
 

 

 

 

 

 

 

 

 

 

 

 

City Public Order and Safety Coordinating Office 
 

External Services 

 

 

 

 

 

 

 

 

 

 

 
 



1. Claiming of Impounded Vehicle 

The City Public Order and Safety Coordinating Office ensures that the all-City public order and 
safety ordinances are strictly followed by Fernandinos. For each violation, a TCT shall be issued 
to violators and must be settled within 3 regular working days from its issuance for disposition. 

Office or 
Division: 

City Public Order and Safety Coordinating Office (CPOSCO) 

Classification: Simple 

Type of 
Transaction: 

G2C – Government to Citizen 

Who may avail: Traffic and Public Order Violators  

CHECKLIST OF 
REQUIREMENTS 

WHERE TO SECURE 

For Traffic Violation/s:  

1. Official Receipt of the Vehicle 
(1 Photo Copy) 

LTO 

0. Certificate of Registration 
of the Vehicle (1 Photo 
Copy) 

LTO 

0. Traffic Citation Ticket (1 
original) 

Issued by CPOSCO Enforcer 

0. Official Receipt (1 Photo 
Copy) 

CPOSCO Headquarters 

0. Accompanied By 
Professional Driver’s 
License Holder (1 Photo 
Copy – Professional 
Driver’s ID) 

LTO 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON RESPONSIBLE 

1. Log in to guard 1.Prepare 
handbook for 
the client 

None 

5 minutes 

Building Security Personnel 

 1.1 Verification of 
TCT, get a 
number and wait 
to be called 
(Queuing) 

1.1 Issuance 
of number 
and calling of 
number 

None 

Rosetin B. Navarro 

Administrative Officer IV 

(City Public Order and Safety 
Coordinating Office) 

 



2. Payment  
2. Issuance 
of Official 
Receipt 

Fines for 
violation 

7 minutes 

Sherry Ann D. Enriquez 

Local Revenue Collection Officer I 
(City Treasurer’s Office) 

3.Return to 
verification area  
 

3. Logging of 
OR 

None 1 minute 

Rosetin B. Navarro 

Administrative Officer IV 

 (City Public Order and Safety 
Coordinating Office) 

 

3.1 Go to 
releasing officer 

3.1 
Releasing of 
impounded 
vehicle 

None 2 minutes 

Rosetin B. Navarro 

Administrative Officer IV  
(City Public Order and Safety 

Coordinating Office) 
 

TOTAL: 
Varies to 
Violation/s 

15 minutes  

 

Note: 
*Apprehensions daily shall be available for payment from 8:00 AM – 7:00 PM. 

 

Schedule of fines as per Traffic Management Code and Ordinance No. 2023-026 

Violations Penalties 

Smoking/ Vaping and allowing any person to smoke/vape in enclosed 

public places and conveyances 

500 

Selling and smoking tobacco products in schools, hospitals, public 
facilities and selling to minors 

3,000 

Vandalism 500 

Jaywalking 100 

Illegal vending along passageways and sidewalks 1,000 

Open Burning of solid waste 300 

Littering, throwing, dumping of waste in public places 300 

Public Utility Vehicles w/o waste receptacle (Trashcan) 200 

Spitting/Nose blowing/urinating and defecating in public places 200 

No Safety Helmet 1,000 

Out of route/Line/Service area 2,000 

Trip Cutting 500 

Loading /Unloading at PZ 1,000 

Reckless Driving 1,000 

Illegal Turning/Counter Flow 500 

Not Wearing Seat belt 500 

No silencer/defective or modified muffler (Sec. 35) (Confiscation of 
muffler) 

500 

Driving Tricycle on National Road/Major Thoroughfares 1,000 



Obstruction of roads by MV/Vendors and any kind of Obstruction to 
include Stalled Vehicle 

1,000 

Illegal Parking/waiting on prohibited area/Illegal Terminal 500 

Number Coding 750 

Odd-even scheme 300 

No Entry Pass 300 

No Logo 300 

No DL/Invalid DL 1,000 

OR/CR Not Carried 500 

Unregistered Vehicle 1,000 + 
Impounding for 

Verification 

Not in proper uniform (PUV) 300 

Calling or receiving calls and reading/sending text messages 500 

Using/wearing headset, earphone, earplug and other similar gadget 300 

Illegal Parking of Trucks/Heavy Vehicles on major thoroughfare 24hrs 500 to 2,000 or 
imprisonment 

No helmet (Driver/Back rider) 300 

Unqualified child back rider 300 

More than one backrider 500 

Unlocked helmet strap 300 

Colorum Tricycle 1,000 and 
removal of 

sidecar 

Disregarding Traffic Control Signal 1,000 

Disregarding Traffic Officer 1,000 

Failure to Carry/Show/Surrender Driver’s License 500 

Improper Opening of Door and Alighting from Vehicles 1,500 

Overcharging of Fares/Contracting Services 1,000 

Overloading of Passengers of Bicycles and Tricycles 1,000 

Parking or Waiting in Prohibited Areas 1,000 

Violation of No Left Turn, No Right Turn 1,000 

Violation of No Entry Sign 1,000 

Violation of No Overtaking/No Passing Sign 1,000 

Violation of No Overtaking on Bridge Sign 1,000 

Violation of Bridge Load limit 1,000 

Violation of Keep Right, Keep Left Sign 1,000  

Violation of Stop Sign 1,000 

Violation of No U-Turn Sign 1,000 

 

 

  



 

2. CPOSCO Community Assistance Services 

The City Public Order and Safety Coordinating Office ensures that all public 
order and safety services of the offices are availed by the 
citizenry.  Concerned individuals can reach out to the office both via on-line or 
walk-in. 

Office or 
Division: 

City Public Order and Safety Coordinating Office (CPOSCO) 

Classification: Simple 

Type of 
Transaction: G2C – Government to Citizen 

Who may avail: Concerned Individual  

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Traffic Citation Ticket (1 original) Issued by Traffic Enforcer 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES 
TO 
BE 

PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

(Via FB 
Page/Email) 
 

1. Send direct 
message/emails at 
CPOSCO Official 
Page and/or email 

1.Receive, 
assess nature of 
complaint and 
endorse to 
concerned 
CPOSCO 
Division/units 

None  

Nadyn Nicole P. 
Sagum 

Traffic Operations 
Officer II 

(City Public Order and 
Safety Coordinating 

Office) 

2.Wait for 
feedback of 
actions taken 

2. Take 
necessary 
actions for the 
complaint 

None 3 working days 

Queenly A. Miranda 

Traffic Operations 
Officer II 

(City Public Order and 
Safety Coordinating 

Office) 

TOTAL: 3 working days 

1.Accomplish the 
CPOSCO 
Complaint form 

1. Issuance of 
number and 
calling of number 
 

  

Nadyn Nicole P. 
Sagum 

Traffic Operations 
Officer II 



(City Public Order and 
Safety Coordinating 

Office) 

2.Wait for 
feedback of 
actions taken 

2. Take 
necessary 
actions for the 
complain 

None 3 working days 

Queenly A. Miranda 

Traffic Operations 
Officer II 

(City Public Order and 
Safety Coordinating 

Office) 

TOTAL: 3 working days 

 

  



 

3. Securing of Order of Payment for The Renewal of Public Motorized 

Tricycle for Hire 

The Transport Regulatory Unit of City Public Order and Safety Coordinating Office 
regulates the renewal of motorized tricycle franchise within the City of San Fernando, 
Pampanga. Renewal of motorized tricycle franchise shall be issued upon completing 
all the requirements. 

Office or 
Division: 

City Public Order and Safety Coordinating Office (CPOSCO)  

Classification: Simple 

Type of 
Transaction: 

G2C – Government to Citizen 

Who may avail: Tricycle Operator’s Within City of San Fernando  

CHECKLIST OF 
REQUIREMENTS 

WHERE TO SECURE 

1. Latest Motorized Tricycle 
Operator’s Permit or 
Application Certificate (1 
Duplicate) 

Treasurer’s Office (LGU-CSFP) 

0. Community Tax Certificate 
(Cedula) Treasurer’s Office (LGU-CSFP) 

0. Certificate of Registration 
and Official Receipt of 
Motorized Tricycle (1 
Duplicate) 

LTO 

0. Driver’s License with 
Restriction Code 1 (1 
photocopy) 

LTO 

0. Membership Certification from 
Tricycle Operators and Drivers 
Association 
 (1 photocopy) 

Respective TODA 

0. Barangay Transport 
Certification/Barangay 
Clearance  
(1 original) 

Respective Barangay 



0. Accomplished Motorized 
Tricycle Franchise Renewal 
Form (1 original) 

TOO I 

0. 1 Actual Tricycle Unit Applicant 

0. For Change Unit/Operator   

a. Affidavit of Line 
Dropping (1 Original 
or 1 Photocopy) 

Notary Public 

b. Deed of Sale (1 
Original or 1 
Photocopy) 

Notary Public 

c. PNP Motor Vehicle 
Clearance Certificate 
(1 Original or 1 
Photocopy) 

PNP-HPG 

d. Old OR/CR for hire 
(1 Photocopy) LTO 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 

 TIME 

PERSON 
RESPONSIBLE 

1. Submission of 
Motorized 
Tricycle 
Franchise 
Renewal 
Application  

1. Receive, 
Evaluate, and 
inspection of 
requirements 
(Motorized 
Tricycle 
Franchise 
Renewal 
Application) 

None 5 minutes 

Ana Karemina G. 
Gonzales 

Tricycle 
Regulatory Unit 

(City Public Order 
and Safety 

Coordinating 
Office) 

2. Payment 

2.1 Preparation 
of Order of 
Payment 

None 
5 minutes 

  

Ana Karemina G. 
Gonzales 

Tricycle 
Regulatory Unit 

(City Public Order 
and Safety 

Coordinating 
Office) 

2.2 Signing of 
the Order of 
Payment 

None 
1 minute 

 

Louie P. Clemente 

(City Public Order 
and Safety 



Coordinating 
Office) 

2.3 Issuance 
of Order of 
Payment 

None 
1 minute 

 

Ana Karemina G. 
Gonzales 

Tricycle 
Regulatory Unit 

(City Public Order 
and Safety 

Coordinating 
Office) 

3. Claiming of 
Community Tax 
Certificate 
individual 

3. Issuance of 
Community Tax 
Certificate 
individual 

Depends 
on the 
gross 
annual 
income of 
the 
tricycle 
operator 

7 minutes 

Louie P. Clemente 

City Public Order 
and Safety 

Coordinating 
Officer 

(City Public Order 
and Safety 

Coordinating 
Office) 

4.Claiming of 
OR for MTOP 

4. Issuance of 
OR for MTOP 

PHP 
525.00  

3 minutes 

Sherry Ann D. 
Enriquez 

Local Revenue 
Collection Officer I 

(City Treasurer’s 
Office) 

5. Claiming of 
MTOP 

5. Issuance of 
MTOP 

None 7 minutes 

Sherry Ann D. 
Enriquez 

Local Revenue 
Collection Officer I 

(City Treasurer’s 
Office) 

TOTAL: 
PHP 
525.00  

29 MINUTES 

  

 

 

Public Motorized Tricycle 
Franchise Fees: 

ORDER OF PAYMENT 

Public Franchise Fee Php 300.00 

Application Fee 100.00 

Annual Sticker  25.00 

Terminal Fee 100.00 



TOTAL 525.00 

Section 108. Administrative Provisions. 

(a)  A metal plate and/or sticker with a corresponding registry number shall be 
provided by the City Treasurer for every registered motorized tricycle at cost to 
the owner which shall be assessed and paid together with the permit. 

(b)  Prospective operators of tricycles should first secure a Motorized Tricycle 
Operator’s permit (MTOP) from the Sangguniang Panlungsod. 

(c)  The Sangguniang Panlungsod of this city shall: 

1. Issue, amend, revise, renew, suspend, or cancel MTOP and prescribe the 
appropriate terms and conditions thereof; determine, fix, prescribe or 
periodically adjust fares or rates for the service provided in a zone after public 
hearing; prescribe and regulate zones of service in coordination with the 
barangay; fix, impose and collect, and periodically review and adjust but not 
oftener than once every three (3) years, reasonable fees and other related 
charges in the regulation of tricycles-for-hire; and establish and prescribe the 
conditions and qualifications of service. 

Renewal of Franchise and Late Registration 

The Tricycle and Regulatory Board (TFRB) shall start to accept renewal of the franchise 
(1) month before the date of the expiration. A surcharge of 25% plus 2% interest 
monthly from the annual supervision and processing fees but not exceed 36 months 
shall be collected from the operators with expired franchises who will apply for renewal. 

Note: The abovementioned fees are based from the Traffic Management Code 
Ordinance No. 2017-034 

 

 

  



 

4. Securing of Pedicab Operator’s Permit 

The Transport Regulatory Unit of City Public Order and Safety Coordinating Office 
regulates the issuance of Pedicab Operator’s Permit among Pedicab Drivers within the 
City of San Fernando, Pampanga. Pedicab Operator’s Permit shall be issued upon 
completing all the requirements. 

      Office or Division: City Public Order and Safety Coordinating Office 
(CPOSCO) 

       Classification:  Simple 

     Type of Transaction: G2C – Government to Citizen  

      Who may avail: Pedicab Operators Within City of San Fernando  

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Cedula (1 Original) or (1 Duplicate) Treasurer’s Office (LGU-CSFP) 

0. 1 Actual Pedicab Unit Applicant 

CLIENT STEPS AGENCY ACTIONS 

FEES 
TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submission of 
Pedicab 
Operator’s Permit 
(POP) Application  

1. Receive and Evaluate 
Pedicab Operator’s 
Permit (POP) Application 

None 3 minutes 

Ana Karemina G. 
Gonzales 

 

Traffic Operations 
Officer I 

(City Public Order 
and Safety 

Coordinating 
Office) 

2. Claiming of the 
Order of Payment 

2.1 Signing of the Order 
of Payment 

None 3 minutes 

Ana Karemina G. 
Gonzales 

 

Traffic Operations 
Officer I 

(City Public Order 
and Safety 

Coordinating 
Office) 

 
2.2   Releasing of Order 
of Payment  

None 3 minutes 

Ana Karemina G. 
Gonzales 

 



Traffic Operations 
Officer I 

 (City Public Order 
and Safety 

Coordinating 
Office) 

3. Payment of 
Community Tax 
Certificate and 
Order of Payment 

3. Issuance of OR, sticker 
and Community Tax 
Certificate 

Depends 
on the 
gross 

annual 
income 
of the 

pedicab 
operator 

7 minutes 

Sherry Ann D. 
Enriquez 

Local Revenue 
Collection Officer I 

 (City Treasurer’s 
Office) 

4. Claiming of 
metal plate/sticker 

4. Issuance of metal 
plate/sticker 

None 1 minute 

Sherry Ann D. 
Enriquez 

Local Revenue 
Collection Officer I 

(City Treasurer’s 
Office) 

 

TOTAL: 
None 

 

17 MINUTES 

 

 

 

  



5. Settlement of Issued Traffic Citation Ticket 

The City Public Order and Safety Coordinating Office ensures that the all-city 
public order and safety ordinances are strictly followed by Fernandinos. For 
each violation, a TCT shall be issued to violators and must be settled within 3 
regular working days from its issuance for disposition. 

Office or 
Division: 

City Public Order and Safety Coordinating Office (CPOSCO) 

Classification: Simple 

Type of 
Transaction: G2C – Government to Citizen 

 Who may 
avail: Traffic and Public Order Violators  

CHECKLIST OF 
REQUIREMENTS 

WHERE TO SECURE 

Traffic Citation Ticket (1 
original) 

Issued by Traffic Enforcer 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Log in to 
guard 

1.Prepare 
handbook for 
the client 

None 

5 minutes 

Building Security 
Personnel 

1.1 Verification 
of TCT, get a 
number and wait 
to be called 
(Queuing) 

1.1  Issuance 
of 
number 
and 
calling of 
number 

None 

Rosetin B. 
Navarro 

Administrative 
Officer IV 

 (City Public 
Order and 

Safety 
Coordinating 

Office) 

2. Submit Traffic 
Citation Ticket 

2. 2. Receive, 
review and 
verify the 
TCT 

None 4 minutes 

Sherry Ann D. 
Enriquez 

Local Revenue 
Collection 
Officer I 

(City Treasurer’s 
Office) 

3. Payment  
3. Issuance 
of Official 
Receipt 

Refer to 2017-
034 of Traffic 
Management 

Code of City of 

2 minutes 
Sherry Ann D. 

Enriquez 



San Fernando, 
Pampanga 

Local Revenue 
Collection 
Officer I 

(City Treasurer’s 
Office) 

3. Return to 
verification area  

3. Logging of 
OR 

None 2 minutes 

Rosetin B. 
Navarro 

Administrative 
Officer IV 

  (City Public 
Order and 

Safety 
Coordinating 

Office) 

TOTAL: 
Varies to 

Violation/s 
13 minutes 

 

 

Note: *Apprehensions daily shall be available for payment from 8:00 AM – 7:00 
PM. 

 

 


