OFFICE OF THE SANGGUNIANG
PANLALAWIGAN
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Release of Documents (Copy of Resolutions and Ordinances)

Office or Division: Office of the Sangguniang Panlalawigan
Classification: Simple
Type of Transaction: Government to Citizens; Government to Government
Who may avail: General Public
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Letter Request Requestor
PERSON
AGENCY FEES TO | PROCESSING
CLIENT STEPS ACTIONS BE PAID TIME RESPONSIBLE

Submit Letter | 1.1Receive/Revie | Php50/page | 10 minutes | Carol Anne P. Liveta
Request stating the | w Letter Request Board Secretary |
details of the
requested Charlie N. Garrido
Resolution/ Administrative Aide VI
Ordinance and other
Legislative Annie P. Maranan
Documents Administrative Aide VI

1.2 Retrieve | None 30 minutes

requested Renz David C. Tabien

resolutions/ordina Administrative Aide IlI

nce

1.3 Provide | None 5 minutes

Payment Slip

indicating the

number of pages

and

corresponding

amount for

payment to the

Provincial

Treasurer’s office
Receive documents. | 2.1 Release of | None 5 minutes

documents

TOTAL Depends 50 minutes

on availed
documents

63



PROOF OF POSTING

Sangguniang Panlalawigan of Cavite’s Citizen’s Charter Posted at the Office
Entrance/Information Area.
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L& SANGGUNIANG PANLALAWIGAN OFFICE % - _ | FEEDBACK

CITIZEN’S CHARTER AN e
PUBLIC ASSISTANCE.

COMPLAINT DESK

ErE mE | STEPS FOR CLIENTWITH COMPLAINT
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INCIAL GOVERNMENT OF CAVITE
IANG PANLALAWIGAN OFFICE

FEES PERSONS LOCATION/ CONTACT NOS,/
: RESPONSIBLE ELECTRONIC MAIL (e-mail)

The Sangguniang Panalawigan of k5
Cavito as the country’s medel for
effective local legistation Carol Anne P, Liveta
Submit Letter Request| Boad Seaciay | Sangguniang Panlalawigan Offloe
Stating The Detalls Of 2 Charile N. Garrida
The Requested meaﬂm aw | 10 Minutes Letter Requect Php 50 00/ Administranve Aide VI Legisiative Bldg. Previnzial Capitol
f Resolution/Ordinance [ -#tiar Request pago Annie P Maranan Campound, Trece Martires City
h.lr:l:tvcm through And Other Legislative Adminkgmmve Ade 46-419-103 774302904
ordinances. approval of resclutions Documents Renz David rabier sangguniangpaniafawiganz.
and appropriation of funds designod A4y mmi ,L, \ & gmat.com eame
o defivor besic services and faciitias, Y
and the promotion of general welfare
i Carol Anne P. Liveta
+ To contnuously inleract with the Locall Board Secrstary | Sanggunlang Panlalawigan Otfice
Governiment Unity, exooutive brench Rofriove 20 Minutes None Chacle N. Gamido
consMluents, Gvil soooty, and other o Adminiative Alde V1 Legisiative Bidg. Provincial Capilul
aclors of governance Resoluticns Annie P, Corrpound, I'acg tartres City
Ordinance Hmn'ﬁénve“;doe.m‘\,‘l D-lE-f 121 0‘3 7 .‘4‘ LG4
Renz David C. T Mm-mﬂ":1 :cx"vlnnncam@x
AcringTate Ade o

+ To emarge policy actions that wil
promata the davelopmen; cf the

lezality
# | g
Wa, the officiols and employeas of tha S&ml':e:c:':r{: 1"; 5 Mi W&w Sangguniang Panlalawigan Office
SANGGUNIANG PANLALAWIGAN [Ramber Ol Pagea = VimASS None Charlle N Gamido A
QOFFICE pladge to deliver officiont and And Correaponding Adrivistratve Ade V) Legislative Bidy. Provincial Capitol
equitable publio sorvice to ol Gientals Adrourt Pt e Compeund, Treco Martires City
an sdatexd in this Citizans’ Charter. Szyment ko The Adminisrate Aide )7 046-410-103730-204
Spmciioally, wo i Frovincal Rerc David C. Tablen bach Uil e e
Sarvo with intagrity, impartsaity and Tresmurar's Offica Adminisrathe Aide 1l g o
prolessionalism.
Allend to cliants’ concerms courteously
and witheu delay. ‘
Wark according 1¢ the eicht-hour Sanggunlang Fanlalawigan Office |
ndard werking time, o7 bayond when| [
e noed arisas, Reoeive Documents Asleass Of SMinutes | Cticial Recept Of agislative 3icq Provinedal Gapilc(
Ba prasantable at sll timas b ari Documents Payment From Annie P Mararan Cumpound, Troce Mailives City
,:;-mﬁm attirs and ident fication. Prewincial Administatye A 1 C48-418- 10374302904 '“
Prowido teodhack 5 o aseess Tressne s Ocs Renz David C. Tablen sanggunbguarialaigansavle @
quality of setv.ce rendered and maks Admin=tEve Ade gmaileo
necessary mgrevements. {
L]

Previde comfortable waning arsas and
franlling parsornal ta atterd
mmediately o clients queries. End of Transaction Total Duaration: $0 Minutes

jan Office

ial Caplito!
ires City
2304

ncavite@

Hindi mo ba

nagustuhan ang
serbisyong iyong
natanggap?

lawigan Office

‘evinciul Capitol
3 Wartires City
T1430-2004
dawigancavte@
com

65



COMMUNICATION PLAN

As the country faces various challenges due to the Coronavirus Disease 2019 (COVID-19)
pandemic, which also causes adjustments to the working arrangements and schedules of
government offices/agencies/departments, the Sangguniang Panlalawigan (SP) of Cavite
remains committed to unceasingly provide effective and efficient public service towards its
clients/stakeholders.

In order to fulfill the same, the SP is technologically-geared to utilize online methods that will
enable continuous and prompt communication with its clients/stakeholders including concerns
relative to the provision of its services.

Aside from the Citizen’s Charter being posted in conspicuous places in the premises of the
Sangguniang Panlalawigan of Cavite, it will be sent through the official e-mail addresses of
the local government units in the Province of Cavite, particularly to the e-mail addresses of
the Sangguniang Panlungsod/Bayan offices and their respective sanggunian secretaries.

This will also be posted to the official Facebook page of the Sangguniang Panlalawigan of
Cavite to which its staff will be encouraged to share using their respective personal Facebook
accounts for its wider online dissemination. Moreover, the Citizen’s Charter will be posted by
assigned SP staff to all the city/municipal halls in the Province of Cavite.

CONTACT INFORMATION

Provide the following information of your respective Offices:

OFFICE COMPLETE ADDRESS CONTACT INFORMATION
Sangguniang 15 Floor, Legislative Building, Telephone: (046) 419-1037
Panlalawigan of Cavite Capitol Compound, Barangay San (046) 430-2904

Agustin, Trece Martires City, Cavite | Telefax: (046) 419-1037

4109 Email Address:
sangguniangpanlalawigancavite
@gmail.com
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