
Agency : LGU-Saint Bernard
Office : Office of the Mayor
Duration : 8:00 am to 5:00 pm

SERVICE STEPS/PROCEDURES REQUIREMENTS DURATION PERSON RESPONSIBLE
1. Sign in Clients Log Book 1 day Mayor's Office Staff
2. For the issuance of Mayor's Clearance Police Clearance

Barangay Clearance
Official Receipts
Accomplished personal data sheet Mayor's Office Staff
Resolution/Request Letter Private Secretary

1. Sign in Clients Log Book 1 day Mayor's Office Staff

3. Pay the required Clearance/Certification fee Order of Payment
Revenue Collection Clerk 

(MTO)
Mayor's Office Staff

Municipal Mayor
1. Sign in Client Log Book 1 day Mayor's Office Staff

1. Sign in Clients Log Book 1 day Mayor's Office Staff

3. Scheduling of date Marriage Accomplished Certificate of Marriage 1 day Private Secretary

2. Submit requirements for review & due evaluation

2. Submit requirements for review & evaluation

3. Processing of Business Permit and release thereof after 
duly signed by the Municipal Mayor or the authorized 
signatory  of the LCE

Official Receipt

Certificate of Pre-Marriage Counseling, 
Marriage License, certificate re: RA 9003

4. Administer Solemnization

Mayor's Office Staff

Mayor's Office Staff

Mayor's Office Staff

Private Secretary

Official Receipts for Mayor's Clearance and 
Certification

*Submit documents fo review and verfication

1 day

1 day

Letter request, Certificate of Residency and 
Other pertinent documents

Assessed assessment form for Business 
Permit & License

Municipal Administrator

1 day
Mayor's Office Staff

B. Preparation and Issuance of 
Mayor's Permit, Affidavits and Other 
Pertinent Documents

4. Return to Mayor's Office for the processing,approval 
and release

Official  Receipts 1 day

1 day
Mayor's Office Staff

3. Pay the required Clearance/Certification fee at Treasury 
Office

Order of Payment

For Job Recommendation & Endorsement 1 day

Revenue Collection Clerk 
(MTO)

A. Issuance of Mayor's Clearance, Job 
Recommnedations, Certifications and 
Endorsement Letters

4. Return to the Mayor's Office for the processing, 
approval and release of clearance, certification and 
endorsement letter

C. Issuance of Business Permits

4. Claim Prepare & record a copy of the client 
before releasing of Business Permit

1 day

1 day All the necessary documents & Clearances

1 day Municipal Mayor

Republic of the Philippines
Province of Southern Leyte

Municipality of Saint Bernard

CITIZEN CHARTER

D. Preparation of Marriage Certificate 
and schedule of Solemnization of 
Marriage 

2. Submit requirements for review and evaluation 1 day



Agency : LGU-Saint Bernard
Office : Office of the Mayor
Duration : 8:00 am to 5:00 pm

SERVICE STEPS/PROCEDURES REQUIREMENTS DURATION PERSON RESPONSIBLE

Republic of the Philippines
Province of Southern Leyte

Municipality of Saint Bernard

CITIZEN CHARTER

1. Sign in Clients Log Book 1 day Mayor's Office Staff

3. Preparation of Travel Orders Verified request and invitations 1 day Private Secretary

1. Sign in Clients Log Book 1 day Mayor's Office Staff

3. Submit documents for review and due evaluation Received documents 1 day Municipal Administrator
4. Approval of the Mayor 1 day Municipal Mayor

1. Sign in Clients Log Book 3 minutes Mayor's Office Staff

For NGOs Accredited by the Sangguniang 
Bayan
* Certificate of Accreditation for Non-
accredited NGO's:

For Barangays:
* Resolution with attached program of 
works
* MOA between LGU and barangay, If 
required

Private Secretary

Municipal Administrator

Municipal Administrator

1 day

1 day

Letter request and project proposal 5 minutes

2. Submit documents for records purposes and verification

2. Submit documents for records and routing purposes

2. Present request and proposal to the Mayor for approval

G. Granting of Financial and Material 
Assistance for Barangay and NGO 

Programs and Projects
3. Submit requirements for review & verification

* MOA between LGU and NGO

10 minutes
Municipal Administrator

Letter request and invitation

Communication and other correspondence
F. Receiving Routing and Responding 
of Incoming Communications and 
Other Correspondence 

E. Preparation of Travel Orders and 
Provides Municipal Service Vehicle to 
Barangays, NGO's, NGA's and other 

accrediated organization
4. Approval of the Mayor Accomplished Travel Order 1 day Municipal Mayor



Agency : LGU-Saint Bernard
Office : Office of the Mayor
Duration : 8:00 am to 5:00 pm

SERVICE STEPS/PROCEDURES REQUIREMENTS DURATION PERSON RESPONSIBLE

Republic of the Philippines
Province of Southern Leyte

Municipality of Saint Bernard

CITIZEN CHARTER

H.Issuance of Franchise to Motorcab 1. Sign in Clients Log Book 3 minutes Mayor's Office Staff

Official receipt & Registration of Vehicle 
from LTO

3. Pay the required Fees Official receipt 5 minutes
Revenue Collection Clerk 

(MTO)

5. Claim
Prepare & record a copy of the client 
before releasing of Franchise certification

5 minutes
Mayor's Office Staff

2. Submit documents for review and verification

4. Approval of the Mayor

5 minutes Mayor's Office Staff

5 minutes Mayor's Office Staff

Certification from the association of 
transportation signed by the President of 
the Association

All the necessary documents 

Previous Franchise Confirmation & 
Verfication

Municipal Mayor

4. Processing of Franchise certification and release thereof 
after duly signed by the Municipal Mayor 

END OF THE TRANSACTION


