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By virtue of Executive Order No. 603 dated July 12, 1980,
The Light Rail Transit Authority was created to be primarily
responsible for the construction, operation, maintenance
and/or lease of LRT Systems in the Philippines.

By 2030, the leading authority for the construction,
operations, and maintenance of LRT Systems, which
enable safe, comfortable, and sustainable
transportation in the Philippines.
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To enhance people mobility and provide world class
light rail transport system that are sensitive,
inclusive and committed to service excellence.
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LRTA is commited to provide safe, reliable, and
efficient rail transportation services while
ensuring the health and safety of our employees
and stakeholders through continual
improvement of our processes and services,
and to comply with all relevant legal and

other requirements.

Resilence
Integrity
Professionalism
Excellence
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PURCHASE OF A DISCOUNTED SINGLE

JOURNEY (SJ) TICKET

For Senior Citizen (any of the following):
- OSCA ID,
i Passport, or

Station Operations Division

G2C - Government to Citizen

LRT Line 2 Passengers

- Office of Senior Citizens Affairs (OSCA) in the city
or municipality where the elderly resides
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PURCHASE OF A DISCOUNTED SINGLE
JOURNEY (SJ) TICKET

or REQUIREMENTS |  WHERETOSECURE

For Students (any of the following): - Schools, Universities , Colleges and Other
- Duly-Issued School Identification Card (ID must Educational Institutions
have/reflect current school year/term); or
- Current validated enrollment form together
with any ID (such as but not limited to PhillD);

and;

- LRT 2 Passenger Assistance Office (PAO) / Ticket

- Filled-out Student Discount Transaction Form Booth

1.A) Proceed to the

designated

Passenger

k Assistance Office

window at any Line

2 stations/terminail
nd inform the

ation teller of the

1.1A) Receive and
validate the ID
card/ document
presented and
inform the
passenger of the
fare amount to be

- SJT- Php12.00 1
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ADD VALUE / RELOADING ON STORED VALUE
CARD (SVC) AND CONCESSIONARY CARD
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AVAILMENT/APPLICATION OF CONCESSIONARY CARD

Office/Division/Department | Station Operations Division

- Filled-out Concessionary Card Application | - LRT 2 Passenger Assistance Office (PAO) /
Form Ticket Booth
- Original and Photocopy (back-to back)
| any of the following:

 : ~ For Senior Citizen (any of the following):  § - Office of Senior Citizens Affairs (osca)in |
OSCAID; 7 SN Han the city or municipality where the elderly §

Lt



1.A) Proceed to
queue at the
designated window
of the Passenger
Assistance Office at
any Line 2 stations/
terminal; Submit the
requirements.

2.A) Getthe ID and |
~ jthe claim stub;
i’ -c_heckICOnﬂrm the

easing date of the

L1A) Receive the
requirements from
the passenger;
Validate all the
entries in the form
and attachment
against the original
identification/
cdocument
submitted.

P30 for Card
Issuing Fee

2.1A) Issue the claim
stub portion to the
passenger;
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AVAILMENT/APPLICATION OF CONCESSIONARY CARD

BE PRQOESSING‘_ ~ PERSONS
- " | RESPONSIBLE

2.A) inform station  § 2.1A) Ask the Amount to be
teller of the amount J§ passenger of the loaded
to be loaded. amount to be
loaded. (Initial purse is
(initial purse is P14.00 and maxi-
P14.00 and mum load is
maximum load is P10,000) Station Teller/
P10,000) Station
Supervisor
2.B) Pay the 2.1B) Collect the
corresponding payment and load
§ amount to be the amount to the
loaded.
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FILING OF COMPLAINTS
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FILING OF COMPLAINTS VIA WALK~-IN,
HOTLINES, EMAIL, SOCIAL MEDIA AND 8888 HOTLINE

i _ ~
office/Division/Department Public Relations Division
_ | Classification Simple
_ | Type of Transaction 1 G2C - Government to Citizen
~ | Who may avail e LRT Line 2 Passengers
oo CHECKLIST = - - '
~ |  OFREQUIREMENTS | WHERETO SECURE.
Accomplished Passenger's - . . :
- Complaints Form (PCF Public Relations Satellite Offices
~ [eumnrorers | AGENCY | reestose [pRocEssiNe | pemsons
FHENISTES | AcTION | PAID | TIME  |RESPONSIBLE
i 1.A) File complaint 1.1A) Answer the No Fee 10 minutes PR Starff
through any of the passenger, if
following: passenger is not
; satisfied with
' g;;%f,ﬁ gggilﬁte explanation, ask him/
Offices located at the I;(e:::to b
: following: Cubao and ;
™ | Marikina-Pasig
| Stations. : :
- 1.B) Call LRTA Hotlines [ 118) Receive/ Telco ApplicableFee | 1ominutes | PRStoff
.~ fat(02)8647-3452  jacknowledgethe | T g i
(0917) 3253452 fcomplaint
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FILING OF COMPLAINTS VIA WALK~-IN,
HOTLINES, EMAIL, SOCIAL MEDIA AND 8888 HOTLINE i

u 2
CLIENTSTEPS | AGENCY FEESTOBE |PROCESSING | PERSONS bt

ACTION PAID TIME RESPONSIBLE

1.D) Post or tweet to | 1.1D) Acknowledge/ PR Staff -
LRTA Official social reply the post/
media accounts at tweet
@OfficialLRTA (Twitter) -
and or
www. facebook.com/
Irta.gov.ph (Facebook)
1.E) Email complaint | 1.IE) Acknowledge/ PR Staff
to 8888 Hotline Portal § reply to email
2.A) Passenger 2.1A) For train/station/ PR Staff
receives response ticket and safety and -
d o security-related

epending on type complaints, provide
of Complalnt filed. a ;ep|y to passenger

complaint using the e

2.B) Attend standard reply PR Staff
Clarificatory Meeting | Provided by the

concerned offices.

if complaint is
frontline services
related or need further
investigation, it will be
referred to concerned
offices.

Notify the passenger
if there’s a need for a
clarificatory meeting.

Preside over the
clarificatory meeting
and prepare minutes
to be forwarded to all
concerned offices
once resolved.

If unresolved,

~ Jeom lmnlgseievutad e
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~ SALE OF BIDDING DOCUMENTS
ISSUANCE OF BIDDING DOCUMENTS TO PROSPECTIVE BIDDERS IN ORDER TO

PARTICIPATE IN A PUBLIC BIDDING CONDUCTED BY THE BIDS AND AWARDS COMMITTEE.

& Procurement Division / BAC )
_""“e’ Division/Department Secretariat / Treasury Division

Classification Simple

Type of Transaction P2G - Private to Government

Any Prospective Bidder, Supplier,

- vai
Who may avail Contractor, Consultant
- . . CHECKLST - PETO SECURE
- B OFntoubMENEs. | ] = NEEE SRV
] . S s P t Division/ PhilGEPS philgeps.gov.ph
- Copy/Print out of an Active Invitation to Bid (iB) theUrement Divslon; i v phiigene gow ph
or LRTA Website (www.lrta.gov.ph)
.-_-_Acﬂou | "paD - | TIME RESPONSIBI.E
2o l.A) Request for a copy] 1.1A) Procurement None 1 minute Designated
of the active IB from Division or Buyer or
the Procurement BAC Secretariat Assigned Staff
Division office; or; personnel provide a
1 ; copy of the IB to the
Egg;‘mg;lg%gx‘t A 1 prospective bidders
| sither PhilGEPS or LRTA | UPON reduest
™ lwebsite.
_ - l2A)Proceedtothe | 2WA)Issuethe R e , 2- 5 minutes*™* Assigned Staff |
S OfticeofMQTreusury Acknowled: emant o b . L o e
Division and present | eceipt( %
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SALE OF BIDDING DOCUMENTS
ISSUANCE OF BIDDING DOCUMENTS TO PROSPECTIVE BIDDERS IN ORDER TO

PARTICIPATE IN A PUBLIC BIDDING CONDUCTED BY THE BIDS AND AWARDS COMMITTEE.

r
CLIENT STEPS

AGENCY
ACTION

FEES TO BE

PAID

PROCESSING
TIME

PERSONS )
RESPONSIBLE

Approved Budget
for the
Contractor

Maximum
Cost

P 500,000.00
and below

P 500.00

More than
P 500,000.00
up to
P 1 Million

P 1,000.00

More than
P 1 Million
up to
P 5 Million

P 5,000.00

More than
P 5 Million
up to
P 10 Million

P 10,000.00

More than
P 10 Million
up to
P 50 Million

P 25,000.00

More than
P 50 Million
up to
P 500 Million

P 50,000.00

~ Morethan

il P 75,000.00
| Ee T e e
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SALE OF BIDDING DOCUMENTS
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” SALE OF BIDDING DOCUMENTS
ISSUANCE OF BIDDING DOCUMENTS TO PROSPECTIVE BIDDERS IN ORDER TO

PARTICIPATE IN A PUBLIC BIDDING CONDUCTED BY THE BIDS AND AWARDS COMMITTEE.

GI.IENT STEPS AGENCY FEESTOBE |PROCESSING | PERSONS 2
= ' ACTION PAID - TIME RESPONSIBLE
3.A) Return to the 3.1A) Photocopy the None 1 minute Designated Buyer
rocurement Division | Original AR (2 copies) or Assigned Staff
r ffice and present and have it signed
he AR issued by and received by the
the Treasury Division. | prospective bidder
sl together with the
bidders’ information
sheet.
4.A) The prospective 4.1A) Photocopy of None 2-5 minutes*** Designated Buyer
i li)idder shall receive thefl one (1) set of Bidding or Assigned Staff
Original AR and Documents with the
ompletely fill up and § corresponding Bid
sign the bidder's Bulletin, if any, and
r~ linformation sheet issue them to the
and return it to prospective bidder
the procurement staff. § upon receiving the
completely filled up
¥ bidders' information
sheet.
o "

*Subject to the requirements of prevailing laws or rules and regulations, including the approved
Work Instructions or Procedures of each LRTA Units pursuant to ISO requirements.

**For confirmation of Treasury Division;

| ***Bldders can inform in cdvunce via phone call or emull in order for the BAC Secretariat to
L _prepare the b:d docs in udvance to further mlnlmlze the preporut;on e, el e e
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r PROCESSING OF BUSINESS
- PROPOSAL
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PROCESSING OF BUSINESS PROPOSAL

officeIDivisiOnIDepartment

™
Business Development Division

Classification Highly Technical
| ¢ — G2P - Government to Private,
Type of Transaction G2G - Government to Government
Wh ' - i All LRTA Offices, Clients
ISy BV , (Private Entity/ .C.ompczny)
__ CHECKLIST  WHERETO SECURE
OF REQUIREMENTS SR

=

1.A) Letter of intent/Business Proposal addressed
to the LRTA Administrator through BDD/BDPRD

2.A) Certified True Copy of the following:

a. Registration from SEC (for corporation)

b. Registration from DTI (for Partnership or
Sole proprietorship)

¢. Registration from CDA (for Cooperative)

d. Joint Venture Agreement (for JV) or any
proof of such registration. :

Client/Proponent

3.A) Notarized and Sealed Secretary’s
Certificate attesting that the representative of -
the Corporation/Partnership/Joint Venture is

| duly authorized by its Board/Partnership/ -
Officers to represent and/for transact with LRTA §

initsbehalf. o
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PROCESSING OF BUSINESS PROPOSAL

e CHECKLIST

OF REQUIREMENTS

WHERE TO SECURE

6.A) Certification from Finance Department,
Operations Department, Engineering
Department and Safety and Security Division
that proponents has no record of unsatisfactory
performance or any unfulfilled or unperformed
obligation with LRTA (For Contract Renewal)

7.A) The prospective proponent must have a
paid up capital, if a corporation, of at least
equal to fifty (50%) of the amount of contract.

If a partnership, the capital must at least be
equal to fifty percent (50%) of the contract, if the
paid up capital cannot be met, the proponent
must submit proof of financial capability.

8.A) List of on-going and completed
government and private contracts under the
same type of business, including contracts
awarded but not yet started, if any, whether
similar or not similar in nature and complexity
to the proposed contract.

9.A) Latest Financial Statement, Income Tax
Return of Other FiInancial Documents.

10.A) Other relevant documents such as layout/
design/concepts/plans and other technical
drawings as maybe necessary.

| 1.A) Performance Security or CashBond
uivalent to ten percent (10%) of the contract

Client/Proponent
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PROCESSING OF BUSINESS PROPOSAL

1) concerns

clarify issues and

Gusm steps | AGENCY | FEESTOBE [PROCESSING | PERSONS )
- ACTION - PAID - TIME  |RESPONSIBLE
1.A) !nqumes 11A) Acoommodates' None 1 Hour BDD
about the inquiry and
possible business jprovides the
opportunities required
available at LRTA jinformation and a
checklist of
documentary
requirements.
2.A) Client/ . .IA) Receives None 1 Hour BDD
Proponent business proposal Designated Staff
submits the letter of intent from
necessary the administrator
documentary for evaluation(?
requirements processing
(Checklist Nos. 1-10)
2.1B) Processes/ None 1day (for short BDD
evaluates the term proposa{s) Designated Staff
said proposal
3 days (for lon
term proposat%
2.1C) Calis for @ None 4 Hours BDD
coordination Designated Staff
meeting with the
client and
concerned offices,
as maybe
necessary to

z.'lb) Ck:rif' ies any I_
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PROCESSING OF BUSINESS PROPOSAL

(cLENTSTEPs | AGENCY | FEESTOBE |PROCESSING | PERSONS 8 L
' ACTION PAID TIME RESPONSIBLE
3.A) Client/ 3.1A) Conduct None 12 Hours BDD Staff L
Proponent joins the ocular inspection together with
occular inspection Fof the area/space representatives
of the areas/areas subject of proposal from Cf?_ncerned
subject of proposal i
4.A) Client/ 4.1A) Routes the None 3 Hours BDD 8
Proponent presentsjproposal to Designated Staff
the final details of jconcerned offices
his/her proposal in jfor comments on
the presence of  Jthe technical, -
concerned offices. joperational and
safety aspects
while evaluatin
the commercia 7
aspect of the same.
4.1B) Evaluates None 3 Days BDD, -
the technical, Concerned
operational and Offices
safety aspects, as .
well as the e
commercial
aspect of the
proposal (e.g. .
method of
statements, work
methodology, risk
assessments, S
safety
requirements, and
power category -
level
4.1C) Prepares ‘None ~ 2Hours BDD |
b L Designated Staff |
S
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PROCESSING OF BUSINESS PROPOSAL

Checklist Nos.
1-12

|58 -Revi'aw;d

compliant with the
relevant laws/rules.

(CLENTSTEPS | AGENCY | FEESTOBE |PROCESSING | PERSONS )
-LIENISIEFS 1 ACTION | PAID | TIME  |RESPONSIBLE
4.1D) Evaluation None 3 Hours BDD Manager
and review of the
BDD Manager and
recommendation
to the
management for
approval
5.A) Client/ 5.1A) Receives the None 2 Days Legal
Proponent documentation/ Department
submits the requirements and
necessary approval of the
documentary business proposal
requirements and evaluates
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PROCESSING OF BUSINESS PROPOSAL
r ™
AGENCY FEESTOBE |PROCESSING | PERSONS e
CHENT STEES | “ACGTION PAID TIME  |RESPONSIBLE
5.1D) Forwards final None 1 Hour Legal —
contract to BDD Department
for signing by the
parties U
6.A) Client/ 6.1A) Transmits the None 1Day BDD
Proponent signs | prepared contract Designated staff

the contractand |}to client for et

pays the required |
consideration Signaiire aha

client to return
back the signed J
contract to BDD

6.1B) Prepares the None 1Day Legal
Notice to Proceed Department -
upon receipt of

the signed contract,
documentation/
proof of payment et
and completeness
of requirements.
Transmit it to the
BDD for signature

of the Administrator

6.1C) Prepares and None 3 Days BDD
endorses the Work Designated Staff
Clearance for
approval and
signatures of all -
concerned parties
including the
issuance of control
number/incident -
number by the OCC
which will serve as
|Authority to proceed
2 tl:;oe]me work activities
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ISSUANCE OF CERTIFICATE OF TRAINING AND/OR
-~ SUMMARY OF TRAININGS ATTENDED

HRMD-Training Section

G2G - Government to Government

Incumbent LRTA Employees
and Personnel

- Scan the QR Code posted outside the HRMD
Office or go to the link below:
- httpsi//forms.gle/krLbkfmuPrm9Rf99
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ISSUANCE OF CERTIFICATE OF TRAINING AND/OR
SUMMARY OF TRAININGS ATTENDED

' AGENCY | PROC ESSING  PERSONS
- CLIENT STEPS |  ACTION ~ IRESPONSIBLE

I.Ic) Encode/prepare the Training Specialist |
requested
Certificate of
Training and/or
Summary of
Trainings Attended

- Send request
letter thru email at
training@Irta.gov.ph

- Scan the QR Code
posted outside the

HRMD office or go

to the link below: J 1.1D) Forward the 15 minutes Training Specialist il
https://forms.gle/ encoded/prepared

krLbkfmuPrm9Rff99 Certificate of

Training and/or
Summary of
Trainings Attended,

Signing Official:

st
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ISSUANCE OF CERTIFICATE OF TRAINING AND/OR
- SUMMARY OF TRAININGS ATTENDED

1.1G) inform the client
(thru email,
landline or other
modes) that the
requested
document is read
for pick-up

~— 1.1H) Scan the original 1 hour Training Specialist |
copy (to be sent to _

i the client thru

o~ email/online

; platform) ! :

o M):Ciaim the requested 2.1A) Release the  § N . R ee




LIGHT RAIL TRANSIT AUTHORITY LRT-2
W—_—_W—*_—.

- w— el

-

B £ e} 3 e 1 A o 18 e s e g 5 8 Al A A £ L 7T . (e i i e 0 1 RS 8 -} A . b o S e < e P A SR e i At o W 5 B e e

s A ey e g Ak AV A S A A e e i A R




e ——

LIGHT RAIL TRANSIT AUTHORITY LRT-2
—___ww___.

i .
i ISSUANCE OF CERTIFICATE
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ISSUANCE OF CERTIFICATE OF EMPLOYMENT
) AND/OR SERVICE RECORD

Human Resources Managment Division -
Recruitment Section

G2G - Government to Government

Plantilla and Non-Plantilla
Personnel (incumbent)

Request Letter addressed to the Manager of the
- Human Resource Management Division and
send thru email at recruitment@lrta.gov.ph

scan the QR Code posted outsld' > the | RMD
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ISSUANCE OF CERTIFICATE OF EMPLOYMENT
AND/OR SERVICE RECORD

_ CLENTSTEPS | AGENCY FEESTO | PERSONS

=5 | action | |RESPONSIBLE

1.A) Client requests for J11A) Check the email/ 15 minutes HRM
Certificate of google forms for per document Officer |
Employment and/or requests received requested

Service Record thru

the following mode: pithinthe aay

1.1B) Acknowledge the 15 minutes HRM

- Send request letter

thru email at request letter (via per document Officer |
recruitment@irta.gov.ph email) or request requested
form from google
osted outside the z :
ﬁmo or go the 11C) Review the request 15 minutes Reviewer:
g HRM Officer |

and clarify details

following links: of request, if

verifier (for clarity of

COE Request (for 1 Srdel g :
currenet?existing ﬁgmﬂg‘:‘f{f neci,}essary).
personnel): icer
| https://forms.gle/B T s
kdsxoummu?urJA - 30 minutes per HRM
T ; — ~ document

Officer|
ot i

e
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ISSUANCE OF CERTIFICATE OF EMPLOYMENT
- AND/OR SERVICE RECORD

e

- Fill-out the google § LIH) Inform client (thru 30 minutes
form and submit email, landline and Officer |
in the same link other mode) that
the requested
document is ready
for pick-up

1.11) Scan the original 1 hour (depends on HRM
copy (to be sent to scanner availability) Officer |
the client thru
email/online
platform)

~ }2.a) Claims requested  ff 2.1A) Release certificate § 15 minutes
~ CoeandforService §  ofemployment §
_ and/orservice  §

record
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Request for Techn;cal

Support/ Helpdesk

Knowledge Management and
Information Technology Division

G2G - Government to Government

Various LRTA offices, Employees

KMITD Tech Support FB Page
KMITD GovMall - kmltd@lrta gov.ph
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-

PROVISION OF ICT TECHNICAL SUPPORT/HELPDESK

CLIENTSTERPS | ACENCY ™ "JEEESTO JEROCESSING § SERSONS. ) -
(CHENESIEES 1 ACTION | BEPAID| TIME  |RESPONSIBLE
2.A) Provide other details§2.1A) Evaluate/assess None 30 minutes KMITD Helpdesk -
about the request, if the request of the client’s Administrative
necessary (end-user's) request. Support staff
2.1B) Perform necessary KMITD Technical v
action and resolve the Support Staff
issue (except those that -
are recommended Esr
to be referred to third
party for further action):
- Hardware 2 days and 4 hours o
- Software 1Day
- Network and Internet 1 Day {
- Email/GovMail 1 hour d
- Website Content 5 hours
Upload : |
~ -Facebook Employees L}

30 minutes

~ sominues |
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- ISSUANCE OF OFFICE SUPPLIES AND MATERIALS

The details outlined in this document focused on the procedures in handlin%the request for the issuance of
Office Supplies and Materials up to posting to Supply Ledger Card and Data Base.

General Services Division -
Supply Unit

Government to Government

LRTA Employees and Personnel
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TRANSFER OF PROPERTY CUSTODIANSHIP (ACCOUNTABILITY)
AND LOCATION ON LRTA PROPERTIES/ASSETS

l_Oﬁicélbivisionlb'epdﬁmént.- | Asset Management Division (AMD)

-chs-éiﬁefqtion '

- | 1) Request T
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TRANSFER OF PROPERTY CUSTODIANSHIP (ACCOUNTABILITY)
AND LOCATION ON LRTA PROPERTIES/ASSETS

~ AGENCY |FEESTO|PROCESSING| PERSONS )} -
~ ACTION  |BEPAID| |RESPONSIBLE

3.A) Client signs the form | 3.1A) Check/review the None AMD Property L
Officer

- CLIENTSTEPS

as Releasing Officer and § form to verify the

the new custodian as completeness of
Receiving Officer then information, required
forwards the document J§ attachments, and

to the AMD Office signature

3.1C) Forward the

signed form to the
Database Controlier
(Property Officer)

- 15 minutes Records
Officer

3.1B) Sign the None 1day AMD Property et
“Processed By” Officer

portion of the form (if in '

order) and forward to Signing i
the AMD Manager for Official:

final signature AMD Manager
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Office Location and Contact Numbers

LRTA Compound, Marcos Highway
Santolan, Pasig City Philippines

8647-34-79 to 91
Irtmain@lrta.gov.ph / pro@lrta.gov.ph

€) officiallRTA @ OfficialLRTA @ Irtaofficial 3 Irta.gov.ph
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