OFFICE OF THE MAYOR AND OFFICE OF THE MAYOR RECORDS SECTION

EXTERNAL SERVICES

CHECKLIST REQUIREMENTS

Securing Mayor's Clearance

1. Barangay Clearance
2. Official Receipt-Mayors Clearance

Request for Mayor’s Approval to Hang Streamers

Letter Request addressed to the Mayor.

Request for Mayor's Approval to Conduct Advertising
and Promotional Activities

Letter Request addressed to the Mayor.

Request for Solemnization of Marriage

Marriage License or Affidavit of Cohabitation if the parties
are living together for a minimum of five (5) years

Request for the use of the Imelda Cultural Center/City
Basketball Court, City Tourist Buses/Coaster, and City
Equipment

1. Letter-Request addressed to the City Mayor

2. The purpose and the desired schedule of use of a
particular facility/equipment should be included in the
letter

Request for the use of the City Ambulance/City
Transport Vehicle

1. Submission of Letter-Request addressed to the City|
Mayor

2. The purpose and the desired schedule should be
included.

3. Full payment of fees.

Securing Mayor's Endorsement to Cut Tree(s)

1. Submission of Letter-request addressed to the City|
Mayor

2. Endorsement or Certification of no objection to cut
tree(s) issued by the Punong Barangay

3. Proof of ownership of Lot where the tree(s) is/are
planted, e.g. Land Title or Tax Declaration

4. If Lot is not owned by the requestee, letter of
authorization issued by the lot owner

Request for Mayor's Permit for a Not-For-Hire
(Private) Tricycle

1. Filled-out and notarized application form

2. Photocopies of the Certificate of Registration and
Official Receipt

3. Deed of Sale, if the tricycle is not yet registered under
the name of the applicant

4. Official Receipt




Securing Mayor's Permit for Fund Raising
Activities/Solicitation

1. Submission of Letter-request addressed to the City,
Mayor

2. Financial Statement of previous fund
activity/solicitation which was approved by the
City Mayor

3. Documents that support the Legal Operation of the
NGO or Association (E.g. Accreditation

Papers)

4. Official Receipt

For Burial/Cemetery Plot Renewal :

1. Letter Request

2.Contract Agreement, if applicable

raising

10

Securing Mayor's Permit to Conduct Motorcade or
Procession

1. Submission of Letter-request addressed to the City,
Mayor
2. Official Receipt
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Seeking Mayor's Approval on Barangay Request(s)

1. Submission of letter-request addressed to the
City Mayor

2. Program of Works, if capable to the request
3. Other Supporting documents
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Request for a Discounted Rate of Burial Lot at the City
Cemetery

1. Certificate of Indigency

2. Certificate of Indigency from Barangay
Captain
3. Death Certificate
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APPHCaton 10r trie CIty SCnolarsnip Frograli Or trie
City

1. Photocopy of Students Form 138 (Progress
Report Card)




