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Republic of the Philippines
Province of Surigoo delSur
Municipolity of Son Miguel

Office of the Secretory to the Songguniong Boyon

Aug. I 1,2026

The Songguniong Ponlolowigon
Tondog City

Sir & Modom:

Respectfully submitted the herein Municipol Ordinonce No. 45, Series of
2026, of this municipolity which is self-explonotory for SP's review ond opprovol.

Thonk you.

@

Respectfully yours,

,O'O'*'W.rRAMBITA
Secrelory to the Songguniong Boyon I

O NG SAN(}(]UNTANG

H

EC
DATE

BY:

. TANDAC CITY, SURIGAO SUR O



Republic of the Philippines
Province of Surigoo delSur
Municipolity of Son Miguel

-oOo-

Office of the Songguniong Boyon
(Twenty Second Songgunion of the Municipolity of Son Miguel)

EXCERPTS FROM THE MINUTES OF THE 23RD REGULAR SESSION OF THE SANGGUNIANG BAYAN OF
SAN MIGUEL, SURIGAO DEL SUR, HELD ON JULY 20,2026 AT THE SESSION HALL.

Present: Honoroble Alfeo G. Perez, Jr. -Vice Moyor
(Presiding Officer)

-SB Member
-SB Member
-SB Member
-SB Member
-SB Member

Ex-Officio Members:
Honoroble Glodys Moe E. Corillo
Honoroble Rico H. Moco

Absenl: Honoroble Celso B. Bongoy
Honoroble Milvo C. Yu
Honoroble Alfcris Rezlon S. Perez
Honoroble Lejohn H. Elizolde

Honoroble Ruth C. Guinsod
Honoroble Rebecco R. Goscon
Honoroble Dominodor M. Empedrod, Jr
Honoroble Fidilreto G. Nozi
Honoroble Julielo C. Loboton, Jr.

-ABC President
-lPM Representotive

-SB Member
-SB Member
-SB Member
-SKF

ORDINANCE NO. 46
Series of 2026 . T,,\NDAG (''1'V, SLIRIGiO DEt SUR .

AN ORDINANCE CREATING IHE FOILOWING PIANTILLA POSIIIONS, NAMEIY: I) TWO (2) REVENUE

COILECIION CTERK !1, SG-7;2) ONE (l) ADMINISTRATIVE ASSISIANI ll (DISBURSING OFFICER ll), SG-8;
3) ONE (1) SENIOR ADMINISTRATIVE ASSISTANT ll (COMPUTER OPERATOR ll), SG-ll;4) ONE (1)
ADMINISTRATIVE OFFICER ll (ADMINISTRATIVE OFFICER l), SG-I1; AND 5) ONE (t) ADMINISTRATIVE
AIDE lV (DRIVER) SG-4, ALr UNDER THE OFFTCE OF THE MUNICTPAT TREASURER AND AppROpRtATtNG

FUNDS THEREFOR.

Authored by
Seconded by

: Honoroble Rebecco R. Goscon
: All members present

Explonotory Note

WHEREAS. Section l6 of Republic Act No.7160, otherwise known os the Locol Government
Code of 1991, empowers locol government units to exercise the powers necessory, oppropriote, or
incidentol to effective governonce ond the promotion of the generolwelfore of their constituenls;

WHEREAS, Sections 76 ond 77 of Republic Act No. 7160 outhorize locol government units to
determine their orgonizotionol structure ond creote positions necessory for the efficient ond
effective delivery of public services, subject to civil service lows, rules, regulotions, ond the
compensotion ond position clossificotion stondords prescribed by the Deportment of Budget ond
Monogement (DBM);
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Poge 2 of Ordinonce No.4G2A26:

WHEREAS, the Office of the Municipol Treosurer is mondoted to monoge the finonciol
resources of the Municipolity, including the ossessment ond collection of locol toxes, fees ond
chorges, custody of public funds, preporotion of finonciol reports, disbursement of funds, property
occountobility, ond other treosury-reloted functions;

WHEREAS, the increosing volume of finonciol tronsoctions, revenue collection octivities, cosh
monogement, records monogement, informotion technology support, ond odministrotive functions
necessitotes lhe creotion of odditionol plontillo positions to strengthen the operotionol copocity of
the Office of the MunicipolTreosurer;

WHEREAS, the creotion of the following plontillo positions is necessory to improve revenue
generotion, finonciol monogement, odministrotive efficiency, ond the delivery of quolity public
service:

L Two (2) Revenue Collection Clerk ll, Solory GrodeT:

ll. One (l ) Administrolive Assistont ll (Disbursing Officer ll), Solory Grode 8;

lll. One (l ) Senior Administrotive Assistont ll (Computer Operotor ll), Solory Grode I l;

lV. One (l ) Administrotive Officer ll (Administrotive Officer l), Solory Grode I I; ond

V. One (l ) Administrotive Aide lV (Driver l), Solory Grode 4;

WHEREAS, the Songguniong Boyon finds the creotion of the foregoing positions to be
necessory in the interest of public service ond to ensure the efficient performonce of the stotutory
functions of the Office of the MunicipolTreosurer.

NOW THEREFORE

Be it ordoined by the Songguniong Boyon of the Municipolity of Son Miguel, in session

ossembled, thol:

SECTION 1. Creolion of Posilion. There ore hereby creoted the following plontillo positions,
nomely: 1) Two (2) Revenue Collection Clerk ll, SG-/; 2) One (l ) Administrotive Assistont ll (Disbursing
Officer ll), SG-B; 3) One (1) Senior Administrotive Assistont ll (Computer Operotor ll), SG-l I; 4) One
(l) Administrotive Officer ll (Administrotive Officer l), SG-ll;ond 5) One (l)Administrotive Aide lV
(Driver) SG-4, oll under the Office of the Municipol Treosurer ond opproprioting funds therefor.

SECTION 2. Duties ond Funclions. The following Plontillo positions sholl perform the following
duties ond responsibilities, omong others:

l. Two (2) Revenue Collection Clerk ll. Solory Grode /

The Revenue Collection Clerk ll sholl:

Receive poyments of toxes, fees, chorges, ond other revenues due to the
Municipol Government ond issue the coresponding officiol receipts.

Verify the occurocy ond completeness of poyment documents before processing
collections.

Prepore doily collection reports, summories, ond deposit slips

Mointoin occurote records of collections ond ossist in the reconciliotion of
collection reports.

iii
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ossessment ond billing of locoltoxes, fees, ond chorges.
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Poge 3 of Ordinonce No.4&2026:

Provide qssistonce to toxpoyers ond clients regording poyment procedures ond
other lreosury-reloted tronsoctions.

Sofeguord occountoble forms ond ensure their proper utilizotion.

Perform other lreosury-reloted duties os moy be ossigned by the Municipol
Treosurer.

ll. One (l ) Administrotive Assistont ll (Disbuning Officer ll), Solory Grode 8

The Administrotive Assistont ll (Disbursing Officer ll) sholl:

i. Process the releose ond disbursemenl of municipol funds in occordonce with
existing lows, rules, ond regulolions.

ii. Prepore checks, disbursement schedules, ond other poyment documents.

iii. Verify the completeness ond volidity of supporling documenls prior to poymenl.

iv. Mointoin records of releosed check, disbursements, ond cosh odvonces.

v. Assist in the preporolion of finonciolond disbursement reports.

vt. Coordinote with the Municipol Accounting Office, Budget Office, ond other
concerned offices on motten reloting to fund releoses.

vii. Ensure complionce with Commission on Audit (COA) rules ond government
occounting procedures.

viii. Perform other reloted duties os moy be ossigned by the MunicipolTreosurer

lll. One (l ) Senior Administrotive Assistont ll (Compuler Operotor ll), Solory Grode I l

The Senior Administrotive Assistont ll (Computer Operotor ll) sholl:

i. Operote ond mointoin computer systems, softwore opplicotions, ond peripherol
equipment used by the Office of the MunicipolTreosurer.

ii. Encode, updote, volidote, ond moinloin finonciol, tox, ond revenue dotoboses.

iii. Generote computerized reports, finonciol records, ond stqtisticoldoto os required.

iv. Assist in the implementolion ond mointenonce of eleclronic treosury syslems ond
dqtoboses.

v. Ensure the security, bockup, ond confidentiolity of electronic records ond informotion.

vi. Provide technicol ossistonce to office personnel in lhe operotion of computer
equipment ond softwore opplicotions.

vii. Perform routine troubleshooting ond coordinote equipmenl mointenonce ond repoirs.

viii. Perform other reloted duties os may be ossigned by the MunicipolTreqsurer.

lV. One Officer ll (Administrotive Officer l), Solory Grode I I

vt
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Poge 4 of Ordinonce No.4G2026:

i. Assist in the plonning, coordinotion, supervision, ond monitoring of the odminislrotive
operotions of the Office of the MunicipolTreosurer.

ii. Prepore ond review corespondence, reports, memorondo, ond other officiol
documents.

iii. Supervise records monogement, office supplies, equipment, ond property
occountobility.

iv. Coordinote pe6onnel, odministrotive, procurement, ond logisticol requirements of the
office.

v. Assist in the preporotion of office work ond finonciol plons, budget proposols, ond
occomplishment reports.

vi. Monitor complionce with government policies, Civil Service Commission rules, COA
regulotions, qnd other opplicoble lows.

vii. Recommend meosures to improve office systems, odministrotive processes, ond
service delivery.

viii. Perform other reloted duties os moy be ossigned by the MunicipcrlTreosurer.

V. One (l ) Administrotive Aide lV (Driver l), Solory Grode 4

The Administrotive Aide lV (Driver l) sholl:

Drive ond operole officiol government vehicles ossigned to the Office of the
Municipol Treosurer.

Tronsport officiols, employees, occounloble forms, cosh collections, documents,
ond equipment in the performonce of officiol duties.

Ensure the sofety ond security of possengers, documents, ond government
property while in tronsit.

Conduct routine inspeclion ond preventive mointenonce of ossigned vehicles ond
report necessory repoin.

Mointoin vehicle logbooks, trip tickets, fuel consumption records, ond preventive
mointenonce records.

vi. Ensure thot the ossigned vehicle is kept cleon, roodworthy, ond properly
mointoined of oll times.

Assist in messenger, delivery, ond other field-reloted octivities of the Office when
not ossigned to driving duties.

Perform other reloted duties os moy be ossigned by the MunicipolTreosurer

Two (2) Revenue Colleclion Clerk ll, SG-7
Quolificolion Slondords

Educotion : Completion of two yeors studies in College
4 hours of relevont troining

: I yeor of relevont experience

iv
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SECTION 3. Quolificolion Slondord.
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Troining

: CivilServ (Subprofessionol) First Level Eligibility
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Poge 5 of Ordinonce No.4G2026:

Educotion
Troining
Experience
Eligibility

Troining
Experience
Eligibility

Educotion
Troining
Experience
Eligibility

One (l) Adminiskolive Assislonl ll(Disbursing Olficer tl), SG-8
Quolifi cotion Slo ndords

One (1) Senior Administrolive Assislonf lt (Compuler Operolor ll), SG-l l
Quolificotion Slo ndqrds

Educotion : Completion of two yeors studies in College or High
Groduole with relevont vocotionol/trode course
: l6 hours of relevonl troining
:3 yeors of relevont experience
: Doto Encoder (MC I I , s 1996 - Cot. l) CS
Subprofessionol

One (l) Administrolive Officer ll (Adminislrolive Oflicer l), SG-l1
Quolilicqtion Slqndords

Completion of two yeors studies in College
4 hours of relevont troining
I yeor of relevonl experience
Civil Service (Subprofessionol) First Level Eligibility

: Bochelor's degree relevont to the job
: None required
: None required
: Civil Service {Subprofessionol} Second Level Eligibility

Educotion
Troining
Experience
Eligibility

One (1) Administrotive Aide lV (Driver) SG-4
Quoliffcolion Slqndqrds

: Elementory School Groduote
: None required
: None required
: Professionol Driver's License (MC I I , s. 1996 - Cot. lV)

SECTION 4. Appropriotion of Funds. The funds necessory for the implementotion of this

Ordinonce, including solories ond other personnel benefits, sholl be chorged ogoinst the ovoiloble
funds of the Municipol Government of Son Miguel, Surigoo del Sur, subject to existing budgeting,
occounting, ond ouditing rules ond regulotions.

SECTION 5. Effectivity. This Ordinonce sholltoke effect upon its opprovol.

Enocted: July20' 2026' 
tudisoosedorbvrhepresidinsorficer

Ayes (7) Honoroble Guinsod. Honoroble Goscon, ,"""ri3:":ff1;::"Jr. Honoroble Noil, Honoroble Loboton. Jr. Honorable Cubero ond

Noyes /0J
Abtoined (0))

I HEREBY CERTIFY to the conectness of the foregoing ordinonce.

WYN DECAYCO
legislotive Stoff Ollicer lll

Acting Secrelory
AITESTED ERTIFI TO BE DULY ENACTED:

JR.

. coRrLtA
Municipol Moyor

s -1- Lv

APPROVED:

Dote:
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