
Name of Service: Request of Solid Waste Collection  
 
Brief Description of the Service: 
 

Citizens may request for solid waste within the vicinity of Pasig City. 
 

Clients 
 

Office Solid Waste Management Office (SWMO) 

Clasification Simple to Complex  

Type of Transaction G2B: Government to Business Entity 

G2C: Government to Citizen 
G2G: Government to Government 

Who may avail All 

 

Requirements Where to Secure 

Service request form  Solid Waste Management Office (SWMO) 

Copy of Business Permit with 
corresponding Official Receipt 

(for business establishments) 

Business Permit and Licensing Office (BPLO) 

Copy of Real Property Tax 

Clearance (for condominiums) 

Real Property Tax 

Request Letter To be provided by requesting party 

 

No Taxpayer Steps Office Actions Fees Processing 

Time 

Responsible 

Person 

1 Walk-in: 

- Secure service request form 
and submit requirements with 

information 
 

Call/Text: 

- Contact the SWM office 
through the hotline (8) 643-
0000 or direct line (8) 643-
1111 local 1471. 

 

 

- Receive and evaluate 
submitted requirements  

 
 

 
- Take down request details 

on service request form and 

information or submit a 
request letter to SWMO 

official email 
(for individuals) 

- Request requirements and 
information  

(for establishments and 
condominiums) 

 

N/A 

 

5 minutes 

 

Officer of the 
day/ 

Clerk in-charge 

- Received accomplished 

service request form with 
requirements and 

information 
- Conduct site inspection/ 

verification 

- Schedule for collection 

 Inform client for the 
schedule 

 Request to sign 
“Service 
Acknowledgement with 
Client Satisfaction 

Survey (Client) 
- Coordinate with the City 

Contractor 

N/A Within 24 

hours 

Monitoring 

Officer  



- Submit Service 

Acknowledgement with 
Client Satisfaction Survey 
(Client) to the office of 

SWMO 

- Collect solid waste N/A Simple: 

Within 24 
hours 

Complex: 
Within 48 

hours 

Solid Waste 

Collection 
Contractor 

 

 
 
 

 
 

 
 

 
 

 
 
 

 
 

 
 

 
 

 
 
 

 
 

 
 

 
 

 
 
 

 
 

 
 

 
 

 
 
 

 
 

 
 

 
 

 
 
 



Name of Service: Regulating City Ordinance No. 01 Series of 2018  
 
Brief Description of the Service: 
 

Ang ibinigay na Ordinance Violation Receipt (OVR) ng mga nahuling lumabag ay maaaring 
bayaran/ayusin sa SWMO sa pamamagitan ng pagbabayad ng naaangkop na multa. 

 
Clients 
 

Office Solid Waste Management Office (SWMO) 

Clasification Simple to Complex  

Type of Transaction G2B: Government to Business Entity 
G2C: Government to Citizen 

G2G: Government to Government 

Who may avail All apprehended individuals/establishments/ junkshops 

 

Requirements Where to Secure 

Owner’s copy of the Ordinance 
Violation Receipt (OVR) 

Copy of issued OVR to be presented by the Apprehended 
individual/establishments/junkshops 

Photocopy of valid ID To be provided by the Apprehended individual 

 

No Taxpayer Steps Office Actions Fees Processing 
Time 

Responsible 
Person 

1 Present issued Ordinance 
Violation Receipt (OVR) 

- Issue Order of 
Payment 

N/A 3 minutes Clerk in-charge 

2 Pay Fees - Receive payment  

- Issue Official Receipt 
(OR) 

Fees: 

For individuals/ 
establishments 

 
First Offense: 

Php 1,000.00 
 

Second 
Offense: 
Php 2,000.00 

 
Third Offense: 

Php 3,000.00 
 

For the solid 
waste collection 

contractor: 
 
First Offense: 

Php 5,000.00 
 

Second 
Offense: 

Php 10,000.00 
 

Third Offense: 
Php 15,000.00 
 

For Junkshop 
Owners: 

 
First Offense: 

Php 5,000.00 
 

5 minutes City Treasury/ 

Cashier 



Second 

Offense: 
Php 10,000.00 
 

Third Offense: 
Php 15,000.00 

 

3 Submit copy of Official 

Receipt (OR) 

- Record Official Receipt 

(OR) 

 3 minutes Clerk in-charge 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Name of Service: Securing Clearance to Operate for Junkshop Owners  
 
Brief Description of the Service: 
 

The issuance of clearance to operate for junk shops serves a vital purpose in regulating and 
monitoring their activities. This process sets clear guidelines and requirements, such as record-

keeping, security measures, and adherence to environmental regulations, which must be met before 
the junk shop can begin operations. 
 

Clients 
 

Office Solid Waste Management Office (SWMO) 

Clasification Simple to Complex  

Type of Transaction G2B: Government to Business Entity 
G2C: Government to Citizen 

G2G: Government to Government 

Who may avail All junkshop owners 

 

Requirements Where to Secure 

Previously issued Clearance to 
Operate 

(For renewal) 

To be provided by applicant 

Latest copy of Official Receipt of 

Business Permit (For renewal and 
new applicants) 

Business Permit and Licensing Office (BPLO) 

 

No Taxpayer Steps Office Actions Fees Processing 

Time 

Responsible 

Person 

1 Submit requirements  - Receive and evaluate 
submitted documents 

- Provide application 
form for inspection to 

the applicant 

 
N/A 

5 minutes Officer in-
charge 

2 Fill out the Application Form 

for inspection with 
information 

- Endorse to conduct 

inspection 
 

Fee for 

inspection:  
Php 500.00 

Within 24 

hours 

Mr. Bonifacio 

Florece 

3 Await for the inspection - Conduct an on-site 
inspection using the 

junkshop checklist 
- Submit the checklist 

report after an 
inspection to the Solid 
Waste Management 

Office. 

N/A  Mr. Bonifacio 
Florece 

4 Request order of payment - Issue order of payment N/A 3 minutes Officer in-

charge 

5 
 

Pay fees - Receive payment and 
issue Official Receipt 

(OR) 

Fees: 
 

Inspection Fee: 
Php 500.00 

 
Accreditation 

Fee: 
Php 1,000.00 

 
 
Penalty for 

non-renewal of 
Clearance to 

5 minutes City Treasury/ 
Cashier 



Operate every 

year: 
 
For Junkshop 

Owners: 
 

First Offense: 
Php 5,000.00 

 
Second 

Offense: 
Php 10,000.00 
 

Third Offense: 
Php 15,000.00 

 

6 Submit copy of Official 

Receipt 

- Receive copy of 

Official Receipt (OR) 

N/A 5 minutes Officer in-

charge 

7  Await Release - Prepare Clearance to 
Operate 

N/A 5 minutes Officer in-
charge 

  - Sign the Clearance to 
Operate 

N/A 3 minutes SWMO 
Department 

Head 

 
Mr. Allendri B. 

Angeles 

  - Issue Clearance to 

Operate 

N/A 3 minutes Officer in-

charge 

 
 

 
 

 
 

 
 
 

 
 

 
 

 
 

 
 
 

 
 

 
 

 
 

 
 
 

 
 

 



 
 

 

FEEDBACK AND COMPLAINTS MECHANISM 
 

How to send 

feedback 

1. Pasig City Public Information Office Official Facebook Page 

http://www.pasigcity.gov.ph/ 
or Ugnayan sa Pasig 

2. Phone Call (8) 643-1111 local 1471 (SWMO)/ (8) 643-0000 Pasig C3/Pasig 
Katext No.: +63908-899-3333 

3. Email at: swmo@pasigcity.gov.ph 

4. Letter addressed to: 

ALLENDRI B. ANGELES 
SWMO/Acting CENRO 
City Government Department Head II 

1st Floor Temporary Pasig City Hall, Eulogio Amang Rodriguez Avenue, 
Brgy. Rosario  

How feedback is 
processed 

1. Pasig City Public Information Office or Ugnayan sa Pasig will documents 
feedback and forward to the Pasig City Solid Waste Management Office. 

2. Phone Call (8) 643-1111 local 530 or 1471/Command Center Hotline: (8) 643-
0000/Pasig Katext.: +63908-889-3333 received from these contact numbers 

will be documented by the Warning Division and will be forwarded to concerned 
Division/ Section/ Unit if applicable 

3. Email received from swmo@pasigcity.gov.ph will be documented by the clerk 

in-charge and will be forwarded to concerned personnel or monitoring officer. 

4. Letter will be received by the Administration Division and forwarded to 
concerned Division/ Section/ Unit if applicable 

How to file a 
complaint 

1. Pasig City Public Information Office Official Facebook Page 
http://www.pasigcity.gov.ph/ 

or Ugnayan sa Pasig 

2. Phone Call (8) 643-1111 local 1471 (SWMO)/ (8) 643-0000 Pasig C3/ 

Pasig Katext No.: +63908-899-3333 

3. Email at: swmo@pasigcity.gov.ph 

4. Letter addressed to: 
ALLENDRI B. ANGELES 

SWMO/Acting CENRO 
City Government Department Head II 

1st Floor Temporary Pasig City Hall, Eulogio Amang Rodriguez Avenue, 
Brgy. Rosario 
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