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Citizen’s Charter December 2019

O the officials and employees of the municipality of Dinalupihan, SSataan do
hereby commit ourselves to abide by the Qbervice Odtandards as set forth by this
Charter, 1o serve our dhents with outmest dedication, professionalism, honesty and
integrily in the fulfillment of our local government s vision of a progressive and orderly
communiy.
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essage

It is with great pride and humble honor that | extend my heartfelt thanks and felicitation to
congratulate sincerely the workforce of the Local Government Unit (LGU) of Dinalupihan,
Bataan for making the Citizen’s Charter which will certainly serve as a mechanism to ensure
transparency and accountability in the delivery of frontline services to the people by the
government.

The Department of the Interior and Local Government (DILG) and the Civil Service
Commission (CSC) as the prime movers of the government’s Anti-Red Tape Program
pursuant to R.A. 9485 and the newly created law RA11032 or the Ease of Doing Business and
Efficient Government Service Delivery Act (EODB-EGSA) of 2018 encourage and highly
recommend LGUs to focus on the simplification of initial regulatory systems for easy access
and responsive to the present needs towards optimum growth and development of the town
and its people in terms of basic needs and economic upliftment. The installation and
identification of frontline services thru the One-Stop Shop or easily identified flow chart and
simplified procedures will ensure transparency and accountability, reduce processing time and
rationalize documentary requirements as well as accessibility to information and cost.

The municipality of Dinalupihan, Bataan with this simple achievement has set another
standard in local governance beneficial to our many clients. It is my hope and inspiration that
all of us in the LGU staff and employees will continue to infuse new and innovative ideas as
you pursue various programs and projects for our town. May our effort of continued struggle
as partner towards global excellence and economic progress be provided to our people with
efficiency and quality service.

God Bless Us All. Mabuhay ang Dinalupihan.

MARIA‘ANGELA S. GARCIA

icipal Mayor
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Pision
Dinalupihan is the model Agropolis in Central Luzon
Characterized by empowered, disciplined and resilient citizenry; competitive economy;
sustainable infrastructure and environment; and guided by a leadership committed to good
governance.

CAtission

Towards becoming a Model Agropolis of Central Luzon in the Province of Bataan;

As the keeper of the Vision, the Local Government Unit shall promote and establish a
sustainable connection between and among the following land use change management
components: hardware (the built-up and un-built environments), software (local
constituents/stakeholders; the socio-economic game players), and the orgware (the
decision/policy-makers, local government and private sector coalitions) in order to promote
the general welfare and common good of all Dinalupihefios.

Qbervice Odlandards

¢ No application/request to be returned to the client without appropriate action (approval
or disapproval of request)

e Action should not be longer than 3 working days for simple transactions, 7 working
days for complex transactions and 20 working days for highly technical transactions.
45 working days for application or request for license, clearance, permit or
authorization which require the approval of the local Sangguniang Bayan,
Sangguniang Panlungsod, or the Sangguniang Panlalawigan which can be extended
for another 20 days.

e The number of signatories in any document shall be limited to a maximum of three
(3) signatures.

e Staff must wear official identification card when transacting with the public

e Staff provides prompt, courteous and friendly service

e On telephone queries- calls will be answered within 3 rings; staff will assist the clients
by first identifying themselves and second, referring the call to the designated officer;
four (4) hours waiting time for a return call

e On walk-in queries- acknowledgment of clients within 1 minute of entry; officers are
identified by name or ID cards; clients are served on a first-come-first served basis;
clients are informed immediately when designated officer is not yet available within 20
minutes;

o For feedback and complaints, client may proceed to the public assistance and
complaint desk (PACD) to file their complaint to the assigned officer of the day.
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ireclory of Offices
o Office of the Mayor - 636-1202
¢ Human Resources Management Office (HRMO) - 09175517478
e Accounting Department - 636-1203
¢ Budget Department - 636-0060
e Treasury Office - 636-1205
e Municipal Planning and Development Office (MPDO) - 636-1510
e Assessor’s Office - 636-1518
¢ Municipal Social Welfare and Development Office (MSWDO) - 636-1516
¢ Municipal Registrar Office - 09175518121
¢ Municipal Health Office - 636-1517
o Office of the Sangguniang Bayan - 636-1204
¢ Municipal Business Permit and Licensing Office - 636-1519
e Municipal Engineering Office - 09175517641
e PESO - 09175518042
e Municipal Agriculture Office - 09178195241
¢ Municipal Information Technology Office - 240-4511
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I.  BUSINESS PERMIT AND LICENSING OFFICE SERVICES:
Business Permit Application

ABOUT THE SERVICE

ALL ENTERPRISE are required to secure Business Permit and pay business tax, fees and other
charges before the start of commercial operations.

The permit must be renewed form January 1 to 20, every year. Penalties are imposed after this period
(25% surcharge & 2% interest per month of the computed tax, fees & other charges). Business tax for
new enterprise are computed based on capitalization and those for succeeding years (renewal) are
computed as a percentage of gross receipt/sales. Payments may be made annually, semi-annually or
quarterly and taxes are due on the first 20 days of each quarter.

It takes maximum time of 30 minutes to process new application and 15 minutes for renewal - as long
as complete requirements are submitted. There’s also an option for online business application via
Dinalupihan website for the convenience of taxpayers.

REQUIREMENTS:

New:
e DTI/SEC/CDA
e Barangay Clearance for Business Permit Application
e Community Tax Certificate
e Sworn declaration on Capital Investment
e Contract of lease (If rented)
e Public Market Certification (If located in Public Market)

Renew:
e Barangay Clearance
e Sworn declaration on gross income
e Contract of lease (If rented, expired)
e Public Market Certification (If located in Public Market)

Other requirement as required by National Agencies:
A. BSP Certificate — for pawnshop, money changer, money remittance, financial institution
B. Certificate of filling from SEC (securities and exchange commission) — for lending investor
C. LTO (license to operate) from DOH (department of health) — for clinic, hospital, pharmacy,
optical, dental, surgical, laboratory, xray, laboratory, water laboratory, birthing/lying-in station,
optical
D. LTO from FDA (food and drug administration) and CPR (certificate of product registration) —
e-cigarettes and vapes
LTO from PNP — for firearms
F. LTFRB Certification — for transportation
G. DENR-EMB (department of environment and natural resources — environment management
bureau) ECC (environment compliance certificate) environment or DENR-EMB CNC (certificate
of non-coverage), PENRO (provincial ENRO) clerance, PVET (provincial veterinarian)
clearance, BAI (bureau of animal industry) cert., MENRO (municipal ENRO) clearance and
MVET (municipal VET) clearance — for piggery and poultry
H. DENR-EMB ECC / CNC, PENRO, DOE (department of energy), MENRO Certification — for
gasoline station, LPG, memorial/cemetery, funeral services
. DENR-EMB ECC/CNC —for junkshop, laundry, carwash, resort, rice mill, water refilling station

m
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J.

Reportorial Document — for COOP

K. DTI Accreditation — for machine shop, automotive, electrical, air conditioning, refrigeration,

FEES

office machines and data processing equipment

Tax, fees and other charges is based on the Revenue Code of Municipality of Dinalupihan.

OPTION 1: WALK-IN CLIENTS
TO AVAIL OF THE SERVICE FOLLOW THIS STEPS

Client/Applicant Service Provider Processing Time
1. Submit apphcgtlon form and BPLO Staff 5 minute
complete requirement
2. Assessment & Payment BPLO Staff 5-20 minutes
3. Releasing BPLO Staff 5 minute

OPTION 2: ONLINE BUSINESS APPLICATION

TO AVAIL OF THE SERVICE FOLLOW THIS STEPS

Client/Applicant

Service Provider

Processing Time

Login/ Register to Dinalupihan
official website
(www.dinalupihan.gov.ph) Fill-
up online application form

BPLO Staff 10 minutes
*Qur BPLO will process your
application and assessment /
order of payment will be sent
via E-mail.
Payment and releasing at BPLO Staff 10 minutes

BPLO



http://www.dinalupihan.gov.ph/
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Il.  MUNICIPAL ASSESSOR’S OFFICE SERVICES:

l. Transferring of Ownership/Possession of Real Property
Il. Securing Certified copies of assessment records of Real Property and all other records
relative to its Assessment
M. Securing Assessment for Newly Declare Real Property
V. Securing Real Property History
V. Securing Property Location
VI. Requesting for Cancellation, Demolition and Correction of Real Property Assessment
VII. Annotate the Mortgages and Loan Cancellation in the Tax Declaration of a certain
property being request by the owner

AVAILABILITY OF SERVICES: Monday to Friday 8:00 AM to 5:00 PM

. TRANSFERRING OF OWNERSHIP/POSSESSION OF REAL PROPERTY

ABOUT THE SERVICE

The Owner’s copy of updated tax declaration is given upon submitting all required documents and pay
the necessary fess, taxes by the owner for transfer of ownership of real property from the previous to
the new owner.

REQUIREMENTS

Transfer of ownership/possession done from year June, 1974 and below
e 2 pcs. — Photocopy of Title & other document deemed relevant
e 1 pc. Brown envelop long

Transfer of ownership/possession done from year July 1974 up to August 1979
e 2 pcs.- Photocopy of Title(if Titled)
e 2 pcs. —Photocopy of Current Real property Tax Receipt/Tax Clearance
e 2 pcs - Photocopy of Transfer Tax Receipt
e 2 pcs — Photocopy of Deed of Conveyance (Sale, Donation, etc.)
e 1 pcs Brown envelop long

Transfer of Ownership/possession done from year Sept. 1979 to February 2008
e 2 pcs- Photocopy of Title (If Titled)
e 2 pcs. — Photocopy of Current Real Property Tax Receipt/Tax Clearance
e 2 pcs. — Photocopy of transfer tax receipt
e 2 pcs. — Photocopy of Certificate of Authorizing Registration (CAR)
e 2 pcs. — Photocopy of Deed of Conveyance (Sale, Donation, etc.)
e 1pcs Brown envelop long

Transfer of Ownership/possession done from year March 2008 up to present
e 2 pcs- Photocopy of Title (If Titled)
e 2 pcs. — Photocopy of Current Real Property Tax Receipt/Tax Clearance
e 2 pcs. — Photocopy of transfer tax receipt
e 1 pc. — Certified True Copy of Certificate of Authorizing Registration (CAR) and 1 pc.
Photocopy
e 2 pcs — Photocopy of Deed of Conveyance (sale, Donation, etc.)
e 1 pc. Brown envelop long
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Important reminder:

For Subdivided and Consolidated property an additional requirement — 2 pcs. Blueprint of Approved
Plan.

Service Fee — Depend on the Existing Approved LGU/PG Revenue Code

TO AVAIL OF THIS SERVICE FOLLOW THESE STEPS

Client/Applicant Service Provider Processing Time
Reql_Jest for the 1. Receive the completed documents submitted 5 minutes
service by the client
Submit complete Check and verify for completeness and validity.
documents to record If documents are complete and valid process
section the new tax declaration

Carmina Flores / Erlinda Bau / Marlene Ruiz /
Hermiegene Ramos

2. Preparation of the New Tax Declaration 25 minutes
Attached the old RPOC
Type and update the tax dec.
Assign ARP and TD No.
Forward to MA for final checking and approval.

Carmina Flores / Erlinda Bau / Marlene Ruiz

3. Release the New and updated Owners Copy of 5 minutes
Tax Declaration to the Client
Record to the log book
Segregate the owner’s copy
Let the owners to acknowledge the New Tax
Dec by signing the TDs.

Carmina Flores / Erlinda Bau / Marlene Ruiz

FEES:
Service Fee — P 400.00 (To be paid at the Municipal Treasurer’s Office)

II. SECURING CERTIFIED COPIES OF ASSESSMENT RECORDS OF REAL
PROPERTY AND ALL OTHER RECORDS RELATIVE TO ITS ASSESSMENT

ABOUT THE SERVICE

The Tax Declaration (TD) serves as the municipal permanent record for every real property unit (Land,
Building and machinery)

A certified true copy of Tax Declaration and all other records relative to its assessment may be
requested from the Municipal Assessor’s Office.

REQUIREMENTS

Requesting should be the property owner or his authorized representative.
Presentation of the current real property tax receipt or any other documents deemed relevant to the
property being requested

Important reminder:

Service fee/charge depend on the Existing Approved LGU Revenue Code
9
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TO AVAIL OF THIS SERVICE FOLLOW THESE STEPS

Client/Applicant Service Provider Processing Time
1. Request for the Service 1. Verify the records of real property 10minutes

Present  the  photo being requested

machine copy of tax -Preparation of the Certified Copy of

receipt being requested

to record section property being requested

-Issue an order of payment to the client
and advise to pay it at the Treasurer’s
Office for a service fee.

-Attached the O.R. and forward to the
MA certifying the correctness of
assessment record being requested
by signing the docs

Notice of Assessment & Tax Bill 10 minutes or more

Carmina Flores / Erlinda Bau / may vary depend
Marlene Ruiz / Municipal Assessor on the no. of
property being
requested
2. Issue the certified assessment record 3 minutes

being requested.
-Sealed and record the O.R. No. in the
log book.

Carmina Flores / Erlinda Bau /
Marlene Ruiz

FEES:
Service fee — P150.00 (To be pay at the Municipal Treasurer’s Office) except NATB

. SECURING ASSESSMENT FOR NEWLY DECLARE REAL PROPERTY

ABOUT THE SERVICE

New Tax Declaration (TD) has to be prepare for newly declare property (land, building and machinery)
The Municipal Assessor’s Office conduct field inspection to appraise and assess the real property.

The new TD serves as the municipal assessor’s office permanent record on the real property in the
LGU. lItis also use for real property taxation purposes only.

REQUIREMENTS

Land
Titled Property

e 2pcs — Photocopy of Title
e 2 pcs.- Blue print or photocopy of Approved plan (Subdivided/consolidated property)

Untitled Property

e 2 pcs. — Photocopy of Certification from CENRO/PAMB, certifying that they are the
occupant in the RPLS/under their jurisdiction

e 2 pcs.- Blue print/Xerox of sketch plan (if any)

10
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e 2 pcs.- Certification from the Barangay Captain
e Other documents deemed relevant

Building

e 2 pcs.- Photocopy of building permit (If any)
e 2 pcs.- Photocopy of Certificate of Occupancy (If any)
e Other documents deemed relevant

Machinery

e 2 pcs. — photocopy of Notarized Certification from Gen. manager of the corp. as to the
actual cost of the machinery

e 2 pcs. Notarized Sworn Statement of the owner declaring the cost of machinery

e Itemize list of machinery indicating serial numbers, model, country origin (if any)

o Date of installation and operation

o If applicable, certification from the Board of investment that the same is new preferred
industry

Delegated Assessment of Newly discovered properties to the Municipal Assessor

1. Land
a. Residential — area not more than 300sqg.m.
b. Agricultural- area not more than 1 ha.
c. Commercial — area not more than 300sg.m.
d. Industrial/mineral — area not more than 1,000sq.m.
2. Improvement
a. Residential Bldg. — Market Value does not exceed P300,000.00
b. Commercial, Industrial, Agri. Bldg.- Market Value does not exceed P500, 000.00
c. Machineries & equipment with Market Value not exceeding P 500,000.00

TO AVAIL OF THIS SERVICE FOLLOW THESE STEPS

Client/Applicants Service Provider Processing Time
. . . min
1 Request for the service 1. Receive the submitted documents. 5 utes
Submit documents to Check and validate the docs.

record Section

Carmina Flores / Erlinda Bau /
Marlene Ruiz

11
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2. Client/Applicant assist the
MA & Staff to the site/
location of the property
being declare.

1. Conduct ocular inspection
Prepare FAAS

1 hr. or more may
vary depending on
the property’s
size, location as
well as the means
of transportation

Apply the existing schedule of 25 minutes
value.
Prepare the New TD.
Advise the owner to pay the
necessary Real property Taxes
Forward the New TD to the MA for
approval.
Note: Municipal Assessor (MA) should
follow the assigned delegated authority in
Approving Tax Declaration. 1 week
Not under his assigned delegated authority
the approval of the New Td is the Provincial
Assessor.
Melanio Pilar, Jr. / Carmina Flores / Erlinda
Bau / Marlene Ruiz / Municipal Assessor /
Provincial Assessor
1. Release the New TD to the client / 5 minutes

applicant

Record in the log book

Let the owner acknowledge the
new TD by signing it.

Carmina Flores / Erlinda Bau /
Marlene Ruiz

FEES:

Real property Tax payment should depend on the appraisal and assessment of the property.

Real property declared for the first time shall be assessed for taxes for the period during w/c it would
have been liable but in no case for more than ten(10) years , prior to the date of initial assessment.
Taxes shall be computed on the basis of the applicable schedule of values in force during the

corresponding period.

IV. SECURING REAL PROPERTY HISTORY

ABOUT THE SERVICE

The HISTORY of a certain property (e.g. ownerships, improvements, assessments, etc.) may be verified

at the Municipal Assessor’s Office.

REQUIREMENTS

Photocopy of Title
Related reference documents

Important reminder:

Service fee/charge depend on the Existing Approved LGU Revenue Code

12
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TO AVAIL OF THIS SERVICE FOLLOW THESE STEPS

Client/Applicants

Service Provider

Processing time

1. Request for the Service
Submit the documents
to the Record Section

Receive, verify and research the
history base on the documents
submitted.

Advise the owner to pay the
necessary fees.

Forward the TD’s History to the
Municipal Assessor certifying the
correctness of the Documents.

Melanio Pilar, Jr. / Carmina Flores /
Erlinda Bau / Marlene Ruiz /
Municipal Assessor

1 hour

Issue the TD’s History to the client.
Log the O.R. Receipt

Carmina Flores / Erlinda Bau /
Marlene Ruiz

3 minutes

FEES:

Service fee -P150.00 (To be paid at the Municipal Treasurer’s Office)

V. SECURING PROPERTY LOCATION

ABOUT THE SERVICE

This service enables clients to identify real property, its ownership, location, shape, adjacent owners of
the lot and other information regarding the requested property.

REQUIREMENTS

Photocopy of the Title or Tax Declaration

TO AVAIL OF THIS SERVICE FOLLOW THESE STEPS

Client/Applicants

Service Provider

Processing Time

1. Request for the Service
to The Appraisal &
Assessment Section
And submit the docs.

Receive the docs.

-Verification and research
-Forward the Tax Map/Cadastral
map Copy to the Municipal Assess
or to certify the correctness of the
requested property.

-Advise the owner to pay a service
fee.

Melanio Pilar, Jr. / Erlinda Bau /
Marlene  Ruiz /  Municipal
Assessor

30 minutes

Issue the tax map of the property
being requested by the client.
Record the O.R. in the log book

Erlinda Bau / Marlene Ruiz

3 minutes

13
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FEES:
Service fee —=P400.00 (To be paid at the Municipal Treasurer’s Office)

VI. REQUESTING FOR CANCELLATION, DEMOLITION AND CORRECTION OF REAL
PROPERTY ASSESSMENT

ABOUT THE SERVICE

Clients, who would like to cancel, drop and correct the assessment on their real property due to
reasonable reason request this service

The Municipal Assessor assessment records are use by the land Tax Division of the Municipal
Treasurer’s Office in computing the annual tax to be paid by the owners of land, building and machinery.

REQUIREMENTS

Client should submit a letter request for the cancellation, demolition, revision or Correction of
assessment addressing to the Municipal Assessor.

2 pcs.- Photocopy of current real property tax receipt/tax clearance
2 pcs.- Photocopy of Barangay Certification for demolition request only.

Important Reminder:
Service fee/charge depend on the Existing Approved LGU/PG Revenue Code

TO AVAIL OF THIS SERVICE FOLLOW THESE STEPS

Carmina Flores / Erlinda Bau /
Marlene Ruiz

Client/Applicants Service Provider Processing time
1. Request for the Service 1. Receive the docs. 5 minutes

Submit documents to Check, verify the docs. for

record section completeness and validity.

Record the New Td in the Log book.
Record the O.R. in the Log Book

Carmina Flores / Erlinda Bau /
Marlene Ruiz

2. Client/Applicants 2. Conduct ocular inspection lhr. or more may
Assist the Municipal Forward the findings to the MA vary depending on
Assessor to the Prepare the necessary docs. being | the property
site/location  of the requested location, as well as
property. Advise the client to pay a service fee. | the means of

- N transportation
Municipal Assessor / Melanio Pilar, Jr. P I
3. Issue the necessary docs. being 5 minutes
requested by the owner base on MA
findings.

FEES
Service Fee — P400.00 (To be paid at the Municipal Assessor’s Office)

VIl.  ANNOTATE THE MORTGAGE AND LOAN CANCELLATION IN THE TD OF A
CERTAIN PROPERTY BEING REQUEST BY THE OWNER

14
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ABOUT THE SERVICE

This Service is requested to annotate the mortgage or cancel loan in the TD of a certain property by the
client for information and safety purposes.

REQUIREMENTS
Copy of Mortgage /release of Mortgage

Important Reminder:
Service fee/charge depend on the Existing Approved LGU Revenue Code

TO AVAIL OF THIS SERVICE FOLLOW THESE STEPS

Client/Applicants Service Provider Processing Time
1. Request for the 1. Documents submitted verify and 25 minutes
Service check
Submit documents to -Annotate the Contractin the TD
Record Section -Forward the TD to the MA for

certifying the annotation.
-Advise the client to pay the
service fee

Erlinda Bau / Marlene Ruiz /
Municipal Assessor

2. Release the TD with Annotation 3 minutes
to the client
Record the O.R.

Erlinda Bau / Marlene Ruiz
FEES: Service fee — P150.00 ( To be paid at the Municipal Treasurer’s Office)

lll.  MUNICIPAL TREASURY OFFICE SERVICES:

l. Issuance of Mayor’s Permit for Pedaled and Motored Tricycles

Il. Issuance of Police Clearance

Il Acceptance of Payments on Fees and Charges from the Different Offices
V. Acceptance of Payment on Real Property Tax

V. Issuance of Community Tax Certificate

AVAILABILITY OF SERVICES: Monday to Friday 8:00 AM to 5:00 PM

I. ISSUANCE OF MAYOR’S PERMIT FOR PEDALED AND MOTORED TRICYCLES

ABOUT THE SERVICE

Both Pedal and Motor Tricycles must have CERTIFICATION from their Association President as proof
of membership. In addition Motor Tricycle should present their Certificate of Registration (CR) Official
Receipt (OR) and Franchise if renewal.

REQUIREMENTS

Pedal Tricycle:

15
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1. Certificate of Membership from Pedal Tricycle Operators’ and Drivers’ Association (PTODA)

2. NEW - Purchase Receipt (O.R.) - ( From Company)
OoLD - Duly Notarized Deed of Sale / Transfer of Rights / Waiver -
(From previous owner/operator)
3. CTC (Cedula)

Motorized Tricycle:

1. Certificate of Membership from Tricycle Operators’ and Drivers’ Association (TODA)
2. Photocopy of LTO Registration - OR/CR

3. CTC (Cedula) of the operator of Motor Tricycle

4. Inspection Certificate from MPDO

5. Permit to operate (Franchise) from Sangguniang Bayan Office

Note: Papers/documents of previous year for easy referral (if available)

FEES
* MAYOR'S PERMIT - P 240.00
= FRANCHISE FEE - 450.00
250.00 ( Forthose with Franchise from other
municipalities : DH, NAMA, DPS))
= TERMINAL FEE - 300.00
= Penalty - 48

(Note : Penalty is charged as per year of nhon-payment)

TO AVAIL OF THIS SERVICE FOLLOW THESE STEPS

Client/Applicants Service Provider Processing Time
1. Inspection MPDO Clerks .
2. Verification, assessment and Melvin Singian 2 minutes
payment Universal Collector
3. Release of Mayor’'s Permit MTO 1 minutes
Sticker

(Processing time may exceed the specified time indicated depending on the completeness of the
requirements and other minimum supporting documents).

. ISSUANCE OF POLICE CLEARANCE

ABOUT THE SERVICES
Municipal Treasury Office issue police clearance to applicant for whatever legal purposes it will serve.

REQUIREMENTS
. Barangay Clearance

16
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. Community Tax Certificate (Cedula)
. 2pcs. 2x2 pictures
FEES
. For local employment
. For securing legal documents
. For securing business permit
. For loan purposes
. For travel abroad

# 50.00
# 50.00
# 50.00
# 50.00
£ 150.00

TO AVAIL OF THIS SERVICE FOLLOW THESE STEPS

Clients/Applicants Service Provider Processing Time
1. Policeinspection and PNP 2 minutes
checking of records
and issue order of
payments
2. Preparation of police Universal Assessment (MTO) 2 minutes
clearance and
Payment of Universal Collector (MTO)
corresponding fees
3. Signing and releasing PNP 1 minute
of police clearance

1. ACCEPTANCE OF PAYMENTS ON FEES AND CHARGES FROM

THE DIFFERENT OFFICES

ABOUT THE SERVICES

Municipal Treasury Office received various payments from various offices through order of payment.

REQUIREMENTS

Order of payment and other documents related thereto.

V. ACCEPTANCE OF PAYMENT OF REAL PROPERTY TAX

TO AVAIL OF THE SERVICE FOLLOW THESE STEPS

Clients/Applicants

Service Provider

Processing Time

1. Proceed to Municipal
Assessors Office and secure
NOTICE OF ASSESSMENT
AND TAX BILL

Municipal Assessor’s Staff

5 minutes

17




Citizen’s Charter December 2019

Prepare and countercheck on files
the updated assessment

2. Verification of TAX BILL,
Assessment and Payment

Administrative  Assistant IV and
REVENUE COLLECTION CLERKS
assess the real property tax and verify Universal Collector (MTO)
in the RPT INDEX CARDS the last 5 minutes
payment made base on the official
receipt given by the taxpayers.

Print the order of payment

BASIC TAX — 1% OF ASSESSED
VALUE

SEF - 1% OF ASSESSED VALUE

V. ISSUANCE OF COMMUNITY TAX CERTIFICATE

ABOUT THE SERVICES

Municipal Treasury Office issue community tax certificate to clientt for whatever legal purposes it will
serve.

REQUIREMENTS
. Valid ID
FEES
. Individual:
Basic Community Tax: P5.00
Additional Community Tax: P1.00 for every P1,000.00 income (not exceeding
P5,000.00)

. Corporation:
Basic Community Tax: P500.00
Additional Community Tax: P2.00 for every P5,000.00 gross recipts (not exceeding
P10,000.00)

TO AVAIL OF THE SERVICE FOLLOW THESE STEPS

Clients/Applicants Service Provider Processing Time

1. Client is required to fill-up the form for
CTC located at the counter

Revenue Clerk 5 minutes

2. Revenue Clerk issues the CTC based

on the given data

18
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IV. CIVIL REGISTRY SERVICES

I. Requesting for certified registered copy Of Birth, Death, Marriage Certificate, Court Order,
Legal Instruments, or PSA Copy In Security Paper (SECPA) including CENOMAR
(certificate of no marriage)

Il. Registration Of Birth & Marriage

[ll. Certificate Registration Of Death Certificate

IV. Registration Of Court Order/Decree & Request for Annotated Certificate

V. Registration Of Legal Instruments / Legitimation Of Natural Child

VI. Application For Marriage License

VIl.  Registration of Founding / Abandoned Children

VIIl. Registration of Birth of Children in Need of Special Protection (CNSP)

IX. Filing of Petition For Change Of First Name (CFN) or Correction of Clerical Error (CCE) in
the Birth, Marriage, or Death Certificate

X. Requesting Endorsement Of Civil Registry Records To The Civil Registrar-General (NSO)

Requesting for certified reqgistered copy Of Birth, Death, Marriage Certificate, Court
Order, Legal Instruments, or PSA Copy In Security Paper (SECPA) including
CENOMAR (certificate of no marriage)

ABOUT THE SERVICE

Request for certified copy or transcript of registered birth, death, marriage, application for marriage
license, court order, or legal instruments may be availed from the LCR Office.

PSA copy (SECPA) of the certificates may also be requested thru BREQS-LGU System (Batch Request
Entry System). The system provides an off-line encoding of request for civil registry documents for
submission to an on-line Serbilis Outlet of PSA. LCR submits applications to PSA outlet every Friday.

Dinalupihan Civil Registrar’s Office is authorized to accept application for PSA Copy (SECPA) as per
Memorandum of Agreement made and entered into by LGU Dinalupihan and PSA.

FEES
Local Copy: Birth Certificate - P 50.00/copy
Death Certificate - P 50.00/copy
Marriage Certificate - P 200.00/copy

PSA Copy (SECPA) - P 280.00/copy

REQUIREMENT(s)

Valid ID
Request form
If requesting is not the owner:
- Authorization letter from the document owner & his/her ID

TO AVAIL OF THE SERVICE FOLLOW THESE STEPS

Client/Applicant Service Provider Processing Time

1. Fill-up request slip and | If record is available will issue order of 10 minutes
present to the employee | payment to client
in the counter (EIC)
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If record is not available, client will be
advised to request for certificate of no
record from PSA and file for late
registration

(see processing for late registration)

HIYASMIN F. CANLAS
Sr. Admin. Asst. |

LANERVA M. REYES

Admin Asst. |
RELDA P. MALLARI
Admin. Aide IV
2. Present order of MTO Collection Clerk
payment to the
Treasurer’s Office for
issuance of official
receipt then submit the
receipt to the LCR Office
3. Wait for the issuance of | Will print or type certified copy to be 5 minutes

requested copy & signs | signed by the MCR or authorized
in the logbook for | personnel

receipt of copy NIDA S. TALA

Municipal Civil Registrar

HIYASMIN F. CANLAS
Sr. Admin. Asst. |

LANERVA M. REYES
Admin. Asst. |

RELDA P. MALLARI
Admin. Aide IV

Il. Registration Of Birth & Marriage Certificate

ABOUT THE SERVICE

Registration of vital acts & events that affects the civil status of a person is mandatory under Act 3753
otherwise known as Civil Registry Law.

Births must be registered within thirty (30) days from the time of birth at the Office of the Civil Registrar
of the city/municipality where the birth occurred. Responsibility of the attendant at birth or the parent to
register the birth of the child.

Marriages with marriage license must be registered within fifteen (15) days while marriage exempt
from marriage license must be registered within thirty (30) days following the solemnization of marriage
at the place where it was solemnized. Responsibility of the solemnizing officer to register the marriage.

REQUIREMENT(s)
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> Duly signhed 4 copies of Certificate of Live Birth (Municipal Form 102)
e if child’s parents are not married:
- Affidavit of Acknowledgment/Admission of Paternity of the father at the back of the
certificate must be notarized

- Affidavit to use the surname of the father executed by the mother must be
registered
(see registration of legal instruments)

> Duly signhed 4 copies of Certificate of Marriage (Municipal Form 97)
e |If exempted from marriage license
- Affidavit of cohabition for 5 years or more executed by bride &
groom must be attached

e If marriage was held outside church, court, or office (Art. 8 of Family Code)
-Affidavit of bride & groom requesting the solemnizing officer To solemnize at a place
designated by them

» DELAYED REGISTRATION:

Posting of ten (10) consecutive days is required for every late registration.

REQUIREMENTS to be submitted:

» PSA Certificate of no record
Affidavit of applicant for delayed Registration
Joint Affidavit of Two Disinterested Persons
For Birth : At least Two (2) Documentary evidence showing name of child, its Parents & date
& place of birth.
Ex.: Baptismal Certificate, Permanent School Record, voter’s

Record, Medical Records, Insurance Records, Income Tax

Return of parents, birth record of children (if applicable),

Marriage certificate (if applicant is married)

YV V VYV

» For Marriage: Ex. Old copy of Marriage Contract, Application/Marriage License, Wedding
invitation, wedding picture, children’s Birth certificate

TO AVAIL OF THE SERVICE FOLLOW THESE STEPS

Client/Applicant Service Provider Processing Time
1. Present certificate to the EIC | Checks documents as to completeness of 10 minutes
and wait. entries, documentary requirements, & if

within the period of registration
If late registration,