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Issuance of Tax Declaration of Real Property, Certificate of or of No Improvement & Other Certification
(Kind of Service/s)
Schedule of Availability of Service: Monday to Friday 8:00 A.M. - 5:00 P.M. (No Noon Break)

Office or Division: Municipal Assessor's Office (MASSO)
Classification: Simple
Type of Transaction: Government to Citizen (G2C)
Who may avail : Declarant Owner, Heirs, Vendee, Financial/Lending Institutions, National Government Agency (NGA's), & Court of Jurisdiction.
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Presentation of Government Issued Identification Card, among others, (GSIS Social Security System, Government Service Insurance System, Land Transportaion Office, Office of Senior
Card, LTO Card, Senior Citizen Card, Voter's ID, TIN Card ) Citizen Affairs, Commission on Election, Bureau of Internal Revenue

Presentation of Notarized Deed of Conveyance or Request Letter from
concerned Office

Presentation of Special Power of Authority (SPA) or Authorization Letter from
the Declarant Owner

Notary Public, and Requesting Office

Notary Public or concerned Owner/s

CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE
Administer the Registration and Check the necessary .
. . . e N 3 minutes
Log-in manually his/her |identification and/or authorization.
personal information |validate the existence and generate the Tax
and purpose at the | peclarations, and Information needed in the 1102 hrs
Client's Registry Book. ificati i i
gistry Certification either on the Hard Copy file or at Assessor's Staff / Office Staff
Integrated Tax System (ITAX). P 200.00 per document
Proceed and pay at issued OR
Municipal Treasurer's i i i
. P Issue a Billing Statement to the Client if subject to fees. None (if Requesting Party is 2 minutes
Office for payment of Government & covered under
fees. Indigency/Scholarship)
Affix signature of
receipt of said ..
Administer the release of requested documents after
document at L. 9 2 minutes Assessor's Staff / Office Staff
\ . the determination of payment of fees.
Document's Releasing
Logbook

*+**¥END OF TRANSACTION***%*
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BAGONG PILIPINAS

Issuance of Property Holdings and Tracer/History: Estate Tax Compliance of Bureau of Internal Revenue (BIR) & Department of Agrarian Reform (DAR)

(Kind of Service/s)
Schedule of Availability of Service: Monday to Friday 8:00 A.M. - 5:00 P.M. (No Noon Break)

|Office or Division: Municipal Assessor's Office (MASSO)

|ciassification: Simple

Type of Transaction: Government to Citizen (G2C)

Who may avail : Declarant Owner, Heirs, Vendee, Financial/Lending Institutions, National Government Agency (NGA's), & Court of Jurisdiction.

CHECKLIST OF REQUIREMENTS

Presentation of Government Issued Identification Card, among others, (GSIS
Card, LTO Card, Senior Citizen Card, Voter's ID, TIN Card)

|Presentation of Notarized Deed of Conveyance and Death Certificate or Request

WHERE TO SECURE

Social Security System, Government Service Insurance System, Land Transportaion Office, Office of Senior
Citizen Affairs, Commission on Election, Bureau of Internal Revenue

Letter from concerned Office Notary Public, Local Registrar Office, Philippine Statistic Authority (PSA) and Requesting Office
|Presentatlon of Special Power of Authority (SPA) or Authorization Letter from Notary Public or concerned Owner/s
the Declarant Owner

CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE

Administer the Registration and Check the necessary 3 minutes
Log-in manually his/her |identification and/or authorization.
personal information
and purpose at the
Client's Registry Book.

Validate the existence and generate the Tax
Declarations, Property Holdings and Tracer/History 1to2 hrs
either on the Hard Copy file or at Integrated Tax

Assessor's Staff / Office Staff
System (ITAX).

P 200.00 per document
issued OR

- . . . None (if Requesting Party is
Issue a Billing Statement to the Client if subject to fees. (if Requesting Party i
Government & covered under

fees. Indigency/Scholarship)
Affix signature of
receipt of said
document at
Document's Releasing

Logbook
****XEND OF TRANSACTION*****

Proceed and pay at
Municipal Treasurer's

2 minutes
Office for payment of fnu

Administer the release of requested documents after
L. q 2 minutes Assessor's Staff / Office Staff
the determination of payment of fees.
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CITIZEN'S CHARTER (LGU - Saint Bernard)

BAGONG PILIPINAS

Transfer of Tax Declaration

(Kind of Service/s)

Schedule of Availability of Service: Monday to Friday 8:00 A.M. - 5:00 P.M. (No Noon Break)

Office or Division:

Municipal Assessor's Office (MASSO)

Classification:

Simple

Type of Transaction:

Government to Citizen (G2C)

Who may avail :

Declarant Owner, Heirs, Vendee, Financial/Lending Institutions, National Government Agency (NGA's), & Court of Jurisdiction.

Order/Ressolution.

CHECKLIST OF REQUIREMENTS

Submission of photocopy of Notarized Deed of Conveyance, Court

Notary Public, Court of Jurisdiction

WHERE TO SECURE

Submission of photocopy of electronic Certificate Authorizing Registration
(eCAR) and /or payment.

Bureau of Internal Revenue

Submission of duplicate copy of Approved Subdivision Plan, Transfer Tax
|payment, RPT Clearance Certificate.

Treasurer's Office

Geodetic Engineer, Land Management Bureau (LMB-DENR), Provencial Treasurer's Office, & Municipal

CLIENT STEPS

AGENCY ACTIONS

FEES TO BE PAID

PROCESSING TIME

PERSON RESPONSIBLE

Log-in manually his/her
personal information
and purpose at the
Client's Registry Book.

Administer the Registration and Check the necessary

identification and/or authorization.

Read, Review the Content and Check the completeness
of necessary documents for transfer Tax Declaration.

P 200.00 per document

Proceed and pay at
Municipal Treasurer's
Office for payment of

fees.

Issue a Billing Statement to the Client if subject to fees.

issued OR
None (if Requesting Party is
Government & covered under
Indigency/Scholarship)

Affix signature at the
Notice of Assessement
(NOA) document along

with TD's & FAAS.

*****END OF TRANSACTION * ** **

Process, generate and secure a signed Tax Declaration
of the transferee prior the endorsement to Provincial

Assessor's Office for approval.

1day

Assessor's Staff / Office Staff

1day

Municipal Assessor

1day

Assessor's Staff / Office Staff

1day

Municipal Assessor




Doy pd

CITIZEN'S CHARTER (LGU - Saint Bernard)

BAGONG PILIPINAS

Consultancy and Advisory Service on Real Property Taxation & Ownership
(Kind of Service/s)
Schedule of Availability of Service: Monday to Friday 8:00 A.M. - 5:00 P.M. (No Noon Break)

|Office or Division: Municipal Assessor's Office (MASSO)

|ciassification: Simple

Type of Transaction: Government to Citizen (G2C)

Who may avail : Declarant Owner, Heirs, Vendee, Financial/Lending Institutions, National Government Agency (NGA's), & Court of Jurisdiction.
CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Submission of relevant documents, such as, Notarized Deed of Conveyance and
|Other documents evidencing claims and interest.

Narration of prior events and transaction involving the contradicting claims of
title, possession and occupation.

Notary Public, Court of Jurisdiction, & CENRO-DENR

CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE
Administer the Registration and Check the necessary . '
Log-in manually his/her |identification and/or authorization. P 200'90 per document 1day Assessor's Staff / Office Staff
personal information . ] issued OR
and purpose at the Read, Review the Content and examine the documents| None (if Requesting Party is
Client's Registry Book. and render advices to concerned perty primarily on Govern.ment & covered }mder 1 day Municipal Assessor
taxation of real property. Indigency/Scholarship)

#++++END OF TRANSACTION*****
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Appraisal and Assessment of Improvement (Building)

(Kind of Service/s)

Schedule of Availability of Service: Monday to Friday 8:00 A.M. - 5:00 P.M. (No Noon Break)

Office or Division:

Municipal Assessor's Office (MASSO)

Classification:

Technical

Type of Transaction:

Government to Citizen (G2C)

Who may avail :

Those who have constructed and occupied a New-Completion Building

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Structural Plan and Supporting documents upon the approval of Building Permit |Muncipal Engineering Office (MEO) and/or Office of the Building Official (OBO)

CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE
Administer the Registration and Check the necessar
. . . e L. g .. y 1 day Assessor's Staff / Office Staff
Log-in manually his/her |identification and/or authorization.
personal information
and purpose at the  |send Letter Notice to secure an appointment and the
) . 1lda Assessor's Staff / Office Staff
Client's Registry Book. [conduct of Appraisal and Assessment. 4 / Offi
Once an appointment is obtained, perform the actual . .
PP P 1 day Assessor's Staff / Office Staff & Municipal Assessor

appraisal and assessment

Affix signature at the
Notice of Assessment
(NOA) document along
with TD's & FAAS.

NO PAYMENT
Generate and secure a signed Tax Declaration of owner

of New Building prior the endorsement to Provincial 1 day Municipal Assessor
Assessor's Office for approval.

Affix signature on the
receipt of an approved
TD's at Document
Releasing Logbook.

Once returned and approved, deliver the approved Tax
Declaration to the concerned owner of New Building 1 day Assessor's Staff / Office Staff
(Residential, Commercial and Industrial)




*+#**END OF TRANSACTION* ****






