


 

 

NAME OF SEVICE TOTAL FEES TO BE 
PAID 

TOTAL PROCESSING 
TIME 

EXTERNAL SERVICES 
1. ACCREDITATION/RECOGNITION OF 

CIVIL SOCIETY ORGANIZATIONS 
(CSO’S), PEOPLE’S ORGANIZATIONS 
(PO’S) AND COOPERATIVES 

None 1 hour, 15 minutes 

2. ISSUANCE OF PHOTOCOPY/TRUE 
COPY OF LEGISLATIVE DOCUMENTS 

Php 100.00/ page 
 
Php 15.00 for 
additional copy 

25 minutes 

3. ISSUANCE OF CERTIFICATIONS AND 
ENDORSEMENTS 

Php 100.00 
 

1 hour, 20 minutes 

 

 



 

 

 



 

 

ACCREDITATION/RECOGNITION OF CIVIL SOCIETY 
ORGANIZATIONS (CSO’S), PEOPLE’S ORGANIZATIONS 

(PO’S) AND COOPERATIVES 
This service involves the review, accommodation, and facilitation of applications for 
accreditation or recognition of Civil Society Organizations (CSOs), People’s Organizations 
(POs), and Cooperatives within the Municipality of Trinidad. The process includes 
coordination with the Sangguniang Bayan for evaluation and approval in accordance with 
existing laws, policies, and local ordinances. 
 
Applicants are required to submit the necessary documentary requirements for verification 
and assessment to ensure legitimacy, compliance, and alignment with community 
development objectives. 

 

OFFICE/DIVISION OFFICE OF THE MUNICIPAL VICE MAYOR, 
SANGGUNIANG BAYAN AND SECRETARY TO THE 
SANGGUNIANG BAYAN 

CLASSIFICATION Simple  
TYPE OF TRANSACTION G2C – Government to Citizen 
WHO MAY AVAIL All CSO’s, PO’s and Cooperatives in the 

Municipality of Trinidad 
 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
1. Copy of the 

Association’s/Organization’s or 
Cooperatives’ supporting 
documents. 1 copy original or 
photocopy 

Office of the Sangguniang Bayan 

 

 



 

 

CLIENT STEPS AGENCY ACTIONS FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Receive the 
required 
documents for 
accreditation/ 
recognition. 

1. The receiving 
clerk will check 
the required 
documents for 
completeness and 
accuracy. If found 
complete and 
accurate, submit 
the same to the 
Secretary to the 
Sangguniang 
Bayan for 
inclusion in the 
Order of 
Business. 

None   5 minutes 

 
MARIA FRITZIE 

JANE A. 
DUROPAN 

Local Legislative 
Staff Officer III 

Office of the Mun. 
Vice Mayor 

2. Upon 
instruction of 
the 
Sangguniang 
Bayan 
Committee on 
Rules and of 
the Municipal 
Vice Mayor, 
include in the 
Calendar of 
Business. 

2. The Secretary to 
the Sangguniang 
Bayan will include 
in the Order of 
Business for 
referral to the 
Sangguniang 
Bayan Committee 
on Civil Society 
Organizations, 
People’s 
Organizations and 
Cooperatives. 

None 5 minutes 

 
WARLITA O. 

ORIOQUE 
Secretary to the 

Sangguniang 
Bayan 

Office of the 
Secretary to the 
Sangg. Bayan 



 

 

3. Preparation  of 
the Resolution 
for 
accreditation/ 
recognition. 

3. Upon approval by 
the Sangguniang 
Bayan, the 
Secretary to the 
Sangguniang 
Bayan will prepare 
the Resolution for 
accreditation/reco
gnition, affix her 
signature and 
forward the same 
to the Municipal 
Vice Mayor for its 
approval. 

None 1 hour 

 
WARLITA O. 

ORIOQUE 
Secretary to the 

Sangguniang 
Bayan 

Office of the 
Secretary to the 
Sangg. Bayan 

4. Releasing of 
the resolution 
for 
accreditation/r
ecognition. 

4. The releasing 
clerk will release 
the resolution of 
accreditation/reco
gnition. 

None 5 minutes 

 
JOHN ERVIN C. 

ORIOQUE 
Administrative 

Aide I 
Office of the 
Sangguniang 

Bayan 
TOTAL None  1 hour, 15 

minutes 
 

 

 



 

 

ISSUANCE OF PHOTOCOPY/TRUE COPY OF LEGISLATIVE 
DOCUMENTS 

This service involves the processing and issuance of photocopies or certified true copies of 
legislative documents from the Municipality of Trinidad, including ordinances, resolutions, 
and other official records of the Sangguniang Bayan. 
 
The process includes the submission of a request, verification of document availability, 
reproduction of the requested records, and certification of true copies by authorized 
personnel, when applicable. All requests are handled in accordance with existing policies on 
records management, access to information, and applicable fees. 

 

OFFICE/DIVISION OFFICE OF THE MUNICIPAL VICE MAYOR, 
SANGGUNIANG BAYAN AND SECRETARY TO THE 
SANGGUNIANG BAYAN 

CLASSIFICATION Simple  
TYPE OF TRANSACTION G2C – Government to Citizen 
WHO MAY AVAIL All interested individuals 

 
CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Duly filled-up request form, 1 
original copy 

Office of the Sangguniang Bayan 

 

 

 

 

 

 

 

 

 



 

 

CLIENT STEPS AGENCY ACTIONS FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Receive the 
duly filled up 
request form. 

1.1 The receiving 
clerk will receive 
the required 
documents and 
check for its 
completeness and 
accurateness. 

None   5 minutes 

 
JOHN ERVIN C. 

ORIOQUE 
Administrative 

Aide I 
Office of the 
Sangguniang 

Bayan 

. 1.2 Search in the 
Legislative 
Tracking System 
or in the filed 
copies, the 
requested 
documents. 

None   5 minutes 

2. Payment of 
required fees, 
if required. 

2. The staff will 
advise the  client 
to pay at the 
Municipal 
Treasurer’s Office 
the corresponding 
payment of the 
requested 
document. 

Php 100.00/ page 
 
Php 15.00 for 
additional copy 

10 minutes 

 
MARICEL C. 

REVILLA 
Administrative 

Aide III 
Office of the 

Municipal 
Treasurer 

 
OR 



 

 

 
JOSEPH N. 
BALONGA 

Administrative 
Aide I 

Office of the 
Municipal 
Treasurer 

OR 
 

 
MARIALY P. 

BALUCA 
Revenue 

Collection Clerk 
Office of the 

Municipal 
Treasurer 



 

 

3. Releasing of 
the requested 
documents. 

3. The releasing 
clerk will check the 
official receipt, 
record in the 
logbook kept for 
the purpose and 
release the 
document. 

None 5 minutes 

 
JOHN ERVIN C. 

ORIOQUE 
Administrative 

Aide I 
Office of the 
Sangguniang 

Bayan 
TOTAL Php 100.00/ 

page 
 

Php 15.00 for 
additional copy 

25 minutes  

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

ISSUANCE OF CERTIFICATIONS AND ENDORSEMENTS 
This service involves the review, accommodation, and facilitation of requests for various 
certifications, endorsements, and similar official documents issued by the Municipality of 
Trinidad. These documents may be required for employment, business transactions, legal 
purposes, or other official undertakings. 
 
The process includes the submission and verification of necessary requirements, evaluation 
of the request, and coordination with concerned offices to ensure the accuracy and validity 
of the documents issued. Approval and release are subject to compliance with applicable 
policies, guidelines, and regulations. 

 

OFFICE/DIVISION OFFICE OF THE MUNICIPAL VICE MAYOR, 
SANGGUNIANG BAYAN AND SECRETARY TO THE 
SANGGUNIANG BAYAN 

CLASSIFICATION Simple  
TYPE OF TRANSACTION G2C – Government to Citizen 
WHO MAY AVAIL All residents of the Municipality of Trinidad. 

 
CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Barangay clearance/certification, 1 
original copy 

Respective barangay halls 

 

 

 

 

 

 

 

 

 



 

 

CLIENT STEPS AGENCY ACTIONS FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Receive the 
request and 
evaluate the 
completeness 
and 
accurateness 
of the 
requirements. 

1. The receiving clerk 
will evaluate the 
requested 
document and 
check the 
completeness and 
accurateness of 
the requirements. 

None   5 minutes 

 
MARIA FRITZIE 

JANE A. 
DUROPAN 

Local Legislative 
Staff Officer III 

Office of the Mun. 
Vice Mayor 

2. Payment of 
required fees, 
if required. 

2. The staff will 
advise the  client 
to pay at the 
Municipal 
Treasurer’s Office 
the corresponding 
payment of the 
requested 
document. 

Php 100.00 10 minutes 

 
MARICEL C. 

REVILLA 
Administrative 

Aide III 
Office of the 

Municipal 
Treasurer 

 
OR 



 

 

 

 
JOSEPH N. 
BALONGA 

Administrative 
Aide I 

Office of the 
Municipal 
Treasurer 

OR 
 

 
MARIALY P. 

BALUCA 
Revenue 

Collection Clerk 
Office of the 

Municipal 
Treasurer 



 

 

3. Preparation of 
the requested 
certification/en
dorsement. 

3. Prepare 
certification or 
endorsement for 
signature of the 
Municipal Vice 
Mayor or the duly 
authorized 
signatory. 

None 1 hour 

 
WARLITA O. 

ORIOQUE 
Secretary to the 

Sangguniang 
Bayan 

Office of the 
Secretary to the 
Sangg. Bayan 

4. Releasing of 
the requested 
certifications/e
ndorsements. 

4. The releasing 
clerk will check the 
official receipt, 
record in the 
logbook kept for 
the purpose and 
release the 
document.. 

None 5 minutes 

 
JOHN ERVIN C. 

ORIOQUE 
Administrative 

Aide I 
Office of the 
Sangguniang 

Bayan 
TOTAL Php 100.00 

 
1 hour, 20 
minutes 
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