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1. Issuance of Certified True Copy of Tax Declaration, Certified Photocopy 

of Tax Map (TMCR), Certification of No Improvement, Improvement and 

other related Certification 

 

Office or Division: OFFICE OF THE MUNICIPAL ASSESSOR 

Classification: Simple Transaction 

Type of 
Transaction: 

Government to Citizens (G2C) 

Who may avail: Any individual (tax payer, client) 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Latest real property tax receipt  Municipal Treasury Office 

 2. Any valid ID issued by the government Document owner or authorized representative 

 3. Special Power of Attorney (SPA) Lawyer/ Notary Public 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO BE PAID 
PROCESSING 

TIME 
PERSON 

RESPONSIBLE 

Submit required 
documents needed. 

Verify the 
authenticity and 
completeness of the 
documents.  

None 10 minutes MAsO STAFF 

Client pays the 
required fee at the 
Municipal Treasury 
Office (MTO) 

Issue the official 
receipt 

Php 160.00 
(Certified True 
Copy of Tax 
Declaration) 
Php. 140.00 
(Certified 
Photocopy of Tax 
Map, Certification 
of improvement & 
No Improvement, 
other certifications) 

5 minutes 
Municipal Treasury 
Office (MTO) 

Wait for the 
requested document 
to be signed 

Review and sign the 
prepared 
documents 

None 4 minutes 
MGDH 1 (Municipal 
Assessor) 

Release the 
requested 
document. 

Prepare the 
documents to be 
released 

None 3 minutes MAsO STAFF 

TOTAL : 22 minutes   
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2. Issuance of New Tax Declaration (Transfer of Ownership) 
 

 Office or Division: OFFICE OF THE MUNICIPAL ASSESSOR 

Classification: Highly Technical 

Type of 
Transaction: 

Government to Citizens (G2C) 

Who may avail: Land owner or Authorized representative 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Copy of Original Title Registry of Deeds 

2. Deed of Conveyance ((Deed of Absolute 
Sale/ Donation/ Extra-Judicial Settlement, 
Extra-Judicial Partition, Self-Adjudication) 

Lawyer 

3. Certificate Authorizing Registration (CAR)  Bureau of Internal Revenue 

4. Approved subdivision plan (if subdivided) Geodetic Engineer 

5. Latest real property tax receipt Municipal Treasury Office 

6. CTC number (cedula) Municipal Treasury Office 

7. Any valid ID’s issued by government Document owner or authorized representative 

8. Special Power of Attorney (SPA) Lawyer/ Notary Public 

CLIENT STEPS AGENCY ACTIONS 
FEES TO BE 

PAID 
PROCESSING 

TIME 
PERSON 

RESPONSIBLE 

Present 
requirements to 
windows 1, 2 or 3 
(Assessor’s Office) 

Receive and verify 
authenticity and 
completeness of the 
requirements. 
(Note: If 
subdivided/consolidation, 
proceed to tax mapping 
section for the new ARP no. 
(Assessment of Real 
Property) & PIN no. (Property 
Identification Number) 

None 10 minutes MAsO STAFF 

Client pays the 
required fee  

Issue the official receipt Php. 160.00 5 minutes 
Municipal Treasury 
Office 

 

Prepare FAAS (Field 
Appraisal & Assessment 
Sheet), NOA (Notice of 
Assessment), New Tax 
Declaration 

None 5 minutes MAsO STAFF 

Client reviews, signs 
the prepared 
document and 
inform client to wait 
for the final approval 
from the Provincial 
Assessment Office 

Review and sign the 
prepared documents 

None 3-4 minutes 
MGDH 1 (Municipal 
Assessor) 

 
Submit transaction to 
Provincial Assessment Office 
for final approval 

None 
2 weeks- 
1month 

Provincial Assessment 
Office 

Return to the 
Municipal Assessors 
Office and receive 
the new tax 
declaration 

Release the owner’s file copy None 2-3 minutes MAsO STAFF 

TOTAL: 27 minutes/1 month   

 



 

    Page | 3  

  

3. Issuance of New Tax Declaration (Reassessment/ Reclassification, 

Appraisal of Newly Constructed Building/ Installed Machinery) 

 

 Office or 
Division: 

OFFICE OF THE MUNICIPAL ASSESSOR 

Classification: Highly Technical 

Type of 
Transaction: 

Government to Citizens (G2C) 

Who may avail: Land/ Building owner or any Authorized representative 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Latest real property tax receipt Municipal Treasury Office 

2. Ocular inspection Municipal Assessors Office 

3. Any valid ID’s issued by government Document owner or authorized representative 

4. CTC number (cedula) Document owner or authorized representative 

      5. Special Power of Attorney (SPA) Lawyer/ Notary Public 

CLIENT STEPS AGENCY ACTIONS 
FEES TO BE 

PAID 
PROCESSIN

G TIME 
PERSON 

RESPONSIBLE 

Present 
requirements to 
windows 1, 2 or 3 
(Assessor’s Office) 

Verify location of lot where 
building was constructed 
and machinery was installed 
 

None 5 minutes MAsO STAFF 

Ocular inspection 
of the building/ 
machinery with the 
MAsO Staff 

Ocular inspection/ Field 
Appraisal, Assign new ARP 
number, Assessment/ 
Computation  
(Note: Advise client to pay 
required fees to the 
Municipal Treasury Ofiice) 

Php. 210.00 3-5 minutes MAsO STAFF 

Client pays the 
required fee  

Issue the official receipt Php. 160.00 5 minutes 
Municipal 
Treasury Office 

 

Prepare FAAS (Field 
Appraisal & Assessment 
Sheet), NOA (Notice of 
Assessment), New Tax 
Declaration 

None 5 minutes MAsO STAFF 

Client reviews, 
signs the prepared 
document and 
inform client to 
wait for the final 
approval from the 
Provincial 
Assessment Office 

Review and sign the 
prepared documents 

None 3-4 minutes 
MGDH 1 
(Municipal 
Assessor) 

 
Submit transaction to 
Provincial Assessment 
Office for final approval 

None 
2 weeks- 
1month 

Provincial 
Assessment 
Office 

Return to the 
Municipal 
Assessors Office 
and receive copy 
of the new tax 
declaration. 

Release the owner’s file 
copy 

None 2-3 minutes MAsO STAFF 

TOTAL: 27 minutes/ 1 month   
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4. Issuance of New Tax Declaration (Land Conversion) 

 

Office or Division: OFFICE OF THE MUNICIPAL ASSESSOR 

Classification: Highly Technical 

Type of Transaction: Government to Citizens (G2C) 

Who may avail: Land owner or any Authorized representative 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

      1. Copy of Original Title Registry of Deeds 

2. Deed of Conveyance ((Deed of Absolute Sale/ 
Donation) 

Lawyer 

3. Certificate Authorizing Registration (CAR)  Bureau of Internal Revenue 

      4. Resolution for the reclassification of land  
Sangguniang Bayan and Sangguniang 
Panlalawigan 

      5. Latest real property tax receipt Municipal Treasury Office 

      6. CTC number (cedula) Municipal Treasury Office 

      7. Any valid ID’s issued by government 
Document owner or authorized 
representative 

      8. Special Power of Attorney (SPA) Lawyer/ Notary Public 

CLIENT STEPS AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSIN
G TIME 

PERSON 
RESPONSI

BLE 

Present requirements 
to windows 1, 2 or 3 
(Assessor’s Office) 

Receive and verify documents 
(Note: for area more than 1,000 
sq.m. secure Sangguniang Bayan 
Resolution 

None 1-3 minutes 
MAsO 
STAFF 

Ocular inspection with 
the MAsO Staff 

Conducts ocular inspection/ field 
appraisal 

None 

 Note: 
depends on 
the location 
of the 
property 

MAsO 
STAFF 

Pay required fees to 
the Municipal Treasury 
Office 

Issue official receipt 
Php. 

160.00 
2 minutes 

Municipal 
Treasury 
Office 

Wait for the 
transactions to be 
prepared 

 Prepare assessment and 
computation, FAAS (Field 
Appraisal & Assessment Sheet), 
NOA (Notice of Assessment), New 
Tax Declaration 

None 10 minutes  
MAsO 
STAFF 

Client reviews, signs 
the prepared 
document and inform 
client to wait for the 
final approval from the 
Provincial Assessment 
Office 

Review and sign the prepared 
documents 

None 3-4 minutes 
MGDH 1 
(Municipal 
Assessor) 

 
Submit transaction to the 
Provincial Assessment Office for 
final approval 

None 
2 weeks- 1 
months 

Provincial 
Assessment 
Office 

Return to the 
Municipal Assessors 
Office and receive 
copy of the new tax 
declaration. 

Release the owner’s file copy None 2-3 minutes 
MAsO 
STAFF 

TOTAL: 30 minutes/ 1 month   
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5. Annotation of Mortgage/ Bail Band/ Notice of Levy 

 

Office or 
Division: 

OFFICE OF THE MUNICIPAL ASSESSOR 

Classification: Simple Transaction 

Type of 
Transaction: 

Government to Citizens (G2C) 

Who may avail: Land owner or any Authorized representative 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Latest real property tax receipt Municipal Treasury Office 

2. Real Estate Mortgage (REM) 
Agreement/Bail Bond/ Notice of Levy 

Bank 

3. Certified true copy of tax declaration Municipal Assessors Office 

4. Any valid ID issued by the government Document owner or authorized representative 

      5. Special Power of Attorney (SPA) Lawyer/ Notary Public 

CLIENT STEPS AGENCY ACTIONS 
FEES TO BE 

PAID 
PROCESSIN

G TIME 
PERSON 

RESPONSIBLE 

Present 
requirements to 
windows 1, 2 or 3 
(Assessor’s Office) 

Verify the documents None 5 minutes MAsO STAFF 

Client pays the 
required fee at the 
Municipal Treasury 
Office (MTO) 

Issue official receipt Php. 160.00 3-5 minutes 
Municipal Treasury 
Office 

 

Annotation in the book of 
records and FAAS (Field 
Appraisal and 
Assessment Sheet) 

None 5 minutes MAsO STAFF 

Wait for the 
requested 
document to be 
signed. 

Review and sign the 
prepared documents 

None 
10-15 
minutes 

MGDH 1 (Municipal 
Assessor) 

Release the 
requested 
document. 

Issue the annotated tax 
declaration 

None 5 minutes MAsO STAFF 

TOTAL : 25 minutes   
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6. Cancellation of Real Property Record 

 

Office or Division: OFFICE OF THE MUNICIPAL ASSESSOR 

Classification: Highly Technical 

Type of 
Transaction: 

Government to Citizens (G2C) 

Who may avail: Land owner or Authorized representative 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Latest real property tax receipt Municipal Treasury Office 

2. Ocular inspection for buildings/ 
machineries/ other improvements 

MAsO STAFF 

3. Certification from the Barangay Captain if 
the building has been demolished for a 
long time 

Office of the Punong Barangay 

4. Valid ID Document owner or authorized representative 

5. CTC number (cedula) Municipal Treasury Office 

6. Special Power of Attorney (SPA) Lawyer/ Notary Public 

CLIENT STEPS AGENCY ACTIONS 
FEES TO BE 

PAID 
PROCESSIN

G TIME 
PERSON 

RESPONSIBLE 

Present requirements 
to windows 1, 2 or 3 
(Assessor’s Office) 

Verify the authenticity 
and completeness of the 
documents 

None 5 minutes MAsO STAFF 

Ocular inspection 
with the MAsO Staff 

Conduct ocular 
inspection field/ Field 
Appraisal 

None 

Note: 
depends on 
the location 
of the 
property 

MAsO STAFF 

Client pays the 
required fee (Notice 
of Cancellation) 

Issue official receipt Php. 160.00 3-5 minutes 
Municipal 
Treasury Office 

 

Cancellation in the book 
of tax declaration. 
Prepare the Notice of 
Cancellation for approval 
of the Municipal Assessor 

None 10 minutes MAsO STAFF 

Client reviews, signs 
the prepared 
document and inform 
the client to wait for 
the final approval of 
the Provincial 
Assessment Office 

Review and sign the 
prepared documents 

None 2 minutes 
MGDH 1 
(Municipal 
Assessor) 

 
Forward the documents 
to the Provincial 
Assessment Office 

None 
2 weeks – 1 
month 

Provincial 
Assessment 
Office 

Return to the 
Municipal Assessors 
Office and wait for 
the document to be 
released. 

Issue the Notice of 
Cancellation 

None 3 minutes MAsO STAFF 

TOTAL: 25 minutes/ 1 month   
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7. Cancellation of Mortgage/ Bail Bond/ Notice of Levy 

 

Office or 
Division: 

OFFICE OF THE MUNICIPAL ASSESSOR 

Classification: Simple Transaction 

Type of 
Transaction: 

Government to Citizens (G2C) 

Who may avail: Land owner or Authorized representative 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Latest real property tax receipt Municipal Treasury Office 

2. Cancellation/ Discharge/ Release of 
Mortgage 

Bank, duly notarized and registered at the Registry 
of Deeds 

3. Original Title (OCT/TCT/OLT/EP/CLOA 
with cancellation annotation at the back 
of the title) 

Registry of Deeds 

4. Valid ID Document owner or authorized representative 

5. CTC number (cedula) Municipal Treasury Office 

      6. Special Power of Attorney (SPA) Lawyer/ Notary Public 

CLIENT STEPS AGENCY ACTIONS 
FEES TO BE 

PAID 
PROCESSIN

G TIME 
PERSON 

RESPONSIBLE 

Present 
requirements to 
windows 1, 2 or 3 
(Assessor’s Office) 

Verify the authenticity and 
completeness of the 
documents 

None 3 minutes MAsO STAFF 

Client pays the 
required fee 
(Cancellation of 
Mortgage) 

Issue official receipt Php. 160.00 3 minutes 
Municipal Treasury 
Office 

 

Cancellation in the book 
of tax declaration. Prepare 
the Notice of Mortgage for 
approval of the Municipal 
Assessor 

None 10 minutes MAsO STAFF 

 
Review and sign the 
prepared documents 

None 3 minutes 
MGDH 1 (Municipal 
Assessor) 

Receive the 
requested 
document. 

Issue the cancelled 
mortgaged 

None 5 minutes MAsO STAFF 

TOTAL: 24 minutes   

 


