screenshot 
of the DL details of the applicant 
from the existing LTO IT system

8. Proceeds to the encoding / 
biometric window and accomplishes 
form for encoding of complete 
details in the new LTO-IT system

None

IF FAILED

7. Proceeds to the cashier for 
payment of fees

6. Reviews and approves 
application

7. Accepts payment and issues 
OR

IF PASSED

25 minutes
Encoder/ Photo 

/Signature Officer

NEW LICENSE, CONVERSION OF FOREIGN LICENSE, RENEWAL OF EXPIRED LICENSE (TWO (2) BUT NOT MORE THAN TEN (10) YEARS), CHANGE CLASSIFICATION 
(NPDL TO PDL, EXPIRED PDL TO NPDL), ADDITIONAL RESTRICTION CODES (TRANSACTIONS THAT REQUIRE EXAMINATION) 21



FEES TO BE PAID
PROCESSING 

TIME
PERSON 

RESPONSIBLE
CLIENT STEPS AGENCY ACTION

8.2 Captures photo, 
fingerprints and signature of 
the applicant 

8.3 Prints the DL card

9.1 Requires  applicant to sign 
in the log sheet

9.1 Signs in the log sheet

P 167.63  + Refer to 
the License 

Schedule of fees 
and charges below

4 hours,
 10 minutes

None 10 minutes Releasing Officer

TOTAL

9. Receives OR and the DL Card 

9. Issues DL Card  and OR

NEW LICENSE, CONVERSION OF FOREIGN LICENSE, RENEWAL OF EXPIRED LICENSE (TWO (2) BUT NOT MORE THAN TEN (10) YEARS), CHANGE CLASSIFICATION 
(NPDL TO PDL, EXPIRED PDL TO NPDL), ADDITIONAL RESTRICTION CODES (TRANSACTIONS THAT REQUIRE EXAMINATION) 22



FEES TO BE PAID
PROCESSING 

TIME
PERSON 

RESPONSIBLE
CLIENT STEPS AGENCY ACTION

P100.00  +  Refer to 
the License 

Schedule of fees 
and charges below

 2 hours, 
50 minutes 

c. If the client arrives at the office when the transaction cannot be completed within the day, he/she will be advised to return on 
the next working day and be prioritized at the step where he/she stopped.

b. For District Offices handling mixed transactions (New, Renewal and Miscellaneous Registration and Licensing Transactions 
with Adjudication Facilities) exceeding 800, the processing time shall be 1 day.

Note:  a. Processing time includes waiting time and starts upon the submission of complete requirements. 

Note : For Conductor's License 
and Change Classification of 
Valid NPDL to PDL of the same 
restriction code

NEW LICENSE, CONVERSION OF FOREIGN LICENSE, RENEWAL OF EXPIRED LICENSE (TWO (2) BUT NOT MORE THAN TEN (10) YEARS), CHANGE CLASSIFICATION 
(NPDL TO PDL, EXPIRED PDL TO NPDL), ADDITIONAL RESTRICTION CODES (TRANSACTIONS THAT REQUIRE EXAMINATION) 23



NEW LICENSE 

CONVERSION OF FOREIGN 
LICENSE 
(EXPIRED FOREIGN 
LICENSE TO NPDL , 
EXPIRED / VALID FOREIGN 
LICENSE TO PDL) 

License Fee P 585.00 P 585.00

Computer Fee P 67.63 P 67.63

Penalty

 P 100.00 

TOTAL P 652.63 P 752.63

Conversion Fee

NEW LICENSE , CONVERSION OF FOREIGN LICENSE [EXPIRED FOREIGN LICENSE TO NON-PROFESSIONAL LICENSE 
(NPDL), VALID / EXPIRED FOREIGN LICENSE TO PROFESSIONAL DRIVER'S LICENSE (PDL)] RENEWAL OF EXPIRED 
LICENSE (TWO (2) BUT NOT MORE THAN TEN (10) YEARS)

LICENSE  SCHEDULE OF FEES AND CHARGES 

 RENEWAL OF EXPIRED LICENSE 
(TWO (2) BUT NOT MORE THAN 

TEN (10) YEARS)

P 585.00

P 67.63

P 225.00

P887.63

LICENSE  SCHEDULE OF FEES AND CHARGES 24



Replacement Fee 

Renewal Fee 

Computer Fee 

Change Classification 

Note: 

a. if expired 1 day to 1 year = P 75.00

b. 1 year and 1 day to 2 years = P 150.0

c. 2 years and 1 day to 10 years = P 225.00

C. Additional Restriction Code (ARC) = P 100.00 per RC 

TOTAL 

P 67.63

P585.00

P 225.00

VALID NON-PROFESSIONAL DRIVER'S 
LICENSE (NPDL) TO PROFESSIONAL 

DRIVER'S LICENSE (PDL) 

FOR EXPIRED NPDL TO PDL /  PDL to NPDL 
(PRACTICAL DRIVING EXAM ONLY) 

A. if due for renewal license fee =     P 652.63

B. penalty 

P 67.63

CHANGE CLASSIFICATION 

P100.00

    P752.63 + penalty

P100.00

P 392.63

ADDITIONAL RESTRICTIONS

LICENSE  SCHEDULE OF FEES AND CHARGES 25



Replacement Fee 

Renewal Fee 

Computer Fee 

Additional Restriction Fee

P585.00

P 67.63

P 100.00 / RC

 P 652.63 + P 100.00 / RCTOTAL 

P 225.00

P 67.63

P 100.00 / RC

 P 292.63 + P 100.00 / RC

VALID NPDL / PDL DUE TO RENEWAL

LICENSE  SCHEDULE OF FEES AND CHARGES 26





CHECKLIST OF REQUIREMENTS WHERE TO SECURE

4. The licensee shall present himself/herself within 30 days upon arrival  to the 
same office where the renewal was made for photo-taking and submit the 
following:

Applicant

Applicant

Applicant

Medical clinics accredited by LTO 

Applicant

Applicant

Customer Service Representative (CSR) of License 
Section, Central Office, Licensing Centers, DLROs, 
District Offices,LTO Website

2. Original Letter of Authority to authorized representative

3. One (1) photocopy of DL

1. One (1) photocopy of passport (first page, visa page and departure in the 
Philippines and latest arrival overseas)

Applicant

RENEWAL OF DRIVER'S LICENSE OF FILIPINO LIVING ABROAD

a. Original DL

b. Electronically transmitted medical certificate in LTO prescribed form 
(present original) 

c. One (1) photocopy of passport (first and arrival pages)

d.  Original manual Official Receipt (OR) which serves as temporary DL

1. Duly accomplished Application for Driver's License (ADL) form

CONVERSION OF FOREIGN LICENSE (VALID FOREIGN LICENSE TO NON-PROFESSIONAL DRIVER'S LICENSE / CONTINUITY 
OF PHILIPPINE DRIVER'S LICENSE )

RENEWAL OF LICENSE (NON-PROFESSIONAL / PROFESSIONAL DRIVER'S AND CONDUCTOR'S), CONVERSION OF FOREIGN DRIVER'S LICENSE TO NON-PROFESSIONAL 
DRIVER'S LICENSE 28





CHECKLIST OF REQUIREMENTS WHERE TO SECURE

APPLICATION FOR DUPLICATE DRIVER'S/CONDUCTORS LICENSE / STUDENT PERMIT

Any issuing Government Agency

2. Original Affidavit of Loss /  Mutilated ID

3. Original and one (1) copy of any valid government issued ID with photo and 
signature of the applicant

PSA 

PSA

C. Change Civil Status

PSA

PSA , the local embassy of the issuing country

Applicant

Embassy, Consular Office

CSR of License Section, Central Office, Licensing 
Centers, DLROs, District Offices, LTO Website

2.  Certificate of Re-acquisition of  Citizenship,  Identification Certificate or 
Oath of Allegiance

1. Duly accomplished ADL form

Court , PSA

PSA 

D. Change in Citizenship  

1. Passport / i-Card Bureau of Immigration and Deportation 

2. If widow, original and one (1) photocopy of death certificate of the deceased 
husband

3. Authenticated Birth certificate and marriage contract with annotation 

B. Correction of Name / Birth date

1. Original with one (1) photocopy of authenticated Birth Certificate 

1. Original and one (1) photocopy of Marriage Contract . If marriage contract is 
not in English or Filipino, submit official English translation

2. If annulled, court orders or marriage contract with annotation 

3. Certificate of No Marriage (CENOMAR), if applicable

RENEWAL OF LICENSE (NON-PROFESSIONAL / PROFESSIONAL DRIVER'S AND CONDUCTOR'S), CONVERSION OF FOREIGN DRIVER'S LICENSE TO NON-PROFESSIONAL 
DRIVER'S LICENSE 30





FEES TO BE 
PAID

PROCESSING 
TIME

PERSON 
RESPONSIBLE

CLIENT STEPS AGENCY ACTION

4.1 Accepts the form 
accomplished by the applicant

4.2 Encodes the DL and 
applicant details

4.3 Captures photo, 
fingerprints and signature of 
the applicant 

4.4 Prints the DL card

5.1 Requires  applicant to sign 
in the log sheet

5.1 Signs in the log sheet

None 15 minutes
Encoder/ Photo 

/Signature Officer

5. Receives OR and DL Card

5.Prints and issues the License 
Card  and OR

None 15 minutes Releasing Officer

4. Proceeds to the encoding / 
biometric window and accomplishes 
form for encoding of complete 
details in the new LTO-IT system

4. Prints a screenshot of the 
Driver's License (DL) details of 
the applicant from the LTO IT 
system

RENEWAL OF LICENSE (NON-PROFESSIONAL / PROFESSIONAL DRIVER'S AND CONDUCTOR'S), CONVERSION OF FOREIGN DRIVER'S LICENSE TO NON-PROFESSIONAL 
DRIVER'S LICENSE 32





FEES TO BE 
PAID

PROCESSING 
TIME

PERSON 
RESPONSIBLE

CLIENT STEPS AGENCY ACTION

None 15 minutes Approving Officer

Refer to License 
Schedule of fees 

and Charges 
20 minutes Cashier

5.1 Accepts the form 
accomplished by the applicant

5.2 Encodes the DL and 
applicant details

5.3 Captures photo, 
fingerprints and signature of 
the applicant 

5.4 Prints the DL card

3. Reviews and approves 
application 

4. Accepts payment and prints 
OR

4. Proceeds to the cashier for 
payment of fees

3. No activity

None 25 minutes
Encoder/ Photo 

/Signature Officer

5. Proceeds to the encoding / 
biometric window and accomplishes 
form for encoding of complete 
details in the LTO-IT system

5. Prints a screenshot of the DL 
details of the applicant from the 
LTO IT system

RENEWAL OF LICENSE (NON-PROFESSIONAL / PROFESSIONAL DRIVER'S AND CONDUCTOR'S), CONVERSION OF FOREIGN DRIVER'S LICENSE TO NON-PROFESSIONAL 
DRIVER'S LICENSE 34





FEES TO BE 
PAID

PROCESSING 
TIME

PERSON 
RESPONSIBLE

CLIENT STEPS AGENCY ACTION

None 15 minutes Approving Officer

Refer to License 
Schedule of fees 

and Charges 
15 minutes Cashier

None 15 minutes Evaluator

5. Receives OR  which serves as 
temporary driver's license

5.  Stamps a marginal note to the 
OR as temporary DL.  Releases 
the OR.

6. Within 30 days upon return to the 
Philippines, Licensee must submit all 
requirements for renewal including 
Online Medical Certificate from an 
LTO accredited clinic

6. Receives and evaluates the 
completeness and authenticity of 
documentary requirements 

4. Proceeds to the cashier for 
payment of fees

4. Accepts payment and issues 
OR

3. Reviews and approves 
transaction. The approving officer 
should reflect on the remarks field 
that the transaction is an 
absentee renewal.

3. No activity

Releasing OfficerNone 5 minutes

RENEWAL OF LICENSE (NON-PROFESSIONAL / PROFESSIONAL DRIVER'S AND CONDUCTOR'S), CONVERSION OF FOREIGN DRIVER'S LICENSE TO NON-PROFESSIONAL 
DRIVER'S LICENSE 36



FEES TO BE 
PAID

PROCESSING 
TIME

PERSON 
RESPONSIBLE

CLIENT STEPS AGENCY ACTION

None 15 minutes Encoder

7.1. Prints DL Card

8.1  Requires the applicant to 
sign in the log sheet

Refer to License 
Schedule of fees 

and Charges 

1 Hour, 
30 minutes

Note:  a. Processing time includes waiting time and starts upon the submission of complete requirements.  

c. If the client arrives at the office when the transaction cannot be completed within the day, he/she will be advised to return 
on the next working day and be prioritized at the step where he/she stopped. 

b. For District Offices handling mixed transactions (New, Renewal and Miscellaneous Registration and Licensing 
Transactions with Adjudication Facilities) exceeding 800 a day, the processing time shall be 2 hours.

TOTAL

8.1 Signs in the log sheet

8. Receives the DL Card and OR

8. Issues DL Card and  Official 
Receipt (OR)

7. Licensee waits for his/her name 
for phototaking and capturing 
biometric

7. Captures biometric, photo and 
signature

None 5 minutes Releasing Officer

RENEWAL OF LICENSE (NON-PROFESSIONAL / PROFESSIONAL DRIVER'S AND CONDUCTOR'S), CONVERSION OF FOREIGN DRIVER'S LICENSE TO NON-PROFESSIONAL 
DRIVER'S LICENSE 37



RENEWAL 
ONE(1) DAY TO ONE (1) YEAR 

EXPIRED
MORE THAN ONE (1) YEAR TO TWO 

(2) YEARS EXPIRED

License Fee P 585.00 P 585.00 P 585.00

Computer Fee P 67.63 P 67.63 P 67.63

Penalty P 75.00 P150.00

Conversion Fee

TOTAL 652.63 727.63 802.63

RENEWAL 
ONE(1) DAY TO ONE (1) YEAR 

EXPIRED
MORE THAN ONE (1) YEAR TO TWO 

(2) YEARS EXPIRED

License Fee P 585.00 P 585.00 P 585.00

Penalty P 75.00 P 150.00

Conversion Fee

TOTAL P 585.00 P 660.00 P 735.00

LICENSE  SCHEDULE OF FEES AND CHARGES 

RENEWAL OF DRIVER'S LICENSE (DL) OF OVERSEAS FILIPINO WORKERS (OFW) 

RENEWAL OF DRIVER'S LICENSE (NON-PROFESSIONAL (NDPL) / PROFESSIONAL DRIVER'S (PDL) AND CONDUCTOR'S)

LICENSE  SCHEDULE OF FEES AND CHARGES 38





WITHOUT REVISION OF RECORDS WITH REVISION OF RECORDS

License Fee P 585.00 P 585.00 P 585.00 

Application Fee P 100.00 P 100.00 P 100.00

Conversion Fee P 100.00 P 100.00 P 100.00

Revision of Records Fee P 100.00

Computer Fee P 67.63 P 67.63 P 67.63

Total P 852.63 P 852.63 P 952.63

 

CONTINUITY OF PHILIPPINE DRIVER'S LICENSEVALID FOREIGN DL  TO 
NPDL

CONVERSION OF FOREIGN DRIVER'S LICENSE

Replacement Fee

Revision Fee

Computer Fee

TOTAL

REVISION OF RECORDS

P 225.00

P 100.00

P 67.63

P 472.63

REVISION OF RECORDS (VALID DRIVER'S LICENSE)
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Applicant

Applicant2.  Original letter request

C. Request for License Transaction History

2. Original and one (1) photocopy of any valid government issued ID with photo 
and signature of the requesting officer

3. One (1) photocopy of the DL if applying for local employment and other 
purposes

1. Original and one (1) photocopy of valid DL

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Any issuing government agency 

Applicant
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FEES TO BE 
PAID

PROCESSING 
TIME

PERSON 
RESPONSIBLE

None None CSR

None 5 minutes Receiving Clerk

None 20 minutes Verifier

Certification Fee 
- P 100.00

20 minutes Cashier

None 10 minutes Releasing Clerk

None 30 minutes Certification Officer

None 30 minutes Approving Officer

CLIENT STEPS

1. Secure Request Form for the 
application of license certification 
and accomplishes  the same

1. Issues Request Form

2. Receives requirements

4. Accepts payment and issues 
Official Receipt (OR)

AGENCY ACTION

3. Verifies license from the 
database and prepares Pay Order 
Slip (POS)

2. Submits requirements

3. No activity

4. Proceeds to the cashier for 
payment of fees

5. No activity

6. No activity

7. Signs DL Certification

6. Types and prints details of 
Driver's License (DL)  to standard 
certification form

5. Issues claim stub to applicant

7. No activity
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FEES TO BE 
PAID

PROCESSING 
TIME

PERSON 
RESPONSIBLE

CLIENT STEPS AGENCY ACTION

8.1 Requires the applicant to 
sign in the duplicate copy of the 
DL Certification

 P 100.00 2 hours

Note:  a. Processing time includes waiting time and starts upon the submission of complete requirements.

None
5 minutes

b. If the client arrives at the office when the transaction cannot be completed within the day, he/she will be advised to return on 
the next working day and be prioritized at the step where he/she stopped.  

Certification Officer

8. Presents claim stub and OR 

TOTAL

8.1. Receives DL Certification  
and OR, and signs in the 
duplicate copy of the DL 
Certification

8. Releases DL Certification
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FEES TO BE PAID
PROCESSING 

TIME
PERSON 

RESPONSIBLE

None 30 minutes Receiving Clerk

None
1 hour, 30 
minutes

Verifier

Certification Fee 
- P 100.00 per 

Transaction
30 minutes Cashier

None 5 minutes Certification Officer

5.1 Types covering letter

None 20 minutes Approving Officer

CLIENT STEPS AGENCY ACTION

1. Submits requirements
1. Receives and evaluates 
requirements, interviews applicant

2. No activity

2. Verifies license from the 
database, retrieves the history, 
prints screenshot/s and prepares 
Pay Order Slip (POS)

3. Proceeds to the cashier for 
payment of fees

3. Accepts payment and issues 
Official Receipt (OR)

4. No activity 4. Issues claim stub to applicant

5. No activity

5. Types the details of each 
Driver's License (DL) per 
transaction and prints the 
Certification

None 2 hours Certification Officer

6. No activity 6. Signs Certification
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FEES TO BE PAID
PROCESSING 

TIME
PERSON 

RESPONSIBLE
CLIENT STEPS AGENCY ACTION

7.1 Requires the applicant to 
sign in the duplicate copy of 
the DL Certification

7.2 Releases DL Certification

 P 100.00 / 
transaction

5 hours

Note:  a. Processing time includes waiting time and starts upon the submission of complete requirements.

e. Documents received to process certification at 1 PM can be claimed the next working day specifying the time on the stub.

None
5 minutes

Releasing Clerk

TOTAL

7. Presents Claim Stub 7. Issues DL Certification

7.1. Receives DL Certification  
and OR, and signs in the 
duplicate copy of the DL 
Certification

b. The Certification depends on the number of transaction history from the time the driver acquired his first DL and all other 
succeeding transactions thereon.   Example: One driver's license holder can have as much as 10 transaction histories.

c. One letter request may contain two or more Certifications.

d. For those request for certification with voluminous transaction coming from government agencies, insurance companies and 
driving schools, the processing and waiting time is seven (7) working days.
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FEES TO BE 
PAID

PROCESSING 
TIME

PERSON 
RESPONSIBLE

1.1 Advises the client of the 
existence of the two different 
license numbers under his 
name and inform of the penalty

1.2 Prepares manual Official 
Receipt (OR) / Pay Order Slip 
(POS) for payment of 
P2,500.00

None 3 minutes Approving Officer

P 2,500.00 10 minutes Cashier

None 7 minutes Evaluator

None 3 days License Section CO

3. Accepts payment and issues 
manual OR

3. Proceeds to cashier for payment 
of fees

4. Prepares Request for System 
Update (RSU) for deactivation of 
the latest License Number issued

5. Evaluates and Implements 
RSU

AGENCY ACTIONCLIENT STEPS

1. No activity

2. Signs manual OR / POS2. No activity

A. DOUBLE LICENSE- SAME NAME, BIRTHDAY AND CUSTOMER DETAILS BUT WITH TWO DIFFERENT LICENSE NUMBERS

4. No activity

5.  No activity

1.  Validates the license records 
of the client

None 7 minutes Evaluator
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FEES TO BE 
PAID

PROCESSING 
TIME

PERSON 
RESPONSIBLE

AGENCY ACTIONCLIENT STEPS

P 2,500.00
3 days,

30 minutes

1.2 If it is determined that the 
different customer details and 
license numbers belong to one 
person only, LTO confiscates 
the DL card and OR.

None 30 minutes
Approving Officer
License Section

2. No activity

B.  DOUBLE LICENSE - ONE AND THE SAME LICENSEE BUT WITH TWO DIFFERENT CUSTOMER DETAILS AND LICENSE 
NUMBERS

Evaluator

2.  Prepares endorsement letter 
to Intelligence and Investigation 
Division (IID) and requests 
tagging of alarm to Data Control 
Unit (DCU)

1. No activity

TOTAL

*After updating of the License Section CO, any regular license transaction may follow.

30 minutesNone

1.  Evaluates the License records 
to establish the correct identity of 
the Licensee
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FEES TO BE 
PAID

PROCESSING 
TIME

PERSON 
RESPONSIBLE

AGENCY ACTIONCLIENT STEPS

3.1 Endorses to the IID, 
Central Office (CO) for 
investigation

4 hours

None
3 days,
5 hours

4. Receives Resolution from IID  
and prepares RSU to be 
forwarded to IT Service provider 
for implementation if needed

INVESTIGATION PROCESS 

None 3 days
Chief

License Section CO

TOTAL

Note:  a. Processing time includes waiting time and starts upon the submission of complete requirements. 

3. Reviews the endorsement letter 
and attached requirements 

3. No activity
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FEES TO BE 
PAID

PROCESSING 
TIME

PERSON 
RESPONSIBLE

For misrepresentation of 
age:
1.1 Informs the applicant of the 
options and penalties the 
applicant may avail of:
A. Payment of P5,100.00
B. Suspension of 1 year

None 5 minutes Evaluator

None 5 minutes
Approving Officer / 

Evaluator

Php 5,000.00 10 minutes Cashier

None 10 minutes Evaluator5. No activity

5. Prepares Request for System 
Update (RSU) for updating of 
License Number and date of birth 
and other correction of customer 
details

Evaluator

3. Signs Official Receipt (OR) / 
POS

4. Accepts payment and issues 
OR

2. No activity

None

2. Prepares Pay Order Slip (POS)

15 minutes

FOR MISREPRESENTATION OF AGE (OPTION A)

3. No activity

4. Proceeds to the Cashier for 
payment of penalty

CLIENT STEPS

1. Presents and/or submits the  
requirements

AGENCY ACTION

1. Receives and evaluates the 
completeness and authenticity of 
the requirements. 
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FEES TO BE 
PAID

PROCESSING 
TIME

PERSON 
RESPONSIBLE

CLIENT STEPS AGENCY ACTION

None 5 minutes Approving Officer

None 2 hours
License Section, 

Central Office

Php 5,000.00
2 hours,

50 minutes

None 10 minutes Evaluator

None 5 minutes
Evaluator / 

Implementor

None 5 minutes Approving Officer

5.1 Furnishes DO/LC/EO and 
Licensee of the notice of 
deactivation

None 2 hours
Evaluator / 

Implementor

2. No activity

6. Reviews and approves RSU6. No activity

3. No activity

7. No activity 

FOR MISREPRESENTATION OF AGE (OPTION B)

2. Prepares RSU for deactivation 
of the DL

3. Evaluates RSU

7. Updates License Number and 
date of birth

TOTAL

*After updating of the License Section CO, any regular  transaction may follow

4. No activity

5. No activity

4. Approves RSU

5. Implements RSU
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1. Certified true copy of valid Mayor's Business Permit indicating the type of 
ownership (Sole Proprietorship/Corporation or Partnership/ Cooperative)

2. Bureau of Internal Revenue Certificate of Registration (photocopy)

3. Audited Financial Statement for the last two (2) years (photocopy) or a 
Pre-operating Financial Statement whichever is applicable, showing that the 
owner-applicant shall be in such financial condition as to reasonably expect 
it to operate for at least one (1) year 

4. Certificate of Registration of personal information processing system as 
proof of registration with the National Privacy Commission in accordance 
with Republic Act No. 10173 or the Data Privacy Act (Photocopy) or Proof of 
Application pending release of Certificate of Registration

Bureau of Internal Revenue (BIR)

 Certified Public Accountant

National Privacy Commission (NPC)

Local/City Government Unit                                                                     
(LGU)

Private Medical Clinic/                                                                                       
Government Health Facility (LGU)

Private Medical Clinic/                                                                                       
Government Health Facility (LGU)

WHERE TO SECURE

4. Organizational Chart showing its personnel and their functions

5. List of all equipment, including manuals, reference materials required for 
its calibration

For Private Medical Clinics:

ADDITIONAL REQUIREMENTS:

CHECKLIST OF REQUIREMENTS
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FEES TO BE PAID
PROCESSING 

TIME
PERSON 

RESPONSIBLE

3. No activity

3.1 Informs the applicant of the 
deficiency or nonconformity, if 
there is any, through formal 
writing.
3.2 Submits the assessment 
and inspection report  to the 
Chairperson of the ACMT for 
review and confirmation of the 
same.

AGENCY ACTION

1. Receives application and
checks completeness of the
requirements                                                                                                          

2. Accepts payment and issues
the manual Official Receipt (OR).

CLIENT STEPS

2. Proceeds to the Cashier for 
payment of non-refundable 
application fee and other required 
fees.                                                                                                                                                                                         

1.1 Receives the POS.

2.1 Furnishes the ACMT 
Secretariat with the File Copy 
of the OR.

1.1 Issues the Payment Order 
Slip (POS) 

2.1 Receives the OR.

Note: In the event of findings of
deficiency or non-conformity, the
applicant complies within 30 days
as per MC No.2018-2157

1. Submits the duly accomplished 
form together with the requirements.                                                                                                                                                                                  

 *  Government health facilities and 
clinics are exempted from the 
payment of the application fee.

30 minutesNone
ACMT Secretariat                                          
Regional Office

Application Fee 
- P5,000.00                      

Legal Research 
Fund 

- P10.00

10 minutes
Cashier                                                  

Operations Division

2 daysNone

Assessment and 
Compliance 

Monitoring Team 
(ACMT) Members

3. Evaluates the application and 
conducts ocular inspection .
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FEES TO BE PAID
PROCESSING 

TIME
PERSON 

RESPONSIBLE
AGENCY ACTIONCLIENT STEPS

                                                                                                                                                      
ACMT Chairperson /

4.1 Prepares transmittal letter.
Secretariat

Regional Director/
5.1 Transmits the application to 
the Central Office thru the 
Medical Unit either 
electronically or thru courier

ACMT Secretariat                                          

6.1 Prepares the Certificate of 
Accreditation.

6.2 Forwards to the Executive 
Director for countersigning of 
the  Certificate.
6.3 Advises the Regional Office 
on the issuance of provisional 
authority

4. Forwards assessment and 
inspection report to the Regional 
Director for endorsement of the 
application to Central Office

5. No activity

5. Endorses application and signs 
the transmittal letter to the Central 
Office  for issuance of Certificate 
of Accreditation (CoA)

6. Revise and recommends 
approval of the application for 
accreditation.                     

None

None 1 day

6. No activity

  Medical Unit  
Central Office

2 days

None 1 day4. No activity
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FEES TO BE PAID
PROCESSING 

TIME
PERSON 

RESPONSIBLE
AGENCY ACTIONCLIENT STEPS

None 1 day
Regional ACMT 

Secretariat/ 
Regional Director

None 1 day Executive Director

None 1 day Assistant Secretary

None 3 days                           
 Medical Unit  
Central Office

None 5 minutes
ACMT Secretariat                                          

Regional Office

TOTAL P5,010.00
12 days, 45 

minutes

 Processing time starts upon the submission of complete requirements under normal situations.       

10. No activity
10. Forwards the Certificate of 
Accreditation to the Regional 
Office for release to the applicant

11. Releases the Certificate of 
Accreditation 

8. No activity
8. Countersigns the Certificate of 
Accreditation

 In case of committing any of the prohibited acts under Sec. 26 of LTO MC No. 2018-2157, corresponding administrative 
penalties and sanctions as well as preventive  suspension defined under Sections 28 and 29  of the same circular are listed on 
the next pages. 

Note:  Accreditation of Medical Clinics is under multi-stage processing.

9. No activity
9. Approves and signs the 
Certificate of Accreditation

11. Receives the Certificate of 
Accreditation

7. Receives the Provisional 
Authority.

7. Issues Provisional Authority to 
the applicant.
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3. One (1) original copy of updated Organizational chart showing its personnel 
and their functions, if necessary 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

GENERAL REQUIREMENTS FOR PRIVATE AND GOVERNMENT CLINICS 
OR HEALTH FACILITIES:

1. One (1) copy of duly accomplished application form under oath and signed by 
the Owner of the medical clinic or Head of Agency of Government health facility

2. One (1) Photocopy of the previous Certificate of Accreditation (CoA)

Land Transportation Office                                                                           
(Regional Office/District Office)

Land Transportation Office  (LTO)

Private Medical Clinic/                                                                                       
Government Health Facility (LGU)

4. One (1) copy of duly accomplished Health Facility Geographic Form (location 
map) and layout of the clinic, including dimensions (in case of transfer of 
location)

Private Medical Clinic/                                                                                       
Government Health Facility (LGU)

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

Who may avail: All Previously Accredited Private and Government Clinics or Health Facilities

ACCREDITATION OF MEDICAL CLINICS - RENEWAL

A yearly authority granted to the Medical Clinics  relative to the issuance of Medical Certificates to Student-driver's Permit and 
Driver's/Conductor's License Applicants after the initial accreditation

Office or Division: Assessment and Compliance Monitoring Team (ACMT), LTO Regional Office

Classification: Complex
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CHECKLIST OF REQUIREMENTS WHERE TO SECURE

National Privacy Commission (NPC)

Local/City Government Unit                                                                     
(LGU)

1.One (1) Certified true copy of valid Mayor's Business Permit / Proof of 
application for renewal of permit

2. One (1) photocopy of latest BIR tax payment

3. One (1) photocopy of valid Certificate of Registration with NPC or proof 
application duly received by NPC 

Bureau of Internal Revenue (BIR)

For Private Medical Clinics:

ADDITIONAL REQUIREMENTS:
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FEES TO BE PAID
PROCESSING 

TIME
PERSON 

RESPONSIBLE

*If the application is submitted 
after the expiration of the 
accreditation, the CoA is 
temporarily suspended.

1.1 Issues the Payment Order 
Slip (POS) 

2.1 Issues the manual Official 
Receipt (OR)

2.2  Furnishes the ACMT 
Secretariat with the File Copy of 
the OR.

ACMT Secretariat                                          
Regional Office

Renewal Fee -                                               
P3,000.00                      

Legal Research 
Fund - P10.00                          
* Penalty Fee - 

P1,000.00                       
(if renewal is applied 

after expiration of 
accreditation)

10 minutes
Cashier                                                  

Operations Division

AGENCY ACTION

1. Receives application and checks 
completeness of the  requirements                                                                                                             

2. Accepts payment.

CLIENT STEPS

2.1 Receive the OR.

2. Proceeds to the Cashier for 
payment of renewal fee and other 
required fees based on the POS.                                                                                                                                                                                         

1. Submits the duly accomplished 
form together with the 
requirements within ninety (90) 
days.                                                                                                                                                                                  

 *  Government health facilities 
and clinics are exempted from 
the payment of the application 
fee.

30 minutesNone
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FEES TO BE PAID
PROCESSING 

TIME
PERSON 

RESPONSIBLE
AGENCY ACTIONCLIENT STEPS

3. No activity

3.2 Submits the assessment and 
inspection report  to the 
Chairperson of the ACMT for 
approval of renewal of 
accreditation.

ACMT Chairperson

4.1  Prepares the Certificate of 
Accreditation (Renewal)

ACMT Secretariat                                          

None 1 day ACMT Chairperson

Assessment and 
Compliance Monitoring 

Team (ACMT) 
Members

2 days

None 1 day

None

3.1 Informs the applicant of the 
deficiency or nonconformity, if 
there is any, through formal 
writing.

3. Evaluates the application and 
conducts ocular inspection .

4. Recommends the renewal of 
accreditation.

5. No activity
5. Initials the Certificate of Renewal 
of Accreditation

Note:  In the event of findings 
of deficiency or non-
conformity, the clinic shall be 
suspended from operation 
until compliance to the 
findings.

4. No activity
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FEES TO BE PAID
PROCESSING 

TIME
PERSON 

RESPONSIBLE
AGENCY ACTIONCLIENT STEPS

None 1 day Regional Director

None 5 minutes
ACMT Secretariat                                          
Regional Office

TOTAL
P3,010.00 or  

P4,010.00 if with 
penalty

5 days, 45 
minutes

6. No activity
6. Approves Certificate of 
Accreditation (Renewal)

Renewal of Certificate of Accreditation shall be filed to the LTO Regional Office having jurisdiction of the are where the medical 
clinic is located within ninety (90) days before its expiration.

Processing time starts upon the submission of complete requirements under normal situations.       

7. Receives the Certificate of 
Accreditation

7. Releases the Certificate of 
Accreditation 

Note:  Accreditation of Medical Clinics is under multi-stage processing.
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REGISTRATION OF PHYSICIANS - NEW

Office or Division:

Classification:

LTO Regional Office

Simple

An authority granted to the Physicians relative to the issuance of Medical Certificates to Student-driver's Permit and 
Driver's/Conductor's License Applicants

WHERE TO SECURE

Type of Transaction:

Who may avail:

CHECKLIST OF REQUIREMENTS

G2B - Government to Business, G2G - Government to Government

All Qualified Private and Government Physicians

GENERAL REQUIREMENTS FOR PRIVATE AND GOVERNMENT 
PHYSICIANS:

 1. One (1) copy of duly accomplished application form, endorsed by the 
owner of the clinic or head of the government health faculty/agency or the 
authorized representative

Land Transportation Office                                                        
(Regional Office/District Office)

2. Two (2) pieces of 2x2 photo with name tag (taken within the last three 
months prior to the date of application for registration)

Physician

Professional Regulation Commission (PRC)
3. One (1) Certified true copy of Certificate of Registration duly issued by the 
Board of Medical Examiners  or proof of application pending the release of 
Certificate

4. One (1) Original copy of the Certificate of Membership and good standing 
from the Philippine Medical Association or its component society

Philippine Medical Association (PMA)                                                        
or its component society
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5. One (1) Photocopy of the valid Professional Regulation Commission license 
card (Original to be presented)

Professional Regulation Commission (PRC)

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Government Health Facility                                                                                       
(LGU)

Government Health Facility                                                                                       
(LGU)

Local Government Unit (LGU)

Bureau of Internal Revenue (BIR) / Other issuing 
government agencies(for the document)

6. One (1) Photocopy of valid government issued identification card (other 
than PRC) with photo and signature (Original to be presented)

Any issuing government agencies

7.One (1) photocopy of Taxpayer's Identification Number (TIN) card or any 
document indicating the TIN (Original to be presented)

1. One (1) Photocopy of current Professional Tax Receipt (PTR) (Original 
copy to be presented)

1. One (1) Certified true copy of approved appointment or Certificate of 
Employment issued by the agency

2. One (1) original copy of the Authority to Engage in the Private Practice of 
Profession approved by the Head of Agency where he/she is employed (for 
government physicians who desire to engage in private practice)

For Private Physicians:

For Government Physicians:

ADDITIONAL REQUIREMENTS:

 REGISTRATION OF PHYSICIANS - NEW
68 



FEES TO BE 
PAID

PROCESSING 
TIME

PERSON 
RESPONSIBLE

1.1 Verifies the professional
license through the PRC website.

2.1 Approves the application.

3.1 Takes the digital photograph
and biometric finger scan of the
physician-applicant.

3.2  Issues Payment Order Slip 
(POS) 

10 minutes
ACMT Secretariat                                          
Regional Office

None 30 minutes
ACMT Members/                
ACMT Secretariat

None
ACMT Members/         

Chairperson

3. Registers the physician-applicant.

3.1 Undergoes digital photograph 
and biometric fingerprint scan.

30 minutes

2. Undergoes interview

3.2. Secures the POS

AGENCY ACTION

1. Receives application and checks
completeness of the requirements.                                                                                                                 

2. Evaluates the application and
Interviews the physician-applicant to
ascertain and verify the correctness
and truth of the information
contained in the application.

CLIENT STEPS

None

1. Submits the duly accomplished
form together with the requirements
where the medical clinic is
accredited.   
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FEES TO BE 
PAID

PROCESSING 
TIME

PERSON 
RESPONSIBLE

AGENCY ACTIONCLIENT STEPS

4.1 Issues Manual Official Receipt
(OR)

4.2  Furnishes the ACMT 
Secretariat with the File Copy of 
the OR.

None 10 minutes ACMT Secretariat

None 10 minutes ACMT Chairperson

None 1 day Regional Director

None 5 minutes ACMT Secretariat                                          

TOTAL P3,000.00
2 days, 45 
minutes

Note:  Processing time starts upon the submission of complete  requirements under normal situations.

6. Countersigns and endorses the
Certificate to the Regional Director

7. Signs Certificate of Registration

8. Releases Certificate of
Registration

6. No activity

5. No activity
5. Prepares Certificate of
Registration

10 minutes

7. No activity

8. Receives Certificate  of 
Registration 

Cashier                
Operations Division

4. Accepts payment 

4.1 Receives Official Receipt 
(OR)

4. Proceeds to Cashier for payment 
of one-time registration and other 
required fees based on the POS.                                                                                                                                                                                     Registration Fee

 - P3,000.00                      
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1

2.

3.

4.
One (1) Photocopy of current Professional Tax Receipt (PTR)  (Original copy 
to be presented)

Physician

 One (1) copy of duly accomplished application form, endorsed by the owner 
of the clinic or head of the government health facility/agency or the 
authorized representative

 Two (2) pieces of 2x2 photo with name tag (taken within the last three 
months prior to the date of application for registration)

Professional Regulation Commission (PRC)
One (1) Photocopy of the valid Professional Regulation Commission license 
card (Original to be presented),if necessary

* To be required  for government physicians who are engaged in private 
practice.

REGISTRATION OF PHYSICIANS - RENEWAL

Office or Division:

Classification:

LTO Regional Office

Simple

An authority granted to the Physicians to continue access to the medical IT facility relative to the issuance of Medical Certificates to 
Student-driver's Permit and Driver's/Conductor's License Applicants

WHERE TO SECURE

Type of Transaction:

Who may avail:

CHECKLIST OF REQUIREMENTS

G2B - Government to Business, G2G - Government to Government

All Qualified Private and Government Physicians

GENERAL REQUIREMENTS FOR PRIVATE AND GOVERNMENT 
PHYSICIANS:

Local Government Unit (LGU)

Land Transportation Office                                                        
(Regional Office/District Office)
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FEES TO BE 
PAID

PROCESSING 
TIME

PERSON 
RESPONSIBLE

1.1 Verifies the professional
license through the PRC
website.

2.1 Approves the application.

3.1 Prepares Certificate of
Registration (Renewal)

3.2  Forwards to the 
Chairperson, ACMT for his/her 
initial.

4.1 Issues manual Official
Receipt (OR)

AGENCY ACTION

1. Receives application and
checks the completeness of the
requirements.                                                                                                                 

2. Evaluates the application and its
attachments to ascertain and verify
the correctness and truth of the
information contained in the
application.

Annual  Fee
 - P1,000.00                      

10 minutes
Cashier                

Operations Division

None
ACMT Members/         

Chairperson

3. Issues Payment Order Slip
(POS) 

4. Accepts payment 

20 minutes

CLIENT STEPS

2. No activity

4. Proceeds to Cashier for payment 
of the annual fee                                                                                                                                                                                     

4.1 Receives Official Receipt 
(OR)

1. Submits the duly accomplished
form together with the requirements
where the physician is
registered/enrolled.   None 10 minutes

ACMT Secretariat                                          
Regional Office

3. Receives the POS

3.1. No activity
None 30 minutes  ACMT Secretariat
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FEES TO BE 
PAID

PROCESSING 
TIME

PERSON 
RESPONSIBLE

AGENCY ACTIONCLIENT STEPS

None 10 minutes ACMT Chairperson

None 1 day Regional Director

None 5 minutes ACMT Secretariat                                          

TOTAL P1,000.00
1 day, 1 hour, 25 

minutes

Note:  Processing time starts upon the submission of complete  requirements under normal situations.

5. Countersigns and endorses the
Certificate to the Regional Director

6. Signs Certificate of Registration
(renewal)

7. Releases Certificate of
Registration

6. No activity

7. Receives Certificate  of 
Registration 

5. No activity
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WHERE TO SECURECHECKLIST OF REQUIREMENTS

For Existing Accredited Driving School

2. Bank Certificate or Credit Line in the amount of Php3,000,000 in 
the name of the owner of driving school-applicant

Issuing Bank

ADDITIONAL REQUIREMENTS:

For New Driving School Applicant

1. Sworn statement with documentary evidence of the adequacy of 
funds for annual operating expenses

Applicant

Applicant

7. List of Equipment  (AVR, CCTV, Computers, GPS, Dashcam (front 
and rear camera) 

Applicant

Applicant

Certified Public Accountant

Applicant

1. Audited Financial Statement 

9. Course syllabus

6. List of motor vehicles registered under the name of the Driving 
School/Center exclusively used for practical driving lesson

Applicant

Applicant

8. List of reading and training  materials

4. Location plan and sketch of maneuvering site (with lease 
agreement if NOT owned)

5. Pictures of Driving School/Training Center  (Interior and Exterior)
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FEES TO BE 
PAID

PROCESSING 
TIME

PERSON 
RESPONSIBLE

None 1 hour

 Secretariat, Regional 
Committee on 

Accreditation of Driving 
Schools /  Receiving 

Clerk, TSD

2.1 Informs the applicant of the 
deficiency or nonconformity, if 
there is any, through formal 
writing.

2.2 Submits the Inspection 
Report with the requirements to 
the Regional Committee on 
Accreditation of Driving 
Schools/Traffic Safety Division 
(TSD), Central Office.

3. No activity None 1 day

Chairperson, Regional 
Committee on 

Accreditation of Driving 
Schools / Chief, Traffic 

Safety Division

Inspector/s                             
(Regional Committee 
on Accreditation of 
Driving Schools  /                          
TSD Personnel)

2 days   None

AGENCY ACTIONCLIENT STEPS

1. Receives  application and 
evaluates the completeness  of 
the  requirements.

2. Evaluates the application and 
inspects the establishment. 
Prepares Inspection Report .

3. Reviews the application 
together with the Inspection 
Report .

1. Submits application and  
requirements .

2. No activity

Note: In the event of findings of 
deficiency or non-conformity, the 
applicant shall be required to 
comply within five (5) days upon 
receipt of notice.

ACCREDITATION OF DRIVING SCHOOL / TRAINING CENTER (NEW) 76



FEES TO BE 
PAID

PROCESSING 
TIME

PERSON 
RESPONSIBLE

AGENCY ACTIONCLIENT STEPS

3.1 In the case of application 
received at the Regional Level, 
forwards the Inspection Report 
together with the application 
after review to the Regional 
Director for endorsement to the 
Chief, Traffic Safety Division 
(CO).

3.2 Prepares endorsement of 
the application to the  Assistant 
Secretary through TSD, 
Central Office/ Central Office 
Committee on Accreditation of 
Driving Schools  

None 1 day

Regional Director /  
Secretariat,  Regional 

Committee on 
Accreditation

* In the case of application 
directly submitted to the CO, 
skip these steps.

 Secretariat, Regional 
Committee on 
Accreditation

1 HourNone

4. No activity
4.  Endorses the application to the 
Traffic Safety Division and signs 
the transmittal letter.

4.1 Transmits the application to 
the Central Office thru the 
Operations Division either 

electronically or thru courier
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FEES TO BE 
PAID

PROCESSING 
TIME

PERSON 
RESPONSIBLE

AGENCY ACTIONCLIENT STEPS

None
1 day

Chairperson, CO 
Committee on 
Accreditation 

6.1 Forwards the Certificate of 
Accreditation to Office of the 
Executive Director for 
countersigning.

6.2 Informs the applicant thru 
the Regional Office for the 
payment of the accreditation 
fee, issuance of provisional 
authority and the uploaded 
accreditation number.

None 30 minutes
Secretariat, Regional 

Committee 

Accreditation Fee          
- P1,000.00

30 minutes
Cashier, CO / RO 

Operations Division

5. No Activity

6. Prepares the Certificate of 
Accreditation, assigns and 
uploads accreditation number.

None 1 day TSD Personnel

5. Validates the correctness of the 
information contained in the 
application  and recommends 
approval for accreditation

7.  Receives POS
7. Issues Payment Order Slip 
(POS) and prepares Provisional 
Authority. 

8. Proceeds to Regional Office for 
the payment of accreditation fees.  
Receives OR.

8. Collects payment of 
accreditation fee and issues 
manual Official Receipt (OR).  
Furnishes the Secretariat with the 
File Copy of the OR.

6. No Activity
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FEES TO BE 
PAID

PROCESSING 
TIME

PERSON 
RESPONSIBLE

AGENCY ACTIONCLIENT STEPS

None 1 day Regional Director

10.1 Forwards photocopy of 
OR to Central Office

None 1 day Executive Director

None 1 day Assistant Secretary

None 2 days TSD Personnel

None 5 minutes

 Secretariat,  Regional 
Committee on 

Accreditation of Driving 
Schools

P5,000.00
11 Days,                                                     
3 Hours,

35 Minutes

b. Processing time starts upon the submission of complete requirements under normal situations.       

Secretariat, Regional 
Committee on 

Accreditation of Driving 
School

9. Approves and signs the 
Provisional Authority.

None 30 minutes

13.Forwards the Certificate of 
Accreditation to the Regional 
Office

13. No activity

12. No activity
12. Approves and signs the 
Certificate of Accreditation

Note:  a. Accreditation of Driving Schools/Training Centers is under multi-stage processing.

c. In case of committing any of the prohibited acts, corresponding administrative penalties and sanctions are listed on the next 
page. 

14. Releases the Certificate of 
Accreditation

TOTAL

14. Receives the Certificate of 
Accreditation

11. No activity
11. Countersigns the Certificate of 
Accreditation

9. Receives the Provisional 
Authority.

10. No activity
10.  Issues Provisional Authority 
to the applicant.
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Applicant

Concerned LTO Regional Office

Applicant/LTO Issuing Office

3. List of accredited instructors with their driver's license number and other 
pertinent qualifications

6. Inspection report

5. Previous original Certificate of Accreditation or certified true copy of original 
(in case of loss) 

ACCREDITATION OF DRIVING SCHOOL / DEP TRAINING CENTER - RENEWAL

Annual authority granted by LTO to operate as a driving school to engage in the business of handling complete course of instruction to 
student-drivers to operate motor vehicles  or as a DEP training center to conduct Driving Enhancement Program.

Type of Transaction: G2B - Government to Business

Who may avail:

Office or Division: Traffic Safety Division (TSD) Central Office and Regional Offices

3. Certified true copy of valid Business Permit / any proof of Application for 
Renewal of Business Permit

Accredited (Certified Public Accountant)

Concerned Local Government Unit (LGU)

Classification: Complex

Owners  of Accredited Driving Schools / DEP Training Centers

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

1. Duly Accomplished Renewal Application form
Land Transportation Office                                                            
(RO/CO), LTO Website

2. Audited Financial Statement for the previous year

ACCREDITATION OF DRIVING SCHOOL/ TRAINING CENTER (RENEWAL)
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FEES TO BE 
PAID

PROCESSING 
TIME

PERSON 
RESPONSIBLE

1.1 Issues the Payment Order Slip
(POS) 
*If the driving school failed to submit
the duly accomplished form and pay
the proper fee on or before the
expiration of its accreditation, the
authority of the driving school to
operate shall be automatically
cancelled.

2.1  Furnishes the ACMT Secretariat 
with the File Copy of the OR.

3. No activity

3.1 Informs the applicant of the 
deficiency or nonconformity, if there is 
any, through formal writing.

3.2 Submits the Inspection Report to 
the Chairperson, Regional Committee 
on Accreditation of Driving Schools for 
approval of renewal of accreditation.

Inspectors/ 
Members, 

Regional/CO 
Committee on 

Accreditation of 
Driving Schools

2 daysNone

1. Receives application and checks
completeness of the  requirements                                                                                                             

AGENCY ACTIONCLIENT STEPS

1. Submits application and  
requirements 

3. Evaluates the application and conducts 
ocular inspection .

Note:  In the event of findings of 
deficiency or non-conformity, the 
applicant shall be suspended 
from operation unfit compliance 
to the findings.

1.1 Receive the POS.

None 1 day

 Secretariat, 
Regional Committee 
on Accreditation of 
Driving Schools /  
Receiving Clerk, 

TSD

2. Accepts payment and issues manual
Official Receipt (OR).

2. Proceeds to the Cashier for 
payment of renewal fee based 
on the POS.                                                                                                                                                                                         

2.1 Receive the OR.

Renewal Fee -                                               
P3,000.00    or                   
* Late Renewal 
Fee - P5,000.00                       

10 minutes
Cashier, Operations 

Division (RO/CO)
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FEES TO BE 
PAID

PROCESSING 
TIME

PERSON 
RESPONSIBLE

AGENCY ACTIONCLIENT STEPS

 Chairperson, 
Regional /CO 
Committee on 

Accreditation of 
Driving Schools/

4.1  Prepares the Certificate of 
Accreditation (Renewal)

Secretariat

None 1 day

Chairperson, 
Regional /CO 
Committee on 

Accreditation of 
Driving Schools

None 1 day
Regional Director / 
Assistant Secretary

None 15 minutes Releasing Clerk

Php3,000.00 or 
Php5,000.00 (if 
late renewal)

6 days, 
25 minutes

Accreditation of Medical Clinics is under multi-stage processing.

6. No activity
6. Approves and signs the Certificate of 
Accreditation

1 day

7. Releases the certificate of 
accreditation

7. Receives Certificate of 
Accreditation

4. No activity
4. Reviews the report and recommends  
the renewal of accreditation to the 
Regional Director/ Assistant Secretary

5. No activity
5.Countersigns the Certificate of 
Accreditation

Notes:  

Application for Renewal of  Accreditation shall be filed to the LTO Regional Office having jurisdiction of the are where the driving 
school is located within sixty (60) days prior to  expiration of certificate.

Processing time starts upon the submission of complete requirements under normal situations.       

TOTAL

None
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a. P20,000.00 for the first offense

P30,000.00 for the second offense plus suspension/ 
revocation of driving school accreditation

b. Blacklisting

c. P10,000.00

d. P10,000.00

e. P30,000.00 plus one (1) year suspension

f. P30,000.00

1.

2. Six (6) months on the first offense

3. One (1) year on the second offense

4.
Permanent revocation of accreditation on the third 
offense

PROHIBITIONS FOR DRIVING SCHOOLS/TRAINING CENTERS

Operating without LTO accreditation

Use of unregistered motor vehicles

Failure to provide Filipino Driver's Manual to student-drivers

Period of Suspension for any instances

After due notice and hearing, the LTO Regional Director may suspend the permit to establish and operate a driving school, or its 
certificate of accreditation for the following:

Instances

Prohibited Acts Penalty

The school is not properly equipped and managed;

Failure to display signage on motor vehicle

Irregular use of accreditation

Employing instructor not enrolled with LTO

The school fails to completely carry out its duly approved course syllabus;

The instructors do not maintain professional standards in the performance of 
their duties and responsibilities

Fraud and /or misrepresentation have been committed in the making and 
filing of the application and in its operation;

2.1 Receives the OR.
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5.

6.
The school was found to have failed to comply with the requirements and 
conditions prescribed in the Memorandum Circular/policy.

Instances

The school is engaged in any unlawful or irregular transactions other than its 
main purpose; or

Period of Suspension for any instances
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FEES TO BE 
PAID

PROCESSING 
TIME

PERSON 
RESPONSIBLE

1.1 Issues Payment Order Slip 
(POS) for Application/ Examination 
Fee

2.1 Furnishes the Secretariat with 
the File Copy of the OR.

* This applies to application 
received at the Regional Office.

4.1 Recommends approval of 
application and issuance of 
certificate of accreditation .

None 30 minutes TSD Staff

None 30 minutes
Secretariat, Regional 

Committee on 
Accreditation                 

5. Informs the applicant thru the 
Regional Office for the payment of 
accreditation fee and issuance of 
Provisional Authority via emaIL

4. No activity

5. No activity

6.  Receives POS
6. Issues Payment Order Slip (POS) 
and prepares Provisional Authority. 

CLIENT STEPS AGENCY ACTION

1. Submits the duly accomplished 
application form and  requirements 

1. Receives application and evaluates 
completeness of the requirements

3. No activity

3. Forwards the application with the 
requirements to Central Office

None

Secretariat, Regional 
Committee on 

Accreditation of Driving 
School/  Evaluator, 

Traffic Safety Division
1.1 Receives POS

2. Proceeds to the Cashier for 
payment of application/ examination 
fee

2. Accepts payment and issue manual 
Official Receipt (OR) Application Fee          

- P200.00
30 minutes

Cashier, Operations 
Division (RO/CO)

2.1 Receives the OR.

1 Hour

None 30 minutes

Secretariat, Regional 
Committee on 

Accreditation of Driving 
School

4. Reviews  the application and 
validates authenticity of the  
requirements upon receipt thereof. Chief, Traffic Safety 

Division
None 1 day
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FEES TO BE 
PAID

PROCESSING 
TIME

PERSON 
RESPONSIBLE

CLIENT STEPS AGENCY ACTION

Accreditation Fee      
- P1,000.00 30 minutes

Cashier, CO / RO 
Operations Division

None 1 day Regional Director

8.1 Issues Provisional Authority to 
the applicant.
8.2 Forwards photocopy of OR to 
Central Office

None 1 day

Chairperson, CO
Accreditation 
Committee/                             

Executive Director

None 1 day Assistant Secretary

None 1 day
Releasing Clerk 

TSD

None 15 minutes

Releasing Clerk/ 
Secretariat Regional 

Committee on 
Accreditation

P1,200.00
5 days,                     

4 Hours, 
15 minutes

a. Accreditation of Driving SchoolInstructors is under multi-stage processing.
b. Processing time starts upon the submission of complete requirements under normal situations.       

c.

30 minutes

Secretariat, Regional 
Committee on 

Accreditation of Driving 
School

7. Proceeds to Regional Office for 
the payment of accreditation fees.  
Receives OR.

7. Collects payment of accreditation 
fee and issues manual Official Receipt 
(OR).

9. No activity
9. Countersigns and endorses the 
Certificate of Accreditation to the 
Assistant Secretary for approval.

None

8. Receives the Provisional 
Authority.

8. Approves and signs the Provisional 
Authority.

In case of committing any of the prohibited acts, corresponding administrative penalties and sanctions are listed on the next page. 

10. No activity
10. Approves and signs the Certificate 
of Accreditation

11. No activity
11. Forwards the Certificate of 
Accreditation to the Regional Office

12. Receives Certificate of 
Accreditation

12. Releases Certificate of 
Accreditation

TOTAL

Note:  
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Office or Division:

Classification:

Type of Transaction:

Who may avail:

6.  One (1) Photocopy of Certificate of Attendance to a retooling 
program (Original to be presented)

LTO

4.One (1) Original Certificate of No Apprehension for the past twelve 
(12) months

LTO CO/Regional Offices

1. One (1) copy of duly accomplished Application Form LTO CO/RO/LTO Website

2.One(1) Photocopy of valid Professional Driver's License for the vehicle 
category to be lectured for at least five (5) years (original to be 
presented)

Applicant

3. One(1) photocopy of  Employee's ID (original to be presented) Driving School/Training Center

5.  Previous Accreditation Certificate (Original) or Certified photocopy of 
Accreditation Certificate in case of loss

Applicant/LTO Issuing office

G2C - Government to Client

Previously accredited Driving School Instructors who have attended a retooling program.

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

ACCREDITATION OF DRIVING SCHOOL'S INSTRUCTOR -RENEWAL

Authority granted by LTO to practice as a driving school instructor

Traffic Safety Division (TSD) Central Office and Regional Offices

Complex
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FEES TO BE 
PAID

PROCESSING 
TIME

PERSON 
RESPONSIBLE

None 30 minutes

Secretariat, Regional 
Committee on 

Accreditation of 
Driving School/ 
Evaluator, TSD

2.1 Recommends approval of
application and issuance of certificate
of accreditation .

3.1  Issues Payment Order Slip (POS) 
for renewal of accreditation

4.1 Furnishes the Secretariat with the 
File Copy of the OR.

None 30 minutes

Secretariat, Regional 
Committee on 
Accreditation/ 

Evaluator, TSD

2. No activity

2. Reviews  the application and validates 
authenticity of the  requirements upon 
receipt thereof

Regional Committee 
on Accreditation  / 

Chief, Traffic Safety 
Division

1 dayNone

4. Accepts payment and issue manual 
Official Receipt (OR)

5. No activity

None 30 minutes

Secretariat, Regional 
Committee on 

Accreditation of 
Driving School/ 
Evaluator, TSD

4.1 Receives the OR.

Accreditation Fee          
- P500.00

30 minutes
Cashier, Operations 

Division (RO/CO)

5.  Prepares the Certificate of 
Accreditation and routes to the 
signatories.

4. Proceeds to Cashier for the 
payment of renewal accreditation 
fee

CLIENT STEPS AGENCY ACTION

1. Submits the duly 
accomplished application form 
and  requirements 

1. Receives application and evaluates 
completeness of the requirements.

3. No activity
3. Advises the applicant to pay the
accreditation fee thru email
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FEES TO BE 
PAID

PROCESSING 
TIME

PERSON 
RESPONSIBLE

CLIENT STEPS AGENCY ACTION

None 1 day

Chairperson, 
Regional Committee 

on Accreditation / 
Chief, TSD

None 1 day Regional Director

None 15 minutes

Secretariat, Regional 
Committee on 

Accreditation of 
Driving School

P500.00
3 Days,                                     
2 Hours, 

15 Minutes

8. Receives Certificate of 
Accreditation

8. Releases Certificate of Accreditation

TOTAL

6. No activity
6. Approves the recommendation and 
countersigns the Certificate of 
Accreditation

Note:  Processing time starts upon the submission of  requirements under normal situations.

7. No activity
7. Approves and signs the Certificate of 
Accreditation
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1. P500.00

2. P5,000.00

3. P5,000.00

4. P5,000.00

If upon inspection or monitoring visits, the driving school or driving instructor is found to be violating the standards or existing rules and 
regulationsor committed prohibited acts stipulated in the Memorandum Circular, the concerned LTO Director may immediately impose 
preventive suspension to the said driving school instructor for not more than sixty (60) days pending the outcome of the investigation.

PROHIBITIONS FOR DRIVING SCHOOL INSTRUCTORS

Prohibitted Acts Fine

Failure to display Identificatin Card

Providing false or invalid information in the course of lecture

PREVENTIVE SUSPENSION

Practicing profession outside the authorized/ accredited area

Failure to wear driving school standard uniform
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EXAMINATION FOR DRIVING SCHOOL INSTRUCTORS

An application where theoretical examination is to be undertaken prior to accreditation as driving school instructor.

Office or Division: Traffic Safety Division (TSD) Central Office and Regional Offices

Classification: Highly Technical

Type of Transaction: G2C - Government to Client

Who may avail:

Applicant-Driving Instructor/Lecturer with the following qualifications:

Must be at least twenty-five (25) years of age

Must be a holder of a relevant four-year degree course or of automobile vocational training course

Must not have any traffic violations past twelve (12) months (as per draft MC)

Must not have a history of suspension or revocation of driver's license for any cause

Must take and pass the neuropsychiatric test from a government accredited entity

Must not have been convicted by final judgemnt of a crime involving moral turpitude, or of a crime 
punishable by prision coreccional  under the Revised Penal Code; and

3. One (1) Original Certificate of No Apprehension for twelve (12) months

Must have passed a written examination given by LTO.

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

1. One (1) copy of duly accomplished Application Form

2. One(1) Photocopy of valid Professional Driver's License for the vehicle 
category to be lectured for at least five (5) years (original to be presented)

LTO Website

Applicant

LTO CO/Regional Offices
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FEES TO BE 
PAID

PROCESSING 
TIME

PERSON 
RESPONSIBLE

1.1 Issues Payment Order Slip 
(POS) for Application/ Examination 
Fee

2.1 Furnishes the Secretariat with 
the File Copy of the OR.

* This applies to application 
received at the Regional Office.

4.1 Issues notification to the 
applicant thru email

None 30 minutes

Secretariat, Regional 
Committee on 

Accreditation of 
Driving School

4. No activity
4. Receives the application and 
schedules the written examination.

None 1 day
TSD / Central Office 

Committee on 
Accreditation

CLIENT STEPS AGENCY ACTION

1. Submits the duly 
accomplished application form 
and  requirements 

1. Receives application and evaluates 
completeness of the requirements

3. No activity

3. Forwards the application with the 
requirements to Central Office

2. Proceeds to the Cashier for 
payment of application/ 
examination fee

2. Accepts payment and issue 
manual Official Receipt (OR)

None 1 Hour

Secretariat, Regional 
Committee on 

Accreditation of 
Driving School/                            

TSD CO1.1 Receives POS

Application Fee          
- P200.00

10 minutes
Cashier, Operations 

Division (RO/CO)

2.1 Receives the OR.
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FEES TO BE 
PAID

PROCESSING 
TIME

PERSON 
RESPONSIBLE

CLIENT STEPS AGENCY ACTION

None 1 day TSD CO

6.1 Prepares and issues 
examination result, if Passed (with 
Certificate).  If Failed (Letter of 
Rejection).

6.2 Forwards the result to the 
Central Office Committee on 
Accreditation of Driving Schools.

P200.00
12 days,                     
1 Hour, 

40 minutes

a. Examination for Driving School Instructor is under multi-stage processing.
b. Processing time starts upon the submission of complete requirements.       

5. Takes the Driving Instructor's 
Written Examination

5. Conducts the Driving Instructor's 
Written Examination

6. No activity 6. Checks the written examination

Note:  

Note: If  failed,  the applicant 
can take another written 
examination until he/she 

passed. TSD CONone 10 days

TOTAL
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2. Driver's license or company ID

3. Picture (Passport size)

Government office/s or corporation/s, association/s

Government office/s or corporation/s, association/s

1. Letter request

WHERE TO SECURE

Government office/s or corporation/s, association/s

DRIVING ENHANCEMENT PROGRAM

Classification:

Type of Transaction:

Who may avail:

Driving Enhancement Program is conducted to educate existing drivers of the basic features of effective driving that every driver 
or motorist should understand and practice during operation of a motor vehicle. 

Office or Division:
Traffic Safety Division

Simple

G2B- Government to Business, G2C - Government to Client, G2G - Government to Government

Government offices / Agencies, Private entities / associations / organizations

Regional Offices

CHECKLIST OF REQUIREMENTS
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FEES TO BE 
PAID

PROCESSING 
TIME

PERSON 
RESPONSIBLE

1.1. Conducts the Seminar

1.2. Gives examination

None 1 day
Training Assistant/ 
Person-in-charge

None 1 day Training Head

  

None
3 days, 5 
minutes

TOTAL

1.1 Takes examination

2. No activity

3. No activity
3. Signs examination result and 
Certificate of Completion

4. Receives written exam result and 
Certificate of Completion

4. Releases written exam  result 
and Certificate of Completion

Training Assistant/ 
Person-in-charge

None 5 minutes

AGENCY ACTIONCLIENT STEPS

Training Assistant/ 
Person-in-charge

1. Attends seminar / workshop 1. Seminar / Workshop proper

None 1 day

2. Checks examination, prepares 
results and certificates
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III. MANUFACTURERS, ASSEMBLERS, 

IMPORTERS, REBUILDERS, DEALERS 

AND OTHER ENTITIES (MAIRDOEs) 

External Services 

  





WHERE TO SECURECHECKLIST OF REQUIREMENTS

Assembler - Certified true copy of  Certificate of Membership

Rebuilder - Certified true copy of Certificate of Accreditation as 
Rebuilding Center

Department of Trade and Industry (DTI) - Fair Trade and 
Enforcement Bureau (FTEB)

Department of Trade and Industry (DTI) Board of 
Investment (BOI) 

Dealer - Photocopy of sales invoice approved by BIR BIR                                                                                                         

Land Transportation Office (CO/RO)

3. Affidavit of Undertaking under oath by sole proprietor or highest 
ranking company official that all stocks to be reported are compliant 
with all Philippine laws, rules and regulations relating to manufacture, 
assembly, importation, registration and use in the Philippines.

Applicant

ADDITIONAL REQUIREMENT/S IF APPLYING AS:

4.  Certification that the applicant has undergone the Orientation on 
Accreditation
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FEES TO BE 
PAID

PROCESSING 
TIME

PERSON 
RESPONSIBLE

1.1 Issues Payment Order Slip (POS)

2.1 Furnishes the MAIRDs Secretariat with 
the File Copy of the OR.

3.1 Informs the applicant of the deficiency 
or nonconformity, if there is any, through 
formal writing.

3.2 Submits the Inspection Report with the 
requirements to the Regional MAIRDs 
Accreditation Committee/CO Operations 
Division.

4. No activity

4.1 Prepares endorsement of the 
application to the  Assistant Secretary 
through Operations Division, Central Office  

MAIRDs Secretariat, 
Regional Office/ 
Central Office

2 days   

Inspector/s                            
(Regional 

Accreditation 
Committee Members/                            
Staff, CO Operations 

Division)

Cashier, Operations 
Division (RO/CO)

15 minutes

4. Reviews the recommendation in the 
Inspection Report and forwards the application 
to the Regional Director for endorsement to 
Central Office  (in the case of applicant from 
the Region) or to the Chief, Operations 
Division (CO).

10 minutes

AGENCY ACTION

1. Receives  application and evaluates the 
completeness  of the  requirements

2. Accepts payment and issue manual Official 
Receipt (OR)

None

CLIENT STEPS

1. Submits application and  
requirements 

2. Proceeds to the cashier for 
payment of fees.

1.1 Receives POS

2.1 Receives the OR.

3. Inspects the establishment and prepares 
Inspection Report 

Note: In the event of 
findings of deficiency or non-
conformity, the applicant 
shall be required to comply 
within five (5) days upon 
receipt of notice.

3. No activity

None

Application Fee       
-   P 500.00

Legal Research 
Fee 

-   P 10.00

None 2 days

Regional Accreditation 
Committee, 

Chairperson / Chief, 
Operations Division / 
MAIRDs Secretariat

ACCREDITATION OF MANUFACTURERS, ASSEMBLERS, IMPORTERS, REBUILDERS AND/OR DEALERS (MAIRDs)  - NEW 99



FEES TO BE 
PAID

PROCESSING 
TIME

PERSON 
RESPONSIBLE

AGENCY ACTIONCLIENT STEPS

4.2 Advises the applicant to pay the 
accreditation fee and other charges.  Issues 
POS.

5.1 Furnishes the MAIRDs Secretariat with 
the File Copy of the OR.

Regional Director / 

6.1 Transmits the application to the Central 
Office thru the Operations Division either 
electronically or thru courier

MAIRDs Secretariat

* In the case of application directly 
submitted to the CO, skip these steps.

7.1 Prepares the Certificate of Accreditation

7.2 Assigns accreditation number for 
uploading and issuance of provisional 
authority at the Regional Level.

7.3 Uploads the accreditation number.

7.4 Advises the Regional Office on the 
issuance of provisional authority and the 
uploaded accreditation number.

6.  Endorses the application to the Assistant 
Secretary thru the Operations Division, Central 
Office

5.Collects payment and issues manual Official 
Receipt (OR)

Accreditation 
Fee   -   

P3,000.00 per 
classification

10 minutes
Cashier, Operations 

Division (RO/CO)

1 dayNone

None

5.1 Receives the OR.

4.1 Receives POS

7. No activity
Chief, Operations 

Division (CO) /  
Secretariat

2 days

7. Reviews and recommends approval of the 
application for accreditation

6. No activity

5. Proceeds to the cashier for 
payment of fees.
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FEES TO BE 
PAID

PROCESSING 
TIME

PERSON 
RESPONSIBLE

AGENCY ACTIONCLIENT STEPS

None 1 day
MAIRDs Secretariat/ 

Regional Director

None 1 day Executive Director

None 1 day Assistant Secretary

None 2 days Releasing Clerk 

None 5 minutes MAIRDs Secretariat

P 3,510.00
12 Days,             

35 Minutes

  Processing time includes waiting time and starts upon the submission of complete requirements.  

8. Receives the Provisional 
Authority.

8. Issues Provisional Authority to the 
applicant.

Note: Accreditation of MAIRDs is under multi-stage processing.

9. No activity

11. No activity

10. No activity

12. Receives the Certificate of 
Accreditation

TOTAL

11. Forwards the Certificate of Accreditation to 
the Regional Office except LTO NCR

12. Releases the Certificate of Accreditation

9. Countersigns the Certificate of Accreditation

10. Approves and signs the Certificate of 
Accreditation
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FEES TO BE 
PAID

PROCESSING 
TIME

PERSON 
RESPONSIBLE

1.1 Issues Payment Order Slip 
(POS)

2.1 Furnishes the MAIRDs 
Secretariat with the File Copy of 
the OR.

1 day
Inspector

Operations Division

None 15 minutes MAIDRS Secretariat

MAIRDS 
Secretariat, 

Regional Office
15 minutesNone

AGENCY ACTION

1.1 Receives POS and 
receiving copy

CLIENT STEPS

1. Submits application and  
requirements 

3. Inspects the establishment,   
prepares report, recommends the 
approval if with change address 
and transmits the same to the 
Operations Division, MAIDRS 
Secretariat

4. Prepares Certificate of 
Accreditation

3. No activity

1. Receives  application and 
evaluates the completeness of the 
requirements

10  minutes
Cashier, Operations 

Division 

2.1 Receives the OR.

2. Proceeds to the cashier for 
payment of fees and receives 
manual OR

4. No activity

2. Accepts payment and issue 
manual Official Receipt (OR)

Application Fee 
-P 500.00

Accreditation Fee 
- P 1,000.00 per 

classification
Change Address

P 500.00
Legal Research 

Fee 
- P 10.00 
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FEES TO BE 
PAID

PROCESSING 
TIME

PERSON 
RESPONSIBLE

AGENCY ACTIONCLIENT STEPS

None 15 minutes
Chief, Operations 

Division 

None 1 hour
Assistant Regional 

Director

None 1 day Regional Director

None 15 Minutes Person-in-Charge

None 5 minutes MAIDRS Secretariat

P1,510.00  
(1,000.00 per 

classification) if 
with change 

address 2,110.00

2 Days, 2 hours, 
15 Minutes ( if no 
change address 1 
day, 2 hours, 15 

minutes)

b. Processing time includes waiting time and starts upon the submission of complete requirements. 

Note:  

TOTAL

9. Receives Certificate of 
Accreditation

6.  Countersigns the Certificate of 
Accreditation and forwards the same 
to the Office of the Regional Director

7. Signs the Certificate of 
Accreditation

a. Penalty for expired accreditation per classification shall be collected.

5. No activity

9. Releases Certificate of 
Accreditation to the Applicant

6. No activity

5. Initials the Certificate of 
Accreditation and forwards the same 
to the Office of the Assistant 
Regional Director

8 . Uploads the customer's details in 
the system

7. No activity

8. No Activity
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FEES TO BE 
PAID

PROCESSING 
TIME

PERSON 
RESPONSIBLE

2.1 Furnishes the MAIRDs 
Secretariat with the File Copy of 
the OR.

None 1 day

Inspector/s (RO 
Accreditation 
Committee 

Members/Staff, 
Operations Division)

4. No activity

4.1 Prepares Certificate of 
Accreditation  

4. Reviews the Inspection Report and 
endorses the application to the 
Regional Director for the issuance of 
Certificate of Accreditation. None 1 day

Chief, Operations 
Division / MAIRDs 

Secretariat

CLIENT STEPS AGENCY ACTION

1. Submits application and  
requirements 

1. Receives  application and 
evaluates the completeness of the 
requirements None

MAIRDS 
Secretariat, 

Regional Office1.1 Issues Payment Order Slip1.1 Receives POS and 
receiving copy

2. Proceeds to the cashier for 
payment of fees and receives 
manual OR

2. Accepts payment from applicant 
and issues manual OR                                                                                            

15 minutes

Application Fee 
-P 500.00

Change Address          
-P500.00           

Legal Research 
Fee 

- P 10.00
Accreditation Fee 
- P 1,000.00 per 

classification

2.1 Receives the OR.

10  minutes
Cashier, Operations 

Division 

3.  No Activity

3. Inspects the establishment,   
prepares report, recommends the 
approval of renewal with change 
address and transmits the same to 
the Operations Division, MAIDRS 
Secretariat
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FEES TO BE 
PAID

PROCESSING 
TIME

PERSON 
RESPONSIBLE

CLIENT STEPS AGENCY ACTION

None 1 day

Chairperson, 
Regional 

Accreditation 
Committee

None 1 day Regional Director

None 15 Minutes Person-in-Charge

None 5 minutes MAIDRS Secretariat

P2,010.00 / 
classification

4 Days, 45 
Minutes

b. Processing time starts upon the submission of complete  requirements under normal situations. 

a. Penalty for expired accreditation per classification shall be collected.

6. No activity
6. Signs the Certificate of 
Accreditation

5.  No Activity
5. Countersigns the Certificate of 
Accreditation and forwards the same 
to the Regional Director for approval.

TOTAL

Note:  

7. No Activity
7 . Uploads the customer's details in 
the system

8. Receives Certificate of 
Accreditation

8. Releases Certificate of 
Accreditation to the Applicant
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PENALTIES (Sec. 9 of AO No. AVT-2014-023)

-

-

-

9.2.1

9.2.2

9.2.3

9.2.4

 In items 9.2.1 and 9.2.3 hereof, the LTO reserves the right to institute criminal actions against the concerned persons or entities.

9.1  After due  notice and hearing, LTO shall impose, when warranted, any of the following applicable administrative penalties:

9.2  Whenever the Assistant Secretary finds a justifiable ground, that:

Third Offense

Second Offense

First Offense

Failure to comply with the standard requirements herein provided in this Order and other laws and their implementing rules 
and regulations

Submission of fraudulent, fake or falsified stock/sales periodic reports as required by law, rules and regulations.

Tampering of medical examination result by deliberately entering any false information about the applicant's health or 
physical condition

Php 100,000.00

Php 500,000.00 and suspension of not more than six (6) months

Commission of fraud and misrepresentation in the filing of the application and its operations, including stock and sales 
reporting.

Cancellation of Certificate of Accreditation and blacklisting and cancellation of the Certificate 
of Stocks Reported (CSR), sales report and registration, if warranted.
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TYPE 
APPLICATION FEE 

LEGAL 
LEGAL RESEARCH FEE 

ACCREDITATION FEE Or 
OTHER FEES: 

TOTAL

Change  Address P 500.00  P 10.00 P 500.00 P 1,010.00

Certified Copy Of 
Certificate of Accreditation 

P 500.00  P 10.00  P 500.00 P 1,010.01

Other  Certification P 500.00  P 10.00 P100.00 P 610.02

Expired Accreditation / 
Classification

P 1,000.00 P 10.00 P1, 000.00 P2,010.00

MAIRDOEs ACCREDITATION FEES
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FEES TO BE PAID
PROCESSING 

TIME
PERSON 

RESPONSIBLE

None 15 minutes
Receiving Clerk/ 

Evaluator

For Diplomat
-P110.00 (P100 

enrollment fee, P10 
LRF)

For Individual
-P1,010.00  (P1000 
enrollment fee, P10 

LRF)

10 minutes Cashier

None 30 minutes Evaluator

AGENCY ACTION

1. Receives and evaluates the 
completeness and authenticity of 
the  requirements, validates the 
electronic Certificate of Payment 
(CP) and issues Payment Order 
Slip (POS) for enrollment 

2. Accepts payment  and issues 
manual Official Receipt (OR)

3. Enrolls/Uploads owner's 
information and MV details in the 
system 

3. No activity 

CLIENT STEPS

1.  Submits supporting documents 

2. Proceeds to the Cashier for 
payment of fees and other charges 
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FEES TO BE PAID
PROCESSING 

TIME
PERSON 

RESPONSIBLE
AGENCY ACTIONCLIENT STEPS

4.1 Issues POS for Certificate 
of Stock Reported (CSR)

TOTAL

For Diplomat 
- P319.06

For Individual 
- P1,219.06

1 Hour, 50 
minutes

b. If the client arrives at the office when the transaction cannot be completed within the day, he/she will be advised to return on 
the next working day and be prioritized at the step where he/she stopped.  

6. Receives OR, Prints and 
Releases CSR

6.1 Receives OR and CSR

Releasing Clerk/ 
Evaluator

Note: a. Processing time includes waiting time and starts upon the submission of complete requirements. 

5. Accepts payment  and issues  
OR

4. Reviews and approves the 
transaction

P 209.06 (P30 
Certification , P10 

LRF, P169.06 
Computer Fee)

30 minutes

10 minutes

15 minutes

Approving Officer

Cashier

None

None
6. Submits OR

4. No activity

5. Proceeds to the Cashier for 
payment of fees 

5.1 Receives OR

ENROLLMENT AND STOCK REPORTING OF OTHER ENTITIES 112 





FEES TO BE PAID
PROCESSING 

TIME
PERSON 

RESPONSIBLE

None 5 minutes

1.1 Uploads stocks into the 
LTO IT,  scan stencils of 
engine / chassis, validates 
scanned images of engine and 
chassis numbers vis-a-vis  
documents submitted

None 30 minutes

2.1 Receives POS

CLIENT STEPS AGENCY ACTION

1. Receives application and 
evaluates the completeness and 
authenticity of all the required 
documents,  and issue claim stub

2. Reviews and approves 
transaction, prints Pay Order Slip 
(POS) and issues the same

3. Accepts payment and issues 
Official Receipt (OR)

2. No activity

1. Fills out application form, submits  
the  required documents and 
receives claim stub

3. Proceeds to the Cashier for 
payment of fees 

Approving Officer 

Receiving Clerk/ 
Evaluator 

None 15 minutes

Application Fee
- 40.00 
IT fee  

- 169.06
 TOTAL  P209.06

3.1 Receives OR

5 minutes Cashier
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FEES TO BE PAID
PROCESSING 

TIME
PERSON 

RESPONSIBLE
CLIENT STEPS AGENCY ACTION

4. Receives CSR and OR

TOTAL P209.06  1 hour / unit

Note:  a. Processing time includes waiting time and starts upon the submission of complete requirements. 

5 minutes
Evaluator/ Releasing 

OfficerNone

b. If the client arrives at the office when the transaction cannot be completed within the day, he/she will be 
advised to return on the next working day and be prioritized at the step where he/she stopped.  

4. Submits OR 

4. Receives  OR, prints Certificate 
of Stock Reported (CSR) and 
releases CSR  and OR 
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FEES TO BE PAID
PROCESSING 

TIME
PERSON 

RESPONSIBLE

 1.1 Encodes and uploads  
data into the LTO IT System 

None 20 minutes Approving Officer

None 5 minutes Releasing Officer

None 35 minutes

CLIENT STEPS

1. Presents  the  requirements 

AGENCY ACTION

2. No activity 2. Approves transaction 

1. Receives application and 
evaluates the completeness and 
authenticity of all the required 
documents 

3. Releases transaction

None

b. If the client arrives at the office when the transaction cannot be completed within the day, he/she will be advised to return on 
the next working day and be prioritized at the step where he/she stopped. 

Note:  a. Processing time includes waiting time and starts upon the submission of complete requirements. 

Evaluator10 minutes

TOTAL

3. No activity
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IV. MOTOR VEHICLE INSPECTION (MVI) 

External Services 

 

  



Apprehended motor vehicles requiring inspection

2. Original Driver's copy of Temporary Operators Permit (TOP) 

3. Original Philippine National Police - Highway Patrol Group (PNP-HPG) 
clearance (for transfer of ownership and change engine, chassis, color and 
body configuration) and corresponding affidavit

Motor Vehicle (MV) owner

Land Transportation Franchising Regulatory Board 
(LTFRB)

MV owner

MV owner

PNP-HPG MV Clearance Division

MV owner

MV owner / apprehended driver

1. Original and/or one photocopy of OR / CR

1.  Original  and/or one photocopy OR / CR

For Renewal of Motor Vehicles Registration

1.  Original and/or one photocopy of Official Receipt (OR) / Certificate of 
Registration (CR)

2. Original and/or one photocopy of Certificate of Public Convenience (CPC) 
or Order for dropping and substitution (Change Classification) (If For Hire)

All applicable miscellaneous registration transactions 

2. Original Deed of Sale (Transfer of Ownership)

Type of Transaction: Government-to-Client (G2C)

Who may avail: Motor Vehicle Owner

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

 MOTOR VEHICLE INSPECTION
Test conducted to ensure the road worthiness of motor vehicles

Office or Division: Motor Vehicle Inspection Centers, authorized LTO District Offices (DO) / Extension Offices (EO)

Classification: Simple

 MOTOR VEHICLE INSPECTION 118





FEES TO BE 
PAID

PROCESSING 
TIME

PERSON 
RESPONSIBLE

AGENCY ACTIONCLIENT STEPS

1.1. Conducts ocular inspection

1.2 Fills-out inspection report  

1.3 If failed, advises the applicant to 
correct the defect/s and return for re-
inspection 

TOTAL None 20 minutes

Inspector

1. Submits required documents

c. If the client arrives at the office when the transaction cannot be completed within the day, he/she will be advised to return on 
the next working day and be prioritized at the step where he/she stopped. 

B. In District Offices

Note:  a. Processing time includes waiting time and starts upon the submission of complete requirements. 

1. Receives required documents 

None

b. For District Offices handling mixed transactions (New, Renewal and Miscellaneous Registration and Licensing Transactions 
with Adjudication Facilities) exceeding 800, the processing time shall be 2 hours (MVIC), 40 minutes (DOs)

20 minutes
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SCHEDULE OF FEES

Manual MVIC MVIC-Re inspection

Motor vehicle with GVW equal to 
or less than 4,500 kgs. 

P 90.00 P 50.00 P 300.00 P 150.00

Motor vehicle with GVW more 
than 4500 kg. 

P 115.00 P 75.00 P300.00 P150.00

MC/TC P 40.00 P 50.00 P 150.00 P 75.00

Motor vehicles with miscellaneous 
transactions

P600.00

1. A penalty of fifty pesos (P 50.00) shall be collected for every vehicle that fails to meet the hereunder schedule for testing. 

MOTOR VEHICLE INSPECTION SCHEDULE OF FEES AND CHARGES 

MOTOR VEHICLE TYPE SMOKE EMISSION TEST
MOTOR VEHICLE INSPECTION
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LAST DIGIT OF PLATE NO.

1 - January

2 - February

3 - March

4 - April

5 - May

6 - June

7 - July

8 - August

9 - September

0 - October

2. Re-inspection fee is collected when a motor vehicle fails the first inspection. Re-inspection of the vehicle shall cover only the item 
where it previously failed. 

3. Should a motor vehicle fail any or both smoke emission tests and motor vehicle inspection, applicable fee or fees shall be 
collected accordingly during re-inspection. 

SCHEDULE OF MOTOR VEHICLE SMOKE EMISSION TEST 

1, 2, 3

4,5,6

7,8

9,0

WEEKLY INSPECTION 

1st Week

2nd Week

3rd Week

4th Week

MIDDLE DIGIT OF PLATE NO. 
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V. REGISTRATION  

External Services 

 

  





WHERE TO SECURECHECKLIST OF REQUIREMENTS

PNP-HPG MV Clearance Division

Accredited MAIRD

LANDBANK Link.BizPortal 

Owner, mechanic

Bureau of Customs (BOC)

LTO DO / EO, Motor Vehicle Inspection Center 
(MVIC)

LTO RO

3. Original Philippine National Police -Highway Patrol Group (PNP-HPG) Motor 
Vehicle (MV) Clearance Certificate and Special Bank Receipt (SBR) 

4. Original Certificate of Stock Reported (CSR)

A. Brand new motorcycle with sidecar (TC)

Original Affidavit of Attachment for sidecar executed by the owner and mechanic 
stating among other the date of completion

5. Payment Reference Number if payment is made through e-PAT

1. Original Certificate of Payment (CP)

2. Original duly accomplished Motor Vehicle Inspection Report (MVIR) if imported 
second hand 

3. Original Certificate of Compliance to Emission Standards (CCES) if imported 
second hand 

C. Used-Imported

Additional Requirements

B. Tax Exempt

a. exempted from EO 156/877-A
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WHERE TO SECURECHECKLIST OF REQUIREMENTS

Country of Origin

LTO DO / EO , MVIC

LTO RO

Country of origin

Department of Trade and Industry -Fair Trade 
Enforcement Bureau (DTI - FTEB) 

BOC

LTO DO / EO, MVIC

LTO RO

Country of origin

1. One copy of Commercial invoice of MV or Certificate of Title issued by the 
country of origin

2. Original / certified true copy of Authority under the No Dollar Importation. If 
no authority, Seizure Proceedings and Notice of Award

1.One copy of Commercial invoice / Certificate of Title

2. Original duly accomplished MVIR

3. Original CCES (result of emission test)

b. through the no dollar importation

3. Original Affidavit of first and last importation

4. Original duly accomplished MVIR

5. Original CCES (result of emission test)

a. With new or used imported engine and/or chassis

1. Original or one photocopy of Commercial / Sales Invoice from country of 
origin

D. Rebuilt trucks and buses
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WHERE TO SECURECHECKLIST OF REQUIREMENTS

Accredited dealer

Accredited rebuilder

Registered MV owner

DTI-FTEB

Accredited rebuilder

Operations Division of Central Office, Regional 
Office

LTO DO / EO, MVIC

LTO RO

BOC

BOC2. Certified true copy of the Notice of Award

1. Certified true copy of OR evidencing payment of acquisition cost

1.  Original Sales Invoice of engine and chassis 

2. Original Sales Invoice of body 

8. Original CCES (result of emission test)

E.    Imported motor vehicles acquired through public bidding

3. One photocopy of CR (for previously registered engine) 

4. Certified true copy of endorsement 

5. Original Affidavit of Rebuilt executed by the owner and/or mechanic with      
TESDA NC II stating among others the date of completion 

6. Original CSR for engine and chassis 

7. Original duly accomplished MVIR
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FEES TO BE PAID
PROCESSING 

TIME
PERSON 

RESPONSIBLE

1.1. Retrieves Motor Vehicle 
(MV) information from the 
system and generates 
transaction ID

None 10 minutes Approving Officer

3.1 For the payments made 
through e-PAT, verifies 
Payment Reference Number 
through  the Merchant Payment 
Inquiry Facility under process 
payment module.

3.2 Prints and issues Official 
Receipt (OR)

Receiving Clerk / 
Evaluator / Input Clerk

3. Proceeds to the Cashier for 
payment of fees. 

3. Accepts payment

Computer Fee 
- P169.06

Legal Research Fund
-P10.00

Transaction Fee 
(Refer to Registration 
Schedule of Fees on 

page 136-140 )

30 minutes Cashier

1.2. Encodes / supplies details 
not cascaded from MAIDRs

2. No activity 2. Approves transaction

CLIENT STEPS AGENCY ACTION

1.  Submits requirements
1. Receives  application and 
evaluates the completeness and 
authenticity of the requirements

3.1 Receives OR

20 minutesNone
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FEES TO BE PAID
PROCESSING 

TIME
PERSON 

RESPONSIBLE
CLIENT STEPS AGENCY ACTION

None 5 minutes Supply Officer

None 5 minutes Chief of Office

6.1 Issues plates, RFID, OR 
and CR

TOTAL

P179.06 + 
Transaction fee 

(Refer to 
Registration 

Schedule of Fees on 
page 136-140 )

1 hour, 
20 minutes

 10 minutes
Releasing 

Officer/Supply Officer

6.1 Receives OR, CR, sticker and 
plates 

6. Presents OR 
6. Tags as released plates and 
sticker

Note:  a. Processing time includes waiting time and starts upon the submission of complete requirements

b. For District Offices handling mixed transactions (New, Renewal and Miscellaneous Registration and Licensing Transactions 
with Adjudication Facilities) exceeding 800, the processing time shall be 2 hours, 40 minutes

c. If the client arrives at the office when the transaction cannot be completed within the day, he/she will be advised to return on 
the next working day and be prioritized at the step where he/she stopped  

None

4. No activity
4. Prints Certificate of Registration 
(CR)

5. No activity
5. Reviews transaction and signs 
CR
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WHERE TO SECURECHECKLIST OF REQUIREMENTS

PNP,  other law enforcement agencies

PNP, other law enforcement agencies

PNP, NBI

Original registering LTO District Office

Accredited insurance companies by the Insurance 
Commission 

LTO DO /EO, MVIC

Private Emission Testing Center (PETC) / MVIC

Registered MV owner

LTFRB /Concerned municipal or city government 
office

4. Original CEC

5. Original RRPL

3. One copy of Alarm Sheet

6. If for hire, electronic confirmation valid franchise or PA or extension of validity or 
MTOP with valid OR

5. Original Certificate of re-stamping in case of tampered engine / chassis

1. Original LTO Copy or electronically transmitted appropriate insurance COC

3. Original duly accomplished MVIR

2. Original Report of Recovery 

E. Reactivation of Storage MVs

4. Original PNP Crime Laboratory (macro etching report) or National Bureau of 
Investigation (NBI) report, fully identifying the motor vehicle and stating therein the 
tampering done on the engine or chassis, if any
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FEES TO BE PAID
PROCESSING 

TIME
PERSON 

RESPONSIBLE

1.1. Retrieves Motor Vehicle 
(MV) information and 
requirements cascaded from 
the system and generates 
transaction ID

None 5 minutes Approving Officer

None

10 minutes
Releasing 

Officer/Supply Officer

20 minutes Cashier

Computer Fee 
- P169.06

Legal Research Fund
-P10.00

Transaction Fee 
(Refer to Registration 
Schedule of Fees on 

page 136-140)

10 minutes
Receiving 

Clerk/Evaluator 

None

AGENCY ACTION

1. Receives and evaluates the 
completeness and authenticity of 
the requirements

2. Approves transaction

CLIENT STEPS

1.  Submits requirements 

2. No activity

3. Proceeds to the Cashier for 
payment of fees

3. Accepts payment and issues 
Official Receipt (OR)

4. Releases stickers and tags in 
the system

4. Presents OR 

4.1 Receives sticker 

3.1 Receives OR
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FEES TO BE PAID
PROCESSING 

TIME
PERSON 

RESPONSIBLE
AGENCY ACTIONCLIENT STEPS

TOTAL

P179.06 + 
Transaction fee 
(Please refer to 

Registration 
Schedule of Fees on 

page 136-140)

45 minutes

b. For District Offices handling mixed transactions (New, Renewal and Miscellaneous Registration and Licensing Transactions 
with Adjudication Facilities) exceeding 800, the processing time shall be 1 hour, 30 minutes. 

c. If the client arrives at the office when the transaction cannot be completed within the day, he/she will be advised to return on 
the next working day and be prioritized at the step where he/she stopped. 

Note:  a. Processing time includes waiting time and starts upon the submission of complete requirements. 
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FEES TO BE 
PAID

PROCESSING 
TIME

PERSON 
RESPONSIBLE

1.2 Issues queue number 

1.3 Retrieves Motor Vehicle 
(MV) information from the 
system and generates 
transaction ID 

15 minutes Approving Officer 

SF   P45.00 
CF 169.06 
LRF  10.00 

Total P224.06 

30 minutes Cashier

5 minutes Supply Officer 

TOTAL P224.06
1 hour, 15 
minutes

CLIENT STEPS AGENCY ACTION

1. Submits requirements  1. Receives requirements

1.1 Receives queue number

25 minutes
Receiving Clerk/ 

Evaluator 

3. Accepts payment and issues 
Official Receipt (OR)

4.Presents  OR

2. No activity
2. Reviews and approves the  
transaction 

c. If the client arrives at the office when the transaction cannot be completed within the day, he/she will be advised to return on 
the next working day and be prioritized at the step where he/she stopped.  

4. Issues  Receipt of Returned 
Plate and Licenses (RRPL)

3. Proceeds to the cashier for 
payment of fees

Note:  a. Processing time includes waiting time and starts upon the submission of complete requirements. 

b. For District Offices handling mixed transactions (New, Renewal and Miscellaneous Registration and Licensing 
Transactions with Adjudication Facilities) exceeding 800, the processing time shall be 2 hours, 30 minutes. 
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TRANSACTION FEE

a. Year 2001 Onwards P 1,600.00

b. Year 1995 to 2000     P 2,000.00

c.  Year 1994 & Below P 1, 400.00

a. Year 2001 Onwards P 3,600.00

b. Year 1997 to 2000 P 6,000.00

c.  Year 1995 & 1996 P 4,800.00

d. 1994 and below P 2,400.00

a. Year 2001 Onwards P 8,000.00

b. Year 1995 to 2000     P 12,000.00

c.  Year 1994 & Below P 5,600.00

REGISTRATION SCHEDULE OF FEES 

A. Light Vehicles up to 1,600 kgs. 

B. Medium Vehicles 1,600 to 2,300 kgs. 

C.Heavy Vehicles 2,301 kgs. & Up 

PRIVATE& GOVERNMENT CARS-Based on Gross Vehicle Weight (GVW) and Year Model 

VEHICLE CATEGORY 

PASSENGER CARS 

REGISTRATION SCHEDULE OF FEES 137



TRANSACTION FEEVEHICLE CATEGORY 

a. Without Sidecar P240.00

b. With Sidecar (including three-wheeled vehicle -cargo type) P 300.00

A. GVW up to 2,700 kgs. P 2,000.00 

B.  P2,000.00 + [(Actual GVW - 2,700 kgs. )x 0.40)]   

P 2,000.00 + [(2,800 kgs - 2,700 kgs.) x 0.40] =  P2,040.00

 SPORTS UTILITY VEHICLE (SUV) 

P2, 300.00

P2,300.00 + [(Actual GVW - 2,700 kgs.) x 0.46]   

P2,300.00 + [(2,800 kgs - 2,700 kgs) x 0.46] =  P 2,346.00

P1,800.00

P1,800.00 + [Actual GVW - 2,700 kgs.)  x .24]

P1,800.00 + [(4,600 kgs. - 2,700 kgs) x 0.24] =P 2,256.00

D. Motor Cycles

UTILITY VEHICLES AND SUV MODELS 1990 & EARLIER 

A. GVW up to 2,700 kgs. 

B. GVW over 2,700 kgs.  

B. GVW over 2,700 kgs.  

TRUCKS/BUSES 

A. GVW up to 2700 kgs. = 1,800.00 

Example:     Actual GVW= 2,800 kgs.   

Example:     Actual GVW = 2,800.00 kgs.    

Example:     Actual GVW = 4,600 kgs.     

GVW over 2,700 kgs.
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TRANSACTION FEEVEHICLE CATEGORY 

Actual GVW x 0.24 

 10,000 kgs. X .24= 2,400.00 `

Weekly Surcharge for (1)  MC/TC - 100.00 

50% penalty shall be collected for delinquent registration 

FOR HIRE- Based on Gross Vehicle Weight (GVW) 

P900.00

P1,800.00

Note: All For Hire Passenger Cars are Ageless

Actual GVW x 0.30

P4,300.00 x 0.30 =P1,290.00Example: Actual GVW = 4,300 

TRAILERS

Example:     Actual GVW =10,000 kgs. 

PASSENGER CARS 

A. Light Vehicles up to 1,600 kgs. 

B.  Medium Vehicles 1,601 to 2,300 kgs.

UTILITY VEHICLES (UV) 

GVW up to 4,500 kgs. 
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TRANSACTION FEEVEHICLE CATEGORY 

SPORTS UTILITY VEHICLE (SUV)  

P 2,300.00

P 2,300.00 + [(Actual GVW - 2,700 kgs) x 0.46]

P 2,300.00 + [(2,800 kgs - 2,700 kg) x 0.46] =P 2,346.00

P 240.00

P 300.00

P1,800.00

P 1,800.00 + [(Actual GVW - 2,700 kgs) x 0.30 ]

P1,800 + [(4,600 kgs - 2,700 kgs) x 0.30 ] =P 2,256.00

A. Without Sidecar 

B. With Sidecar (including three-wheeled vehicle-passenger type)

B. GVW over 2,700 kgs. 

Example:       Actual GVW = 4,600 kgs.      

b. GVW in excess of 2,700 kgs.       

TRUCKS

 a. GVW up to 2,700 kgs. 

Example: Actual GVW = 2,800 kgs. 

MOTORCYCLES/MOPEDS/TRICYCLES 

A. GVW up to 2,700 kgs
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TRANSACTION FEEVEHICLE CATEGORY 

Actual GVW x 0.30

P 5,000.00 x 0.30 = P 1,500.00

Actual GVW x 0.24

10,000 kgs. X .24 = 2,400.00 

1. If GVW is below 1600 kgs, collect MVUC for car light

2. if above 1600 kgs collect MVUC for UV

Note:  a. Cross over is defined as having an engine of a light car and a body of a Utility Vehicle or a Sports Utility Vehicle.

TRUCKBUSES

GVW over 4,500 kg.  

Example:     Actual GVW = 5,000 kgs. 

3. Three-wheeled vehicles includes Bajaj, Piaggio, E-trike, Motorella. If the GVW is 1000kgs and below, collect P300.00 

TRAILERS

Example: Actual GVW = 10,000.00 kgs
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WHERE TO SECURECHECKLIST OF REQUIREMENTS

Registered MV owner, Issuing LTO DO/EO

Surviving heir/s ( Spouse / Children) of the MV 
registered owner

Newspaper Publisher

Philippine Statistic Authority (PSA)
Any issuing Government Agency 

Registered MV owner

Appropriate court2. One certified true copy of Court Decision

1. Original CR 

1. Original CR 

2. Original Deed of Extra Judicial Settlement of Estate in case the deceased 
is survived by two (2) or more heirs or Affidavit of Sole Adjudication in case 
the deceased is survived by only one (1) heir

4. One copy of Death Certificate, Marriage Contract, and/or Birth Certificate 
and any valid government issued ID with photo and signature of  the surviving 
heir/s as the case maybe

3. Original proof of Publication with affidavit of publication of the Deed in any 
newspaper of general circulation three (3) times for three (3) consecutive 
weeks

I.  MVs acquired through Extra-Judicial Settlement of Estate of Deceased Person 

J. MVs acquired through Judicial Settlement of Estate of Deceased Person
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WHERE TO SECURECHECKLIST OF REQUIREMENTS

Registered MV owner, issuing LTO DO / EO

Registry of Deeds

Registered MV owner, financial institution, issuing LTO 
DO / EO

Registry of Deeds, financial Institution

Registry of Deeds

Registered MV owner, financial institution, issuing LTO 
DO / EO

1. Original CR 

c. that the affiant is willing to be held liable in case the lien still exists

d. that the CRE is not confiscated by any law enforcement agency

1. Original CRE

2. One copy of duly annotated chattel mortgage contract with OR 

1. Original CRE

2. Original Affidavit of Undertaking stating among others the following:

b. that the release of mortgage contract was lost and could no longer be 
found despite diligent efforts;

3. Original OR of recording fee 

a. that the account has been fully paid;

ANNOTATION   AND CANCELLATION OF MORTGAGE

Registered MV owner

C. Cancellation of Mortgage when the financing company (mortgagee) no longer exists and the release Mortgage Contract is 
missing

B. Cancellation of Mortgage or other Liens and Encumbrances 

A. Annotation of Mortgage and other Liens or Encumbrances 

2. Original duly registered Release of Chattel Mortgage Contract / Certificate 
of Full Payment with OR
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WHERE TO SECURECHECKLIST OF REQUIREMENTS

Securities and Exchanges Commission (SEC) / 
Department Trade and Industry (DTI)

Accredited insurance companies by the Insurance 
Commission 

Newspaper of general circulation

Financing institution,  Register of Deeds

LTO DO / EO, MVIC

4. Original Surety Bond based on the fair market value of the motor vehicle 
valid for one (1) year

Registered MV owner

3. Duly accomplished original MVIR

2. Original duly registered Release of Chattel Mortgage Contract/ Certificate 
of Full Payment with OR

5. Original Affidavit of Publication 

1. Original Affidavit stating among others  the following: 

b. that the CRE was lost and could no longer be found despite diligent 
efforts;

a. that the account has been fully paid;

c. that the affiant is willing to be held liable in case the lien still exists

d. that the CRE is not confiscated by any law enforcement agency

3. Original Certification stating that the financing company is no longer in 
existence

D. Cancellation of mortgage when the original CRE is missing 
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