OFFICE OF THE SANGGUNIANG BAYAN

Internal Services
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1. Securing Copylies of Local Resolutions, Ordinances, Minut

Proceedings of SB Sessions, Public Hearings, etc.

Service Information: The Sangguniang Bayan, as a legislative body renders the service
of giving the public access to secure copies of local legislations such as resolutions,

ordinances, minutes and proceedings of SB sessions, public hearings, etc.

Office or Division: Sangguniang Bayan Office
Classification: Highly Technical

Type of Transaction: | G2C/G2G/G2B

Who may avail: All

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. Signed written request to the Vice
Mayor/SB Officer In-Charge

Owned / Personal

2. Payment to the MTO

(except G2G)

Municipal Treasurer’s Office

3. Official Receipt (except G2G) Municipal Treasurer’s Office
PERSON
AGENCY FEES TO | PROCESSING
CLIENT STEPS ACTIONS BE PAID TIME RESIT_?ENSIB
1. Write a signed Accept the None 2 minutes Records
written letter of request | written signed Officer
addressed to the Vice | request Designate
Mayor/SB OIC.
Basis (Ordinance
No0.6-2001)
2. Wait for the May approve None 5 minutes or Vice Mayor /
approval of the directly the one week SB
request by the Vice request or defer depending on Members
Mayor/SB OIC pending the body’s
approval by the decision
body
3. Once approved, pay | Ask the P100.00 5 minutes MTO
the corresponding fees | approved Personnel
based on latest Local | document/letter
Revenue Code at request
MTO
4. Proceed to SB Ask for the None 2 minutes Records
Office Official Receipt Officer
of payment Designate
5. Present Official Receive the None 2 minutes Records
Receipt OR, prepare Officer
the requested Designate
papers
6. Have the None 2 minutes SB Secretary
documents Give the
authenticated requested
documents
Total 18 minutes
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2. Request to attend the Regular Sessions

Service Information: The Sangguniang Bayan, as a legislative body renders the service
of giving the public access to lobby their concern during regular session particularly to

walk-in individuals.

Office or Division:

Sangguniang Bayan Office

Classification: Simple

Type of G2C/G2G/G2B
Transaction:

Who may avail: All

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. Letter request or personal appearance

Personal / Company

2. Approved letter request

SB Office / Secretariat

PERSON
AGENCY FEES TO | PROCESSIN
CLIENT STEPS ACTIONS BE PAID G TIME RE%’T_(IDENSI
1. Present a letter Accept the signed None 10 minutes | Secretariat /
request or personal letter request or SB
appearance with listen to his/her Secretary
corresponding explanations
reasons or
explanations
2. Wait for the May approve None 5 minutes or | Secretariat /
approval of the directly the depending on SB
request by the SB request or defer the day Secretary or
Secretary pending approval he/she SB
by the council submitted his | Members
request.
Regular
Session
scheduled
every
Monday.
Shall submit
before
Monday.
Approval
depending on
the body’s
decision
Total 15 minutes
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3. Rules and Proceedings of Regular Session of the Sangguniang

Bayan of Cantilan

Service Information: The Sangguniang Bayan, as a legislative body of the Municipality,
shall be composed of the Municipal Vice Mayor as Presiding Officer, the regular
Sanggunian Members, the President of the Municipal Chapter of the Liga ng mga
Barangay, IPMR Representative and SK Federation Chair renders service to the general
public’s welfare.

Office or Division:

Sangguniang Bayan Office

Classification:

Highly Technical

Type of
Transaction:

G2C-Government to Community
G2G-Government to Government

G2B-Government to Business

Who may avail:

SB Members/SB Secretary/Invited Guests

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Vice-Mayor will
start the session
and may ask
corrections/remar
k from previous
minutes page by
page

the previous
minutes and give
corrections if
necessary

1. Notice of Regular Session to Secretariat/SB Office
SBM’s/Guests

2. Previous Minutes of Regular Session | Secretariat/SB Office

3. Order of Business Secretariat/SB Office

PERSON
AGENCY FEES TO | PROCESSI
CLIENT STEPS ACTIONS BE PAID NG TIME RE%IID_%NSI
Distribute the
- Notice of regular
L ;I'/?Ceel\lc/luanlglrpal session to all SB
oversee)t/he Members/Invited
ST Guests every
distribution of the Eridav or atleast
agenda to the Y, SB
; forty-eight (48) -
Sangguniang Secretariat /
hours before the
Bayan Members Job Order of
. schedule of None 1 Day :
& see to it that . Sanggunian
: regular session,
copies thereof are g Bayan
) attached the
furnished the minutes of the Members
;2?1_2?? ta&l8e)ast previous regular
y-€l9 session and order
hours before the of bUSINEsS
regular session. (applicable for SB
Members only)

2. The Municipal Sangguniang None 1 Day Municipal
Vice-Mayor will Bayan/SB Vice-Mayor
act as the Secretary/Invited
presiding Officer Guests will attend

the regular
session

4. The Municipal Acted upon by the None 1 minute Municipal
Vice- Sangguniang Vice-
Mayor/Presiding Bayan Mayor/SB
Officer will Members/SB
announce the Secretary
business in order

5. The Municipal SB Members read None 10 minutes | SB Members
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. Recognize the SB Members will None 1 hour Municipal
member of the participate on the Vice-
Sanggunian who deliberation and Mayor/SB
is entitled to the SB Secretary Members/SB
floor share his Secretary

knowledge if
necessary

. Enforce at all SB Members None 2 minutes Municipal
times order and observed the Vice-
decorum in the order of business Mayor/SB
Sanggunian Secretary/SB

Members

. The Vice- SB Members will None 2 seconds Municipal
Mayor/Presiding vote for the Vice-
Officer will suspension of Mayor/SB
suspend house house rules Members
rules due to the
presence of
Invited Guests

. The Vice Municipal Vice- None 1 hour Municipal
Mayor/Presiding Mayor/Presiding Vice
Officer will give Officer & SB Mayor/Presidi
the floor to the Members listen & ng Officer/SB
invited guests ask questions if Members/Invi

necessary ted Guests

. Rule on all Any member who None 30 minutes Municipal
pending appeals there Vice-
questions, subject | from shall explain Mayor/SB
to appeal by any his/her reasons & Members/SB
members of the for its approval or Secretary
Sanggunian, disapproval upon
which appeal the majority vote
shall not be of the members
debatable. present, there

being in quorum.

. In the event of his Sangguniang None 2 minutes SB Members
inability to preside | Bayan Members
at a Sanggunian will elect and vote
Session, the for the temporary
members present | Presiding Officer.
and constituting a
quorum, shall
elect from among
themselves a
temporary
Presiding Officer.

. Municipal Vice- Sangguniang None 1 minute Municipal
Mayor/Presiding Bayan Members Vice-
Officer declare vote for the Mayor/SB
the session adjournment Members/SB
adjourned Secretary

185 | Page




4. Proceedings of the En Banc Session / Committee Meetings

Service Information: The Sangguniang Bayan Members renders service to provide
each member a wide range of time to thoroughly discuss the agenda that was referred

fo.

Office or Division:

Sangguniang Bayan Office

Classification:

Simple

Type of
Transaction:

G2C/G2G/G2B

Who may avail:

SB Members/SB Secretary/Invited Guests

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

En Banc/Committee Invitation letter to
Sangguniang Bayan Members only

1. En Banc / Committee Invitation letter Secretariat/Sangguniang Bayan Office
to Sangguniang Bayan Members /
Invited Guests

2. Copy(ies) of the Agenda attached to Secretariat/Sangguniang Bayan Office

PERSON
AGENCY FEES TO | PROCESSIN

CLIENT STEPS ACTIONS BE PAID G TIME RE?BIID_%NSI

1. The Municipal None 1 day Secretariat /
Vice-Mayor Distribute the Job Order
oversee the Notice of En Banc
distribution of Session/Committe
the agenda to e to all SB
the Members/Invited
Sangguniang Guests atleast
Bayan forty-eight (48)

Members & hours before the
see to it that schedule of En
copies thereof Banc

are furnished Session/Committe
the members e, attached the
at least forty- agenda if
eight (48) necessary
hours before (applicable for SB
the en banc Members only)
session.

2. The Municipal Sangguniang None 1 day Municipal
Vice-Mayor will Bayan Vice-
act as the Members/SB Mayor/SB
presiding Secretary/Invited Members/SB
Officer for En Guests will attend Secretary/In
Banc. For the en banc vited Guests
Committee session
meeting the
committee
chair will
preside

3. The Municipal | Acted upon by the None 1 minute Municipal
Vice- Sangguniang Vice-
Mayor/Committ Bayan Mayor/SB
ee Chair will Members Members/SB
announce the Secretary
business in
order granting
the council is
in quorum
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. The Municipal Sangguniang None 30 minutes Municipal
Vice-Mayor / Bayan Members Vice-
Committee will participate on Mayor/SB
Chair will start | the deliberation & Members/SB
the session SB Secretary Secretary
and refer the share his
agenda to the knowledge if
Chairman necessary
Committee

. The Municipal Sangguniang None 30 minutes | SB
Vice Bayan Members Members/SB
Mayor/Committ listen and Secretary/In
ee Chair will comment if vited Guests
give the floor necessary
to the invited
guest

. If there will no Sangguniang None 1 minute Invited
guestions to be | Bayan Members Guest
raised, the observed the
Municipal Vice- decision of the
Mayor/Committ | Municipal Vice-
ee Chair will Mayor/Presiding
conclude his Officer
discussion

. The Municipal Sangguniang None 30 minutes Municipal
Vice- Bayan Members Vice-
Mayor/Committ | will participate on Mayor/Presi
ee Chair will the deliberation ding
declare to Officer/SB
continue and Members/SB
proceed to the Secretary
next agenda (if
necessary)

. Municipal Vice- Sangguniang None 1 minute Municipal
Mayor/Committ | Bayan Members Vice-
ee Chair will agree Mayor/Presi
declare the ding Officer
session
adjourned
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