OPERATIONS &  PROGRAMS DIVISION - CRISIS INTERVENTION UNIT
Head of Unit – Mrs. Louie Acosta, SWO II
Procedure on Requests for Financial Assistance

I. ABOUT THE SERVICE 


Immediate response to cases of individuals and families in crisis situation through the provision of financial and material assistance.
II.  WHO CAN AVAIL OF THE SERVICE 

              Walk-in-clients and LGU referrals
III. REQUIREMENTS:
1. Certificate of  indigency from the barangay captain, any valid ID or barangay certificate in the absence of a valid ID
2. Social Case Study Report from the City/Municipal  Social Welfare and Development Officer

Addditional documents for medical assistance:
1. Medical abstract/medical certificate

2. Billing statement (if hospitalized)
3. Doctor’s prescription 
Additional documents for burial assistance:
Photocopy of death certificate

Additional document for educational assistance:

Enrolment assessment form

IV. SCHEDULE OF AVAILABILITY OF SERVICE:  
Monday-Friday, 8:00 AM-5:00 PM
V.  HOW TO AVAIL OF THE SERVICE 
	Step
	Walk-in clients and LGU referrals
	Office Activity
	Duration
of Activity
	Person/s –in-Charge

	1
	Submit documents at the CIU and sign the General Intake Sheet and Certificate of eligibility (for walk-in clients)
	Review submitted documents, prepares and signs the General Intake sheet and certificate of eligibility
	1 hour
	Louie A. Acosta
Maricel Caleja

	2
	
	Prepares disbursement voucher and obligation slip
	5 min.
	Louie Acosta
Maricel Caleja

	3
	
	Review and recommend to the Chief of Operations Division for approval
	5 min
	Louie Aosta

	4
	
	Approves Certificate of Eligibility, certifies legality of expense on Box A of DV and Obligation Slip
	5 min.
	Nora D. Dela Paz

	5
	
	Certifies availability of funds and signs obligation slip

Certifies availability of cash
	3 min.

3 min.
	Flordeliza F. Manaois

Delia B. Santiago

Gloria R. Subala
Angelina Naces

	6
	
	Approves Disbursement Voucher
	5 min.
	Benjamin F. Baldo

	7
	
	Assigns and prepares check
	5 min.
	Vida M. Caluza

	8
	
	Signs check
	5 min.
	Benjamin F. Baldo


	9
	Receives financial assistance and signs in the CIU check logbook
	Releases financial assistance to the client
	2 min.
	Vida M. Caluza


