
Schedule of Availability of Service: Monday to Friday 8:00 AM - 5:00 PM (No Noon Break)

Office or Division:
Classification:
Type of Transaction:

Business Retirement Application Municipal Treasurer's Office

Submit required documents to the BPLO staff
Review documents and check for any 
outstanding taxes, fees, or charges

BPLO Staff

Proceed to designated payment window (1-6) Accept payment and issue Official Receipt Revenue Collection Clerk 

Surrender Business Tax Plate and Business 
License

Issue Certificate of Closure BPLO Staff

Barangay Certificate Barangay

None

PROCESSING 
TIME

ISSUANCE OF CERTIFICATE OF CESSATION OF BUSINESS
 (Kind of Service/s)

MUNICIPAL TREASURER'S OFFICE
SIMPLE
G2B - Government to Business

1 day

*****END OF TRANSACTION*****

FEES TO BE PAID

All Business Establishments within the Municipality

CITIZEN'S  CHARTER (LGU - Saint Bernard)

1 day

PERSON RESPONSIBLE

TOTAL

Based on outstanding balances (e.g., unpaid business taxes or penalties)

None

Who may avail

CLIENT STEPS AGENCY ACTIONS

CHECKLIST OF REQUIREMENTS WHERE TO SECURE



Schedule of Availability of Service: Monday to Friday 8:00 AM - 5:00 PM (No Noon Break)

Office or Division:
Classification:
Type of Transaction:

1. Proceed to BPLO Staff Compute applicable business tax dues 1 day BPLO Staff
2. Proceed to Window 6 for payment Accept payment and issue Official Receipt 1 day Revenue Collection Clerk
3. Return to BPLO Staff with Official Receipt Posting payments 1 day BPLO Staff

None

PROCESSING 
TIME

PAYMENT OF BUSINESS TAX
 (Kind of Service/s)

MUNICIPAL TREASURER'S OFFICE
SIMPLE
G2B - Government to Business

CITIZEN'S  CHARTER (LGU - Saint Bernard)

3 days

PERSON RESPONSIBLE

*****END OF TRANSACTION*****

TOTAL Based on quarterly business tax

FEES TO BE PAID

Based on quarterly business tax
None

Who may avail

CLIENT STEPS AGENCY ACTIONS

All Business Establishments

CHECKLIST OF REQUIREMENTS WHERE TO SECURE



PAYMENT OF OTHER FEES AND CHARGES
 (Kind of Service/s)

Schedule of Availability of Service:

Office or Division:
Classification:
Type of Transaction:

Present the documents (if any) at Window 1/2/3/4/5/6 Verification None 1 day

Wait for the computation of fees
Computes and assesses the required fees
and charges

Depending on the nature of the fees and 
charges to be paid.

1 day

Pay the required amount
Receive payment and issue the 
corresponding receipt

None 1 day

3 days

Monday to Friday 8:00 AM - 5:00 PM (No Noon Break)

MUNICIPAL TREASURER'S OFFICE
SIMPLE
G2C

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

CITIZEN'S  CHARTER (LGU - Saint Bernard)

ALLWho may avail

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

Revenue Collection Clerk

*****END OF TRANSACTION*****

Order of payment, Citation ticket, or Other documents Office of the Municipal Treasurer or other office applicable

TOTAL



Schedule of Availability of Service:

Office or Division:
Classification:
Type of Transaction:

Proceed to Window 1 and apply for a cemetery lot lease Validate requirements and check lot availability 1 day Revenue Collector Clerk

Proceed to Rural Health Unit for application of death
certificate

1 day RHU Staff

Burial Permit ₱50.00
Rental of Niche 5 years (renewable once) ₱3,500.00
Renewal of Niche 5 years ₱3,500.00
Bone Niche 5 years (renewable) ₱2,500.00

Proceed to Cemetery-In-Charge for tomb/niche 
assignment

Endorse to Cemetery-In-Charge

3 days

PAYMENT OF CEMETERY CHARGES
 (Kind of Service/s)

Monday to Friday 8:00 AM - 5:00 PM (No Noon Break)

MUNICIPAL TREASURER'S OFFICE
SIMPLE

PROCESSING TIME

1 day

PERSON RESPONSIBLE

Revenue Collector Clerk

G2C

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Death Certificate Local Civil Registry

*****END OF TRANSACTION*****

FEES TO BE PAID

CITIZEN'S  CHARTER (LGU - Saint Bernard)

 Heirs or representatives of the deceased

TOTAL

Who may avail

CLIENT STEPS

Request tomb/niche rental and pay required fee

AGENCY ACTIONS

Compute rental fee and issue official receipt

Record details and photocopy Official Receipt.

Endorsement from Municipal Health Office or Cemetery In-Charge Municipal Health Office

None

None

None



PAYMENT OF MARKET RENTAL
 (Kind of Service/s)

Schedule of Availability of Service:

Office or Division:
Classification:
Type of Transaction:

Pay the required amount to the Revenue Collection Clerk
during the scheduled market visit (every 2nd week of the
month)

Receive payment and issue Official Receipt Monthly Rental 1 day Revenue Collection Clerk

1 day

Monday to Friday 8:00 AM - 5:00 PM (No Noon Break)

MUNICIPAL TREASURER'S OFFICE
SIMPLE
G2B

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

CITIZEN'S  CHARTER (LGU - Saint Bernard)

Who may avail

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

*****END OF TRANSACTION*****

Business Owner

Payment for Monthly Rental Pay directly to the Revenue Collection Clerk during visit

TOTAL



Schedule of Availability of Service: Monday to Friday 8:00 AM - 5:00 PM (No Noon Break)

Office or Division:
Classification:
Type of Transaction:

Proceed to BPLO staff (Submission of all documents) Verify, prepare, and endorse for assessment 1 day BPLO Staff

Mayor's Permit                                                             ₱350.00
Health & Sanitary                                                        ₱250.00
Weight & Measure        60.00/220.00
Reg. of Book of Accts.  ₱90.00
Tax Clearance                                                       ₱50.00
License Fee (may vary on Line of Business)            _______
Soft Drinks(200.00) Beer(300.00)                          ₱500.00
Vino (300.00) Tuba (275.00)                                       ₱575.00
Business Plate                                                           ₱300.00
Sticker                                                                            ₱50.00
Brgy. Business Clearance ₱100.00
MFCF                                                                          ₱300.00
Note: Garbage Fee may vary for NEW Business    P40.00/mo

Proceed to BPLO Issuance of permit 1 day BPLO Staff
Proceed to Mayor's Office Release of permit

AVAILMENT OF BUSINESS PERMIT
 (Kind of Service/s)

MUNICIPAL TREASURER'S OFFICE
SIMPLE
G2B

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Cedula Barangay 
Barangay Certificate Barangay 
OBO - Clearance Slip Municipal Engineering Office
Health Certificate - Sanitary Permit to Operate Municipal Health Office

None

PROCESSING TIME

CITIZEN'S  CHARTER (LGU - Saint Bernard)

All business operators

FEES TO BE PAID

*****END OF TRANSACTION*****

TOTAL

1 day

3 days

PERSON 
RESPONSIBLE

Revenue Collector

None

Who may avail

CLIENT STEPS

Proceed to Treasurer's Office

AGENCY ACTIONS

One-Time Assessment and payment



Schedule of Availability of Service: Monday to Friday 8:00 AM - 5:00 PM (No Noon Break)

Office or Division:
Classification:
Type of Transaction:

Present weighing and measuring instruments during 
renewal of business permit. Instruments are tested, 
calibrated, and sealed every 6 months.

Inspect, verify capacity and type of instrument 1 day

Kinds of Sealing and Weighing Instruments Fee
(a) Linear Metric Measures

• Not over 1 meter  ₱         30.00 
• 1 meter and above  ₱         35.00 

(b) Metric Measures of Capacity
• Not over 10 liters  ₱         30.00 
• 10 liters and above  ₱         60.00 

(c) Metric Instruments of Weight
• Up to 30 kg  ₱         30.00 
• 30 kg – 300 kg  ₱         35.00 
• 300 kg – 3,000 kg  ₱         60.00 
• Over 3,000 kg  ₱       120.00 

(d) Apothecary balances of precision  ₱       220.00 
(e) Scale or balance with complete set of 
weights

 ₱       220.00 

• Each scale or balance used with weights  ₱         50.00 
• Each extra weight  ₱         30.00 

(f) Re-testing & re-sealing (outside office by 
request)

 ₱ 150.00 + 
service 
charge 

Receive sealed/certified instrument Stamp/seal and issue certificate of calibration 1 day

SEALING AND LICENSING OF WEIGHTS AND MEASURES
 (Kind of Service/s)

MUNICIPAL TREASURER'S OFFICE
SIMPLE
G2B

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Weighing and measuring instruments Client

None

PROCESSING TIME

TOTAL

*****END OF TRANSACTION*****

FEES TO BE PAID

BUSINESS OWNERS USING WEIGHT AND MEASURE INSTRUMENTS

CITIZEN'S  CHARTER (LGU - Saint Bernard)

1 day

3 days

PERSON RESPONSIBLE

Revenue Collection Clerk

None

Who may avail

CLIENT STEPS

Pay Sealing Fee

AGENCY ACTIONS

Accept payment and issue Official Receipt



Schedule of Availability of Service:

Office or Division:
Classification:
Type of Transaction:

Sangguniang Bayan Office

Present required documents at Window 1 or 2 Evaluate and verify completeness of documents 1 day
Mayor's Permit  ₱    350.00 
Cab Registration  ₱      75.00 
Bicycle Registration  ₱      25.00 
Plate Number  ₱      75.00 
Sticker  ₱      40.00 

Receive Official Receipt Prepare and finalize Application Form for Franchise 1 day
Proceed to Mayor's Office Approve and release Mayor’s Permit 1 day Mayor's Office Staff
Return to Treasurer’s Office at Window 1 or 2 for 
sticker release

Record in logbook and release sticker number 1 day Revenue Collector Clerk

565.00₱    5 days

*****END OF TRANSACTION*****

FEES TO BE PAID

TOTAL

Who may avail

CLIENT STEPS

Pay amount to the collector

AGENCY ACTIONS

Accept payment and Issue Official Receipt

TRISIKAD (POTPOT) OPERATORS IN THE MUNICIPALITY

Yellow Card

None

None
None

CITIZEN'S  CHARTER (LGU - Saint Bernard)

PROCESSING TIME

1 day

PERSON RESPONSIBLE

Revenue Collector Clerk

Laboratory Municipal Health Office
Checklist Police Station

G2C

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Barangay Business Certificate

Monday to Friday 8:00 AM - 5:00 PM (No Noon Break)

MUNICIPAL TREASURER'S OFFICE
SIMPLE

Barangay Hall

APPLICATION OR RENEWAL OF TRISIKAD (POTPOT) PERMIT
 (Kind of Service/s)

None

Community Tax (Cedula) Barangay Hall



Schedule of Availability of Service:

Office or Division:
Classification:
Type of Transaction:

Client

Municipal Treasurer's Office

Present required documents at Window 1 or 2 Evaluate and verify completeness of documents 1 day
Annual Franchise Fee  ₱     600.00 
Mayor's Permit  ₱     350.00 
Filing Fee  ₱     200.00 

Fare Adjustment Fee  ₱     150.00 

MFCF  ₱     300.00 
Sticker  ₱       75.00 
One Unit (Mayor's Cert.) 
if no BIR payment

 ₱     250.00 

Receive Official Receipt Prepare and finalize Application Form for Franchise 1 day
Proceed to Mayor's Office Approve and release Mayor’s Permit 1 day Mayor's Office Staff
Return to Treasurer’s Office at Window 1 or 2 for 
sticker release

Record in logbook and release sticker number 1 day Revenue Collector Clerk

1,925.00₱   5 days

WHERE TO SECURE

Barangay Business Certificate Barangay Hall

APPLICATION OR RENEWAL OF TRICYCLE/CENTER CAB FRANCHISE
 (Kind of Service/s)

Monday to Friday 8:00 AM - 5:00 PM (No Noon Break)

MUNICIPAL TREASURER'S OFFICE
SIMPLE

*****END OF TRANSACTION*****
TOTAL

Who may avail

CLIENT STEPS

Pay amount to the collector

AGENCY ACTIONS

Accept payment and Issue Official Receipt

Existing Franchise Document

None

None
None

None

Laboratory Municipal Health Office
Checklist Police Station

CITIZEN'S  CHARTER (LGU - Saint Bernard)

FEES TO BE PAID

TRICYCLE/CENTER CAB OPERATORS IN THE MUNICIPALITY

PROCESSING TIME

1 day

PERSON RESPONSIBLE

Revenue Collector Clerk

TODA Certificate Tricycle Operators and Drivers Association (TODA)

Community Tax (Cedula) Barangay Hall
OR/CR Client
Driver's License

G2C

CHECKLIST OF REQUIREMENTS



COLLECTION OF WATER BILL
 (Kind of Service/s)

Schedule of Availability of Service: Monday to Friday 8:00 AM - 5:00 PM (No Noon Break)

Office or Division:
Classification:
Type of Transaction:

Posting and printing of water bill Revenue Collection Clerk

Distribution
Municipal Waterworks System 

Staffs
Proceed to MTO Window 1/2/3/4/5/6 and present bill or 
request reprint

Verify account and amount due 1 day

Consumption
1. Minimum of 10 cu. m./month
a) Residential service                                   70.00₱     
b) Commercial service                                             85.00₱     
c) Industrial service                                               110.00₱   

2. For every cubic meter in excess of 10 cu. m. /month
a) Residential service                                              10.00₱     
b) Commercial service                                             20.00₱     

c) Industrial service                                                 25.00₱     

Collect Official Receipt Record payment on the water billing system 1 day Revenue Collection Clerk

MUNICIPAL TREASURER'S OFFICE - WATER BILL SECTION
SIMPLE
G2C, G2B

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

AGENCY ACTIONS

Accept payment, issue official receipt

Latest Water Bill Statement (or request a reprint)
Issued monthly by Municipal Treasurer's Office; may also be reprinted at the Water Bill Section of the MTO if lost or 
forgotten.

None

None

None

PERSON RESPONSIBLE

Revenue Collection Clerk

FEES TO BE PAID

CITIZEN'S  CHARTER (LGU - Saint Bernard)

RESIDENTIAL, COMMERCIAL, AND GOVERNMENT ACCOUNT HOLDERS

*****END OF TRANSACTION*****

TOTAL

PROCESSING TIME

(Internal - not part of 
total time) 

1 day

3 days

Who may avail

CLIENT STEPS

(Pre-processing) Receive water bill statement

Pay the total amount due



Schedule of Availability of Service:

Office or Division:
Classification:
Type of Transaction:

Other supporting documents 

Proceed to Window 1/2/3/4/5/6 Assist and provide initial instructions 1 day Revenue Collection Clerk
Fill out inventory logbook and RIS Verify RIS and inventory logbook entry 1 day Revenue Collection Clerk

Prepare and endorse documents for approval 1 day Revenue Collection Clerk

Sign approval of release 1 day
Emily C. Velasco

Municipal Treasurer
AF 51 General Receipt ₱230.00
AF 54 Issuance of Marriage License None
Community Tax Certificate None
Citation Ticket None
Cash Tickets P1.00 None
Cash Tickets P2.00 None

Receive documents, copy of RIS, accountable forms
Release documents, copy of RIS, and accountable
forms

1 day Revenue Collection Clerk

6 days

None

ISSUANCE OF ACCOUNTABLE FORMS

Monday to Friday 8:00 AM - 5:00 PM (No Noon Break)

MUNICIPAL TREASURER'S OFFICE
SIMPLE

*****END OF TRANSACTION*****

FEES TO BE PAID

None

None

None

TOTAL

CLIENT STEPS

Return RIS, logbook, and other required documents for 
approval

Pay for the forms to Revenue Collector

AGENCY ACTIONS

Accept payment and Issue official receipt

None

 (Kind of Service/s)

PROCESSING TIME

CITIZEN'S  CHARTER (LGU - Saint Bernard)

ACCOUNTABLE OFFICERS

1 day

PERSON RESPONSIBLE

Revenue Collection Clerk

Who may avail

Barangay Hall
Logbook (for inventory entry) Municipal Treasurer's Office

G2G

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Requisition and Issue Slip (RIS) Barangay Hall



COLLECTION OF REAL PROPERTY TAX
 (Kind of Service/s)

Schedule of Availability of Service:

Office or Division:
Classification:
Type of Transaction:

Present required documents at Window 1/2/4/5 for
computation of property tax dues

Verification and computation of real property
tax dues

None
1 day

Pay the computed
amount in the tax bill

Accept payment and issue Official Receipt

One percent (1%) of the assessed value for
the Basic Real Property Tax, plus one
percent (1%) of the assessed value for the
Special Education Fund.

A twenty percent (20%) discount shall be
granted for advance payments made in the
year prior to the applicable tax year. A fifteen
percent (15%) discount shall be granted for
payments made in January of the applicable
tax year, while a ten percent (10%) discount
shall apply to payments made in February or
March.

Late payments shall incur a surcharge of two
percent (2%) per month, up to a maximum of
seventy-two percent (72%) or for a period
not exceeding thirty-six (36) months.

1 day

Claim Official Receipt Record payment in the system None 1 day

Based on computation 3 days

Latest Real Property Tax Payment (Official Receipt, original or photocopy) Owner of the Property
Notice of tax assessment Municipal Assessor's Office
Latest Tax Declaration (Original or Photocopy) Municipal Assessor's Office

Revenue Collection Clerk

CITIZEN'S  CHARTER (LGU - Saint Bernard)

REAL PROPERTY OWNERS

*****END OF TRANSACTION*****

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

TOTAL

Monday to Friday 8:00 AM - 5:00 PM (No Noon Break)

MUNICIPAL TREASURER'S OFFICE
SIMPLE
G2C

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Who may avail


