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Republic of the Philippines 
Province of Tarlac 

Municipality of La Paz 

OFFICE OF THE SANGGUNIANG BAYAN 

EXCERPT FROM THE MINUTES OF THE REGULAR SESSION OF THE 12TH 

SANGGUNIANG BAYAN OF LA PAZ, TARLAC HELD ON JULY 1, 2025 AT THE NEW 

LEGISLATIVE BUILDING, SAN ROQUE, LA PAZ, TARLAC. 

 

PRESENT :  HON. LORNA R. MANALO, Vice Mayor/Presiding Officer 

   HON. JESUS Y. DE PANO, SB Member 

   HON. ROBERTO G. CATAHAN JR., SB Member 

   HON. KISSES ALLENE C. CATALAN, SB Member 

   HON. ROBERTO G. MANANQUIL, SB Member 

   HON. RESTITUTO S. PANCHO, SB Member 

   HON. JAY C. LORENZO, SB Member 

   HON. EDWIN M. CURA, SB Member 

   HON. PAULINO A. SANGIL, SB Member 

   HON. PABLO B. PINEDA, ABC President 

   HON. LEIRAN JOHN DREI S. BONDOC, SK Federation President 

 

ABSENT :  NONE 

 

 

RESOLUTION NO. 25, SERIES OF 2025 

 

RESOLUTION ADOPTING THE INTERNAL RULES ON ADMINISTRATIVE 
COMPLAINTS FILED BEFORE THE SANGGUNIANG BAYAN OF LA PAZ, TARLAC 

 

WHEREAS, In view of the broader framework of local autonomy and in accordance 
with the provisions provided by the Local Government Code of 1991, legislative and 
regulatory powers has been delegated to the Municipalities in order to carry out its 
functions essential for the effective governance and administration specifically, in the 
exercise of its quasi-judicial functions; 
 

WHEREAS, the Sangguniang Bayan of La Paz as the legislative body of the LGU 
has jurisdiction in all administrative complaints involving elective barangay officials in the 
exercise of its quasi-judicial functions; 

 
WHEREAS, to carry out the objectives of Book I, Title Two, Chapter 4 of the Local 

Government Code of 1991 and Rule XIX of the Rules and Regulations Implementing the 
Local Government Code of 1991 and to assist the parties involved in obtaining 
expeditious and inexpensive resolutions of cases filed with the Sangguniang Bayan, it is 
necessary that rules of procedure be adopted and enforced. 
 

NOW, THEREFORE, on unanimous motion of the Sangguniang Bayan members present; 

BE IT RESOLVED, as it is hereby resolved, to adopt the Internal Rules on Administrative 

Complaints filed before the Sangguniang Bayan of the Municipality of La Paz, Province of Tarlac.  
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RULE I 
TITLE AND CONSTRUCTION 

 
SECTION 1. TITLE. These rules shall be known as the “Rules of Procedure in 
Administrative Cases Filed Before the Sangguniang Bayan of La Paz, Tarlac”. 

 
SECTION 2. COVERAGE. These Rules shall cover administrative complaints filed 
against erring elective barangay officials within the jurisdiction of the Municipality of La 
Paz. 
 
SECTION 3. RULES ON EVIDENCE. In any proceeding before the Sangguniang Bayan, 
the rules of evidence prevailing in the courts of law shall not be strictly controlling and all 
reasonable means to ascertain the facts in each case speedily and objectively shall be 
used without the technicalities of law or procedure all in the interest of due process. 
 

RULE II 
GROUNDS FOR DISCIPLINARY ACTION 

SECTION 1. Grounds for Disciplinary Actions. - An elective local official may be 

disciplined, suspended, or removed from office on any of the following grounds:  

  

(a) Disloyalty to the Republic of the Philippines; 

(b) Culpable violation of the Constitution; 

(c) Dishonesty, oppression, misconduct in office, gross negligence, or dereliction of duty; 

(d) Commission of any offense involving moral turpitude or an offense punishable by at 

least prision mayor;  

(e) Abuse of authority; 

(f) Unauthorized absence for fifteen (15) consecutive working days, except in the case of 

members of the Sangguniang Panlalawigan, Sangguniang Panlungsod, Sangguniang 

bayan, and Sangguniang Barangay; 

(g) Application for, or acquisition of, foreign citizenship or residence or the status of an 

immigrant of another country; and 

(h) Such other grounds as may be provided in this Code and other laws. An elective local 

official may be removed from office on the grounds enumerated above by  order of the 

proper court. (Section 60, Local Government Code of 1991) 

 

RULE III 

 FILING OF ADMINISTRATIVE COMPLAINTS 

 
SECTION 1. WHO MAY FILE. Any private individual or any government officer or 
employee may initiate an administrative case by filing a verified written complaint 
against any barangay elective local official. 
 
A copy of the complaint shall be furnished to the following: 
 

1. Office of the Municipal Mayor; 
2. Municipal Local Government Operations Officer; and 
3. President of the Liga ng mga Barangay. 
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The complainant shall furnish the Office of the Municipal Mayor, MLGOO and the 
LnB President of a copy of the complaint. No complaint shall be accepted unless proof of 
service has been shown upon filing with the SB Secretary. 
 

No complaint shall be filed unless in writing, verified and under oath. The verified 
complaint shall contain the following:  
 

a) The full names of the parties and address of the parties; 
b) The complaining party shall be called “Complainant” while the elective official 

charged shall be called “Respondent”; 
c) The complaint shall be assigned with a docket number by the Secretariat in the 

order of the date and time of filing thereof;  
d) The verified complaint shall be duly notarized, clearly and categorically stating the 

grounds, the narration of factual circumstances and the material allegations under 
which the complaint is based. 

 
SECTION 2. WHERE TO FILE. Three (3) original copies of the complaint shall be filed 
with the Office of the Sangguniang Bayan through the Sangguniang Bayan Secretary, 
which shall be subject for referral either to the Committee on Local Government and 
Accountability or to the Ad Hoc Committee, as may be determined by the Vice Mayor for 
appropriate action. 
 
SECTION 3. RULES ON EVIDENCE. Pieces of evidence in support of the complaint or 
the answer (if any) shall be attached as annexes (i.e., sworn affidavits, testimonies or 
documentary evidence). 
 
SECTION 4. ANSWER. Within seven (7) days after the complaint is filed, the Sanggunian 
or the Ad hoc committee created by the sanggunian for this purpose, shall determine if 
the complaint complies with the form, substance and procedural requirements and shall 
issue an order requiring the respondent to submit his verified answer within a non-
extendible period of fifteen (15) days from receipt thereof. 
 
      The seven (7) day period shall commence from the moment the sanggunian secretary 

has formally received the complaint. 

SECTION 5. FORM OF ANSWER. The answer must be verified, accompanied by affidavits 

of witnesses or evidences in support of the defense, shall be addressed to the Sanggunian 

and shall be drawn in clear, simple and concise language. Three (3) copies of the answer 

shall be submitted to the Office of the Sangguniang Bayan Secretary together with the proof 

that a copy thereof have been duly furnished to 1) The complaintant/s through counsel if 

represented by counsel; 2) The office of the Municipal Mayor; and 3) The MLGOO. 

                No answer shall be accepted unless the foregoing requirements are complied. 

SECTION 6. FAILURE TO ANSWER. Failure of respondent to file his verified answer within 

fifteen (15) days from receipt of the complaint shall be considered as a waiver of his/her 

right to present evidence on his/her behalf and the decision of the Sanggunian shall be 

based on the available evidence on record. No motion for extension shall be granted unless 

justifiable grounds have been satisfactorily proven by the Respondent. No other motion 

shall be allowed or accepted in lieu of the answer. 

SECTION 7. CREATION OF THE AD HOC COMMITTEE – Upon filing of the complaint, 
the Secretary to the Sanggunian shall bring the matter to the attention of the Sangguniang 
Bayan thru the Presiding Officer who shall forthwith cause creation of the Ad Hoc 
Committee to handle the administrative complaint. 
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 The Committee shall thereafter evaluate the complaint upon receipt of the answer, 
the Sanggunian shall, in its regular session, determine the existence of a probable cause, 
and within ten (10) days commence the investigation through the Committee on Local 
Government and Accountability or create an Ad Hoc Committee which shall be composed 
of the following: 
 

(a) The Chairman of the Committee on Local Government and Accountability of the 

Sanggunian, as Chairman; 

(b) The Chairman of the Committee on Rules, Laws and Legal Matters, as Vice 

Chairman;  

(c) Six (6) regular members of the Sanggunian;  

(d) Two (2) ex- officio members of the Sanggunian; and 

(e) In any other case, the Sanggunian may create an ad hoc committee to conduct the 

investigation or hear the case as a Committee of the Whole. 

If there exists no prima facie evidence with reasonable certainty that the Respondent 

is guilty of the administrative case filed against him/her, the Sanggunian may motu proprio 

dismiss the case. 

SECTION 8. SUMMONS. The Presiding officer shall cause the issuance of the 
corresponding summons to the respondent with a copy of the complaint. 
 

A. CONTENTS. The summon shall be directed to the respondent, signed by the 
Secretary to the Sanggunian under the seal of the Sangguniang Bayan and 
contain: 
 
1) Caption of the case. 
2) Direction that the respondent files his/her verified answer within 15 days from 

receipt thereof; 
3) Notice that unless the respondent files his/her verified answer, the complainant 

will take judgment by default and shall be considered as a waiver of his/her 
right to present evidence on his/her behalf and the decision of the Sanggunian 
shall be based on the available evidence on record. 

 
SECTION 9. 90-day ban. No complaint shall be accepted within ninety (90) days 
immediately prior to any local election. 
 
 

RULE IV 
PROCEDURE OF THE SANGGUNIANG BAYAN 

 
SECTION 1. PRELIMINARY CONFERENCE.  Within ten (10) days after the answer is 
filed, the Committee shall, within ten (10) days, summon the parties to a preliminary 
conference to consider the following: 
 

a) Possibility of Amicable Settlement; 
b) Simplification of issues; 
c) Necessity or desirability of amendments to the pleading; 
d) Possibility of obtaining stipulations or admission of facts and/or documents to avoid 

unnecessary proof; 
e) Limitation of number of witnesses; 
f) Such other matters may aid in the speedy disposition of the case. 
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The Presiding Officer may require all the members of the Sangguniang Bayan, 
including himself/herself, to submit their evaluation position paper considering the merit 
and/or demerit of the complaint and the answer being filed.   

 
The committee then shall have a counting to determine the prevailing side.  If the 

NO CASE prevails, then the Presiding Officer, through drawing of lots, shall pick the 
Member who shall draft the decision.  On the other side, if the WITH CASE predominates, 
then the Preliminary Hearing shall immediately be set. 

 
In case of the absence of the complainant or his/her counsel (if represented) during 

the preliminary conference without any justifiable reason, the case shall be dismissed. 
 
In case of the absence of the respondent or his counsel (if represented) without 

any justifiable reason, it shall be deemed as waiver of his/her right to present evidence in 
his/her favor and the investigation/hearing may proceed ex-parte. 
 
SECTION 2. VENUE AND TIME.  All complaints shall be heard in the session hall of the 
Sangguniang Bayan on the days and time determined by the Sangguniang Bayan. 
 
SECTION 3. PRELIMINARY HEARING – Within five (10) days after the preliminary 
conference is held, the Sangguniang Bayan shall schedule the preliminary hearing as 
follows: 
 
a) The Chairman of the Committee on Local Government and Accountability shall formally 
open the order of preliminary hearing and discuss to the parties the order of hearing. 
 

1. The complainant shall produce the evidence on his part; 
2. The respondent shall offer evidence in support of his defense; and 
3. The parties may the respectively offer rebutting evidence unless the Committee 

for good reasons and in furtherance of justice, permits them to offer evidence upon 
their original case. 

 
SECTION 4. SUBMISSION OF POSITION PAPERS AND AFFIDAVITS OF 
WITNESSES. If during the preliminary hearing, no settlement had been agreed, the 
Sangguniang Bayan shall require the parties to submit their verified position papers and 
affidavits of witnesses which shall cover only the issues raised in the pleadings.  The 
parties shall thereafter not be allowed to allege or present evidence to prove facts not 
referred to and any causes of action not included in their pleadings or position papers, 
affidavits and other documents.  The parties shall furnish each other with copies of their 
position paper, together with their supporting documents. 
 
SECTION 5. DETERMINATION OF NECESSITY OF CLARIFICATORY HEARING – 
Immediately after submission by parties of their position papers and supporting 
documents, the Sangguniang Bayan shall determine whether there is a need for a formal 
hearing or investigation.  It may elicit pertinent facts or information including documentary 
evidence, if any, from any party of witness to complete the facts of the case. 
 
SECTION 6. TRANSCRIPT. All hearings of the Sangguniang Bayan shall be attended by 
an assigned Secretariat that shall take down notes of the proceedings therein and shall 
furnish each of the Sangguniang Bayan members a copy thereof within a reasonable 
time. 
 
SECTION 7. DURATION OF THE INVESTIGATION.  The investigation of the case shall 
be terminated within ninety (90) days from the start thereof.  No investigation shall be held 
within 90 days prior to any barangay and local elections. 
 



Page 6| 8 

 

 Sangguniang Bayan, Municipality of La Paz         Email :   sblgulapaz@gmail.com 

New Legislative Bldg, San Roque, La Paz, Tarlac      Contact  :    0946 889 2767  

SECTION 8. APPEARANCE OF A LEGAL COUNSEL. An attorney appearing for a party 
is presumed to be properly authorized for that purpose.  Appearance may be made orally 
or in writing.  
 

RULE V 
INHIBITION OF ANY MEMBER TO PARTICIPATE 

IN THE DELIBERATION 
 

SECTION 1. As a general rule, no member of the Sanggunian Bayan shall inhibit 
himself/herself from participating in the deliberative processes on any case being heard.  
However, exemption in the deliberation shall be allowed on the following grounds: 
 

a) If the member of the Committee is related to any of the parties within the 4th degree 
of consanguinity/affinity; 

b) If any of the parties involved in the case shall submit a petition in writing a motion 
for inhibition of a member of the committee with valid grounds. 

 
RULE VI 

PREVENTIVE SUSPENSION 
 

Section 1. IMPOSITION OF PREVENTIVE SUSPENSION – Upon recommendation of 
the Sangguniang Bayan, preventive suspension may be imposed by the Municipal Mayor 
at any time after the issues are joined, when the evidence of guilt is strong and given the 
gravity of the offense, there is a great probability that the continuance in office of the 
respondent should influence the witnesses or pose as a threat to the safety and integrity 
of the records and evidence.  However, no preventive suspension shall be imposed prior 
to the 90-day period immediately preceding local elections, it shall be deemed 
automatically lifted upon the start of said period. 
 

RULE VII 
DECISIONS, RESOLUTIONS AND ORDERS 

 
SECTION 1. INDIVIDUAL OPINION – Within seven (7) days from submission of the case 
for decision, any Member of the Sangguniang Bayan may submit to the Presiding Officer 
their individual decision in writing which shall be the basis for the action to be taken. 
 
SECTION 2. EXECUTIVE SESSION – Within 15 days from submission of the case for 
decision, the Sangguniang Bayan shall meet in an executive session to discuss the action 
to be taken. As soon as the consensus is arrived at, a ponente shall be chosen from 
among the Members who participated in the deliberation.  The final decision shall be 
signed by all the members who participated in the deliberation.  The manner of 
determining the ponente shall be by drawing of lots.  The Presiding officer is not exempted 
from having the chance to draft the decision.  When a Member’s turn for drafting the 
decision has been finished, he/she will be exempted from drawing of lots on the 
succeeding decision drafting until every member shall have been assigned to draft 
succeeding decisions. 
 
SECTION 3. DECISIONS, RESOLUTIONS AND ORDERS. – All decisions, resolutions 
or orders of the Sangguniang Bayan shall require the signature of all the Members who 
participated in the proceedings of the case.  It shall bear the seal of the Sangguniang 
Bayan after it shall have been considered and approved in a session thereof within thirty 
(30) days after the end of the investigation.  Prior thereto, no copy of the decision, 
resolution or order shall be released to the party or to the public.  Only the Presiding 
Officer shall release such a decision, resolution or order. 
 

All decisions of the sanggunian, be it with sanction or dismissal, shall be approved 
by at least a majority of all the members who have been elected and qualified. 
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The Sanggunian may, at its discretion, adopt in toto the recommendation and/or 

decision submitted by the Committee through the passage of a resolution. Copies of said 
decision shall immediately be furnished to the respondent, the Municipal Mayor, the 
MLGOO, and all interested parties. 

 
The decision may state the concurring, dissenting, abstaining and absent 

members, and shall bear the signatures of the majority of all the members who have been 
elected and qualified. Any member/s of the sanggunian who dissents may write a 
separate dissenting opinion which shall be submitted within the said 30-day period, which 
shall be appended to the majority decision. 

 
SECTION 4. PENALTIES 
 

A) Reprimand, censure or suspension.  A respondent found guilty of any of the 
offenses enumerated in this Internal Rules may be meted the penalty of reprimand, 
censure or suspension depending on the evidence presented, the gravity of the 
offense and the attending circumstances. 

B) Suspension. The penalty of suspension shall not exceed the unexpired term of 
the respondent, or a period of six (6) months for every administrative offense, nor 
shall said penalty be a bar to the candidacy of the respondent so suspended as 
long as he meets the qualifications required for the office. 

 
SECTION 5. 90-day ban. No preventive suspension shall be imposed within ninety (90) 
days immediately prior to any local election.  If the preventive suspension has been 
imposed prior to the 90-day period immediately preceding a local election, it shall be 
deemed automatically lifted upon the start of the aforesaid period. 
 
SECTION 6.  SERVICE OF DECISION 
 

a) All decisions, resolutions or orders of the Sangguniang Bayan shall be served by 
the Secretariat of the Sangguniang Bayan upon the parties and their counsel either 
personally or by registered mail.  In case of service by registered mail, the registry 
return receipt shall be prima facie evidence of the receipt of the decision, resolution 
or order by the addressee in due course or mail. 
 

b) Personal service is complete upon actual delivery-Service by registered mail is 
complete upon actual receipt by the addressee, but if he/she fails to claim from the 
post office within five (5) days from the date of the first notice, service shall take 
effect at the expiration of such time. 

 
RULE VIII 

ADMINISTRATIVE APPEALS 
 

SECTION 1. APPEALS. Any decision, resolution or order in the absence of an appeal 
therefrom shall become final and executor thirty (30) days after the date of notification to 
the parties.  A party may appeal to the Office of the Sangguniang Panlalawigan within 
thirty (30) days from receipt of the decision thereof. 
 

 
RULE IX 

EXECUTION OF FINAL DECISIONS, ETC. 
 

SECTION 1. EXECUTION OF FINAL DECISION, RESOLUTION OR ORDER. Any 
decision, resolution or order imposing a penalty of suspension that has become final and 
executory shall be enforced by the Municipal Mayor.  
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The Municipal Vice Mayor shall execute all final and executory decisions or orders 
of the Sanggunian by issuing the corresponding order implementing the same.  

 
He/she may also deputize or call upon any personnel of the Philippine National 

Police (PNP) stationed within the municipality, to execute the said decisions or orders. 
 
SECTION 2.  EXECUTION OF PENDING APPEAL. An appeal shall not prevent a 
decision from becoming final and executory.  The respondent shall be considered as 
having been placed under preventive suspension during the pendency of an appeal.  In 
the event the appeal results in exoneration, he/she shall be paid his/her salary and such 
other emoluments accruing during the pendency of the appeal. 
 

RULE X 
AMENDMENTS 

SECTION 1.  The Internal Rules on Administrative Complaints filed before the Sangguniang 

Bayan may be amended at any regular session by two-thirds (2/3) vote of all the members of the 

Sangguniang Bayan, provided that prior notice of such proposed amendment is given to all 

members and provided further that no provision herein which is based on, or prescribed by, 

existing laws shall be amended.                                                                                                                                                   

 
RULE XI 

EFFECTIVITY 
 

SECTION 1. The Internal Rules on Administrative Complaints filed before the Sangguniang 

Bayan of La Paz, Tarlac shall take effect upon its approval. 

ADOPTED this 2nd Day of July, 2025 in the Municipality of La Paz, Province of Tarlac.                     

 

 

 
 

 

    

   CERTIFIED CORRECT: 
  
    
      ATTY. REDILYN F. JACINTO 
        SB Secretary 
                     
  ATTESTED:                 
             
                                  HON. LORNA R. MANALO 
                           Municipal Vice-Mayor/Presiding Officer    
    
   
 
 


