Republic of the Philippines
Province of Davao del Sur
MUNICIPALITY OF STA. CRUZ
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OFFICE OF THE MAYOR

EXECUTIVE ORDER NO. IZ
Series of 2016

AN EXECUTIVE ORDER IMPLEMENTING THE RULES AND REGULATION
ON THE REGISTRATION OF NEW BUSINESS
OF THE MUNICIPALITY OF STA. CRUZ

RULE 1.
TITLE, PURPOSE AND CONSTRUCTION

SECTION 1.Title. These rules shall be known and cited as the Implementing Rules and Regulation of
Registration of New Business in the Municipality of Sta. Cruz.

SECTION 2.Purpose. These rules are promuigated to prescribe a simplified business permimr]\g and
Licensing system that would apply in processing applications for Mayor’s Permit for new businesses,
which will enable business owners of this Municipality to efficiently comply with the requireme‘ ts for
business registration under the Municipal Ordinance No.04 s. 2006, otherwise known as the R{;vised
Local Revenue Code of the Municipality of Sta. Cruz.

SECTION 3.Construction. These rules shall be liberally construed to carry out the inherent aurl'xc'}rity of
the local government of Sta. Cruz, Davao del Sur to improve efficiency and responsiveness “Ir\ the
delivery of government services as required under republic Act 9487 ( Anti-Red Tape Act of 200\7) and
promote a sound investment climate through simplified business permits and licensing procedures
based on standard set forth in the Joint Memorandum Circular No. 01, series of 2010 jointly isstied by
the department of the Interior and Local Government (DILG) and the Department of Trade Industry
(DTI).

RUEL I1.
DECLARATION OF POLICY

SECTION 4. Declaration of Policy. It is a declared policy of the Municipality to promote inthgrity.
accountability, and proper management of public property in local government. Towards this erld, the
Municipality of Sta. Cruz shall take appropriate measures to promote transparency in each dumritmem
and adopt a comprehensive program to simplify procedures involving transactions with the pubthc and
make them easier, understandable and satisfying for the citizens,

RULE 11l \
DEFINITION OF TERMS a

SECTION 5.Definition. As used in this executive order, the following terms are defined as follows: |

a. Step-refer to an action or actions that an applicant undertakes as part of the r)rchss of
applying for a new business permit. :

b. Barangay Clearance- a certification issued by the barangay where the business owner‘intenf
to operate business for the purpose of securing a business permits from the
city/municipality.

c. Official Receipt-a document of proof of payment issued by the Office of the treasurer.
Application form-a unified application form issued by the Business Permits ana Lizensing

Office of the city/municipality. 1



e. SEC/DTI/CDA registration-a document issued by either the Securities and Exd hange
commission (SEC), DTI, or the Cooperative Development Authority (CDA), certifying pn the
existence or proof of juridical personality to operate a business.

f. Staff-any identified personnel of the local government unit assigned to perform a task of an
office, department or team involved in business permitting and licensing.

g. Occupancy permit-a permit issued by the Building Official of the City engineer certifying that
a building or a structure has complied with the requirements of the National Building Code
and Fire Code and is declared safe for occupancy or for operation of a business.

RULE IV.
SCOPE OF APPLICATION, EXCEPTION, AND DURATION }
SECTION 6.Scope. These rules shall be implemented in processing all new applications for business
permit, also called Mayor’s permit, regardless of their classification, status and modes of ownershib.

SECTION 7.Exception. These rules shall not apply to renewals of business permit but may be enforced
when deemed applicable or feasible.

SECTION 8.Duration. These rules shall be enforced in connection with the effectivity of the chrrent
Revised Local Revenue Code of Sta. Cruz, otherwise known as Municipal Ordinance No.04 series ¢f|2006.

RULE V.
SIMPLIFIED BUSINESS PERMITTING AND LICENSING SYSTEM FOR NEW APPLICATIONS

SECTION 9. General Procedures.

To start the filling process, the applicant must present the following basic requirement:

a. Photocopy of the barangay clearance where the business is proposed to focate.
b. Photocopy of the DTI/SEC/CDA registration, whichever is applicable. The DT | business jname
registration is required for businesses operating as sole proprietorships; SEC registration
certificate for corporations or partnerships, and CDA registration certificate for
Cooperatives. i
Photocopy of occupancy permit. (if applicable) 3
Community Tax Certificate (individual, corporate or both) and ‘
Latest photo of business owner/President/Corporate Treasurer/Manager with name taF

o oo

The applicant must bring original copies of all documents stated above and must show them: Lvhen
requested by the reviewing staff or officer of the BPLO for validation and authentication.

If the person filling the application is an authorized representative, an Authority to file must be
submitted along with the application form and documentary requirements. The Authority to file myst be
duly signed by the business owner or President/Corporate Treasurer/Manager of the corporatibn or
partnership.

If all the above mentioned documents and requirements are completed, the applicant fills cut the
unified application form (UAF) and submits the form to the receiving windows of the BPLO.
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1. Upon receipt of the application, staff A of
BPLO checks the completeness and
authenticity of the photocapies submitted of
the following documents:

a.

m~eoooT

Filled out UAF

Barangay clearance

DTI/SEC/DDA registration
Occupancy permit (If applicable)
Community Tax Certificate

Photo of business owner or
president/treasurer/manager of the
corporation, partnership

If any of the requirements are lacking, Staff A

informs the applicant of the deficiency and
advises the applicant to comply with the
requirements.

If the requirements are completed and

authenticated, Staff A encodes the
information from the UAF and other
documents into the system.

Staff A (or System) generates a unique

business identification number for the
application.
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\ Proceed to the
and payment.

Authorized Treasurer’s Office personnel
generates an automated Tax order of payment

(TOP) for all taxes, fees and charges applicable to

the new business permit application.
Upon receipt of the TOP, the Cashier at the

Treasurer’s Office receives the payment from the |

applicant.

Cashier prints out the official receipt of the
payment, detailing the fees and charges that are
included in the payment.

Cashier hands out the official receipt to the
applicant and instruct the applicant to pay the
fees at the BFP office.

Submit UAF and
copy of TOP to
the BFP

BEP assessor computes the fire fess based on the

total local taxes, fees and charges.

BFP cashier receives payment.

BFP staff schedules inspection or issues FSIC for
low risk applications.
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