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B. Issuance of Mayor’s Clearance 

The Mayor’s Clearance is issued to bona fide residents of the Municipality of 

Burgos, La Union, as proof of residency and to certify that no cases have been filed 

against them with the Office of the Municipal Mayor. 

 

Office of Division: Office of the Mayor 

Classification: Simple 

Type of Transaction: G2C – Government to Client 

Who may avail: All Residents of the Municipality 

CHECKLIST OF 
REQUIREMENTS 

WHERE TO SECURE 

1. 1 original Barangay Clearance 

2. 1 original Police Clearance 

1. The Barangay Office where the applicant resides. 
2. Burgos Police Station 

CLIENT 
STEPS 

AGENCY 
ACTIONS 

FEES TO 
BE 

PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Register 
on the 

logbook and 
submit 

required 
documents 

1.1 Conduct brief 
interview and 

verify the 
submitted 

requirements. 
1.2 Issue the 

order of payment 
1.3 Prepare the 
document. 

 
 
 
 
 
 
 
 
 
 
 
 

 
₱100.00 + 30 
documentary 

stamp tax = 

P130.00 

8 Minutes Senior 
Administrative 
Assistant II / 

Administrative 
Aide VI 

2. Proceed to 
the Treasury 

Office and 
pay the 

required fees, 
then return to 

the Mayor’s 
Office and 

present the 
Official 
Receipt 

2.1 Issue the 

Official Receipt 

and collect the 

payment 

5 Minutes Municipal 
Treasurer/ 

LTOO I/ RCC II/ 
Ticket Checker 

3. Receive 

the Mayor’s 

Clearance 

3.1 Enter the OR 

number and date 
on the certificate; 
have it signed by 

the Municipal 
Mayor, and affix 

the dry seal 
3.2 Have the client 

sign the release 
log book; and 

release the 
document. 

8 Minutes Senior 

Administrative 

Assistant II / 

Administrative 

Aide VI 

 TOTAL ₱130.00 21 Minutes  


