
DEPARTMENT OF JUSTICE 
OFFICE OF THE CITY PROSECUTOR 

 
 

CITIZEN’S CHARTER 
 
 
VISION: a just and peaceful society anchored on the principles of transparency, accountability, 
fairness and truth 
 
Mission: Effective, efficient and equitable administration of justice 
 
Frontline Service: Filing of criminal complaints for preliminary investigation 
 

Procedure Employee Time Fee 

1. Present for assessment the 
complaint affidavit with all 
supporting documents including 
witness affidavit/s. properly 
bound and paged 

Receiving Staff 
WILMA L. GRABANZOR 
JORDAN R. MARTINEZ 

(alternatively) 

5 
minutes 

None 

2. Fill out Investigation Data 
Form (IDF) from the office, if 
complaint documents are 
assessed as complete 

Receiving Staff 
WILMA L. GRABANZOR 
JORDAN R. MARTINEZ 

(alternatively) 

  

3. Proceed to prosecutor for 
administration of oath on the 
affidavits and IDF 

Prosecutor for the day 
5 

minutes 
None 

4. Submit the subscribed 
complaint affidavit and IDF with 
all supporting documents 

Receiving Staff 
WILMA L. GRABANZOR 
JORDAN R. MARTINEZ 

(alternatively) 

5 
minutes 

None 

5. Receive the duly 
received/stamped copy of IDF 
with assigned docket number 

Receiving Staff 
WILMA L. GRABANZOR 
JORDAN R. MARTINEZ 

(alternatively) 

5 
minutes 

None 

End of Transaction 

  
Required Documents: 
 

1. Five (5) copies of Affidavit Complaint and Affidavit of Witnesses (if any), plus additional 
copies depending on the number of respondents; 
 

2. Medical or Death Certificate if it involves body injuries, sexual crimes or death; 
 

3. Police Report; 
 

4. Copies of Receipts / Estimate of Damage/s incurred; 
 

5. Pictures, if any; 
 

6. In drug cases the following are also required in addition to the above, except those that 

are still in the crime lab for examination (which must be submitted by the 



chemist/evidence custodian on or before the conduct of the testimony of the 

chemist); 

 

a. Affidavit of apprehension/poseur-buyer; 
b. Inventory of seized items; 
c. Chemistry Reports; 
d. Specimen seized (if seized pursuant to a buy-bust operation); 
e. Marked Money; 
f. Pictures (if any). 
 

7. In Illegal Possession of Firearms: 
a. Certification from the Firearms and Explosives Division of the Philippine National 

Police; 
b. The firearm and ammunitions involved (if any); 
c. Pictures (if any). 

 
8. In Estafa / BP 22 Cases: 

a. Bounced Check 
b. Demand letter if necessary; 

 
9. If a Minor is involved, a copy of the minor’s birth certificate. 

 
10. Such other documents that this office may require. 

 
 
Procedure for complaints: 
 

1. Go to the public assistance and complaints desk and directly report any complaint relative 
to the service/transaction; or 
 

2. Contact the head of prosecution office at: 
a. Telephone No.: (077) 6741467 
b. Email address: ocp_candon@yahoo.com 

 
3. Contact government complaint hotline “8888”. 

 


