1.Letter of Intent

Republic of the Philippines
Province of Pampanga
Municipality of Porac

OFFICE OF THE SANGGUNIANG BAYAN

PROPOSED LEGISLATIVE MEASURES FILED BY A CITIZEN

Sangguniang Bayan Office

Complex

Government to Citizens

General Public

2.Copy of the Draft Measure with the brief
explanatory note (4 sets)

SB Secretariat
2" Floor, Municipal Hall, Gen. Luna St

Poblacion, Porac, Pampanga

and final reading

deliberation and
casting of votes

AGENCY FEES TO | PROCESSING PERSON
CLIENT STEPS ACTIONS BE PAID TIME RESPONSIBLE
1.Submit letter and Docket the draft to | None 2-3 Minutes Secretary/Staff
the draft be included in the (SB Secretariat)
order of business
under First
Reading
2. If required, attend Upon referral to None Depends on the Sponsor,
public hearing the concerned duration of the Concerned SB
Committee, hearing Committee
conduct
public/Committee
Hearing and
submit report to
the plenary
session
3. Wait for the result | Sponsorship and | None Depends on the Concerned
debate of the duration of the Sponsor,
proposed deliberation Sangguniang
measure for Bayan
second reading
Depends on the
Voting on third None duration of the Sangguniang

Bayan

Republic of the Philippines
Province of Pampanga
Municipality of Porac

OFFICE OF THE SANGGUNIANG BAYAN

REVIEW OF BARANGAY ORDINANCES

Sangguniang Bayan Office

Complex

LGU- to- LGU

1. Endorsement Letter from the

Barangay Secretary
2. Four (4) sets of the Ordinance

Sangguniang Barangay

SB Secretariat

2" Floor, Municipal Hall, Gen. Luna St.,

Poblacion, Porac, Pampanga

of the review

result and furnish
the same with a

Copy

AGENCY FEES TO | PROCESSING PERSON
CLIENT STEPS ACTIONS BE PAID TIME RESPONSIBLE
1. Submit the letter Assess and None 3-5 Minutes Secretary/Staff
with the copies of receive copies of (SB Secretariat)
ordinances the ordinance for
inclusion of the
draft in the Order
of Business under
First Reading and
Referral
. . N D d d SB
2. If required, attend Conduct review one theepcjeSra?ic?rT of C%nocriﬂﬁtees
to clarify issues and Committee the review
hearing
Deliberate and
have the None Depends on Sangguniang
Resolution signed the duration of Bayan
if the Ordinance is the deliberation
declared valid or
not ultra vires
Notify the
4. Wait for the result | Applicant on the None 2-5 Minutes Secretary/Staff

(SB Secretariat)

Republic of the Philippines
Province of Pampanga
Municipality of Porac

OFFICE OF THE SANGGUNIANG BAYAN

ACCREDITATION OF NON-GOVERNMENTAL ORGANIZATIONS

Sangguniang Bayan Office

Complex

Government to Citizens

1. Letter of Intent or duly
accomplished Application Form

2. Board Resolution signifying
Intention for accreditation

3. Certificate of Registration (SEC,
DOLE, ect.)

4. List of current officers and
members

5. Annual Accomplishment Report

6. Financial Statement

/. Profile indicating the purposes
and objectives of the
organization

8. A copy of the minutes of the
meeting of the organization

9. A copy of Constitution and By-
laws of the organization

(Note: Documents must be in 5 sets)

NGOs, CSOs, POs

SB Secretariat

2" Floor, Municipal Hall, Gen. Luna St

Poblacion, Porac, Pampanga

have the same
received for
iInclusion of the
draft Resolution in
the Order of
Business under
First Reading and
Referral

documents

AGENCY FEES TO | PROCESSING PERSON
CLIENT STEPS ACTIONS BE PAID TIME RESPONSIBLE
1.Submit application | Assess Secretary/Staff
and required documents and None 2-3 Minutes (SB Secretariat)

Republic of the Philippines
Province of Pampanga
Municipality of Porac

OFFICE OF THE SANGGUNIANG BAYAN

NEW APPLICATION FOR
MOTORIZED -TRICYCLE FOR HIRE FRANCHISE

Office of the Vice Mayor

Simple

Government to Franchisee/Operator

Driver/Operator

1. Certificate of Registration
2. Official Receipt

3. Cancellation of Previous Franchise (If
Needed)

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

AGENCY FEES TO | PROCESSING PERSON
CLIENT STEPS ACTIONS BE PAID TIME RESPONSIBLE
File Application Validation of None 3-5 Minutes Staff (VM Office)
documents,
encoding
Pay applicable fees Accept payment Php 290.00 | 2-3 Minutes Treasury
and charges and issue Official Personnel
Receipt
Wait for the release Printing, Signing 2-3 Minutes Vice Mayor and
and issuance of Staff
the franchise
(MTOP) and
Sticker

Gitizen's Charter
angguniang Bayan

adopted Resolution of
Accreditation

issuance of the
Resolution

Page 2
AGENCY FEES TO | PROCESSING PERSON
CLIENT STEPS ACTIONS BE PAID TIME RESPONSIBLE

2. Attend to the Conduct
scheduled Committee Committee/Public None Depends on the | SB Committee on
or public hearing Hearing and Submit duration of the Awards

Report to the hearing

plenary session
3. Wait for the result of | Deliberate and have | None Depends on the | Sangguniang Bayan
the application the Resolution duration of the

signed if the deliberation

application is

approved
4. Upon notification, Notify the Applicant | None 2-5 Minutes Secretary/Staff
receive copy of the for the release or (SB Secretariat)

2. Official Receipt

Republic of the Philippines
Province of Pampanga
Municipality of Porac

OFFICE OF THE SANGGUNIANG BAYAN

RENEWAL APPLICATION FOR

MOTORIZED -TRICYCLE FOR HIRE FRANCHISE

Republic of the Philippines
Province of Pampanga
Municipality of Porac

OFFICE OF THE SANGGUNIANG BAYAN

REQUEST FOR CERTIFIED PHOTOCOPY OF
SANGGUNIANG BAYAN DOCUMENTS

Sangguniang Bayan Office

Simple

Government to Citizens

General Public

1. Written request indicating the
purpose and number of copies
2. Valid |.D. with picture

SB Secretariat
2" Floor, Municipal Hall, Gen. Luna St.,
Poblacion, Porac, Pampanga

AGENCY FEES TO | PROCESSIN PERSON
CLIENT STEPS ACTIONS BE PAID G TIME RESPONSIBLE
1. Submit the letter of | Search for the None 3-5 Minutes Secretary/Staff
request requested (SB Secretariat)
document
2.Pay the Receive payment goertlfled 2-3 Minutes Treasury
. . . py — Personnel
corresponding fee and issue official Php 50.00
receipt '
Succeeding
page/s -
Php 3.00
3. Receive copy of Release the None 1-2 Minutes Secretary/Staff
the document/s document/s (SB Secretariat)

Office of the Vice Mayor

Simple

Government to Franchisee/Operator

Driver/Operator

1. Certificate of Registration

3. Copy of the Previous Franchise

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

AGENCY FEES TO | PROCESSING PERSON
CLIENT STEPS ACTIONS BE PAID TIME RESPONSIBLE
File Application Validation of None 3-5 Minutes Staff (VM Office)
documents,
encoding
Pay applicable fees Accept payment Php 190.00 | 2-3 Minutes Treasury
and charges and issue Official Personnel
Receipt
Wait for the release Printing, Signing 2-3 Minutes Vice Mayor and
and issuance of Staff
the franchise
(MTOP) and
Sticker

Republic of the Philippines
Province of Pampanga
Municipality of Porac

OFFICE OF THE SANGGUNIANG BAYAN

FILING OF ADMINISTRATIVE COMPLAINT AGAINST
ERRING ELECTED BARANGAY OFFICIALS

Sangguniang Bayan Office

Complex

Government to Citizens

General Public

1. Verified complaint (under oath)
indicating the name of the Sangguniang Bayan Secretariat
respondent barangay official, 2" Floor, Municipal Hall, Gen. Luna St.,
position, address, incidents Poblacion, Porac, Pampanga
2. Evidences
3.Valid I.D. with picture
AGENCY FEES TO | PROCESSING PERSON
CLIENT STEPS ACTIONS BE PAID TIME RESPONSIBLE
1.File Complaint L None 3-5 Minutes Staff /Secretary
Vallc_la_tlon and SB Secretariat
receiving of the
complaint
documents
2.Attend hearing S None Depends on Sangguniang
urtr;mon i the duration of Bayan/Quasi-
(su pognaz ffe. al the hearing and Judicial Body
resdpgr:hen orticia promulgation of
ang rthere are the decision
substantial
evidences, hear
the complaint and
promulgate the
decision
Furnish the
3.Wait for the complainant with | None 2-3 Minutes (if | Staff /Secretary
decision the copy of the in person) SB Secretariat
decision




