3. ISSUANCE OF CERTIFICATE OF INDIGENCY

This service is intended to help indigent families to avail of services such as
medical/hospital referral.

Office or Division:

Mayor’s Office

4. ISSUANCE OF ENDORSEMENT LETTER

An endorsement letter is made to facilitate the approval of municipal/barangay

resolutions.

1. ISSUANCE OF MAYOR’S CLEARANCE

The Mayor’s Clearance certifies that the individual is a resident of the municipality, of
good moral character and is a law-abiding citizen.

The clearance is a document usually availed of by individuals seeking employment
and for any other purpose.

2. ISSUANCE OF BUSINESS PERMIT

There shall be collected an annual fee at the rates provided for the issuance of
Business Permit to every person that shall conduct business, trade or activity within

the municipality.

Office or Division:

Mayor’s Office

Office or Division:

Mayor’s Office

Classification:

Simple Transaction

Classification:

Simple Transaction

Type of
Transaction:

Government-to-Citizens

Who may avail:

Entrepreneurs

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

NEW BUSINESS

1. Proof of Business Registration

Department of Trade & Industry/ Securities &

(1 original) Exchange Commission/ Cooperative Development
Authority 1Regional Office No. 3
SACOP, Maimpis, City of San Fernando

2. Business capitalization (1 photocopy) Client

3. Occupancy Permit

(1 photocopy)

Municipal Engineer’s Office
2" Floor, Municipal Hall, Gen. Luna St.,
Poblacion, Porac, Pampanga

4. Contract of Lease (if lessee)

(1 photocopy)

Lessor

5. Barangay Business Clearance

(1 original)

Barangay Hall where the Client/Applicant where the
business is located

RENEWAL APPLICATION

1. Proof of Gross Receipts/ITR

(1 photocopy)

Bureau of Internal Revenue
RR 4 Building, BIR Complex, Mc Arthur Highway
Sindalan City of San Fernando, Pampanga

2. Barangay Business Clearance

Barangay Hall where the Client/Applicant where the

1¥::sgfction: Government-to-Citizens
Who may avail: General Public
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Barangay Clearance (1 original) Barangay Hall where the Client/Applicant is
residing
2. Police Clearance (1 original) Police Station
Poblacion, Porac, Pampanga
3. Community Tax Certificate (1 original) Municipal Treasurer’s Office
1% Floor, Municipal Hall, Poblacion, Porac,
Pampanga
AGENCY FEES TO | PROCESSING PERSON
CLIENT STEPS ACTIONS BE PAID TIME RESPONSIBLE
1. Submit all 1.1 Receive and None 5 minutes Administrative Aide
requirements. review the Mayor’s Office
requirements if
complete and duly
signed.
1.2 Prepare the None 5 minutes Administrative Aide
clearance. Mayor’s Office
2. Proceed to the 2. Receive PHP 50.00 10 minutes Cashier
Treasurer's Office to | payment and for the Municipal
pay prescribed fee. issue Official Clearance Treasurer’s Office
Receipt.
3. Affix signature on 3. Sign the None 5 minutes Municipal Mayor/
the clearance. clearance. Municipal
Administrator/
Executive Assistant
Mayor’s Office
4. Receive the 4. Get a duplicate None 5 minutes Administrative Aide
Mayor’s clearance copy, record and Mayor’s Office
release the
clearance.
TOTAL: | PHP 50.00 30 minutes

(1 original) business is located
AGENCY FEES TO BE | PROCESSIN PERSON
CLIENT STEPS ACTIONS PAID G TIME RESPONSIBLE
1. Submit complete 1.1 Receive and None 10 minutes Administrative Aide
and accomplished review the Mayor’s Office
application forms and | application.
attach documentary 1.2 Prepare the None 5 minutes Administrative Aide
requirements and Permit. Mayor’s Office
one-time verification
2. Receive the 2. Get a duplicate None 5 minutes Administrative Aide
Mayor’s Business copy, record and Mayor's Office
Permit release the
Permit.
TOTAL: None 20 minutes

Classification:

Simple Transaction

Office or Division:

Mayor’s Office

Type of
Transaction:

Government-to-Citizens

Classification:

Simple Transaction

Who may avail:

General Public

Type of
Transaction:

Government-to-Government

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Who may avail:

Barangays within the Municipality

5. ISSUANCE OF PERMIT TO ENTER (BRGY. SAPANG UWAK &
MIYAMIT FALLS)

The permit is given to the tourist or group of excursionists to enter Barangay Sapang
Uwak and hike at Miyamit Falls provided they will follow the rules and regulations of

the barangay.

The Permit to enter is revocable if the tourist or group violates any existing rules and
regulations being implemented by the Barangay Sapang Uwak.

1. Barangay Clearance

Barangay Hall where the Client/Applicant is

Office or Division:

Mayor’s Office (Tourism Office)

Classification:

Simple Transaction

Type of
Transaction:

Government-to-Citizens

Who may avail:

General Public

6. REQUEST FOR DATA, TRAINING, DRILLS AND OTHER SERVICES

The Municipal Disaster Risk Reduction and Management Office (MDRRMO), aims to
develop and strengthen the capacities of vulnerable and marginalized groups to
mitigate, prepare for, respond to, and recover from the effects of disaster.

Office or Division:

Mayor’s Office (Municipal Disaster Risk Reduction and Management
Office)

Classification:

Complex Transaction

Type of
Transaction:

Government-to-Citizens

Who may avail:

General Public

& L] MDUEKDURNY 0 DL RWV2II

requested training
2. Receive requested | 2. Conduct None 3 days Assistant LDRRMO
service(s). appropriate Municipal Disaster
assistance to the Risk Reduction and
client. Management Office
TOTAL: None 3 days,
34 minutes

7. ISSUANCE OF ENVIRONMENTAL CERTIFICATION

An issuance of certification for those business establishments (medium to large
business) is one of the proofs that they are compliant on the environmental laws and
for public safety and healthy environment.

(1 original) residing
2. MSWD Certification Municipal Social Welfare Development Office
(1 original) 1% Floor, Municipal Hall, Gen. Luna St.,
Poblacion, Porac, Pampanga
AGENCY FEES TO | PROCESSING PERSON
CLIENT STEPS ACTIONS BE PAID TIME RESPONSIBLE
1. Submit all 1.1 Receive and None 5 minutes Administrative Aide
requirements. review the Mayor’s Office
requirements if
complete and duly
signed.
1.2 Prepare the None 5 minutes Administrative Aide
Certificate of Mayor’s Office
Indigency.
1.3 Sign the None 5 minutes Municipal Mayor/
Certificate of Municipal
Indigency. Administrator/
Executive Assistant
Mayor’s Office
2. Receive the 2. Get a duplicate None 5 minutes Administrative Aide
Certificate of copy, record and Mayor’s Office
Indigency. release Certificate
of Indigency.
TOTAL: None 20 minutes

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Municipal/barangay resolutions Client
(1 original)
AGENCY FEES TO | PROCESSING PERSON
CLIENT STEPS ACTIONS BE PAID TIME RESPONSIBLE
1. Submit the 1.1 Receive and None 5 minutes Administrative Aide
municipal/barangay review resolution Mayor’s Office
resolution(s). if duly signed by
persons
concerned.
1.2 Prepare None 5 minutes Municipal Mayor/
endorsement/ Municipal
cover letter ready Administrator/
for the signature Executive Ass_istant
of the Mayor. Mayor’s Office
1.3 Endorse None 5 minutes Municipal Mayor/
resolution to Municipal
Office concerned Administrator/
Executive Assistant
Mayor’s Office
2. Receive copy of 2. Get a duplicate None 5 minutes Administrative Aide
the endorsement copy, record and Mayor’s Office
release the
Endorsement
Letter.
TOTAL: None 20 minutes

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Identification Card (1 photocopy) Client
2. Waiver Form(Signed and Filled Up) 2" floor Municipal Annex Building,
(1 original) Cangatba, Porac, Pampanga
3. Official Receipt for Environmental Fee | Municipal Treasurer’s Office
(PHP 100.00) per pax (1 original) 1% Floor, Municipal Hall, Poblacion, Porac,
Pampanga
AGENCY FEES TO | PROCESSING PERSON
CLIENT STEPS ACTIONS BE PAID TIME RESPONSIBLE
1. Submit all 1. Receive and None 2 minutes Administrative Aide
requirements. review the Tourism Office
requirements if
complete and
duly signed.
2. Proceed to the 2.1 Receive Php 3 minutes Cashier
Treasurer’s Office to | payment and 100.00 per Municipal
pay prescribed fee. issue Official pax Treasurer's Office
Receipt.
2.2 Sign the None 1 minute Officer In Charge-
permit. Tourism Officer
Tourism Office
3. Receive the Permit | 3. Get a duplicate None 1 minute Administrative Aide
to Enter copy, record and Tourism Office
release the
permit
TOTAL: PHP 7 minutes
100.00

Office or Division:

Classification:

Type of Transaction:

Who may avail:

CHECKLIST OF REQUIREMENTS

EES TO BE/PROCESSIN PERSON
CLIENT STEPS AGENCY ACTIONS PAID TIME RESPONSIBLE

WHERE TO SECURE

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Request Letter (2 original) Client
2. Training Design for Trainings (2 original) | Client
AGENCY FEES TO | PROCESSING PERSON
CLIENT STEPS ACTIONS BE PAID TIME RESPONSIBLE
1. Submit request 1.1 Received . Assistant LDRRMO
letter addressed to approved letter None 2 minutes LDRRMO
Municipal Mayor: Hon. | from Mayor’ Office Municipal Disaster
Jaime V. Capil, and coordinate to Risk Reduction and
attention to LDRRMO: | the concerned Management Office
Francis S. Caligagan, | section
RN 1.2 Verify request None 10 minutes LDRRMO
and forward to the Municipal Disaster
appropriate Risk Reduction a‘nd
division/section Management Office
1.3 Evaluate None 15 minutes LDRRMO
request for Municipal Disaster
approval: Risk Reduction and
e Furnish Management Office
copy of
requested
documents.
e Schedule
date of
activity (for
training)
1.4 Inform the None 2 minutes Assistant LDRRMO
requesting entity Municipal Disaster
of the status of Risk Reduction and
their request Management Office
1.5 Organize and None 5 minutes LDRRMO
Prepare Municipal Disaster
MDRRMO Risk Reduction and
Personnel for the Management Office

Office or Division:

Classification:

Type of Transaction:

Who may avail:

Office or Division: Mayor’s Office (Municipal Environment and Natural Resources Office)
Classification: Simple Transaction
H::s:fcti —_— Government-to-Business
Who may avail: Business Establishment in the Municipality
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Letter of intent (1 original, 1 photocopy) | Client
AGENCY FEES TO | PROCESSING PERSON
CLIENT STEPS ACTIONS BE PAID TIME RESPONSIBLE
1. Submit the letter of | 1. Receive and None 2 minutes Administrative Aide
intent discuss the letter Senior
of intent with the Environmental
client Management
Specialist
Municipal
Environment and
Natural Resources
Office
2. Assist the MENRO | 2. Conduct None 45 minutes Administrative Aide
or MENRO staff to inspection in the Including travel Senior
the site in conducting | site together with time Environmental
the inspection the client Management
Specialist
Municipal
Environment and
Natural Resources
Office
3. Verify and confirm | 3. Review the None 5 minutes Administrative Aide
the inspection report | discuss the Senior
inspection report Environmental
with the client Management
Specialist
Municipal
Environment and

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

aims to promote healthy lifestyle and responsible sexuality and assist the youth and
adolescents to avoid early sexual engagement, teenage pregnancies, early marriages,
sexually transmitted infections and other psycho-social concerns.

CLIENT STEPS AGENCY ACTIONS| FEES TO |PROCESSING PERSON
BE PAID TIME RESPONSIBLE

Office or Division:
Classification:
Type of Transaction:
Who may avail:
CHECKLIST OF REQUIREMENTS

FEES TO |PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS BE PAID TIME RESPONSIBLE

WHERE TO SECURE



