
LIBRENG SAKAY PROGRAM

Office or Division: City Transportation Development and Management Office
Classification: Simple
Type of Transaction: G2C - Government to Citizens
Who may avail: Commuting Public

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

None N/A

CLIENT STEPS CTDMO ACTIONS FEES
TO BE
PAID

PROCESSING
TIME

PERSON
RESPONSIBLE

1. Confirm route
service and
schedule through
announcements
made on the
official
PasigTransport
pages
(Facebook,
Twitter,
Instagram)

1.1 Announce Libreng
Sakay routes on official
pages

1.2 Ensure vehicles are
ready for operations

1.3 Assign drivers and
conductresses along
specific routes

None 1 day Regina Mora,
Sarah Arrojado,
Ira Cruz

Kevin Yulores

Arvin Mendoza,
Dennis Ognita

2. Wait for
Libreng Sakay
bus at the
nearest stop

2.1 Operate Libreng
Sakay services in
accordance with
announced routes and
schedule

None 15 to 20
mins

Kevin Yulores
Arvin Mendoza,
Dennis Ognita

3. Board the
appropriate
Libreng Sakay
bus

3.1 Pick up passengers
along designated stops

None N/A Bus Drivers (13)
and
Conductresses
(17)

4. Alight Libreng 4.1 Drop off passengers None 20-30 mins Bus Drivers (13)



Sakay bus at the
designated stop
nearest to one’s
destination

along designated stops average
travel time
on bus

and
Conductresses
(17)

TOTAL 1 day for operational
preparations

FEEDBACK AND COMPLAINTS MECHANISM

How to send feedback Feedback can be sent either by filling out a feedback
form onboard the bus or by sending a direct message
to the official Pasig Transport Facebook page.

How feedback is processed Feedback is then collated and filed by CTDMO staff
and is regularly referred to during planning sessions
for Libreng Sakay improvements.

How to file a complaint Complaints can be filed either by filling out an incident
report form available at the City Hall Terminal or by
sending a direct message to the official Pasig
Transport Facebook page.

How complaints are
processed

Incident reports are submitted to the office for
investigation and validation. Involved staff are then
asked to provide a written report explaining actions
relative to the incident under investigation.
Corresponding warnings and sanctions are then
imposed once reports have been validated.

Contact information Pasig Transport can be reached through its official
pages on Facebook, Twitter, and Instagram as well as
via email at pasigtransport@pasigcity.gov.ph.



PUBLIC BIKE RACK PROGRAM

Office or Division: City Transportation Development and Management Office
Classification: Simple
Type of Transaction: G2G - Government to Government

G2C - Government to Citizens
Who may avail: Barangays, Schools, Hospitals, Health Centers

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

None N/A

CLIENT STEPS CTDMO ACTIONS FEES TO
BE PAID

PROCESSING
TIME

PERSON
RESPONSIBLE

1. Institutions
that may avail of
bike racks can
request from
CTDMO

1.1 Procure bike racks for
distribution

1.2 Reach out to other
institutions to inform them
of the program, even prior
requests.

1.3 Coordinate with
institution regarding the
number of bike racks to
be installed and location

None 1 month for
procurement

3 days for
coordination

Reginald Ting,
Karen
Crisostomo

2. Confirm
location and
quantity of bike
racks to be
installed

2.1 Arrange and schedule
installation with supplier
in accordance to
confirmed quantity and
location of bike racks

None 1 week Reginald Ting,
Karen
Crisostomo

3. Assist in the
installation of
bike racks

3.1 Facilitate the
installation of bike racks
along with personnel from
the supplier

None 1 day Bike Share
Team (6)

4. Bikers can
now make use of

4.1 Monitor the
maintenance of installed

None N/A Bike Share
Team (6)



bike racks
available in said
institutions

bike racks, in partnership
with institutions

TOTAL 1 month for procurement and 2
weeks for distribution/installation

FEEDBACK AND COMPLAINTS MECHANISM

How to send feedback Feedback can be sent via email at
pasigtransport@pasigcity.gov.ph.

How feedback is processed Feedback is then collated and filed by CTDMO staff
and is regularly referred to during planning sessions
for the Public Bike Rack Program.

How to file a complaint Complaints can be sent via email at
pasigtransport@pasigcity.gov.ph.

How complaints are
processed

Email complaints are filed and undergo investigation
and validation. Necessary rectifications in deployed
bike racks are acted upon immediately by the Pasig
Bike Share Team.

Contact information Pasig Transport can be reached through its official
pages on Facebook, Twitter, and Instagram as well as
via email at pasigtransport@pasigcity.gov.ph.



PARTNER BIKE SHOPS FOR EPP EMPLOYEE BIKE LOAN

Office or Division: City Transportation Development and Management Office
Easy Pondong Pasigueño

Classification: Simple
Type of Transaction: G2B - Government to Businesses
Who may avail: Bike Shops within Pasig City

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

1. Accomplished Registration Form

2. Copy of Business/Mayor’s Permit

3. Notarized Affidavit of Undertaking

4. Product Catalog

5. Accreditation as a Smart Padala
Center

Found online at bit.ly/pasigtransport

From bike shop

Formatted Affidavit of Undertaking
automatically sent via email after submitting
registration form online

From bike shop

Details regarding accreditation process
found online at bit.ly/pasigtransport

CLIENT STEPS EPP ACTIONS FEES TO
BE PAID

PROCESSING
TIME

PERSON
RESPONSIBLE

1. Fill out
registration form
online

1.1 Set up and maintain
online registration form

None 1 day Regina Mora,
Ira Cruz

2. Receive
confirmation
email with an
attached Affidavit
of Undertaking
after submitting
registration form
online

2.1 Set up automatic
confirmation email with
necessary attachments

None N/A Regina Mora,
Ira Cruz

3. Print, sign,
and notarize
Affidavit of
Undertaking.
Drop off
document in a

3.1 Regularly check drop
boxes for new submissions

None 1 day Karen Tomada,
Kristianne
Santos, and
Clark Nabong



sealed envelope
at designated
drop boxes in
City Hall

5. Wait for email
confirmation
containing the
Certificate
Registration and
a sample
Certificate of
Reservation

5.1 Check completeness of
registration documents

5.2 Email compliant partner
bike shops confirming the
completion of their
registration process.
Include necessary
attachments

None 1 day Karen Tomada,
Kristianne
Santos, and
Clark Nabong

Regina Mora

6. Assist
qualified
employee bike
loan applicants
and issue
Certificates of
Reservation

6.1 Update list of eligible
loan applicants, which can
be accessed online by
partner bike shops at a link
provided via email.

None N/A Regina Mora

7. Complete
Paymaya
Accreditation
Process

7.1 Assist in the following
up of accreditation
applications with Paymaya

None N/A Ira Cruz

TOTAL 3 days for registration
process

FEEDBACK AND COMPLAINTS MECHANISM

How to send feedback Feedback can be sent via email at
partnerbikeshops@pasigcity.gov.ph.

How feedback is processed Feedback is then collated and filed by CTDMO/EPP staff
and is regularly referred to during planning sessions for
the EPP Employee Bike Loan Program.

How to file a complaint Complaints can be sent via email at
partnerbikeshops@pasigcity.gov.ph.

How complaints are processed Email complaints are filed and undergo investigation and
validation. Necessary rectifications in partner bike shop



applications are acted upon immediately by the
CTDMO/EPP Staff.

Contact information Pasig Transport can be reached through its official
pages on Facebook, Twitter, and Instagram as well
as via email at pasigtransport@pasigcity.gov.ph or
partnerbikeshops@pasigcity.gov.ph.


