CITIZENS’ CHARTER

CITY TREASURER'’S OFFICE

Community Tax (CEDULA)

Community Tax (Sec. 156, Local Government Code of 1991) a tax for being a resident and
member of a community. It is collectible by the city or municipal treasurer who can deputize the
barangay treasurers in the collection thereof in their respective territorial jurisdiction. A community tax
is payable by individuals and corporations (juridical entities). A community tax may be tax proper and
additional tax.

A Community Tax Certificate (CEDULA) is required when a person or corporation:

e Acknowledges any document before a notary public;

e Takes the oath of office upon election or appointment to any position in the
government service;

e Receives any licence, certificate or permit from any public authority;

e Pays any tax or fee;

e Receives any money from public fund;

e Transects other official business;

e Receives any salary or wage from any person or corporation.

WHO MAY AVAIL OF THE SERVICE
For individual community tax: General Public

For corporate community tax: Registered corporation with the Security and Exchange Commission
(SEC)



HOW TO AVAIL OF THE SERVICE

STEPS RESPONSE PERSON TO WHEN AND WHERE
TIME APPROACH AVAILABLE

Filling-out if improvised form, Monday to Friday
which includes the declaration of .
the Gross Annual Income of 3-5> minutes EMMA MARTIREZ 8:00 am —5:00 pm
individuals of the preceding year NO NOON BREAK
Submission of the form 1 minute RENATO BORIDOR

i Location:
Paer\fent of Community Tax 3 minutes MARGIE BORABO ocation
Certificate
Issuance of Community Tax Office of the City Treasurer,
Certificate 3 minutes MARICEL CONSUELO City Hall Building, Tabaco City

FEES/CHARGES

As per National Internal Revenue Code

APPLICATION FOR BUSINESS CLOSURE/RETIREMENT

WHO MAY AVAIL OF THE SERVICE

Business owner who wishes to close or retire their business operations

Requirements:

1. Letter information stating therein reason and effectivity date of closure.
2. Attach original copy of the last permit issued.
3. Official receipt for payment of the Graduated Tax.

HOW TO AVAIL OF THE SERVICE

WHEN AND
STEPS RESPONSE TIME PAIIE:I{::ROOI\:\Z:I) FEES WHERE
AVAILABLE
Submit the complete Business Permits and
requirements to the Licensing Unit
Business Permits and
Licensing Unit for 3 minutes PURISIMA SARAH none Mondays to Fridays

recording and updating
records

JOERS

8:00 am —5:00 pm




ISSUANCE OF CERTIFICATION FOR BUSINESS CLOSURE/LAST PERMIT ISSUED/OTHER BUSINESS
RELATED CONCERNS

WHO MAY AVAIL OF THE SERVICE
Business owners who had applied for closure or business retirement
Requirements:

1. Letter-request for certification of business closure or last permit issued.
2. Official receipt for Graduated Fixed Tax and certification fee.
3. One (1) piece Documentary Stamp — Collection Officer of the BIR, G/F City Hall Main Bldg.

HOW TO AVAIL OF SERVICE

WHEN AND
PERSON TO
STEPS RESPONSE TIME APPROACH FEES WHERE
AVAILABLE
Submit letter-request to
the Licensing Unit. P25.00 per
Verlflcatl.on of records, ' PURISIMA SARAH cert|.f|cat|on
preparation of minutes (Basis — Ord.
. . JOERS
certification, and issuance No. 16, s BUS| p " q
of Order of Payment for 1997) us:-r‘uess .errzl §tan
Certification Fee icensing Lni
Checking of Certification .
including requirements . ERNESTO GONZALES Mondays — Fridays
. 2 minutes None 8:00 am to 5:00 pm
and signature as approval JR.
of the certification
Sealmg, recording and . PURISIMA SARAH
releasing of the 2 minutes None
e JOERS
certification

MAYOR’S PERMIT FOR MOTORIZED TRICYCLE
WHO MAY AVAIL OF THE SERVICE

All motorized tricycle operators/Driver — Operator, granted with franchise by the Sangguniang
Panlunsod.

Requirements: (NEW)

1. Police Clearance

2. O.R./C.R. (photocopy)

3. Vehicle Inspection Report duly accomplished by the Office of the City Engineer, and signed by
authorized signatories (TRD and City Engineering Office)

4. Assessment form by the Transportation Regulation Division (TRD)




5. Official Receipt of Payment
Requirements: (RENEWAL)

1. Police Clearance
2. O.R./C.R. (photocopy)

3. Vehicle Inspection Report duly accomplished by the Office of the City Engineer, and signed by
authorized signatories (TRD and City Engineering Office)

4. Assessment form by the Transportation Regulation Division (TRD)

b

Official Receipt of Payment
6. Certificate of Franchise

HOW TO AVAIL OF SERVICE

PERSON TO WHEN AND
STEPS RESPONSE TIME APPROACH FEES WHERE
AVAILABLE
Receiving of application
for Mayor’s Permit for
motorized tricycles for
verification and validation
of reguwements including JOEL BONGON Depends on
the signatures of . the
authorized personnel, 2 minutes SHEILA BALBIN assessment
assessment form and OR by the TRD
for payments, City Plate
and LTO plate numbers
based from Vehicle
Inspection Report Business Permits and
Preparation and printing of JOEL BONGON Licensing Unit
Mayor’s Permit for 3 minutes none
motorized tricycles EDUARD JASON JOERS Mondays — Fridays
Checking and signature as . ERNESTO GONZALES 8:00 am to 5:00 pm
. 2 minutes None
recommending approval JR.
Transmitting of pre-
approved.Mayor s Permit Less than a JOEL BONGON
for motorized tricycles to . . None
the office of the City minute/application SHEILA BALBIN
Mayor for final approval
Sealing, recording and JOEL BONGON
releasing of approved
Mayor’s Permit, stickers 3 minutes/application EDUARD JASON JOERS none

and motorized registration
plate

SHEILA BALBIN




MAYOR’S PERMIT FOR THE EXERCISE OF CALLING OR OCCUPATION

WHO MAY AVAIL OF THE SERVICE

Every person required securing the same for the exercise of calling or occupation within the
territorial limits of Tabaco City.

Requirements:

1. Photocopy of Police Clearance
2. Medical Certificate

3. Health Card

4. Official Receipt for payment

HOW TO AVAIL OF THE SERVICE

WHEN AND
PERSON TO
STEPS RESPONSE TIME APPROACH FEES WHERE
AVAILABLE
Verification as to the PURISIMA SARAH
Based on
completeness of . JOERS
. . 3 minutes Ord. no. 16
requirements and issuance < 1997
of Order of Payments EDUARD JASON JOERS )
P ti d printi f PURISIMA SARAH
repa.ra 'on and printing o . Business Permits and
permit 1 minute JOERS None . . i
Licensing Unit
Checking anq signature as 1 minute ERNESTO GONZALES None Mondays — Fridays
recommending approval JR. 8:00 am to 5:00 pm
Transmittal to the office of JOEL BONGON ' wUp
the Local Chief Executive 1 minute/application None
for final approval SHEILA BALBIN
Sealing, recording and 2 minutes EDUARD JASON JOERS None

releasing of permit

ISSUANCE OF MAYOR’S CLEARANCE

WHO MAY AVAIL OF THE SERVICE

Any person who wishes to secure Mayor’s Clearance for a purpose.

Requirements:

1. Photocopy of Police Clearance
2. Official Receipt for payment




HOW TO AVAIL OF SERVICE

WHEN AND
PERSON TO
STEPS RESPONSE TIME APPROACH FEES WHERE
AVAILABLE
Receiving and checking for
complete requirements of
every requests for Mayor’s
Clearance for the following
purposes:
e For employment
(local/abroad) EDUARD JASON JOERS Based on
e For 3 minutes Ord. no. 16
scholarship/study SHEILA BALBIN s. 1997
grant and other
purposes . .
. Business Permits and
e For firearms . . .
. . Licensing Unit
permit application
* SE;F;ESSIF;J;;?; Mondays — Fridays
- PRIIC 8:00 am to 5:00 pm
Printing of Mayor’s PURISIMA SARAH
Clearance 2 minute JOERS None
Checking and signature as . ERNESTO GONZALES
. 1 minute None
recommending approval JR.
Transmittal to the office of EDUARD JASON JOERS
the Local Chief Executive 2 minutes None
for final approval SHEILA BALBIN
Sealing, recording and EDUARD JASON JOERS
releasing of Mayor’s 2 minutes None

Clearance

SHEILA BALBIN

BURIAL PERMIT

WHO MAY AVAIL OF THE SERVICE

The general public who wishes to bury cadaver of deceased in the City Cemetery.

Requirements:

PwnNe

Note:

Burial permit issued by the City Health Unit
Death Certificate
Order of payment from the City Cemetery
Official receipt of payment

To exhume and use of Ossuary have individual order of payment.




HOW TO AVAIL OF SERVICE

WHEN AND
PERSON TO
STEPS RESPONSE TIME APPROACH FEES WHERE
AVAILABLE
Verification of complete EDUARD JASON JOERS
requirements including Based on
official receipt 2 minutes PURISIMA SARAH Orsd' 12‘;716
JOERS '
Printing of Burial Permit EDUARD JASON JOERS . .
Business Permits and
2 minutes none Licensing Unit
PURISIMA SARAH
JOERS .
Checking and signature of . ERNESTO GONZALES Mondays - Fridays
. 1 minute none 8:00 am to 5:00 pm
the permit JR.
Releasing of Burial Permit EDUARD JASON JOERS
1 minute none

PURISIMA SARAH
JOERS




PERMIT TO USE CITY PREMISES (i.e. City Terrace, plaza)

WHO MAY AVAIL OF THE SERVICE

Any person or juridical entity who wishes to occupy the City Terrace or Plaza

Requirements:

1. Letter of intent to uses the above mentioned properties with a specific purpose and dates
addressed to and duly approved by the City Mayor.

2. Availability of the scheduled date/s
3. Official receipt

HOW TO AVAIL OF SERVICE

PERSON TO WHEN AND
STEPS RESPONSE TIME APPROACH FEES WHERE
AVAILABLE
Submit approved letter of ERNESTO GONZALES
intent for verification as to JR.
the availability of the
proposed date/s for EDUARD JASON JOERS
confirmation 1 minute none
PURISIMA SARAH
JOERS
JOEL BONGON Busir'wess I?ermits. and
Issuance and approval of ERNESTO GONZALES Licensing Unit
Order of payment . JR. Based on Mondays — Fridays
depending on the type of Less than a minute Ord. no. 16 8:00 am to 5:00 pm
usage, duration and PURISIMA SARAH s. 1997 ) '
number of personnel JOERS
Posting official receipt PURISIMA SARAH
number, date issued, JOERS
amount of payment as 1 minute none
confirmation JOEL BONGON

EDUARD JASON JOERS




ISSUANCE OF CERTIFICATION, CERTIFIED PHOTOCOPY/IES OF OTHER BUSINESS, MAYOR’S PERMIT-
RELATED DOCUMENTS/INFORMATION

WHO MAY AVAIL OF THE SERVICE

Any person or juridical entity who wishes to secure certification or business related

documents/information

Requirements:

1. Request letter stating the purpose of availing the service.
2. Official receipt
3. One (1) piece documentary stamp — BIR Collection Sub-office, City Hall

HOW TO AVAIL OF THE SERVICE

WHEN AND
PERSON TO
STEPS RESPONSE TIME APPROACH FEES WHERE
AVAILABLE
Submit request letter for
verification of availability PURISIMA SARAH
of records 5 minutes JOERS none
Approval of request letter . ERNESTO GONZALES
1 minute IR None
Issuance of Order of ERNESTO GONZALES
P t | of R.
t;;/?aen:eand approval o J Based on
Less than a minute PURISIMA SARAH Orsd.lr;c;716
JOERS )
Business Permits and
1. Authentication, Licensing Unit
approval, recording and 1 minute ERNESTO GONZALES None
release of the requested JR. Mondays — Fridays
document/s 8:00 am to 5:00 pm
2. Simple transaction: ERNESTO GONZALES
Preparation, printing, JR.
approval, sealing, i
recording and release of Within the day PURISIMA SARAH None
requested certification JOERS
3. Complex Transaction: Depending on the PURISIMA SARAH Based on
With required template or volume and complexity JOERS Ord. no. 16
matrix, validated of the request s. 1997
Approval of request 5 minutes or less ERNESTO GONZALES
depending on the JR. None

complexity




Researching, preparation,
printing, approval,
recording,
releasing/transmitting the
requested
documents/information

1 week to ten working

days depending on the

volume and complexity
of the request

PURISIMA SARAH
JOERS

ERNESTO GONZALES
JR.

None

REAL PROPERTY TAX (RPT)

Land, building and machine owners are required to pay real property tax annually. RPT
represents the percentage of the property’s taxable value which is based on the City Assessor’s schedule

of Fair Market Values.

The Tax Division of the City Treasurer’s Office is in-charged with the RPT collection, which can be
paid annually or quarterly at the point of the taxpayer.

WHO MAY AVAIL OF THE SERVICE

Real Property Owners

Requirements:

1. Tax declaration/s (for new taxpayers)
2. Previous Realty Tax Receipt/s (for updated tax payers)

As the need arises:

1. Real property Tax Order of Payment
2. Notice of Realty Tax Property delinquencies

HOW TO AVAIL OF THE SERVICE

STEPS

RESPONSE TIME

PERSON TO
APPROACH

FEES

WHEN AND
WHERE
AVAILABLE

Computation of Real
Property Tax:

Tax payer presents the
previous official receipt or
Tax Declaration to the
officer in-charge

5 — 10 minutes per tax
declaration

Mondays — Fridays
8:00 am to 5:00 pm
NO NOON BREAK

OFFICE OF THE CITY
TREASURER, CITY




Real property tax order of
payment (RPTOP) OR
Notice of Delinquencies

2 minutes per tax
declaration (no research)

ALDRIN ROMERO

Verification (for delinquent
tax payers)

Revenue Collection clerk
verifies the correctness of
the RPTOP or Notice of

Delinquencies

5 minutes per tax
declaration

ALDRIN ROMERO

HALL TABACO CITY

CONTACT:
487-5064

FEES/CHARGES:As per RPT assessment




