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CITIZEN’S CHARTER OF THE  PHILIPPINE PORTS AUTHORITY

INTRODUCTION

The Philippine Ports Authority (PPA) was created on July 11, 1974 with the issuance of 
Presidential Decree (PD) No. 505.  This PD was  subject of several amendments one of 

which is PD No. 857 which was issued on December 23, 1975.  Section 6 (v) of PD No. 
857 empowers the PPA “to create or alter its own organization or Port Management 

Unit, and staff such an organization or Port Management  Unit (PMU) with appropriate 
and qualified personnel in accordance with what may be deemed proper or necessary to 

achieve the objectives of the Authority”.

The PPA Citizen’s Charter is in support of the government’s program to promote 
integrity, accountability, proper management of public affairs and public property as 

well as to establish effective practices aimed at the prevention of graft and corruption in 
government.

The Charter is presented by Head Office and Field Office  frontline services.



CITIZEN’S CHARTER OF THE PPA

BACKGROUND INFORMATION

Under PD No. 505, otherwise known as the “Philippine Ports Authority Decree of 1974”, 
PPA is given general jurisdiction and control over all persons, groups and entities that 

already exist or are still being proposed to be established within the different port 
districts throughout the country. 

PPA, in coordination with other government agencies, is also mandated to prepare and 
annually update a “Ten–Year Philippine Port Development Program” which shall 

embody the integrated plan for the development of the country’s ports and harbors.

However, recognizing the need to integrate and coordinate port planning, development, 
control and operations at the national level while at the same time promoting the 

growth of regional port bodies which may be more familiar with the peculiarities and 
potentials of their respective localities, PD No. 857, or the “Revised Charter of the 

Philippine Ports Authority”, was issued on November 16, 1978.
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CITIZEN’S CHARTER OF THE PPA

❖ Provide reliable and responsive services in ports, sustain development of  

communities and the environment, and be a model corporate agency of  the 

government.

❖ Establish a mutually beneficial, equitable, and fair relationship with partners 

and service providers.

❖ Provide meaningful and gainful employment while creating a nurturing 

environment that promotes continuous learning and improvement.

❖ Establish a world-class port operation that is globally competitive adding value 

to the country's image and reputation





MARCELINO D. MANATAD, JR.

Port Manager

Email :  jun_pmanatad@yahoo.com

Tel No. :  (042) 717-3289

PMO-MARQUEZ OFFICIALS

LOURDES R. ROBERTO

Manager, Port Services Division

Email :  ludyroberto@gmail.com

Tel No. :  (042) 719-1080

HUBERT D. CARREON

Manager, Engineering Services Division

Email :  esdpdosl@gmail.com

Tel No. :  (042) 717-3287

LANI A DE VILLA

Manager, Administrative Division

Email :  ladevilla59@yahoo.com

Tel No. :  (042) 717-3287

SALLY M. SAMLERO

Manager, Finance Division

Email :  pmomarquez.finance@gmail.com

Tel No. :  (042) 717-1080



SHERWIN LEMUEL A. CHAVEZ

Acting Station Commander, Port Police Division

Email :  sherwinlemuelchavez@yahoo.com

Tel No. :  (042) 710-2108
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LUZVIMINDA M. DELA CRUZ

Manager, TMO Balanacan/Port of  Cawit

Email :  luzviminda@yahoo.com

Tel No. :

JOEY C. BUENVIAJE

Manager, TMO Sta. Cruz

Email :  ppalucena@yahoo.com

Tel No. :  

REYNALDO O. FRANCISCO

Terminal Supervisor, Baseport Lucena

Email :

Tel No. :  (042) 710-2108



PORTS UNDER THE JURISDICTION OF 

PMO-MARINDUQUE/QUEZON



PMO-MARQUEZ PORT SYSTEM
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PORT OF LUCENA

Port of Lucena is re-known as the gateway and melting 

port city of Southern Luzon. It is considered as one of 

the most important commercial and trading center of 

Southern Tagalog.

RoRo Facilities

Dampalitan Island, Padre Burgos

Berthing Facilities:   

Length (m)                                         

RC Pier                     52 x 12

RoRo Ramp              9 x 11 (3-units) 

9 x 12 (1-unit)

Storage Facilities:

General Cargo Area: 8.005 m2

Controlling water Depths: 5.00-6.00 m 

Geographical Coordinates: 

13°54’13” North , 121°37’36” East

Passenger Terminal Building: 1,649 sq.m
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Geographical 

Coordinates: 

13° 32’ 1” North , 

121° 51’ 56” East

Berthing Facilities:   

Length (m)                                         

RC Wharf                              83 

RoRo Ramp              9 x 11 (2-units) 

Storage Facilities:

Marshalling/Cargo Area: 4,558 m2 

Cargo Shed: 200 m2

Controlling water Depths: 6.50 m 

The Port of Balanacan is one of the major  port of entry 

in the province of Marinduque, which western side of 

the province. It links Marinduque with to the main 

Island of Luzon and some island provinces in the 

Visayan region.

Passenger Terminal Building: 300 sq.m

PORT OF BALANACAN
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PORT OF CAWIT

Berthing Facilities:   

Length (m)                                         

RC Pier                               83 

RoRo Ramp                  12 x 7(2-units)

Boac Business District

The Port of  Cawit is another alternative  entry  point for 
Marinduque, aside from the Port of  Balanacan and Sta. 
Cruz.  It is located at Bgry. Cawit, Boac, Marinduque. The 
reinforced concrete L-shaped pier handles agricultural and 
marine products, consumer goods and accommodates 
passengers.

Storage Facilities:

Back-up Area/Open Area: 2,545 m2 

Controlling water Depths: 9-11  m 



Page 8

PORT OF STA. CRUZ

Geographical Coordinates: 

13° 28’ North , 122° 03’ East

The Port of  Sta. Cruz in the province of  

Marinduque is one of  the three (3) main entry point 

of  the province. It serves the eastern side of  

Marinduque catering to the towns of  Sta. Cruz and 

Torrijos . 

Berthing Facilities:   

Length (m)                                      

RC Pier                     70 x 9

RoRo Ramp                  9 x 11 (1-units) 

Storage Facilities:

Marshalling/Back-up/Open Area:  2,953 m2

Controlling water Depths: 7.00m 

Passenger Terminal Building

Poctoy Beach, Torrijos

Maniwaya Island, Marinduque



Office of the Port Manager
FRONTLINE SERVICE:

ISSUANCE OF PERMIT TO OPERATE (PTO)

Documentary Requirements

For New Application:

• Prescribed PPA Application Form

• Customer Registration Form (CRF)

• Duly notarized Omnibus Undertaking

• Specific area of  operations with sketch

For Renewal Application

• Prescribed PPA Application Form

• Duly notarized Omnibus Undertaking

STEP APPLICANT/CLIENT SERVICE PROVIDER DURATION
PERSON IN 

CHARGE
FEES FORMS

1 Secure application form and submit

to PMO the duly filled up form

Issue application form/Receive duly

filled up application form

3  mins. BDMO None Application 

Form

2 Submit documentary requirements

for evaluation

Evaluate documentary requirements.

If complete, assessment form will be

issued for the payment of annual

ancillary service fee

30 mins. BDMO None Assessment 

Form

3 Wait for the approval of the Permit to

Operate

Forward PTO to PSD Manager for

endorsement

Forward PTO to Port Manager for

approval

30 mins. PSD Manager

Port Manager

None Permit to 

Operate

4 Proceed to the Cashier’s Office to

pay the annual ancillary service fee

and other admin fees, if required

Receive payment of ancillary service

fee per Official Receipt of PPA

10 mins. Cashier Prescribed 

fee/s + 

12% VAT

Official 

Receipt

5 Submit copy of O.R. Check payment of ancillary service fee.

and other required fees. Encode

applicant’s profile in PTO Form and

print for applicant’s signature

15 mins. BDMO None Official 

Receipt

6 Receive approved Permit to Operate Release approved Permit to Operate 5 mins. BDMO None Approved 

Permit to 

Operate



Office of the Port Manager
FRONTLINE SERVICE:

ISSUANCE OF PERMIT TO OPERATE (PTO)

₱3,240.00 ₱388.80 ₱3,628.80

₱ 650.00 ₱ 78.00 ₱ 728.00

TOTAL ₱4,356.80



Port Police Division
FRONTLINE SERVICE:

ISSUANCE OF PERMIT TO OPERATE (PTO)

TRUCKING SERVICES-ANNUAL VEHICLE PASS

STEP APPLICANT/CLIENT SERVICE PROVIDER DURATION

PERSON 

IN 

CHARGE

FEES FORMS

7 Submit photocopy of the PTO,

Official Receipt and Certificate of

Registration of vehicle the

applicant intend to be issued with

the annual Vehicle Pass Fee and list

of employee for the issuance of

Access Pass ID

Evaluate documentary requirements submitted

by the applicant, if complete, assessment form

will be issued for the payment of Annual

Vehicle Pass and Access Pass ID

10 mins. Chief, 

Operations 

Section, PPD

For Annual Vehicle 

Pass: P100.00 

(for cargo vehicle),

P50.00 (for non-

cargo vehicle) plus 

12% VAT

For Access Pass ID:

P50.00 plus 12% 

VAT

Assessment 

Form

8 Proceed to the Cashier’s Office to

pay the Annual Vehicle Pass and

Access Pass ID fees

Check payment/a per Official Receipt of PPA 20 mins. Chief, 

Operations 

Section, PPD

None None

9 Receive Vehicle Pass Sticker and

Access Pass ID

Release Vehicle Pass Sticker and Access Pass

ID

5 mins. Chief, 

Operations 

Section, PPD

None Vehicle Pass 

Sticker and 

Access Pass 

ID



₱5.00 ₱0.60 ₱5.60

₱10.00 ₱1.20 ₱11.20

₱50.00 ₱6.00 ₱56.00

₱75.00 ₱9.00 ₱84.00

₱100.00 ₱12.00 ₱112.00

Port Police Division
FRONTLINE SERVICE:

ISSUANCE OF PERMIT TO OPERATE (PTO)

TRUCKING SERVICES-ANNUAL VEHICLE PASS



Office of the Port Manager
FRONTLINE SERVICE:

ISSUANCE OF PERMIT TO OCCUPY (PTOC)

Documentary Requirements:

• Prescribed PPA Application Form

• Customer Registration Form (CRF)

• Duly notarized Omnibus Undertaking

Additional Documents:

• Business Plan/Project Brief

• Architectural Plan/Layout Plan

• Secretary’s Certificate/Affidavit Authorizing 

Representative to enter into contract with the Authority 

STEP APPLICANT/CLIENT SERVICE PROVIDER DURATION
PERSON IN 

CHARGE
FEES FORMS

1 Submit letter of intent to

lease

Check the area applied for according to

type of property, area size, utilization of

the area in accordance with PLOP

15 mins. TS None

2 Submit lease application

form

Evaluate documentary requirements. If

complete, assessment form will be issued

for the payment of computed rental: 2

months deposit and 1 month advance for

new applicant

30 mins. BDMO None Order of 

Payment

3 Wait for the approval of the

Permit to Occupy

Forward PTOc to PSD Manager for

endorsement and forward the same to the

Port Manager for approval

30 mins. PSD Manager

Port Manager

None Permit to 

Occupy

4 Proceed to the Cashier’s

Office to pay the computed

rental

Receive payment of computed rental per

Official Receipt of PPA

15 mins. Cashier Prescribed 

fee/s + 

12% VAT

Official 

Receipt

5 Submit copy of O.R. Check payment of computed rental.

Encode applicant’s profile in PTOc Form

and print for applicant’s signature

30 mins. BDMO None Official 

Receipt

6 Receive approved Permit to

Occupy

Release approved Permit to Occupy 5 mins. BDMO None Approved 

PTOc



Office of the Port Manager
FRONTLINE SERVICE:

ISSUANCE OF PERMIT TO OCCUPY (PTOC)

Evaluates the application and endorses it to CSD

Recommends approval of  the application by the AGMO

Approves the 4th and final renewal of  the PTOc

PORT MANAGEMENT OFFICE

PMO shall be the initiating unit for the 4th and final renewal of  all PTOcs

PORT MANAGEMENT OFFICE

COMMERCIAL SERVICES DEPARTMENT (CSD)

AGM FOR OPERATIONS (AGMO)



Port Services Division
FRONTLINE SERVICE:

WITHDRAWAL/LOADING  OF CARGOES 

FROM/INTO A VESSEL

Schedule of  Availability of  Service:  24/7

Frontline Service:  Withdrawal of Breakbulk/Bulk/Loose Cargoes From a Vessel

STEP APPLICANT/CLIENT SERVICE PROVIDER DURATION
PERSON IN 

CHARGE
FEES FORMS

1 Submit Bill of Lading (BL) and/or

Arrastre/Stevedoring Receipt,

Withholding Tax Certificate and

other required documents

Issue Computation Sheet (CS) 3 - 5 mins. Duty Officer

2 Proceed to Cashier’s Office for

payment

Receive payment and issue Official

Receipt (OR)
3 – 5 mins. Sr. Cashier/ 

Cashier/Collecting

Officer

3 Present O.R. to Guard-On-Duty Check/verify payment and order release

of cargo/es
1 min. Guard-On-Duty

STEP APPLICANT/CLIENT SERVICE PROVIDER DURATION
PERSON IN 

CHARGE
FEES FORMS

1 Submit Bill of Lading (BL) and/or

Arrastre/Stevedoring Receipt,

Withholding Tax Certificate and

other required documents

Issue Computation Sheet (CS) 3 - 5 mins. Sr. Terminal 

Operations Officer 

(STOO)/ Terminal 

Operations Officer 

(TOO)

2 Proceed to Cashier’s Office for

payment

Receive payment and issue Official

Receipt (OR)
3 – 5 mins. Sr. Cashier/ 

Cashier/Collecting

Officer

3 Present O.R. to Guard-On-Duty Check/verify payment and order release

of cargo/es
1 min. Guard-On-Duty

Frontline Service:  Loading of Breakbulk/Bulk/Loose Cargoes Into a Vessel



Port Services Division
FRONTLINE SERVICE:

ENTRANCE FORMALITIES

TMOS BALANACAN, STA. CRUZ & CAWIT

STEP 1

The Shipping Agent/Clearing Officer presents it roll book and advised to record in TMO’s Logbook

Submits copy of  PPA Outward Coasting Manifest from the last port of  call duly stamped cleared, Master’s Oath of  Safe 

Departure stamped by PCG, 3 sets of  Coasting/Passenger Manifest and Crew List.

STEP 2

The Shipping Agent/Clearing Officer fills up Vessel Information Sheet (VIS).

STEP 3

The PPA Duty Officer verifies the completeness/accuracy of  the required information.

STEP 4

The Shipping Agent/Clearing Officer reports to the PPA Duty Officer after the loading of  cargoes and/or rolling cargoes.

STEP 5

The PPA Duty Officer ensures that corresponding charges had been assessed, invoiced and collected before 

loading/unloading of  cargoes



Port Services Division
FRONTLINE SERVICE:

CLEARANCE FORMALITIES

TMOS BALANACAN, STA. CRUZ & CAWIT

STEP 1

Shipping Agent/Clearing Officer signifies intention to clear the vessel.

Updates the VIS previously accomplished during entrance and presents the following documents

• 3 sets of  outward/coasting/passenger manifests

• Manifest/crew list duly subscribed by the Vessel Master

• Outgoing Master’s Oath of  Safe Departure duly noted by PCG

STEP 2

Shipping Agent/Clearing Officer pays corresponding charges to PPA Duty Officer who shall issue Official Receipts for 

payment of  charges against vessel and cargoes

STEP 3

PPA Duty Officer stamps cleared at the Vessel’s Roll Book and Outgoing Manifests

STEP 4

Shipping Agent/Clearing Officer signs out on PPA Logbook.



Port Services Division
FRONTLINE SERVICE:

CARGO LOADING/WITHDRAWAL FLOW

TMOS BALANACAN, STA. CRUZ & CAWIT

STEP 1

Shipper/Consignee presents assessment from issued Cargo Handling Operator to PPA Duty Officer/Collector of  the day.

STEP 2

PPA Duty Officer/Collector verifies completeness of  Assessment Form

STEP 3

PPA Collector issues Official Receipt corresponding to the amount indicated in the Assessment Form issued by Cargo 

Handling Operator

STEP 4

Shipper/Consignee proceeds to Vessel/Shipping Company to effect Cargo/Van loading or withdrawal.



Administrative Division – Personnel Services
FRONTLINE SERVICE:

RECEIVING OF INCOMING COMMUNICATIONS



Administrative Division – Personnel Services
FRONTLINE SERVICE:

RECEIVING OF INCOMING COMMUNICATIONS



Administrative Division – Personnel Services
FRONTLINE SERVICE:

RECEIVING OF INTER-OFFICE COMMUNICATIONS



Administrative Division – Personnel Services
FRONTLINE SERVICE:

RECEIVING OF INTER-OFFICE COMMUNICATIONS



Administrative Division – Personnel Services
FRONTLINE SERVICE:

MAILING/DISPATCHING OF OUTGOING 
COMMUNICATIONS



Administrative Division – Personnel Services
FRONTLINE SERVICE:

MAILING/DISPATCHING OF OUTGOING 
COMMUNICATIONS



Administrative Division – Personnel Services
FRONTLINE SERVICE:

PREPARATION OF PURCHASE REQUESTS, REQUEST FOR 
PRICE QUOTATIONS, ABSTRACT FOR PRICE 

QUOTATIONS, PURCHASE ORDERS
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Engineering Services Division
FRONTLINE SERVICE:

ISSUANCE OF CLEARANCE FOR FORESHORE LEASE APPLICATIONS 
(FLA), MISCELLANEOUS LEASE APPLICATION (MLA), 

MISCELLANEOUS SALES APPLICATIONS (MSA)



Engineering Services Division
FRONTLINE SERVICE:

ISSUANCE OF CLEARANCE FOR FORESHORE LEASE APPLICATIONS 
(FLA), MISCELLANEOUS LEASE APPLICATION (MLA), 

MISCELLANEOUS SALES APPLICATIONS (MSA)



Engineering Services Division
FRONTLINE SERVICE:

APPLICATION FOR CLEARANCE TO DEVELOP A 
PRIVATE PORT
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FRONTLINE SERVICE:
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Engineering Services Division
FRONTLINE SERVICE:

APPLICATION FOR PERMIT TO CONSTRUCT A 
PRIVATE PORT



Engineering Services Division
FRONTLINE SERVICE:

APPLICATION FOR PERMIT TO CONSTRUCT A 
PRIVATE PORT



Engineering Services Division
FRONTLINE SERVICE:

APPLICATION FOR A CERTIFICATE OF 
REGISTRATION/PERMIT TO OPERATE A PRIVATE PORT
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FRONTLINE SERVICE:
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REGISTRATION/PERMIT TO OPERATE A PRIVATE PORT



Engineering Services Division
FRONTLINE SERVICE:

APPLICATION FOR A CERTIFICATE OF 
REGISTRATION/PERMIT TO OPERATE A PRIVATE PORT



Engineering Services Division
FRONTLINE SERVICE:

ISSUANCE OF BIDDING DOCUMENTS AND 
SUBMISSION OF BIDS FOR ENGINEERING PROJECTS
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Engineering Services Division
FRONTLINE SERVICE:

CONTRACT SIGNING AND ISSUANCE OF NOTICE 
TO PROCEED (NTP)
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