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1. Issuance of New Business Permit 

 

Office or 
Division: 

Municipal Treasury Office/BPLO 

Classification: Simple Transaction 

Type of 
Transaction: 

Government to Ciitizens (G2C) 

Who may avail: Citizens who are planning to do business within the municipality 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Letter of Intent addressed to the Mayor BPLO 

Community Tax Certificate (CEDULA) Municipal Treasury Office 

Barangay Clearance for Business Barangay where business is located 

DTI/SEC Registration DTI/SEC 

Articles of Incorporation/Part. 
(Corporation) 

SEC 

CLIENT STEPS AGENCY ACTIONS 
FEES TO BE 

PAID 
PROCESSIN

G TIME 

PERSON 
RESPONSIBL

E 

1. Proceed to 
Mayor’s Office 
to submit letter 
of intent and 
MPDC. Make 
clarificatory 
inquiries. 

 
Application, Filing 
& Verification 
 

Provide the client 
with a short briefing 
on the service and 
some requirements.  
 
 
 
 
Accomplish/Fill-up 
application form and 
secures required 
signatures/documen
ts. 

 

10 minutes 
 
 
 
 
 

 
 
 
Municipal 
Mayor 
 
 
 
 
BPLO & staff 
 
 
 
 
 

 
2. Assessment 

Issue Tax Order of 
Payment and let the 
Municipal Treasurer 
sign for approval. 
Advise the client to 
pay the 
corresponding fees. 

Mayor’s 
Permit-
(depending on 
the asset size 
& no.of 
employess 
Weights & 
measure-
150.00, 
200.00, 
300.00, 
600.00 
Sanitary Fee-
)based on 
business 
area)150.00, 
200.00, 
250.00, 
300.00, 
350.00, 
800.00 

5 minutes 

Municipal 
Treasurer 
BPLO 
BPLO staff 
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Local 
Clearance-
100.00 
Zoning Fee-
100.00 
Laboratory 
Fee-370.00, 
770.00 
Garbage Fee- 
150.00, 
600.00 
Documentary 
Stamp Tax-
30.00 
 

3. Pay & Claim 

Issue Official 
Receipt & advise the 
client to wait for the 
releasing of the 
approved Mayor’s 
Permit for business 

 10 minutes 
BPLO 
BPLO Staff 
 

TOTAL : 25 minutes  
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2. Renewal of Business Permit 

 

Office or 
Division: 

Municipal Treasury Office/BPLO 

Classification: Simple Transaction 

Type of 
Transaction: 

Government to Ciitizens (G2C) 

Who may 
avail: 

Citizens who are planning to do business within the municipality 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

  

Previous Permit  

Certificate of Gross Sales  

Quarterly Payments from BIR  

SSS Certificate of Coverage & 
Compliance 

 

CLIENT 
STEPS 

AGENCY 
ACTIONS 

FEES TO BE PAID 
PROCESSIN

G TIME 
PERSON 

RESPONSIBLE 

1. Application, 
filing & 
Verification 

Accomplished/Fill-
up application 
form attached 
copy of old 
business permit. 

 

 
 
5 minutes 
 
 
 

 
 
BPLO 
BPLO Staff 
 
 
 
 

2. Assessment 

Issue Tax Order 
of Payment and 
let the Municipal 
Treasurer sign for 
approval. Advise 
the client to pay 
the corresponding 
fees. 

Business Tax-
Based on declared 
Gross 
Sales/Receipts 
Mayor’s Permit-
(depending on the 
asset size & no.of 
employess 
Weights & 
measure-150.00, 
200.00, 300.00, 
600.00 
Sanitary Fee-
)based on business 
area)150.00, 
200.00, 
250.00, 300.00, 
350.00, 800.00 
Local Clearance-
100.00 
Laboratory Fee-
370.00, 770.00 
Garbage Fee- 
150.00, 600.00 
Documentary 
Stamp Tax-30.00 
 
 
 
 
 

5 minutes 
Municipal Treasurer 
BPLO 
BPLO Staff 
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3. Pay & Claim 

Issue Official 
Receipts & advise 
the client to wait 
for the releasing 
of the approved 
Mayor’s Permit for 
business. 

 10 minutes 
BPLO 
BPLO Staff 

 TOTAL:  
20 minute

s 
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3. Issuance of New Business Permit (Online) 

 

Office or Division: Municipal Treasury Office/BPLO 

Classification: Simple Transaction 

Type of 
Transaction: 

Government to Ciitizens (G2C) 

Who may avail: Citizens who are planning to do business within the municipality 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Letter of Intent addressed to the Mayor BPLO 

Community Tax Certificate (CEDULA) Municipal Treasury Office 

Barangay Clearance for Business Barangay where business is located 

DTI/SEC Registration DTI/SEC 

Articles of Incorporation/Part. 
(Corporation) 

SEC 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO BE PAID 
PROCESS
ING TIME 

PERSON 
RESPONSI

BLE 

1. Send scanned 
copy.photocopy of 
requirements to 
email: 

mtovillasis@g
mail.com 

Acknowledges 
and verifies the 
validity of 
submitted 
documents.  

 10 minutes 
BPLO 
MTO Staff 

 

Issue Tax Order 
of Payment and 
Let the Municipal 
Treasurer to sign . 
Advise the client 
to pay. 

Mayor’s Permit-
(depending on the 
asset size & no.of 
employess 
Weights & measure-
150.00, 200.00, 
300.00, 600.00 
Sanitary Fee-)based 
on business 
area)150.00, 
200.00, 
250.00, 300.00, 
350.00, 800.00 
Local Clearance-
100.00 
Zoning Fee-100.00 
Laboratory Fee-
370.00, 770.00 
Garbage Fee- 
150.00, 600.00 
Documentary Stamp 
Tax-30.00 
 
 
 
 

 
BPLO 
BPLO Staff 

2. Pay through 
Lanbank Linkbiz 
Portal via 
Landbank account 
or other accredited 
institutions. 
Merchant Name” 

Issue transaction 
Number 
 
 
 
 
 

 

5 minutes 
 
 
 
 
 
 

Landbank 
Personnel 
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Municipality of 
Villasis. 

 
Send proof of 
payment to the email 
 
 
 
 
 

 
 
Verifies payment 
 
Prepares permit 
and let the 
Municipal Mayor 
digitally sign the 
permit. 

 
 
10 minutes 

 
 
 
MTO Staff 
BPLO 

3. Claim 

Sends the 
softcopy of 
business permit to 
the client. 

 5 minutes 
BPLO 
BPLO Staff 

 TOTAL:  30 minutes  
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4. Renewal of Business Permit (Online) 

 

Office or Division: Municipal Treasury Office/BPLO 

Classification: Simple Transaction 

Type of 
Transaction: 

Government to Ciitizens (G2C) 

Who may avail: Citizens who are planning to do business within the municipality 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

  

Previous Permit  

Certificate of Gross Sales  

Quarterly Payments from BIR  

SSS Certificate of Coverage & 
Compliance 

 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON  
RESPONS

IBLE 

1. Send scanned 
copy.photocopy of 
requirements to 
email: 

mtovillasis@gmail.co
m 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

. 
Acknowledge
s and verifies 
the validity of 
submitted 
documents. 
Let the 
Municipal 
Treasurer 
sign the 
assessment 
form 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Issue Tax 
Order of 
Payment and 
advise the 
client to pay. 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Business Tax-
Based on 
declared Gross 
Sales/Receipts 
Mayor’s Permit-
(depending on the 
asset size & no.of 
employess 
Weights & 
measure-150.00, 
200.00, 300.00, 
600.00 
Sanitary Fee-
)based on 
business 
area)150.00, 
200.00, 

 
 
5 minutes 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Municipal 
Treasurer 
MTO Staff 
BPLO 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
BPLO 

mailto:mtovillasis@gmail.com
mailto:mtovillasis@gmail.com
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250.00, 300.00, 
350.00, 800.00 
Local Clearance-
100.00 
Laboratory Fee-
370.00 
770.00 
Garbage Fee- 
150.00, 600.00 
Documentary 
Stamp Tax-30.00 
 
 

 
 
 
 

BPLO Staff 

Pay through 
Landbank Linkbiz 
Portal via Landbank 
account or other 
accredited 
institutions. Merchant 
Name” Municipality of 
Villasis. 
 
 
Send proof of 
payment to the email 
 

Issue 
transaction 
Number 
 
 
 
 
 
 
 
Verifies 
payment 
 
 
Prepares 
permit and let 
the Municipal 
Mayor 
digitally sign 
the permit. 
 
 

 

5 minures 
 
 
 
 
 
 
 
10 minutes 

Landbank 
Personnel 
 
 
 
 
 
Muncipal 
Mayor  
MTO Staff 
BPLO 
BPLO Staff 

2. Claim 

Sends the 
softcopy of 
business 
permit to the 
client. 

 5 minutes 
BPLO 
BPLO Staff 

 TOTAL:  25 minutes  
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5. ISSUANCE OF COMMUNITY TAX CERTIFICATES 

(INDIVIDUAL/CORPORATION) 
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. Natural and juridical person may 

secure a CTC. 

Office or Division: Municipal Treasury Office (MTO) 

Classification: Simple Transaction 

Type of Transaction: Government to Citizens (G2C) 

Who may avail: 

Individuals liable to Community Tax 
a. Every inhabitant of the Philippines eighteen (18) years of age or over who 
has been regularly employed on a wage or salary basis for at least thirty (30) 
consecutive working days during any calendar year; 
b. An individual who is engaged in business or occupation; 
c. An individual who owns real property with an aggregate assessed value of 
One Thousand Pesos (Php 1,000.00) or more; and 
d. An individual who is required by law to file an income tax return     
 
Juridical persons liable to Community Tax- Every corporation, no matter 
how created or organized, whether domestic or resident foreign, engaged in 
or doing business in the Philippines shall pay an annual community tax. The 
dividends received by a corporation shall, for the additional tax, be 
considered as part of the gross receipts or earnings of said corporation. Any 
natural person at age 18 and above and juridical being form in San 
Clemente. 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
FOR INDIVIDUAL:  

Any ID’s to assure his/her personal identity 
and residency (Voter’s ID, Driver’s License ID, 
GSIS, SSS, PhilHealth) (1 Photocopy) 

Person securing CTC 

FOR CORPORATION:  

ITR BIR 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

Present Information and 
present valid IDfor 
Individual/ ITR for 
Corporation 

ACCEPT the CTC 
information sheet 
and PREPARE the 
CTC 

None 1 minute Cashier 

PAY and Claim 
Community Tax 
Certificates 

ACCEPT fee and 
RELEASE the CTC 

For 
Individual 
Basic 
P5.00 + 
P1.00 per 
1,000.00 
For 
Corporatio
n New: 
Basic P500 
Renewal: 
Basic P500 
+ (Gross 
Sales/5000
) x P2 

2 minutes Cashier 

TOTAL : 3 minutes  
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6. Issuance of  REAL PROPERTY TAX CERTIFICATION 
Real Property Tax Certification is issued to the property owner as proof of  

complete Real Property tax payment in the municipality. 
 

Office or Division: Municipal Treasury Office (MTO) 

Classification: Simple Transaction 

Type of 
Transaction: 

Government to Citizens (G2C) 

Who may avail: All Real Property Owners 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

  

1. Proof of Payment or Official Receipt, if 
available  

Municipal Treasurer’s Office 

2. Proof of ownership of the Real 
Property ( valid IDs) 

Person securing Tax Certification 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSIN
G TIME 

PERSON 
RESPONSIBLE 

Present Official 
Receipt and proof of 
ownership 

Accept Official 
Receipt of 
payment of Real 
Property Tax and 
advise owner to 
pay Tax 
Clearance fee, 
Prepare 

None 2 minutes MTO Staff 

Pay Tax Clearance 
Fee 

Accept payment 
and issue official 
receipt 

P100.00 2 minutes Cashier 

Present Official 
Receipt of Tax 
Clearance Fee 

Accept official 
receipt and let the 
Municipal 
Treasurer sign the 
Real Property Tax 
Clearance 

None 2 minutes 

MTO Staff 
 
Signatory: Municipal 
Treasurer 

TOTAL : 6 minutes  
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7. Payment of  REAL PROPERTY TAX  
The Municipal Treasurer’s Office is primarily responsible for the proper, efficient and 

effective administration at the real property tax. Any person/individual who owns a real 

property such as land, building and machinery and other improvements not specifically 

exempted under the law shall pay the imposed tax. 
 

Office or Division: Municipal Treasury Office (MTO) 

Classification: Simple Transaction 

Type of 
Transaction: 

Government to Citizens (G2C) 

Who may avail: All Real Property Owners 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

  

1. Tax bill / RPT Order of Payment Municipal Assessor’s Office 

  

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSIN
G TIME 

PERSON 
RESPONSIBLE 

PRESENT tax bill/ 
RPT Order of 
payment 

Verify last 
payment, compute 
tax dues 

None 2 minutes MTO Staff 

Pay Tax Dues and 
claim official receipts 

Accept payment 
and issue official 
receipt 

Basic:  
Assessed 
Value x 
1% 
Sef: 
Assessed 
Value x 
1% 

3 minute
s 

Cashier 

TOTAL : 5 minutes  
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8. Issuance of OFFICIAL RECEIPTS 
 

The Municipal Treasurer’s Office is mandated by law to issue official receipts for any 

payments made to the municipality. 
 

Office or Division: Municipal Treasury Office (MTO) 

Classification: Simple Transaction 

Type of 
Transaction: 

Government to Citizens (G2C) 

Who may avail: All Individuals availing government services 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

  

1. Order of payment, Tax Bills Other municipal government offices 

  

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSIN
G TIME 

PERSON 
RESPONSIBLE 

PRESENT order of 
payment or tax bill, if 
available and 
payment 

Accept payment 
and issue official 
receipt 

 
2 minute

s 
1. Cashier 

TOTAL : 
2 minute

s 
 

 

9. Large Cattle Branding and Issuance of Certificate of Ownership 

 
 

Office or Division: Municipal Treasury Office (MTO) 

Classification: Simple Transaction 

Type of Transaction: Government to Citizens (G2C) 

Who may avail: All Individuals who own large cattle 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

  

  

  

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

Inform the office about 
the animal for 
registration 

Register the animal None 5minutes 
Engineering 
Staff 

Pay corresponding fee 
Accept payment 
and Issue Official 
Receipt 

P102.00 -
Certificate 
of 
Ownership 
P82.00 – 
Certificate 
of Transfer 

2 minutes Cashier 

Allow the animal to be 
branded 

Release the 
certificate 

None 1 hour 
Engineering 
Staff 

TOTAL : 
1 hour 7 
minutes 
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10. Issuance of Municipal Tricycle Operators Permit (MTOP- Franchise) 

NEW/RENEWAL 
 

Office or Division: MUNICIPAL TREASURY OFFICE/BPLO 

Classification: Simple Transaction 

Type of 
Transaction: 

Government to Citizens (G2C) 

Who may avail: Citizens who are planning to do business within the municipality 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Photocopy of O.R. & C.R. (Updated & For 
Hire) 

Land Transportation Office (LTO) 

Certificate from TODA TODA President 

Barangay Clearance Barangay where the client resides 

Community Tax Certificate (Cedula) Treasury Office (Counter 1 to 4) 

Local Clearance Treasury Office (Counter 1 to 4) 

Previous Permit (For Renewal)  Client’s Previous Permit 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSIN
G TIME 

PERSON 
RESPONSIBLE 

1. Assessment Inspect if the 
requirements 
submitted are 
complete and 
updated. Issue 
assessment form. 

0.00 2 minutes Municipal Treasury 
Staff 

2. Payment Cashier will 
receive the 
corresponding 
payment from the 
client 

480.00 5 minutes Municipal Treasury 
Staff 

3. Issuance of 
Permit (Card & 
Sticker) 

Recording, 
encoding & 
printing of permit. 
Application of 
Sticker. 

0.00 10 minutes Municipal Treasury 
Staff 

TOTAL : 480.00 20 minutes  

 

 

 

 

 


