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1. Request for Certified True Copy or Duplicate Copy of Legislative 

Documents (Ordinance, Resolution, Minutes of Session/Hearing, 

and Journal of Proceedings of SP’s Session/Investigation) 

 
Certified true copy or duplicate copy of legislative document is provided to client upon 

request, for personal, official, business, or other lawful purposes. 

Office or Division: Sangguniang Panlungsod Office 

Classification: Simple 

Type of Transaction: G2B, G2C, G2G 

Who may avail: Any person, company, agency or institution  

CHECKLIST OF REQUIREMENT/S WHERE TO SECURE 

1. Completely filled-out request form 
2. Any valid ID of the requesting 

 party (original) 
3. Any supporting document 

      (If applicable) 

1. Records Division 
2. Issuing company, agency or institution 
3. Issuing company, agency or institution 

 

CLIENT STEPS AGENCY ACTIONS 
FEES TO BE 

PAID 
PROCESSIN

G TIME 
PERSON 

RESPONSIBLE 

1. Present to SP-
Records Division 
the following: 

• Request form 

• Valid ID 

• Any supporting 
documents (if 
applicable) 

 
 

1. Receive and act on 
the request, 

 and assess the 
readiness/availability 
of the document/s  

None 15 Minutes Admin Aide II/ 
Admin Aide VI, 

Admin Officer III/ 
Admin Officer V 
SP - Records 

Division 
SP Secretary/ 

SP Asst. Secretary, 
SP Sec. Staff,  

SP-Office of the 
Secretary  

2. Get the Order 
of Payment 
and proceed to 
the City 
Treasurer’s 
Office (CTO) to 
pay. 

     
    *For G2G and 
non-certified true 
copy request, 
proceed to Step 4.  

2. Determine the 
amount and issue to 
client Order of 
Payment, if 
applicable 
 

 

None 10 Minutes Admin Officer III/ 
Admin Officer V/ 

Supervising 
Administrative 
Officer/Division 

Chief, 
SP - Records 

Division 
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3. Pay to CTO, if 
needed. 

3. (CTO to receive 
payment and issue 
official receipt (OR)) 

If G2C & 
G2B: 
₱36.00/page 
(Secretary’s 
Fee: ₱6.00; 
Doc. Stamp: 
₱30.00); 

 
No payment 

for G2G 
and non-
certified 
true copy 

(Please refer 
to CTO’s 
processing 

time) 

Designated 
Revenue Collection 

Officer 
City Treasurer’s 

Office  
Ground Floor, City 

Hall Building 

4. Claim the 
requested 
document. 
(Present the 
official receipt of 
payment, if 
paying client) 

4. Reproduce copy of 
the requested 
document. 

None 10 Minutes Admin Officer III/ 
Admin Aide II/ 
Admin Aide VI  
SP - Records 

Division 

4.1. Facilitate the 
signing of the 
requested document, 
in case of certified true 
copy, and affix the 
official seal of the city. 

None 20 Minutes Division Chief/ 
Supervising 

Administrative 
Officer/  

Admin Officer V/ 
Admin Officer III, 
Admin Assistant II 

SP - Records 
Division 

 4.2. Release the 
requested document 
and request client to fill 
out Customer 
Satisfaction Survey. 
(Check and log OR of 
paying client)  

None 10 Minutes Admin Aide II/  
Admin Aide VI/ 
Admin Officer III 

SP - Records Division 

 TOTAL  1 Hour & 5 Minutes  

END OF TRANSACTION 

 

  


