
CITY ASSESSOR’S OFFICE 

Bacolod City 

 

The City Assessor’s Office ensures that all laws and policies in the attainment of 

maximum accuracy, efficiency and effectiveness in the appraisal and assessment of real 

properties for taxation purposes are properly implemented or executed and establishes 

an organized and systematic method or real property assessment pursuant to the 

provisions of the Local Government Code. 

 

Location:   Ground Floor, Bacolod City Government Center, Circumferential Road, 

Brgy. Villamonte, Bacolod City 

Mobile Number:    09321819630 

 

SERVICES OFFERED: 

 

1.  Issuance of Latest/Current Certified True Copy of Tax 

Declaration/Declaration of Real Property Value (DRPV) and Other Related 

Certification 

 

The Certified True Copy of Tax Declaration/Declaration of Real Property Value (DRPV) 

serves as the principal record of all the real property information necessary for appropriate 

property tax assessment.  These are secured by the real property owners for the various 

purposes (bank loans, transfer of title, tax assessment, etc.), while certifications such as 

Certificate of Landholdings, Certificate of No Property, Certificate of No Property and other 

related certification are issued depending on the needs of the tax payers. 

 

Office or 
Division: 

City Assessor’s Office - Records Management Division 

Classification:  Simple    Complex    Highly Technical 
Type of 
Transaction: 

G2C – Government to Citizen 
 G2B – Government to Business Entity 
 G2G – Government to Government 

Who may avail: All Real Property Owners of Bacolod City 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Real Property Owner to personally make 
request 

1. Any of the following for reference:  
 
Title/Land Tax Receipt/Old Tax 
Declaration/Notice of Assessment of 
Real Property (NARP) –  (1) 
Photocopy 
 

2. Valid Gov’t issued ID – (1) 
Photocopy  

 

 

 

 Registry of Deeds/CTO - Landtax 
Division/Assessor’s Office 

 

 



 
 
 

3. Official Receipt of Certification Fees  
- (1) Original  
 

Authorized Representative to make 
request 

1. Any of the following for reference: 
 
Title/Land Tax Receipt/Old Tax 
Declaration/Notice of Assessment of 
Real Property (NARP) – (1) 
Photocopy (For  
Reference) 
 

2. Valid Gov’t. Issued ID of both 
principal and authorized 
representative – (1) Photocopy  

 
3. Official Receipt of Certification Fees  

- (1) Original 
 

4. For authorized representative of 
natural person 
 
Duly Notarized Special Power of 
Attorney or any signed 
written/recorded/electronic 
authorization - (1) Original or (1) 
Photocopy  
 
                     and/or  
 
any proof of identification/supporting 
documents in relation to the declared 
owner such as Birth Certificate, 
Marriage Certificate - (1) Original or 
(1) Photocopy  
 
                            or  
 
For authorized representative of 
juridical person 
 
Duly notarized Secretary Certificate  
or any signed 
written/recorded/electronic 
authorization issued by the 
incorporators/officers/board - (1) 
Original or (1) Photocopy 
 

and/or 
 
any supporting documents in relation 
to the declared owner such as board 

 PRC, Driver’s License-LTO, SSS, UMID, Philhealth, 
Senior Citizen,  Postal, Passport (Not Expired) 
 

 

 CTO-License Division-Windows 1-8 
 

 

 

 

 

 

 Registry of Deeds/CTO - Landtax 
Division/Assessor’s Office 

 

 PRC, Driver’s License-LTO, SSS, UMID, Philhealth, 
Senior Citizen,  Postal, Passport (Not Expired) 

 

 CTO-License Division-Windows 1-8 
 

 

 

 

 PSA/Civil Registrar’s Office 
 

 

 

 

 

 

 

 

 SEC/Association/Corporation 
 

 

 



resolutions, GIS/list of 
officers/incorporators  - (1) Original 
or (1) Photocopy  
 

If property owner is Deceased 
 

1. Any of the following for reference: 
 
Title/Land Tax Receipt/Old Tax 
Declaration/Notice of Assessment of 
Real Property (NARP) – (1) 
Photocopy (For  
Reference) 
 

2. Valid Gov’t. Issued ID of surviving 
spouse/heir/ authorized 
representative – (1) Photocopy  

 
 

3. Official Receipt of Certification Fees  
- (1) Original 

 
4. Duly notarized Declaration of 

Heirship, Duly Notarized Extra 
Judicial Settlement, Court 
Order/decision or any proof of 
identification/supporting documents 
in relation to the declared owner 
such as Birth Certificate, Marriage 
Certificate, Death Certificate - (1) 
Original or (1) Photocopy  
 
 

For newly acquired/leased real property 
 

1. Any proof of ownership or any duly 
notarized Deed of 
conveyance/contract, such us Deed 
of Sale, Deed of Donation, Contract 
to Sell, Lease Contract, Waiver of 
Rights, Court Order/decision - (1) 
Original or (1) Photocopy  
 
 

Note: All Photocopies be subject to 
presentation/verification of original 
documents 

 

 

 

 

 

 Registry of Deeds/CTO - Landtax 
Division/Assessor’s Office 

 

 

 PRC, Driver’s License-LTO, SSS, UMID, Philhealth, 
Senior Citizen,  Postal, Passport (Not Expired) 

 
 
 

 CTO-License Division-Windows 1-8 
 

 MTC/MTCC/RTC/CA/SC or any quasi- judicial bodies 
 

 PSA/Civil Registrar’s Office 
 

 
 
 
 

 

 

 MTC/MTCC/RTC/CA/SC or any quasi- judicial bodies 
 

 

 

 

 

CLIENT STEPS AGENCY ACTION 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Make specific 
request for 
certification 
needed/present/
submit required 

1.1 Receives, checks 

completeness of 

requirements for 

processing and 

None 

 

 

 

10 minutes 

 

 

 

Admin Aide II 

 

LAOO IV 

 



documents for 
processing of 
DRPV/Tax 
Declaration/certi
fication together 
with all the 
other required 
documents/atta
chments for 
proper 
identification/ev
aluation at the 
Receiving 
Windows 1 & 2 

provide Priority 

No./Claim slip to 

tax payers  (No 

acceptance &  

processing of 

incomplete 

requirements) 

1.2 Prepares 
document 
requested 

 

 

 

1.3 Checks/verifies 
document 
requested 
 

 

 

 

 

1.4 Approves/certifies 
as to correctness 
of document 
requested 

 
In case of erroneous 
entries/corrections, 
record be referred to in 
charge of correction or 
area in charge for 
processing of possible 
corrections 

 

 

 

 

 

 

 

 

None 

 
 
 
 
 
 
 
 

None 

 

 

 

 

 

 

 

 

20 minutes 
 
 
 
 
 
 
 
 

20 minutes 
 

 

 
 
 
 
 
 
 

15 minutes 

 

 

 

 

 

 

 

 

Admin Aide IV 

 

Admin Aide IV 

 

Tax Mapping Aide 
 
 
 
 

LAOO II 
 

LAOO II 

 

LAOO II 

 

LAOO II 
 
 

City Assessor 

 

LAOO IV 

 

2. Proceed, Claim 

and present 

Priority 

No./Claim slip at 

the  Releasing 

Window 

(Window 3) 

 

2.1 Receives & 

facilitates claim 

slip/priority no. and 

retrieves 

documents 

requested to real 

property owners 

 
2.2 Controls/logs 

accomplished 
DRPV/tax 
declaration/ 
certification 

None 
 
 
 
 
 
 
 
 
 

None 
 
 
 
 

None 

2 minutes 
 
 
 
 
 
 
 
 
 

4 minutes 
 
 
 
 

4 minutes 

Admin Aide II 
 
 
 
 
 
 
 
 
 

Admin Aide II 
 
 
 

Admin Aide II 



2.3 Release document 
requested to real 
property owners 

TOTAL: NONE 1 hour 15 minutes  

 

 

2. Multiple request for Certified True Copy of Tax Declaration/Declaration of 

Real Property Value (DRPV) and Other Related Certification 

 

Multiple requests for Certified True Copy of Tax Declaration/Declaration of Real Property 

Value (DRPV) and other related certification are essential in the processing of various real 

property transactions, such as in the transfer of ownership, loan, and other purposes, 

usually made by the subdivisions, developers, contractors, banks, lending institutions and 

other individuals, agencies and offices, which mostly come in numerous quantity and are 

being issued according to the needs of the requesting parties. 

 

Office or Division: City Assessor’s Office - Records Management Division 

Classification:  Simple     Complex    Highly Technical 
Type of 
Transaction: 

G2C – Government to Citizen 
 G2B – Government to Business Entity 
 G2G – Government to Government 

Who may avail: All Real Property Owners of Bacolod City 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Real Property Owner to personally make 
request 

 
 

1. Any of the following for reference:  
 
Title/Land Tax Receipt/Old Tax 
Declaration/Notice of Assessment of Real 
Property (NARP) –  (1) Photocopy 
 

2. Valid Gov’t issued ID – (1) Photocopy  
 
 
 

3. Official Receipt of Certification Fees  - (1) 
Original  
 
 

Authorized Representative to make request 
 

1. Any of the following for reference: 
 
Title/Land Tax Receipt/Old Tax 
Declaration/Notice of Assessment of Real 
Property (NARP) – (1) Photocopy (For  
Reference) 
 

 
 
 
 
 
 

 Registry of Deeds/CTO - Landtax 
Division/Assessor’s Office 

 
 

 PRC, Driver’s License-LTO, SSS, UMID, 
Philhealth, Senior Citizen,  Postal, Passport (Not 
Expired) 
 

 CTO-License Division-Windows 1-8 
 
 
 
 
 
 
 

 Registry of Deeds/CTO - Landtax 
Division/Assessor’s Office 

 
 



2. Valid Gov’t. Issued ID of both principal and 
authorized representative – (1) Photocopy  

 
 

3. Official Receipt of Certification Fees  - (1) 
Original 

 
4. For authorized representative of natural 

person 
 
Duly Notarized Special Power of Attorney 
or any signed written/recorded/electronic 
authorization - (1) Original or (1) Photocopy  
 
                     and/or  
 
any proof of identification/supporting 
documents in relation to the declared owner 
such as Birth Certificate, Marriage 
Certificate - (1) Original or (1) Photocopy  
 
                            or  
 
For authorized representative of juridical 
person 
 
Duly notarized Secretary Certificate  or any 
signed written/recorded/electronic 
authorization issued by the 
incorporators/officers/board - (1) Original or 
(1) Photocopy 
 

and/or 
 
any supporting documents in relation to the 
declared owner such as board resolutions, 
GIS/list of officers/incorporators  - (1) 
Original or (1) Photocopy  
 

If property owner is Deceased 
 

1. Any of the following for reference: 
 
Title/Land Tax Receipt/Old Tax 
Declaration/Notice of Assessment of Real 
Property (NARP) – (1) Photocopy (For  
Reference) 
 
 

2. Valid Gov’t. Issued ID of both principal and 
authorized representative – (1) Photocopy  

 
 

3. Official Receipt of Certification Fees  - (1) 
Original 

and/or 

 PRC, Driver’s License-LTO, SSS, UMID, 
Philhealth, Senior Citizen,  Postal, Passport (Not 
Expired) 
 

 CTO-License Division-Windows 1-8 
 
 
 
 
 
 
 

 PSA/Civil Registrar’s Office 
 
 
 
 
 
 
 
 
 
 
 
 
 

 SEC/Association/Corporation 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 Registry of Deeds/CTO - Landtax 
Division/Assessor’s Office 

 
 
 
 
 

 PRC, LTO, SSS, GSIS, Philhealth, Senior 
Citizen,  Postal, Passport (Not Expired) 

 
 

 CTO-License Division-Windows 1-8 
 



 
Duly notarized Declaration of Heirship, Duly 
Notarized Extra Judicial Settlement, Court 
Order/decision or any proof of 
identification/supporting documents in 
relation to the declared owner such as Birth 
Certificate, Marriage Certificate, Death 
Certificate - (1) Original or (1) Photocopy  
 
 

For newly acquired/leased real property 
 

1. Any proof of ownership or any duly 
notarized Deed of conveyance/contract, 
such us Deed of Sale, Deed of Donation, 
Contract to Sell, Lease Contract, Waiver of 
Rights, Court Order/decision - (1) Original 
or (1) Photocopy  
 
 

Note: All Photocopies be subject to 
presentation/verification of original documents 

 
 
 

 MTC/MTCC/RTC/CA/SC or any quasi- judicial 
bodies 

 

 PSA/Civil Registrar’s Office 
 
 
 
 
 

 MTC/MTCC/RTC/CA/SC or any quasi- judicial 
bodies 

 
 
 
 
 
 

CLIENT STEPS AGENCY ACTION 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Make specific request 
for multiple issuance of 
certification 
needed/present/submit 
required documents for 
processing of 
DRPV/Tax 
Declaration/certification 
together with all the 
other required 
documents/attachments 
for proper 
identification/evaluation 
at the Receiving 
Windows 1 & 2 

 

Note: Maximum of 100 
TD/certification per 
transaction 

1.1 Receives, checks 
completeness of 
requirements for 
processing and 
provide Claim slip 
to tax payers  (No 
acceptance &  
processing of 
incomplete 
requirements) 

1.2 Request be 
referred to in-
charge of multiple 
requests for the 
preparation 
documents 
requested 

 
1.3 Checks/verifies  

document 
requested 
 
 
 
 
 
 
 
 

None 
 
 
 
 
 
 
 
 
 
 

None 
 
 
 
 
 
 
 

None 

30 minutes 
 
 
 
 
 
 
 
 
 
 

5 days 
 
 
 
 
 
 
 

1 day 
 
 
 
 
 
 
 
 
 
 

4 hours 

Admin Aide II 
 

LAOO IV 
 
 
 
 
 
 
 
 

Admin Aide IV 
 

Admin Aide IV 
 

Tax Mapping Aide 
 
 
 

LAOO II 
 

LAOO II 
 

LAOO II 
 

LAOO II 
 
 
 
 

City Assessor 



1.4 Approves/certifies 
as to correctness 
of document 
requested 

 
 
1.5 Controls/logs 

accomplished 
DRPV/tax 
declaration/ 
certification 

 
 
 
 
 

4 hours 
 

 
LAOO IV 

 
 
 

Admin Aide II 
 

2. Proceed, claim and 
present Claim slip at the  
Releasing Window 
(Window 3) 

 

2.1 Receives & 
facilitates claim slip 
and retrieves 
documents 
requested to real 
property owners 

2.2 Release document 
requested to real 
property owners 

 
 

5 minutes 
 
 
 
 
 
 

5 minutes 
 

Admin Aide II 
 
 
 
 
 
 

Admin Aide II 
 

TOTAL: 
NONE 7 days and 40 

minutes 
 

  
3. Correction, Reconciliation and Updating of Assessment Entries/Records 
 
Correction, reconciliation and updating of assessment entries/records are made possible to 
ensure the attainment of accurate and correct data in order to reflect and maintain the updated 
record, in both the manual assessment record and computerized system.  

 

Office or Division: City Assessor’s Office - Records Management Division 

Classification:  Simple    Complex    Highly Technical 
Type of 
Transaction: 

G2C – Government to Citizen 
 G2B – Government to Business Entity 
 G2G – Government to Government 

Who may avail: All Real Property Owners of Bacolod City 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Letter stating the specific request for the 
correction of data/record addressed to the 
City Assessor  – (1) original  
 

2. Certified true copy of Title – as reference -(1) 
Photocopy  

 
 
 
 

 Registry of Deeds (ROD) 
 

CLIENT STEPS AGENCY ACTION 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Make request for 
specific correction and 
submit complete 
requirements 

 
 

1.1 Accepts and 
receives specific 
request for 
correction  subject to 
submission of 
complete 
requirements  

None 10 minutes 
 
 
 
 
 
 

Admin Aide II 
 

Admin Aide IV 
 
 
 
 



 
1.2 Request be referred 

to the in-charge of 
correction for the 
retrieval of records 
and preparation of 
Notice of Correction 

 
1.3 Notice of correction 

will be subject to 
verification 

 
 
 
 
 
 
 
 

1.4 Correction will be 
subject to approval 

 
 
 
 
 
 
 

1.5 Approved correction 
will be uploaded in 
the system 

 
4 hours 

 
 
 
 
 
 

2 hours 
 
 
 
 
 
 
 
 
 
 

50 minutes 
 
 
 
 
 
 
 
 

1 hour 

 
Admin Aide IV 

 
LAOO IV 

 
 
 
 

LAOO II 
 

LAOO II 
 

LAOO II 
 

LAOO II 
 

LAOO IV 
 
 

City Assessor 
 

LAOO IV 
 

Asst. City Assessor 
 

LAOO IV 
 
 

Admin Aide IV 

TOTAL: NONE 1 day  

 
4. Issuance and Retrieval of Previous Years Assessment Records/Certified True 
Copy of Tax Declaration/Declaration of Real Property Value (DRPV) and other 
related certification 

 
Previous years’ assessment records are retrieved as requested by the taxpayers, through the 
issuance of previous years Certified True Copy of Tax Declaration/Declaration of Real Property 
Value (DRPV) which serves as the principal record of all the real property information and other 
related certifications, which are necessary for the various real property transactions, such as but 
not limited to the processing of transfer of ownership and other legal purposes, depending on the 
need of tax payers. 

 

Office or Division: City Assessor’s Office - Records Management Division 

Classification:  Simple  Complex    Highly Technical 

Type of 
Transaction: 

G2C – Government to Citizen 
 G2B – Government to Business Entity 
 G2G – Government to Government 

Who may avail: All Real Property Owners of Bacolod City 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Real Property Owner to personally make request  



 
1. Any of the following for reference:  

 
Title/Land Tax Receipt/Old Tax 
Declaration/Notice of Assessment of Real 
Property (NARP) –  (1) Photocopy 
 

2. Valid Gov’t issued ID – (1) Photocopy  
 
 
 

3. Official Receipt of Certification Fees and 
Research Fees  - (1) Original  
 

4. Letter request stating specific year and 
document needed addressed to the City 
Assessor – (1) Original 
 
 

Authorized Representative to make request 
 

1. Any of the following for reference: 
 
Title/Land Tax Receipt/Old Tax 
Declaration/Notice of Assessment of Real 
Property (NARP) – (1) Photocopy (For  
Reference) 
 
 

2. Valid Gov’t. Issued ID of both principal and 
authorized representative – (1) Photocopy  

 
 

3. Official Receipt of Certification Fees and 
Research Fees  - (1) Original  
 

4. Letter request stating specific year and 
document needed addressed to the City 
Assessor – (1) Original 

 
 

5. For authorized representative of natural 
person 
 
Duly Notarized Special Power of Attorney or 
any signed written/recorded/electronic 
authorization - (1) Original or (1) Photocopy  
 
                     and/or  
 
any proof of identification/supporting 
documents in relation to the declared owner 
such as Birth Certificate, Marriage Certificate 
- (1) Original or (1) Photocopy  
 
                            or  

 
 
 

 Registry of Deeds/CTO - Landtax 
Division/Assessor’s Office 

 
 

 PRC, Driver’s License-LTO, SSS, UMID, 
Philhealth, Senior Citizen,  Postal, Passport 
(Not Expired) 
 

 CTO-License Division-Windows 1-8 
 
 
 
 
 
 
 
 
 
 
 

 Registry of Deeds/CTO - Landtax 
Division/Assessor’s Office 

 
 

 

 PRC, Driver’s License-LTO, SSS, UMID, 
Philhealth, Senior Citizen,  Postal, Passport 
(Not Expired) 

 

 CTO-License Division-Windows 1-8 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 PSA/Civil Registrar’s Office 
 
 
 
 



 
For authorized representative of juridical 
person 
 
Duly notarized Secretary Certificate  or any 
signed written/recorded/electronic 
authorization issued by the 
incorporators/officers/board - (1) Original or 
(1) Photocopy 
 

and/or 
 
any supporting documents in relation to the 
declared owner such as board resolutions, 
GIS/list of officers/incorporators  - (1) Original 
or (1) Photocopy  
 
 
 

If property owner is Deceased 
 

1. Any of the following for reference: 
 
Title/Land Tax Receipt/Old Tax 
Declaration/Notice of Assessment of Real 
Property (NARP) – (1) Photocopy (For  
Reference) 
 

2. Valid Gov’t. Issued ID of surviving 
spouse/heir/ authorized representative – (1) 
Photocopy  
 

 
3. Official Receipt of Certification Fees and 

Research Fees  - (1) Original  
 

4. Letter request stating specific year and 
document needed addressed to the City 
Assessor – (1) Original 

 
and/or 

 
Duly notarized Declaration of Heirship, Duly 
Notarized Extra Judicial Settlement, Court 
Order/decision or any proof of 
identification/supporting documents in 
relation to the declared owner such as Birth 
Certificate, Marriage Certificate, Death 
Certificate - (1) Original or (1) Photocopy  
 
 

For newly acquired/leased real property 
 

1. Any proof of ownership or any duly notarized 
Deed of conveyance/contract, such us Deed 
of Sale, Deed of Donation, Contract to Sell, 

 
 
 
 
 

 SEC/Association/Corporation 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 Registry of Deeds/CTO - Landtax 
Division/Assessor’s Office 

 
 
 

 PRC, Driver’s License-LTO, SSS, UMID, 
Philhealth, Senior Citizen,  Postal, Passport 
(Not Expired) 

 
 

 CTO-License Division-Windows 1-8 
 
 
 
 
 
 
 
 
 

 MTC/MTCC/RTC/CA/SC or any quasi- judicial 
bodies 
 

 PSA/Civil Registrar’s Office 
 
 
 
 
 

 MTC/MTCC/RTC/CA/SC or any quasi- judicial 
bodies 

 



Lease Contract, Waiver of Rights, Court 
Order/decision - (1) Original or (1) Photocopy  
 
 

Note: All Photocopies be subject to 
presentation/verification of original documents 

 
 
 
 

CLIENT STEPS AGENCY ACTION 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Make specific request 
for certification 
needed/present/submit 
required documents for 
processing of 
DRPV/Tax 
Declaration/certification 
together with all the 
other required 
documents/attachments 
for proper 
identification/evaluation 
at the Receiving 
Windows 1 & 2 

1.1 Receives, checks 
request subject to 
the completeness of 
requirements and 
provide Claim slip to 
taxpayers (No 
acceptance &  
processing of 
incomplete 
requirements) 

 
1.2 Request be referred 

to the previous 
years’ record in-
charge, for retrieval 
at the old City Hall 

 
1.3 Retrieval of previous 

years record  
 
 
1.4 Manually prepares 

document requested 
based on the 
retrieved previous 
years record 

 
 
1.5 Checks/verifies 

document requested 
 
 
 
 
 
 
 

1.6 Approves/certifies as 
to correctness of 
document requested 

None 
 
 
 
 
 
 
 
 
 
 

None 
 
 
 
 
 

None 
 
 
 

None 
 
 
 
 
 
 

None 
 
 
 
 
 
 
 
 

None 
 

 

20 minutes 
 
 
 
 
 
 
 
 
 
 

30 minutes 
 
 

 
 
 

6 days 
 
 
 

4 hours 
 
 
 

 
 
 

2 hours 
 
 
 
 

 
 
 
 

1 hour 

Admin Aide II 
 

Admin Aide IV 
 
 
 
 
 
 
 
 

Admin Aide IV 
 
 
 
 
 

LAOO IV 
 
 
 

Admin Aide IV 
 

Admin Aide IV 
 

Tax Mapping Aide 
 
 

LAOO II 
 

LAOO II 
 

LAOO II 
 

LAOO II 
 
 

City Assessor 
 

LAOO IV 

2. Proceed, Claim and 
present Claim slip at 
the  Releasing Window 
(Window 3) 

 

2.1 Receives & 
facilitates claim 
slip/priority no. and 
retrieves documents 
requested to real 
property owners 

 

None 
 
 
 
 
 
 

2 minutes 
 
 
 
 
 
 

Admin Aide II 
 
 
 
 
 
 



2.2 Controls/logs 
accomplished 
DRPV/tax 
declaration/ 
certification 

 
2.3 Release document 

requested to real 
property owners 

None 
 
 
 
 
 

None 

4 minutes 
 
 
 
 
 

4 minutes 

Admin Aide II 
 
 
 
 
 

Admin Aide II 
 

TOTAL: None 7 days  

 
5. Provision of Tax Mapping Records, Real Property Identification, Verification and 

Research 
 

 This service enables clients to identify real properties, seek information and make possible 
research, specifically on the ownership, location and all other data/record desired to be 
obtained, which are necessary to support in the various real property transactions, retrieval or 
any other purposes.  

Office or Division: Records Management Division & Tax Mapping Division 

Classification:  Simple    Complex    Highly Technical 

Type of 
Transaction: 

G2C – Government to Citizen 
 G2B – Government to Business Entity 
 G2G – Government to Government 

Who may avail: All Real Property Owners 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Authorized Representative to make request 
 

1. Valid Gov’t. Issued ID of both principal and 
authorized representative – (1) Photocopy  

 
 

2. Official Receipt of Research Fees  - (1) 
Original  
 

 
3. For authorized representative of natural 

person 
 
Duly Notarized Special Power of Attorney or 
any signed written/recorded/electronic 
authorization - (1) Original or (1) Photocopy  
 
                     and/or  
 
any proof of identification/supporting 
documents in relation to the declared owner 
such as Birth Certificate, Marriage Certificate 
- (1) Original or (1) Photocopy  
 
                            or  
 

 
 

 PRC, Driver’s License-LTO, SSS, UMID, 
Philhealth, Senior Citizen,  Postal, Passport 
(Not Expired) 
 

 CTO-License Division-Windows 1-8 
 
 
 
 
 
 
 
 
 
 

 
 

 PSA/Civil Registrar’s Office 
 
 
 
 
 
 



For authorized representative of juridical 
person 
 
Duly notarized Secretary Certificate  or any 
signed written/recorded/electronic 
authorization issued by the 
incorporators/officers/board - (1) Original or 
(1) Photocopy 
 

and/or 
 
any supporting documents in relation to the 
declared owner such as board resolutions, 
GIS/list of officers/incorporators  - (1) Original 
or (1) Photocopy  
 
 

If property owner is Deceased 
 
 

1. Valid Gov’t. Issued ID of surviving 
spouse/heir/ authorized representative – (1) 
Photocopy  

 
2. Official Receipt of Certification Fees and 

Research Fees  - (1) Original  
 

and/or 
 

Duly notarized Declaration of Heirship, Duly 
Notarized Extra Judicial Settlement, Court 
Order/decision or any proof of 
identification/supporting documents in 
relation to the declared owner such as Birth 
Certificate, Marriage Certificate, Death 
Certificate - (1) Original or (1) Photocopy  

    
Note: All Photocopies be subject to 
presentation/verification of original documents) 

 
 
 

 SEC/Association/Corporation 
 
 
 
 
 
 
 
 
 
 
 
 
 

 PRC, Driver’s License-LTO, SSS, UMID, 
Philhealth, Senior Citizen,  Postal, Passport 
(Not Expired) 

 

 CTO-License Division-Windows 1-8 
 
 
 
 

 MTC/MTCC/RTC/CA/SC or any quasi- judicial 
bodies 

 

 PSA/Civil Registrar’s Office 
 
 
 
 

CLIENT STEPS AGENCY ACTION 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Make request for the 
specific 
data/information 
needed at the Windows 
1 & 2 

 

1. Receives specific 
request subject to 
submission of 
complete 
requirements, provide 
Claim slip and request 
be referred to the in-
charge of research  

 

 15 minutes Admin Aide II 
 

Admin Aide IV 
 

2. Proceed to the tax 
mapping research area 

 

2. In-charge of research 
will assist/facilitate 
through the provision 
of data, tax maps, 
TMCRs & any other 

 1 hour Tax Mapper II 
Draftsman II 

 
Draftsman II 

 



records, for proper 
identification/verificatio
n of real property 
data/information 

Assessment Clerk 
III 
 

Admin Aide II 
 

Admin Aide IV 

TOTAL: 
 1 hour and 15 

minutes 
 

 
6. Declaration of Newly Acquired Properties or Simple Transfer of Ownership 

 

The City Assessor’s Office ensures that all newly acquired properties in the city are properly 
recorded and declared for taxation purposes, at the same time to cater the request of real 
property owners, in the updating, specifically in the declaration/transfer of ownership 

Office or Division: City Assessor’s office - Appraisal Divisions  

Classification:  Simple    Complex    Highly Technical 

Type of 
Transaction: 

G2C – Government to Citizen 
 G2B – Government to Business Entity 
 G2G – Government to Government 

Who may avail: All Real Property Owners 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Title – (1) Photocopy 
2. Any Deed of Conveyance: Duly 

Notarized Deed of Sale, Deed of 
Donation, Declaration of Heirship – (1) 
Photocopy 

3. Updated Landtax Receipt/Tax 
Clearance – (1) Photocopy 

4. Transfer Tax Receipt – (1) - Original 
5. Transfer of Ownership Fee – (1) 

Original 
6. Late Filing Fee – (If issuance exceeds 

60 days) - (1) Original  
7. Certificate Authorizing Registration 

(CAR) – (1) Original – Blue Copy 
 

8. For authorized representative of 
natural person: 

 

Duly Notarized Special Power of Attorney or 
any signed written/recorded/electronic 
authorization - (1) Original or (1) Photocopy  
 
                     and/or  
 
any proof of identification/supporting 
documents in relation to the declared owner 
such as Birth Certificate, Marriage Certificate 
- (1) Original or (1) Photocopy  
 

 Registry of Deeds 
 

 

 CTO - Landtax Division 

 CTO-License Division- Windows 1-8 

 CTO-License Division- Windows 1-8 

 CTO-License Division- Windows 1-8 

 CTO-License Division- Windows 1-8 
 

 BIR 
 
 
 
 

 

 

 

 

 

 PSA/Civil Registrar’s Office 
 



                            or  
 
For authorized representative of juridical 
person 
 
Duly notarized Secretary Certificate  or any 
signed written/recorded/electronic 
authorization issued by the 
incorporators/officers/board - (1) Original or 
(1) Photocopy 
 

and/or 
 
any supporting documents in relation to the 
declared owner such as board resolutions, 
GIS/list of officers/incorporators  - (1) Original 
or (1) Photocopy  

 

Note: All Photocopies be subject to 
presentation/verification of original documents 

 

 

 

 SEC/Association/Corporation 
 

 
 

 

 

CLIENT STEPS AGENCY ACTION 
FEES 
TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Make a request and 
submit the complete 
required documents 
for verification/ 
evaluation (Barangay 
In-charge)  (per 
parcel) 

 

1.1 Receives, checks 
and verifies specific 
request subject to 
submission of 
complete 
documents, for 
processing and 
provides Claim Slip 
to taxpayers 

 
(No acceptance &  
processing of 
incomplete 
requirements) 

 
1.2 Retrieves/posts/ 

updates assessment 
records 

 
 
 
 
 
 
 
 
1.3 Prepares Notice of 

Assessment of Real 
Property (NARP) - 

 30 minutes 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

4 hours 
 
 
 
 
 
 
 
 
 
 

4 hours 
 
 

Admin Aide II 
 

Admin Aide II 
 

Assessment Clerk 
III 
 
 
 
 
 
 
 
 
 

Tax Mapping Aide 
 
 

Admin Aide II 
 

Admin Aide II 
 

Assessment Clerk 
III 
 
 

Tax Mapping Aide 
 
 



(subject to the 
conduct of ocular 
inspection, in case 
improvements not 
declared) 

 
1.4 Checks and verifies 

correctness of 
Notice of 
Assessment of Real 
Property and 
supporting 
documents 

 
 
1.5 Preapproves Notice 

of Assessment of 
Real Property 

 
 
1.6 Approves Notice of 

Assessment 
 
1.7 Records and assigns 

assessment of real 
property nos and 
compiles NARP per 
batch 

 
1.8 Encodes/uploads  

NARP in the 
database system per 
batch 

 
 
 
 
 
 

3 hours 
 
 
 
 
 
 
 
 

2 hours 
 
 
 
 

2 hours 
 
 

4 hours 
 
 
 
 
 

4 hours 

 
 
 
 
 
 

LAOO II 
 

LAOO II 
 

LAOO II 
 

LAOO II 
 
 

Asst. City Assessor 
 

LAOO IV 
 
 

City Assessor 
 
 

Tax Mapping Aide 
 
 
 
 
 

Admin Aide IV 
 

2. Proceed, claim and 
present Claim slip at 
the  Releasing 
Window (Window 3) 

2.1 Receives claim slip, 
retrieves and 
controls/logs NARP 
ready for release to 
real property owners 

2.2 Release NARP 
together w/ the 
attachments  

None 
 
 
 
 

None 

15 minutes 
 
 
 
 

15 minutes 

Admin Aide II 
 
 
 
 

Admin Aide II 

TOTAL NONE 3 days   

 
 

7. Declaration of Newly Subdivided/Consolidated Properties  
The City Assessor’s Office ensures that all newly acquired properties in the city are properly 
recorded and declared for taxation purposes. 

Office or Division: City Assessor’s Office - Appraisal Divisions  

Classification:  Simple    Complex    Highly Technical 

Type of 
Transaction: 

G2C – Government to Citizen 
 G2B – Government to Business Entity 
 G2G – Government to Government 

Who may avail: All Real Property Owners 



CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Title –(1)- Photocopy 
2. Approved Subdivision 

Plan/consolidated plan (1) Blue Print 
copy 

3. Updated Landtax Receipt/Tax 
Clearance (1) – Photocopy 

4. Processing Fee of P100 plus P5.00 per 
lot in excess of two (2) lots 
 

5. For authorized representative of 
natural person: 

 

Duly Notarized Special Power of Attorney or 
any signed written/recorded/electronic 
authorization - (1) Original or (1) Photocopy  
 
                     and/or  
 
any proof of identification/supporting 
documents in relation to the declared owner 
such as Birth Certificate, Marriage Certificate 
- (1) Original or (1) Photocopy  
 
                            or  
 
For authorized representative of juridical 
person 
 
Duly notarized Secretary Certificate  or any 
signed written/recorded/electronic 
authorization issued by the 
incorporators/officers/board - (1) Original or 
(1) Photocopy 
 

and/or 
 
any supporting documents in relation to the 
declared owner such as board resolutions, 
GIS/list of officers/incorporators  - (1) Original 
or (1) Photocopy  

If transferred to new owner: (Additional) 

6. Any Deed of Conveyance: Duly 
Notarized Deed of Sale, Deed of 
Donation, Declaration of Heirship – (1) 
Photocopy 

7. Certificate Authorizing Registration 
(CAR) – (1) - Original (Blue Copy) 

8. Transfer of ownership Fee of P100  
9. Transfer Tax Receipt – (1) - Original 
10. Late Filing Fee (If issuance exceeds 60 

days) 

 Registry of Deeds 
 
 

 CTO - Landtax Division 
 

 CTO-License Division 
 
 
 
 
 
 
 

 BIR 
 

 CTO-License Division 

 CTO-License Division 

 CTO-License Division 
 
 

 

 



 

Note: All Photocopies be subject to 
presentation/verification of original documents) 

CLIENT STEPS AGENCY ACTION FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Make a request and 
submit the complete 
required documents for 
verification/evaluation 
(Barangay In-charge) 

 
(Note: Maximum of 100 
parcels per request) 

 
 
 

1.1 Receives, checks 
and verifies specific 
request subject to 
submission of 
complete 
documents, for 
processing and 
provides Claim Slip 
to taxpayers 

 
(No acceptance &  
processing of incomplete 
requirements) 
 
1.2 Request be referred 

to tax mapping 
division for the 
assignment of PIN 

 
(assign max. of 100 
parcels) 
 
 
 
1.4 Prepares Notice of 

Assessment of Real 
Property (NARP) 
after assignment of 
PIN(subject to the 
conduct of ocular 
inspection, in case 
improvements not 
declared) 

 
1.5 Checks and verifies 

correctness of 
Notice of 
Assessment of Real 
Property and 
supporting 
documents 

 
1.6 Preapproves Notice 

of Assessment of 
Real Property 

 
1.7 Approves Notice of 

Assessment of Real 
Property 

 30 minutes 
 
 
 
 
 
 
 
 
 
 
 
 
 

3 days 
 
 
 
 
 
 
 
 
 

5 days 
 
 
 
 
 
 
 
 
 

2 days 
 
 
 
 
 
 
 

4 hours 
 
 
 

4 hours 
 
 

Admin Aide II 
 

Admin Aide II 
 

Assessment Clerk 
III 
 

Tax Mapping Aide 
 
 
 
 
 
 

Tax Mapper II 
 

Draftsman II 
 

Draftsman II 
 

Assessment Clerk 
III 
 
 

Admin Aide II 
 

Admin Aide II 
 

Assessment Clerk 
III 
 

Tax Mapping Aide 
 
 

LAOO II 
 

LAOO II 
 

LAOO II 
 

LAOO II 
 

Asst. City Assessor 
 

LAOO IV 
 

City Assessor 
 
 



 
1.8 Records and assigns 

assessment of real 
property nos and 
compiles NARP per 
batch 

 
1.9 Encodes/uploads  

NARP in the 
database system per 
batch 

 
4 hours 

 
 
 
 
 

4 hours 
 

 
Tax Mapping Aide 

 
 
 
 
 

Admin Aide IV 
 

2. Proceed, claim and 
present Claim slip at 
the  Releasing 
Window (Window 3) 

 

2.1 Receives claim slip, 
retrieves and 
controls/logs NARP 
ready for release to 
real property owners 

2.2 Release NARP 
together w/ the 
attachments  

None 
 
 
 
 
 

None 
 

15 minutes 
 
 
 
 
 

15 minutes 
 

Admin Aide II 
 
 
 
 
 

Admin Aide II 

TOTAL: 
 12 days and 1 

hour 
 

 
 

8. Declaration of Real Property Improvements (Buildings & Machineries)  
 The City Assessor’s Office conducts field ocular inspection to assess/declare the value of the 

real property, specifically the building and machineries, for taxation purposes as per request 
of real property owners 

Office or Division: City Assessor’s Office – Appraisal Divisions 

Classification:  Simple    Complex    Highly Technical 

Type of 
Transaction: 

G2C – Government to Citizen 
 G2B – Government to Business Entity 
 G2G – Government to Government 

Who may avail: All Real Property Owners 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Letter Request for 
declaration/inspection address to City 
Assessor - (1) Original  

2. Approved building floor plan – (1) Blue 
Print copy) 

3. Building/Occupancy Permit (1) 
Photocopy 

4. Inspection Fee (1) – Original 
5. Updated Landtax Receipt/ Tax 

Clearance (1) – Photocopy 
6. Duly Notarized Sworn Statement of 

True Current and Fair Market Value of 
Real Properties (1) – Original 

7. Picture of Building (interior and exterior) 
– (1) – printed copy 

 

 
 
 

 OBO 
 

 OBO  
 

 CTO-License Division 

 CTO-Landtax Division 
 
 
 

 



Note: All Photocopies be subject to 
presentation/verification of original documents) 

CLIENT STEPS AGENCY ACTION 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Make a request and 
submit the complete 
required documents for 
verification/evaluation 
(Barangay In-charge) 

 
 
 

1.1 Receives and checks 
completeness of 
requirements, 
provide Claim slip 
and request subject 
to referral to area in-
charge of inspection 
and schedule of 
ocular inspection 

  
(No acceptance &  
processing of incomplete 
requirements) 
 
 
1.2 Conduct of ocular 

inspection 
 
 
 
 
 
 
 
1. 3 Computation/ 

derivation  of market 
value and 
preparation of other 
pertinent documents 
in relation w/ the 
declaration of 
specific 
improvement 

 
1.4 Prepares Notice of 

Assessment of Real 
Property (NARP) 
after assignment of 
PIN 

 
 
 
 
 
 
1.5 Checks and verifies 

correctness of 
Notice of 
Assessment of Real 
Property and 

 30 minutes 
 

(Note: schedule 
of inspection - 2 
days after the 

receipt of request) 
 
 
 
 
 
 
 
 
 
 
 

1 day 
 
 
 
 
 
 
 
 

1 day 
 
 
 
 
 
 
 
 
 
 

4 hours 
 
 
 
 
 
 
 
 
 
 

2 hours 
 

Admin Aide II 
 

Admin Aide II 
 

Assessment Clerk 
III 
 

Tax Mapping Aide 
 
 
 
 
 
 
 
 
 

Asst. City Assessor 
 

LAOO IV 
 

LAOO II 
 

LAOO II 
 

Asst. City Assessor 
 

LAOO IV 
 

LAOO II 
 

LAOO II 
 
 
 

Admin Aide II 
 

Admin Aide II 
 

Assessment Clerk 
III 
 

Tax Mapping Aide 
 
 

LAOO II 
 

LAOO II 
 

LAOO II 



supporting 
documents 

 
1.6 Preapproves Notice 

of Assessment of 
Real Property 

 
1.7 Approves Notice of 

Assessment of Real 
Property 

 
1.8 Records and assigns 

assessment of real 
property nos and 
compiles NARP per 
batch 

 
1.9 Encodes/uploads  

NARP in the 
database system per 
batch 

 
 
 
 
 
 
 

2 hours 
 
 
 
 

2 hours 
 
 
 

4 hours 
 
 
 
 
 
 

4 hours 

 
LAOO II 

 
 

Asst. City Assessor 
 

LAOO IV 
 

City Assessor 
 
 
 

Tax Mapping Aide 
 
 
 
 
 

Admin Aide IV 
 

2. Proceed, claim and 
present Claim slip at 
the  Releasing 
Window (Window 3) 

 

2.1 Receives claim slip, 
retrieves and 
controls/logs NARP 
ready for release to 
real property owners 

 
2.2 Release NARP 

together w/ the 
attachments  

None 
 
 
 
 
 
 

None 
 

15 minutes 
 
 
 
 
 
 

15 minutes 
 

Admin Aide II 
 
 
 
 
 
 

Admin Aide II 
 

TOTAL: None 
5 days and 3 

hours 
 

 
9. Reclassification of Real Properties 

 The City Assessor’s Office conducts reclassification/verification/field ocular inspection to 
update, reflect and reconcile the applicable, accurate and actual classification of particular 
real property for taxation purposes, as requested by real property owners 

 Office or Division: City Assessor’s Office - Appraisal Divisions 

Classification:  Simple    Complex    Highly Technical 

Type of  
Transaction: 

G2C – Government to Citizen 
 G2B – Government to Business Entity 
 G2G – Government to Government 

Who may avail: All Real Property Owners 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Letter Request for reclassification addressed to 
the City Assessor - (1) Original  

2. Title – (1) – Photocopy 
3. Zoning Certificate – (1) Original Copy 

 
 

 Registry of Deeds 

 City Planning Devt.  Office 



4. Updated Landtax Receipt/ Tax Clearance (1) – 
Photocopy 

5. DAR Clearance (for Agricultural Lands) 
6. Inspection Fee (1) – Original 
7. For authorized representative of natural 

person: 
 

Duly Notarized Special Power of Attorney or 
any signed written/recorded/electronic 
authorization - (1) Original or (1) Photocopy  
 
                     and/or  
 
any proof of identification/supporting 
documents in relation to the declared owner 
such as Birth Certificate, Marriage Certificate - 
(1) Original or (1) Photocopy  
 
                            or  
 
For authorized representative of juridical 
person 
 
Duly notarized Secretary Certificate  or any 
signed written/recorded/electronic 
authorization issued by the 
incorporators/officers/board - (1) Original or (1) 
Photocopy 
 

and/or 
 
any supporting documents in relation to the 
declared owner such as board resolutions, 
GIS/list of officers/incorporators  - (1) Original 
or (1) Photocopy  
 

Note: All Photocopies be subject to 
presentation/verification of original documents) 

 CTO – Landtax 
 

 DAR  

 CTO-License Division 
 
 
 

 

 
 
 
 

 PSA/City Civil Registrar’s Office 
 
 
 
 
 

 SEC/Association/Corporation 
 

CLIENT STEPS AGENCY ACTION 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBL

E 

1. Make a request and 
submit the complete 
required documents for 
verification/evaluation 
(Barangay In-charge) 

 
 
 

1.1 Receives and checks 
completeness of 
requirements, provide 
Claim slip and request 
be subject to referral 
to area in-charge of 
inspection and 
schedule of ocular 
inspection  

 30 minutes 
 
 

(Note: 2 days 
after date of 

request) 
 
 
 
 
 

Admin Aide II 
 

Admin Aide II 
 

Assessment Clerk 
III 
 

Tax Mapping Aide 
 
 
 



(No acceptance &  
processing of incomplete 
requirements) 
 
1.2 Conduct of ocular 

inspection 
 
 
 
 
 
 
1.3 Prepares Notice of 

Assessment of Real 
Property (NARP)  

 
 
 
 
 
1.4 Checks and verifies 

correctness of Notice 
of Assessment of Real 
Property and 
supporting documents 

 
 
 
 
1.5 Preapproves Notice of 

Assessment of Real 
Property 

 
 
1.6 Approves Notice of 

Assessment of Real 
Property 

 
1.7 Records and assigns 

assessment of real 
property nos and 
compiles NARP per 
batch 

 
1.8 Encodes/uploads  

NARP in the database 
system per batch 

 
 

1 day 
 

 
 
 
 
 
 

4 hours 
 
 
 
 
 
 
 

4 hours 
 
 
 
 
 
 
 
 

2 hours 
 
 
 
 

2 hours 
 
 
 

3 hours 
 
 
 
 
 

4 hours 

 
 

Asst. City 
Assessor 

 
LAOO IV 

 
LAOO II 

 
LAOO II 

 
Admin Aide II 

 
Admin Aide II 

 
Assessment Clerk 

III 
 

Tax Mapping Aide 
LAOO II 

 
LAOO II 

 
LAOO II 

 
LAOO II 

 
Asst. City 
Assessor 

 
LAOO IV 

 
City Assessor 

 
 
 

Tax Mapping Aide 
 
 
 
 
 

Admin Aide IV 
 

2. Proceed, claim and 
present Claim slip at 
the  Releasing 
Window (Window 3) 

 

2.1 Receives claim slip, 
retrieves and 
controls/logs NARP 
ready for release to 
real property owners 

2.2 Release NARP 
together w/ the 
attachments  

None 
 
 
 
 
 

None 
 

15 minutes 
 
 
 
 
 

15 minutes 
 

Admin Aide II 
 
 
 
 
 

Admin Aide II 



TOTAL:  4 days & 5 hours  

 
10. Request for Depreciation/Cancellation/Demolition of Real Properties 

 City Assessor’s Office ensures to attain the fair, equitable and updated market values of real 
properties as requested by the Real Property owners, specifically, in the applicability of 
depreciation, cancellation and demolition of respective real properties subject to taxes.  

 Office or Division: City Assessor’s Office - Appraisal Divisions 

Classification:  Simple    Complex    Highly Technical 

Type of  
Transaction: 

G2C – Government to Citizen 
 G2B – Government to Business Entity 
 G2G – Government to Government 

Who may avail: All Real Property Owners 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Letter Request for depreciation, 
cancellation/demolition addressed to the City 
Assessor - (1) Original  

2. Updated Landtax Receipt/ Tax Clearance (1) 
– Photocopy 

3. Inspection Fee (1) – Original 
4. Picture of Real Properties 

(cancelled/demolished) (1) – printed copy 
5. For authorized representative of natural 

person: 
 

Duly Notarized Special Power of Attorney or 
any signed written/recorded/electronic 
authorization - (1) Original or (1) Photocopy  
 
                     and/or  
 
any proof of identification/supporting 
documents in relation to the declared owner 
such as Birth Certificate, Marriage Certificate 
- (1) Original or (1) Photocopy  
 
                            or  
 
For authorized representative of juridical 
person 
 
Duly notarized Secretary Certificate  or any 
signed written/recorded/electronic 
authorization issued by the 
incorporators/officers/board - (1) Original or 
(1) Photocopy 
 

and/or 
 
any supporting documents in relation to the 
declared owner such as board resolutions, 

 
 

 CTO – Landtax 
 

 CTO-License Division 
 
 
 
 

 

 



GIS/list of officers/incorporators  - (1) Original 
or (1) Photocopy  
 

Note: All Photocopies be subject to 
presentation/verification of original documents) 

CLIENT STEPS AGENCY ACTION 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1.  Make a request and 
submit the complete 
required documents 
for 
verification/evaluation 
(Barangay In-charge) 

 
 
 

1.1 Receives and checks 
completeness of 
requirements subject 
to referral to area in-
charge of inspection 
and schedule of 
ocular inspection  

 
(No acceptance &  
processing of incomplete 
requirements) 
 
1.2 Conduct of ocular 

inspection 
 
 
 
 
 
 
 
1.3 Prepares Notice of 

Assessment of Real 
Property (NARP) 
after assignment of 
PIN 

 
 
 
 
 
1.4 Checks and verifies 

correctness of 
Notice of 
Assessment of Real 
Property and 
supporting 
documents 

 
1.5 Preapproves Notice 

of Assessment of 
Real Property 

 
1.6 Approves Notice of 

Assessment of Real 
Property 

 

 30 minutes 
 
 
 

(Note: 2 days 
after date of 

request) 
 
 
 
 
 
 
 
 

1 day 
 
 
 
 
 
 
 
 

4 hours 
 
 
 
 
 
 
 
 
 

4 hours 
 
 
 
 
 
 
 
 

2 hours 
 
 
 

Admin Aide II 
 

Admin Aide II 
 

Assessment Clerk 
III 
 

Tax Mapping Aide 
 
 
 
 
 
 

Asst. City Assessor 
 

LAOO IV 
 

LAOO II 
 

LAOO II 
 

Admin Aide II 
 

Admin Aide II 
 

Assessment Clerk 
III 
 

Tax Mapping Aide 
 

LAOO II 
 

LAOO II 
 

LAOO II 
 

LAOO II 
 
 

Asst. City Assessor 
 

LAOO IV 
 
 
 

City Assessor 



1.7 Records and assigns 
assessment of real 
property nos and 
compiles NARP per 
batch 

 
1.8 Encodes/uploads  

NARP in the 
database system per 
batch 

 
 
 

2 hours 
 
 
 

4 hours 
 
 
 
 
 
 

4 hours 

 
 
 

Tax Mapping Aide 
 
 
 
 
 

Admin Aide IV 
 

2. Proceed, claim and 
present Claim slip at 
the  Releasing 
Window (Window 3) 

 

2.1 Receives claim slip, 
retrieves and 
controls/logs NARP 
ready for release to 
real property owners 

2.2 Release NARP 
together w/ the 
attachments  

None 
 
 
 
 
 
 

None 
 

15 minutes 
 
 
 
 
 
 

15 minutes 
 

Admin Aide II 
 
 
 
 
 
 

Admin Aide II 
 

TOTAL: None 4 days & 5 hours  

 


