
EXTERNAL SERVICES 

1. PAYMENT OF REAL PROPERTY TAX 

This service is imposed on all types of Real Properties including land, buildings, 
improvements and machinery. 

 

 

 

Office or Division: Office of the Municipal Treasurer 

Classification: Simple Transaction 

Type of Transaction: Government to Citizens (G2C) – Government to Business (G2B) 

Who may avail: All Real Property Owners within the Municipality 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1 Copy of latest official receipt or Client 

1 Copy of latest Tax Declaration Municipal Assessors Office 

CLIENT STEPS AGENCY ACTIONS 
FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Present the latest 
Official Receipt or the 
Latest Tax Declaration 

1.1. Locate the 
property in 
the system 

1.2. Assess the 
amount to be 
paid by the 
client 

None 

 

None 

5 minutes 

 

3 minutes 

Administrative Officer 
III/Revenue Collection 
Clerk I 

Administrative Officer 
III/Revenue Collection 
Clerk I 

2. Pay the required fees 2.  Receive and 
process the payment 

Assessed 
Value x 1% 
x 2 (Basic & 
SEF) 

6 minutes Administrative Officer 
III/Revenue Collection 
Clerk I 

3. Secure an Official 
Receipt 

3. Issue an Official 
Receipt 

None 1 minute Administrative Officer 
III/Revenue Collection 
Clerk I 

 TOTAL: Assessed 
Value x 1% 
x 2 (Basic & 
SEF) 

15 minutes per 
transaction 

 



2. COLLECTION OF BUSINESS TAX 

This service is imposed on all business owners of the municipality to collect business taxes 
and fees. 

 

 

 

 

 

 

 

Office or Division: Office of the Municipal Treasurer 

Classification: Simple Transaction 

Type of Transaction: Government to Business (G2B) 

Who may avail: All Business Owners within the Municipality 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1 Copy of Tax Order of Payment (TOP) Office of the Municipal Business Permit and Licensing 
Officer 

  

CLIENT STEPS AGENCY ACTIONS 
FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Present a copy of Tax 
Order of Payment 
(TOP) 

1. Locate the 
business name in the 
system  

None 
 

6 minutes 

 
 

Administrative Officer 
III/Revenue Collection 
Clerk I 

2. Pay the amount 
indicated in the TOP. 

2. Accept and 
process the payment 

Amount 
indicated in 
the TOP 

5 minutes Administrative Officer 
III/Revenue Collection 
Clerk I 

3. Secure an Official 
Receipt 

3. Issue an Official 
Receipt 

None 1 minute Administrative Officer 
III/Revenue Collection 
Clerk I 

 TOTAL: Amount 
indicated 
in the TOP 

12 minutes per 
transaction 

 



3. PAYMENT FOR CERTIFICATION AND/OR CERTIFIED TRUE COPY OF 
DOCUMENTS 

 This service is available for all registered citizens who request for Certifications/ Certified 
True Copy (Mayor’s Clearance, Tax Declaration, No Improvement & Property Holdings) 

 

 

 

 

Office or Division: Office of the Municipal Treasurer 

Classification: Simple Transaction 

Type of Transaction: Government to Citizens (G2C) 

Who may avail: All registered citizens of the Municipality 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1 copy of assessment stub Office of the Municipal Assessor / Office of the Municipal 
Public Employment Service Officer 

  

CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID 
PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Present a copy of 
assessment stub 

1. Fill up the form 
of requesting 
person 

None 
 

3 minutes 
 

Administrative 
Officer III/Revenue 
Collection Clerk I 

2. Pay the required 
fees 

2. Accept and 
process the 
payment 

Php. 200 per 
certification; other 
fees depend on the 
assessment stated 
on the stub issued by 
respective offices 

5 minutes Administrative 
Officer III/Revenue 
Collection Clerk I 

3. Secure an Official 
Receipt 

3. Issue an Official 
Receipt 

None 1 minute Administrative 
Officer III/Revenue 
Collection Clerk I 

 TOTAL: Php. 200 per 
certification; other 
fees depend on the 
assessment stated 
on the stub issued 
by respective 
offices 

9 minutes  



 

4.  ISSUANCE OF COMMUNITY TAX CERTIFICATE (CTC) 

A Community Tax Certificate (CTC) is a basic document acquired by any individual or citizen 
at least 18 years of age and above or juridical being for identifying himself and his residence 
which can be used for legal transaction. 

Office or Division: Office of the Municipal Treasurer 
Classification: Simple Transaction 

Type of Transaction: Government to Citizens (G2C), Government to Business (G2B), Government to 
Government (G2G) 

Who may avail: All 18 years old and above of this Municipality 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

present at least 1 valid ID Government Agencies who issued Valid ID’s 

Information Form Office of the Municipal Treasurer 

CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID 
PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Present a valid ID 
and fill up 
information form 
needed in the 
Community Tax 
Certificate 

1.1. Validate the 
presented ID 
and 
information 
form  

1.2. Process and 
compute the 
amount to be 
paid 

None 

 

 

None 
 

3 minutes 

 

 

2 minutes 

Administrative 
Officer III/Revenue 
Collection Clerk I 

 

Administrative 
Officer III/Revenue 
Collection Clerk I 

2. Sign and affix 
thumbmark 

2. Process the 
Community Tax 
Certificate 

None 3 minutes Administrative 
Officer III/Revenue 
Collection Clerk I 

3. Pay the required 
fees 

3. Accept the 
payment 

Php2.00 basic plus 
Php25.00 voluntary 
(for unemployed); 
Php1.00 for every 
Php1,000.00earnings 
(for employed); plus 
2% interest per 
month starting March 

1 minute Administrative 
Officer III/Revenue 
Collection Clerk I 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

4. Accept the 
Community Tax 
Certificate 

4. Issue the 
Community Tax 
Certificate 

None 1 minute Administrative 
Officer III/Revenue 
Collection Clerk I 

 TOTAL: Php2.00 basic plus 
Php25.00 voluntary 
(for unemployed); 
Php1.00 for every 
Php1,000.00earning
s (for employed); 
plus 2% interest per 
month starting 
March 

10 minutes  



 

5. ISSUANCE OF PROFESSIONAL TAX RECEIPT 

This is an annual tax for each registered professional individuals residing in the municipality. 

 

 

 

Office or Division: Office of the Municipal Treasurer 

Classification: Simple Transaction 

Type of Transaction: Government to Citizens (G2C) 

Who may avail: All registered professionals of the Municipality 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1 copy of license identification card Professional Regulation Commission (PRC) 

CLIENT STEPS AGENCY ACTIONS 
FEES TO BE 
PAID 

PROCESSI
NG TIME 

PERSON 
RESPONSIBLE 

1. Present a copy of 
valid License 
Identification Card 

1. Evaluate and 
process Professional 
tax Receipt 

None 
 

3 minutes 
 

Administrative Officer 
III/Revenue Collection 
Clerk I 

2. Pay the required fee 2. Accept and 
process the payment 

Php 330.00 
/receipt plus 
2% penalty and 
25% surcharge 
starting the 
month of 
February yearly 

3 minutes Administrative Officer 
III/Revenue Collection 
Clerk I 

3. Accept the 
Professional Tax 
Receipt 

3. Issue Professional 
Tax Receipt 

None 1 minute Administrative Officer 
III/Revenue Collection 
Clerk I 

 TOTAL: Php 330.00 / 
receipt plus 
2% penalty 
and 25% 
surcharge 
starting the 
month of 
February 
yearly 

5 minutes  



6. ISSUANCE OF REAL PROPERTY TAX CLEARANCE 

Tax Clearance is issued to all real property owners certifying that the properties have no 
outstanding due. 

 

 

 

 

 

Office or Division: Office of the Municipal Treasurer 

Classification: Simple Transaction 

Type of Transaction: Government to Citizens (G2C) 

Who may avail: All Real Property owners within the municipality 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1 xerox copy of latest & updated tax receipt, SPA 
or authorization Letter, xerox copy of ID (owner, 
seller, buyer and SPA holder), 1 xerox copy of 
Deed of sale and Community Tax Certificate 

Client/Owner of Real Property and/or representative 

CLIENT STEPS AGENCY ACTIONS 
FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Present a copy of 
the requirement 
stated in the 
checklist 

1.1. Evaluate the 
requirements  

 
 
 
1.2. Process the Tax 

Clearance 

None 

 

 

None 
 

3 minutes 

 

 

3 minutes 

Administrative 
Officer III/Revenue 
Collection Clerk I 

Administrative 
Officer III/Revenue 
Collection Clerk I 

2. Pay the required 
amount 

2. Accept the payment 
 

Php 200.00 per 
copy 

1 minute Administrative 
Officer III/Revenue 
Collection Clerk I 

3. Secure a copy of 
Tax Clearance 

3. Issue Tax Clearance None 1 minute Administrative 
Officer III/Revenue 
Collection Clerk I 

 TOTAL: Php 200.00 
per copy 

8 minutes  



7. PAYMENT OF TRAFFIC VIOLATION FEES 
This service is imposed on individuals who disobey traffic rules and regulations. They are 
required to pay penalties according to violation committed. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

Office or Division: Office of the Municipal Treasurer 

Classification: Simple Transaction 

Type of Transaction: Government to Citizens (G2C) 

Who may avail: All vehicle drivers/riders 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1 copy of citation ticket  Philippine National Police - Paombong 

CLIENT STEPS AGENCY ACTIONS 
FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Present a copy of 
traffic 
citation/violation 

1. Evaluate the traffic 
violation   

None 3 minutes Administrative 
Officer III/Revenue 
Collection Clerk I 

2. Pay the equivalent 
violation 
committed 

2.  Accept the payment Depends upon 
the violation 
committed 

3 minutes Administrative 
Officer III/Revenue 
Collection Clerk I 

3. Secure an Official 
Receipt 

3. Issue an Official 
Receipt 

None 1 minute Administrative 
Officer III/Revenue 
Collection Clerk I 

 TOTAL: Depends upon 
the violation 
committed 

7 minutes  



8. PAYMENT OF BUKATOT, BAKLAD, TALABAHAN AND FISHPOND PERMIT 

This service is available for all business owners within the coastal barangays for their 
permits. 

 

 

 

 

 

 

 

 

Office or Division: Office of the Municipal Treasurer 

Classification: Simple Transaction 

Type of Transaction: Government to Business (G2B) 

Who may avail: All Business Owners within the Coastal Barangays of the Municipality 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1 Copy of barangay certification and permit Office of the Business Permit and Licensing Officer 

Official Receipt of previous year Client 

CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID 
PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Present a copy of 
permit and official 
receipt from previous 
year  

1. Evaluate the 
requirements and 
process the fees 
to paid 

None 6 minutes Administrative 
Officer III/Revenue 
Collection Clerk I 

2. Pay the required fees 2. Accept and 
process the payment 

Depends on the 
amount stated on 
the Fishery Code 

3 minutes Administrative 
Officer III/Revenue 
Collection Clerk I 

3. Accept the Official 
Receipt 

3. Issue the Official 
Receipt 

None 1 minute Administrative 
Officer III/Revenue 
Collection Clerk I 

 TOTAL: Depends on the 
amount stated 
on the Fishery 
Code 

10 minutes  



9. PAYMENT OF TRICYCLE FRANCHISE FEES 
This service is available for all tricycle owners/drivers for their renewal of franchise. 

 

 

 

 

 

 

 

Office or Division: Office of the Municipal Treasurer 

Classification: Simple Transaction 

Type of Transaction: Government to Citizens (G2C)  

Who may avail: All Tricycle Owners/Driver of this Municipality 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1 copy of stub for assessment of fees Office of the Business Permit and Licensing Officer 

  

CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID 
PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Present a copy of 
stub  

1. Evaluate the 
requirements and 
process the fees to be 
paid 

None 5 minutes Administrative 
Officer III/Revenue 
Collection Clerk I 

2. Pay the required 
fees. 

2. Accept and process 
the payment 

Php 675.00 for 
new; Php 575.00 
for renewal as per 
Local Revenue 
Code 

2 minutes Administrative 
Officer III/Revenue 
Collection Clerk I 

3. Accept an Official 
Receipt 

3. Issue an Official 
Receipt 

None 1 minute Administrative 
Officer III/Revenue 
Collection Clerk I 

 TOTAL: Php 675.00 for 
new; Php 575.00 
for renewal as 
per Local 
Revenue Code 

8 minutes  



 

10.  PAYMENT OF WORKING PERMIT 

This service is available to all employed individuals working in establishments within the 
municipal coverage. 

 

 

 

 

 

 

Office or Division: Office of the Municipal Treasurer 

Classification: Simple Transaction 

Type of Transaction: Government to Citizens (G2C)  

Who may avail: All Employed Individuals 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1 copy of stub  Office of the Business Permit and Licensing Officer 

  

CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID 
PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Present a copy of stub  1. Evaluate the 
requirements and 
process the fees to be 
paid 

None 5 minutes Administrative 
Officer III/Revenue 
Collection Clerk I 

2. Pay the required fees. 2. Accept and process 
the payment 

Php 450.00 as per 
Local Revenue 
Code 
 

2 minutes Administrative 
Officer III/Revenue 
Collection Clerk I 

3. Accept an Official 
Receipt 

3. Issue an Official 
Receipt 

None 1 minute Administrative 
Officer III/Revenue 
Collection Clerk I 

 TOTAL: Php 675.00 for 
new; Php 575.00 
for renewal as 
per Local 
Revenue Code 

8 minutes  



 

11. PAYMENT OF FEES (RENTAL OF CEMETERY LOT) 

This service is available to those who do not own a memorial lot for their departed relatives. 

 
 

Office or Division: Office of the Municipal Treasurer 

Classification: Simple Transaction 

Type of Transaction: Government to Citizens (G2C)  

Who may avail: All Individuals in the Municipality 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1 copy of stub  Cemetery Caretaker 

CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID 
PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Present a copy of stub 
with approval of 
cemetery caretaker  

1. Verify the approval 
and process the fees 
to be paid 

None 5 minutes Administrative 
Officer III/Revenue 
Collection Clerk I 

2. Pay the required fees. 2. Accept and process 
the payment 

Php 10,000.00 
payable within 5 
yrs.  plus 
Php500.00 
maintenance fee 
after 5 years of 
payment as per 
Local Revenue 
Code 
 

2 minutes Administrative 
Officer III/Revenue 
Collection Clerk I 

3. Accept an Official 
Receipt 

3. Issue an Official 
Receipt 

None 1 minute Administrative 
Officer III/Revenue 
Collection Clerk I 

 TOTAL: Php 10,000.00 
payable within 5 
yrs.  plus 
Php500.00 
maintenance fee 
after 5 years of 
payment as per 
Local Revenue 
Code 

8 minutes  



 
 

12. PAYMENT OF FEES (EXHUMATION, BONE TRANSFER AND TRANSFER 
OF CADAVER) 

This service is available to all individuals who want to bury their departed relatives. 

 

 

Office or Division: Office of the Municipal Treasurer 

Classification: Simple Transaction 

Type of Transaction: Government to Citizens (G2C)  

Who may avail: All Individuals in the Municipality 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Copy of Permit (Exhumation/bone 
transfer/transfer of cadaver 

Office of the Municipal Health Officer 

CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID 
PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Present a copy of 
permit   

1. Verify the approval and 
process the fees to be 
paid 

None 5 minutes Administrative 
Officer III/Revenue 
Collection Clerk I 

2. Pay the required 
fees 

2. Accept and process the 
payment 

Php 300.00/bone 
transfer; 
Php500.00/vault 
for exhumation; 
Php200.00/ 
transfer of 
cadaver 

2 minutes Administrative 
Officer III/Revenue 
Collection Clerk I 

3. Accept the 
Official Receipt 

3. Issue an Official 
Receipt 

None 1 minutes Administrative 
Officer III/Revenue 
Collection Clerk I 

 TOTAL: Php 300.00/bone 
transfer; 
Php500.00/vault 
for exhumation; 
Php200.00/ 
transfer of 
cadaver 

8 minutes  



INTERNAL SERVICES 

1. PAYMENT OF FEES FOR CERTIFICATIONS/CERTIFIED TRUE COPY OF 
LOCAL CIVIL REGISTRAR DOCUMENTS 

This service is available to all registered citizens of the Municipality who need to secure 
vital records such as Birth, Death, and Marriage Certificates, or process Burial Permits. It 
also assists those who are applying for a Marriage License, including requirements for Pre-
Marriage Counseling (PMC), Family Planning, and Solemnization, Correction of Clerical 
Errors, Change of First Name, or legal registrations involving Legitimation, Paternity, and 
Court Orders such as Annulment and Divorce. 

Office or Division: Office of the Municipal Treasurer 

Classification: Simple Transaction 

Type of Transaction: Government to Citizens (G2C)  

Who may avail: All registered citizens of the Municipality 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1 copy of assessment stub Office of the Municipal Local Civil Registrar 

CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID 
PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Present a copy of 
assessment stub  

1. Fill up the form and 
process the amount 
to be paid 

None 5 minutes Administrative 
Officer 
III/Revenue 
Collection Clerk I 

2. Pay the required 
amount 

2. Accept and 
process the payment 

Php200.00/Certifi
cation and 
Paternity; 
Php1,000.00 (R.A. 
9048) - 
Php3,000.00(R.A. 
10172) for clerical 
error; Php1,000.00 
for divorce, 
annulment and 
court order; 
Php3,000.00 for 
change of name; 
P300.00 for 
application for 
marriage and 

3 minutes Administrative 
Officer 
III/Revenue 
Collection Clerk I 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

legitimation; 
P100.00 for 
Parental 
Advice/Consent, 
PMC and Family 
Planning; 
Php600.00 for 
solemnization; 
Php500.00 for 
migrant petition 

3. Accept the Official 
Receipt 

3. Issue an Official 
Receipt 

None 1 minute Administrative 
Officer 
III/Revenue 
Collection Clerk I 

 TOTAL: Depends upon 
the amount 
stated on the 
stub 

9 minutes  



2. PAYMENT OF FEES (AUXILLARY PERMIT, BOAT CERTIFICATION, CFLC 
WHARFAGE, FISHERFOLKS) 

This service is applicable to those who want to use the coastal areas for their source of 
livelihood. 

 

 

 

 

 

 

 

Office or Division: Office of the Municipal Treasurer 

Classification: Simple Transaction 

Type of Transaction: Government to Citizens (G2C)  

Who may avail: All Individuals in the Municipality 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1 copy of stub Office of the Municipal Agriculture Officer 

CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID 
PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Present a copy of 
permit   

1. Evaluate the stub and 
process the amount to be 
paid 

None 6 minutes Administrative 
Officer III/Revenue 
Collection Clerk I 

2. Pay the required 
fees 

2. Accept and process the 
payment 

Depends upon 
the amount 
stated on the 
Fishery Code 

3 minutes Administrative 
Officer III/Revenue 
Collection Clerk I 

3. Accept the 
Official Receipt 

3. Issue the Official 
Receipt 

None 1 minute Administrative 
Officer III/Revenue 
Collection Clerk I 

 TOTAL: Depends upon 
the amount 
stated on the 
Fishery Code 

10 minutes  



 

 

3. PAYMENT OF FEES (CEI, BUILDING PERMIT & CUTTING PERMIT) 

This service is available to those who plan to construct their dwellings and other business 
establishments. 

 

 

 

 

 

 

Office or Division: Office of the Municipal Treasurer 

Classification: Simple Transaction 

Type of Transaction: Government to Citizens (G2C)  

Who may avail: All concerned citizens in the Municipality 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1 copy of stub Office of the Municipal Engineer 

CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID 
PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Present a copy of 
stub 

1. Evaluate the stub and 
process the amount to be 
paid 

None 6 minutes Administrative 
Officer III/Revenue 
Collection Clerk I 

2. Pay the required 
fees 

2. Accept and process the 
payment 

Depends upon 
the amount 
stated on the 
stub 

3 minutes Administrative 
Officer III/Revenue 
Collection Clerk I 

3. Accept the Official 
Receipt 

3. Issue the Official 
Receipt 

None 1 minute Administrative 
Officer III/Revenue 
Collection Clerk I 

 TOTAL: Depends upon 
the amount 
stated on the 
stub 

10 minutes  



 


