
OFFICE:                                                     MUNICIPAL TREASURER’S OFFICE



SERVICES BEING OFFERED:
           PAYING BUSINESS PERMIT AND LICENSES

ABOUT THE SERVICE:
          ALL BUSINESS ENTERPRISES are required 
to secure a Business License and Mayor’s Permit, 
and pay business taxes before the start of 
commercial operations.
          The License must be renewed from 
January 1 to 20 every year. Penalties are 
imposed after this period.
          Business taxes for new enterprises are 
based on capital investment where taxes for 
succeeding years are computed based on gross 
receipts/sales.  Payments may be made annually, 
semi-annually or quarterly.  Taxes are due on 
the first 20 days of each quarter.
         Applications for Business Permit are 
available at Mayor’s Office. 
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OFFICE OF THE MUNICIPAL TREASURER
For more information, please contact Mrs. Merlinda M. 

Sargento
at (054) 201-3052

Requirements:
• Accomplished Application form for Business Permit
• Sworn Statement of gross sales or receipts

Fee/s:
• Business Taxes (new)………………………………………………………………….. based on capital
• Business Taxes (renewal)………………………………………..……………………   based on gross 

receipts/Annual Income                                                                                                                 
• Mayor’s Permit Fee………………………………………………………………………   based on approved 

ordinance
• Fire Inspection Fee………………………………………………………………………    depends on 

establishment
• 10% FSIF……………………………………………………………………………………….. 10% of total fees 

& charges
• Fire Clearance……………………………………………………………………..………..              30.00
• Clearance Fee………………………………………………………………………………..             26.00
• Health/Sanitary Inspection Fee…………………………………………………….                 4.00
• Medical Certificate……………………………………………………………………….                30.00 each 

employee
• Medical Permit Fee………………………………………………………………………                 10.00
• Occupational  Fee……………………………………………………………….……….                  75.00
• Garbage Fee………………………………………………………………………………..                  75.00
• Health Card…………………………………………………………………………………                  30.00
• Business Plate (new firms) …………………………………………………………….          P 250.00
• Business Sticker (renewal) ……………………………………………..…………….            P  25.00

HOW TO AVAIL OF THE SERVICES
FOLLOW THESE STEPS IT WILL TAKE YOU PLEASE APPROACH

CLIENT PROVIDER
Present the 
accomplished 
application 
form for 
payment of 
business permit 
and taxes

Pays the 
necessary fees 
and charges. 
(Client have an 
option to pay 
license as 
quarterly, 
semi-annual 
and annual 
basis)

Accepts the 
accomplished 
Application form

Verifies and 
assesses the 
necessary fees 
and charges

Receives payment 
and issues OR, 
then instructs 
the client to 
secure Mayor’s 
Permit and 
Business 
Plate/sticker  at 
Mayor’s Office

1 minute

10 minutes

5 minutes

JOJIT L.  MANIMTIM
ANGELITO D.  DOROJA
MEDELYN P.  CADAG

-do-

JOJIT L.  MANIMTIM
ANGELITO D.  DOROJA
MEDELYN P.  CADAG

EMMA M.  MASCARINA
EVELYN D.  BOMBALES

OFFICE:                                                     MUNICIPAL TREASURER’S OFFICE



SERVICES BEING OFFERED:
                   PAYING OF POLICE CLEARANCE AND 
OTHER ACKNOWLEDGEMENT RECEIPTS ON FEES 
OR CHARGES ON THEIR TRANSACTION MADE IN 
OTHER AGENCIES IN THE LGU

 ABOUT THE SERVICE:

          Payments should be made at Municipal 
Treasurer’s Office in Securing Certifications, 
Clearances and other transaction made at the 
LGU
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OFFICE OF THE MUNICIPAL TREASURER
For more information, please contact Mrs. Merlinda M. 

Sargento
at (054) 201-3052

Requirements:
• For Police Clearance:

     Community Tax Certificate
     Barangay Clearance 

• For other transactions:
     Order of payments

Fee/s:
• Police Clearance (Local)…………………  P 30.00             *Affidavit Fee (LCR)  …………………….. 

50.00
• Police Clearance (Abroad)…….……...P100.00              *Affidavit Fee (Mayor)………………… 

30.00
• Certified copy of live birth..……………    26.00             *Mayor’s Certificate…………………… 

26.00
• Certified copy of marriage certificate  26.00             *Mayor’s Clearance…………………… 

30.00
• Certified copy of ARP.……………………    26.00             *Certification Fee (no improvement) 

30.00
                                                               

HOW TO AVAIL OF THE SERVICES
FOLLOW THESE STEPS IT WILL TAKE YOU PLEASE APPROACH

CLIENT PROVIDER
For Police 
Clearance:
Pays the 
necessary fees

Other 
transaction:
Present the 
document for 
payment

Issues OR and 
asks for payments 
then advice the 
client to go to 
Police Station 
for processing 
and issuance of 
police clearance

Analyze the 
document. Issue 
corresponding 
receipt. 

1 minute

2 minutes

MEDELYN P.  CADAG
ANGELITO D.  DOROJA

JOJIT L.  MANIMTIM
(Revenue Collection Clerk II)

EMMA E.  MASCARINA
EVELYN D.  BOMBALES

(Clerk)

-do-

OFFICE:                                                     MUNICIPAL TREASURER’S OFFICE



SERVICES BEING OFFERED:
           PAYING OF REAL PROPERTY TAXES

ABOUT THE SERVICE:
    
         OWNERS of land, buildings and machinery 
have to pay real property taxes annually. Taxes 
are a percentage of the properties taxable 
value.

          Taxable value is based on the Municipal 
Assessor’s Schedule of Fair Market Values.

           Real Property tax payments are made at 
the Municipal Treasurer’s Office.  Taxpayers may 
choose to pay on annual or quarterly basis. 
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OFFICE OF THE MUNICIPAL TREASURER
For more information, please contact Mrs. Merlinda M. 

Sargento
at (054) 201-3052

Requirements:
• Copy of latest Real Property Tax Declaration
• Previous Receipts
•

Fee/s:
2 % of Assessed Value plus penalties (if late payment) minus discount (if prompt payment)

HOW TO AVAIL OF THE SERVICES
FOLLOW THESE STEPS IT WILL TAKE YOU PLEASE APPROACH

CLIENT PROVIDER

Present the 
tax 
declaration 
and previous 
receipts

Pays the 
necessary fees 
and taxes.

 

Verifies the 
records of 
payment at RPTAR

Computes the 
necessary taxes 
and inform the 
client of the 
assessments

Receives payment 
and issues OR

2 minutes

5 minutes

5 minutes

MEDELYN P.  CADAG
ANGELITO D.  DOROJA
EVELYN D.  BOMBALES

-do -

-do -

OFFICE:                                                     MUNICIPAL TREASURER’S OFFICE



SERVICES BEING OFFERED:
           REGISTRATION AND BRANDING OF LARGE 
CATTLE

ABOUT THE SERVICE:

          OWNER’S of (1) year old large cattle is 
required to register his ownership thereof with 
the Municipal Treasurer Office for which a 
certificate of ownership shall be issued to the 
owner  
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OFFICE OF THE MUNICIPAL TREASURER
For more information, please contact Mrs. Merlinda M. 

Sargento
at (054) 201-3052

Requirements:
• Registered individual brand
• Mother certificate of large cattle
• The large cattle

Fee/s:
• Livestock ………………………………………………………………………………………. P   2.00 per head 
• Shipping Permit…………………………………………………………………………….      10.00 per head
• Branding fee per head…………………………………………………………………..      60.00
• Due Province………………………………………………………………………………..       40.00 per head
• Transfer  fee/Accountable……………………………………………………………       70.00
• Mayor’s Permit (new)………………………………………………………………….        50.00
• Accountable form………………………………………………………………………..         5.00Fee/s:

HOW TO AVAIL OF THE SERVICES
FOLLOW THESE STEPS IT WILL TAKE YOU PLEASE APPROACH

CLIENT PROVIDER
Submit large 
cattle for 
branding and 
registration

Present the 
Mother 
Certificate of 
Ownership and/
or Certificate 
of Transfer 
and the brand 
for LGU

Pays the 
necessary fees 

Accepts 
Certificate

Verifies the 
history of 
ownership of the 
large cattle

Brands the large 
cattle and 
accomplished the 
data needed in 
the Certificate 
of Ownership and/
or Transfer

Prepares 
Certificate of 
ownership and or 
transfer of 
ownership

Receives payment 
and issues OR, 

Issues Certificate 
of Ownership

Signs Certificate 
of Ownership and 
or transfer

4  minutes

30 minutes

10 minutes

5 minutes

3 minutes

5 minutes

JOJIT L.  MANIMTIM

-do-

-do-

-do-

-do-

DOMINADOR G.  MENDOZA
JESSIE EMMANUEL RICERRA

MERLINDA M.  SARGENTO

OFFICE:                                                     MUNICIPAL TREASURER’S OFFICE



SERVICES BEING OFFERED:
           SECURING CERTIFICATE OF REAL 
PROPERTY TAX PAYMENTS

ABOUT THE SERVICE:

          A CERTIFICATE of Real Property Tax 
Payment is required in certain transactions to 
prove that taxes on RPT have been paid and 
updated. This may be secured from MT Office
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OFFICE OF THE MUNICIPAL TREASURER
For more information, please contact Mrs. Merlinda M. 

Sargento
at (054) 201-3052

Requirements:
• Copy of latest Real Property Tax Declaration
• Proof of Payment

Fee/s:
• Certification Fee…………………………………………………………………………………….. P 26.00
• Documentary Stamp………………………………………………………………………………     15.00

HOW TO AVAIL OF THE SERVICES
FOLLOW THESE STEPS IT WILL TAKE YOU PLEASE APPROACH

CLIENT PROVIDER
Pays 
Certification 
fee

Accepts 
Certification 
of Tax Payment

Accepts payment

Prepares 
certificate of 
RPT Payments

Signs the 
certificate

Releases 
certificate of Tax 
Payment

3 minutes

3 minutes

2 minutes

MEDELYN P.  CADAG
ANGELITO D.  DOROJA

JOJIT L.  MANIMTIM
(Revenue Collection Clerk II)

EMMA E.  MASCARINA
EVELYN D.  BOMBALES

(Clerk)

MEDELYN P.  CADAG
ANGELITO D.  DOROJA

 (Revenue Collection Clerk II)
MELVIN A.  BRIONES

EVELYN D.  BOMBALES
(Clerk)

MERLINDA M.  SARGENTO
(Mun. Treasurer)

MEDELYN P.  CADAG
ANGELITO D.  DOROJA

 (Revenue Collection Clerk II)
MELVIN A.  BRIONES

EVELYN D.  BOMBALES
(Clerk)

OFFICE:                                                     MUNICIPAL TREASURER’S OFFICE



SERVICES BEING OFFERED:
           SECURING COMMUNITY TAX CERTIFICATE

ABOUT THE SERVICE:
          A COMMUNITY TAX CERTIFICATE (CTC) is 
required when an individual or corporation;

• Acknowledges any document before a 
notary public

• Takes an oath of office upon election or 
appointment to any position in the 
government service

• Receives any licenses, certificate or 
permit from any public authority

• Pays any tax or fee
• Receives money from any public fund
• Transacts other official business
• Receives any salary or wage from any 

person or corporation
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OFFICE OF THE MUNICIPAL TREASURER
For more information, please contact Mrs. Merlinda M. 

Sargento
at (054) 201-3052

Requirements:
• Previous CTC

Fee/s:
For Individual:

• Minimum tax ………………………………………………………………………………….. P  5.00
• + 1.00 for every 1,000.00 of gross income
• + 1.00 for every 1,000.00 of income from real property

For Corporation:
• 500.00 +2.00 for every 5,000.00 of AV of Real Property or gross receipts.

HOW TO AVAIL OF THE SERVICES
FOLLOW THESE STEPS IT WILL TAKE YOU PLEASE APPROACH

CLIENT PROVIDER
Approaches the 
provider  for 
the 
information or 
assessment 
sheet

Submits 
accomplished 
form

Signs the CTC, 
affix the 
thumb mark 
and pay the 
necessary fees 

Provides 
assessment form 
for CTC 
(Individual or 
Corporation)

Accepts the 
accomplished 
assessment form

Fill up the CTC 
and compute the 
necessary fees

Informs the 
client of the 
amount to be paid

Accepts  payment 
and issues the 
CTC 

1 minute

1 minute

5 minutes

1 minute

JOJIT L.  MANIMTIM
ANGELITO D.  DOROJA
EMMA E.  MASCARINA
MELVIN A.  BRIONES

EVELYN D.  BOMBALES

-do-

-do-

-do-



OFFICE:                                                     MUNICIPAL TREASURER’S OFFICE



SERVICES BEING OFFERED:
           PAYING OF WATER 
BILLS/INSTALLATION/RE-CONNECTION OF WATER 

ABOUT THE SERVICE:

          Payment should only be done at the 
treasurer’s office with whom the latter issues 
corresponding receipts.
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OFFICE OF THE MUNICIPAL TREASURER
For more information, please contact Mrs. Merlinda M. 

Sargento
at (054) 201-3052

Requirements:
• Water Bill
• For new connection:  Accomplished Application Form 
• For re-connection:  Certification of Full payment of  previous bills

                                    If there is still outstanding balance, pay the bills
             

Fee/s:
• As stated in the bill
• 10% Surcharge for late payment
• Application Fee( new)………………………………………………………………………………  P 50.00
• Reconnection Fee……………………………………………………………………………………    150.00

HOW TO AVAIL OF THE SERVICES
FOLLOW THESE STEPS IT WILL TAKE YOU PLEASE APPROACH

CLIENT PROVIDER
Present the 
bill for 
payment

Pay the 
corresponding 
amount

Check/verify the 
payments from 
index card

Compute the bills 
including the 
surcharge if 
found late 
payment

Advise the client 
of the amount to 
be paid

 Receives payment 
and issues OR, 

Record the 
payment

1 minute

3 minutes

1 minute

1 minute

MEDELYN P.  CADAG
ANGELITO D.  DOROJA

JOJIT L.  MANIMTIM
(Revenue Collection Clerk II)

EMMA E.  MASCARINA
EVELYN D.  BOMBALES

(Clerk)

-do-

-do-

OFFICE:                                                     MUNICIPAL TREASURER’S OFFICE



SERVICES BEING OFFERED:
           PAYMENT OF VOUCHERS 

ABOUT THE SERVICE:

          All DISBURSEMENTS should be 
accompanied by properly prepared/signed 
vouchers before payment by the Treasurer’s 
Office.

     Well prepared and properly signed vouchers 
will help the client to immediately received 
payment. 
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OFFICE OF THE MUNICIPAL TREASURER
For more information, please contact Mrs. Merlinda M. 

Sargento
at (054) 201-3052

Requirements:
• Well accomplished vouchers

             
Fee/s:

• As stated in the bill
• 10% Surcharge for late payment
• Application Fee( new)………………………………………………………………………………  P 50.00
• Reconnection Fee……………………………………………………………………………………    150.00

HOW TO AVAIL OF THE SERVICES
FOLLOW THESE STEPS IT WILL TAKE YOU PLEASE APPROACH

CLIENT PROVIDER
Present the 
fully 
accomplished 
voucher for 
payment

Sign the 
vouchers  & 
issue official 
receipt for 
acknowledgmen
t of 
payment/check 
received.

Check/verified 
vouchers if 
properly sign by 
all signatories 
for obligations, 
cash availability 
& approval

If properly 
accomplished, 
issued /prepared 
check or pay cash

Forward the 
check to the 
mayor’s office 
for check 
signature of the 
Mun. Mayor

Verified if 
properly signed. I 
f found correct, 
award the check

1 minute

3 minutes

3 minutes

1 minute

1 minute

MERLINDA M.  SARGENTO
(Municipal Treasurer)

MARGARITA E.  ESTANISLAO
(RCC II/Disb. Officer Designate)

EMMA E.  MASCARINA
EVELYN D.  BOMBALES

(Clerk)

DOMINADOR G.  MENDOZA
(Municipal Mayor)

MERLINDA M.  SARGENTO
(Municipal Treasurer)

MARGARITA E.  ESTANISLAO
(RCC II/Disb. Officer Designate


