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FOREWORD 
The MCIAA Citizen Charter for 2017 is an 
enactment in observance of RA 9485, otherwise 
ƪƴƻǿƴ ŀǎ ά!ƴǘƛ-wŜŘ ¢ŀǇŜ !Ŏǘ ƻŦ нллтέΦ  ¢ƘŜ 
provisions, guidelines, procedures and timelines 
in the delivery of the frontline services are 
updated in accordance with the latest issuances 
of Civil Service Commission (CSC).  Since 

November 2014 when MCIAA implemented the Public-Private-
Partnership with GMCAC, our processes have always focused on 
enhancement of transparency and accountability in government service 
with the goals of cutting red tape, reducing corruption in government 
processes, and awareness of public accountability.  
  
In order to meet the expectations and help sustain the declared State 
tƻƭƛŎȅ άǘƻ ǇǊƻƳƻǘŜ ƛƴǘŜƎǊƛǘȅΣ ŀŎŎƻǳƴǘŀōƛƭƛǘȅΣ ǇǊƻǇŜǊ ƳŀƴŀƎŜƳŜƴǘ ƻŦ 
public affairs and public property as well as establish effective practices 
ŀƛƳŜŘ ŀǘ ǘƘŜ ǇǊŜǾŜƴǘƛƻƴ ƻŦ ƎǊŀŦǘ ŀƴŘ ŎƻǊǊǳǇǘƛƻƴ ƛƴ DƻǾŜǊƴƳŜƴǘέΣ ǘƘƛǎ 
/ƛǘƛȊŜƴΩǎ /ƘŀǊǘŜǊ Ƙŀǎ ōŜŜƴ ŀŘƻǇǘŜŘ ŀǎ ŀ ǉǳƛŎƪ ƎǳƛŘŜ ǘƻ ǘƘŜ ŦǊƻƴǘƭƛƴŜ 
services and to provide basic information on the Authority. It is my 
ƘƻǇŜ ǘƘŀǘ ǘƘƛǎ /ƛǘƛȊŜƴΩǎ /ƘŀǊǘŜǊ ǿƛƭƭ ǇŀǾŜ ǘƘŜ ǿŀȅ ŦƻǊ ŀ ƳƻǊŜ ŜŦŦƛŎƛŜƴǘ 
delivery of services, as well as, to enhance public exposure and 
perception of our operations at Mactan-Cebu International Airport, 
which we are promoting as a major airport hub in the Asia Pacific 
Region and as an international gateway to the country.  
   
Our clientele and the general public are encouraged to call or meet 
with our personnel or visit our website www.mciaa.gov.ph for a deeper 
and better understanding of our services.  
  
Issued on ______________________ at the Mactan-Cebu International 
Airport, Lapu-Lapu City, Philippines.  
  
  



MCIAA 
PROFILE 

Mactan-Cebu International Airport Authority 
(MCIAA) is a creation of Republic Act 6958 
otherwise known as its corporate charter. The 
MCIAA is a government-owned and controlled 
corporation and is an attached agency of the 
Department of Transportation and 
Communication. RA 6958 was approved on July 
31, 1990 but the Authority started to operate 
on December 18, 1990. 

 
The corporate powers of the Authority are 
exercised by and vested in a Board of eleven 
members, which is composed of the DOTr 
secretary as Chairman, the DOT secretary as 
Vice Chairman and nine from the government 
and private sector members.
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PURPOSE 
AND 

OBJECTIVE 
The Authority shall principally undertake the economical, 
efficient and effective control, management and 
supervision of the Mactan (Cebu) International Airport in 
the Province of Cebu, and other airports established in 
the future. Its objectives are: 
 

a. To encourage, promote and develop international 
and domestic air traffic in the Central Visayas and 
Mindanao regions as a means of making the region 
centers of international trade and tourism, and 
accelerating the development of the means of 
transportation and communications in the country; and 
 

b. To upgrade the services and facilities of the 
airports and to formulate internationally acceptable 
standards of airport accommodation and service.
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VISION  By 2030, MCIA is one of the Top 10 

passenger-centric airport in Asia. 
 
 

MISSION 
ü Run passenger ς 

friendly airports, 
complaint with 
international civil 
aviation 
standards, that 
connect Cebu to 
the world. 

CORE VALUES 
¶ Dependability 

¶ Collaboration 

¶ Empathy 

¶ Trustworthiness 
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STRATEGY MAP 
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9ǉǳƛǇκtǊƻǾƛŘŜ ŀǇǇǊƻǇǊƛŀǘŜ ƳƻŘŜǊƴ 
ǿƻǊƪ ŦŀŎƛƭƛǘƛŜǎΣ L¢ ǎȅǎǘŜƳǎΣ ŀƴŘ 

ŜǉǳƛǇƳŜƴǘ 

/ǊŜŀǘŜ ŀ ǎŜŀƳƭŜǎǎ ŀƴŘ ǎǘǊŜǎǎ ŦǊŜŜ ǇŀǎǎŜƴƎŜǊ ŜȄǇŜǊƛŜƴŎŜ 

5ŜǾŜƭƻǇ 
a/L!! 
ǇǊƻŎŜǎǎ ǘƻ 
ǊŜƎǳƭŀǘŜ 
ǇŀǊǘƴŜǊǎ 
ŀŎŎƻǊŘƛƴƎ ǘƻ 
ǘƘŜ 

ŎƻƴŎŜǎǎƛƻƴ 
ŀƎǊŜŜƳŜƴǘ 

²hw[5 /[!{{ {9w±L/9 w9{thb{L±9 Dh±9wb!b/9 

!ŎƘƛŜǾŜ ŦƛƴŀƴŎƛŀƭ ǎŜƭŦ 
ǎǳŦŦƛŎƛŜƴŎȅ 

/ƻƳǇƭȅ ǿƛǘƘ 
ǇǊŜǾŀƛƭƛƴƎ 
ŀǇǇƭƛŎŀōƭŜ 
ǎǘŀǘǳǘƻǊȅ ŀƴŘ 
ƭŜƎŀƭ 

ǊŜǉǳƛǊŜƳŜƴǘǎ 
ŜǎǇŜŎƛŀƭƭȅ 
ƛƴǘŜǊƴŀǘƛƻƴŀƭ 
ŎƛǾƛƭ ŀǾƛŀǘƛƻƴ 
ǎǘŀƴŘŀǊŘǎ 

/ƻƭƭŀōƻǊŀǘŜ 
ǿƛǘƘ ƪŜȅ 
ǎǘŀƪŜƘƻƭŘŜǊǎ 
ŦƻǊ ǎŜŀƳƭŜǎǎ 
ƛƴǘŜƎǊŀǘƛƻƴ ƻŦ 
ǘǊŀƴǎǇƻǊǘ ŀƴŘ 
ǘƻǳǊƛǎƳ ǾŀƭǳŜ 
ŎƘŀƛƴ 

9ƴǎǳǊŜ  ŀƛǊ ƴŜǘǿƻǊƪ κ 
ǊƻǳǘŜ ŘŜǾŜƭƻǇƳŜƴǘ 
ǊŜǎǇƻƴǎƛǾŜ ǘƻ ǘƻǳǊƛǎƳ 
ŀƴŘ ŜŎƻƴƻƳƛŎ ƎǊƻǿǘƘ 

Improve the 
living condition 

of the 
surrounding 
communities 

5ŜǎƛƎƴ a/L! ǘƻ ǎǳǇǇƻǊǘ 
IǳƳŀƴƛǘŀǊƛŀƴ !ǎǎƛǎǘŀƴŎŜ 
ŀƴŘ 5ƛǎŀǎǘŜǊ wŜǎǇƻƴǎŜ 

ƻǇŜǊŀǘƛƻƴǎ 

tƭŀƴ ŀƴŘ 
ŘŜǾŜƭƻǇ ǘƘŜ 
ŦǊƛŜƴŘƭƛŜǎǘ 
ǊŜǎƻǊǘ ŀƛǊǇƻǊǘ 

wŜƻǊƎŀƴƛȊŜΣ wŜ-ƻǊƛŜƴǘΣ wƛƎƘǘ ǎƛȊŜ a/L!! 
ǘƻ ŦǳƭŦƛƭƭ ƛǘǎ ŎǳǊǊŜƴǘ ŀƴŘ ŜƳŜǊƎƛƴƎ ǊƻƭŜǎ  

THEMES: 
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PROCESSES
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APPLICATION FOR NEW AUTHORITY TO DRIVE AIRSIDE (ADA) 
SCHEDULE OF AVAILABILITY OF SERVICE: 
 MONDAY TO FRIDAY 

8:00AM TO 5:00PM NO NOON BREAK 
WHO MAY AVAIL OF THE SERVICE: 
 AIRPORT PERSONNEL DRIVING/OPERATING AT THE AIRCRAFT MOVEMENT AREAS 
REQUIREMENTS:  
 1. LETTER REQUEST FROM THE COMPANY 
 2. PHOTOCOPY OF DRIVERΩS LICENSE AND RAB ID 
 3.  AMA AWARENESS TRAINING CERTIFICATE 
 4. PAYMENT OF FEES AND CHARGES 

HOW TO AVAIL OF THE SERVICE: 

STEP 
APPLICANT / 

CLIENT 
ACTIVITY 

DURATION 
OF 

ACTIVITY 
PER ADA 

CARD 

PERSON IN 
CHARGE 

FEE FORM 

1 Submit a 
written 
request / 
endorsement 

Receive request 
and verify 
completeness of 
requirements and 
issue order of 
payment 

5 minutes Duty 
Operations 
Department 
staff 

- Order of 
payment 

2 Qualified 
applicant 
undergo 
practical exam 

ADA CAT 2: 
Endorse qualified 
applicants to 
GMCAC for 
practical exam 

- Duty 
Operations 
Department 
staff 

- Endorsement 
Letter and 
Assessment 
Form 

ADA CAT 3 and CAT 
4: 
Conduct practical 
exam 

3 - Receive 
endorsement from 
GMCAC of qualified 
CAT 2 applicants 

5 minutes Duty 
Operations 
Department 
staff 

- Endorsement 
Letter 

4 Fill out 
application 
form, pay fees, 
charges and 
receive official 
receipt 

Verify 
accomplished form 
and endorse to ID 
Pass Division for 
fabrication of ADA 
card 

5 minutes OIC, 
Operations 
Department 
staff and 
duty 
collector 

P165 per 

month 
 
P336.00 
per 
annum 
VAT 
inclusive 

ADA 
Application 
Form and 
Official 
Receipt 

5 - Affirm and sign 
ADA Card 

5 minutes OIC, 
Operations 
Department 

- ADA Card 

6 Receive ADA 
Card 

Release ADA Card 2 minutes Duty IIDPCD 
Staff 

- - 

 TOTAL - 22 minutes - - - 

END OF TRANSACTION 
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APPLICATION FOR RENEWAL OF AUTHORITY TO DRIVE AIRSIDE (ADA) 
SCHEDULE OF AVAILABILITY OF SERVICE: 
 MONDAY TO FRIDAY 

8:00AM TO 5:00PM NO NOON BREAK 
WHO MAY AVAIL OF THE SERVICE:  
 AIRPORT PERSONNEL DRIVING/OPERATING AT THE AIRCRAFT MOVEMENT AREAS 
REQUIREMENTS: 
 1. LETTER REQUEST 
 2. PHOTOCOPY OF DRIVERS LICENSE, RAB ID, OLD ADA ID 
 3. AMA AWARENESS RECURRENCY TRAINING CERTIFICATE 
 4. PAYMENT OF FEES AND CHARGES 
HOW TO AVAIL OF THE SERVICE: 

STEP 
APPLICANT/ 

CLIENT 
ACTIVITY 

DURATION 
OF 

ACTIVITY 
PER ADA 

CARD 

PERSON IN 
CHARGE 

FEE FORM 

1 Submit a 
written 
request/ 
endorsement 

Receive request and 
verify completeness 
of requirements and 
issue order of 
payment 

5 minutes Duty 
Operations 
Department 
staff 

- Oder of 
Payment 

2 - ADA CAT 2:  
Endorse qualified 
applicants to GMCAC 
for evaluation 

5 minutes Duty 
Operations 
staff 

- Endorsement 
Letter  

3 - Receive endorsement 
from GMCAC of 
qualified CAT 2 
applicants 

5 minutes Duty 
Operations 
staff 

- Endorsement 
Letter 

4 Fill out 
application 
form, pay fees 
and charges, 
and receive 
official receipt 

Verify accomplished 
form and endorse to 
ID Pass Division for 
fabrication of ADA 
card 

5 minutes Duty 
Operations 
staff and 
duty 
collector 

P 336.00 per 
annum 
VAT 
inclusive  

ADA 
Application 
Form and 
Official 
Receipt 

5 - Affirm and sign ADA 
card 

5 minutes OIC, 
Operations 
Department 

- ADA Card 

6 Receive ADA 
card 

Release ADA Card. 2 minutes Duty IIDPCD 
staff 

- - 

 TOTAL - 27 minutes - - - 

END OF TRANSACTION 
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APPLICATION FOR AUTHORITY TO USE AIRSIDE (AUA) VEHICLE STICKER 
SCHEDULE OF AVAILABILITY OF SERVICE: 
 MONDAY TO FRIDAY 

8:00AM TO 5:00PM NO NOON BREAK 
WHO MAY AVAIL OF THE SERVICE: 
 VEHICLES AND EQUIPMENTS USED AT THE AIRCRAFT MOVEMENT AREAS 
REQUIREMENTS: 
 1. LETTER REQUEST 
 2. PHOTOCOPY OF OFFICIAL RECEIPT (O.R.) AND CERTIFICATE OF REGISTRATION (C.R.) 
 3. VEHICLE INSPECTION RESULT 
 4. PAYMENT OF FEES AND CHARGES 
HOW TO AVAIL OF THE SERVICE:  

STEP 
APPLICANT/ 

CLIENT 
ACTIVITY 

DURATION 
OF 

ACTIVITY 
PER AUA 
VEHICLE 
STICKER 

PERSON IN 
CHARGE 

FEE FORM 

1 Submit a 
written 
request/ 
endorsement 

Receive request and 
verify completeness 
of requirements and 
issue order of 
payment 

10 minutes Duty 
Operations 
Department 
Staff 

- Order of 
Payment 

2 Pay fees and 
charges, and 
receive 
official 
receipt 

Issue Official Receipt 5 minutes Duty 
Collector 

P 168.00 

per 
vehicle 
sticker 
VAT 
inclusive 

Official 
Receipt 

3 - Verify Official 
Receipt and Post 
Vehicle Sticker 
control number 

5 minutes Duty 
Operations 
Department 
staff 

- - 

4 
 

Receive AUA 
Vehicle 
Sticker 

Issue AUA vehicle 
sticker 

5 minutes Duty IIDPCD - 
 

AUA 
Vehicle 
Sticker 

 TOTAL - 25 minutes - - - 

END OF TRANSACTION 
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REQUEST FOR BLOTTER CERTIFICATE / AIRPORT POLICE REPORT 
SCHEDULE OF AVAILABILITY OF SERVICE: 
 MONDAY TO FRIDAY 

8:00AM TO 5:00PM NO NOON BREAK 
WHO MAY AVAIL OF THE SERVICE: 
 CLIENTS REQUESTING FOR BLOTTER CERTIFICATION / AIRPORT POLICE REPORT FROM THE 
AIRPORT POLICE OF MACTAN CEBU INTERNATIONAL AIRPORT 
REQUIREMENTS: 
 1. CLIENT REQUEST 

2. PAYMENT OF FEES AND CHARGES 
HOW TO AVAIL OF THE SERVICE: 

STEP 
APPLICANT/ 

CLIENT 
ACTIVITY 

DURATION 
OF ACTIVITY 

PER 
CERTIFICATE 

/ REPORT 

PERSON IN 
CHARGE 

FEE FORM 

1 Fill out client 
request form 

Receive duly filled up 
client request form 

1 minute Duty Desk 
Officer 

- Client 
Request 
Form 

2 Request for 
Blotter 
Certificate/ 
Airport Police 
Report 

Review incident details 
and check available 
records. If record of 
incident is available, 
advise client to pay fees. 

5 minutes 

 
Duty Desk 
Officer  

- - 

3 Pay fees and 
charges, and 
receives Official 
Receipt 

Collect payment and 
issue Official Receipt. 

3 minutes Duty Collector P22.40 per 
certificate/ 
report 
VAT 
inclusive 

Official 
Receipt 

 
 
4 
 
 
 
 
 
 
5 

Present Official 
Receipt. 

Confirm Official Receipt. 
Prepare and print Blotter 
Certificate / Airport 
Police Report 

15 minutes 
 

Duty APD 
Administrative 
Staff 

-  
Blotter 
Certificate/ 
Airport 
Police 
Report 

Sign Blotter Certificate / 
Airport Police Report 

2 minutes Duty Certifying 
Officer, APD 

- 

Receive Blotter 
Certificate / 
Airport Police 
Report 

Release Blotter 
Certificate / Airport 
Police Report. 

2 minutes Duty Airport 
Police, APD 

- Blotter 
Certificate/A
irport Police 
Report 

 TOTAL - 28 minutes - - - 

END OF TRANSACTION 
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APPLICATION FOR TRANSPORTATION UTILITY CONCESSION PERMIT FOR DELIVERY / 
CARGO SERVICE VEHICLES 
SCHEDULE OF AVAILABILITY OF SERVICE: 
 MONDAY TO FRIDAY 

8:00AM TO 5:00PM NO NOON BREAK 
WHO MAY AVAIL OF THE SERVICE: 
 CARGO FORWARDERS, CONCESSIONAIRES, WALK-IN CLIENTS, OTHER ENTITIES TRANSACTING 
SERVICE BUSINESS AT THE MCIA CARGO AREA, AND SUPPLIERS OF CONCESSIONAIRES 
REQUIREMENTS:  
 1. PHOTOCOPY OF OFFICIAL RECEIPT (O.R.) AND CERTIFICATE OF REGISTRATION (C.R.), AND 
BUSINESS PERMIT. 
 2. COMPANY TAX IDENTIFICATION NUMBER (TIN)  
 3. PAYMENT OF FEES AND CHARGES. 
HOW TO AVAIL OF THE SERVICE: 

STEP 
APPLICANT/ 

CLIENT 
SERVICE 

PROVIDER 

DURATION 
OF 

ACTIVITY 
PER 

VEHICLE 
STICKER 

PERSON 
IN 

CHARGE 
FEES FORM 

1 Submit   
documentary 
requirements 
and relevant 
information. 

Receive and 
evaluate 
submitted 
documents and 
information 

10 minutes Duty 
BDCD 
Staff 

- Concession 
Permit, 
Order of 
Payment 

Encode 
applicanǘΩǎ Řŀǘŀ 
to the Concession 
and Lessees 
System and 
generate 
Concession 
Permit 

Issue Order of 
Payment 

2 Pay fees and 
charges, and 
receive 
Official 
Receipt 

Collect payment 
and issue Official 
Receipt 

5 minutes Duty 
Collector 

P 3,796.80 
Per unit/year 
VAT 
inclusive 

Official 
Receipt 

3 Receive 
Vehicle 
Sticker 

Attach Vehicle 
Sticker to unit 

5 minutes Duty 
BDCD 
Staff 

- 
 

Vehicle 
Sticker 

 TOTAL - 20 minutes  - - 

END OF TRANSACTION 
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APPLICATION FOR TEMPORARY VEHICLE PASS FOR DELIVERY / CARGO SERVICE 
VEHICLES AND PRIVATE SERVICE VEHICLES 
SCHEDULE OF AVAILABILITY OF SERVICE: 
 MONDAY TO FRIDAY 

8:00AM TO 5:00PM NO NOON BREAK 
WHO MAY AVAIL OF THE SERVICE: 
 CARGO FORWARDERS, CONCESSIONAIRES, WALK-IN CLIENTS, OTHER ENTITIES TRANSACTING 
SERVICE BUSINESS AT THE MCIA CARGO AREA, AND SUPPLIERS OF CONCESSIONAIRES 
REQUIREMENTS: 
 1. PHOTOCOPY OF OFFICIAL RECEIPT (O.R.) OF THE VEHICLE AND CERTIFICATE OF REGISTRATION 
     (C.R) 
 2. COMPANY TAX IDENTIFICATION NUMBER (TIN)  
 3. PAYMENT OF FEES AND CHARGES 
HOW TO AVAIL OF THE SERVICE: 

STEP 
APPLICANT/ 

CLIENT 
SERVICE 

PROVIDER 

DURATION 
OF ACTIVITY 

PER 
TEMPORARY 
VEHICLE PASS 

PERSON 
IN 

CHARGE 
FEES 

 
FORM 

 
1 

Fill out Request 
Form. Submit 
documentary 
requirements 
and relevant 
information 

Receive request 
form and 
evaluate 
submitted 
documents and 
information. 

5 minutes Duty 
BDCD 
Staff 

- Request 
Form for 
issuance of 
Vehicle Pass. 
 
Order of 
Payment 

Issue Order of 
Payment 

2 Pay fees and 
charges 

Collects 
payment and 
issue Official 
Receipt 

5 minutes Duty 
Collector 

P 56.00 

per 3 days 
VAT 
inclusive 

Official 
Receipt 
 

3 Receive 
Temporary 
Vehicle Pass 

Issue Temporary 
Vehicle Pass 

3 minutes Duty 
BDCD 
Staff 

- Temporary 
Vehicle Pass 

 TOTAL - 13 minutes - - - 

END OF TRANSACTION 
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APPLICATION FOR STICK-ON PASS 
SCHEDULE OF AVAILABILITY OF SERVICE: 
 MONDAY TO FRIDAY 

8:00AM TO 5:00PM NO NOON BREAK 
WHO MAY AVAIL OF THE SERVICE:   
PERSON VISITING OR PERFORMING OFFICIAL TRANSACTIONS IN RESTRICTED AREAS OF THE AIRPORT 
REQUIREMENTS: 
 1. LETTER REQUEST FROM PERSON, HEAD OF OFFICE, OR DULY AUTHORIZE REPRESENTATIVE 
 2. PAYMENT OF FEES AND CHARGES 
HOW TO AVAIL OF THE SERVICE: 

STEP 
APPLICANT / 

CLIENT 
ACTIVITY 

DURATION OF 
ACTIVITY PER 
FACILITATION 

PASS 

PERSON 
IN 

CHARGE 
FEE FORM 

1 Accomplish Client 
Transaction Slip  

Receive and 
check 
completeness of 
details in Client 
Transaction Slip 

5 minutes Duty 
IIDPCD 
staff  

- Client 
Transaction 
Slip 

2 Pay fees and 
charges 

Collect payment 
and issue Official 
Receipt 

5 minutes Duty 
Collector 

P56.00 

per pass 
VAT 
inclusive 

Official 
Receipt 

3 Present Official 
Receipt and 
receive 
Facilitation Pass 

Verifies Official 
Receipt, print and 
Issue Facilitation 
Pass 

15 minutes Duty 
IIDPCD 
staff 

- Facilitation 
Pass 

 TOTAL - 25 minutes - - - 

END OF TRANSACTION 
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APPLICATION FOR PUBLIC UTILITY DRIVERS ID COVERING MACTAN CEBU 
INTERNATIONAL AIRPORT 
SCHEDULE OF AVAILABILITY OF SERVICE: 
 MONDAY TO FRIDAY 

8:00AM TO 5:00PM NO NOON BREAK 
WHO MAY AVAIL OF THE SERVICE: 
 PUBLIC UTILITY DRIVERS COVERING MACTAN CEBU INTERNATIONAL AIRPORT 
REQUIREMENTS:  
 1. LETTER REQUEST FROM PERSON, HEAD OF OFFICE, OR DULY AUTHORIZE REPRESENTATIVE. 
 2. TWO (2) PIECES 2X2 COLORED ID PICTURE WITH WHITE BACKGROUND 
 оΦ t9w{hb![ 5wL±9wΩ{ [L/9b{9 
 4. PAYMENT OF FEES AND CHARGES 
HOW TO AVAIL OF THE SERVICE: 

STEP 
APPLICANT / 

CLIENT 
ACTIVITY 

DURATION 
OF 

ACTIVITY 
PER ID 

PERSON IN 
CHARGE 

FEE FORM 

1 Submit Letter 
Request. 

Receive document and 
approve for processing. 

2 minutes APD Administrative 
Staff / Head APD 

- - 

2 Accomplish 
Personal 
Information 
Sheet and 
submits 
Required 
Documents. 

Verify if Renewal or New 
Applicant. For Renewal, 
proceed to Step number 3; 
while for New Applicant, 
require Client to accomplish 
Personal Information Sheet, 
and to submit Required 
Documents. 

2 minutes Duty APD staff - - 

Checks Personal 
Information Sheet and 
required documents. and 
advise Client to undergo 
traffic orientation. 

5 minutes Personal 
Information 
Sheet 

3 Pay fees and 
charges, and 
receive Official 
Receipt 

Collect payment and issue 
Official Receipt. 

3 minutes Duty Collector P336.00 
VAT 
inclusive 

Official 
Receipt 

4 Present Official 
Receipt, and 
have picture 
taken. 

Confirm Official Receipt. 
Assign ID Number and 
encode client details. 
Conduct picture-taking of 
Client.  

10 minutes Duty IIDPCD staff - - 

Receives PUV 
Driver ID and 
sign in Receipt 
Logbook. 

Release PUV Driver ID.  
Requires client to sign in 
Receipt Logbook. 

2 minutes  - PUV Driver 
ID 

 TOTAL  32 minutes    

END OF TRANSACTION 
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APPLICATION FOR ANNUAL ACCESS PASS (AAP) 
SCHEDULE OF AVAILABILITY OF SERVICE: 
 MONDAY TO SUNDAY 

8:00AM TO 5:00PM NO NOON BREAK 
WHO MAY AVAIL OF THE SERVICE: 
 PERSONNEL WORKING OR PERSONS PERFORMING OFFICIAL TRANSACTIONS IN RESTRICTED 
AREAS IN THE AIRPORT 
REQUIREMENTS: 
 1. LETTER REQUEST FROM PERSON, HEAD OF OFFICE, OR DULY AUTHORIZE REPRESENTATIVE.  

2. NBI CLEARANCE 
3. TWO (2) PIECES 2X2 COLORED ID PICTURE 
4. ATTENDANCE TO SECURITY AWARENESS BRIEFING 

 5. PAYMENT OF FEES AND CHARGES 
HOW TO AVAIL OF THE SERVICE: 

STEP 
APPLICANT / 

CLIENT 
ACTIVITY 

DURATION 
OF ACTIVITY 

PER 
RESTRICTED 

AREA 
BADGE 

PERSON IN 
CHARGE 

FEE FORM 

1 Submit letter 
request and 
required 
documents 

Receive letter 
request and checks 
completeness of 
required 
documents. 

25 minutes Duty APD 
Administrative 
Staff 

- - 

2 Accomplish 
personal 
information 
sheet and 
undergo 
fingerprinting. 

Verify PIS and 
conduct 
fingerprinting  

10 minutes Duty APD 
Administrative 
Staff 

- Personal 
Information 
Sheet 
 

4 Pay fees and 
charges  and 
receive official 
receipt 

Collect payment 
and issue official 
receipt 

5 minutes Duty Collector P336.00  

VAT 
inclusive 

Official 
Receipt 

5 Present official 
receipt and have 
picture taken 
and receive RAB 

Verify official 
receipt. conduct 
picture taking 
and issue 
restricted area 
badge 

20 minutes Duty IIDPCD 
staff 

- Restricted 
Area 
Badge 

 Total - 60 minutes - - - 

END OF TRANSACTION 
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APPLICATION FOR PUBLIC UTILITY DRIVERS ID COVERING MACTAN CEBU 
INTERNATIONAL AIRPORT 
SCHEDULE OF AVAILABILITY OF SERVICE: 
 MONDAY TO FRIDAY 

8:00AM TO 5:00PM NO NOON BREAK 
WHO MAY AVAIL OF THE SERVICE: 
 PUBLIC UTILITY DRIVERS COVERING MACTAN CEBU INTERNATIONAL AIRPORT 
REQUIREMENTS:  
 1. LETTER REQUEST FROM PERSON, HEAD OF OFFICE, OR DULY AUTHORIZE REPRESENTATIVE. 
 2. TWO (2) PIECES 2X2 COLORED ID PICTURE WITH WHITE BACKGROUND 
 оΦ t9w{hb![ 5wL±9wΩ{ [L/9b{9 
 4. PAYMENT OF FEES AND CHARGES 
HOW TO AVAIL OF THE SERVICE: 

STEP 
APPLICANT / 

CLIENT 
ACTIVITY 

DURATION 
OF 

ACTIVITY 
PER ID 

PERSON IN 
CHARGE 

FEE FORM 

1 Submit Letter 
Request. 

Receive document and 
approve for processing. 

2 minutes APD Administrative 
Staff / Head APD 

- - 

2 Accomplish 
Personal 
Information 
Sheet and 
submits 
Required 
Documents. 

Verify if Renewal or New 
Applicant. For Renewal, 
proceed to Step number 3; 
while for New Applicant, 
require Client to accomplish 
Personal Information Sheet, 
and to submit Required 
Documents. 

2 minutes Duty APD staff - - 

Checks Personal 
Information Sheet and 
required documents. and 
advise Client to undergo 
traffic orientation. 

5 minutes Personal 
Information 
Sheet 

3 Pay fees and 
charges, and 
receive Official 
Receipt 

Collect payment and issue 
Official Receipt. 

3 minutes Duty Collector P336.00 
VAT 
inclusive 

Official 
Receipt 

4 Present Official 
Receipt, and 
have picture 
taken. 

Confirm Official Receipt. 
Assign ID Number and 
encode client details. 
Conduct picture-taking of 
Client.  

10 minutes Duty IIDPCD staff - - 

Receives PUV 
Driver ID and 
sign in Receipt 
Logbook. 

Release PUV Driver ID.  
Requires client to sign in 
Receipt Logbook. 

2 minutes  - PUV Driver 
ID 

 TOTAL  32 minutes    

END OF TRANSACTION 
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APPLICATION FOR NEW TEMPORARY ACCESS PASS (TAP) 
SCHEDULE OF AVAILABILITY OF SERVICE: 
 MONDAY TO SUNDAY 

8:00AM TO 5:00PM NO NOON BREAK 
WHO MAY AVAIL OF THE SERVICE: 
 PERSONNEL PERFORMING OFFICIAL TRANSACTIONS IN RESTRICTED AREAS IN THE AIRPORT 
REQUIREMENTS: 
 1. LETTER REQUEST FROM PERSON, HEAD OF OFFICE, OR DULY AUTHORIZE REPRESENTATIVE. 

2. NBI CLEARANCE 
3. TWO (2) PIECES 2X2 COLORED ID PICTURE 
4. ATTENDANCE TO SECURITY AWARENESS BRIEFING  

 5. PAYMENT OF FEES AND CHARGES 
HOW TO AVAIL OF THE SERVICE: 

STEP 
APPLICANT / 

CLIENT 
ACTIVITY 

DURATION 
OF ACTIVITY 

PER 
TEMPORARY 

ACCESS 
PASS 

PERSON IN 
CHARGE 

FEE FORM 

1 Submit 
approved letter 
request and 
required 
documents 

Receive letter 
request and 
check 
completeness of 
required 
documents. 

25 minutes Duty APD 
Administrative 
Staff 

- -  

2 Accomplish 
personal 
information 
sheet 
and undergo 
fingerprinting. 

Verify Personal 
Information 
Sheet  and 
conduct 
fingerprinting  

10 minutes Duty APD 
Administrative 
Staff 

- Personal 
Information 
sheet 
 

3 Pays fees and 
charges, and 
receive official 
receipt 

Collect payment 
and issue Official 
Receipt 

5 minutes Duty Collector P168.00 
(more than 
1 mo to 3 
mos) 
P56.00 for 
(1 mo.) 
Vat 
inclusive 

Official 
Receipt 

4 Present official 
receipt, and 
have picture 
taken and 
receive 
temporary 
access pass 

Verify Official 
Receipt, 
conduct 
picture taking 
and issue 
Temporary 
Access Pass 

20 minutes Duty IIDPCD 
staff 

- Temporary 
Access 
Pass 

 TOTAL - 60 minutes - - - 

END OF TRANSACTION 
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APPLICATION FOR EXTENSION OF TEMPORARY ACCESS PASS (TAP) 
SCHEDULE OF AVAILABILITY OF SERVICE: 
 MONDAY TO SUNDAY 

8:00AM TO 5:00PM NO NOON BREAK 
WHO MAY AVAIL OF THE SERVICE: 
 PERSONNEL PERFORMING OFFICIAL TRANSACTIONS IN RESTRICTED AREAS IN THE AIRPORT 
REQUIREMENTS: 
 1. LETTER REQUEST FROM PERSON, HEAD OF OFFICE, OR DULY AUTHORIZE REPRESENTATIVE. 

2. NBI CLEARANCE 
3. TWO (1) PIECES 2X2 COLORED ID PICTURE 

 4. PAYMENT OF FEES AND CHARGES 
HOW TO AVAIL OF THE SERVICE: 

STEP 
APPLICANT 

/ CLIENT  
ACTIVITY  

DURATION 

OF 

ACTIVITY 

PER 

TEMPORARY 

ACCESS 

PASS 

PERSON 

IN 

CHARGE 

FEE FORM 

1 Submit 

approved 
letter request 

Receive request and 

verify completeness 
of requirements  and 

issue order of 

payment  

25 minutes Duty 

IIDPCD 
staff 

- - 

2 Pay fees and 
receive 

official receipt 

Collect payment and 
issue official receipt 

5 minutes Duty 
Collector 

P56.00 

for 1 

Month 
VAT 

inclusive 

Official 
Receipt 

3 Present 
official receipt 

and receive 

temporary 

access pass 

Verify official receipt, 
print and issue 

temporary access pass 

/ orientation 

20 minutes Duty 
IIDPCD 

staff 

- Temporary 
Access 

Pass 

 TOTAL - 50 minutes - - - 

END OF TRANSACTION  
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USAGE OF TERMINAL LOUNGE (GENERAL AVIATION AND INDUSTRIAL DIVISION) 
SCHEDULE OF AVAILABILITY OF SERVICE: 
 MONDAY TO SUNDAY 
  6:00AM TO 6:00PM  NO NOON BREAK 
WHO MAY AVAIL OF THE SERVICE? 
 ANY PASSENGER OR WELL-WISHER THAT WILL USE THE GENERAL AVIATION LOUNGE 
REQUIREMENTS: 

1. PAYMENTS OF FEES 

HOW TO AVAIL OF THE SERVICE: 

Step Applicant/Client Activity 
Duration of 

Activity 
Person in 
Charge 

Fee Form 

1 Tender payment Receive 
payment 

5 minutes Duty 
Collector 

P56.00 Official 
Receipt 

 Total  5 minutes    

END OF TRANSACTION 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
ISSUANCE OF ACCESS PASS (GENERAL AVIATION AREA) FOR WALK-IN CLIENTS 
SCHEDULE OF AVAILABILITY OF SERVICE: 
 MONDAY TO SUNDAY 
  8:00AM TO 5:00PM  NO NOON BREAK 
WHO MAY AVAIL OF THE SERVICE? 
 ANYBODY WHO WISHES TO ENTER THE GENERAL AVIATION AREA FOR ANY BUSINESS OR 
TRANSACTION 
REQUIREMENTS: 

1. VALID IDENTIFICATION CARD 
2. FILLED-UP FORM DULY 

HOW TO AVAIL OF THE SERVICE: 

Step Applicant/Client Activity 
Duration 

of 
Activity 

Person in Charge Fee Form 

1 Present request 
to duty Airport 
Police/Deputized 
Security Guard at 
the entrance gate 
 
Present 
Identification 
Card 

Assess the 
validity/reasonableness 
of transaction 
 
 
 
Check Identification card 

5 
minutes 

On duty Airport 
Police/Deputized 
Security Guard 

- - 

2 - Issue payment order 5 
minutes 

On duty Airport 
Police/Deputized 
Security Guard 

- Payment 
Order 

3 Go to lounge for 
payment of fees 

Accept payment and 
issue Official Receipt 

5 
minutes 

Collector on Duty P56.00 Official 
receipt 

4 Go back to Police 
office 

Issue facilitation pass 5 
minutes 

On duty Airport 
Police/Deputized 
Security Guard 

- Facilitation 
Pass 

 Total - 20 
minutes 

- - - 

END OF TRANSACTION 

 
 
 
 
 
 
 
 
 
 
 
 
FEEDBACK SYSTEM  



 
COMMENTS, SUGGESTIONS AND COMPLAINTS WHICH ARE RESPONSIVE 
REACTIONS TO SITUATIONS AT THE AIRPORT COMPLEX THAT ENABLE US TO 
FURTHER IMPROVE OUR SERVICES TO THE PUBLIC ARE MOST WELCOME. 
 
SCHEDULE OF AVAILABILITY OF SERVICE: 
PUBLIC AFFAIRS OFFICE        
 MONDAY TO FRIDAY          
 8:00AM TO 5:00PM   WITHOUT NOON BREAK 

EMAIL ADDRESS    : PAO@MCIAA.GOV.PH 
POSTAL MAIL    : LOBBY AREA 

        WATERFRONT AIRPORT HOTEL  
AND CASINO MACTAN 
AIRPORT ROAD, LAPU-LAPU 
CITY, CEBU 

COMPLAINT/ SUGGESTION FORM 
AND CUSTOMER FEEDBACK FORM : AVAILABLE AT THE RESPECTIVE  

        FRONTLINE SERVICE OFFICES 
 
WHO MAY AVAIL OF THIS SERVICE? 
 GENERAL PUBLIC 

 
COMPLAINT OR FEEDBACK THRU:  

1. WALK-IN  
2. PHONE-IN   
3. ELECTRONIC MAIL  
4. POSTAL MAIL  
5. WRITTEN ON THE COMPLAINT/ SUGGESTION FORM 
6. WRITTEN ON THE MCIAA CUSTOMER FEEDBACK FORM 
7. COMPLAINTS THROUGH PRESIDENTIAL HOTLINE 8888 
8. COMPLAINTS THROUGH DOTR ACTION CENTER 
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HOW TO LODGE A COMPLAINT OR FEEDBACK: 

STEP 
CLIENT ACTIVITY 

DURATION 
OF 

ACTIVITY PER 
COMPLAINT / 

FEEDBACK 

PERSON 
IN 

CHARGE 
FEE FORM 

 
1 

Lodge a complaint 
through the following 
manners: 

a. Walk-in 
b. Phone-in 
c. Email 
d. Postal Mail 
e. Complaint/ 

Compliment/ 
Suggestion Form 

f. Customer Feedback 
Form 

g. Presidential Hotline 
8888 

h. DOTr Action Center 

Acknowledge 
receipt of complaint 

Immediately 
upon receipt 
of complaint 

Duty 
PAO staff 

- Complaint/ 
Suggestion 
Form  
 
Customer 
Feedback 
Form and 
other forms 

2 
 
 

Receive advise/ 
acknowledgment letter 
 
 

If complaint is 
actionable within 
PAO level, advise 
the complainant of 
the action taken 
and resolution of 
the complaint 

3 working 
days upon 
receipt of 
complaint 

Duty 
PAO staff 

- - 

If complaint is not 
actionable within 
PAO level, 
complaints are 
recorded and 
endorsed/ referred 
to the concerned 
Offices or Agencies 

5-10 working 
days upon 
receipt of 
reply from 
responsible/ 
concerned or 
agencies 

- - - 

3 Receive updates / resolution 
of the complaint 

Update the 
complainant about 
the action taken 
and resolution of 
the complaint 

5-10 working 
days upon 
receipt of 
reply from 
Responsible 
Office/ 
Concerned 
Office 

Duty 
PAO staff 

- - 

 TOTAL - 3 working days if actionable within PAO level 
 
5-10 working days for those endorsed to other 
offices or agencies 

END OF TRANSACTION 
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FEEDBACK AND REDRESS MECHANISM 
 

Please let us know how we have served you by doing any 
of the following: 
 
× Accomplish our customer feedback form and/ or 

compliment/complaint/ suggestion form available at 
the public assistance and complaints counters and at 
the public affairs office and kindly give the same to 
the public affairs staff or drop at the compliment/ 
complaint/ suggestion drop boxes. 

 
× Send your feedback online through: 

    pao@mciaa.gov.ph 
 

× Please call the public affairs office at telephone no.  
(032) 341-0560 

  
× Talk to the information officer at the public assistance 

and complaints counter 
 
If you are not satisfied with our service, your written/ 
verbal complaints shall immediately be attended by the 
information officer at the assistance and complaints 
counter. 
 
 

Thank you for helping us continuously improve our 
services.

mailto:pao@mciaa.gov.ph
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