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2. Request for Certification on Measures/Matters Approved during the 

Sangguniang Panlungsod Session 
 

Certification on measures/matters approved during the Sangguniang Panlungsod 

session is issued upon client’s request, pending release of the official copy of the 

approved measure, for 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 

PROCESSING 
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, 
process, and 
forward to Journal 
and Minutes 
Division (JMD) 

None 20 Minutes Admin Aide II/ 
Admin Aide VI 
SP - Records 

Division 
SP Secretary/ 

SP Asst. Secretary, 
SP Sec. Staff,  

SP-Office of the 
Secretary 

 

 1.1. Prepare the 
certification and 
facilitate signing of 
SP Sec/ASec 

None 20 Minutes Board Secretary IV 
Board Secretary II 

SP - Journal & 
Minutes Division 

LLSO III 
SP- Resolution, 
Ordinances, and 
Agenda Division 

1.2.Sign the 
certification and 
forward to the Records 
Division 

None 10 Minutes SP Secretary/ 
SP Asst. Secretary, 

SP Sec. Staff,  
SP-Office of the 

Secretary  
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2. Claim and 
acknowledge 
receipt of the 
certification. 

2. Affix the official seal 
of the city and 
release  certification 
to the client. 
Request client to fill 
out Customer 
Satisfaction Survey. 

None 20 Minutes Admin Officer III, 
Admin Aide VI/ 
Admin Aide II 
SP - Records 

Division 

 TOTAL None 1 Hour & 10 Minutes 

END OF TRANSACTION 

 

 

 

 

  


