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1. Issuance of Copy of Documents Needed (Resolutions & Ordinances) 

Office or Division: Office of the Secretary to the Sanggunian 

Classification: Simple Transaction 

Type of 
Transaction: 

Government to Citizens (G2C) 

Who may avail: Concerned Individual(s) 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Request Letter Concerned Person(s) 

Receipt of Secretary's Fee Municipal Treasury Office 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO BE PAID 
PROCE
SSING 
TIME 

PERSON 
RESPONSIBL

E  

Present Request 
Letter  

Create List(s) 
of Request 

Php 0.00 1-2mins 

SB Secretary 
SB Secretary 

Staff 
SB Staff 

 

 

  

Advice Client to 
Pay the 

Required Fee 
to the Municipal 
Treasury Office 

Photocopy by Copy 
Machine: 

N/A 

SB Secretary 
SB Secretary 

Staff 
SB Staff 

 

No Seal and Not 
Certified 

 

Php 50.00 per page  

   

With Seal and Certified  

Php 100.00 per page  

Present Receipt of 
Secretary's Fee 

Check Validity 
of the Receipt 

Php 0.00 1-2mins 

SB Secretary 
SB Secretary 

Staff 
SB Staff 

 

 

  

Release 
Requested 

Resolution(s) 
or Ordinance(s) 

Php 0.00 1-2mins 

SB Secretary 
SB Secretary 

Staff 
SB Staff 

 

 

 

 

  

TOTAL: 6 Minutes 
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2. Issuance of Certificate of Posting 

 

Office or Division: Office of the Secretary to the Sanggunian 

Classification: Simple Transaction 

Type of Transaction: Government to Citizens (G2C) 

Who may avail: Concerned Agencies  

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Documents for Posting Concerned Agencies 

Receipt of Posting Fee Municipal Treasury Office 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

 
Present Documents for 
Posting 

Verify the 
Documents 

Php 0.00 1-2mins SB Secretary 
SB Secretary 
Staff 
SB Staff 

 

 

 

  Advice Client 
to Pay the 
Required Fee 
to the 
Municipal 
Treasury 
Office 

Php 100.00 N/A SB Secretary 
SB Secretary 
Staff 
SB Staff 

 

Present Receipt of 
Posting Fee 

Check Validity 
of the Receipt 

Php 0.00 1-2mins SB Secretary 
SB Secretary 
Staff 
SB Staff 

 

 

 

  Release 
certificate of 
Posting 

Php 0.00 1-2mins SB Secretary 
SB Secretary 
Staff 
SB Staff 

 

 

 

  Post the 
Documents 
given by the 
client into the 
Bulletin Board 

Php 0.00 1-2mins SB Secretary 
SB Secretary 
Staff 
SB Staff 

 

 

 

 

TOTAL: 8 Minutes 
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3. Issuance of Cancellation of Tricycle Franchise 
 

Office or Division: 
Office of the Vice Mayor / Office of the Secretary to the 
Sanggunian 

Classification: Simple Transaction  

Type of Transaction: Government to Citizens (G2C) 

Who may avail: 
Tricycle Owners with Tricycle Franchise that are within the 
Territorial Jurisdictions of the Municipality  

CHECKLIST OF REQUIREMENTS WHERE TO SECURE  

Receipt of Cancellation Fee Municipal Treasury Office  

Certificate of Acceptance TODA President  

Certificate of Registration of the Tricycle (CR) / 
Deed of Absolute Sale 

Land Transportation Office / Owner 
 

 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

 

 
Certificate of Registration of the 
Tricycle (CR) 

Verify the 
Documents 

Php 0.00 1-2mins SB Secretary 
SB Secretary 
Staff 
SB Staff 

 

 

 

 

  

*For Changing Route: 
 

Present Certificate of 
Acceptance 

 

  
 

*If the CR is not named after 
client: 

 

Present Deed of Absolute Sale 
 

  Advice Client 
to Pay the 
Required Fee 
to the 
Municipal 
Treasury 
Office 

Php 100.00 N/A SB Secretary 
SB Secretary 
Staff 
SB Staff 

 

Present Receipt of Cancellation 
Fee 

Check Validity 
of the Receipt 

Php 0.00 1-2mins SB Secretary 
SB Secretary 
Staff 
SB Staff 

 

 

 

  Release 
Certificate of 
Cancellation 

Php 0.00 1-2mins SB Secretary 
SB Secretary 
Staff 
SB Staff 

 

 

 

 
TOTAL: 6 Minutes  

 

 


