


 

CITIZEN’S CHARTER Template 

 

 

 

    Service Name  

Service Information 
 

Office or Division:  

Classification:  

Type of Transaction:  

Who may avail:  

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

  

  

  

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

     

     

     

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Alignment: Left 
Font Style: Arial, Bold  
Font Size: 14 
Shall be numbered 

Alignment: Left  
Font Style: Arial  
Font Size: 12 

Text Headers:  

• Alignment: Left  

• Font Style: Arial, Bold  

• Font Size: 12 

 

Body of Text:  

• Alignment: Left  

• Font Style: Arial 

• Font Size: 12 

 

Manner of writing: 
Document 1 (# of copies needed per type of copy) 

Manner of writing: 
Agency – Specific Office/Division/Desk 

Manner of writing: 
Action – Location of Action 
– Reminder, if any  

Number each Client Step – 
should be parallel with the 
Agency Actions numbers 

 

Manner of writing: 
Number each Agency 
Action – should be in 
parallel with the Client 
Steps numbers  

For Agency Actions that 
are more than 1, use the 
numbering scheme: 1.1, 
1.2, 1.3, 2.1, 2.2, 2.3, etc. 

 
Manner of writing: 

• For standard fees, follow this order: Type of Fee – Type of 
Currency (Acronym in all capitals) Amount. 

• For fees varying case to case, enumerate the breakdown or 
list the amount to be paid instead. 

• For fees in tabular form, put the table of fees right after its 
corresponding Service Specifications Table.  

• For fees that varies due to a specific computation, write the 
computation guide (formula).  

• If no fees are required, write “None.” 

Manner of writing: 
# Day/s, # Hour/s, # Minute/s  

 Manner of writing: 
Alignment: Center  

Text: Position or Designation of the Person Responsible  

Font Style: Arial, Italicized || Font Size: 11  

Text: Office of the Person Responsible  

Font Style: Arial || Font Size: 11 


