1.

Issuance of Certified True Copy / Plain Copy of Ordinance or Resolution

Brief description: This service allows the public to obtain copy/ies of the official records on legislative
actions by the Sangguniang Bayan for transparency and to encourage participatory governance. These
documents are part of the public record.

Office of the Sangguniang Bayan

Simple

G2C (Government to Citizen)

Citizens, Businesses, etc.

Letter Request or Accomplished Request Form | Requesting Person/Office
specifying the Ordinance/Resolution number
and title.

TIME

1. Submitrequestand | 1.1. To receive None 3 minutes Local Legislative Staff
present valid ID (if request. Log and Officer Il
applicable) assign a tracking Local Legislative Staff
number. Officer |
Local Legislative Staff
Assistant |
Local Legislative Staff
Employee I
Administrative Aide I
1.2. Tolocate the | None 5 minutes Local Legislative Staff
requested Officer Il
document Local Legislative Staff
(Ordinance/Resol Officer |
ution). Local Legislative Staff
Assistant |
Local Legislative Staff
Employee Il
Administrative Aide I
1.3.  To photocopy | None 5 minutes Secretary to the
/print the Sanggunian
document and Local Legislative Staff
prepare the Officer Il
Certified True Local Legislative Staff
Copy stamp/ Officer |
signature. Local Legislative Staff
Assistant |
Local Legislative Staff
Employee I
Administrative Aide Il
2. Receive the 2.1.To release the None 2 minutes Local Legislative Staff
Certified True document and Officer Il
Copy. have the client Local Legislative Staff
sign the logbook. Officer |
Local Legislative Staff
Assistant |
Local Legislative Staff
Employee I
Administrative Aide Il
TOTAL
PROCESSING 15 minutes




2. Issuance of Certificate of Appearance
Brief Description: To provide documents to the guests, resource persons, department heads and
stakeholders requesting certificate as official proof that the individual is present and performing their duty
during a specific legislative process under the Office of The Sangguniang Bayan. This certificate is often
required for liquidation of travel expenses, official business (OB) filings and other record purposes.

Office of the Sangguniang Bayan

Simple

G2C/G2G

Individuals who officially transact/attend meetings/hearings at the SB Office

None (Personal Appearance and Logbook Entry
suffice)

Not Applicable

1. Request for 1.1.  To verify None 5 minutes e Local Legislative
Certificate of client's logbook Staff Officer Il
Appearance after the entry/attendance e | ocal Legislative
transaction/meeting. and prepare the Staff Officer |

Certificate. e Local Legislative
Staff Assistant |
e | ocal Legislative
Staff Employee I
e Administrative
Aide Il
2. Receive the 2.1.To release the None 1 minute e Local Legislative
Certificate. Certificate and Staff Officer Il
have the client e Local Legislative
sign the release Staff Officer |
log. e Local Legislative
Staff Assistant |
e Local Legislative
Staff Employee ||
e Administrative
Aide Il
TOTAL 6 minutes
PROCESSING TIME




3. Review of Barangay Ordinances
Brief Description: As mandated by the Local Government Code of 1991 of R.A. No. 7160, The
Sangguniang Bayan has the power to review ordinances passed by the Sangguninang Barangay to
ensure they are consistent with existing law, rules and regulations, and local ordinances and does not
exceed the authority granted by the Sangguniang Barangay.

Office of the Sangguniang Bayan

Highly Technical

G2G (Government to Government)

Component Barangays of the Municipality

1. Transmittal Letter from the Punong
Barangay.

Punong Barangay of the Barangay

2. Approved Barangay
Ordinance/Resolution (Original/Certified
True Copy)

Requesting Barangay

3. Minutes of Public Hearing (if required) Requesting Barangay

4. Proof of Posting/Publication.

Requesting Barangay

1. Submit the required 1.1. To receive None 5 minutes e Local Legislative
documents (within 10 and log the Staff Officer Il
days of transmittal and e | ocal Legislative
enactment/approval). documents. Staff Officer |

Forward to the e Local Legislative
Secretary. Staff Assistant |
e Local Legislative
Staff Employee I
e Administrative
Aide Il

1.2. To transmit None 1 day e Secretary to the
documents to the Sanggunian
concerned
Standing
Committee for
review/study.

1.3. To conduct None 10-39 Working e Committee
review and Days Chairperson and
formulate a Members
Committee
Report.

1.4.To presente ina | None 4 Working Days Municipal Vice
Regular/Special Mayor and
Session for final Sangguniang
review and Bayan Members
approval by the
Sangguniang
Bayan.

2. Receive the 2.1. Torelease the None 1 day Secretary to the
Letter/Resolution final Sanggunian




from the SB Office
affirming/declaring
the ordinance

operative or returning

it with comments.

action/communic
ation to the
concerned
Barangay.

Local Legislative
Staff Officer Il
Local Legislative
Staff Officer |
Local Legislative
Staff Assistant |
Local Legislative
Staff Employee |l
Administrative
Aide Il

TOTAL

PROCESSING TIME

45 Working
Days
(Maximum)




4. Quasi-Judicial Function
Brief Description: The power of the Sanggunian to hear and decide administrative complaints filed against
barangay elective officials on grounds specifically provided under Section 60 of the Local Government
Code of 1991.

Office of the Sangguniang Bayan

Highly Technical

1. Verified Complaint

G2G/G2C

The Public

Lawyer/Notary Public

2. Certification and Verification of Non-

Forum Shopping

Lawyer (Notary Public)

3. Photocopy of Valid ID of the

Complainant

Complainant or Attorney-in-Fact of the Complainant

4. Supporting Pieces of Evidence and

Documents

Complainant or Attorney-in-Fact of the Complainant

1. Complainant/s 1.1. Toreceive | None 5 minutes e Secretary to the
submit the required the Sanggunian
documents. requirements.

1.2. To transmit None 1 day e Secretary to the
documents to Sanggunian
the concerned
Committee for
review/study.

1.3. To conduct None 1 day e Committee
Quasi-Judicial Chairperson and
Hearing. Members

1.4.To inform and None 1-2 Working e Local Legislative
serve the Days Staff Officer Il
Respondent the e Local Legislative
copy of the Staff Officer |
complaint filed e Local Legislative
against him/her. Staff Assistant |
e Local Legislative
Staff Employee I
e Administrative
Aide Il

2. Respondent/s submit | 2.1. To receive the | None 5 minutes e Secretary to the
the Verified Answer Verified Answer. Sanggunian
within fifteen (15)
days upon receipt of
copy of complaint.

2.2.To conduct 90 days e Committee
Quasi-Judicial Chairperson and
Hearing for the Members
investigation of




the case and

formulate a

Committee

Report.

2.3.To presentin a 4 Working days Municipal Vice

Regular/Special (minimum) Mayor and

Session for final Sangguniang

review and Bayan Members

approval by the

Sangguniang

Bayan.

2.4.Torelease the 1 day Secretary to the

final Sanggunian

action/communic Local Legislative

ation to the Staff Officer Il

concerned Local Legislative

individuals. Staff Officer |
Local Legislative
Staff Assistant |
Local Legislative
Staff Employee Il
Administrative
Aide Il

TOTAL 120 Days

PROCESSING TIME

(Maximum)




