1. Issuance of Simple Copy or Certified True Copy of Tax Declaration
of Real Property

An assessment document that contains the market value and assessed value of a real
property, which serves as the basis for the collection of real property tax. It is used for the
payment of real property tax, transfer tax, estate tax, verification, and other related
purposes.

Municipal Assessor’s Office

Simple

G2C — Government to Citizen

G2G — Government to Government
Registered Owner or Authorized Representative, Government
Agencies that conduct investigations and trials of cases

Any of the following:

e Government issued |Identification

Card (1 Copy) Registered Owner

e Tax Declaration (1 Copy) Registered Owner
e Owner’'s Name (1 Copy) Registered Owner
e Title Number (1 Copy) Registered Owner
e Lot Number (1 Copy) Registered Owner

e Real Property Tax Receipt (1 Copy) | Registered Owner
If authorized representative, provide
the additional documents:

e Notarized Special Power of

Attorney (SPA) or Authorization Registered Owner

Letter (1 Copy)
e Government issued ldentification Registered Owner and Authorized

Card (1 Photocopy) Representative

AGENCY FEES TO | PROCESSI PERSON
CLIENT STEPS ACTIONS BE PAID NG TIME RESPONSIBLE
1. Register at client’'s |1. Assist clientto | None 5 minutes Assessment Clerk |
logbook record name, Municipal Assessor’s
address, and Office

contact number
on the logbook.

2. Coordinate with 2. Interview the None 5 minutes Assessment Clerk |

the staff client Municipal Assessor’s
Office

3. Submit the 3. Receive and None 10 minutes Assessment Clerk |

requirements to verify Municipal Assessor’s
the staff completeness Office

of submitted
documents.




. Wait for the 4. Search and None 10 minutes / | Assessment Clerk |
confirmation of the print the Tax Municipal Assessor’s
availability of Tax corresponding Declaration Office
Declaration Tax Declaration

from the Real
Property Tax
Information
System
(RPTIS)

. Wait for the Tax 5. Prepare the None 5 minutes Assessment Clerk |
Declaration Order Order of Municipal Assessor’s
of payment slip Payment and Office

instruct the
client to pay at
the Municipal
Treasury
Cashier.
. Pay at the Cashier |6. Accept Simple 20 minutes Clerk Il or Collecting
payment and Copy = Officer
issue official PHP 50 Municipal Treasurer’s
receipt Office
Certified
True Copy
= PHP 200

. Return to the 7. Receive and None 10 minutes Assessment Clerk |
Assessor’s Office record the Municipal Assessor’s
and give the official receipt Office
official receipt to number and
the Assessment Assessment of
Clerk | Real Property

(ARP) number
on the client’s
logbook.

. Wait for the 8. Review and None 5 minutes / Municipal Assessor
release of Tax Sign the Tax Tax Municipal Assessor’s
Declaration Declaration Declaration Office

. Receive the copy [9. Release the None 5 minutes Assessment Clerk |
of Tax Declaration copy of Tax Municipal Assessor’s
and Log out on the Declaration to Office
logbook. the client.

TOTAL PHP 50 or | 1 hour, 15
PHP 200/ | minutes
Tax
Declaration




2. Issuance of Tax Declaration — Transfer of Ownership

The transfer of ownership of real property is a process in which an individual who has
acquired property through sale, donation, inheritance, or other means wishes to have the
tax declaration transferred to their name. This tax declaration is required so that they can
pay the real property tax (amilyar) under their own name.

Municipal Assessor’s Office

Simple

G2C - Government to Citizen

Registered Owner or Authorized Representative

Title (1 Original Copy and 2 Photocopies) | Registered Owner or Registry of Deeds

Deed of Sale, Donation, Extra Judicial Registered Owner
Settlement, or Subdivision (2 Photocopies)

BIR Certificate Authorizing Registration Bureau of Internal Revenue
(CAR) (2 Photocopies)

Official Receipt of Transfer Tax Provincial Treasurer’s Office
(2 Photocopies)

Latest Real Property Tax Receipt Municipal Treasurer’s Office
(2 Photocopies)

Government issued Identification Card Registered Owner
(2 Photocopies)

If authorized representative, provide
the additional documents:

e Notarized Special Power of Registered Owner
Attorney (SPA) or Authorization
Letter (2 Copies)

e Government issued ldentification Registered Owner and Authorized
Card (2 Photocopies) Representative

Additional Requirements if needed:

e Subdivision / Consolidation Plan if | Land Registration Authorities (LRA) or

there is a division of land Bureau of Lands
(2 Photocopies)
e Clearance from Department of Department of Agrarian Reform (DAR) and/or
Agrarian Reform (DAR) and/or Notary Public
Affidavit of Non-Tenancy if
Agricultural
(2 Photocopies)
e Secretary’s Certificate if the Corporate Secretary

property is from a company
(2 Photocopies)




e Affidavit of Publication if deed of
instrument is Extra Judicial
Settlement (EJS)

(2 Photocopies)

Publication where the instrument was published

e Oocular Inspection from the Tax
Mapping Division if there are
improvements on the land

Tax Mapping Division

Assessment
Sheet (FAAS)

AGENCY FEES TO | PROCESSIN PERSON
CLIENT STEPS ACTIONS BE PAID G TIME RESPONSIBLE

. Register at client’s |1. Assist clientto | None 5 minutes Assessment Clerk |

logbook record name, Municipal
address, and Assessor’s Office
contact number
on the logbook.

. Coordinate with 2. Interview the None 5 minutes Assessment Clerk |
the staff client. Municipal

Assessor’s Office

. Submit the request [3. Receive and None 10 minutes Assessment Clerk |
and present the check if the Municipal
required submitted Assessor’s Office
documents documents are

complete.

. Wait in the 4.1Get the None 10 minutes Assessment Clerk |
Assessor’s office Assessment of Municipal
while transfer of Real Property Assessor’s Office
ownership is still (ARP) Number
processing. and Property

Index Number
(PIN).

4.2 Record the new | None 10 minutes Assessment Clerk |
Assessment of Municipal
Real Property Assessor’s Office
(ARP) Number
and Property
Index Number
(PIN) in the
logbook.

4.3Process the None 30 minutes / Assessment Clerk |
transaction in Tax Municipal
the Real Declaration Assessor’s Office
Property Tax
Information
System
(RPTIS).

4 4|ssue a copy of | None 10 minutes / Assessment Clerk |
the new Field Tax Municipal
Appraisal and Declaration Assessor’s Office




together with
the Tax
Declaration
and the Notice
of
Assessment.

4 5Review the
information in
the updated
Field Appraisal
and
Assessment
Sheet (FAAS),
Tax
Declaration
and Notice of
Assessment
before signing.

None

5 minutes /
Tax
Declaration

Municipal Assessor
Municipal
Assessor’s Office

4.6 Check and
sign to confirm
the new Field
Appraisal and
Assessment
Sheet (FAAS),
Tax
Declaration
and Notice of
Assessment

None

5 minutes /
Tax
Declaration

Municipal Assessor
Municipal
Assessor’s Office

. Wait for the Tax

Declaration Order
of payment slip

5. Prepare the
Order of
Payment and
instruct the
client to pay at
the Municipal
Treasury
Cashier.

None

5 minutes

Assessment Clerk |
Municipal
Assessor’s Office

. Pay at the Cashier

6. Accept
payment and
issue official
receipt.

PHP 200/
Tax
Declaration

20 minutes

Clerk Il or Collecting
Officer
Municipal
Treasurer’s Office

. Return to the

Assessor’s Office
and give the
receipt to the staff

7. Receive and
record the
official receipt
number,
Assessment of
Real Property
(ARP) number,
on the client’s
logbook.

None

10 minutes

Assessment Clerk |
Municipal
Assessor’s Office




. Receive the . Release the None 5 minutes Assessment Clerk |
documents and certified true Municipal
Log out on the copy of the new Assessor’s Office
Logbook Tax Declaration

and Notice of
Assessment to
the client.
PHP 200 /
TOTAL Tax 2 hours and
. 10 minutes
Declaration




3. Issuance of Tax Declaration - New Declaration, Reclassification,
Reassessment, Consolidation, Subdivision and Cancellation of Real
Properties

This process is for real property owners who wish to declare their property for the first
time (new declaration), who want to correct or change the actual use of the real property
(reclassification), or who intend to divide or combine the real property (subdivision or
consolidation).

Municipal Assessor’s Office

Complex / Highly Technical

G2C - Government to Citizen
G2G — Government to Government

Registered Owner or Authorized Representative

For New Declaration

e Title (1 Original Copy and 2 Registered Owner or Registry of Deeds
Photocopies)
o Affidavit of Ownership (1 Original Registered Owner
Copy and 2 Photocopies)
o Affidavit of Adjoining Property Registered Owner
Owners (1 Original Copy and 2
Photocopies)
e Certification of Alienable and Community Environment and Natural Resources
Disposable Land (1 Original Copy Office (CENRO)
and 2 Photocopies)
e Approved Lot Plan (1 Original Copy | Registered Owner
and 2 Photocopies)
e Lot Data Computation (1 Original Registered Owner
Copy and 2 Photocopies)
e Ocular Inspection Report (1 Original | Tax Mapping Division
Copy and 2 Photocopies)

e Government issued Identification Registered Owner
Card (2 Photocopies)
e If Authorized representative, Registered Owner

provide Notarized Special Power of
Attorney (SPA) or Authorization
Letter (2 Copies)

For Reclassification or Reassessment
o Title (2 Photocopies) Registered Owner or Registry of Deeds

e Latest Real Property Tax Receipt Municipal Treasurer’s Office
(Amilyar) (2 Photocopies)

e Sangguniang Bayan Resolution Sangguniang Bayan
(2 Photocopies)

e Ocular Inspection Report Tax Mapping Division
(2 Photocopies)

e Government issued ldentification Registered Owner
Card (2 Photocopies)

e If Authorized representative, Registered Owner

provide a Notarized Special Power




of Attorney (SPA) or Authorization
Letter (2 Copies)

For Subdivision or Consolidation

Title (2 Photocopies)

Registered Owner

Government issued ldentification
Card (2 Photocopies)

Registered Owner

If Authorized representative,
provide a Notarized Special Power
of Attorney (SPA) or Authorization
Letter (2 Copies)

Registered Owner

Approved Subdivision Plan with
Technical Description
(2 Photocopies)

Land Registration Authority (LRA) or Bureau of

Lands

Latest Real Property Tax Receipt
(2 Photocopies)

Municipal Treasurer’s Office

For Cancellation of Real Properties

Latest Real Property Tax Receipt
(Amilyar) (2 Photocopies)

Municipal Treasurer’s Office

Ocular Inspection Report
(2 Photocopies)

Tax Mapping Division

Government issued |dentification
Card (2 Photocopies)

Registered Owner

If Authorized representative,
provide a Notarized Special Power
of Attorney (SPA) or Authorization
Letter (2 Copies

Registered Owner

AGENCY FEES TO | PROCESSIN PERSON
CLIENT STEPS ACTIONS BE PAID G TIME RESPONSIBLE

. Coordinate with 1. Interview client. | None 5 minutes Assessment Clerk |
the Assessment Assist client to Municipal Assessor’s
Clerk | and register log-in. Record Office
at client’s logbook name, address,

and contact
number on the
logbook.

. Submit the 2. Receive and None 5 minutes Assessment Clerk |
complete verify the Municipal Assessor’s
requirements completeness Office

of submitted
documents.

. Wait for the Tax 3. Prepare the None 5 minutes Assessment Clerk |
Declaration Order Order of Municipal Assessor’s
of payment slip Payment and Office

instruct the
client to pay at
the Municipal
Treasury
Cashier.

. Pay at the Cashier (4. Accept PHP 200/ | 20 minutes Clerk Il or Collecting

payment and Tax Officer




issue official
receipt.

Declaratio
n

Municipal Treasurer’s
Office

. Return to the

Assessor’s Office
and give the
receipt to the staff

5. Receive and
record the
official receipt
number,
Assessment of
Real Property
(ARP) number,
of the client on
the logbook.
Attach Official
Receipt to
documents.

None

10 minutes

Assessment Clerk |
Municipal Assessor’s
Office

. Wait for the

schedule of Ocular
Inspection

6. Schedule
Ocular
Inspection of
Subject
Property.

None

3 Working
Days

Assessment Clerk |
Municipal Assessor’s
Office

. Accompany Tax
Mapper on site for
ocular inspection

7. Conduct ocular
inspection on
site.

None

4 hours

Assessment Clerk |
Municipal Assessor’s
Office

. Go home and wait

for update from
the Assessor’s
office

8.1 Prepare Field
Appraisal and
Assessment
Sheet (FAAS)
reflecting actual
use of subject
property based
on ocular
inspection and
subdivision or
consolidation
plan submitted
then update the
client on when
to pick-up the
documents.

None

4 hours

Assessment Clerk |
Municipal Assessor’s
Office

8.2 Assign
Property Index
Number (PIN)
and update Tax
Map.

None

4 hours

Assessment Clerk |
Municipal Assessor’s
Office

8.3 Encode New
Declaration,
Reclassification
or
Reassessment,
Subdivision,
Consolidation
or Cancellation.

None

2 hours

Assessment Clerk |
Municipal Assessor’s
Office




8.4 Print Field
Appraisal and
Assessment
Sheet (FAAS)
and Tax
Declaration and
submit to
Municipal
Assessor.

None

10 minutes

Assessment Clerk |
Municipal Assessor’s
Office

8.5 Review the
data in the new
Field Appraisal
and
Assessment
Sheet (FAAS)
and Tax
Declaration
before signing.

None

10 minutes /
Tax
Declaration

Municipal Assessor
Municipal Assessor’s
Office

8.6 Signs the new
Field Appraisal
and
Assessment
Sheet (FAAS)
and Tax
Declaration.

None

10 minutes /
Tax
Declaration

Municipal Assessor
Municipal Assessor’s
Office

. Return to
Assessor’s Office.

Wait for the Tax
Declaration to
release. Receive
the Certified True
Copy of Tax
Declaration and
Log out on the
logbook.

9. Release the
Certified True
Copy of Tax
Declaration.

None

5 minutes

Assessment Clerk |
Municipal Assessor’s
Office

TOTAL

PHP 200 /
Tax
Declaratio
n

3 days, 15
hours, 20
minutes

10




4. Issuance of Certification of Improvement, Non-Improvement,
Property Holdings and/or No Property

This process is for real property owners who wish to declare their property for the first
time (new declaration), who want to correct or change the actual use of the real property

(reclassification

Municipal Assessor’s Office

Simple

G2C - Government to Citizen
G2G — Government to Government

Title (1 Photocopy)

Registered Owner or Authorized Representative

Registered Owner

Government issued ldentification Card
(1 Photocopy)

Registered Owner

Previous Tax Declaration (1 Copy)

Registered Owner

Latest Real Property Tax Receipt (1 Copy)

Municipal Treasurer’s Office

If Authorized representative, provide
Notarized Special Power of Attorney
(SPA) or Authorization Letter (1 Copy)

Registered Owner

Government issued ldentification Card of
the Authorized Representative
(1 Photocopy)

Authorized Representative

AGENCY FEES TO | PROCESSIN PERSON
CLIENT STEPS ACTIONS BE PAID G TIME RESPONSIBLE

1. Register at client’'s |1. Assist clientto | None 5 minutes Assessment Clerk |
logbook and Log-in. Municipal Assessor’s
coordinate with the Interview client. Office
staff.

2. Submit the 2. Receive and None 10 minutes Assessment Clerk |
complete review the Municipal Assessor’s
requirements. completeness Office

of the
documents.

3. Wait for the 3. Verify if subject | None 10 minutes Assessment Clerk |
verification if land has or has Municipal Assessor’s
subjectland hasor| no Office
has no improvement,
improvement. property

holdings and/or
no property in
the Real
Property Tax
Information
System
(RPTIS).

4. Wait for the order |4. Issue order of None 5 minutes Assessment Clerk |
of payment slip. payment slip Municipal Assessor’'s

for the Office

1




certification and
instruct the
client to pay at

the Municipal
Treasury
Cashier.

. Pay at the 5. Accept PHP 200/ | 20 minutes Clerk Il or Collecting

Cashier. payment and Certificati Officer
issue official on Municipal Treasurer’'s
receipt. Office

. Return to the 6. Receive and None 5 minutes Assessment Clerk |
Assessor’s Office record the Municipal Assessor’s
and give the official receipt Office
official receipt to number on the
the staff. logbook.

. Wait for the 7.1 Print None 15 minutes Assessment Clerk |
release of certification and Municipal Assessor’s
certification. submit it to the Office

Municipal
Assessor for
approval.

7.2 Validate and None 5 minutes Municipal Assessor
sign the Municipal Assessor’s
certification. Office

. Receive 8. Release the None 5 minutes Assessment Clerk |
Certification and Certification of Municipal Assessor’s
Log out on the Improvement, Office
logbook. Non-

Improvement,
Property
Holdings and/or
No Property.
TOTAL PHP 200/ | 1 hour, 20
Certificati | minutes
on

12




5. Tax Mapping of Real Property

Tax Mapping of Real Property is the process of identifying and locating real property using
the Base Map of the Barangay where the property is located. Certified photocopy of Tax
Map is issued to clients to be used for mapping and valuation purposes.

Municipal Assessor’s Office
Simple
G2C - Government to Citizen
G2G — Government to Government
Registered Owner or Authorized Representative
Title (1 Photocopy) Registered Owner
Government issued Identification Card Registered Owner
(1 Photocopy)
If Authorized representative, provide Registered Owner
Notarized Special Power of Attorney
(SPA) or Authorization Letter (1 Copy)
Government issued Identification Card of | Authorized Representative
the Authorized Representative
(1 Photocopy)
AGENCY FEES TO | PROCESSIN PERSON
CLIENT STEPS ACTIONS BE PAID G TIME RESPONSIBLE
1. Register at client’'s |1. Assist clientto | None 10 minutes Assessment Clerk |
logbook and Log-in and Municipal Assessor’s
coordinate with the interview the Office
staff. client.
2. Submit complete |2. Check the None 10 minutes Assessment Clerk |
requirements. submitted Municipal Assessor’s
requirements. Office
3. Wait for the order |3. Locate property | None 20 minutes Assessment Clerk |
of payment slip. in the Tax Map Municipal Assessor’s
Office
4. Get order of 4. Issue order of | None 10 minutes Assessment Clerk |
payment slip. payment and Municipal Assessor’s
instruct the Office
client to pay at
the Municipal
Treasury
Cashier.
5. Pay at the 5. Accept PHP 200 |20 minutes Clerk Il or Collecting
Cashier. payment and Officer
issue official Municipal Treasurer’s
receipt. Office
6. Return to the 6. Receive and None 5 minutes Assessment Clerk |
Assessor’s Office record the Municipal Assessor’s
and give the official receipt Office

13



official receipt to
the staff.

number on the
logbook.

. Wait for the 7.1 Prepare and None 20 minutes Assessment Clerk |
release of the submit Municipal Assessor’s
photocopy of tax photocopy of Office
map. Tax Map to

Municipal
Assessor for
signature.

7.2 Sign the None 10 minutes Municipal Assessor
photocopy of Municipal Assessor’s
Tax Map. Office

. Receive the 8. Release sealed | None 5 minutes Assessment Clerk |
photocopy of tax photocopy of Municipal Assessor's
map and log out Tax map Office
on the logbook.

TOTAL PHP 200 | 1 hour, 50
minutes

14




