MUNICIPAL GOVERNMENT OF DAET
CITIZENS CHARTER

OFFICE OF THE MAYOR

TITO SARTE SARION

Municipal Mayor
2nd Floor Municipal Hall Building

Barangay Pamorangon
Contact No. (054) 721-7950 / (054) 440-4747

Fax No. (054) 440-4748
EXECUTIVE SERVICES:

SECURING MAYOR’S CLEARANCE 
Requirements:

• Community Tax Certificate

• Barangay Clearance

• Original copy of Police Clearance

• Official Receipt from the Municipal Treasurer’s Office

SECURING PERMIT TO CONDUCT MOTORCADE, PARADE OR PROCESSION

Requirements:

• Letter of request addressed to the Mayor, indicating the schedule of motorcade, parade or procession planned route and purpose of the activity.

• For motorcades/parades conducted to promote concerts or other related fund-raising activities, an Official Receipt from the Municipal Treasurer’s Office showing that the fees have been paid.

SECURING PERMIT ON ALL ADVERTISING AND PROMOTIONAL ACTIVITIES

Requirements for Streamers, Posters and Flyers:

• Letter to the Mayor stating the total number and the period/duration of posting.

Requirements for Billboards and Signages:

• Letter request to the Mayor, copy furnished the Municipal Engineering Office and Municipal Planning and Development Office.

• Design, details and specifications, and the sketch plan of the site where the billboard will be installed.

• Document showing consent of the property owner, if billboard will be installed on private property.

• Affidavit of undertaking to assume all obligations and liabilities caused to any third party by reason of such project.

PUBLIC CUSTOMER ASSISTANCE

Residents of Daet and other clients may request the Mayor for referrals, recommendations, endorsements or communications for any of the following:

Medical Assistance
Requirements:
• Medical certificate/Medical prescription

• Voter’s certification of indigency

• Barangay Certification of Indigency

Burial Assistance
Requirements:
• Barangay certification of indigency

• Voter’s certification of indigency

• Death Certificate (authenticated/ certified xerox copy)

Job Recommendations
Requirements:
• Complete Bio-data/Resume or Curriculum Vitae

• Police Clearance

• Past employment records

• Other relevant documents

Endorsement for transfer - for Daet residents in government service who are currently posted in other municipalities or provinces and would like to transfer in Daet.

Requirements:

• Letter of request for transfer stating therein the reasons for the request

• Certified Service Record (if available)

Transportation Discount
Requirements:
• Community Tax Certificate

• Voter’s Identification

Promissory Letters 
Requirements:
• Proof of billing

• Matriculation slip (for school payments due)

• Other proof of indebtedness

Other Inter-agencies Recommendations
Requirements:
• Letter of request stating the reasons for the request

• Other relevant documents

USING GOVERNMENT FACILITIES

Requirements:

• Letter request addressed to the Mayor, specifying the government facility/ies to be used, date, time and purpose

CONVEYING COMPLAINTS 

Individuals may convey their complaints or suggestions on all aspects of municipal government operations by writing a letter addressed to the Mayor. All letters will be considered confidential.

Action on complaint/suggestion:

The Mayor calls the attention of the office concerned; and coordinates efforts to address the complaint/suggestion.

WORKFLOW CHART


(It will take you 10-15 minutes)





APPROVAL OF THE MAYOR


(Mayor approves the permit / clearance/ endorsement/ certification))








RECEIVING CLERK


• check the documents required


• forward to the employee-in-charge








CLIENT


• submit documents required, along with the OR showing payment of fees (if there’s any) to the receiving clerk or employee-in-charge)





EMPLOYEE-IN-CHARGE


• prepares the permit/ clearance/ endorsement/ certification


• forward to the Mayor











