
Republic of the Philippines 

Province of Southern Leyte 

Municipality of Saint Bernard 

 

 

CITIZEN CHARTER 
 

Agency: LGU- Saint Bernard 

Office:  Tourism & Investment Promotions Office 

Service: Execution of Contracts, Issuance of Certification, Recommendation, Stat 

Quarterly Report, Notices, Official and Public Communication 

Duration: 8:00 am to 5:00 pm (Monday – Friday); beyond regular hours, as necessary 

 

 

ACTIVITY DOCUMENTS REQUIRED DURATION PERSON RESPONSIBLE 

TRE inquiries None 3mins. Office clerk and/or Dept 

Head 

ACTIVITY DOCUMENTS REQUIRED DURATION PERSON RESPONSIBLE 

Assistance to 

processing of 

requirements 

for National 

Government 

Agencies (DTI, 

Philgeps/GPPB) 

BIR-COR-TIN, Business Name, 

Personal Contact Details 

3mins. Office clerk to check 

documents; Dept Head to 

refer to agency 

concerned (online or 

processing) 

Attend to 

travel-related 

inquiries 

None; (office file for basis as 

reference) 

3mins. Office clerk and Dept 

Head attending to 

inquiries and refer to 

establishment, if necessary 

Receipt of 

visitor statistics 

(quarterly) 

Duly completed Stat Form of 

the establishment 

2mins. Office clerk to receive; 

Dept Head to prepare 

summary for submission 

prov & reg. 

Prepare 

communication 

or notice of 

meeting (LEIPO, 

MIB, Culture & 

Arts) 

Sent to concerned offices as 

per advise from the LCE , 

notice of meeting signed by 

the LCE and sent to different 

concerned offices per 

advise from the LCE 

15 mins. Office clerk 

 

Culture and 

Arts: 

12.  Invitation 

to/by NGAs, 

LGUs, NGOs, 

Liga ng Brgy. 

 

Official communication 

 

3mins. 

 

Dept. Head; LCE for 

recommendation of 

action 

Public 

Information: 

Issuance of 

public notice 

 

 

Issuance of 

Situational 

Reports 

 

Communication/ 

information from concerned 

entity (SOLECO, NGA, 

DOST/PAGASA, MDRRMC, 

etc) 

 

Certified data from brgy 

and MSWDO 

 

5mins. 

 

 

Max12hrs 

 

Dept Head to issue 

forwarded to LGU PA 

system 

 

Dept Head to issue 

forwarded locally and 

online 

 


