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CITIZENS CHARTER

1. TATION OF NON:

TONS (NGOS) AND PEOPLE'S ORGANIZATIONS (POS)

Office or Division: OFFICE OF THE VICE MAYOR/SANGGUNIANG PANGLUNGSOD
Classification:

Type of Transaction: G:NERNMEM‘ TO CLIENT

‘Who may avail: ANY PERSON, DEPARTMENTS AND OFFICES

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1, Duly accomplish Application Form

2, Board

3. Certificate of Accreditation (SEC, noLg,m.;
4, List of Current Officers and Members

5. Annual Accomplish Report

6. Financial Statement

7. Profile indicating the purposes and
objectives of the organization

B. Copy of the minutes of the meeting of the organization
9. Copy of Constitution and By-laws
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CLIENT STEPS AGENCY ACTIONS FEES TO BE PROCESSING TIME PERSON RESPONSIBLE
PAID
1. Inquire for Accreditation 1.2, Explain to the client the requirements | None 3-5 Minutes Record Officer 1 5P Secretariat
of Organization and give application form
2, Submission of Application | 2.1. Receive application and check the None: 3-5 Minutes SP Secretariat
and Requirements Requirements
3. Processing 3.1. Upon instruction of the Committee on | None upon the sp St
Accreditation Rules, include in the Calendar of Business schedule nlmdnn
and its approval
4. Preparing Accreditation 4.1. Prepare the Certificate or Resolution | None After approval SP Secratary and Staff
of Accreditation
5. Issuance of 5.1. Issue Certificate or Resolution of MNone 2-5 Minutes 5P Secretariat
Accreditation Accreditaion
2, ISSUANCE OF PHOTOCOPY/TRUE COPY OF PANL DoC
Office or Divislon: OFFICE OF THE VICE MAYOR/SANGGUNIANG PANLUNGSOD
Classification: SIMPLE
Type of Transaction: GOVERNMENT TO CLIENT
Who may avail: ANY PERSON, DEPARTMENTS AND OFFICES
 CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Written Request The Office of the Sangguniang Panlungsod Legislative/Secretariat
1.1. Name

1.2. Address
1.3, Number of Copies
1.4. Purpose

is apen every Monday to Thursday. The telephone no. is 798-0391
Local 672.

MAAGAP

TR TRGENEY e e N aTNE T
| ACTIONS
1. Request for Sangguniang 1.1. Search for the requested None 3-5 Minutes Record Officer 1 Stenographer
Bayan Documents | documents ) o SP Secretariat
2. Releasing of Requested | 2.1, Release the documents None 1-2 Minutes Record Officer 1
Documents Stenographer
3. BARANGAY ORDINANCES AND RESOLUTIONS
Office or Division: OFFICE OF THE VICE MAYOR/SANGGUNIANG PANLUNGSOD
Classification: PLE
Type of Transaction: GOCVERNMENT TO CLIENT
‘Who may avail: ANY PERSON, DEPARTMENTS AND OFFICES
CHECKLIST OF REQUIREMENTS 'WHERE TO SECURE
1. Copy of The Office of the B/ S5
Z supp«ﬁmmnmtirmv} is open every Monday to Thursday. Tnouiulmomls?m—ll!ﬂ
Local 672
CLIENT STEPS “TaGENCY |FEESTOBEPAID | PR "PERSON RESPONSIBLE
ACTIONS
1. Request for the Approval 1.1. Receive, validate and None 3-5 Minutes Record Officer 1
of Or dinances and endorse to 58 Secretary Stenographer
Resolutions for calendar |
2. Prepare Resolution] 2.1, Upon instruction of | SP Secretariat
Ordinance for Agenda Committee Chair on Mone
Rules, record the same SP Secretary and Staff
for inclusion in the
agenda
3. Review, Deliberation 3.1. For review and | None 1-3 of the sp and
and Approval deliberation of S8 During Sangguniang Panlungsod
The Session
3.2. If tha o, 1-3 of the 5P
prepare the documnuu bulouul by Sangguniang Panlungsod
Presiding Officer and SP Secretary,
SP Members and the Mayor
3.3. If disapproved or lack of 1-3 of the 5P
requirements, notify or return the measure to Sangguniang Panlungsod Seeniogripker
kthe Punong Barangay or other concerned. SP Secretary and Staff
4. Issuance of #.1. Forward the documents. | None 2-5 Minutes SP Secretariat
person and agency.
4. ISSUANCE OF CERTIFICATION AND ENDORSEMENT
Office or Division: QFFICEDF THE VICE MAYOR/SANGGUNIANG PANLLINGSOD
Classification:
Type of Transaction: GO\!"ERNMENTTU CLIENT
Who may avall: ANY PERSON, DEPARTMENTS AND OFFICES
CHECKLIST OF REQUIREMENTS | | WHERE TO SECURE
Naone | The Office of th Is open every Monday |
ln11|||rsda\| The telaphone no. !s 7!9-0391 Local 672.
CLIENT STEPS AGENCY ACTIONS | FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE
1. Request for Certification | 1.1. Listen to inguiry and - Mone 1 Minute or less Stenographer
and Endorsemant refer to the concerned parson. | SP Secretary and Staffs
P B L e i
Endorsement or Endorsement Mone 1 Minute or less 5P Secretary and Staffs
3. Release of Requested 3.1, Release the documents
Document /s
5. COMPLAINTS AND FEEDBACK
| Office or Division: OFFICE OF THE VICE MAYOR/SANGGLINIANG PANLUNGSOD
Classification: SIMPLE
Type of Transaction: GOVERNMENT TO CLIENT
‘Who may avail: ANY PERSON, DEPARTMENTS AND OFFICES
iy - Wi T SEGiE
None
CLIENT STEPS AGENCY ACTIONS FEESTO BE | PROCESSING TIME PERSON RESPONSIBLE
PAID
1. Submitting 1.1, Listen ask and help the h [ Hone "2 Minuttes or less " | Stenographer -
| Lotter of clients in their problem/
||:omp|linl concemn and refer to | SP Secretary and Staffs
! | appropriate persan. SP Secretariat
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