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LIST OF SERVICES

SERVICES | PAGE NUMBER
CITY TREASURER’S OFFICE
GROUND FLOOR, NEW CITY GOVERNMENT CENTER
EXTERNAL SERVICES

. ASSESSMENT OF REAL PROPERTY TAX 2
. PAYMENT OF REAL PROPERTY TAX 3
. ISSUANCE OF REAL PROPERTY TAX CLEARANCE 4
. ISSUANCE OF REAL PROPERTY TAX PAYMENT HISTORY 6
. ASSESSMENT AND PAYMENT OF LOCAL TRANSFER TAX 8
. ISSUANCE OF LOCAL TRANSFER TAX CERTIFICATE 10
. ISSUANCE OF COMMUNITY TAX CERTIFICATE 11
13
14
24
26

. PAYMENT OF PROFESSIONAL TAX

. BUSINESS RETIREMENT ASSESSMENT AND ISSUANCE OF BUSINESS CLOSURE CERTIFICATE
10. PAYMENT OF CONTRATCTORS TAX

11. PAYMENT OF VARIOUS LOCAL TAXES, FEES AND REGULATORY CHARGES

12. CHECK RELEASE OF FINANCIAL ASSISTANCE, CITY UTILITY EXPENDITURES, EMPLOYEE

OO (N WINF

BENEFITS, AND OTHER CLAIMS 28

13. RELEASE OF SENIOR CITIZEN SUBSIDY 29

14. DISBURSEMENT AND ISSUANCE OF CHECKS 30
INTERNAL SERVICES

1. ISSUANCE OF ACCOUNTABLE FORMS | 33

BUSINESS PERMITS AND LICENSING OFFICE (BPLO/BOSS)
GROUND FLOOR, NEW CITY GOVERNMENT CENTER
EXTERNAL SERVICES

1. ISSUANCE OF NEW BUSINESS/MAYOR'’S PERMIT (ON-SITE AND KIOSK) 35
2. ISSUANCE OF NEW BUSINESS/MAYOR'’S PERMIT (ONLINE) 41
3. RENEWAL OF BUSINESS/MAYOR’S PERMIT (ON-SITE AND KIOSK) 47
4. RENEWAL OF BUSINESS/MAYOR’S PERMIT (ONLINE - ASSESSMENT) 59
5. CHANGE ADDRESS OF BUSINESS (WITHIN CITY OF IMUS) IN BUSINESS/MAYOR’S PERMIT (ON-
SITE) 71
6. CHANGE BUSINESS NAME IN BUSINESS/MAYOR’S PERMIT / CHANGE BUSINESS NATURE OR
LINE OF BUSINESS (ON-SITE) 74
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7. MULTIPLE AMENDMENTS IN BUSINESS/MAYOR’S PERMIT (CHANGE OWNERSHIP/CHANGE

BUSINESS NAME/CHANGE ADDRESS-WITHIN CITY OF IMUS) and CHANGE OWNERSHIP IN

BUSINESS/MAYOR'S PERMIT — (ON-SITE) 77
8. ISSUANCE OF MAYOR’S PERMIT FOR COOPERATIVE 83
9. ISSUANCE OF TEMPORARY OR SEASONAL VENDOR’S PERMIT 84
10. ISSUANCE OF PERMIT FOR AMBULANT AND ITINERANT AMUSEMENT OPERATORS 87
11. ISSUANCE OF OTHER PERMITS 89
12. ISSUANCE OF CERTIFICATION 92
13. ISSUANCE OF CEMETERY CONTRACT OF LEASE (FOR LOTS OWNED BY THE CITY) 93
14. CERTIFIED COPY OF DOCUMENTS 95
15. VERIFICATION OF RECORDS 96
16. FILING OF BUSINESS COMPLAINT 97

CITY ASSESSOR’S OFFICE

GROUND FLOOR, NEW CITY GOVERNMENT CENTER
EXTERNAL SERVICES
1. FIRST TIME DECLARATION OF IMPROVEMENT (HOUSE, BUILDING, FENCE, PAVEMENT AND

MACHINERY) 100
2. RE-ASSESSMENT DUE TO SUBSTANTIAL INTRODUCTION OF ADDITION IMPROVEMENT 100
3. RECLASSIFICATION/RE-ASSESSMENT OF ACTUAL USE OF LAND AND BUILDING BASED ON TIS
PREDOMINANT USE 103
4. RECLASSIFICATION OF ACTUAL USE OF LAND AND BUILDING FROM BEING TAXABLE TO
EXEMPT (RELIGIOUS, EDUCATIONAL, CHARITABLE AND INSTITUTIONAL PROPERTIES 105

5. APPRAISAL OF PROPERTIES FOR THE ESTABLISHMENT OF FAIR MARKET VALUE FOR LGU’S
ACQUISITION, LEASING AND OTHER FINANCIAL PURPOSES, AND FOR EXPROPRIATION

PROCEEDINGS 108
6. FIRST TIME DECLARATION OF PEZA ACCREDITED PROPERTIES 110
7. TRANSFER OF OWNERSHIP OF TAX DECLARATION OF TITLED PROPERTY 113

8. TRANSFER OF OWNERSHIP OF UNREGISTERED (NEVER BEEN ISSUED A TITLE OR
REGISTERED IN THE REGISTRY OF DEEDS (OWNERSHIP OF LAND IS BASED ON TAX
DECLARATION ONLY) 113
9. TRANSFER OF OWNERSHIP OF TAX DECLARATION OF LAND AWARDED TO FARMER
BENEFICIARIES OF COMPREHENSIVE AGRARIAN REFORM PROGRAM (CARP)/CERTIFICATE OF

LAND OWNERSHIP (CLOA)/EMANCIPATION PATENT TITLE FOR LAND 116

10. FIRST TIME DECLARATION OF UNTITLED/TITLED PROPERTY 119

11. RECLASSIFICATION OF AGRICULTURAL LAND TO OTHER NON-AGRICULTURAL USAGE 122
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12. CONSOLIDATION/SUBDIVISION OF MOTHER LOT/AND IMPROVEMENT 125
13. CORRECION OF DATA/REVISION OF TAX DECLARATION DUE TO TYPOGRAPHICAL ERROR ON

ASSESSEMENT RECORDS BASED ON CERTIFIED TRUE COPY OF TITLE 128
14. VERIFICATION OF RECORDS OF ASSESSMENT 130
15. ISSUANCE OF CERTIFIED TRUE COPY OF LAND, BUILDING AND MACHINERY 130
16. ISSUANCE OF CERTIFICATE OF BEING TAX EXEMPT (FOR EDUCATIONAL, CHARITABLE,

RELIGIOUS AND INSTITUTIONAL PROPERTIES) 130
17. ISSUANCE OF CERTIFICATE OF NO IMPROVEMENT 132
18. ISSUANCE OF AGGREGATE PROPERTY HOLDINGS (WITH PROPERTY/NO PROPERTY) 134
19. ANNOTATION/CANCELLATION OF MORTGAGE ON TAX DECLARATION 136
20. CANCELLATION OF RECORDS WITH DUAL OR ULTIPLE ASSESSMENT AND/OR PROPERTIES

THAT ARE ALREADY TOTALLY DEMOLISEHED OR NO LONGER EXISTING 138

CITY CIVIL REGISTRAR’S OFFICE
GROUND FLOOR, NEW CITY GOVERNMENT CENTER
EXTERNAL SERVICES

1. REGISTRATION OF BIRTH, MARRIAGE AND DEATH CERTIFICATES (TIMELY) 142
2. ISSUANCE OF CERTIFIED COPY OF BIRTH, MARRIAGE AND DEATH CERTIFICATE AND OTHER

CIVIL REGISTRY DOCUMENTS 144
3. REGISTRATION OF COURT ORDERS (CO)/DECREES AND REQUEST OF ANNOTATED RECORD 145
4. REGISTRATION OF LEGAL INSTRUMENTS/LEGITIMATION OF NATURAL CHILD 146
5. ENDORSEMENT OF REGISTRY RECORDS TO THE CIVIL REGISTRAR-GENERAL 148
6. DELAYED AND OUT OF TOWN REGISTRATION OF BIRTH, MARRIAGE AND DEATH

CERTIFICATE OF CIVIL REGISTRY RECORDS 149
7. ISSUANCE OF MARRIAGE LICENSE 151
8. MARRIAGE LICENSE VERIFICATION 153
9. PROCESSING PETITION FOR CHANGE OF FIRST NAME (CFN) OR CORRECTION OF CLERICAL

ERROR/S (CCE) - REPUBLIC ACT NO. 9048 (DIRECT OR MIGRANT) 154

10. PROCESSING PETITION FOR CORRECTION OF CLERICAL AND TYPOGRAPHICAL ERRORS IN
MONTH AND DATE OF BIRTH AND SEX OF A PERSON APPEARING IN CERTIFICATE OF LIVE

BIRTH 156

11. REGISTRATION OF FOUNDLING/ABANDONED CHILDREN 158

12. REGISTRATION OF SUPPLEMENTAL REPORT 159

13. ISSUANCE OF AUTHENTICATED CIVIL REGISTRY DOCUMENTS SUCH AS BIRTH, MARRIAGE,

DEATH CERTIFICATE AND CERTIFICATE OF NO MARRIAGE (CENOMAR) 160
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PERSONS WITH DISABILITY AFFAIRS OFFICE (PDAO)
GROUND FLOOR, NEW CITY GOVERNMENT CENTER
EXTERNAL SERVICES
1. APPLICATION AND RENEWAL OF PERSONS WITH DISABILITY (PWD) IDENTIFICATION CARDS
AND PURCHASE BOOKLETS 164
2. APPLICATION FOR FINANCIAL ASSISTANCE 165
OFFICE OF THE SENIOR CITIZENS AFFAIRS (OSCA)
GROUND FLOOR, NEW CITY GOVERNMENT CENTER
EXTERNAL SERVICES

1. OSCA ID ISSUANCE 168
2. BOOKLET ISSUANCE 170
3. BURIAL ASSISTANCE FOR SENIOR CITIZENS OF IMUS CITY 171
4. PHILHEALTH MEMBERSHIP APPLICATION 172
5. AMBULATORY AID 173
6. CENTENARIAN ACT 174
7. SOCIAL PENSION 175
8. SENIOR CITIZENS SUBSIDY (CASH GIFT) APPLICATION 177

CITY SOCIAL WELFARE AND DEVELOPMENT OFFICE (CSWDO)
GROUND FLOOR, NEW CITY GOVERNMENT CENTER
EXTERNAL SERVICES
1. PROVIDE ASSISTANCE TO REPATRIATED OR DEPORTED OVERSEAS FILIPINO WORKER (OFW)

(FOR REFERRAL) 179
2. ISSUANCE OF REFERRAL FOR MIGRANT WORKER 180
3. PROVIDE ASSISTANCE IN PERSON WHO USE DRUGS (PWUDS) FOR AFTER-CARE SESSION 181
4. 1ISSUANCE OF SOCIAL CASE STUDY REPORT (PRO-FORMAT) 182
5. ISSUANCE OF SOCIAL CASE STUDY REPORT (NARRATIVE CASE STUDY REPORT) 183
6. ISSUANCE OF CERTIFICATE OF INDIGENCY 185
7. ISSUANCE OF CERTIFICATE OF INDIGENCY (FOR AMBULANCE CONDUCTION — NON-

EMERGENCY CASES AND PHILHEALTH) 186
8. ISSUANCE OF SOLO-PARENT ID 187
9. ISSUANCE OF PRE-MARRIAGE COUNSELING CERTIFICATE 189

LOCAL ECONOMIC DEVELOPMENT AND INVESTMENT PROMOTIONS OFFICE
GROUND FLOOR, NEW CITY GOVERNMENT CENTER
EXTERNAL SERVICES

1. ASSESS AND ISSUE CERTIFICATE OF REGISTRATION FOR INVESTMENT INCENTIVE GRANT _ | 191
LA
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2. REGISTRATION OF BUSINESS NAME 184
3. ISSUANCE OF BMBE CERTIFICATE OF AUTHORITY 199
4. PROVIDE BUSINESS INFORMATION ASSISTANCE 201
GENDER AND DEVELOPMENT UNIT
GROUND FLOOR, NEW CITY GOVERNMENT CENTER
EXTERNAL SERVICES
1. SCHEDULING OF APPPOINTMENT TO THE CITY GAD FOCAL POINT PERSON 203
2. PROVISION OF TECHNICAL ASSISTANCE AND SERVICES 204
3. POLICY AND PLANNING REVIEW SERVICES 205
4. PROJECT, PLANS AND ACTIVITIES ENDORSEMENT 206
IMUS CITY PUBLIC LIBRARY
BASEMENT, NEW CITY GOVERNMENT CENTER
EXTERNAL SERVICES
1. RESEARCH SERVICE ASSISTANCE 208
2. ISSUANCE OF LIBRARY ID 208
CITY INFORMATION OFFICE
2F, NEW CITY GOVERNMENT CENTER
EXTERNAL SERVICES
1. MEDIA ACCREDITATION 210
2. INSTITUTIONALIZATION OF INFORMATION QUERIES OR COMPLAINTS 212
INTERNAL SERVICES
1. LAYOUT AND PRINTING OF TARPAULIN 215
2. SCHEDULING FOR EVENT COVERAGE 217
3. VIDEO EDITING 218
4. SOCIAL MEDIA POSTING 220
5. PROVISION OF ZOOM LINK 221
6. GRAPHIC DESIGN FOR VARIOUS OFFICES 222
CITY TOURISM AND HERITAGE OFFICE
2F, NEW CITY GOVERNMENT CENTER
EXTERNAL SERVICES
1. PROVISION OF RELEVANT INFORMATION AND MATERIALS (PHOTOGRAPHS, TEXTBOOKS, AND
DOCUMENTS) 225
2. REQUEST ON TOUR GUIDING SERVICES TO HISTORICAL PLACES IN THE CITY 226
3. ASSISTANCE ON TOURISM ACCREDITATION 227
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4. INQUIRIES ON CITY TOURISM/CULTURAL ACTIVITIES 227
5. RELEASING OF PHOTO DOCUMENTATION AND LAYOUT 228

INTERNAL SERVICES
1. REQUEST FOR PHOTO COVERAGE AND DOCUMENTATION OF EVENTS | 230

CITY DISASTER RISK REDUCTION MANAGEMENT OFFICE
2F, NEW CITY GOVERNMENT CENTER

EXTERNAL SERVICES
1. EMERGENCY AMBULANCE ASSISTANCE 232
2. AMBULANCE REQUEST FOR NON-EMERGENCY/CONDUCTION 233
3. AMBULANCE REQUEST FOR TRANSPORTATION OUTSIDE CAVITE 234
4. AMBULANCE REQUEST FOR MEDICAL STANDBY 235
5. INQUIRY ON MONITORED ALERTS AND WARNINGS 235
6. REQUEST FOR SEMINARS, TRAININGS, WORKSHOPS, AND SIMULATION DRILL 236
7. SEARCH, RESCUE AND RETRIEVAL ASSISTANCE 237
8. REQUEST FOR PNP/BFP ASSISTANCE 238
9. ISSUANCE OF CERTIFICATE FOR THE AREAS AFFECTED BY CALAMITY 239
10. REQUEST FOR IMUS CCTV COPY OF FOOTAGES 240
11. OTHER PUBLIC ASSISTANCE SERVICES (MISSING PERSON, REQUEST FOR COPY OF HAZARD
MAPS/PLANS, REPORTING OF POWER INTERRUPTIONS 241
12. EMERGENCY RESPONSE/ INITIAL FIRST AID (CITY HALL COMPLEX) 242
13. REQUEST FOR BLOOD BAGS 243

CITY OF IMUS COOPERATIVE, LIVELIHOOD AND ENTREPRENEURIAL, DEVELOPMENT OFFICE
2F, NEW CITY GOVERNMENT CENTER

EXTERNAL SERVICES
1. REQUEST FOR COOPERATIVE DOCUMENTARY PRINTOUTS 245
2. REQUEST FOR FINANCIAL ASSISTANCE 246
3. SCHEDULING OF COOPERATIVE TRAINING AND SEMINAR 247
4. SCHEDULING OF NEEDS ANALYSIS FOR ORGANIZATION OF COOPERATIVES
(PRIMARY/SECONDARY/LABORATORY) 248
5. SCHEDULING OF INTERVENTION FOR AILING DISTRESSED COOPERATIVES 249
6. ASSISTANCE IN SECURING BUSINESS PERMITS FOR COOPERATIVES 250
7. CONDUCT LIVELIHOOD AND ENTREPRENEURIAL SKILLS TRAINING (BARANGAY BASED
LIVELIHOOD CARAVAN) 251
8. PROVIDE ASSISTANCE IN PROMOTING PRODUCTS AND SERVICES 251
9. SCHEDULING OF LIVELIHOOD AND ENTREPRENEURIAL TRAIING AND SEMINAR 252
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10. REQUEST FOR CREDIT WINDOW FACILITY 253
TRICYCLE REGULATORY UNIT
2F, NEW CITY GOVERNMENT CENTER
EXTERNAL SERVICES

1. ISSUANCE OF CERTIFICATE OF FRANCHISE 256
2. ISSUANCE OF MAYOR’S PERMIT FOR TRICYCLE FRANCHISE OWNER 259
3. ISSUANCE OF SPECIAL PERMIT FOR TRICYCLE WITH FRANCHISE FROM OTHER LOCAL

GOVERNMENT UNIT (LGU) 260
4. ISSUANCE OF SERVICE PERMIT FOR PRIVATE, BUSINESS, AND SCHOOL SERVICE 262
5. ISSUANCE OF PEDALED/E-BIKE/BICYCLE PERMIT 264
6. ISSUANCE OF CERTIFICATE OF DROPPING 265
7. REDEMPTION OF DRIVER’S LICENSE OR VEHICLE PLATE 266
8. REDEMPTION OF IMPOUNDED VEHICLE 267
9. ADJUDICATION OF COMPLAINTS AGAINST TRAFFIC ENFORCER 269
10. INQUIRIES 270

CITY VETERINARY SERVICES OFFICE
2F, NEW CITY GOVERNMENT CENTER
EXTERNAL SERVICES

1. MASS RABIES VACCINATION AND ANIMAL REGISTRATION 272
2. ANIMAL VACCINATION (WALK-IN CLIENT) 273
3. ANIMAL CONSULTATION/TREATMENT 274
4. SPAY AND NEUTER SERVICES 275
5. PET MICROCHIPPING 276
6. ISSUANCE OF VETERINARY HEALTH CERTIFICATE (VHC) 277
7. ASSISTANCE TO ANIMAL IMPOUNDING OPERATION 278
8. CLAIMING OF IMPOUNDED ANIMALS 279
9. ADOPTION PROGRAM 281
10. ANIMAL DEWORMING 282
11. SCHEDULING OF BREEDING SUPPORT SERVICES 283
12. ANTE — MORTEM & POST - MORTEM 284
CITY AGRICULTURAL SERVICES OFFICE
2F, NEW CITY GOVERNMENT CENTER
EXTERNAL SERVICES
1. REGISTRATION TO REGISTRY SYSTEM FOR BASIC SECTOR IN AGRICULTURE (RSBSA) | 287
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2. ISSUANCE OF PALAY 288
3. APPLICATION TO CROP INSURANCE PROGRAM 289
4. ISSUANCE OF VEGETABLE SEEDS 290
5. ISSUANCE OF ORGANIC/INORGANIC FERTILIZER 291
6. FIELDWORK ACTIVITIES 292
7. PROVIDE TRAINING ASSISTANCE/ESTABLISHMENT OF COMMUNITY/INSTITUTIONAL

GARDENING/ORGANIC FARMING 293
8. PROVIDE SOIL ANALYSIS 294
9. ISSUANCE OF SEEDLINGS 295
10. PROVIDE FARM EQUIPMENT SERVICES (TRACTOR AND THRESHER) 296
11. REGISTRATION OF AGRICULTURAL MACHINERIES AND FARM EQUIPMENTS (RA 10601:

AFMECH LAW) 297
12. ACCESS IN FARMERS’ INFORMATION TECHNOLOGY SERVICES (FITS) CENTER 298

INTERNAL SERVICES
1. PRICE MONITORING ON BASIC AGRICULTURAL COMMODITY IN PUBLIC MARKET 300

OFFICE ON POPULATION DEVELOPMENT
2F NEW CITYGOVERNMENT CENTER
EXTERNAL SERVICES

1. SCHEDULING OF PRE-MARRIAGE ORIENTATION AND COUNSELING 302
2. PRE-MARRIAGE ORIENTATION SEMINAR AND ISSUANCE OF CERTIFICATE OF COMPLIANCE 303
3. SCHEDULING OF POPDEV PROGRAMS (SEMINARS) 304
CITY OF IMUS TRAFFIC MANAGEMENT OFFICE
2F NEW CITYGOVERNMENT CENTER
EXTERNAL SERVICES
1. REDEMPTION OF DRIVER’S LICENSE OR VEHICLE PLATE 306
2. REDEMPTION OF IMPOUNDED VEHICLE 307
3. ADJUDICATION OF COMPLAINTS AGAINST TRAFFIC ENFORCER 308
4. MOTORCYCLE ESCORTS AND/OR TRAFFIC MANPOWER ASSISTANCE 309
5. TOWING SERVICE/S 310
6. ISSUANCE OF TRAFFIC CLEARANCE 311

CITY OF IMUS SPORTS DEVELOPMENT UNIT
2F NEW CITYGOVERNMENT CENTER
EXTERNAL SERVICES

1. REQUISITION OF SPORTS MATERIALS/SOLICITATIONS’m‘ 314
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2. USE OF IMUS FITNESS CENTER 315
3. RESERVATIONS FOR PUBLIC FACILITY 316
4. SPORTS TRAINING PROGRAM CERTIFICATION 317
PUBLIC EMPLOYMENT SERVICES OFFICE
2F NEW CITYGOVERNMENT CENTER
EXTERNAL SERVICES
1. ISSUANCE OF MAYOR'S PERMIT TO WORK/OCCUPATIONAL CARD 321
2. ISSUANCE OF MAYOR’S CLEARANCE 322
3. ISSUANCE OF APPLICANT REFERRAL LETTER FOR EMPLOYMENT 323
4. ISSUANCE OF REFERRAL LETTER TO OTHER MUNICIPALITIES AND CITIES 324
5. ISSUANCE OF COMPANY ACCREDITATION 325
6. ISSUANCE OF REFERRAL SLIP FOR ENDORSEMENT TO OWWA ASSISTANCE PROGRAM 327
7. SPECIAL PROGRAM FOR EMPLOYMENT OF STUDENTS (SPES) 328

CITY BUILDING OFFICIAL’S OFFICE
2F NEW CITYGOVERNMENT CENTER
EXTERNAL SERVICES
1. ISSUANCE OF BUILDING PERMIT FOR CONSTRUCTION OF NEW BUILDINGS AND/OR

STRUCTURE 330
2. ISSUANCE OF BUILDING PERMIT FOR THE EXTENSION, ADDITION, RENOVATION, FENCE AND
ALTERATION/AMENDATORY OF PLANS 332
3. ISSUANCE OF OTHER BUILDING PERMITS FOR RENEWAL, DEMOLITION, SIGNAGE AND

EXCAVATION OR GROUND PREPARATION PERMIT 334
4. ISSUANCE OF CERTIFICATE OF OCCUPANCY/USE/OPERATION 336
5. ISSUANCE OF ELECTRICAL OR WIRING PERMIT 338
6. ISSUANCE OF CERTIFICATE OF FINAL ELECTRICAL INSPECTION (CFEI) 339
7. ISSUANCE OF CLEARANCE FOR NEW AND RENEWAL OF BUSINESS PERMIT APPLICATION 341
8. ISSUANCE OF BUILDING PERMIT FOR CONSTRUCTION OF TELECOMMUNICATIONS AND

INTERNET INFRASTRUCTURE 342

CITY PLANNING AND DEVELOPMENT OFFICE
2F NEW CITYGOVERNMENT CENTER
EXTERNAL SERVICES
1. ISSUANCE OF LOCATIONAL CLEARANCE OR ZONING COMPLIANCE AND TEMPORARY USE

PERMIT (TUP) FOR NEW AND RENEWAL OF BUSINESS PERMIT 345

2. ISSUANCE OF LOCATIONAL CLEARANCE (TPZ/TUP) FOR THE APPLICATION OF BUILDING

PERMIT (ONE STOP SHOP BUILDING PERMIT) 348
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3. ISSUANCE OF ZONING CERTIFICATION 352
4. ISSUANCE OF DEVELOPMENT PERMIT AND ALTERATION PERMIT OF SUBDIVISION 353
5. ISSUANCE OF CERTIFIED TRUE COPY OF PLANS, MAPS AND OTHER DOCUMENTS 359
6. PROVIDE DATA AND PROFILE OF THE CITY 360
OFFICE OF THE CITY MAYOR
3F NEW CITYGOVERNMENT CENTER

EXTERNAL SERVICES
1. ISSUANCE OF MAYOR’S CERTIFICATION 362
2. ISSUANCE OF MAYOR’S CLEARANCE 364
3. ISSUANCE OF MAYOR’S PERMIT 366
4. ISSUANCE OF MAYOR’S ENDORSEMENT/REFERRAL 368
5. ISSUANCE OF MAYOR’S AUTHENTICATION 369
6. REQUEST FOR MAYOR’S MATRIMONIAL SERVICES (MASS WEDDING) 370
7. REQUEST FOR MAYOR’S OATH TAKING SERVICES 371
8. REQUEST FOR FINANCIAL ASSISTANCE 372
9. REQUEST FOR SCHOLARSHIP ASSISTANCE (COLLEGE) 373

INTERNAL SERVICES
1. DOCUMENTS FOR SIGNATURE OF THE LOCAL CHIEF EXECUTIVE 376

CITY ADMINISTRATOR’S OFFICE
3F NEW CITY GOVERNMENT CENTER
EXTERNAL SERVICES

1. SCHEDULING OF APPOINTMENT FOR AN AUDIENCE/ MEETING WITH THE CITY
ADMINISTRATOR 378
2. ISSUANCE OF GOVERNMENT PERMITS FOR ACTIVITIES AND RENTAL OF FACILITIES 379
3. COMPLAINTS MANAGEMENT 382
INTERNAL SERVICES
1. ISSUANCE OF TRAVEL ORDER FOR OFFICIAL BUSINESS 384
2. ISSUANCE OF TRAVEL ORDER FOR TRAINING AND SEMINAR 385
3. ISSUANCE OF BIOMETRIC EXEMPTION 386
4. ISSUANCE OF MEMORANDUM, EXECUTIVE ORDER, NOTICE OF MEETING AND GUIDELINES 387
5. REQUEST FOR CERTIFIED TRUE COPY OF OFFICE PERFORMANCE COMMITMENT AND REVIEW
(OPCR) 388
6. DOCUMENTS FOR SIGNATURE OF THE CITY INTERNAL ADMINISTRATOR 389
CIVIL SECURITY UNIT
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3F NEW CITY GOVERNMENT CENTER
EXTERNAL SERVICES

1. REQUEST FOR SECURITY ASSISTANCE 391

2. REQUEST FOR INVESTIGATION AND POLICE ASSISTANCE 392
INTERNAL SERVICES

1. REQUEST FOR ISSUANCE OF ID OF CSU AND BANTAY BAYAN ID 394

HUMAN RESOURCE MANAGEMENT OFFICE
3F NEW CITY GOVERNMENT CENTER
EXTERNAL SERVICES

1. RECRUITMENT, SELECTION AND PLACEMENT 396
2. JOB ORDER EMPLOYMENT 400
3. ON-THE-JOB TRAINING (APPLICATION) 401
INTERNAL SERVICES
1. LEAVE APPROVAL 404
2. STUDY LEAVE GRANT 407
3. SERVICE RECORDS, CERTIFICATES OF EMPLOYMENT, AND OTHER HRMU CERTIFICATIONS 409
4. TRAINING APPROVAL 410
5. REQUEST/REPLACEMENT OF EMPLOYEE IDENTIFICATION CARDS 412

CITY ENVIRONMENT AND NATURAL RESOURCES OFFICE
3F NEW CITY GOVERNMENT CENTER
EXTERNAL SERVICES
1. ASSESSMENT OF ENVIRONMENTAL PROTECTION AND INSPECTION FEES AND GARBAGE

COLLECTION FEES 414
2. RECORDING OF SETTLED FINES IN VIOLATION OF ENVIRONMENTAL ORDINANCE SERVICE 422
3. PROVISION OF FREE SOIL ENHANCER 423
4. ISSUANCE OF CERTIFICATE OF NO OBJECTION TO CUT TREE 424
5. REQUEST OF ENVIRONMENTAL INFORMATION, EDUCATION CAMPAIGN (IEC) AND TRAINING

SERVICES 425

CITY BUDGET OFFICE
3F NEW CITY GOVERNMENT CENTER
INTERNAL SERVICES

1. PREPARATION OF THE CITY ANNUAL BUDGET 427

2. ISSUANCE OF APPROVED OBLIGATION REQUEST (ObR) (SALARIES AND WAGES — REGULAR

AND CASUAL AND JOB ORDER) 428
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3. ISSUANCE OF APPROVED OBLIGATION REQUEST (ObR) (PURCHASES AND OTHER

EXPENSES) 429
4. PROCESSING OF DISBURSEMENT VOUCHERS OF UTILITY, COMMUNICATION AND

SUBSCRIPTION EXPENSES 430
5. PREPARATION OF DISBURSEMENT VOUCHER FOR FIRE INSURANCE AND LOAN

AMORTIZATION 431
6. PRELIMINARY REVIEW OF BARANGAY ANNUAL AND SUPPLEMENTAL BUDGET 432

CITY ACCOUNTING OFFICE
3F NEW CITY GOVERNMENT CENTER
EXTERNAL SERVICES

1. CERTIFICATE OF INCOME TAX WITHHELD 435
INTERNAL SERVICES
1. PROCESS/CERTIFY CLAIMS 437
2. REQUEST CERTIFICATE OF AVAILABILITY OF FUND (C.A.F.) 438
CITY LEGAL OFFICE
3F NEW CITY GOVERNMENT CENTER
EXTERNAL SERVICES
1. LEGAL COUNSELLING 440
2. RENDERING OF WRITTEN LEGAL OPINION(S) 441
3. PREPARATION OF LEGAL DOCUMENTS OF THE CITY 442
4. FRONTLINE OF PROTECTING HUMAN RIGHTS AND PROSECUTING ANY VIOLATIONS
THEREOF 443
INTERNAL SERVICES
1. PREPARATION OF LEGAL DOCUMENTS OF THE CITY (TO CITY MAYOR) 445
2. PREPARATION OF LEGAL DOCUMENTS OF THE CITY (OTHER OFFICES AND AGENCIES) 446
3. CONDUCT INVESTIGATION 447
4. REPRESENT THE CASE OF THE CITY 448
5. ORDINANCE REVIEW 449

YOUTH AFFAIRS OFFICE
3F NEW CITY GOVERNMENT CENTER
EXTERNAL SERVICES
1. YOUTH ORGANIZATION REGISTRATION PROGRAM 451
INTERNAL SERVICES
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1. ISSUANCE OF VENUE PERMIT FOR ACTIVITIES AND USE OF CHILDREN AND YOUTH CENTER
FACILITIES 453
OFFICE OF THE CONGRESSMAN — AKSYON CENTER
3F NEW CITY GOVERNMENT CENTER
EXTERNAL SERVICES

1. MEDICAL, BURIAL, FINANCIAL AND EDUCATIONAL ASSISTANCE 455
2. SCHEDULING OF APPOINTMENT FOR AN AUDIENCE/ MEETING WITH THE CONGRESSMAN 458
3. ISSUANCE OF CONGRESSMAN’S ENDORSEMENT/REFERRAL 459
GENERAL SERVICES OFFICE
4F NEW CITY GOVERNMENT CENTER
EXTERNAL SERVICES
1. EVENTS 461
2. TRANSPORTATION (REQUEST OF BUS, COASTER OTHER VEHICLE) 462
3. CEMETERY CARETAKER 463
INTERNAL SERVICES
1. RECORDING OF PURCHASE REQUEST 465
2. RECORDING OF PURCHASE ORDER, VOUCHER AND INSPECTION 466
3. PURCHASING AND ISSUANCE OF EQUIPMENT OFFICE SUPPLIES AND MEDICINE 468
4. PROVISION FOR CUSTODIAL OF PROPERTIES, LABELING, TAGGING/INDEXING OF PURCHASE
EQUIPMENT , FURNITURE AND FIXTURE, VEHICLES AND OTHER PROPERTY (LAND, TITLE AND
BUILDING) 470
5. INSPECTION OF ALL EQUIPMENT, OFFICE SUPPLIES, FURNITURE AND FIXTURE, VEHICLES,
AND OTHER PROPERTIES PURCHASED BY THE CITY GOVERNMENT 472
6. MAINTENANCE OF CLEANLINESS OF BUILDING 473
7. MOTORPOOL SERVICES 474
8. REGISTRATION OF MOTOR VEHICLE, INSURANCE OF VEHICLES AND OTHER PROPERTIES 475

CITY ENGINEERING OFFICE
4F NEW CITY GOVERNMENT CENTER
EXTERNAL SERVICES

1. ISSUANCE OF EXCAVATION PERMIT 477
2. MAINTENANCE OF DRAINAGE WITHIN THE CITY 481
INTERNAL SERVICES
1. DRAFTING PROGRAM OF WORKS FOR ALL VARIOUS CITY PROJECTS 483
2. PREPARATION OF VOUCHERS AND WORK ACCOMPLISHMENTS FOR COMPLETED
GOVERNMENT PROJECTS 485
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, AT

lMUS www.cityofimus.gov.ph




3. PROCESSING OF VOUCHER FOR REFUND OF BOND 486
4. PROCESSING OF VOUCHER FOR REFUND OF BOND (PRE-REQUISITEZ CERTIFICATE OF
COMPLETlON) 487
5. PROCESSING OF VOUCHER FOR REFUND OF BOND (PRE-REQUISITE: CERTIFICATE OF
ACCEPTANCE) 488
CITY ARCHITECTURAL PLANNING AND DESIGN OFFICE
4F NEW CITY GOVERNMENT CENTER
INTERNAL SERVICES
1. PLANNING AND DESIGN OF PROPOSED GOVERNMENT PROJECTS 491
2. FIELD SURVEYS, INSPECTIONS, AND TECHNICAL INVESTIGATIONS 492
CITY INFORMATION TECHNOLOGY AND RECORDS MANAGEMENT UNIT
4F NEW CITY GOVERNMENT CENTER
EXTERNAL SERVICES
1. CCTV FOOTAGE REVIEW | 494
INTERNAL SERVICES
1. IT EQUIPMENT REPAIR AND MAINTENANCE 496
2. INSTALLATION OF VARIOUS SOFTWARE 497
3. TECHNICAL SUPPORT FOR VIRTUAL PROJECTS AND PROGRAMS 498
4. COMMISSIONING OF INTERNET ACCESS 499
5. OCULAR ASSESSMENT FOR NETWORK CABLING 500
6. REQUEST FOR NEW CUSTOM-BUILT SYSTEM 501
7. INSTALLATION OF IN-HOUSE AND OUTSOURCE SYSTEM 502
8. REVISION OF IN-HOUSE AND OUTSOURCE SYSTEM 503
9. INSPECTION OF IT EQUIPMENT 504
10. IT EQUIPMENT AND SOFTWARE RECOMMENDATION 505
11. REVIEW OF IT-RELATED PROPOSALS 506
12. PROVISION OF IT PROJECT PROPOSAL 507
13. NETWORK SUPPORT 508
14. APPLICATION SUPPORT AND MAINTENANCE 509
CIVIL SOCIETY ORGANIZATION AND HOA LINGKOD DESK OFFICE
4F NEW CITY GOVERNMENT CENTER
EXTERNAL SERVICES
1. ACCREDITATION OF CIVIL SOCIETY ORGANIZATION 511
2. RECEIVING OF REQUEST AND SOLICITATION LETTERS 512
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3. REQUEST FOR MAYOR’S OATHTAKING SERVICES 513
4. REGISTRATION OF HOMEOWNERS’ ASSOCIATION INC. TO DHSUD 514
5. AMMENDMENTS 515
6. HOA CONCILIATION AND MEDIATION CONFERENCE 516

CITY OF IMUS TASK FORCE FOR ROAD CLEARING
4F NEW CITY GOVERNMENT CENTER
EXTERNAL SERVICES
1. RELEASING OF CLAMPED VEHICLES AND ROAD OBSTRUCTIONS 518
OFFICE OF THE CITY VICE MAYOR
S5F NEW CITY GOVERNMENT CENTER
EXTERNAL SERVICES

1. ISSUANCE OF CERTIFIED TRUE COPY OF ORDINANCE, RESOLUTION & MINUTES OF THE SP

SESSION 520

2. ISSUANCE OF CERTIFICATION OF NO PENDING ADMINISTRATIVE CASE 521

3. ISSUANCE OF CERTIFICATION OF NO PENDING ADMINISTRATIVE CASE VIA EMAIL 522

4. PEOPLE’S DAY CONSULTATION 523
INTERNAL SERVICES

1. ACCEPTANCE OF DOCUMENTS FOR INCLUSION IN THE SP SESSION 525

SANGGUNIANG PANLUNGSOD OFFICE
5F NEW CITY GOVERNMENT CENTER
EXTERNAL SERVICES

1. ISSUANCE OF CERTIFIED TRUE COPY OF ORDINANCE, RESOLUTION & MINUTES OF THE

MEETING 521

2. ISSUANCE OF CERTIFIED TRUE COPY OF ORDINANCE, RESOLUTION & MINUTES OF THE

MEETING VIA EMAIL 528

3. ISSUANCE OF CERTIFICATION OF NO PENDING ADMINISTRATIVE CASE 529

4. ISSUANCE OF CERTIFICATION OF NO PENDING ADMINISTRATIVE CASE VIA EMAIL 530

5. ACCOMODATING INVITEES TO SCHEDULED COMMITTEE MEETINGS/HEARING/PUBLIC

HEARING 531
INTERNAL SERVICES

1. ACCEPTANCE OF DOCUMENTS FOR INCLUSION IN THE SESSION 533

SANGGUNIANG KABATAAN FEDERARTION OFFICE
5F NEW CITY GOVERNMENT CENTER
EXTERNAL SERVICES

Y@,
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1. ISSUANCE OF CERTIFIED TRUE COPY OF BARANGAY OFFICIAL INFORMATION SHEET (BOIS),
COMPREHENSIVE BARANGAY YOUTH DEVELOPMENT FUND (CBYDP), ANNUAL BARANGAY
YOUTH INVESTMENT PROGRAM (ABYIP), MINUTES OF THE MEETING, SK ANNUAL BUDGET, AND
OATH OF OFFICE OF ELECTED SK OFFICIALS 535
INTERNAL SERVICES
1. ACCEPTANCE OF DOCUMENTS AND MEMORANDA | 537
CITY OF IMUS POLYTECHNIC INSTITUTE
Old City Hall and Liwayway Corporation Compund
EXTERNAL SERVICES
1. ONLINE REGISTRATION 539
2. REGULAR ENROLLMENT 540
3. SCHOLARSHIP ENROLLMENT 544
4. COLLECTION OF TUITION AND OTHER FEES 545
5. TESDA NC Il ASSESSMENT PROCEDURE 546
6. ISSUANCE OF VARIOUS CERTIFICATIONS 547
INTERNAL SERVICES
1. REQUEST FOR THE USE OF FACILITIES 550
2. SUBMISSION OF REPORT ON COLLECTIONS AND DEPOSITS 551
3. REQUEST FOR SUPPLIES 552
4. REQUEST FOR REIMBURSEMENT 552
ECONOMIC ENTERPRISE MANAGEMENT OFFICE
IMUS PUBLIC MARKET AND BAHAYANG PAG-ASA PUBLIC MARKET
EXTERNAL SERVICES
1. RENEWAL OF CONTRACT OF LEASE 554
2. MARKET CLEARANCE AND CERTIFICATION 556
3. MARKET STALL RENOVATION PERMIT 557
4. TRANSFER OF RIGHTS 559
5. PAYMENT OF SLAUGHTERHOUSE FEES 560
6. COMPLAINT/MEDIATION 562
CITY EXTENSION OFFICE
Bahayang Pag-Asa
EXTERNAL SERVICES
1. ISSUANCE OF RESIDENCE CERTIFICATE (CEDULA) 564
2. PAYMENT OF REAL PROPERTY TAX (RPT) 565
3. ISSUANCE OF PSA-BATCH REQUEST ENTRY QUERY SYSTEM (BREQS) 567
AR
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SATELLITE OFFICE
4F ROBINSON’S PLACE IMUS
2F THE DISTRICT IMUS
EXTERNAL SERVICES

1. ASSESSMENT AND PAYMENT OF REAL PROPERTY TAX 570
2. ISSUANCE OF MAYOR'S PERMIT TO WORK 571
3. ISSUANCE OF COMMUNITY TAX CERTIFICATE 572
4. ISSUANCE OF OFFICIAL RECEIPT FOR POLICE CLEARANCE APPLICATION 573
5. ISSUANCE OR RELEASE OF PHILIPPINE STATISTICS AUTHORITY (FORMERLY NSO)
AUTHENTICATED BIRTH CERTIFICATE, MARRIAGE CERTIFICATE, DEATH CERTIFICATE, AND

CERTIFICATE OF NO MARRIAGE (CENOMAR) 574
6. PUBLIC INFORMATION ASSISTANCE 575

CITY HEALTH OFFICE
TAHIMIK STREET, POBLACION IV-C, CITY OF IMUS, CAVITE
EXTERNAL SERVICES

1. PROVIDE IMMUNIZATION SERVICES 577
2. PROVIDE PRE-NATAL EXAMINATION 578
3. PROVIDE FAMILY PLANNING SERVICES 579
4. PROVIDE MEDICAL CONSULTATION 580
5. PROVIDE NON-COMMUNICABLE MEDICINES 581
6. PROVIDE DENTAL CARE SERVICES 582
7. ISSUANCE OF ANTI-TUBERCULOSIS RESULTS AND MEDICINES 583
8. ISSUANCE OF ANTI-LEPROSY MEDICINES 584
9. ISSUANCE OF HEALTH-RELATED CERTIFICATIONS 585
10. ISSUANCE AND RENEWAL OF SANITARY PERMIT 587
11. ISSUANCE OF HEALTH CERTIFICATE FOR NON- FOOD HANDLER- EMPLOYMENT PURPOSES

ONLY 589
12. ISSUANCE OF HEALTH CERTIFICATE FOR FOOD HANDLERS- EMPLOYMENT PURPOSES

ONLY 591
13. PROVIDE HIV TESTING AND SATELLITE TREATMENT HUB 593
14. PROVIDE ANTI-RABIES VACCINATION 594
15. PROVIDE MATERNAL CARE SERVICES 595
16. PROVIDE NEWBORN SCREENING 596
17. PROVIDE NUTRITIONAL SERVICES 597
18. PHYSICAL THERAPY REHABILITATION CLINIC 598
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19. ISSUANCE OF QUARANTINE MEDICAL CERTIFICATE 599
20. PROVIDE SWAB TESTING (RT-PCR AND ANTIGEN) 600
21. ISSUANCE OF VACCINE CERTIFICATE 601
22. ADOLESCENT HEALTH AND DEVELOPMENT PROGRAM 602
23. CONDUCT ALCOHOL, SMOKING AND SUBSTANCE INVOLVEMENT SCREENING TEST

(ASSIST) 603
24. CONDUCT DRUG DEPENDENCY EXAMINATION (DDE) 604

CITY OF IMUS MOLECULAR LABORATORY
PEDRO REYES STREET, MALAGASANG I-A, CITY OF IMUS, CAVITE
EXTERNAL SERVICES

1. COVID-19 TESTING BY RT-PCR METHOD FOR OUTPATIENTS 606
2. COVID-19 TESTING BY RT-PCR METHOD FOR OTHER REFERRING FACILITIES 609
OSPITAL NG IMUS
PEDRO REYES STREET, MALAGASANG I-A, CITY OF IMUS, CAVITE
EXTERNAL SERVICES
1. PAGPROSESO NG ADMISYON NG PASYENTE 612
2. BEREPIKASYON NG ESTADO O KALAGAYAN NG PHILHEALTH MEMBERSHIP 614
3. PAGPROSESO NG PHILHEALTH INSURANCE BENEFIT 615
4. PAGTATANONG TUNGKOL SA BILL NG PASYENTE 616
5. PAGPROSESO NG BILL NG PASYENTE (PASYENTE SA EMERGENCY DEPARTMENT) 617
6. PAGPROSESO NG BILL NG NAKAADMIT NA PASYENTE 619
7. PAGPROSESO NG BILL SA OUTPATIENT DEPARTMENT NG OPERATING ROOM (OR)/ DELIVERY
ROOM (DR)/ HEMODIALYSIS 621
8. PAGTANGGAP NG BAYAD SA OUTPATIENT NA MGA TRANSAKSYON (PASYENTE SA
OUTPATIENT DEPARTMENT) 623
9. PAGTANGGAP NG BAYAD SA OUTPATIENT NA MGA TRANSAKSYON (PASYENTE SA
EMERGENCY DEPARTMENT) 625
10. PAGTANGGAP NG BAYAD SA INPATIENT NA MGA TRANSAKSYON 627
11. PROSESO NG PAGPAPATALA NG PASYENTE SA DIALYSIS CENTER 628
12. PAGSASAGAWA NG HEMODIALYSIS TREATMENT 630
13. PAGDISCHARGE NG PASYENTE SA DIALYSIS CENTER 633
14. PAGTANGGAP NG PASYENTE SA EMERGENCY DEPARTMENT 634
15. PAGRELEASE NG KATAWAN NG NAMATAY NA PASYENTE 636
16. PAGLIPAT NG PASYENTE SA IBANG OSPITAL 638
17. PAGDISCHARGE NG PASYENTE SA EMERGENCY DEPARTMENT 640
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18. PAGSUSURING DAYAGNOSTIKO SA HEART STATION UNIT 642
19. GABAY SA PAGSUMITE NG REQUEST AT PAGKUHA NG RESULTA SA LABORATORYO 645
20. PREPARASYON AT PAGBIBIGAY NG MGA SERTIPIKASYON (MEDICAL CERTIFICATE:

CERTIFICATE OF CONFINEMENT, INPATIENT, OPD- EMERGENCY AND OUTPATIENT) 657
21. PREPARASYON AT PAGBIBIGAY NG MEDICO-LEGAL REPORT 660
22. PREPARASYON AT PAGBIBIGAY NG SERTIPIKASYON NG KAPANGANAKAN O SERTIPIKASYON

NG KAMATAYAN NG PASYENTE 663
23. PREPARASYON AT PAGBIBIGAY NG SERTIPIKAKADONG KOPYA NG REKORD 667
24. MGA HAKBANG NA SUSUNDIN SA PAGHINGI NG TULONG 670
25. PROSESO NG PAG-ADMIT NG PASYENTE SA NURSING WARD 671
26. PAGDISCHARGE NG PASYENTE SA NURSING WARD 673
27. KONSULTASYON SA OUTPATIENT DEPARTMENT 675
28. PROSESO NG PAGBIBIGAY NG GAMOT SA OUTPATIENT 677
29. PROSESO NG PAGBIBIGAY NG GAMOT SA MGA PASYENTE SA EMERGENCY DEPARTMENT 678
30. PROSESO NG PAGBIBIGAY NG GAMOT SA INPATIENT 679
31. PISIKAL TERAPI PARA SA MGA OUTPATIENT 691
32. PISIKAL TERAPI PARA SA MGA INPATIENT 693
33. PAGKUHA NG PHYSICAL THERAPY PROGRESS NOTES 694
34. PAGSUSURING DAYAGNOSTIKO SA RADIOLOGY DEPARTMENT 696
35. MEAL PREPARATION AND DISTRIBUTION 700
36. NUTRITION COUNSELLING o PAGPAPAYONG NUTRISYON SA MGA INPATIENT 701
37. NUTRITION COUNSELLING o PAGPAPAYONG NUTRISYON SA MGA OUTPATIENT 702
38. PAGSASAGAWA NG OPERASYON 703
39. RECRUITMENT, SELECTION AND PLACEMENT OF EMPLOYEES 707

INTERNAL SERVICES
1. PAGTANGGAP NG MGA DOKUMENTO 711
2. LEAVE ADMINISTRATION 712
3. TIMEKEEPING 714
4. OTHER EMPLOYEES’ REQUESTS 715
5. DISBURSEMENTS (CLAIMS) 716
6. OBLIGATION REQUEST (OBR) 717
7. BUILDING MAINTENANCE 718
8. EQUIPMENT MAINTENANCE 719
9. BASIC HOSPITAL INFORMATION SYSTEM SUPPORT 720
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10. MODERATE HOSPITAL INFORMATION SYSTEM SUPPORT 721
11. ADVANCE HOSPITAL INFORMATION SYSTEM SUPPORT 722
12. ADDING ITEM TO HOSPITAL INFORMATION SYSTEM (HIS) 723
13. BASIC EQUIPMENT REPAIRS 724
14. MEDIUM EQUIPMENT REPAIRS 725
15. ADVANCE EQUIPMENT REPAIRS 726
16. CCTV — VIDEO RECORDING USE AND DISCLOSURE 727
17. RECEIPT OF DELIVERIES OF EQUIPMENT, SUPPLIES AND MEDICINES 729
18. INSPECTION OF DELIVERED ITEMS/ SUPPLIES 730
19. REQUISITION AND RELEASING OF SUPPLIES 731
20. CONTROL OF DOCUMENTED INFORMATION 732
21. STATEMENT OF FACTS REPORT 734
FEEDBACK AND COMPLAINTS MECHANISM 736
OFFICE CONTACT INFORMATION 737
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CITY TREASURER’S OFFICE

EXTERNAL SERVICES
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1. ASSESSMENT OF REAL PROPERTY TAX
Real Property Tax is an ad valorem tax imposed on all types of Real Properties including Lands, Buildings, Improvements, and Machinery. It is collected
every thirty-first (31%V of January each year. However, taxpayers can also pay in quarterly installment every March 31, June 30, September 30 and December 31.

OFFICE OR DIVISION City Treasurer’s Office
CLASSIFICATION Simple
TYPE OF TRANSACTION G2C — Government to Citizen, G2B — Government to Business, G2G — Government to Government
WHO MAY AVAIL THE SERVICE | Imus City Real Property Owners
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Latest Real Property Tax Official Receipt (Original/Photocopy) or Provided by the client
Latest Tax Declaration (1 Original/Photocopy) or City Assessor’s Office
Notice of Delinquency (Original/Photocopy) City Treasurers Office — Land Tax Division
CLIENT STEPS AGENCY ACTION FEES TO BE PAID | PROCESSING TIME | PERSON RESPONSIBLE
1.1 Get ticket number from the | 1. Call next number in Queue Management None 2 minutes Luisito Ramirez
Queue Management System System (if under normal Moises Jordan Jr.
circumstances)
1.2 Wait for your number to be None
called
2. Present/submit the requirement/s | 2.1 Receive the requirement/s and check for None 2 minutes Mitchie Fae dela Cruz
to the assigned counter for initial | completeness (if under normal Clark Costa
assessment and verification circumstances) Riva Dolor Alamo
2.2 lIssue Statement of Account if all None Irene Camilon
requirements were given Russel Gloria
Josephine Aragon
Junen Baja
Jonathan Sampot
Catherine Castillo
Madel Fina Base
Medalyn Saulog
Ramil Pascual
Rizza May Camia
Nikki Satsatin
Fill-out the Client Satisfaction Rating Form
TOTAL | None | 4 minutes |
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2. PAYMENT OF REAL PROPERTY TAX
Real Property Tax is an ad valorem tax imposed on all types of Real Properties including Lands, Buildings, Improvements and Machinery. It is collected every
thirty-first (310 of January each year. However, taxpayers can also pay in quarterly installment every March 31, June 30, September 30 and December 31.

OFFICE OR DIVISION City Treasurer’s Office
CLASSIFICATION Simple
TYPE OF TRANSACTION G2C — Government to Citizen, G2B — Government to Business, G2G — Government to Government
WHO MAY AVAIL THE SERVICE | Imus City Real Property Owners
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Statement of Account or City Treasurers Office — Windows 23 to 25
Latest Real Property Tax Official Receipt (Original/Photocopy) or Provided by the client
Latest Tax Declaration (1 Original/Photocopy) or
Notice of Delinquency (Original/Photocopy) City Assessor’s Office
City Treasurers Office — Land Tax Division
CLIENT STEPS AGENCY ACTION FEES TO BE PAID | PROCESSING TIME PERSON RESPONSIBLE
1.1 Get ticket number from the | 1. Call next number in Queue None 2 minutes Luisito Ramirez
Queue Management System Management System (if under normal Moises Jordan Jr.
circumstances)
1.2 Wait for your number to be None
called
2. Pay the assessed/ required fee(s) | 2. Receive the payment and Issue O.R. For Basic & SEF: 3 minutes Irene Camilon
Property Assessed (if under normal Russel Gloria
Value X 2.1% + circumstances) Riva Alamo
as;:ligé)'er Jonathan Sampot
Garbage Fee (if Josggr?;nneg % gon
applicable) :
- Discount (if Clark .Costa
applicable) Madel Fina Base

Ramil Pascual
Jess Frederick Berco
Medalyn Saulog
Lor Annmae Mendoza
Catherine Castillo
Nikki Satsatin
Rizza May Camia

Fill-out the Client Satisfaction Rating Form
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TOTAL Based on 7 minutes
computation

3. ISSUANCE OF REAL PROPERTY TAX CLEARANCE
Real Property Clearance is issued to all real property owners certifying that the properties have no outstanding real property tax due.

OFFICE OR DIVISION City Treasurer’s Office
CLASSIFICATION Simple
TYPE OF TRANSACTION G2C — Government to Citizen, G2B — Government to Business, G2G — Government to Government
WHO MAY AVAIL THE SERVICE | Imus City Real Property Owners
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
If you are the owner
Latest Real Property Tax Official Receipt (Original/Photocopy) or Provided by the client
Latest Tax Declaration (1 Original/Photocopy) City Assessor’s Office
Government Issued Identification Card (1 Original/Photocopy) BIR, Post Office, DFA, PSA, SSS, GSIS, Pag-IBIG, LTO, PhilHealth,

Comelec, PRC, IBP, MARINA, OSCA

If you are arepresentative — For Transfer

Latest Real Property Tax Official Receipt (Original/Photocopy) or Provided by the client

Latest Tax Declaration (1 Original/Photocopy) City Assessor’s Office

Special Power of Attorney — If the owner is in the Philippines

(1 Original) or Secretary’s Certificate or Person/Company being Represented

Consulate Issued Special Power of Attorney Red Ribbon/Seal — If the owner is
abroad (1 Original)

Deed of Sale/Contract to Sell/Extra Judicial (1 Photocopy) Provided by the client

Government Issued Identification Card of Corporate Secretary/ Signatory/Attorney- | BIR, Post Office, DFA, PSA, SSS, GSIS, Pag-IBIG, LTO, PhilHealth,
in-Fact/Owner (1 Photocopy) Comelec, PRC, IBP, MARINA, OSCA

Government Issued Identification Card of the Representative BIR, Post Office, DFA, PSA, SSS, GSIS, Pag-IBIG, LTO, PhilHealth,
(1 Original and 1 Photocopy) Comelec, PRC, IBP, MARINA, OSCA

If you are arepresentative — For Reference/Record Purposes

Latest Real Property Tax Official Receipt (Original/Photocopy) or Provided by the client

Latest Tax Declaration (1 Original/Photocopy) City Assessor’s Office

Authorization Letter or Special Power of Attorney or
Secretary’s Certificate or Board Resolution specifying the Authorized Representative | Provided by the client

(1 Original)
Government Issued Identification Card of Corporate Secretary/ Signatory/Attorney- | BIR, Post Office, DFA, PSA, SSS, GSIS, Pag-IBIG, LTO, PhilHealth,
in-Fact/Owner (1 Photocopy) Comelec, PRC, IBP, MARINA, OSCA
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Government Issued Identification Card of the Representative BIR, Post Office, DFA, PSA, SSS, GSIS, Pag-IBIG, LTO, PhilHealth,

(1 Original and 1 Photocopy) Comelec, PRC, IBP, MARINA, OSCA

If you are a representative — For Developers/Service Provider

Latest Real Property Tax Official Receipt (Original/Photocopy) or Provided by the client

Latest Tax Declaration (1 Original/Photocopy) City Assessor’s Office

Secretary’s Certificate (1 Original) or

Board Resolution specifying the Authorized Representative (1 Original) Person/Company being Represented

Government Issued Identification Card of Corporate Secretary/ Signatory (1 | BIR, Post Office, DFA, PSA, SSS, GSIS, Pag-IBIG, LTO, PhilHealth,
Photocopy) Comelec, PRC, IBP, MARINA, OSCA

Government Issued Identification Card of the Representative BIR, Post Office, DFA, PSA, SSS, GSIS, Pag-IBIG, LTO, PhilHealth,
(1 Original and 1 Photocopy) Comelec, PRC, IBP, MARINA, OSCA

*For Transfer — present the Deed of Sale/Contract to Sell together with the above | Provided by the client
specified requirements (1 Photocopy

CLIENT STEPS AGENCY ACTION FEES TO BE PAID | PROCESSING TIME | PERSON RESPONSIBLE
1.1 Get ticket number from the | 1. Call next number in Queue Management None 2 minutes Luisito Ramirez
Queue Management System System (if under normal
circumstances)
1.2 Wait for your number to be None
called
2. Present/submit the requirement/s | 2. Receive the requirement/s and check for None 2 minutes Mitchie Fae dela Cruz
to the assigned counter for completeness (if under normal Rizza May Camia
initial assessment and circumstances) Nikki Satsatin
verification
3. Pay the assessed/ required fee(s) | 3.1 Receive the payment and Issue O.R. P50.00 + P30.00 2 minutes Mitchie Fae dela Cruz
(Documentary Rizza May Camia
3.2 Release the Tax Clearance Stamp Tax) Madelfina Base

Nikki Satsatin
Lor Annemae Mendoza

Fill-out the Client Satisfaction Rating Form
TOTAL | Php 80.00 | 6 minutes |
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4. ISSUANCE OF REAL PROPERTY TAX PAYMENT HISTORY
Real Property Tax Payment History is issued to all real property owners providing the payment records of the property.

OFFICE OR DIVISION City Treasurer’s Office
CLASSIFICATION Simple
TYPE OF TRANSACTION G2C — Government to Citizen, G2B — Government to Business, G2G — Government to Government
WHO MAY AVAIL THE SERVICE | Imus City Real Property Owners
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
If you are the owner
Statement of Account or City Treasurers Office — Windows 23 to 25
Latest Real Property Tax Receipt (Original/Photocopy) or Provided by the client
Latest Tax Declaration (1 Original/Photocopy) City Assessor’s Office
If you are arepresentative
Latest Real Property Tax Official Receipt (Original/Photocopy) or Provided by the client
Latest Tax Declaration (1 Original/Photocopy) City Assessor’s Office

Authorization Letter or Special Power of Attorney or
Secretary’s Certificate or Board Resolution specifying the Authorized | Provided by the client
Representative (1 Original)
Government  Issued Identification Card of Corporate Secretary/ | BIR, Post Office, DFA, PSA, SSS, GSIS, Pag-IBIG, LTO, PhilHealth, Comelec,

Signatory/Attorney-in-Fact/Owner (1 Photocopy) PRC, IBP, MARINA, OSCA
Government Issued ldentification Card of the Representative(1 Original and 1 | BIR, Post Office, DFA, PSA, SSS, GSIS, Pag-IBIG, LTO, PhilHealth, Comelec,
Photocopy) PRC, IBP, MARINA, OSCA
CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING TIME PERSON
RESPONSIBLE
1.1 Get ticket number from the | 1. Call next number in Queue None 2 minutes Luisito Ramirez
Queue Management System Management System (if under normal
circumstances)
1.2 Wait for your number to be
called None
2. Present/submit the requirement/s | 2. Receive the requirement/s and check None 2 minutes Mitchie Fae dela Cruz
to the assigned counter for initial for completeness Clark Costa
assessment and verification Riva Dolor Alamo
Irene Camilon
Josephine Aragon
Junen Baja
Madel Fina Base
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Medalyn Saulog
Jonathan Sampot
Catherine Castillo

Ramil Pascual
Rizza May Camia
Lor Annmae
Mendoza
3. Pay the assessed/ required | 3. Receive the payment and Issue O.R. P50.00 + P30. 3 minutes Marietta Esguerra

fee(s) 00 (Documentary (if under normal Evelyn Miranda
Stamp Tax) circumstances) Gillianne Villafuerte
Charmaine Joy
Saringayat

Pee Chee Fauni
Mary Ann Franco

Alvin Topacio
Gilbert de Jesus

4. Present the Official Receipt 4. Release the Tax Payment History None 2 minutes Leonida Tapawan
Fill-out the Client Satisfaction Rating Form
TOTAL | Php 80.00 | 9 minutes |
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5. ASSESSMENT AND PAYMENT OF LOCAL TRANSFER TAX
Local Transfer Tax is imposed on the sale, donation, barter, or any other mode of transferring ownership or title of real property. Payment is due sixty (60)
days from the date of execution of the deed or the date of the decedent’s death.

OFFICE OR DIVISION City Treasurer’s Office
CLASSIFICATION Simple
TYPE OF TRANSACTION G2C — Government to Citizen, G2B — Government to Business, G2G — Government to Government
WHO MAY AVAIL THE Imus City Real Property Owners
SERVICE
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
If you are the buyer/seller
Deed of Absolute Sale or Provided by the client

Deed of Conveyance or

Deed of Reconveyance (1 Photocopy) or

Deed of Donation (1 Photocopy) or

Extrajudicial Settlement of Estate (1 Photocopy) or

Certificate of Sale (1 Photocopy) or

Court Order

Certificate Authorizing Registration (CAR) (1 Photocopy) or

Withholding Tax Remittance Return and Official Receipt/Deposit Slip (1
Photocopy) and

Capital Gains Tax Return and Official Receipt/Deposit Slip (1 Photocopy) and Bureau of Internal Revenue

Documentary Stamp Tax Declaration/Return (1 Photocopy)

Transfer Certificate of Title (1 Photocopy) Register of Deeds

Tax Declaration (1 Photocopy) City Assessor’s Office

Tax Clearance (1 Photocopy) City Treasurers Office — Window 23 to 25

Government Issued Identification Card (1 Original/Photocopy) BIR, Post Office, DFA, PSA, SSS, GSIS, Pag-IBIG, LTO, PhilHealth,

Comelec, PRC, IBP, MARINA, OSCA

If you are arepresentative

Deed of Absolute Sale or

Deed of Conveyance or

Deed of Reconveyance (1 Photocopy) or
Deed of Donation (1 Photocopy) or Provided by the client
Extrajudicial Settlement of Estate (1 Photocopy) or
Certificate of Sale (1 Photocopy) or

Court Order

Certificate Authorizing Registration (CAR) (1 Photocopy) or

e’ﬂms
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Withholding Tax Remittance Return and Official Receipt/Deposit Slip (1
Photocopy) and

Capital Gains Tax Return and Official Receipt/Deposit Slip (1 Photocopy) and
Documentary Stamp Tax Declaration/Return (1 Photocopy)

Bureau of Internal Revenue

Transfer Certificate of Title (1 Photocopy)

Register of Deeds

Tax Declaration (1 Photocopy)

City Assessor’s Office

Tax Clearance (1 Photocopy)

City Treasurers Office — Window 1 to 3

Secretary’s Certificate (1 Original) or
Special Power of Attorney (1 Original)

Person/Company being Represented

Government Issued Identification Card (1 Original/Photocopy)

BIR, Post Office, DFA, PSA, SSS, GSIS, Pag-IBIG, LTO, PhilHealth,

Comelec, PRC, IBP, MARINA, OSCA

Government Issued Identification Card of the Representative
(1 Original and 1 Photocopy)

BIR, Post Office, DFA, PSA, SSS, GSIS, Pag-IBIG, LTO, PhilHealth,

Comelec, PRC, IBP, MARINA, OSCA

requirement/s to the assigned completeness
counter for initial assessment
and verification

CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING PERSON RESPONSIBLE
TIME
1. Present/submit the | 1. Receive the requirement/s and check for None 12 minutes Jess Frederick Berco

(if under normal
circumstances)

Cynthia Hernandez
Madel Fina Base

2. Pay the assessed/ required | 2. Receive the payment and Issue O.R. 75% of 1% (.0075) of 3 minutes Jess Frederick Berco
fee(s) acquisition cost/fair (if under normal Cynthia Hernandez
market value/zonal circumstances) Madel Fina Base
value whichever is
higher
Fill-out the Client Satisfaction Rating Form
TOTAL Based on 15 minutes
computation
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6. ISSUANCE OF LOCAL TRANSFER TAX CERTIFICATE

Local Transfer Tax Certificate is issued to all real property owners certifying the transfer tax payment of the property.

OFFICE OR DIVISION City Treasurer’s Office

CLASSIFICATION Simple

TYPE OF TRANSACTION

G2C — Government to Citizen, G2B — Government to Business, G2G — Government to Government

WHO MAY AVAIL THE SERVICE | Imus City Real Property Owners

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

If you are the owner

Latest Tax Declaration (1 Photocopy)

City Assessor’s Office

Transfer Certificate of Title (1 Photocopy)

Registry of Deeds

Government Issued Identification Card
(1 Original/Photocopy)

BIR, Post Office, DFA, PSA, SSS, GSIS, Pag-IBIG, LTO, PhilHealth,
Comelec, PRC, IBP, MARINA, OSCA

If you are arepresentative

Latest Tax Declaration (1 Photocopy)

City Assessor’s Office

Transfer Certificate of Title (1 Photocopy)

Registry of Deeds

Secretary’s Certificate (1 Original) or Special Power of Attorney (1 Original)

Person/Company being Represented

Government Issued Identification Card of Corporate Secretary/ Signatory/Attorney-
in-Fact/Owner (1 Photocopy)

BIR, Post Office, DFA, PSA, SSS, GSIS, Pag-IBIG, LTO, PhilHealth,
Comelec, PRC, IBP, MARINA,OSCA

Government Issued Identification Card of the Representative
(1 Original and 1 Photocopy)

BIR, Post Office, DFA, PSA, SSS, GSIS, Pag-IBIG, LTO, PhilHealth,
Comelec, PRC, IBP, MARINA, OSCA

CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING PERSON RESPONSIBLE
TIME
1. Present/submit the requirement/s | 1. Receive the requirement/s and check for None 2 minutes Jess Frederick Berco
for initial assessment and completeness Cynthia Hernandez
verification Madel Fina Base
2. Pay the assessed/ required fee(s) | 2. Receive the payment and Issue O.R. P50.00 + P30.00 3 minutes Marietta Esguerra

(Documentary Stamp
Tax)

(if under normal
circumstances)

Evelyn Miranda
Gillianne Villafuerte
Charmaine Joy Saringayat
Pee Chee Fauni
Mary Ann Franco
Alvin Topacio
Gilbert de Jesus

3. Present O.R. and claim the | 3. Release the Certificate

Certification

Jess Frederick Berco
Cynthia Hernandez

None 5 minutes

z
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| | | Madel Fina Base
Fill-out the Client Satisfaction Rating Form
TOTAL | Php 80.00 | 10 minutes |

7. ISSUANCE OF COMMUNITY TAX CERTIFICATE

Community Tax Certificate is imposed on all the inhabitants of the city who are eighteen years old and above, as well as juridical persons doing business in
the city or whose office or establishment is located in the city. It shall accrue on the first (1%) day of January each year and shall be paid not later than the last day
of February of each year.

OFFICE OR DIVISION City Treasurer’s Office
CLASSIFICATION Simple
TYPE OF TRANSACTION G2C — Government to Citizen, G2B — Government to Business, G2G — Government to Government

WHO MAY AVAIL THE SERVICE Residents of City of Imus (must be eighteen years old and above)

Residents and non-residents engaged in business or occupation in the City of Imus
Real Property owner in City of Imus

Individuals who are required to file an income tax return

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
If you are the applicant
Latest community tax certificate (Original/Photocopy) or Provided by the client
Government Issued Identification Card of the Applicant (Original)or BIR, Post Office, DFA, PSA, SSS, GSIS, Pag-IBIG, LTO, PhilHealth, Comelec,

PRC, IBP, MARINA, OSCA

If you are arepresentative
Latest community tax certificate (Original/Photocopy) or Provided by the client

Government Issued Identification Card of the Applicant (Original/Photocopy) BIR, Post Office, DFA, PSA, SSS, GSIS, Pag-IBIG, LTO, PhilHealth, Comelec,
PRC, IBP, MARINA, OSCA

Special Power of Attorney (1 Original) Person being Represented

Government Issued Identification Card of the Representative BIR, Post Office, DFA, PSA, SSS, GSIS, Pag-IBIG, LTO, PhilHealth, Comelec,
(1 Original and 1 Photocopy) PRC, IBP, MARINA, OSCA

For BIR Filing

Latest community tax certificate (Original/Photocopy) or Provided by the client

Government Issued Identification Card of the Applicant (Original) BIR, Post Office, DFA, PSA, SSS, GSIS, Pag-IBIG, LTO, PhilHealth, Comelec,

PRC, IBP, MARINA, OSCA
Certificate of Compensation Payment — BIR Form 2316 (1 Original/Photocopy) | Client's Employer

(Y
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CLIENT STEPS

AGENCY ACTION

FEES TO BE PAID

PROCESSING TIME

PERSON RESPONSIBLE

1. Present/submit the requirement/s
to the assigned counter for initial
assessment and verification

1. Receive the requirement/s and check

for completeness

None

2 minutes
(if under normal
circumstances)

Lea llagan
Marietta Esguerra
Evelyn Miranda
Gillianne Villafuerte
Charmaine Joy Saringayat
Pee Chee Fauni
Mary Ann Franco
Alvin Topacio
Gilbert de Jesus

2. Pay the assessed/ required fee(s)

2. Receive the payment and Issue O.R.

For Individual:
P5.00 + (P1.00 for
every P1,000.00 of

income/property)

For Corporation:
P500.00 + (P2.00

3 minutes
(if under normal
circumstances)

Lea llagan
Marietta Esguerra
Evelyn Miranda
Gillianne Villafuerte
Charmaine Joy Saringayat
Pee Chee Fauni
Mary Ann Franco
Alvin Topacio

CITIZEN’S CHARTER

for every g
P5,00000 of Gilbert de Jesus
income/property)
Fill-out the Client Satisfaction Rating Form
TOTAL Based on 5 minutes
computation
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8. PAYMENT OF PROFESSIONAL TAX

Professional Tax is imposed on each person engaged in the exercise or practice of his profession requiring government examination. Payment is due on or

before the thirty-first (31%) of January each year.

OFFICE OR DIVISION City Treasurer's Office

CLASSIFICATION Simple

TYPE OF TRANSACTION

G2C — Government to Citizen, G2B — Government to Business, G2G — Government to Government

WHO MAY AVAIL THE SERVICE | Licensed Professionals

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Previous Professional Tax Official Receipt (Original/Photocopy) or
Professional Regulation Commission License (Original/Photocopy)

Provided by the client

Professional Regulation Commission

For Lawyers

Integrated Bar of the Philippines Identification Card/Roll Number | Integrated Bar of the Philippines
(Original/Photocopy)
For insurance agents
Insurance Company Identification Card/Certification Philippine Regulation Commission/Insurance Commission
Tax Identification Number Bureau of Internal Revenue
CLIENT STEPS AGENCY ACTION FEES TO BE PAID | PROCESSING TIME | PERSON RESPONSIBLE

1. Present/submit the
requirement/s to the assigned
counter for initial assessment
and verification

completeness

1. Receive the requirement/s and check for

Jess Frederick Berco
Cynthia Hernandez
Madel Fina Base

5 minutes
(if under normal
circumstances)

None

2. Pay the assessed/ required fee(s)

2. Receive the payment and Issue O.R.

Jess Frederick Berco
Cynthia Hernandez
Madel Fina Base

3 minutes
(if under normal
circumstances)

P300.00 + Penalty (if
applicable)

Fill-out the Client Satisfaction Rating Form

TOTAL

Based on 8 minutes

computation
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9. BUSINESS RETIREMENT ASSESSMENT AND ISSUANCE OF BUSINESS CLOSURE CERTIFICATE
A business subject to tax, upon closure/cessation of operation, shall inform LGU for the assessment of any tax due to be paid before its full termination.
Business Closure Certificate is issued to all business tax owners certifying that the business filed for business retirement.

OFFICE OR DIVISION City Treasurer's Office

CLASSIFICATION Simple

TYPE OF TRANSACTION

G2C — Government to Citizen, G2B — Government to Business, G2G — Government to Government

WHO MAY AVAIL THE SERVICE | All Business Owners

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

For Sole/Single Proprietorship

Completely Filled-out and Notarized Application Form

City Treasurers Office — Business Tax Division

Latest Original Business Permit (Original)

Provided by the client

Latest Official Receipt (1 Photocopy) or
Certificate of Last Payment — If the receipt is not available (Original)

Provided by the client
Business Permit and License Office

Latest Community Tax Certificate (Original/Photocopy)

Provided by the client

Audited Financial Statement/Income Tax Return (1 Photocopy)

Bureau of Internal Revenue

Certificate of Gross Sales — If ITR/FS is consolidated (1 Original)

Company/Business Accountant

For Partnership/Corporation

Completely Filled-out and Notarized Application Form

City Treasurers Office — Business Tax Division

Latest Original Business Permit (Original)

Provided by the client

Latest Official Receipt (1 Photocopy) or
Certificate of Last Payment — If the receipt is not available (Original)

Provided by the client
Business Permit and License Office

Latest Community Tax Certificate (Original/Photocopy)

Provided by the client

Audited Financial Statement/Income Tax Return (1 Photocopy)

Bureau of Internal Revenue

Certificate of Gross Sales — If ITR/FS is consolidated (1 Original)

Company/Business Accountant

Secretary’s Certificate (1 Original) or Board Resolution (1 Original) specifying the

Date of Closure and Authorized Representative

Person being Represented

Government Issued Identification Card of Corporate Secretary/ Signatory (1
Photocopy)

BIR, Post Office, DFA, PSA, SSS, GSIS, Pag-IBIG, LTO, PhilHealth,
Comelec, PRC, IBP, MARINA, OSCA

Government Issued Identification Card of the Representative (1 Photocopy)

BIR, Post Office, DFA, PSA, SSS, GSIS, Pag-IBIG, LTO, PhilHealth,
Comelec, PRC, IBP, MARINA, OSCA

CLIENT STEPS AGENCY ACTION

FEES TO BE PAID | PROCESSING TIME | PERSON RESPONSIBLE

1. Present/submit the requirement/s | 1.1 Receive the requirement/s and check for

for initial assessment and
verification

completeness

None 5 minutes Bryan Ordofiez

(if under normal Karl Erick Sapida
circumstances) Patrick George Mercene
Dennis Gaurino
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1.2 Issue Order of Payment None Elvie Candalla
Jean Mari Aveno

2. Pay the assessed/ required fee(s) | 2. Receive the payment and Issue O.R. Based on table below 3 minutes Lea llagan
+ penalty (if (if under normal Marietta Esguerra
applicable) + P50.00 circumstances) Evelyn Miranda
+ P30 (Documentary Gillianne Villafuerte
Stamp Tax) Charmaine Joy Saringayat

Mary Ann Franco
Alvin Topacio
Gilbert de Jesus

3.1 Present O.R. 3.1 Verify O.R. None 5 minutes Bryan Ordofiez
(if under normal Karl Erick Sapida
circumstances) Patrick George Mercene
3.2 Claim the Certification 3.2 Prepare and Release the Business Dennis Gaurino
Closure Certificate Elvie Candalla
Jean Mari Aveno
4. Submit 1 Photocopy of | 4. Receive the Certification None 2 minutes Administrative Assistant V
Certification Business Permit and

License Office

Fill-out the Client Satisfaction Rating Form
TOTAL Based on 15 minutes
computation
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(&) On manufacturers, assemblers, repackers, processors, brewers, distillers, rectifiers, and compounders of liquors, distilled spirits, and wines or manufacturers of any
article of commerce of whatever kind or nature. In accordance with the following schedule:

Amount of Gross Sales/Receipts for the Preceding Calendar Year Tax Per Annum

50,000.00 or more but less than 75,000.00 1,742.00

75,000.00 or more but less than 100,000.00 2,178.00

100,000.00 or more but less than 150,000.00 2,904.00

150,000.00 or more but less than 200,000.00 3,630.00

200,000.00 or more but less than 300,000.00 5,082.00

300,000.00 or more but less than 500,000.00 6,655.00

500,000.00 or more but less than 750,000.00 10,560.00

750,000.00 or more but less than 1,000,000.00 13,200.00

1,000,000.00 or more but less than 2,000,000.00 18,150.00

2,000,000.00 or more but less than 3,000,000.00 22,143.00

3,000,000.00 or more but less than 4,000,000.00 26,136.00

4,000,000.00 or more but less than 5,000,000.00 30,492.00

5,000,000.00 or more but less than 6,500,000.00 32,175.00

6,500,000.00 or more P32,175.00 plus 49.5% of 1% over P6.5million

The preceding rates shall apply only to the amount of domestic sales of manufacturers, assemblers, repackers, processors, brewers, distillers, rectifiers and
compounders of liquors, distilled spirits, and wines or manufacturers of any article of commerce of whatever kind or nature other than those enumerated under paragraph
(c) of this Section.

\{ ¥
4.-.-.§

TR ,

lMUS www.cityofimus.gov.ph



(b) On wholesalers, distributors, or dealers in any article of commerce of whatever kind or nature in accordance with the following schedules:

Gross Sales/Receipts for the Preceding Calendar Year Tax Per Annum
50,000.00 or more but less than 75,000.00 1,306.00
75,000.00 or more but less than 100,000.00 1,742.00
100,000.00 or more but less than 150,000.00 2,468.00
150,000.00 or more but less than 200,000.00 3,194.00
200,000.00 or more but less than 300,000.00 4,345.00
300,000.00 or more but less than 500,000.00 5,416.00
500,000.00 or more but less than 750,000.00 8,712.00
750,000.00 or more but less than 1,000,000.00 11,616.00
1,000,000.00 or more but less than 2,000,000.00 13,200.00
2,000,000.00 or more P13,200.00 plus 66%

of 1% over P2.0 million

The businesses enumerated in paragraph (a) above shall no longer be subject to the tax on wholesalers, distributors, or dealers herein provided for.

However, barangays shall have the exclusive power to levy taxes on stores whose gross sales or receipts of the preceding calendar year does not exceed Fifty
Thousand Pesos (P50,000.00) subject to existing laws and regulations.

(c) On exporters, and on manufacturers, millers, producers, wholesalers, distributors, dealers or retailers of essential commodities enumerated hereunder at a rate
not exceeding one-half (1/2) of the rates prescribed under subsections (a), (b), and (d) the Ordinance;
1. Rice and Corn;
2. Wheat or cassava flour, meat, dairy products, locally manufactured, processed or preserved food, sugar, salt and agricultural marine, and fresh water products,
whether in their original state or not;
Cooking oil and cooking gas;
Laundry soap, detergents, and medicine;
Agricultural implements, equipment and post-harvest facilities, fertilizers, pesticides, insecticides, herbicides and other farm inputs;
Poultry feeds and other animal feeds;
School supplies; and
Cement
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(d) On exporters of all articles of commerce of whatever kind or nature not mentioned under subsection (c), in accordance with the following schedule:

Gross Sales/Receipts For the Preceding Calendar Year Tax Per Annum
Less than 100,000.00 871.00
100,000.00 or more but less than 150,000.00 1,221.00
150,000.00 or more but less than 200,000.00 1,580.00
200,000.00 or more but less than 300,000.00 2,178.00
300,000.00 or more but less than 500,000.00 2,904.00
500,000.00 or more but less than 750,000.00 4,345.00
750,000.00 or more but less than 1,000,000.00 5,749.70
1,000,000.00 or more but less than 2,000,000.00 6,534.00
2,000,000.00 or more P6,534.00 plus 32.45% of 1% over P2.0 million
4.!.!.§
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(e) On contractors and other independent contractors in accordance with the following schedule:

Gross Sales/Receipts For the Preceding Calendar Year Tax Per Annum

50,000.00 or more but less than 75,000.00 1,161.00

75,000.00 or more but less than 100,000.00 1,742.00

100,000.00 or more but less than 150,000.00 2,613.00

150,000.00 or more but less than 200,000.00 3,484.00

200,000.00 or more but less than 250,000.00 4,791.00

250,000.00 or more but less than 300,000.00 6,098.00

300,000.00 or more but less than 400,000.00 8,131.00

400,000.00 or more but less than 500,000.00 10,890.00

500,000.00 or more but less than 750,000.00 12,210.00

750,000.00 or more but less than 1,000,000.00 13,530.00

1,000,000.00 or more but less than 2,000,000.00 15,180.00

2,000,000.00 or more P15,180.00 plus 66% of 1% over P2.0 million

Provided that in no case shall the tax on gross receipts of P2,000,000.00 or more be less than P15,1800.00

(f) On banks and other financial institutions, at the rate of seven five percent of one percent (75% of 1%) of the gross receipts of the preceding calendar year
derived from interest, commissions and discounts from lending activities, income from financial leasing, dividends, rentals on property, and profit from
exchange or sale of property, insurance premium. All other income and receipts not herein enumerated shall be excluded in the computation of the tax.
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(g) On operators of theaters and cinema houses, video-movie houses utilizing laser disc players, projectors and of similar apparatus, and other entertainment
sites on the internet and other show houses which are open to public for a fee:

Gross Sales/Receipts For the Preceding Calendar Year Tax Per Annum
50,000.00 or more but less than 75,000.00 1,560.00
75,000.00 or more but less than 100,000.00 2,335.00
100,000.00 or more but less than 150,000.00 3,269.00
150,000.00 or more but less than 200,000.00 4,295.00
200,000.00 or more but less than 250,000.00 5,493.00
250,000.00 or more but less than 300,000.00 7,296.00
300,000.00 or more but less than 400,000.00 9,837.00
400,000.00 or more but less than 500,000.00 10,175.00
500,000.00 or more but less than 750,000.00 11,275.00
750,000.00 or more but less than 1,000,000.00 12,650.00
1,000,000.00 or more but less than 2,000,000.00 13,915.00
2,000,000.00 or more P13,915.00 plus 66% of 1% over P2.0 million

(h) On lessors of real estate including apartments and boarding houses:

Gross Sales/Receipts For the Preceding Calendar Year Tax Per Annum

50,000.00 or more but less than 60,000.00 1,210.00

60,000.00 or more but less than 70,000.00 1,548.00

70,000.00 or more but less than 80,000.00 1,839.00

80,000.00 or more but less than 90,000.00 2,153.00

90,000.00 or more but less than 100,000.00 2,468.00

100,000.00 or more but less than 150,000.00 3,061.00

150,000.00 or more but less than 200,000.00 4,138.00

200,000.00 or more but less than 300,000.00 5,517.00

300,000.00 or more but less than 500,000.00 8,167.00

500,000.00 or more but less than 750,000.00 13,722.00

750,000.00 or more but less than 1,000,000.00 19,882.00

1,000,000.00 or more but less than 2,000,000.00 21,780.00

2,000,000.00 or more P21,780.00 plus 66% of 1% over P2.0 million
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(i) On the businesses hereunder enumerated:
1. Commission agents;
Lessors, dealers, brokers of real estate;
On travel agencies and travel agents;
On boarding houses, pension houses, motels, apartments, apartelles, and condominiums;
Subdivision owners/developers, Private Cemeteries and Memorial Parks owners/developers;
Privately-owned markets;
Hospitals, medical clinics, dental clinics, therapeutic clinics, medical laboratories, dental laboratories;
Operators of Cable Network System;
. General consultancy services;
10. Warehouses;
11. On line businesses that offers services;
12. All other similar activities consisting essentially of the sales of services for a fee

©CoONOOA~WN

Gross Sales/Receipts For the Preceding Calendar Year Tax Per Annum

50,000.00 or more but less than 75,000.00 1.161.00

75,000.00 or more but less than 100,000.00 1,742.00

100,000.00 or more but less than 150,000.00 2,613.00

150,000.00 or more but less than 200,000.00 3,484.00

200,000.00 or more but less than 250,000.00 4,791.00

250,000.00 or more but less than 300,000.00 6,098.00

300,000.00 or more but less than 400,000.00 8,131.00

400,000.00 or more but less than 500,000.00 10,890.00

500,000.00 or more but less than 750,000.00 12,210.00

750,000.00 or more but less than 1,000,000.00 13,530.00

1,000,000.00 or more but less than 2,000,000.00 15,180.00

2,000,000.00 or more P15,180.00 plus 66% of 1% over P2.0 million

Provided, that in no case shall the tax on gross sales of P2,000,000.00 or more be less than P15,180.
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()) On retailers with gross sales or receipts for the preceding year in the amount of:

Gross Sales/Receipts For the Preceding Calendar Year Tax Per Annum
50,000.00 or more but less than 75,000.00 1,306.00
75,000.00 or more but less than 100,000.00 1,742.00
100,000.00 or more but less than 150,000.00 2,468.00
150,000.00 or more but less than 200,000.00 3,194.00
200,000.00 or more but less than 300,000.00 4,345.00
300,000.00 or more but less than 500,000.00 5,416.00
500,000.00 or more but less than 750,000.00 8,712.00
750,000.00 or more but less than 1,000,000.00 11,616.00
1,000,000.00 or more but less than 100,000,000.00 P11,616.00 plus 66% of 1% over P1.0 million but less than P100 million
100,000,000.00 or more but less than 500,000,000.00 P665,016.00 plus 1.10% over P100 million but less than P500 million
500,000,000.00 or more P5,065,016.00 plus 82.5% of 1% over P500 million

(k) On retailers classified as sari-sari store with gross sales or receipts for the preceding year in the amount of:

Gross Sales/Receipts For the Preceding Calendar Year Tax Per Annum

50,000.00 or more but less than 75,000.00 1,188.00

75,000.00 or more but less than 100,000.00 1,584.00

100,000.00 or more but less than 150,000.00 2,244.00

150,000.00 or more but less than 200,000.00 2,904.00

200,000.00 or more but less than 300,000.00 3,950.00

300,000.00 or more but less than 500,000.00 4,924.00

500,000.00 or more but less than 750,000.00 7,920.00

750,000.00 or more but less than 1,000,000.00 10,560.00

1,000,000.00 or more but less than 2,000,000.00 P10,560.00 plus 60% of 1% over P1.0 million
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() On Authorized Franchise Car Dealers engaged in business of selling brand new vehicles and genuine parts pursuant to a valid and existing Franchise Agreement
with legitimate manufacturers and distributors shall be taxed at the rate of 50% of 1% of gross receipts up to P 2,000,000.00 and 45% of 1% of gross receipts in
excess of P 2,000,000.00.

(m) On restaurants and other eating establishments such as, but not limited to cafes, cafeterias, ice cream or refreshment parlors, carinderias, soda fountains, food
caterers, fast food centers and snack counters shall be taxed at the rate of 1.75% of the gross receipts of the preceding calendar year.

(n) On operators engaged in amusement devices and computer shop shall be taxed at the rate of Two Hundred Pesos (P200.00) per amusement device.
(o) On peddlers engaged in the sale of any merchandise or article of commerce, at the rate of Sixty Six Pesos (P66.00) per peddler annually.

Delivery trucks, vans or vehicles used by manufacturers, producers, wholesalers, dealers or retailers enumerated under Section 141 of R.A. 7160 shall be exempt:
from the peddlers’ tax herein imposed.

The tax herein imposed shall be payable within the first twenty (20) days of January. An individual who will start to peddle merchandise or articles of commerce
after January 20 shall pay the full amount of the tax before engaging in such activity.

(p) On any business, not otherwise specified in the preceding paragraphs, which the Sanggunian concerned may deem proper to tax: Provided, That on any business
subject to the excise, value-added or percentage tax under the National Internal Revenue Code, as amended, the rate of tax shall not exceed two percent (2%)
of gross sales or receipts of the preceding calendar year.

\{ ¥
4.-.-.§

CITIZEN’S CHARTER |I I

CITY OF

lMUS www.cityofimus.gov.ph




10. PAYMENT OF CONTRACTORS TAX
Contractors Tax is a business tax imposed on contractors and other independent contractors such as, but not limited to, general engineering, general
building, and specialty contractors.

OFFICE OR DIVISION City Treasurer's Office
CLASSIFICATION Simple
TYPE OF TRANSACTION G2C — Government to Citizen, G2B — Government to Business, G2G — Government to Government
WHO MAY AVAIL THE SERVICE | All Business Owners

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Application for Building Permit (1 Photocopy) Office of the Building Official
Duly Signed Transmittal (1 Original/1 Photocopy) Office of the Building Official

Duly Certified Bill of Materials with PRC & PTR License of the Architect or | Provided by client
Engineer (1 Photocopy)

CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING TIME | PERSON RESPONSIBLE
1. Present/submit the requirement/s | 1.1 Receive the requirement/s and None 4 minutes Bryan Ordofiez
for initial assessment and | check for completeness (if under normal Karl Erick Sapida
verification circumstances) Patrick George Mercene
1.2 Issue Statement of Account None Dennis Gaurino
Elvie Candalla
2. Pay the assessed/required fee(s) | 2. Receive the payment and Issue O.R. | Based on the table below 3 minutes Lea llagan
(if under normal Marietta Esguerra
circumstances) Evelyn Miranda

Gillianne Villafuerte
Charmaine Joy Saringayat

3. Submit 1 Photocopy of Official | 3. Receive the Photocopy of Official None 1 minute Bryan Ordofiez

Receipt Receipt Karl Erick Sapida

Patrick George Mercene
Dennis Gaurino
Elvie Candalla

Fill-out the Client Satisfaction Rating Form
TOTAL | Based on computation | 8 minutes |
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Gross Sales/Receipts For the Preceding Tax Per Annum
Calendar Year

Less than 5,000.00 32.75
5,000.00 or more but less than 10,000.00 73.65
10,000.00 or more but less than 15,000.00 125.45
15,000.00 or more but less than 20,000.00 198.00
20,000.00 or more but less than 30,000.00 330.00
30,000.00 or more but less than 40,000.00 462.00
40,000.00 or more but less than 50,000.00 660.00
50,000.00 or more but less than 75,000.00 1,056.00
75,000.00 or more but less than 100,000.00 1,584.00
100,000.00 or more but less than 150,000.00 2,376.00
150,000.00 or more but less than 200,000.00 3,168.00
200,000.00 or more but less than 250,000.00 4,356.00
250,000.00 or more but less than 300,000.00 5,544.00
300,000.00 or more but less than 400,000.00 7,392.00
400,000.00 or more but less than 500,000.00 9,900.00
500,000.00 or more but less than 750,000.00 11,100.00
750,000.00 or more but less than 1,000,000.00 12,300.00
1,000,000.00 or more but less than 13,800.00
2,000,000.00

At a rate not

exceeding fifty
2,000,000.00 or more percent (55%) of

one percent (1%)
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11. PAYMENT OF VARIOUS LOCAL TAXES, FEES, AND REGULATORY CHARGES
Payment of various local taxes, fees, and regulatory charges payable to City Government of Imus.

OFFICE OR DIVISION City Treasurer’s Office
CLASSIFICATION Simple
TYPE OF TRANSACTION G2C — Government to Citizen, G2B — Government to Business, G2G — Government to Government
WHO MAY AVAIL THE SERVICE | All
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Order of Payment or Statement of Account or Assessment of Taxes and Fees Respective Imus City Department/Offices
Government Issued Identification Card BIR, Post Office, DFA, PSA, SSS, GSIS, Pag-IBIG, LTO, PhilHealth,
Comelec, PRC, IBP, MARINA
CLIENT STEPS AGENCY ACTION FEES TO BE PAID | PROCESSING TIME | PERSON RESPONSIBLE
1. Present/submit the requirement/s | 1. Receive the requirement/s and check for None 2 minutes Lea llagan
to the assigned counter for initial | completeness (if under normal Marietta Esguerra
assessment and verification circumstances) Evelyn Miranda
Gillianne Villafuerte
Charmaine Joy Saringayat
Pee Chee Fauni
Mary Ann Franco
Alvin Topacio
Gilbert de Jesus
2. Pay the assessed/required fee(s) | 2. Receive the payment and Issue O.R. Based on the table 3 minutes Lea llagan
below (if under normal Marietta Esguerra
circumstances) Evelyn Miranda
Gillianne Villafuerte
Charmaine Joy Saringayat
Pee Chee Fauni
Mary Ann Franco
Alvin Topacio
Gilbert de Jesus
Fill-out the Client Satisfaction Rating Form
TOTAL Based on 5 minutes
computation
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NATURE OF TAX/ FEE

AMOUNT CHARGED

NATURE OF TAX/ FEE

AMOUNT CHARGED

Amusement Tax

as assessed by BPLO

Local Franchise Tax

50% of 1% of Gross Sales

Anti-Rabies Fee

Php 100.00

Mayor's Clearance

Php 50.00

Business Tax

as assessed by BPLO and City
Treasurer

No-Plastic Ordinance Fee

as assessed by CENRO

Building Fee

as assessed by City Building
Office

Other City Fees

as assessed by offices concerned

Burial Fee

as assessed by BPLO

Pedicycle Registration

as assessed by Tricycle
Regulatory Unit

as assessed by Permits and

Business Delinquency Fee Licensing Office and City Permit to Construct Php 250.00
Treasurer

Business Retirement Tax as assessed by the City Personnel Certification Php 50.00
Treasurer

Cemetery Fee as assessed by BPLO Special Permit Fee Php 785.00

Civil Registrar Fee

as assessed hy City Civil
Registrar

Traffic Violation Fee

as assessed by CTMO / Violation
Ticket

Engineering and Electrical Fees

as assessed by City Engineer’s
Office

Tricycle Registration

as assessed by Tricycle
Regulatory Unit

Facilities Fee

as assessed by City
Administrator’s Office

Working Permit Fee

as assessed by PESO

as assessed by Tricycle

as assessed by City Planning &

Franchise Renewal Regulatory Unit Zoning Fee Development Office
Php 100.00 + Php 30.00 Refer to Order of
Health Fee Documentary Stamp Tax Others Payment/Statement of Account
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12. CHECK RELEASE OF FINANCIAL ASSISTANCE, CITY UTILITY EXPENDITURES, EMPLOYEE BENEFITS, AND OTHER CLAIMS
Release of checks for financial assistance, utility expenditures, employee benefits, and other claims.

OFFICE OR DIVISION City Treasurer’s Office
CLASSIFICATION Simple
TYPE OF TRANSACTION G2C — Government to Citizen, G2B — Government to Business, G2G — Government to Government
WHO MAY AVAIL THE SERVICE | All
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Official Receipt — If the claim is financial assistance/scholarship/contractors/service | Provided by client
providers/creditors (Original)
Authorization Letter or Special Power of Attorney or Secretary Certificate or Board | Person being Represented
Resolution specifying the Authorized Representative (1 Original)
Government Issued Identification Card of Corporate Secretary/ Signatory/Attorney- | BIR, Post Office, DFA, PSA, SSS, GSIS, Pag-IBIG, LTO, PhilHealth,
in-Fact/Creditor (1 Photocopy) Comelec, PRC, IBP, MARINA, OSCA
Government Issued Identification Card of the Representative BIR, Post Office, DFA, PSA, SSS, GSIS, Pag-IBIG, LTO, PhilHealth,
(1 Original and 1 Photocopy) Comelec, PRC, IBP, MARINA, OSCA
CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING PERSON RESPONSIBLE
TIME

1. Present/submit the 1. Receive the requirement/s and check for None 2 minutes Luisa Tan

requirement/s for initial completeness (if under normal Val Abad

assessment and verification circumstances) Pee Chee Fauni

Kenneth Figueroa
0.0. Receive the check 4 minutes Luisa Tan
2. Release the check None (if under normal Val Abad

0.1. Sign the disbursement and circumstances) Pee Chee Fauni

check voucher/s Kenneth Figueroa

Fill-out the Client Satisfaction Rating Form
TOTAL | None | 6 minutes |
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13. RELEASE OF SENIOR CITIZEN SUBSIDY
All registered senior citizens of the City of Imus are entitled to receive senior citizen subsidy semi-annually.

OFFICE OR DIVISION City Treasurer’s Office

CLASSIFICATION Simple

TYPE OF TRANSACTION G2C — Government to Citizen

WHO MAY AVAIL THE SERVICE | All Senior Citizens of the City of Imus

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

If you are the recipient

Government Issued Identification Card (1 Original/1 Photocopy) BIR, Post Office, DFA, PSA, SSS, GSIS, Pag-IBIG, LTO, PhilHealth,
Comelec, PRC, IBP, MARINA, OSCA

If you are a representative

OSCA Authorization Letter (1 Original) Senior Citizen President of the Barangay

Government Issued Identification Card of the recipient (1 Photocopy) BIR, Post Office, DFA, PSA, SSS, GSIS, Pag-IBIG, LTO, PhilHealth,
Comelec, PRC, IBP, MARINA, OSCA

Government Issued Identification Card of the Representative BIR, Post Office, DFA, PSA, SSS, GSIS, Pag-IBIG, LTO, PhilHealth,

(1 Original and 1 Photocopy) Comelec, PRC, IBP, MARINA, OSCA

CLIENT STEPS AGENCY ACTION FEES TO BE PAID | PROCESSING TIME | PERSON RESPONSIBLE

1. Present/submit the requirement/s | 1. Receive the requirement/s and check for None 5 minutes Gencil Ramos

for initial assessment and | completeness (if under normal

verification circumstances)

2. Receive the pay envelope 2. Release the pay envelope None 2 minutes Luisa Tan

Annaliza Racasa

Fill-out the Client Satisfaction Rating Form
TOTAL | None | 7 minutes |

\{ ¥
4.-.-.§

CITIZEN’S CHARTER L

CITY OF

lMUS www.cityofimus.gov.ph




14. DISBURSEMENT AND ISSUANCE OF CHECKS
Preparation and check issuance for all creditors of City Government of Imus and recipients of financial assistance/honorarium/allowances etc.

OFFICE OR DIVISION City Treasurer’s Office
CLASSIFICATION Complex
TYPE OF TRANSACTION G2C - Government to Citizen, G2B — Government to Business, G2G — Government to Government
WHO MAY AVAIL THE SERVICE | All creditors of City Government of Imus and recipients of financial assistance/honorarium/allowances etc.
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Approved Disbursement Voucher and all supporting documents in Accounting | From requesting department/agency
Checklist
Additional Requirements:
Financial Assistance
Official Receipt provided by client
Employee Benefit
Photocopy of Identification Card BIR, Post Office, DFA, PSA, SSS, GSIS, Pag-IBIG, LTO, PhilHealth,
Comelec, PRC, IBP, MARINA, OSCA
Supplier
Authorization Letter or Special Power of Attorney Person being Represented
Government Issued Identification Card of the owner BIR, Post Office, DFA, PSA, SSS, GSIS, Pag-IBIG, LTO, PhilHealth,
(1 Original and 1 Photocopy) Comelec, PRC, IBP, MARINA, OSCA
Government Issued Identification Card of the Representative BIR, Post Office, DFA, PSA, SSS, GSIS, Pag-IBIG, LTO, PhilHealth,
(1 Original and 1 Photocopy) Comelec, PRC, IBP, MARINA, OSCA
Official Receipt (Suppliers Tax) City Treasurer’s Office
CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING PERSON RESPONSIBLE
TIME
1. Submit approved Disbursement | 1.1Receive the requirement/s and check for None 5 minutes Ruby Protacio
Voucher and supporting documents | completeness
1.2 Encode details of the disbursement None 2 minutes
voucher in Voucher Monitoring File
1.3 Route for City Treasurer’s Approval None 4 hours
1.4 Prepare Check None 1 hour
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1.5 Encode Check Details in Check
Monitoring File None
1.6 Prepare Accountant’s Advice None 10 minutes
1.7 Accountant’s Advice (Accounting) None
1.8 Encode SRE
None 4 hours
1.9 Route Check for Signature
None 1 day
2.1 Submit additional requirement | 2.1 Check and verify additional requirements None
2.2 Receive check 2.2 Issue Check
TOTAL None 2 days
NOTE: This is on a normal circumstance.
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1. ISSUANCE OF ACCOUNTABLE FORMS
Issuance of Accountable forms to all bonded collectors and barangay captains/treasurers of the City Government of Imus.

OFFICE OR DIVISION City Treasurer’s Office
CLASSIFICATION Simple
TYPE OF TRANSACTION G2G — Government to Government
WHO MAY AVAIL THE SERVICE | All bonded collectors and barangay captains/treasurers of the City Government of Imus
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
For Barangay Captains/Treasurers
Bond Confirmation (1 Photocopy) Bureau of Treasury
Oath (1 Photocopy) Department of the Interior and Local Government
Certificate of Appointment (1 Photocopy) Barangay Captain
Official Receipt (Proof of Purchase of Accountable Form 51) City Treasurers Office
CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING PERSON RESPONSIBLE
TIME
1. Pay for Official Receipt 1. Receive the payment and Issue O.R. P300.00 / booklet 3 minutes Cristina Calvelo
(if under normal
circumstances)
2. Present/submit the requirement/s | 2.1 Receive the requirement/s and check for None 5 minutes Cristina Calvelo
for initial assessment and | completeness (if under normal
verification circumstances)
2.2 Prepare Requisition and Issue Voucher None
2.3 Prepare Acknowledgement Receipt None
3. Receive the Accountable Forms | 3. Issue Accountable Forms None 2 minutes Cristina Calvelo
Fill-out the Client Satisfaction Rating Form
TOTAL | Php 300.00/booklet | 10 minutes |
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1. ISSUANCE OF NEW BUSINESS/MAYOR’S PERMIT (ON-SITE AND KIOSK)
All enterprises are required to secure a Business License and Mayor's Permit, and pay business taxes before the start of commercial operations.

OFFICE OR DIVISION Business Permits and Licensing Office
CLASSIFICATION Simple
TYPE OF TRANSACTION G2B — Government to Business
WHO MAY AVAIL THE SERVICE | All proprietors with new business in the City of Imus
CHECKLIST OF REQUIREMENTS WHERE TO SECURE

FOR ONSITE: Please fill-out the Business Permit Application Business One-Stop Shop (BOSS), https://cityofimus.gov.ph
Form/Unified Form (provided by BPLO) and submit together
with the following requirements to the Counter/Window:

FOR KIOSK: Please fill-out the Business Permit Application Business One-Stop Shop (BOSS) KIOSK
Form/Unified Form using the KIOSK and submit the following
requirements to the Counter/Window:

Proof of Registration

-DTI, if Sole Proprietorship Business One-Stop Shop (BOSS), https://bnrs.dti.gov.ph/registration, Imus Satellite Office
2 Copies - 1 Original, 1 Photocopy or — The District Mall, City of Imus, Any DTI Office

-SEC Registration, if Partnership or Corporation https://crs.sec.gov.ph/; Secretariat Building, PICC Complex

2 Copies COMPLETE SET - 1 Original, 1 Photocopy or Roxas Boulevard, Metro Manila Philippines

-CDA, if Cooperative https://www.cda.gov.ph/resources/downloads/pro-forma-registration-documents; 827

2 Copies - 1 Original, 1 Photocopy Aurora Blvd., Immaculate Conception, Quezon City. For registration of primary

cooperatives, this power has been delegated to the Regional or Extension Offices
- Housing and Land Use Regulatory Board (HLURB) Registration /
Department of Human Settlement and Urban Development https://dhsud.gov.ph/services/homeowners-association/;

(DHSUD) Registration (for Homeowner’s Association) DHSUD Building, Kalayaan Avenue, corner Mayaman Street, Diliman, Quezon City, 1101
Proof of right of applicant to use location as business address | From the owner of the business place

-Certified True Copy of Original Certificate Title (OCT)/ Certified
True Copy of Transfer Certificate of Title (TCT) -1 Original
-Notarized Deed of Sale (if owned)- Original and 1 Photocopy-
complete set

-Notarized Contract to Sell (if under amortization) -Original and 1
Photocopy-complete set

-Notarized Contract of Lease and Lessor’s Business Permit (if
renting)- Original and 1 Photocopy-complete set
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-Notarized Memorandum of Agreement/ Notarized written consent
of property owner (if not owned, not renting) -Original and 1
Photocopy-complete set

- Death Certificate, Extrajudicial Settlement/Last Will and
Testament/Affidavit of Self-Adjudication, Affidavit of Heirship and
Written Consent for one of the heirs to use the property for
business (if the title owner is deceased)- Original and 1
Photocopy-complete set

-Notarized Consent of other title owner (if the business owner is
one of the title owner)-Original

-Secretary’s Certificate (if title is single owned-for Corporation)-
Original,

-Certificate of Award Notice from NHA (if without title but with
Tax Declaration) Original and 1 Photocopy

-Affidavit of Sworn Declaration of all real properties for rent with
tenants listed therein- Original (if lessor)

Location plan or sketch of the location with picture of From the owner of the business
establishment (front, right, left side view including the road, and
interior view)-1 Copy-complete set

Certificate of Occupancy, if applicable -Original and 1 From the owner of the business/City Building Official Office
Photocopy

OTHER REQUIREMENTS THAT MAY BE NEEDED:

Market Clearance - for business located in public market- From the Economic Enterprise Management Office (EEMO) located at Imus Public Market
Original and 1Photocopy

Franchise Agreement and Consent From the Franchisor of the business

for franchisee-Original and 1 Photocopy

Clearance From City Veterinary Office

for meat retailer, poultry and pet supplies retailer - Original

Annual Report to DHSUD (received/stamped) From DHSUD

for Homeowners’ Association - Original and 1 Photocopy

Written Authorization Letter/ SPA/ Secretary’s From the owner of the business

Certificate/Partnership Certificate with 1.D.s from owner and
authorized representative-(if Representative)1l Photocopy

Letter of No Objection — Original From Office of the City Mayor
Approval from the City Mayor — Original From Office of the City Mayor
4.!.!.§
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Barangay Clearance/Endorsement for business (if not yet From Barangay Hall where the business is located
integrated) -Original and 2 Photocopies
Barangay Resolution -1 Photocopy From Barangay Hall where the business is located

Homeowner’s Association Resolution (HOA) endorsing the From Homeowner’s Association of the Subdivision where the business is located
project or business, if the location of the business is within a
Residential Subdivision -Original and 1 Photocopy

-Tax declaration and Updated Tax Receipt - Original and 1 From the Land Tax Office - Official Receipt of Real Property Tax-Amilyar
Photocopy

Other documents that may be necessary (depending on the
nature of business)

Certificate of Attendance on Solid Waste Management From City Environment and Natural Resources Office (CENRO)
Seminar (must attend seminar conducted by CENRO)
Certificate of Non-Coverage (CNC) DENR-EMB From DENR-EMB (www.emb.gov.ph)

(www.emb.gov.ph) - for WATER STATION, JUNKSHOPS,
MEDICAL & DENTAL CLINIC, LABORATORIES, LAUNDRY,
CARWASH - 1 Photocopy

Environmental Compliance Certificate (ECC) DENR-EMB From DENR-EMB (www.emb.gov.ph)
(www.emb.gov.ph) - for INDUSTRY, HOSPITAL, GASOLINE
STATION, FUNERAL HOMES, MALL, SUPERMARKET,
MANUFACTURER, FACTORY, POULTRY, PIGGERY, OTHER
BUSINESS POSES POTENTIAL RISK/IMPACT TO
ENVIRONMENT - 1 Photocopy

Contract/MOA with Private Hauler - private hauler must have From Private Hauler
MOA with Sanitary Landfill and Certificate of Disposal for
MALL, FASTFOOD CHAIN, RESTAURANT, SUPERMARKET,
LARGE SCALE INDUSTRY, FACTORY (MANUFACTURING),
WAREHOUSE, ET.AL- 2 Photocopies

Contract/MOA with Private Infectious/Hazardous Waste Hauler | From DENR accredited Hauler
(Certificate of Safe Disposal) for MEDICAL
INFECTIOUS/TOXIC WASTE-2 Photocopies
Discharge Permit (Water Pollution) -FOR RESTAURANTS, From DENR-EMB (www.emb.gov.ph)
SHOPPING MALLS, COMMERCIAL LABORATORIES,
HOSPITAL, MARKETS, COMMERCIAL CONDOMINIUMS,
HOTELS, GASOLINE STATIONS, FUNERAL PARLOR, &
OTHER ESTABLISHMENTS THAT USE WATER & DISCHARGE
IT EVENTUALLY - 1 Photocopy

W )Y
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Hazardous Waste Generators ID & Contract/MOA with Private
Infectious/Hazardous Waste Hauler (Certificate of Safe
Disposal)-FOR RESTAURANTS, SHOPPING MALLS,
COMMERCIAL LABORATORIES, HOSPITAL, MARKETS,
COMMERCIAL CONDOMINIUMS, HOTELS, GASOLINE
STATIONS, FUNERAL PARLOR, & OTHER ESTABLISHMENTS
THAT USE CHEMICAL DISCHARGE/HAZARDOUS
SUBSTANCES - 1 Photocopy

From Private Infectious/Hazardous Waste Hauler

Permit to Operate (Air Pollution) - FOR
MANUFACTURING/INDUSTRY with furnaces, boilers,
generators, or any operation producing dust or particulate
matter - 1 Photocopy

From DENR-EMB (www.emb.gov.ph)

Picture of Grease Trap FOR RESTAURANT, EATERY,
CARINDERIA - 1 Photocopy

From the owner of the business

Water Permit from National Water Resources Board
(nwrb.gov.ph) if source of water is from deep well -FOR
WATER REFILLING STATION, CARWASH, LAUNDRY) - 1
Photocopy

From National Water Resources Board (NWRB) (nwrb.gov.ph)

Latest Result of Microbiological Examination FOR FOOD
ESTABLISHMENT & WATER STATION - Original

From Water Testing Laboratory

Latest Result of Physico-Chemical Analysis Examination
for food establishment & water station — Original

From Water Testing Laboratory

Health Certificate of Staff
for food establishment, water station, salon, and spa — Original

From City Health Office

Urinalysis (1 month validity) — Original

From Department of Health (DOH)Accredited Laboratory

Fecalysis (1 month validity) — Original

From Department of Health (DOH)Accredited Laboratory

Chest X-Ray (6 months validity) — Original

From Department of Health (DOH)Accredited Laboratory

Drug Test (1 year validity) — Original

From Department of Health (DOH)Accredited Laboratory

Pest/Vermin Control
for food establishment, fast-food chain, supermarket — Original

From any legitimate Pest Control establishments

CLIENT STEPS AGENCY ACTION

FEES TO BE PAID PROCESSING TIME

PERSON RESPONSIBLE

1. Submit the 1. Assess the requirements
requirements and issue the Business Tax
Order of Payment
(Assessment Form)

complete

None 20 minutes

Mary Grace Basa;
Regina Camaclang;
Ruby Concepcion;
Rolando Dela Cruz;
Ma. Elinor Laureles;
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Roehl Mafiago, Jr.;
Dianne Lois Marcial;
Ruby Ordofiez;
Glenn Elmer Ramirez

2. Pay the required fee(s) 2. Receive the payment. |e Mayor's Permit Fee 10 minutes City Treasurer’s Office
Pass the Business Tax Order | «  Zoning Fee - Based on Type of assigned personnel
of Payment (Assessment Establishment
Form), O.R., CTC, to BFP | Building Inspection Fee - Based
personnel for Fire Inspection on Type of Structure
Fee payment, then tol, Garbage Fee -Based on Type of
Sanitary Inspector for Establishment
Sanitary Permit Environmental Protection Fee-Based

on Type of Establishment
Sanitary Inspection Fee - Based on
Type of Establishment
Fire Safety Inspection Fee - 15 % of
total assessment excluding business
tax
e Business Plate - Php 200.00 per
Business Plate

3. Claim the Business Tax Order of | 3. Issue the Business Tax None 30 minutes Norman Angeles;

Payment (Assessment Form) with | Order of Payment Luisito Dominguez;

Official Receipts, CTC, Business | (Assessment Form) with Felizardo San Jose, Jr.;

Plate, Mayor's Permit Certificate, | Official  Receipts, CTC, Melani Unawa;

and Sanitary Permit Business Plate, Mayor’s Richard Villanueva;
Permit Certificate, and Zecel Secretario
Sanitary Permit

Fill-out the Client Satisfaction Rating Form
TOTAL | Based on computation 1 hour
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Mayor’s Permit Fee
(a.) On business whose business tax rates are determined based on their gross sales and/or receipts based on section 7 paragraphs a, b, ¢, d, e, g, h, i, j, kand |
of City Ordinance No. 04-133 S. 2019:

Asset Size Amount Asset Size Amount
P 10,000.00 and below 150.00 Over P 850,000.00 to P 1,000,000.00 1,250.00
Over P 10,000.00 to P 30,000.00 225.00 Over P 1,000,000.00 to P 3,000,000.00 5,000.00
Over P 30,000.00 to P 50,000.00 300.00 Over P 3,000,000.00 to P 5,000,000.00 7,500.00
Over P 50,000.00 to P 75,000.00 375.00 Over P 5,000,000.00 to P 7,500,000.00 10,000.00
Over P 75,000.00 to P 100,000.00 450.00 Over P 7,500,000.00 to P 10,000,000.00 15,000.00
Over P 100,000.00 to P 200,000.00 525.00 Over P 10,000,000.00 to P 15,000,000.00 25,000.00
Over P 200,000.00 to P 350,000.00 600.00 Over P 15,000,000.00 to P 25,000,000.00 40,000.00
Over P 350,000.00 to P 500,000.00 700.00 Over P 25,000,000.00 to P 30,000,000.00 50,000.00
Over P 500,000.00 to P 750,000.00 800.00 Over P 30,000,000.00 60,000.00
Over P 750,000.00 to P 850,000.00 1,000.00
(b). On Banks
Rural Banks (Main or Branch) P 5,000.00
Thrift Banks (Main or Branch) 5,000.00

Savings, Commercial, Industrial and Development
Banks (Branch) 10,000.00
Universal Banks (Branch) 20,000.00
On Main Offices, one half (1/2) of the Permit Fee enumerated.

(c.) On Other Financial Institutions per establishment

Lending P 3,000.00

Pawnshop 3,000.00

Money Shops 3,000.00

Insurance 5,000.00

Pension Plan 5,000.00
4.!.!.§

CITIZEN’S CHARTER || I

CITY OF

lMUS www.cityofimus.gov.ph




2. ISSUANCE OF NEW BUSINESS/MAYOR’S PERMIT (ONLINE)
All enterprises are required to secure a Business License and Mayor's Permit, and pay business taxes before the start of commercial operations.

OFFICE OR DIVISION Business Permits and Licensing Office
CLASSIFICATION Simple
TYPE OF TRANSACTION G2B — Government to Business
WHO MAY AVAIL THE SERVICE | All proprietors with new business in the City of Imus
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Proof of Registration
-DTI, if Sole Proprietorship Business One-Stop Shop (BOSS), https://bnrs.dti.gov.ph/registration, Imus Satellite Office
2 Copies - 1 Original, 1 Photocopy or — The District Mall, City of Imus, Any DTI Office
-SEC Registration, if Partnership or Corporation https://crs.sec.gov.ph/; Secretariat Building, PICC Complex
2 Copies COMPLETE SET - 1 Original, 1 Photocopy or Roxas Boulevard, Metro Manila Philippines
-CDA, if Cooperative https://www.cda.gov.ph/resources/downloads/pro-forma-registration-documents; 827
2 Copies - 1 Original, 1 Photocopy Aurora Blvd., Immaculate Conception, Quezon City. For registration of primary

cooperatives, this power has been delegated to the Regional or Extension Offices
- Housing and Land Use Regulatory Board (HLURB) Registration /
Department of Human Settlement and Urban Development https://dhsud.gov.ph/services/homeowners-association/;

(DHSUD) Registration (for Homeowner’s Association) DHSUD Building, Kalayaan Avenue, corner Mayaman Street, Diliman, Quezon City, 1101
Proof of right of applicant to use location as business address | From the owner of the business place

-Certified True Copy of Original Certificate Title (OCT)/ Certified
True Copy of Transfer Certificate of Title (TCT) -1 Original
-Notarized Deed of Sale (if owned)- Original and 1 Photocopy-
complete set

-Notarized Contract to Sell (if under amortization) -Original and 1
Photocopy-complete set

-Notarized Contract of Lease and Lessor’s Business Permit (if
renting)- Original and 1 Photocopy-complete set

-Notarized Memorandum of Agreement/ Notarized written consent
of property owner (if not owned, not renting) -Original and 1
Photocopy-complete set

- Death Certificate, Extrajudicial Settlement/Last Will and
Testament/Affidavit of Self-Adjudication, Affidavit of Heirship and
Written Consent for one of the heirs to use the property for
business (if the title owner is deceased)- Original and 1
Photocopy-complete set
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-Notarized Consent of other title owner (if the business owner is
one of the title owner)-Original

-Secretary’s Certificate (if title is single owned-for Corporation)-
Original,

-Certificate of Award Notice from NHA (if without title but with
Tax Declaration) Original and 1 Photocopy

-Affidavit of Sworn Declaration of all real properties for rent with
tenants listed therein- Original (if lessor)

Location plan or sketch of the location with picture of
establishment (front, right, left side view including the road, and
interior view)-1 Copy-complete set

From the owner of the business

Certificate of Occupancy, if applicable -Original and 1
Photocopy

From the owner of the business/City Building Official Office

OTHER REQUIREMENTS THAT MAY BE NEEDED:

Market Clearance - for business located in public market-
Original and 1Photocopy

From the Economic Enterprise Management Office (EEMO) located at Imus Public Market

Franchise Agreement and Consent
for franchisee-Original and 1 Photocopy

From the Franchisor of the business

Clearance

for meat retailer, poultry and pet supplies retailer - Original

From City Veterinary Office

Annual Report to DHSUD (received/stamped)
for Homeowners’ Association - Original and 1 Photocopy

From DHSUD

Written Authorization Letter/ SPA/ Secretary’s
Certificate/Partnership Certificate with 1.D.s from owner and
authorized representative-(if Representative)1l Photocopy

From the owner of the business

Letter of No Objection — Original

From Office of the City Mayor

Approval from the City Mayor — Original

From Office of the City Mayor

Barangay Clearance/Endorsement for business (if not yet
integrated) -Original and 2 Photocopies

From Barangay Hall where the business is located

Barangay Resolution -1 Photocopy

From Barangay Hall where the business is located

Homeowner’s Association Resolution (HOA) endorsing the
project or business, if the location of the business is within a
Residential Subdivision -Original and 1 Photocopy

From Homeowner’s Association of the Subdivision where the business is located

-Tax declaration and Updated Tax Receipt - Original and 1
Photocopy

From the Land Tax Office - Official Receipt of Real Property Tax-Amilyar
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Other documents that may be necessary (depending on the
nature of business)

Certificate of Attendance on Solid Waste Management From City Environment and Natural Resources Office (CENRO)
Seminar (must attend seminar conducted by CENRO)
Certificate of Non-Coverage (CNC) DENR-EMB From DENR-EMB (www.emb.gov.ph)

(www.emb.gov.ph) - for WATER STATION, JUNKSHOPS,
MEDICAL & DENTAL CLINIC, LABORATORIES, LAUNDRY,
CARWASH - 1 Photocopy

Environmental Compliance Certificate (ECC) DENR-EMB From DENR-EMB (www.emb.gov.ph)
(www.emb.gov.ph) - for INDUSTRY, HOSPITAL, GASOLINE
STATION, FUNERAL HOMES, MALL, SUPERMARKET,
MANUFACTURER, FACTORY, POULTRY, PIGGERY, OTHER
BUSINESS POSES POTENTIAL RISK/IMPACT TO
ENVIRONMENT - 1 Photocopy

Contract/MOA with Private Hauler - private hauler must have From Private Hauler
MOA with Sanitary Landfill and Certificate of Disposal for
MALL, FASTFOOD CHAIN, RESTAURANT, SUPERMARKET,
LARGE SCALE INDUSTRY, FACTORY (MANUFACTURING),
WAREHOUSE, ET.AL- 2 Photocopies

Contract/MOA with Private Infectious/Hazardous Waste Hauler | From DENR accredited Hauler
(Certificate of Safe Disposal) for MEDICAL
INFECTIOUS/TOXIC WASTE-2 Photocopies
Discharge Permit (Water Pollution) -FOR RESTAURANTS, From DENR-EMB (www.emb.gov.ph)
SHOPPING MALLS, COMMERCIAL LABORATORIES,
HOSPITAL, MARKETS, COMMERCIAL CONDOMINIUMS,
HOTELS, GASOLINE STATIONS, FUNERAL PARLOR, &
OTHER ESTABLISHMENTS THAT USE WATER & DISCHARGE
IT EVENTUALLY - 1 Photocopy

Hazardous Waste Generators ID & Contract/MOA with Private | From Private Infectious/Hazardous Waste Hauler
Infectious/Hazardous Waste Hauler (Certificate of Safe
Disposal)-FOR RESTAURANTS, SHOPPING MALLS,
COMMERCIAL LABORATORIES, HOSPITAL, MARKETS,
COMMERCIAL CONDOMINIUMS, HOTELS, GASOLINE
STATIONS, FUNERAL PARLOR, & OTHER ESTABLISHMENTS
THAT USE CHEMICAL DISCHARGE/HAZARDOUS
SUBSTANCES - 1 Photocopy
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Permit to Operate (Air Pollution) - FOR
MANUFACTURING/INDUSTRY with furnaces, boilers,
generators, or any operation producing dust or particulate
matter - 1 Photocopy

From DENR-EMB (www.emb.gov.ph)

Picture of Grease Trap FOR RESTAURANT, EATERY,
CARINDERIA - 1 Photocopy

From the owner of the business

Water Permit from National Water Resources Board
(nwrb.gov.ph) if source of water is from deep well -FOR
WATER REFILLING STATION, CARWASH, LAUNDRY) - 1
Photocopy

From National Water Resources Board (NWRB) (nwrb.gov.ph)

Latest Result of Microbiological Examination FOR FOOD
ESTABLISHMENT & WATER STATION - Original

From Water Testing Laboratory

Latest Result of Physico-Chemical Analysis Examination
for food establishment & water station — Original

From Water Testing Laboratory

Health Certificate of Staff
for food establishment, water station, salon, and spa — Original

From City Health Office

Urinalysis (1 month validity) — Original

From Department of Health (DOH)Accredited Laboratory

Fecalysis (1 month validity) — Original

From Department of Health (DOH)Accredited Laboratory

Chest X-Ray (6 months validity) — Original

From Department of Health (DOH)Accredited Laboratory

Drug Test (1 year validity) — Original

From Department of Health (DOH)Accredited Laboratory

Pest/Vermin Control
for food establishment, fast-food chain, supermarket — Original

From any legitimate Pest Control establishments

CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING TIME | PERSON RESPONSIBLE
1. Register to 1. Assess the requirements None 20 minutes Mary Grace Basa;
https://egovcityofimus.ph/bpl/ and issue the Business Tax (time may vary on the Regina Camaclang;
1.1 Sign in using your email Order of Payment speed of the internet Ruby Concepcion;
address or mobile number (Assessment Form) connection) Rolando Dela Cruz;
1.2 Fill-out the Online Application Ma. Elinor Laureles;
Form (stop time) Roehl Mafiago, Jr.;
1.3 Attach the complete Dianne Lois Marcial;
requirements Ruby Ordofiez;
1.4 A notification will be sent to Glenn Elmer Ramirez
your mobile no./email for the
Business Tax Order of Payment
(Assessment Form)
4.!.!.§
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2. Pay the required fee(s) thru: 2. Receive the payment e Mayor's Permit Fee 10 minutes City Treasurer’s Office

e Link.hizPortal e Zoning Fee - Based on Type of (time may vary on the assigned personnel
(www.landbank.com and Establishment speed of the internet
click on Link.bizPortal) Building Inspection Fee - Based on connection)
e Starpay Type of Structure
(www.starpay.com.ph or e Garbage Fee -Based on Type of (stop time)
download the app Starpay) Establishment
e Gcash Environmental Protection Fee-Based
(www.gcash.com or on Type of Establishment
download the app Gcash) Sanitary Inspection Fee - Based on

Type of Establishment
Fire Safety Inspection Fee - 15 % of
total assessment excluding business
tax
e Business Plate - Php 200.00 per
Business Plate

3. Visit the Business One-Stop | 3. Issue the Business Tax None 30 minutes Norman Angeles;
Shop (BOSS) to pay the Fire | Order of Payment Luisito Dominguez;
Inspection Fee and claim the | (Assessment Form) with Felizardo San Jose, Jr.;
Business Tax Order of Payment | Official Receipts, CTC, Melani Unawa;
(Assessment Form) with Official | Business Plate, Mayor’'s Richard Villanueva;
Receipts, CTC, Business Plate, | Permit Certificate, and Zecel Secretario

Mayor's Permit Certificate, and | Sanitary Permit
Sanitary Permit

Fill-out the Client Satisfaction Rating Form
TOTAL | Based on computation | 1 hour |

Mayor’s Permit Fee
(a.) On business whose business tax rates are determined based on their gross sales and/or receipts based on section 7 paragraphs a, b, c, d, e, g, h, i, j, kand |
of City Ordinance No. 04-133 S. 2019:

Asset Size Amount Asset Size Amount

P 10,000.00 and below 150.00 Over P 850,000.00 to P 1,000,000.00 1,250.00

Over P 10,000.00 to P 30,000.00 225.00 Over P 1,000,000.00 to P 3,000,000.00 5,000.00

Over P 30,000.00 to P 50,000.00 300.00 Over P 3,000,000.00 to P 5,000,000.00 7,500.00

Over P 50,000.00 to P 75,000.00 375.00 Over P 5,000,000.00 to P 7,500,000.00 10,000.00
4.!.!.§
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Over P 75,000.00 to P 100,000.00 450.00 Over P 7,500,000.00 to P 10,000,000.00 15,000.00
Over P 100,000.00 to P 200,000.00 525.00 Over P 10,000,000.00 to P 15,000,000.00 25,000.00
Over P 200,000.00 to P 350,000.00 600.00 Over P 15,000,000.00 to P 25,000,000.00 40,000.00
Over P 350,000.00 to P 500,000.00 700.00 Over P 25,000,000.00 to P 30,000,000.00 50,000.00
Over P 500,000.00 to P 750,000.00 800.00 Over P 30,000,000.00 60,000.00
Over P 750,000.00 to P 850,000.00 1,000.00
(b). On Banks
Rural Banks (Main or Branch) P 5,000.00
Thrift Banks (Main or Branch) 5,000.00

Savings, Commercial, Industrial and Development 10,000.00
Banks (Branch)

Universal Banks (Branch) 20,000.00
On Main Offices, one half (1/2) of the Permit Fee enumerated.

(c.) On Other Financial Institutions per establishment

Lending P 3,000.00

Pawnshop 3,000.00

Money Shops 3,000.00

Insurance 5,000.00

Pension Plan 5,000.00
4.!.!.§
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3. RENEWAL OF BUSINESS/MAYOR’S PERMIT (ON-SITE AND KIOSK)
Business Permit must be renewed from January 1 to 20, every year. Penalties are imposed after this period. Those for succeeding years are computed as
a percentage of gross receipts/sales. Payments may be made annually, semi-annually or quarterly. Taxes are due on the first 20 days of each quarter.

OFFICE OR DIVISION Business Permits and Licensing Office
CLASSIFICATION Simple
TYPE OF TRANSACTION G2B — Government to Business
WHO MAY AVAIL THE SERVICE | All proprietors with existing business in the City of Imus
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
FOR ONSITE: Please fill-out the Business Permit Application Business One-Stop Shop (BOSS), https://cityofimus.gov.ph

Form/Unified Form (provided by BPLO) and submit together with
the following requirements to the Counter/Window:

FOR KIOSK: Please fill-out the Business Permit Application | Business One-Stop Shop (BOSS) KIOSK
Form/Unified Form using the KIOSK and submit the following
requirements to the Counter/Window:

Certificate or Sworn Declaration of Gross Sales or Receipts | From the accountant of the business or from the owner of the business
/Financial Statements /Income Tax Returns

1 Copy — Original or Photocopy

OTHER REQUIREMENTS THAT MAY BE NEEDED:

Barangay Clearance/Endorsement for business (if not yet From Barangay Hall where the business is located

integrated)-Original and 1 Photocopy

Barangay Resolution -1 Photocopy From Barangay Hall where the business is located

Market Clearance From the Economic Enterprise Management Office (EEMO) located at Imus Public
for business is located in public market-Original and 1 Photocopy Market

Annual Report to DHSUD (received/stamped) for Homeowners’ From DHSUD

Association - Original

Written Authorization Letter /Secretary’s Certificate/Partnership From the owner of the business

Certificate with 1.D.s from owner and authorized representative-(if
Representative)l Photocopy

Approval from the City Mayor - Original From Office of the City Mayor
Letter of No Obligation — Original From Office of the City Mayor

Affidavit of Sworn Declaration of all real properties for rent with
tenants listed therein FOR LESSOR- Original
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Latest Result of Microbiological Examination FOR FOOD From Water Testing Laboratory
ESTABLISHMENT & WATER STATION — Original
Latest Result of Physico-Chemical Analysis Examination FOR From Water Testing Laboratory
FOOD ESTABLISHMENT & WATER STATION — Original
Health Certificate of Staff FOR FOOD ESTABLISHMENT, WATER From City Health Office
STATION, SALON, AND SPA — Original

Urinalysis (1 month validity) - Original From Department of Health (DOH)Accredited Laboratory
Fecalysis (1 month validity) - Original From Department of Health (DOH)Accredited Laboratory
Chest X-Ray (6 months validity) - Original From Department of Health (DOH)Accredited Laboratory
Drug Test (1 year validity) - Original From Department of Health (DOH)Accredited Laboratory
Pest/Vermin Control FOR FOOD ESTABLISHMENT, FASTFOOD From any legitimate Pest Control establishments

CHAIN, SUPERMARKET — Original
Other documents that may be necessary (depending on the nature
of business)

DTI, if Sole Proprietorship (2 Copies - 1 Original, 1 Photocopy) https://bnrs.dti.gov.ph/registration, Imus Satellite Office — The District Mall, City of Imus,
IF EXPIRED Any DTI Office

SEC Registration, if Partnership or Corporation (2 Copies https://crs.sec.gov.ph/; Secretariat Building, PICC Complex, Roxas Boulevard, Metro
COMPLETE SET - 1 Original, 1 Photocopy) IF EXPIRED Manila Philippines

CDA, if Cooperative (2 Copies - 1 Original, 1 Photocopy) https://www.cda.gov.ph/resources/downloads/pro-forma-registration-documents; 827
IF EXPIRED Aurora Blvd., Immaculate Conception, Quezon City.

Certificate of Registration/Accreditation/ License from NATIONAL AGENCY
-Original and 1 Photocopy

LINE OF BUSINESS PERMIT/CLEARANCE NEEDED NATIONAL GOVERNMENT AGENCY
1. Animal Facilities Certificate of Registration Bureau of Animal Industry
2. Cargo/Freight Forwarders, Logistics Accreditation Philippine Shippers Bureau/Fair Trade
Enforcement Bureau (FTEB)
3. Customs Brokerage Business License Customs Brokerage Commission/ Bureau of
Customs License
4. Dealer of Rice, Corn, and Wheat License National Food Authority
5. Drugstores, Household/Urban Pesticides, License to Operate; Certificate of Food and Drug Administration (FDA),
Medical Devices, Processed Foods, Veterinary | Product Registration;
Products, Cosmetic Products, Childcare PRC License for Pharmacist Professional Regulation Commission (PRC)
Articles, Toys (Drugstore)
License to Operate Bureau of Health Device & Technology-DOH
6. Electronic/Motor Repair Shop Accreditation Department of Trade & Industry (DTI)
4.!.!.§

CITIZEN’S CHARTER [

CITY OF

lMUS www.cityofimus.gov.ph




Funeral Homes/Parlor

Training Certificate and License of
Undertaker and Embalmer

Department of Health

General/Specialty and Engineering Contractor

Contractor’s License

Philippine Contractors Accreditation Board

Hardware, Sash Factory,

Lumber Dealer Permit

DENR-PENRO

Hotel, Resort, Apartment Hotel, Tourist Inns,
Pension Houses, Ned and Breakfast, Home
Stay, Travel and Tour Agency, Travel Agency,
Tour Operator, Online Travel Agency, Tourist
Transport Operators, MICE (Meeting,
Incentives, Conventions and Exhibitions)
Organizer, MICE Facility Venue, Tour Guide,
Adventure/Sports and Ecotourism Facilities

Accreditation/ Registration

Department of Tourism

11.

Lending Institutions, Pawnshops, Remittance
Centers, Money Changers

Certificate of Authority to Operate

Bangko Sentral ng Pilipinas

12.

LPG Dealer/Retailer

Standard Compliance Cert. (SCC)

Department of Energy

13.

Manning and Crewing Services,
Employment/Recruitment/Manpower

Registration/License

Phil. Overseas and Employment Agency
(Overseas)

Department of Labor and Employment
(Local)

14.

Massage Parlor

Registration

TESDA, DOH Certificate

15.

Messengerial and Courier Services

Registration

Department of Transportation and
Communication (DOTC)

16.

Pet Shop

Registration

Bureau of Animal Industry (BAI)

17.

Pest Control

License

Fertilizer and Pesticide Authority

18.

Pre-School, Elementary, High School

Permit to Operate

Department of Education Division Office and
Regional Office

19.

Real Estate Broker

License

Department of Trade and Industry or
Professional Regulatory Board

20.

Rent-a-Car/Transportation Services/Trucking

Franchise/Certificate of Public
Conveyance

Land Transportation Franchising and
Regulatory Board

CITIZEN’S CHARTER
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21. | Security Agency National License, License to PCSUCIA, PNP (Campo Crame)
Operate
22. | Spa/Massage Clinic Certificate of Training of Therapist Department of Health and TESDA
or Masseur/Masseuse
23. | Telecommunications Firm License to Operate National Telecommunications Commission
(NTC)
24. | Water Station Permit Department of Health (DOH)
25. | Video Rental Services Registration/Permit Optical Media Board

CLIENT STEPS
1. Submit the
requirements

AGENCY ACTION
1. Assess the requirements and
issue the Business Tax Order of
Payment (Assessment Form)

FEES TO BE PAID
None

PROCESSING TIME
10 minutes

PERSON RESPONSIBLE
Mary Grace Basa;
Regina Camaclang;
Ruby Concepcion;
Rolando Dela Cruz;
Ma. Elinor Laureles;
Roehl Mafago, Jr.;
Dianne Lois Marcial;
Ruby Ordofiez;
Glenn Elmer Ramirez
City Treasurer’s Office

complete

2. Pay the required fee(s) 2. Receive the payment. Pass the | Business Taxes - Based on 10 minutes

Business Tax Order of Payment
(Assessment Form), O.R., CTC, to
BFP personnel for Fire Inspection
Fee payment, then to Sanitary
Inspector for Sanitary Permit

Annual Gross Sales/Receipts
Mayor's Permit Fee - Based on
Business Asset

Zoning Fee - Based on Type of
Establishment

Building Inspection Fee -
Based on Type of Structure
Garbage Fee -Based on Type of
Establishment

Environmental Protection Fee-
Based on Type of Establishment
Sanitary Inspection Fee -
Based on Type of Establishment

assigned personnel
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Fire Safety Inspection Fee - 15 %
of total assessment excluding
business tax.

Business Plate - Php 200.00 per
Business Plate
Business Sticker
20.00 per Sticker
(Refer to City Ordinance No. 04-
133 S. 2019

Php

3. Claim the Business Tax Order of | 3. Issue the Business Tax Order of None 30 minutes Norman Angeles;

Payment (Assessment Form) with | Payment (Assessment Form) with Luisito Dominguez;

Official Receipts, CTC, Business | Official Receipts, CTC, Business Felizardo San Jose, Jr.;

Plate, Mayor's Permit Certificate, | Plate/Sticker, Mayor's  Permit Melani Unawa;

and Sanitary Permit Certificate, and Sanitary Permit Richard Villanueva;
Zecel Secretario

Fill-out the Client Satisfaction Rating Form
TOTAL | Based on computation | 50 minutes |

Mayor’s Permit Fee
(a.) On business whose business tax rates are determined based on their gross sales and/or receipts based on section 7 paragraphs a, b, ¢, d, e, g, h, i, j, kand |
of City Ordinance No. 04-133 S. 2019:

Asset Size Amount Asset Size Amount

P 10,000.00 and below 150.00 Over P 850,000.00 to P 1,000,000.00 1,250.00
Over P 10,000.00 to P 30,000.00 225.00 Over P 1,000,000.00 to P 3,000,000.00 5,000.00
Over P 30,000.00 to P 50,000.00 300.00 Over P 3,000,000.00 to P 5,000,000.00 7,500.00
Over P 50,000.00 to P 75,000.00 375.00 Over P 5,000,000.00 to P 7,500,000.00 10,000.00
Over P 75,000.00 to P 100,000.00 450.00 Over P 7,500,000.00 to P 10,000,000.00 15,000.00
Over P 100,000.00 to P 200,000.00 525.00 Over P 10,000,000.00 to P 15,000,000.00 25,000.00
Over P 200,000.00 to P 350,000.00 600.00 Over P 15,000,000.00 to P 25,000,000.00 40,000.00
Over P 350,000.00 to P 500,000.00 700.00 Over P 25,000,000.00 to P 30,000,000.00 50,000.00
Over P 500,000.00 to P 750,000.00 800.00 Over P 30,000,000.00 60,000.00
Over P 750,000.00 to P 850,000.00 1,000.00
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(b.) On Banks

Rural Banks (Main or Branch) P 5,000.00
Thrift Banks (Main or Branch) 5,000.00
Savings, Commercial, Industrial and Development 10,000.00
Banks (Branch)

Universal Banks (Branch) 20,000.00

(c.) On Other Financial Institutions per establishment

Lending P 3,000.00
Pawnshop 3,000.00
Money Shops 3,000.00
Insurance 5,000.00
Pension Plan 5,000.00

Business Tax
A. On manufacturers, assemblers, re-packers, processors, brewers, distillers, rectifiers, and compounders of liquors, distilled spirits, and wines or
manufacturers of any article of commerce of whatever kind or nature. In accordance with the following schedule:

Amount of Gross Sales/Receipts For the

Preceding Calendar Year Tax Per Annum

50,000.00 or more but less than 75,000.00 1,742.00
75,000.00 or more but less than 100,000.00 2,178.00
100,000.00 or more but less than 150,000.00 2,904.00
150,000.00 or more but less than 200,000.00 3,630.00
200,000.00 or more but less than 300,000.00 5,082.00
300,000.00 or more but less than 500,000.00 6,655.00
500,000.00 or more but less than 750,000.00 10,560.00
750,000.00 or more but less than 1,000,000.00 13,200.00

1,000,000.00 or more but less than 2,000,000.00 18,150.00
2,000,000.00 or more but less than 3,000,000.00 22,143.00
3,000,000.00 or more but less than 4,000,000.00 26,136.00
4,000,000.00 or more but less than 5,000,000.00 30,492.00
5,000,000.00 or more but less than 6,500,000.00 32,175.00
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[ 6,500,000.00 or more | 32,175.00 plus 49.5% of 1% over P6.5million |

The preceding rates shall apply only to the amount of domestic sales of manufacturers, assemblers, re-packers, processors, brewers, distillers, rectifiers and
compounders of liquors, distilled spirits, and wines or manufacturers of any article of commerce of whatever kind or nature other than those enumerated under paragraph
(c) of this Section.

B. On wholesalers, distributors, or dealers in any article of commerce of whatever kind or nature in accordance with the following schedules:

Amount of Gross Sales/Receipts For the T
: ax Per Annum
Preceding Calendar Year
50,000.00 or more but less than 75,000.00 1,306.00
75,000.00 or more but less than 100,000.00 1,742.00
100,000.00 or more but less than 150,000.00 2,468.00
150,000.00 or more but less than 200,000.00 3,194.00
200,000.00 or more but less than 300,000.00 4,345.00
300,000.00 or more but less than 500,000.00 5,416.00
500,000.00 or more but less than 750,000.00 8,712.00
750,000.00 or more but less than 1,000,000.00 11,616.00
1,000,000.00 or more but less than 2,000,000.00 13,200.00
2,000,000.00 or more P13,200.00 plus 66% of 1% over P2.0 million

The businesses enumerated in paragraph (a) above shall no longer be subject to the tax on wholesalers, distributors, or dealers herein provided for.
However, barangays shall have the exclusive power to levy taxes on stores whose gross sales or receipts of the preceding calendar year does not exceed Fifty
Thousand Pesos (P50,000.00) subject to existing laws and regulations

C. On exporters, and on manufacturers, millers, producers, wholesalers, distributors, dealers or retailers of essential commodities enumerated hereunder at a
rate not exceeding one-half (1/2) of the rates prescribed under subsections (a), (b), and (d) of this Article;

Rice and Corn;

Wheat or cassava flour, meat, dairy products, locally manufactured, processed or preserved food, sugar, salt and agricultural marine, and fresh water products, whether
in their Original state or not;

Cooking oil and cooking gas;

Laundry soap, detergents, and medicine;

Agricultural implements, equipment and post-harvest facilities, fertilizers, pesticides, insecticides, herbicides and other farm inputs;

Poultry feeds and other animal feeds;

School supplies; and

Cement

N e

3.
4,
5.
6.
7.
8.
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D. On exporters of all articles of commerce of whatever kind or nature not mentioned under subsection (c), in accordance with the following schedule:

Gross Sales/Receipts For the Precedin
Calen%ar Year ? Tax Per Annum
Less than 100,000.00 871.00
100,000.00 or more but less than 150,000.00 1,221.00
150,000.00 or more but less than 200,000.00 1,580.00
200,000.00 or more but less than 300,000.00 2,178.00
300,000.00 or more but less than 500,000.00 2,904.00
500,000.00 or more but less than 750,000.00 4,345.00
750,000.00 or more but less than1,000,000.00 5,749.70
1,000,000.00 or more but less than 2,000,000.00 6,534.00
2,000,000.00 or more P6,534.00 plus 32.45% of 1% over P2.0 million

For purposes of this provision, the term exporters shall refer to those who are principally engaged in the business of exporting goods and merchandise, as well
as manufacturers and producers whose goods or products are both sold domestically and abroad. The amount of export sales shall be excluded from the total sales
and shall be subject to the rates not exceeding one half (1/2) of the rates prescribed under paragraphs (a), (b), and (d) of this Article.

E. On contractors and other independent contractors in accordance with the following schedule:

Gross Sales/Receipts For the Precedin
Calen%ar Year ? Tax Per Annum
50,000.00 or more but less than 75,000.00 1,161.00
75,000.00 or more but less than 100,000.00 1,742.00
100,000.00 or more but less than 150,000.00 2,613.00
150,000.00 or more but less than 200,000.00 3,484.00
200,000.00 or more but less than 250,000.00 4,791.00
250,000.00 or more but less than 300,000.00 6,098.00
300,000.00 or more but less than 400,000.00 8,131.00
400,000.00 or more but less than 500,000.00 10,890.00
500,000.00 or more but less than 750,000.00 12,210.00
750,000.00 or more but less than 1,000,000.00 13,530.00
1,000,000.00 or more but less than 2,000,000.00 15,180.00
2,000,000.00 or more 15,180.00 plus 66% of 1% over P2.0 million

Provided that in no case shall the tax on gross receipts of P2, 000,000.00 or more be less than P15, 180.00.
4.!.!.§
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F. On banks and other financial institutions, at the rate of seven five percent of one percent (75% of 1%) of the gross receipts of the preceding calendar year
derived from interest, commissions and discounts from lending activities, income from financial leasing, dividends, rentals on property, and profit from exchange or
sale of property, insurance premium. All other income and receipts not herein enumerated shall be excluded in the computation of the tax

G. On operators of theaters and cinema houses, video-movie houses utilizing laser disc players, projectors and of similar apparatus, and other entertainment sites
in the internet and other show houses which are open to public for a fee:

Gross Sales/Receipts For the Preceding Tax Per Annum
Calendar Year
50,000.00 or more but less than 75,000.00 1,560.00
75,000.00 or more but less than 100,000.00 2,335.00
100,000.00 or more but less than 150,000.00 3,269.00
150,000.00 or more but less than 200,000.00 4,295.00
200,000.00 or more but less than 250,000.00 5,493.00
250,000.00 or more but less than 300,000.00 7,296.00
300,000.00 or more but less than 400,000.00 9,837.00
400,000.00 or more but less than 500,000.00 10,175.00
500,000.00 or more but less than 750,000.00 11,275.00
750,000.00 or more but less than 1,000,000.00 12,650.00
1,000,000.00 or more but less than 2,000,000.00 13,915.00
2,000,000.00 or more P 13,915.00 plus 66% of 1% over P2.0 million

H. On lessors of real estate including apartments and boarding houses:

Gross Sales/Receipts For the Preceding Tax Per Annum
Calendar Year
50,000.00 or more but less than 60,000.00 1,210.00
60,000.00 or more but less than 70,000.00 1,548.00
70,000.00 or more but less than 80,000.00 1,839.00
80,000.00 or more but less than 90,000.00 2,153.00
90,000.00 or more but less than 100,000.00 2,468.00
100,000.00 or more but less than 150,000.00 3,061.00
150,000.00 or more but less than 200,000.00 4,138.00
200,000.00 or more but less than 300,000.00 5,517.00
300,000.00 or more but less than 500,000.00 8,167.00
500,000.00 or more but less than 750,000.00 13,722.00
PLACIN
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750,000.00 or more but less than 1,000,000.00 19,882.00
1,000,000.00 or more but less than 2,000,000.00 21,780.00
2,000,000.00 or more P21,780.00 plus 66% of 1% over P2.0 million

I. On the businesses hereunder enumerated:

Commission agents;

Lessors, dealers, brokers of real estate;

On travel agencies and travel agents;

On boarding houses, pension houses, motels, apartments, apartelles, and condominiums;
Subdivision owners/developers, Private Cemeteries and Memorial Parks owners/developers;
Privately-owned markets;

Hospitals, medical clinics, dental clinics, therapeutic clinics, medical laboratories, dental laboratories;
Operators of Cable Network System;

. General consultancy services;

10. Warehouses

11. On line businesses that offers services

12. All other similar activities consisting essentially of the sales of services for a fee.

©CoNOUOA~WNE

Gross Sales/Receipts For the Preceding Tax Per Annum
Calendar Year
50,000.00 or more but less than 75,000.00 1,161.00
75,000.00 or more but less than 100,000.00 1,742.00
100,000.00 or more but less than 150,000.00 2,613.00
150,000.00 or more but less than 200,000.00 3,484.00
200,000.00 or more but less than 250,000.00 4,791.00
250,000.00 or more but less than 300,000.00 6,098.00
300,000.00 or more but less than 400,000.00 8,131.00
400,000.00 or more but less than 500,000.00 10,890.00
500,000.00 or more but less than 750,000.00 12,210.00
750,000.00 or more but less than 1,000,000.00 13,530.00
1,000,000.00 or more but less than 2,000,000.00 15,180.00
2,000,000.00 or more P15,180.00 plus 66% of 1% over P2.0 million

Provided, that in no case shall the tax on gross sales of P2, 000,000.00 or more be less than P15, 180.00.

J. On retailers with gross receipts or sales for the preceding year in the amount of:

\{ ¥
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Amount of Gross Sales/Receipts For the Preceding

Calendar Year Tax Per Annum

50,000.00 or more but less than 75,000.00 1,306.00

75,000.00 or more but less than 100,000.00 1,742.00

100,000.00 or more but less than 150,000.00 2,468.00

150,000.00 or more but less than 200,000.00 3,194.00

200,000.00 or more but less than 300,000.00 4,345.00

300,000.00 or more but less than 500,000.00 5,416.00

500,000.00 or more but less than 750,000.00 8,712.00

750,000.00 or more but less than 1,000.000.00 11,616.00

1,000,000.00 or more but less than 100,000,000.00 11,616.00 plus 66% of 1% over P1.0 million but less than P100 million
100,000,000.00 or more but less than 500,000,000.00 665,016.00 plus 1.10% over P100 million but less than P500 million
500,000,000.00 or more P5,065,016.00 plus 82.5% of 1% over P500 million

K. On retailers classified as sari-sari store with gross sales or receipts for the preceding year in the amount of:

Amount of Gross Sales/Receipts For the Preceding
Calendar Year

Tax Per Annum

50,000.00 or more but less than 75,000.00 1,188.00
75,000.00 or more but less than 100,000.00 1,584.00
100,000.00 or more but less than 150,000.00 2,244.00
150,000.00 or more but less than 200,000.00 2,904.00
200,000.00 or more but less than 300,000.00 3,950.00
300,000.00 or more but less than 500,000.00 4,924.00
500,000.00 or more but less than 750,000.00 7,920.00
750,000.00 or more but less than 1,000.000.00 10,560.00
1,000,000.00 or more but less than 2,000,000.00 P10,560.00 plus 60% of 1% over P1.0 million

L. On Authorized Franchise Car Dealers engaged in business of selling brand new vehicles and genuine parts pursuant to a valid and existing Franchise Agreement
with legitimate manufacturers and distributors shall be taxed at the rate of 50% of 1% of gross receipts up to P 2,000,000.00 and 45% of 1% of gross receipts in
excess of P 2,000,000.00.

M. On restaurants and other eating establishments such as, but not limited to cafes, cafeterias, ice cream or refreshment parlors, carinderias, soda fountains,
food caterers, fast food centers and snack counters shall be taxed at the rate of 1.75% of the gross receipts of the preceding calendar year.

N. On operators engaged in amusement devices and computer shop shall bgt.apgg.a\t the rate of Two Hundred Pesos (P200.00) per amusement device.
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0. On peddlers engaged in the sale of any merchandise or article of commerce, at the rate of Sixty Six Pesos (P66.00) per peddler annually.

Delivery trucks, vans or vehicles used by manufacturers, producers, wholesalers, dealers or retailers enumerated under Section 141 of R.A. 7160 shall be exempt: from
the peddlers’ tax herein imposed.

The tax herein imposed shall be payable within the first twenty (20) days of January. An individual who will start to peddle merchandise or articles of commerce after
January 20 shall pay the full amount of the tax before engaging in such activity.

P. On operators of public utility vehicles maintaining booking office, terminal, or waiting station for the purpose of carrying passengers from this city under a certificate
of public convenience and necessity or similar franchises:

Air-conditioned buses P 6,000.00 per unit
Buses without air conditioning 5,000.00 per unit
"Mini" buses 4,000.00 per unit
Utility Vehicles/Vans/Fieras/Tamaraws 1,500.00 per unit
Taxis/Grab and the like 1,000.00 per unit
Jeepneys 800.00 per unit
Multi-Cabs 800.00 per unit
Tricycles (5 or more units) 100.0 er unit
4.!.!.§
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4. RENEWAL OF BUSINESS/MAYOR’S PERMIT (ONLINE — ASSESSMENT)
Business Permit must be renewed from January 1 to 20, every year. Penalties are imposed after this period. Those for succeeding years are computed as
a percentage of gross receipts/sales. Payments may be made annually, semi-annually or quarterly. Taxes are due on the first 20 days of each quarter.

OFFICE OR DIVISION Business Permits and Licensing Office
CLASSIFICATION Simple
TYPE OF TRANSACTION G2B — Government to Business
WHO MAY AVAIL THE SERVICE | All proprietors with existing business in the City of Imus
CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Certificate or Sworn Declaration of Gross Sales or Receipts | From the accountant of the business or from the owner of the business
/Financial Statements /Income Tax Returns

1 Copy — Original or Photocopy

OTHER REQUIREMENTS THAT MAY BE NEEDED:

Barangay Clearance/Endorsement for business (if not yet From Barangay Hall where the business is located

integrated)-Original and 1 Photocopy

Barangay Resolution -1 Photocopy From Barangay Hall where the business is located

Market Clearance From the Economic Enterprise Management Office (EEMO) located at Imus Public
for business is located in public market-Original and 1 Photocopy Market

Annual Report to DHSUD (received/stamped) for Homeowners’ From DHSUD

Association - Original

Written Authorization Letter /Secretary’s Certificate/Partnership From the owner of the business

Certificate with 1.D.s from owner and authorized representative-(if
Representative)1l Photocopy

Approval from the City Mayor - Original From Office of the City Mayor
Letter of No Obligation — Original From Office of the City Mayor

Affidavit of Sworn Declaration of all real properties for rent with
tenants listed therein FOR LESSOR- Original

Latest Result of Microbiological Examination FOR FOOD From Water Testing Laboratory
ESTABLISHMENT & WATER STATION — Original
Latest Result of Physico-Chemical Analysis Examination FOR From Water Testing Laboratory

FOOD ESTABLISHMENT & WATER STATION — Original
Health Certificate of Staff FOR FOOD ESTABLISHMENT, WATER From City Health Office
STATION, SALON, AND SPA — Original

Urinalysis (1 month validity) - Original From Department of Health (DOH)Accredited Laboratory
Fecalysis (1 month validity) - Original From Department of Health (DOH)Accredited Laboratory
PALE
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Chest X-Ray (6 months validity) - Original From Department of Health (DOH)Accredited Laboratory
Drug Test (1 year validity) - Original From Department of Health (DOH)Accredited Laboratory
Pest/Vermin Control FOR FOOD ESTABLISHMENT, FASTFOOD From any legitimate Pest Control establishments
CHAIN, SUPERMARKET — Original

Other documents that may be necessary (depending on the nature
of business)

DTI, if Sole Proprietorship (2 Copies - 1 Original, 1 Photocopy) https://bnrs.dti.gov.ph/registration, Imus Satellite Office — The District Mall, City of Imus,
IF EXPIRED Any DTI Office

SEC Registration, if Partnership or Corporation (2 Copies https://crs.sec.gov.ph/; Secretariat Building, PICC Complex, Roxas Boulevard, Metro
COMPLETE SET - 1 Original, 1 Photocopy) IF EXPIRED Manila Philippines

CDA, if Cooperative (2 Copies - 1 Original, 1 Photocopy) https://www.cda.gov.ph/resources/downloads/pro-forma-registration-documents; 827
IF EXPIRED Aurora Blvd., Immaculate Conception, Quezon City.

Certificate of Registration/Accreditation/ License from NATIONAL AGENCY
-Original and 1 Photocopy

LINE OF BUSINESS PERMIT/CLEARANCE NEEDED NATIONAL GOVERNMENT AGENCY
1. Animal Facilities Certificate of Registration Bureau of Animal Industry
2. Cargo/Freight Forwarders, Logistics Accreditation Philippine Shippers Bureau/Fair Trade
Enforcement Bureau (FTEB)
3. Customs Brokerage Business License Customs Brokerage Commission/ Bureau of
Customs License

4, Dealer of Rice, Corn, and Wheat License National Food Authority
5. Drugstores, Household/Urban Pesticides, License to Operate; Certificate of Food and Drug Administration (FDA),

Medical Devices, Processed Foods, Veterinary | Product Registration;

Products, Cosmetic Products, Childcare PRC License for Pharmacist Professional Regulation Commission (PRC)

Articles, Toys (Drugstore)

License to Operate Bureau of Health Device & Technology-DOH
6. Electronic/Motor Repair Shop Accreditation Department of Trade & Industry (DTI)
7. Funeral Homes/Parlor Training Certificate and License of Department of Health
Undertaker and Embalmer

8. General/Specialty and Engineering Contractor Contractor’s License Philippine Contractors Accreditation Board
9. Hardware, Sash Factory, Lumber Dealer Permit DENR-PENRO
10. | Hotel, Resort, Apartment Hotel, Tourist Inns, Accreditation/ Registration Department of Tourism

Pension Houses, Ned and Breakfast, Home

Stay, Travel and Tour Agency, Travel Agency,

Tour Operator, Online Travel Agency, Tourist
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Transport Operators, MICE (Meeting,
Incentives, Conventions and Exhibitions)
Organizer, MICE Facility Venue, Tour Guide,
Adventure/Sports and Ecotourism Facilities
11. | Lending Institutions, Pawnshops, Remittance Certificate of Authority to Operate Bangko Sentral ng Pilipinas
Centers, Money Changers
12. | LPG Dealer/Retailer Standard Compliance Cert. (SCC) Department of Energy
13. | Manning and Crewing Services, Registration/License Phil. Overseas and Employment Agency
Employment/Recruitment/Manpower (Overseas)
Department of Labor and Employment
(Local)
14. | Massage Parlor Registration TESDA, DOH Certificate
15. | Messengerial and Courier Services Registration Department of Transportation and
Communication (DOTC)
16. | Pet Shop Registration Bureau of Animal Industry (BAI)
17. | Pest Control License Fertilizer and Pesticide Authority
18. | Pre-School, Elementary, High School Permit to Operate Department of Education Division Office and
Regional Office
19. | Real Estate Broker License Department of Trade and Industry or
Professional Regulatory Board
20. | Rent-a-Car/Transportation Services/Trucking Franchise/Certificate of Public Land Transportation Franchising and
Conveyance Regulatory Board
21. | Security Agency National License, License to PCSUCIA, PNP (Campo Crame)
Operate
22. | Spa/Massage Clinic Certificate of Training of Therapist Department of Health and TESDA
or Masseur/Masseuse
23. | Telecommunications Firm License to Operate National Telecommunications Commission
(NTC)
24. | Water Station Permit Department of Health (DOH)
4.!.!.§
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‘ 25. ‘ Video Rental Services

Registration/Permit

‘ Optical Media Board

CLIENT STEPS

AGENCY ACTION

FEES TO BE PAID

PROCESSING TIME

PERSON RESPONSIBLE

1. Register to
https://egovcityofimus.ph/bpl/
1.1 Sign in using your email

1. Evaluate and approve the
linking of account
2. Assess the requirements and

None

10 minutes
(time may vary on the
speed of the internet

Mary Grace Basa;
Regina Camaclang;
Ruby Concepcion;

address or mobile number issue the Business Tax Order of connection) Rolando Dela Cruz;
1.2 Link the business to your Payment (Assessment Form) Ma. Elinor Laureles;

account Roehl Mafago, Jr.;
1.3 Fill-out the Online Application (stop time) Dianne Lois Marcial;

Form Ruby Ordofiez;
1.4 Attach the complete Glenn Elmer Ramirez

requirements
1.5 A notification will be sent to

your mobile no./email for the

Business Tax Order of Payment

(Assessment Form)

2. Pay the required fee(s) thru: 2. Receive the payment e Mayor’s Permit Fee 10 minutes City Treasurer’s Office

e Link.bizPortal
(www.landbank.com and

e Zoning Fee - Based on Type
of Establishment

(time may vary on the
speed of the internet

assigned personnel

click on Link.bizPortal) Building Inspection Fee - Based connection)
e Starpay on Type of Structure )
(www.starpay.com.ph or Garbage Fee -Based on Type of (stop time)
download the app Starpay) Establishment
e Gcash Environmental Protection Fee-
(www.gcash.com or Based on Type of Establishment
download the app Gcash) Sanitary Inspection Fee - Based
on Type of Establishment
Fire Safety Inspection Fee - 15 %
of total assessment excluding
business tax
Business Plate - Php 200.00 per
Business Plate
3. Visit the Business One-Stop | 3. Issue the Business Tax Order of None 30 minutes Norman Angeles;

Shop (BOSS) to pay the Fire
Inspection Fee and claim the

Payment (Assessment Form) with
Official Receipts, CTC, Business

Luisito Dominguez;
Felizardo San Jose, Jr.;
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http://www.landbank.com/
http://www.starpay.com.ph/
http://www.gcash.com/

Business Tax Order of Payment
(Assessment Form) with Official

Plate, Mayor’'s Permit Certificate,
and Sanitary Permit

Melani Unawa;
Richard Villanueva;

Receipts, CTC, Business Plate, Zecel Secretario
Mayor's Permit Certificate, and

Sanitary Permit

Fill-out the Client Satisfaction Rating Form
TOTAL | Based on computation |

50 minutes

Mayor’s Permit Fee

A. On business whose business tax rates are determined based on their gross sales and/or receipts based on section 7 paragraphs a, b, ¢, d, e, g, h, i, j, k and | of
City Ordinance No. 04-133 S. 2019:

Asset Size Amount

P 10,000.00 and below 150.00
Over P 10,000.00 to P 30,000.00 225.00
Over P 30,000.00 to P 50,000.00 300.00
Over P 50,000.00 to P 75,000.00 375.00
Over P 75,000.00 to P 100,000.00 450.00
Over P 100,000.00 to P 200,000.00 525.00
Over P 200,000.00 to P 350,000.00 600.00
Over P 350,000.00 to P 500,000.00 700.00
Over P 500,000.00 to P 750,000.00 800.00
Over P 750,000.00 to P 850,000.00 1,000.00
Over P 850,000.00 to P 1,000,000.00 1,250.00
Over P 1,000,000.00 to P 3,000,000.00 5,000.00
Over P 3,000,000.00 to P 5,000,000.00 7,500.00
Over P 5,000,000.00 to P 7,500,000.00 10,000.00
Over P 7,500,000.00 to P 10,000,000.00 15,000.00
Over P 10,000,000.00 to P 15,000,000.00 25,000.00
Over P 15,000,000.00 to P 25,000,000.00 40,000.00
Over P 25,000,000.00 to P 30,000,000.00 50,000.00
Over P 30,000,000.00 60,000.00

¢.Z.Z.§
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B. On Banks

Rural Banks (Main or Branch) P 5,000.00
Thrift Banks (Main or Branch) 5,000.00
Savings, Commercial, Industrial and Development 10,000.00
Banks (Branch)

Universal Banks (Branch) 20,000.00

C. On Other Financial Institutions per establishment

Lending P 3,000.00

Pawnshop 3,000.00

Money Shops 3,000.00

Insurance 5,000.00

Pension Plan 5,000.00

Business Tax

A. On manufacturers, assemblers, re-packers, processors, brewers, distillers, rectifiers, and compounders of liquors, distilled spirits, and wines or

manufacturers of any article of commerce of whatever kind or nature. In accordance with the following schedule:

Amount of Gross Sales/Receipts For the
Preceding Calendar Year

Tax Per Annum

50,000.00 or more but less than 75,000.00 1,742.00
75,000.00 or more but less than 100,000.00 2,178.00
100,000.00 or more but less than 150,000.00 2,904.00
150,000.00 or more but less than 200,000.00 3,630.00
200,000.00 or more but less than 300,000.00 5,082.00
300,000.00 or more bhut less than 500,000.00 6,655.00
500,000.00 or more but less than 750,000.00 10,560.00
750,000.00 or more but less than 1,000,000.00 13,200.00

1,000,000.00 or more but less than 2,000,000.00 18,150.00
2,000,000.00 or more but less than 3,000,000.00 22,143.00
3,000,000.00 or more but less than 4,000,000.00 26,136.00

4,000,000.00 or more but less than 5,000,000.00 30,492.00
¢.Z‘Z.§
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5,000,000.00 or more but less than 6,500,000.00 32,175.00

6,500,000.00 or more 32,175.00 plus 49.5% of 1% over P6.5million
The preceding rates shall apply only to the amount of domestic sales of manufacturers, assemblers, re-packers, processors, brewers, distillers, rectifiers and

compounders of liquors, distilled spirits, and wines or manufacturers of any article of commerce of whatever kind or nature other than those enumerated under paragraph

(c) of this Section.

B. On wholesalers, distributors, or dealers in any article of commerce of whatever kind or nature in accordance with the following schedules:

Amount of Gross Sales/Receipts For the

Preceding Calendar Year Tax Per Annum

50,000.00 or more but less than 75,000.00 1,306.00
75,000.00 or more but less than 100,000.00 1,742.00
100,000.00 or more but less than 150,000.00 2,468.00
150,000.00 or more but less than 200,000.00 3,194.00
200,000.00 or more but less than 300,000.00 4,345.00
300,000.00 or more hut less than 500,000.00 5,416.00
500,000.00 or more but less than 750,000.00 8,712.00

750,000.00 or more but less than 1,000,000.00 11,616.00
1,000,000.00 or more but less than 2,000,000.00 13,200.00
2,000,000.00 or more P13,200.00 plus 66% of 1% over P2.0 million

The businesses enumerated in paragraph (a) above shall no longer be subject to the tax on wholesalers, distributors, or dealers herein provided for.
However, barangays shall have the exclusive power to levy taxes on stores whose gross sales or receipts of the preceding calendar year does not exceed Fifty
Thousand Pesos (P50,000.00) subject to existing laws and regulations

C. On exporters, and on manufacturers, millers, producers, wholesalers, distributors, dealers or retailers of essential commodities enumerated hereunder at a
rate not exceeding one-half (1/2) of the rates prescribed under subsections (a), (b), and (d) of this Article;

Rice and Corn;

Wheat or cassava flour, meat, dairy products, locally manufactured, processed or preserved food, sugar, salt and agricultural marine, and fresh water products,
whether in their Original state or not;

Cooking oil and cooking gas;

Laundry soap, detergents, and medicine;

Agricultural implements, equipment and post-harvest facilities, fertilizers, pesticides, insecticides, herbicides and other farm inputs;

Poultry feeds and other animal feeds;

School supplies; and

Cement

N
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D. On exporters of all articles of commerce of whatever kind or nature not mentioned under subsection (c), in accordance with the following schedule:

Gross Sales/Receipts For the Preceding Tax Per Annum
Calendar Year
Less than 100,000.00 871.00
100,000.00 or more but less than 150,000.00 1,221.00
150,000.00 or more but less than 200,000.00 1,580.00
200,000.00 or more but less than 300,000.00 2,178.00
300,000.00 or more but less than 500,000.00 2,904.00
500,000.00 or more but less than 750,000.00 4,345.00
750,000.00 or more but less than1,000,000.00 5,749.70
1,000,000.00 or more but less than 2,000,000.00 6,534.00
2,000,000.00 or more P6,534.00 plus 32.45% of 1% over P2.0 million

For purposes of this provision, the term exporters shall refer to those who are principally engaged in the business of exporting goods and merchandise, as well as
manufacturers and producers whose goods or products are both sold domestically and abroad. The amount of export sales shall be excluded from the total sales
and shall be subject to the rates not exceeding one half (1/2) of the rates prescribed under paragraphs (a), (b), and (d) of this Article.

E. On contractors and other independent contractors in accordance with the following schedule:

Gross Sales/Receipts For the Precedin
Calen%ar Year ? Tax Per Annum
50,000.00 or more but less than 75,000.00 1,161.00
75,000.00 or more but less than 100,000.00 1,742.00
100,000.00 or more but less than 150,000.00 2,613.00
150,000.00 or more but less than 200,000.00 3,484.00
200,000.00 or more but less than 250,000.00 4,791.00
250,000.00 or more but less than 300,000.00 6,098.00
300,000.00 or more but less than 400,000.00 8,131.00
400,000.00 or more but less than 500,000.00 10,890.00
500,000.00 or more but less than 750,000.00 12,210.00
750,000.00 or more but less than 1,000,000.00 13,530.00
4.!.!.§
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1,000,000.00 or more but less than 2,000,000.00 15,180.00
2,000,000.00 or more 15,180.00 plus 66% of 1% over P2.0 million
Provided that in no case shall the tax on gross receipts of P2, 000,000.00 or more be less than P15, 180.00.

F. On banks and other financial institutions, at the rate of seven five percent of one percent (75% of 1%) of the gross receipts of the preceding calendar year
derived from interest, commissions and discounts from lending activities, income from financial leasing, dividends, rentals on property, and profit from exchange or
sale of property, insurance premium. All other income and receipts not herein enumerated shall be excluded in the computation of the tax

G. On operators of theaters and cinema houses, video-movie houses utilizing laser disc players, projectors and of similar apparatus, and other entertainment sites
in the internet and other show houses which are open to public for a fee:

Gross Sales/Receipts For the Preceding Tax Per Annum
Calendar Year
50,000.00 or more but less than 75,000.00 1,560.00
75,000.00 or more but less than 100,000.00 2,335.00
100,000.00 or more but less than 150,000.00 3,269.00
150,000.00 or more but less than 200,000.00 4,295.00
200,000.00 or more but less than 250,000.00 5,493.00
250,000.00 or more but less than 300,000.00 7,296.00
300,000.00 or more but less than 400,000.00 9,837.00
400,000.00 or more but less than 500,000.00 10,175.00
500,000.00 or more but less than 750,000.00 11,275.00
750,000.00 or more but less than 1,000,000.00 12,650.00
1,000,000.00 or more but less than 2,000,000.00 13,915.00
2,000,000.00 or more P 13,915.00 plus 66% of 1% over P2.0 million

H. Onlessors of real estate including apartments and boarding houses:

Gross Sales/Receipts For the Precedin
Calen?:iar Year ? Tax Per Annum
50,000.00 or more but less than 60,000.00 1,210.00
60,000.00 or more but less than 70,000.00 1,548.00
70,000.00 or more but less than 80,000.00 1,839.00
80,000.00 or more but less than 90,000.00 2,153.00
90,000.00 or more but less than 100,000.00 2,468.00
4.!‘!.§
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100,000.00 or more but less than 150,000.00 3,061.00
150,000.00 or more but less than 200,000.00 4,138.00
200,000.00 or more but less than 300,000.00 5,517.00
300,000.00 or more but less than 500,000.00 8,167.00
500,000.00 or more but less than 750,000.00 13,722.00
750,000.00 or more but less than 1,000,000.00 19,882.00
1,000,000.00 or more but less than 2,000,000.00 21,780.00
2,000,000.00 or more P21,780.00 plus 66% of 1% over P2.0 million

|. On the businesses hereunder enumerated:
1. Commission agents;
2. Lessors, dealers, brokers of real estate;
3. On travel agencies and travel agents;
4. On boarding houses, pension houses, motels, apartments, apartelles, and condominiums;
5. Subdivision owners/developers, Private Cemeteries and Memorial Parks owners/developers;
6. Privately-owned markets;
7. Hospitals, medical clinics, dental clinics, therapeutic clinics, medical laboratories, dental laboratories;
8. Operators of Cable Network System;
9. General consultancy services;
10. Warehouses
11. On line businesses that offers services
12. All other similar activities consisting essentially of the sales of services for a fee.

Gross Sales/Receipts For the Preceding Tax Per Annum
Calendar Year

50,000.00 or more but less than 75,000.00 1,161.00
75,000.00 or more but less than 100,000.00 1,742.00
100,000.00 or more but less than 150,000.00 2,613.00
150,000.00 or more but less than 200,000.00 3,484.00
200,000.00 or more but less than 250,000.00 4,791.00
250,000.00 or more but less than 300,000.00 6,098.00
300,000.00 or more but less than 400,000.00 8,131.00
400,000.00 or more but less than 500,000.00 10,890.00
500,000.00 or more but less than 750,000.00 12,210.00
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750,000.00 or more but less than 1,000,000.00 13,530.00

1,000,000.00 or more but less than 2,000,000.00 15,180.00

2,000,000.00 or more P15,180.00 plus 66% of 1% over P2.0 million
Provided, that in no case shall the tax on gross sales of P2, 000,000.00 or more be less than P15, 180.00.

J. On retailers with gross receipts or sales for the preceding year in the amount of:

Amount of Gross Sales/Receipts For the Preceding

Calendar Year Tax Per Annum

50,000.00 or more but less than 75,000.00 1,306.00
75,000.00 or more but less than 100,000.00 1,742.00
100,000.00 or more but less than 150,000.00 2,468.00
150,000.00 or more but less than 200,000.00 3,194.00
200,000.00 or more but less than 300,000.00 4,345.00
300,000.00 or more but less than 500,000.00 5,416.00
500,000.00 or more but less than 750,000.00 8,712.00
750,000.00 or more but less than 1,000.000.00 11,616.00

3 3 —
1,000,000.00 or more but less than 100,000,000.00 11,616.00 plus 66% of 1% over P1.0 million but less than

P100 million
3 —
100,000,000.00 or more but less than 500,000,000.00 z(?HSié)nle.OO plus 1.10% over P100 million but less than P500
500,000,000.00 or more P5,065,016.00 plus 82.5% of 1% over P500 million

K . On retailers classified as sari-sari store with gross sales or receipts for the preceding year in the amount of:

Amount of Gross Sales/Receipts For the Preceding Tax Per Annum
Calendar Year

50,000.00 or more but less than 75,000.00 1,188.00

75,000.00 or more but less than 100,000.00 1,584.00

100,000.00 or more but less than 150,000.00 2,244.00

150,000.00 or more but less than 200,000.00 2,904.00

200,000.00 or more but less than 300,000.00 3,950.00

300,000.00 or more but less than 500,000.00 4,924.00

500,000.00 or more but less than 750,000.00 7,920.00

750,000.00 or more but less than 1,000.000.00 10,560.00

1,000,000.00 or more but less than 2,000,000.00 P10,560,00 plus 60% of 1% over P1.0 million
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L. On Authorized Franchise Car Dealers engaged in business of selling brand new vehicles and genuine parts pursuant to a valid and existing Franchise Agreement
with legitimate manufacturers and distributors shall be taxed at the rate of 50% of 1% of gross receipts up to P 2,000,000.00 and 45% of 1% of gross receipts in
excess of P 2,000,000.00.

M. On restaurants and other eating establishments such as, but not limited to cafes, cafeterias, ice cream or refreshment parlors, carinderias, soda fountains,
food caterers, fast food centers and snack counters shall be taxed at the rate of 1.75% of the gross receipts of the preceding calendar year.

N. On operators engaged in amusement devices and computer shop shall be taxed at the rate of Two Hundred Pesos (P200.00) per amusement device.
O. On peddlers engaged in the sale of any merchandise or article of commerce, at the rate of Sixty Six Pesos (P66.00) per peddler annually.

Delivery trucks, vans or vehicles used by manufacturers, producers, wholesalers, dealers or retailers enumerated under Section 141 of R.A. 7160 shall be exempt: from
the peddlers’ tax herein imposed.

The tax herein imposed shall be payable within the first twenty (20) days of January. An individual who will start to peddle merchandise or articles of commerce after
January 20 shall pay the full amount of the tax before engaging in such activity.

P. On operators of public utility vehicles maintaining booking office, terminal, or waiting station for the purpose of carrying passengers from this city under a certificate
of public convenience and necessity or similar franchises:

Air-conditioned buses P 6,000.00 per unit
Buses without air conditioning 5,000.00 per unit
"Mini" buses 4,000.00 per unit
Utility Vehicles/Vans/Fieras/Tamaraws 1,500.00 per unit
Taxis/Grab and the like 1,000.00 per unit
Jeepneys 800.00 per unit
Multi-Cabs 800.00 per unit
Tricycles (5 or more units) 100.00 per unit
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5. CHANGE ADDRESS OF BUSINESS (WITHIN CITY OF IMUS) IN BUSINESS/MAYOR’S PERMIT (ON-SITE)
All enterprises that changed its status are required to amend its Business/Mayor’s Permit for transfer/change address.

OFFICE OR DIVISION Business Permits and Licensing Office
CLASSIFICATION Simple
TYPE OF TRANSACTION G2B — Government to Business
WHO MAY AVAIL THE SERVICE | All proprietors with new business in the City of Imus
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Please fill-out the Business Permit Application Form/Unified
Form (provided by BPLO) and submit together with the Business One-Stop Shop (BOSS), https://cityofimus.gov.ph
following requirements:
Latest Business Tax Order of Payment (Assessment Form) — From the owner of the business (previously issued by BPLO to the owner)
Original
Latest Business Permit Certificate (Diploma) — Original From the owner of the business (previously issued by BPLO to the owner)

Proof of right of applicant to use location as business address | From the owner of the business place
-Certified True Copy of Original Certificate Title (OCT)/ Certified
True Copy of Transfer Certificate of Title (TCT)/

Tax Declaration/- 1 Original (if owned)

-Notarized Deed of Sale (if owned)- Original and 1 Photocopy-
complete set

-Notarized Contract to Sell (if under amortization) -Original and 1
Photocopy-complete set

-Notarized Contract of Lease and Lessor’s Business Permit (if
renting)- Original and 1 Photocopy-complete set

-Notarized Memorandum of Agreement/ Notarized written consent
of property owner (if not owned, not renting) -Original and 1
Photocopy-complete set

- Death Certificate, Extrajudicial Settlement/Last Will and
Testament/Affidavit of Self-Adjudication (if the title owner is
deceased)- Original and 1 Photocopy-complete set

-Notarized Consent of other title owner (if the business owner is
one of the title owner)-Original

-Secretary’s Certificate (if title is single owned-for Corporation), -
Original

-Certificate of Award Notice from NHA (if without title but with
Tax Declaration) Original and 1 Photocopy
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-Affidavit of Sworn Declaration of all real properties for rent with
tenants listed therein- Original (if lessor)

interior view)
-1 Copy-complete set

Location plan or sketch of the location with picture of
establishment (front, right, left side view including the road, and

From the owner of the business

OTHER REQUIREMENTS THAT MAY BE NEEDED:

Barangay Clearance/Endorsement

for business (if not yet

integrated)-Original and 2 Photocopies

From Barangay Hall where the business is located

Barangay Resolution - 1 Photocopy

From Barangay Hall where the business is located

Homeowner’s Association Resolution (HOA) endorsing the
project or business, if the location of the business is within a
Residential Subdivision-Original and 1 Photocopy

From Homeowner’s Association of the Subdivision where the business is located

Updated Tax Receipt - Original and 1 Photocopy

From the Land Tax Office (Official Receipt of Real Property Tax-Amilyar)

Market Clearance

Photocopy

for business is located in public market -Original and 1

From the Economic Enterprise Management Office (EEMO) located at Imus Public Market

authorized representative-(if Repre

Written Authorization Letter /Secretary’s
Certificate/Partnership Certificate with 1.D.s from owner and

sentative)l Photocopy

From the owner of the business

CLIENT STEPS

AGENCY ACTION

FEES TO BE PAID

PROCESSING TIME

PERSON RESPONSIBLE

CITIZEN’S CHARTER

1. Submit the complete | 1. Assess the requirements None 10 minutes Mary Grace Basa;
requirements and issue the Business Tax Regina Camaclang;
Order of Payment Ruby Concepcion;
(Assessment Form) Rolando Dela Cruz;
Ma. Elinor Laureles;
Roehl Mafiago, Jr.;
Dianne Lois Marcial;
Ruby Ordofiez;
Glenn Elmer Ramirez
2. Pay the required fee(s) 2. Receive the payment. Pass Mayor’s Permit Fee 10 minutes City Treasurer’s Office
the Business Tax Order of assigned personnel
Payment (Assessment Form)
3. Claim the Business Tax Order of | 3. Issue the Business Tax None 10 minutes Norman Angeles;
Payment (Assessment Form) with | Order of Payment Luisito Dominguez;
(Assessment  Form)  with Felizardo San Jose, Jr.;
PO
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Official Receipt, Mayor's Permit | Official Receipt, Mayor’s Melani Unawa;
Certificate Permit Certificate Richard Villanueva;
Zecel Secretario

Fill-out the Client Satisfaction Rating Form
TOTAL | Based on computation | 30 minutes |

Mayor’s Permit Fee
(a.) On business whose business tax rates are determined based on their gross sales and/or receipts based on section 7 paragraphs a, b, ¢, d, e, g, h, i, j, kand |
of City Ordinance No. 04-133 S. 2019:

Asset Size Amount Asset Size Amount
P 10,000.00 and below 150.00 Over P 850,000.00 to P 1,000,000.00 1,250.00
Over P 10,000.00 to P 30,000.00 225.00 Over P 1,000,000.00 to P 3,000,000.00 5,000.00
Over P 30,000.00 to P 50,000.00 300.00 Over P 3,000,000.00 to P 5,000,000.00 7,500.00
Over P 50,000.00 to P 75,000.00 375.00 Over P 5,000,000.00 to P 7,500,000.00 10,000.00
Over P 75,000.00 to P 100,000.00 450.00 Over P 7,500,000.00 to P 10,000,000.00 15,000.00
Over P 100,000.00 to P 200,000.00 525.00 Over P 10,000,000.00 to P 15,000,000.00 25,000.00
Over P 200,000.00 to P 350,000.00 600.00 Over P 15,000,000.00 to P 25,000,000.00 40,000.00
Over P 350,000.00 to P 500,000.00 700.00 Over P 25,000,000.00 to P 30,000,000.00 50,000.00
Over P 500,000.00 to P 750,000.00 800.00 Over P 30,000,000.00 60,000.00
Over P 750,000.00 to P 850,000.00 1,000.00 1,250.00
(b.) On Banks

Rural Banks (Main or Branch) P 5,000.00

Thrift Banks (Main or Branch) 5,000.00

Savings, Commercial, Industrial and Development 10,000.00

Banks (Branch)

Universal Banks (Branch) 20,000.00

(c.) On Other Financial Institutions per establishment

Lending P 3,000.00

Pawnshop 3,000.00

Money Shops 3,000.00
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Insurance 5,000.00
Pension Plan 5,000.00

6. CHANGE BUSINESS NAME IN BUSINESS/MAYOR’S PERMIT / CHANGE BUSINESS NATURE OR LINE OF BUSINESS (ON-SITE)
All enterprises that changed its status are required to amend its Business/Mayor’s Permit for change of business name.

OFFICE OR DIVISION Business Permits and Licensing Office
CLASSIFICATION Simple
TYPE OF TRANSACTION G2B — Government to Business
WHO MAY AVAIL THE SERVICE | All proprietors with new business in the City of Imus
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Please fill-out the Business Permit Application Form/Unified
Form (provided by BPLO) and submit together with the Business One-Stop Shop (BOSS), https://cityofimus.gov.ph
following requirements:
Latest Business Tax Order of Payment (Assessment Form) - From the owner of the business (previously issued by BPLO to the owner)
Original
Latest Business Permit Certificate (Diploma) - Original From the owner of the business (previously issued by BPLO to the owner)
Proof of Registration
-DTI, if Sole Proprietorship — should be same owner Business One-Stop Shop (BOSS), https://bnrs.dti.gov.ph/registration, Imus Satellite Office
2 Copies - 1 Original, 1 Photocopy or — The District Mall, City of Imus, Any DTI Office

-SEC Registration, if Partnership or Corporation — should be same | https://crs.sec.gov.ph/; Secretariat Building, PICC Complex
incorporators Roxas Boulevard, Metro Manila Philippines

2 Copies COMPLETE SET - 1 Original, 1 Photocopy or
https://www.cda.gov.ph/resources/downloads/pro-forma-registration-documents; 827

-CDA, if Cooperative Aurora Blvd., Immaculate Conception, Quezon City. For registration of primary
2 Copies - 1 Original, 1 Photocopy cooperatives, this power has been delegated to the Regional or Extension Offices
Written Authorization Letter / Secretary’s Certificate From the owner of the business

/Partnership Certificate with 1.D.s from owner and authorized
representative-(if Representative)l Photocopy

CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING TIME | PERSON RESPONSIBLE
1. Submit the complete | 1. Assess the requirements None 10 minutes Mary Grace Basa;
requirements and issue the Business Tax Regina Camaclang;
Order of Payment Ruby Concepcion;
(Assessment Form) Rolando Dela Cruz;
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Ma. Elinor Laureles;
Roehl Mafago, Jr.;
Dianne Lois Marcial;
Ruby Ordofiez;
Glenn Elmer Ramirez
2. Pay the required fee(s) 2. Receive the payment. Pass Mayor’s Permit Fee 10 minutes City Treasurer’s Office
the Business Tax Order of assigned personnel
Payment (Assessment Form)
3. Claim the Business Tax Order of | 3. Issue the Business Tax None 10 minutes Norman Angeles;
Payment (Assessment Form) with | Order of Payment Luisito Dominguez;
Official Receipt, Mayor's Permit | (Assessment Form)  with Felizardo San Jose, Jr.;
Certificate Official Receipt, Mayor’s Melani Unawa;
Permit Certificate Richard Villanueva,;
Zecel Secretario

Fill-out the Client Satisfaction Rating Form
TOTAL | Based on computation | 30 minutes |

Mayor’s Permit Fee
(a.) On business whose business tax rates are determined based on their gross sales and/or receipts based on section 7 paragraphs a, b, ¢, d, e, g, h, i, j, kand |
of City Ordinance No. 04-133 S. 2019:

Asset Size Amount Asset Size Amount

P 10,000.00 and below 150.00 Over P 850,000.00 to P 1,000,000.00 1,250.00
Over P 10,000.00 to P 30,000.00 225.00 Over P 1,000,000.00 to P 3,000,000.00 5,000.00
Over P 30,000.00 to P 50,000.00 300.00 Over P 3,000,000.00 to P 5,000,000.00 7,500.00
Over P 50,000.00 to P 75,000.00 375.00 Over P 5,000,000.00 to P 7,500,000.00 10,000.00
Over P 75,000.00 to P 100,000.00 450.00 Over P 7,500,000.00 to P 10,000,000.00 15,000.00
Over P 100,000.00 to P 200,000.00 525.00 Over P 10,000,000.00 to P 15,000,000.00 25,000.00
Over P 200,000.00 to P 350,000.00 600.00 Over P 15,000,000.00 to P 25,000,000.00 40,000.00
Over P 350,000.00 to P 500,000.00 700.00 Over P 25,000,000.00 to P 30,000,000.00 50,000.00
Over P 500,000.00 to P 750,000.00 800.00 Over P 30,000,000.00 60,000.00
Over P 750,000.00 to P 850,000.00 1,000.00 1,250.00

4.!.!.§

CITIZEN’S CHARTER L

CITY OF

lMUS www.cityofimus.gov.ph



(b.) On Banks

Rural Banks (Main or Branch) P 5,000.00
Thrift Banks (Main or Branch) 5,000.00
Savings, Commercial, Industrial and Development 10,000.00
Banks (Branch)

Universal Banks (Branch) 20,000.00

(c.) On Other Financial Institutions per establishment
Lending P 3,000.00
Pawnshop 3,000.00
Money Shops 3,000.00
Insurance 5,000.00
Pension Plan 5,000.00
4.!.!.§
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7. MULTIPLE AMENDMENTS IN BUSINESS/MAYOR’S PERMIT (CHANGE OWNERSHIP/CHANGE BUSINESS NAME/CHANGE ADDRESS-WITHIN CITY OF
IMUS) and CHANGE OWNERSHIP IN BUSINESS/MAYOR’S PERMIT - (ON-SITE)
All enterprises that changed its status are required to amend its Business/Mayor’s Permit.

OFFICE OR DIVISION Business Permits and Licensing Office
CLASSIFICATION Simple
TYPE OF TRANSACTION G2B — Government to Business
WHO MAY AVAIL THE All proprietors with new business in the City of Imus
SERVICE
CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Please fill-out the Business Permit Application Form/Unified Business One-Stop Shop (BOSS), https://cityofimus.gov.ph
Form (provided by BPLO) and submit together with the
following requirements:

Business Retirement Certificate — 1 Photocopy From the owner of the business (previously issued by City Treasurer’'s Office)

Proof of Registration

-DTI, if Sole Proprietorship Business One-Stop Shop (BOSS), https://bnrs.dti.gov.ph/registration, Imus Satellite Office
2 Copies - 1 Original, 1 Photocopy or — The District Mall, City of Imus, Any DTI Office

-SEC Registration, if Partnership or Corporation https://crs.sec.gov.ph/; Secretariat Building, PICC Complex

2 Copies COMPLETE SET - 1 Original, 1 Photocopy or Roxas Boulevard, Metro Manila Philippines

-CDA, if Cooperative https://www.cda.gov.ph/resources/downloads/pro-forma-registration-documents; 827

2 Copies - 1 Original, 1 Photocopy Aurora Blvd., Immaculate Conception, Quezon City. For registration of primary

cooperatives, this power has been delegated to the Regional or Extension Offices
- Housing and Land Use Regulatory Board (HLURB) Registration /
Department of Human Settlement and Urban Development https://dhsud.gov.ph/services/homeowners-association/;

(DHSUD) Registration (for Homeowner’s Association) DHSUD Building, Kalayaan Avenue, corner Mayaman Street, Diliman, Quezon City, 1101
Proof of right of applicant to use location as business address | From the owner of the business place

-Certified True Copy of Original Certificate Title (OCT)/ Certified
True Copy of Transfer Certificate of Title (TCT)/

Tax Declaration/- 1 Original (if owned)

-Notarized Deed of Sale (if owned)- Original and 1 Photocopy-
complete set

-Notarized Contract to Sell (if under amortization) -Original and 1
Photocopy-complete set
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-Notarized Contract of Lease and Lessor’s Business Permit (if
renting)- Original and 1 Photocopy-complete set

-Notarized Memorandum of Agreement/ Notarized written consent
of property owner (if not owned, not renting) -Original and 1
Photocopy-complete set

- Death Certificate, Extrajudicial Settlement/Last Will and
Testament/Affidavit of Self-Adjudication (if the title owner is
deceased)- Original and 1 Photocopy-complete set

-Notarized Consent of other title owner (if the business owner is
one of the title owner)-Original

-Secretary’s Certificate (if title is single owned-for Corporation)-
Original,

-Certificate of Award Notice from NHA (if without title but with
Tax Declaration) Original and 1 Photocopy

-Affidavit of Sworn Declaration of all real properties for rent with
tenants listed therein- Original (if lessor)

-Tax declaration and Updated Tax Receipt - Original and 1
Photocopy (From the Land Tax Office - Official Receipt of Real
Property Tax-Amilyar))

Location plan or sketch of the location with picture of From the owner of the business
establishment (front, right, left side view including the road, and
interior view)-1 Copy-complete set

Certificate of Occupancy, if applicable -Original and 1 From the owner of the business/City Building Official Office

Photocopy

OTHER REQUIREMENTS THAT MAY BE NEEDED:

Barangay Clearance/Endorsement for business (if not yet From Barangay Hall where the business is located

integrated) -Original and 2 Photocopies

Barangay Resolution -1 Photocopy From Barangay Hall where the business is located

Homeowner’s Association Resolution (HOA) endorsing the From Homeowner’s Association of the Subdivision where the business is located

project or business, if the location of the business is within a
Residential Subdivision -Original and 1 Photocopy

Other documents that may be necessary (depending on the
nature of business)

Market Clearance From the Economic Enterprise Management Office (EEMO) located at Imus Public Market
for business is located in public market-Original and 1
Photocopy
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Franchise Agreement and Consent From the Franchisor of the business
for franchisee-Original and 1 Photocopy

Annual Report to DHSUD (received/stamped) From DHSUD
for Homeowners’ Association - Original and 1 Photocopy
Written Authorization Letter/ SPA/ Secretary’s From the owner of the business

Certificate/Partnership Certificate with 1.D.s from owner and
authorized representative-(if Representative)1l Photocopy

Letter of No Objection — Original From Office of the City Mayor

Approval from the City Mayor — Original From Office of the City Mayor

Certificate of Attendance on Solid Waste Management From City Environment and Natural Resources Office (CENRO)
Seminar (must attend seminar conducted by CENRO)

Certificate of Non-Coverage (CNC) DENR-EMB From DENR-EMB (www.emb.gov.ph)

(www.emb.gov.ph) - for WATER STATION, JUNKSHOPS,
MEDICAL & DENTAL CLINIC, LABORATORIES, LAUNDRY,
CARWASH - 1 Photocopy

Environmental Compliance Certificate (ECC) DENR-EMB From DENR-EMB (www.emb.gov.ph)
(www.emb.gov.ph) - for INDUSTRY, HOSPITAL, GASOLINE
STATION, FUNERAL HOMES, MALL, SUPERMARKET,
MANUFACTURER, FACTORY, POULTRY, PIGGERY, OTHER
BUSINESS POSES POTENTIAL RISK/IMPACT TO
ENVIRONMENT - 1 Photocopy

Contract/MOA with Private Hauler - private hauler must have From Private Hauler
MOA with Sanitary Landfill and Certificate of Disposal for
MALL, FASTFOOD CHAIN, RESTAURANT, SUPERMARKET,
LARGE SCALE INDUSTRY, FACTORY (MANUFACTURING),
WAREHOUSE, ET.AL- 2 Photocopies

Contract/MOA with Private Infectious/Hazardous Waste Hauler | From DENR accredited Hauler
(Certificate of Safe Disposal) for MEDICAL
INFECTIOUS/TOXIC WASTE-2 Photocopies
Discharge Permit (Water Pollution) -FOR RESTAURANTS, From DENR-EMB (www.emb.gov.ph)
SHOPPING MALLS, COMMERCIAL LABORATORIES,
HOSPITAL, MARKETS, COMMERCIAL CONDOMINIUMS,
HOTELS, GASOLINE STATIONS, FUNERAL PARLOR, &
OTHER ESTABLISHMENTS THAT USE WATER & DISCHARGE
IT EVENTUALLY - 1 Photocopy
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Hazardous Waste Generators ID & Contract/MOA with Private | From Private Infectious/Hazardous Waste Hauler
Infectious/Hazardous Waste Hauler (Certificate of Safe
Disposal)-FOR RESTAURANTS, SHOPPING MALLS,
COMMERCIAL LABORATORIES, HOSPITAL, MARKETS,
COMMERCIAL CONDOMINIUMS, HOTELS, GASOLINE
STATIONS, FUNERAL PARLOR, & OTHER ESTABLISHMENTS
THAT USE CHEMICAL DISCHARGE/HAZARDOUS
SUBSTANCES - 1 Photocopy

Permit to Operate (Air Pollution) - FOR From DENR-EMB (www.emb.gov.ph)
MANUFACTURING/INDUSTRY with furnaces, boilers,
generators, or any operation producing dust or particulate
matter - 1 Photocopy

Picture of Grease Trap FOR RESTAURANT, EATERY, From the owner of the business
CARINDERIA - 1 Photocopy
Water Permit from National Water Resources Board From National Water Resources Board (NWRB) (nwrb.gov.ph)

(nwrb.gov.ph) if source of water is from deep well -FOR
WATER REFILLING STATION, CARWASH, LAUNDRY) - 1

Photocopy

Latest Result of Physico-Chemical Analysis Examination From Water Testing Laboratory

for food establishment & water station — Original

Health Certificate of Staff From City Health Office

for food establishment, water station, salon, and spa — Original

Urinalysis (1 month validity) — Original From Department of Health (DOH)Accredited Laboratory

Fecalysis (1 month validity) — Original From Department of Health (DOH)Accredited Laboratory

Chest X-Ray (6 months validity) — Original From Department of Health (DOH)Accredited Laboratory

Drug Test (1 year validity) — Original From Department of Health (DOH)Accredited Laboratory

Pest/Vermin Control From any legitimate Pest Control establishments

for food establishment, fast-food chain, supermarket — Original

Clearance From City Veterinary Office

for meat retailer, poultry and pet supplies retailer - Original

CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING TIME | PERSON RESPONSIBLE

1. Submit the complete | 1. Assess the requirements None 20 minutes Mary Grace Basa;

requirements and issue the Business Tax Regina Camaclang;
Order of Payment Ruby Concepcion;
(Assessment Form) Rolando Dela Cruz;

> @rg Ma. Elinor Laureles;
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Roehl Mafiago, Jr.;
Dianne Lois Marcial;
Ruby Ordofiez;
Glenn Elmer Ramirez
2. Pay the required fee(s) 2. Receive the payment. Pass | ¢ Mayor's Permit Fee 10 minutes City Treasurer’s Office
the Business Tax Order of |« Zoning Fee - Based on Type of assigned personnel
Payment (Assessment Form), Establishment
O.R., CTC, to BFP personnel | Building Inspection Fee - Based
for Fire Inspection Fee on Type of Structure
payment, then to Sanitary i Garbage Fee -Based on Type of
Inspector for Sanitary Permit Establishment
Environmental Protection Fee-Based
on Type of Establishment
Sanitary Inspection Fee - Based on
Type of Establishment
Fire Safety Inspection Fee - 15 % of
total assessment excluding business
tax
e Business Plate - Php 200.00 per
Business Plate
3. Claim the Business Tax Order | 3. Issue the Business Tax None 30 minutes Norman Angeles;
of Payment (Assessment Form) | Order of Payment Luisito Dominguez;
with  Official Receipts, CTC, | (Assessment Form) with Felizardo San Jose, Jr.;
Business Plate, Mayor's Permit | Official Receipts, CTC, Melani Unawa;
Certificate, and Sanitary Permit Business Plate, Mayor’s Richard Villanueva;
Permit Certificate, and Zecel Secretario
Sanitary Permit
Fill-out the Client Satisfaction Rating Form
TOTAL | Based on computation 1 hour |
4.!.!.§
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Mayor’s Permit Fee
(@) On business whose business tax rates are determined based on their gross sales and/or receipts based on section 7 paragraphs a, b, c, d, e, g, h, i, j, k and | of
City Ordinance No. 04-133 S. 2019:

Asset Size Amount Asset Size Amount
P 10,000.00 and below 150.00 Over P 850,000.00 to P 1,000,000.00 1,250.00
Over P 10,000.00 to P 30,000.00 225.00 Over P 1,000,000.00 to P 3,000,000.00 5,000.00
Over P 30,000.00 to P 50,000.00 300.00 Over P 3,000,000.00 to P 5,000,000.00 7,500.00
Over P 50,000.00 to P 75,000.00 375.00 Over P 5,000,000.00 to P 7,500,000.00 10,000.00
Over P 75,000.00 to P 100,000.00 450.00 Over P 7,500,000.00 to P 10,000,000.00 15,000.00
Over P 100,000.00 to P 200,000.00 525.00 Over P 10,000,000.00 to P 15,000,000.00 25,000.00
Over P 200,000.00 to P 350,000.00 600.00 Over P 15,000,000.00 to P 25,000,000.00 40,000.00
Over P 350,000.00 to P 500,000.00 700.00 Over P 25,000,000.00 to P 30,000,000.00 50,000.00
Over P 500,000.00 to P 750,000.00 800.00 Over P 30,000,000.00 60,000.00
Over P 750,000.00 to P 850,000.00 1,000.00 1,250.00
(b). On Banks
Rural Banks (Main or Branch) P 5,000.00
Thrift Banks (Main or Branch) 5,000.00

Savings, Commercial, Industrial and Development 10,000.00
Banks (Branch)

Universal Banks (Branch) 20,000.00
On Main Offices, one half (1/2) of the Permit Fee enumerated.

(c.) On Other Financial Institutions per establishment

Lending P 3,000.00

Pawnshop 3,000.00

Money Shops 3,000.00

Insurance 5,000.00

Pension Plan 5,000.00
¢.Z.Z.§
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8. ISSUANCE OF MAYOR’S PERMIT FOR COOPERATIVE
Cooperatives are required to obtain or secure Mayor’s Permit and pay the commensurate cost of regulation, inspection, and surveillance of the operation of its

business.
OFFICE OR DIVISION Business Permits and Licensing Office
CLASSIFICATION Simple
TYPE OF TRANSACTION G2B — Government to Business
WHO MAY AVAIL THE SERVICE | All Cooperatives in the City of Imus
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Cooperative Development Authority (CDA) Registration (2 Copies - | https://www.cda.gov.ph/resources/downloads/pro-forma-registration-documents; 827
1 Original, 1 Photocopy) Aurora Blvd., Immaculate Conception, Quezon City. For registration of primary
cooperatives, this power has been delegated to the Regional or Extension Offices.
Community Tax Certificate (CEDULA) City Treasurer’s Office
OTHER REQUIREMENTS THAT MAY BE NEEDED:
Barangay Clearance for business (2 Copies — 1 Original,1 Barangay Hall where the business is located
Photocopy)
Written Authorization Letter /Secretary’s From the owner of the business

Certificate/Partnership Certificate with I.D.s from owner and
authorized representative-(if Representative)1l Photocopy

CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING TIME | PERSON RESPONSIBLE
1. Submit the complete 1. Assess the requirements None 5 minutes Mary Grace Basa;
requirements and issue the Assessment Regina Camaclang;
Form Rolando Dela Cruz;

Ma. Elinor Laureles;
Roehl Mafiago, Jr.;
Dianne Lois Marcial;

Ruby Ordofiez;
Glenn Elmer Ramirez
2. Pay the required fee(s) 2. Receive the payment and Mayor’s Permit - P1,000.00 5 minutes City Treasurer’s Office
issue the O.R. assigned personnel
3. Claim the Mayor’s Permit 3. Issue the Mayor’s Permit None 5 minutes Norman Angeles;
Certificate Certificate Luisito Dominguez;

Felizardo San Jose, Jr.;
Melani Unawa;
Richard Villanueva;
Zecel Secretario

(ALY
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Fill-out the Client Satisfaction Rating Form
TOTAL | Based on computation | 15 minutes

9. ISSUANCE OF TEMPORARY OR SEASONAL VENDOR’S PERMIT
Mayor’s Permit is issued to temporary or seasonal vendors and exhibitors engaged in the sale or display of goods or services during fairs, fiestas,

Christmas, foundation or anniversary day, and other holidays or special occasions, for a period of at least one (1) day but not more than one (1) year, in temporary
booths or other temporary structures, located indoors or outdoors, whether leased or free.

OFFICE OR DIVISION Business Permits and Licensing Office
CLASSIFICATION Simple
TYPE OF TRANSACTION G2B — Government to Business
WHO MAY AVAIL THE SERVICE | All potential proprietors with business in the City of Imus
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
DTI, if Sole Proprietorship (2 Copies - 1 Original, Business One-Stop Shop (BOSS), https://bnrs.dti.gov.ph/registration, Imus Satellite
1 Photocopy) Office — The District Mall, City of Imus, Any DTI Office
or SEC Registration, if Partnership or Corporation
(2 Copies - 1 Original, 1 Photocopy) https://crs.sec.gov.ph/; Secretariat Building, PICC Complex

Roxas Boulevard, Metro Manila Philippines
or CDA, if Cooperative (2 Copies - 1 Original,
1 Photocopy) https://www.cda.gov.ph/resources/downloads/pro-forma-registration-documents; 827
Aurora Blvd., Immaculate Conception, Quezon City. For registration of primary
cooperatives, this power has been delegated to the Regional or Extension Offices

Contract of Lease From the owner/lessor of the building or commercial stall
Community Tax Certificate (CEDULA) City Treasurer’s Office

OTHER REQUIREMENTS THAT MAY BE NEEDED:

Barangay Clearance/Endorsement for business (if not yet Barangay Hall where the business is located
integrated) -Original and 2 Photocopies

Approval from the City Mayor — Original From the Office of the City Mayor

Written Authorization Letter /Secretary’s Certificate/Partnership From the owner of the business

Certificate with 1.D.s from owner and authorized representative-(if
Representative)1 Photocopy

CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING TIME | PERSON RESPONSIBLE

1. Submit the complete 1. Assess the requirements and None 5 minutes Mary Grace Basa;

requirements issue the Assessment Form Regina Camaclang;
Rolando Dela Cruz;

\{ 0
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Ma. Elinor Laureles;
Roehl Mafago, Jr.;
Dianne Lois Marcial;
Ruby Ordofiez;
Glenn Elmer Ramirez
2. Pay the required fee(s) 2. Receive the payment and e Business Taxes 5 minutes City Treasurer’s Office
issue the O.R. o Renewal Based on assigned personnel
Annual Gross Sales/Receipts
e Mayor’'s Permit Fee
Four (4) square meters or less
Php 7.00/day
o More than four (4) square
meters Php 60.00/sq.m. per
mo.
(Refer to City Ordinance No.
04-133 S. 2019)
3. Claim the Mayor’s Permit 3. Issue the Mayor’s Permit None 5 minutes Norman T. Angeles;
Certificate Certificate Luisito E. Dominguez
Melani M. Unawa
Richard M. Villanueva
Fill-out the Client Satisfaction Rating Form
TOTAL | Based on computation | 15 minutes |
Mayor’s Permit Fee
Size Amount
Four (4) square meters or less P 7.00/day
More than four (4) square meters 60.00/sg.m./mo.

Business Taxes
e Renewal
A. On the businesses hereunder enumerated: All other similar activities consisting essentially of the sales of services for a fee.

\{ ¥
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Gross Sales/Receipts For the Preceding Tax Per Annum
Calendar Year
50,000.00 or more but less than 75,000.00 1,161.00
75,000.00 or more but less than 100,000.00 1,742.00
100,000.00 or more but less than 150,000.00 2,613.00
150,000.00 or more but less than 200,000.00 3,484.00
200,000.00 or more but less than 250,000.00 4,791.00
250,000.00 or more but less than 300,000.00 6,098.00
300,000.00 or more but less than 400,000.00 8,131.00
400,000.00 or more but less than 500,000.00 10,890.00
500,000.00 or more but less than 750,000.00 12,210.00
750,000.00 or more but less than 1,000,000.00 13,530.00
1,000,000.00 or more but less than 2,000,000.00 15,180.00
2,000,000.00 or more P15,180.00 plus 66% of 1% over P2.0 million

Provided, that in no case shall the tax on gross sales of P2, 000,000.00 or more be less than P15, 180.00.

B. On retailers with gross receipts or sales for the preceding year in the amount of:
Amount of Gross Sales/Receipts For the Preceding
Calendar Year

Tax Per Annum

50,000.00 or more but less than 75,000.00 1,306.00
75,000.00 or more but less than 100,000.00 1,742.00
100,000.00 or more but less than 150,000.00 2,468.00
150,000.00 or more but less than 200,000.00 3,194.00
200,000.00 or more but less than 300,000.00 4,345.00
300,000.00 or more but less than 500,000.00 5,416.00
500,000.00 or more but less than 750,000.00 8,712.00
750,000.00 or more but less than 1,000.000.00 11,616.00
0, 0, illi
1,000,000.00 or more but less than 100,000,000.00 éiggfhﬂﬁoﬂ'us 66% of 1% over P1.0 million but less than
100,000,000.00 or more but less than 500,000,000.00 ?n?IISi,c?anIOO plus 1.10% over P100 million but less than P500
500,000,000.00 or more P5,065,016.00 plus 82.5% of 1% over P500 million
4.!.!.§
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10. ISSUANCE OF PERMIT FOR AMBULANT AND ITINERANT AMUSEMENT OPERATORS
Mayor's Permit is issued to operators of amusement area particularly within the Imus Town Plaza, Imus Covered Court and its vicinity.

OFFICE OR DIVISION

Business Permits and Licensing Office

CLASSIFICATION

Simple

TYPE OF TRANSACTION

G2B — Government to Business

WHO MAY AVAIL THE SERVICE

All potential proprietors with business in the City of Imus

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Endorsement Letter from the City Mayor/City Administrator

Office of the City Mayor/ City Administrator’s Office

Community Tax Certificate (CEDULA)

City Treasurer’s Office

OTHER REQUIREMENTS THAT MAY BE NEEDED:

Barangay Clearance/Endorsement for business (if not yet integrated)

-Original and 2 Photocopies

Barangay Hall where the business is located

Written Authorization Letter /Secretary’s Certificate/Partnership
Certificate with I.D.s from owner and authorized representative-(if

Representative)1l Photocopy

From the owner of the business

CLIENT STEPS

AGENCY ACTION

FEES TO BE PAID

PROCESSING TIME

PERSON RESPONSIBLE

1. Submit the
requirements

complete

1. Assess the requirements and issue
the Assessment Form

None

5 minutes

Mary Grace Basa;
Regina Camaclang;
Rolando Dela Cruz;
Ma. Elinor Laureles;
Roehl Mafiago, Jr.;
Dianne Lois Marcial;

Ruby Ordofiez;
Glenn Elmer Ramirez

2. Pay the required fee(s)

2. Receive the payment and issue the
O.R.

Mayor’s Permit Fee
Php 600.00 per sq.m./day
(particularly within the Imus
City Plaza, Imus Covered
Court, and its vicinity)
Circus, Carnivals, or the like
Php 500.00 per day
Merry-go-round,
Rollercoaster, Ferris Wheel,
Swing and other
Mechanical rides(within

5 minutes

City Treasurer’s Office
assigned personnel

CITIZEN’S CHARTER
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Imus City Plaza or any
public property)

Php 1,200.00 per day
Shooting gallery and other
game booths
Php 750.00 per day (less
than or equal to 4 sq.m.)
Other gaming stalls
Php 1,500.00 (greater than
4 sq.m.) per day
3. Claim the Mayor's Permit|3. Issue the Mayor's Permit None 5 minutes Norman T. Angeles;
Certificate Certificate Luisito E. Dominguez;
Melani M. Unawa;
Richard M. Villanueva

Fill-out the Client Satisfaction Rating Form
TOTAL | Based on computation | 15 minutes |

V¢ ¥
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11. ISSUANCE OF OTHER PERMITS
Mayor's Permit is issued to cockpit operators/owners/licensees and cockpit personnel. The following are the other issued permits:
o Permit for Cockpit Owners/Operators/ Licensees
o Permit for Promoters and Cockpit Personnel
o Special Permit for Cockfighting

OFFICE OR DIVISION Business Permits and Licensing Office
CLASSIFICATION Simple
TYPE OF TRANSACTION G2B — Government to Business

WHO MAY AVAIL THE SERVICE | All residents and non-residents of the City of Imus
All cockpit owners of the City of Imus (for issuance of Special Permit
for Cockfighting)

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Permit for Cockpit Owners/Operators/ Licensees
New License

Zoning/Locational Clearance (issued by the Zoning Administrator) City Planning and Development Office
Building Plan and Design (duly approved by the City Engineer) City Engineering Office
Sanitary Permit/Clearance (issued by the City Health Officer) City Health Office

Annual Renewal
Certification from the City Engineer to the effect that such cockpit is free | City Engineering Office
from material, structural or other physical hazards

Sanitary Permit/Clearance (issued by the City Health Officer) City Health Office

Permit for Promoters and Cockpit Personnel

Community Tax Certificate (CTC) City Treasurer’s Office

Special Permit for Cockfighting

Endorsement Letter from the City Mayor/City Administrator Office of the City Mayor/ City Administrator’'s Office

Community Tax Certificate (CTC)
City Treasurer’s Office

OTHER REQUIREMENTS THAT MAY BE NEEDED:
Barangay Clearance/Endorsement for business (if not yet Barangay Hall where the business is located
integrated) -Original and 2 Photocopies
Written Authorization Letter /Secretary’s Certificate/Partnership | From the owner of the business
Certificate with I.D.s from owner and authorized representative-(if
Representative)l Photocopy
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CLIENT STEPS

AGENCY ACTION

FEES TO BE PAID

PROCESSING TIME

PERSON RESPONSIBLE

1. Submit the
requirements

complete

1. Assess the requirements and
issue the Assessment Form

None

5 minutes

Mary Grace Basa,
Regina Camaclang;
Rolando Dela Cruz;
Ma. Elinor Laureles;
Roehl Mafago, Jr.;
Dianne Lois Marcial;

Ruby Ordoriez;
Glenn Elmer Ramirez

2. Pay the required fee(s)

2. Receive the payment and issue
the O.R.

A. Owner/operator/licensee of

the cockpit:
Application Filing Fee
Php 3,000.00

Annual Cockpit Permit Fee

Php 15,000.00
B. Permit for Promoters and
Cockpit Personnel
Cockpit Personnel
Promoter/Hosts

Php 2,000.00 per annum
Pit Manager

Php 500.00 per annum
Referee

Php 300.00 per annum
Bet Taker (Kristo/Llamador)

Php 300.00 per annum
Bet Manager (Maciador/Kasador)

Php 300.00 per annum
Gaffer (Mananari)

Php 200.00 per annum
Cashier

Php 200.00 per annum
Derby (Matchmaker)

Php 200.00 per annum
C. Soltada

5 minutes

City Treasurer’s Office
assigned personnel

CITIZEN’S CHARTER
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Ordinary/Regular/Hackfight

Php 50.00 per fight
Plasada

1% of the total bet of the
winner
Special Permit Fee for
Cockfighting
A. Special Cockfights
(Pintakasi)

Php1,000.00 per day
B. Special Derby Assessment
from Promoters of:
One-Cock “Ulutan” and

Php 2,000.00 per day
“Timbangan”
Two-Cock Derby

Php 3,000.00 per day
Three-Cock Derby

Php 4,000.00 per day
Four-Cock Derby

Php 5,000.00 per day
Five-Cock (or more) Derby

Php 6,000.00 per day
International Derby

Php 3,000.00 per day
C. Soltada
Special Cockfight and Derby

Php 120.00 per fight
International Derby

Php 200.00 per fight
3. Claim the Mayor's Permit| 3. Issue the Mayor's Permit None 5 minutes Norman T. Angeles;
Certificate Certificate Luisito E. Dominguez;

Melani M. Unawa;

Richard M. Villanueva

Fill-out the Client Satisfaction Rating Form

TOTAL | Based on Computation | 15 minutes |
4.!.!.§
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12. ISSUANCE OF CERTIFICATION
The certification for non-existing business, with existing business, or other certifications related to businesses are issued by this office that are usually required
for scholarships, hospitalization, BIR, and others. The following are the issued certifications:
o Certification - with existing business and non-existing business
o Other Certifications

OFFICE OR DIVISION Business Permits and Licensing Office
CLASSIFICATION Simple
TYPE OF TRANSACTION G2B — Government to Business, G2G — Government to Government, G2C — Government to Citizen
WHO MAY AVAIL THE SERVICE | All residents and non-residents of the City of Imus
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Request Letter From the requesting party
Community Tax Certificate (CEDULA) City Treasurer’s Office
OTHER REQUIREMENTS THAT MAY BE NEEDED:
Written Authorization Letter (if Representative)1l Photocopy From the requesting party
CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING TIME | PERSON RESPONSIBLE
1. Submit the complete | 1. Assess the requirements None 5 minutes Mary Grace Basa;
requirements and issue the Assessment Regina Camaclang;
Form Rolando Dela Cruz;
Ma. Elinor Laureles;
Roehl Mafiago, Jr.;
Dianne Lois Marcial;
Ruby Ordofiez;
Glenn Elmer Ramirez
2. Pay the required fee(s) 2. Receive the payment and | With Existing Business Certification 5 minutes City Treasurer’s Office
issue the O.R. P 50.00 assigned personnel
Non-Existing Business Certification
P 50.00
Other Certifications P 50.00
Documentary Stamp Tax Php 30.00
3. Claim the Certificate 3. Issue the Certificate None 5 minutes Norman T. Angeles;
Luisito E. Dominguez;
Melani M. Unawa;
Richard M. Villanueva
Fill-out the Client Satisfaction Rating Form
TOTAL | P80.00 | 15 minutes |
4.!‘!.§
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13. ISSUANCE OF CEMETERY CONTRACT OF LEASE (for lots owned by the city)
A Cemetery Contract of Lease for lots owned by this city is issued to the relative of the deceased resident of Imus. Rental fee is collected for the rental of
Municipal Cemetery lots/niche with the lease period of five (5) years.

OFFICE OR DIVISION Business Permits and Licensing Office
CLASSIFICATION Simple
TYPE OF TRANSACTION G2C — Government to Citizen
WHO MAY AVAIL THE SERVICE | All residents and non-residents of the City of Imus
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Referral Letter (issued by BPLO) Business Permits & Licensing Office
Community Tax Certificate (CEDULA) of informant City Treasurer’s Office
Registered Death Certificate From the Local Civil Registrar’s Office of the City/City where the person died;

Transfer Permit in case the deceased died outside the territorial | From the Treasurer's Office of the City/City where the person died;
jurisdiction of the city;

Previous Cemetery Contract (if renewal) From the relative of the deceased or person who processed the previous contract
CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING TIME | PERSON RESPONSIBLE
1. Present the requirements and get | 1. Evaluate requirements and None 2 minutes Mary Grace Basa;
the Referral Letter issue  Referral Letter for (stop time) Regina Camaclang;
signature of cemetery caretaker Rolando Dela Cruz;

Ma. Elinor Laureles;
Roehl Mafiago, Jr.;
Dianne Lois Marcial;

Ruby Ordofiez;
Glenn Elmer Ramirez

2. Present the Referral Letter 2. Fill-out the Referral Letter & None 5 minutes Nelson Vasquez (cemetery

sign (stop time) caretaker)
3. Present the Referral Letter with | 3. Check the requirements and None 10 minutes General Services Office
signature of cemetery caretaker approve the Referral Letter personnel
4. Present the Referral Letter with | 4. Prepare Cemetery Contract of None 5 minutes Norman T. Angeles;
the complete requirements and | Lease, to be signed by Luisito E. Dominguez;
receive the Cemetery Contract of | concerned personnel and Melani M. Unawa;
Lease release for signature of the City Richard M. Villanueva

Mayor
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5. Pay the required fee(s) at the City | 5. Receive the payment and Alapan Public Cemetery 5 minutes City Treasurer’s Office
Treasurer’s Office issue the O.R. Contract Fee assigned personnel
e New Php 1,500.00
e Renewal Php 500.00
e Construction of new tomb
fee Php 6,500.00
e Construction of old tomb fee
Php 5,000.00
e Construction of bone crypt
Php 3,000.00
Toclong Public Cemetery
Contract Fee
e New Php 1,500.00
e Lot Renewal
Php 100.00/sg.m./year
6. Submit Cemetery Contract of | 6. The lessor (City Mayor) will None 1 day City Mayor
Lease for signature sign the contract
7. Notarize the Cemetery Contract | 7. Wait for the client None (stop time) Any notary public office
of Lease
8. Present the O.R. and Cemetery | 8.1 Write the O.R. no. in the None 1 minute Norman Angeles;
Contract of Lease (paid, signed and | Contract of Lease; Luisito Dominguez;
notarized) 8.2 Get a copy of Cemetery Melani Unawa;
Contract of Lease, and Referral Richard Villanueva
Letter for filing
Fill-out the Client Satisfaction Rating Form
TOTAL Depending on the option 1 day and 28
chosen minutes
4.!.!.§
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14. CERTIFIED COPY OF DOCUMENTS
Certified copy of Mayor’s Permit or any certifications/permits originated from this office is issued to the requesting party.

OFFICE OR DIVISION Business Permits and Licensing Office
CLASSIFICATION Simple
TYPE OF TRANSACTION G2B — Government to Business
WHO MAY AVAIL THE SERVICE | All business owners or authorized personnel of the requesting party
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Photocopy of document/s originated from this office From the requesting party

OTHER REQUIREMENTS THAT MAY BE NEEDED:
Written Authorization Letter /Secretary’s Certificate/Partnership | From the requesting party
Certificate with I.D.s from owner and authorized representative-
(if Representative)1 Photocopy

CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING TIME | PERSON RESPONSIBLE
1. Submit the complete | 1. Assess the requirements and None 2 minutes Mary Grace Basa;
requirements issue the Assessment Form Regina Camaclang;

Rolando Dela Cruz;
Ma. Elinor Laureles;
Roehl Mafago, Jr.;
Dianne Lois Marcial;

Ruby Ordofiez;
Glenn Elmer Ramirez
2. Pay the required fee(s) 2. Receive the payment and | Certified Copy Php 50.00 per copy 5 minutes City Treasurer’s Office
issue the O.R. Documentary Stamp Tax Php assigned personnel
30.00
3. Claim the Certified Copy of | 3. Issue the Certified Copy of None 2 minutes Norman T. Angeles;
document document Luisito E. Dominguez;

Melani M. Unawa;
Richard M. Villanueva

Fill-out the Client Satisfaction Rating Form
TOTAL | P 80.00 | 9 minutes |
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15. VERIFICATION OF RECORDS
The requesting party may verify the records from this office in relation to business permit issued.

OFFICE OR DIVISION Business Permits and Licensing Office
CLASSIFICATION Simple
TYPE OF TRANSACTION G2B — Government to Business, G2G — Government to Government, G2C — Government to Citizen
WHO MAY AVAIL THE SERVICE | All requesting parties or authorized personnel
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Request letter (written letter, email) From the requesting party
OTHER REQUIREMENTS THAT MAY BE NEEDED:
Written Authorization Letter /Secretary’s From the requesting party

Certificate/Partnership Certificate with I.D.s from owner and
authorized representative-(if Representative)l Photocopy

CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING TIME | PERSON RESPONSIBLE
1. Submit the complete | 1. Verify the request from the None 5 minutes Mary Grace Basa;
requirements database Regina Camaclang;

Ruby Concepcion;
Ma. Elinor Laureles

2. Receive the reply thru | 2. Prepare the letter/certification None 5 minutes Mary Grace Basa;
letter/certification or email or email and send to the Regina Camaclang;
requesting party Ruby Concepcion;

Ma. Elinor Laureles

Fill-out the Client Satisfaction Rating Form
TOTAL | None | 10 minutes |
Note: All information to be disclosed will be in accordance with the Data Privacy Act

\{ ¥
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16. FILING OF BUSINESS COMPLAINT
Complaint on business establishments in City of Imus is filed in this office to undertake necessary actions.

OFFICE OR DIVISION

Business Permits and Licensing Office

CLASSIFICATION

Complex

TYPE OF TRANSACTION

G2B — Government to Business, G2G — Government to Government, G2C — Government to Citizen

WHO MAY AVAIL THE SERVICE

All residents and non-residents of Imus

CHECKLIST OF RE

QUIREMENTS

WHERE TO SECURE

Accomplished Business Complaint Form or

Business Permits and Licensing Office (BPLO)

Letter of Complaint

From the requesting party

CLIENT STEPS

AGENCY ACTION

FEES TO BE PAID

PROCESSING TIME

PERSON
RESPONSIBLE

1. Fill-out and submit Business
Complaint Form or Letter of
Complaint

1.1 Interview the complainant

1.2 Schedule the ocular
inspection of the business
complaint

1.3 Ocular inspection on the
scheduled date (“Special
Visit”) and take photos

1.4 Prepare the Inspection
Report

1.5 Encode the inspected
business establishment
in the computer system
and prepare an arrears

assessment, if
necessary
1.6 File the Inspection

Report and attachments

(per business)

None

None

None

None

None

None

5 minutes

2 minutes

(stop time)

1 day

5 minutes

5 minutes

3 minutes

Regina C. Camaclang;

Ruby R. Concepcion;
Rolando S. Dela Cruz;

Ma. Elinor G. Laureles

Will be inspected on
scheduled date

Rolando S. Dela Cruz;

Luisito E. Dominguez;

Roehl R. Mafiago, Jr.;

Dianne Lois Marcial;
Glenn Elmer S. Ramirez;
Felizardo San Jose, Jr.;

Zecel N.
Secretario;
Job Order employees
assigned to BPLO

Regina Camaclang
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2. Receive feedback or update 2. Send feedback or update to None 5 minutes Regina C. Camaclang;

the complainant Ruby R. Concepcion;
Rolando S. Dela Cruz;
Ma. Elinor G. Laureles

None 1 day and 25 minutes
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A. APPRAISAL SERVICES
1. FIRST TIME DECLARATION OF IMPROVEMENT (HOUSE, BUILDING, FENCE, PAVEMENT AND MACHINERY)
2. RE-ASSESSMENT DUE TO SUBSTANTIAL INTRODUCTION OF ADDITION IMPROVEMENT

Persons who are acquiring real property or making improvements thereon as well as the Office of the city Assessor have the duty to make declaration of
real property as provided by law. This service requested by declarant/owners is for the issuance of tax declaration for his newly constructed/reconstructed building
and or/newly installed machinery.

OFFICE OR DIVISION City Assessor’s Office

CLASSIFICATION Highly Technical

TYPE OF TRANSACTION G2G - Government to Government; G2C — Government to Citizen; G2B — Government to Business

WHO MAY AVAIL THE SERVICE All Imus City real property owners/tax payers, buyers, realtors/developers and other parties concerned.
CHECKLIST OF REQUIREMENTS WHERE TO SECURE

FOR DECLARED PROPERTY OWNER
Signed photocopy of owner’s one (1) valid I.D. from the list below:

E-Card/Umid, Employee’s ID/ Office ID, Driver’s License, Professional Regulation Government Agencies assigned such as: GSIS/SSS, Employer's Company, Land
Commission (PRC) ID, Passport, Senior Citizen ID, SSS ID, Comelec/Voter’s ID/ Transportation Office, PRC, DFA, COMELEC, IBP, BIR, Post Office, HDMF, Philhealth.
Comelec Registration Form, Integrated Bar of the

Philippines (IBP) ID, Firearms License, AFPSLAI ID, PVAO ID, AFP Beneficiary ID,
BIR (TIN) ID, Pag-ibig ID, Person With Disability (PWD) ID, Solo Parent ID, Pantawid
Pamilya Pilipino Program (4Ps) ID, Barangay ID, Philippine Postal ID,Phil-health ID,
School ID

FOR AUTHORIZED REPRESENTATIVE:

* Authorization letter or Notarized Special Power of Attorney from the owner stating Person being represented
the specific purpose for securing documents and property description with attached
signed photocopy of valid |.D. of owner and authorized representative.

**Apostilled or Consularized Special Power of Attorney if the property owner is
abroad.

*** Notarized Deed of Sale/Deed of Assignment/Memorandum or Contract of
Agreement/Lease/Real Estate Mortgage if the title is not yet transferred to the new
owner of being leased (1 photocopy)

FOR CORPORATE OWNED PROPERTY: Latest Secretary’s Certificate with Person being represented
Attached signed photocopy of valid |.D. of Corporate Secretary and authorized

Representative.

2. Processing fee of Php. 25.00 per tax declaration applied Treasurer’s Office, Window 8 or 9
3 .Processing time: 7 working days Assessor’s Office

4. Ocular inspection of the subject property (every day from 8:30AM to 11:30 AM and | Assessor’s Office
1:00PM to 4:00 PM) gy
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BASIC REQUIREMENTS (Clear Photocopy of the Following)

1. Electronic Copy of the latest Transfer Certificate of Title Registry of Deeds-Trece Martires, Reg. of Deeds Kiosks- Robinsons Dasmarinas City,
Bacoor City Hall

2. Tax Declaration of Land Assessor’s Office

3. Latest/Current Real Property Tax Receipt/ Tax Clearance Certificate Treasurer’s Office, windows 17 to 19 & 15 & 23

4. Approved Building Plan Office of the Building Official — 2nd Floor

5. Bill of Materials of actual construction signed and sealed by Architect or Engineer Office of the Building Official — 2nd Floor

6. Building Permit and/or Occupancy Permit Office of the Building Official — 2nd Floor

7. Printed colored photographs of latest and actual condition of the property (Exterior | Principal Owner/Applicant
and interior portion of the building)

8. Sworn statement stating the true market value of the property- Notarized, signed Assessor’s Office
by owner or Authorized Representative ONLY.
9. Sketch of exact location or Vicinity Map of the property Applicant

Note: Subject to Back Taxes of 10 years (Sec. 222 of RA 7160) for first time
declaration of property without sufficient proof of date of latest construction.

CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE
1. Submit complete requirementstoany | 1.1 Receive the required documents and None 5 minutes Assessor’s assigned personnel
of Window 1t0 5 check for completeness and accuracy.
1.2 Issue order of payment
2. Pay the required fees showing the | 2. Receive the payment and issue the | Processing Fee: Php 2 minutes City Treasurer’s assigned
Order of Official Receipt 25.00 per tax personnel
Payment at Treasurer Office, Window 8 declaration
or9
3. Present O.R. to Assessor’s office any | 3.1 Accept photocopy of Official Receipt and None 2 minutes Assessor’s Office assigned
from Windows 1 to 5 issue Claim stub personnel
3.2 Start processing the request None 6 days
A. Plotting Engr. Roy Ebio Tax Mapper I
and tax mapping personnel
Appraisers:
B. Ocular inspection Engr. Ken Dacatimbang
LAOO I
Engr. Joycell Bawalan
4.!.!.§
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C. Appraisal/Preparation of FAAS LAOO |
Marina Gonzales
LAQO Il
Ramon Crisostomo Jr.

Elmer Camerino

D. Approval of FAAS Acting City Assessor
Records personnel
E. Numbering
Assessment & Records
F. Encoding/Reviewing/Printing Personnel
Elmer Camerino
G. Final Approval Acting City Assessor

Secretariat
H. Recording/Filing
4. Present claim stub and valid 1.D. of | 4. Release the document requested None 2 minutes Secretariat
the presenter to Window 1 to 5

TOTAL Php 25.00 per tax 7 days
declaration

V¢ ¥
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3. RECLASSIFICATION/RE-ASSESSMENT OF ACTUAL USE OF LAND AND BUILDING BASED ON TIS PREDOMINANT USE
This service pertains to the issuance of tax declaration to the properties with updated classification and valuation for taxation purposes.

OFFICE OR DIVISION City Assessor’s Office
CLASSIFICATION Complex
TYPE OF TRANSACTION G2G - Government to Government; G2C — Government to Citizen; G2B — Government to Business
WHO MAY AVAIL THE SERVICE All
CHECKLIST OF REQUIREMENTS WHERE TO SECURE

FOR DECLARED PROPERTY OWNER
Signed photocopy of owner’s one (1) valid I.D. from the list below:

E-Card/Umid, Employee’s ID/ Office ID, Driver’s License, Professional Regulation Government Agencies assigned such as:
Commission (PRC) ID, Passport, Senior Citizen ID, SSS ID, Comelec/Voter’s ID/ GSIS/SSS, Employer's Company, Land Transportation Office, PRC, DFA,
Comelec Registration Form, Integrated Bar of the Philippines (IBP) ID, Firearms COMELEC, IBP, BIR, Post Office, HDMF, Philhealth

License, AFPSLAI ID, PVAO ID, AFP Beneficiary ID, BIR (TIN) ID, Pag-ibig ID, Person
With Disability (PWD) ID, Solo Parent ID, PantawidPamilya Pilipino Program (4Ps) ID,
Barangay ID, Philippine Postal ID, Phil-health ID, School ID,

FOR AUTHORIZED REPRESENTATIVE:

* Authorization letter from the owner/s ( 1 original copy) Person being represented
** Notarized/Consularized Special Power of Attorney (1 photocopy) or Secretary’s Person being represented
Certificate with attached signed photocopy of Gov't. issued I.D. of Corporate Secretary

and

Authorized Representative

*** Notarized Deed of Sale/Memorandum or Contract of Agreement/Lease/Real Estate Person being represented

Mortgage if the title is not yet

transferred to the new owner of being leased (1 photocopy)
FOR CORPORATE OWNED PROPERTY: Latest Secretary’s Certificate with Attached Person /company being represented
signed photocopy of valid I.D. of Corporate
Secretary and authorized Representative.

2.Processing fee of Php 25.00 per tax declaration Treasurer’s Office,
3.Processing Time: 7 days
4.0cular inspection of the subject property (every day from 8:30AM to 11:30 AM and Assessor’s Office

1:00PM to 4:00 PM)
BASIC REQUIREMENTS (Clear Photocopy of the following):

1. Letter Request addressed to the City Assessor (1 original copy) Principal owner
2. Electronic Copy of Title ( 1 original copy) Registry of Deeds-TreceMartires, Reg. of Deeds Kiosks- Robinsons Dasmarinas
City, Bacoor City Hall
4.!‘!.§
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3. Tax Declaration of Land and building( |

photocopy)

Assessor’s Office — Windows 1 to 5

4. Updated Realty Tax Receipt or Tax Clearance Certificate (1 photocopy)

Treasurer’s Office — Window

5. Notarized sworn statement stating the true market value of property ( 1 original copy)

Assessor’s Office — Windows 1to 5

6. Approved building plan/fencing permit;
construction signed by Architect or

Occupancy Permit; bill of materials of actual

Office of the Building Official — 2nd Floor

A. Plotting

B. Ocular inspection

C. Appraisal/Preparation of FAAS

D. Approval of FAAS

Engineer
7. Printed colored photographs of latest and actual condition of the property (interior and | Applicant
exterior portion of the building)
8. Sketch Map of location of property Applicant
CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE

1. Submit complete requirements to | 1.1 Receive the required documents and check None 5 minutes Assessor’s assigned
any from Window 1 to 5 for completeness and accuracy. personnel

1.2 Issue order of payment
2. Pay the required fees showing the | 2. Receive the payment and issue the Official | Processing Fee: Php 2 minutes City Treasurer’s assigned
Order of Payment at Treasurer Office, | Receipt 25.00 per tax personnel
Window 8 or 9 declaration
3. Present O.R. to Assessor’s office to | 3.1 Accept photocopy of Official Receipt and None 2 minutes Assessor’s Office assigned
any from Windows 2 to 7 issue Claim stub personnel

3.2 Start processing the request None 6 days

Engr. Roy A. Ebio Tax
Mapper Il and tax mapping
personnel

Appraisers:

Engr. Ken Dacatimbang

LAOO II
Engr. Joycell Bawalan LAOO
|
Marina Gonzales LAOO il

Ramon Crisostomo Jr.

LAOO |

Elmer L. Camerino Acting City
Assessor
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E. Numbering Records Personnel
Assessment Personnel
F. Encoding/Printing

G. Final Approval Elmer L. Camerino Acting City
Assessor
H. Recording/Filing Records Personnel
4. Present claim stub to Window 1 to 5 | 4. Release the document requested None 2 minutes Secretariat
TOTAL Php 25.00 per tax 7 days
declaration

4. RECLASSIFICATION OF ACTUAL USE OF LAND AND BUILDING FROM BEING TAXABLE TO EXEMPT (RELIGIOUS, EDUCATIONAL, CHARITABLE
AND INSTITUTIONAL PROPERTIES
This service pertains to the issuance of tax declaration of properties with updated classification and valuation of their properties for being taxable to exempt
based on its actual use as provided in Sec. 234 of R.A. 7160 or Local Government Code of 1991.
OFFICE OR DIVISION City Assessor’s Office
CLASSIFICATION Complex
TYPE OF TRANSACTION G2G - Government to Government; G2C — Government to Citizen; G2B — Government to Business
WHO MAY AVAIL THE SERVICE All
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. FOR DECLARED PROPERTY OWNER
*Authorization letter from the owner/s (1 original copy) Person being represented
**Notarized/Consularized Special Power of Attorney (1 photocopy) or Person being represented
Secretary’s Certificate with attached signed photocopy of Gov't. issued I.D. of Corporate
Secretary and Authorized Representative
**Notarized Deed of Sale/Memorandum or Contract of Agreement/Lease/Real Estate Principal owner
Mortgage if the title is not yet transferred to the
new owner of being leased (1 photocopy)
FOR CORPORATE OWNED PROPERTY: Latest Secretary’s Certificate with Attached Person /company being represented
signed photocopy of valid |.D. of Corporate Secretary and
authorized Representative.
2.Processing fee of Php 25.00 per tax declaration Treasurer’s Office, Window 8 or 9
3.Processing time: 7 days
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4.0cular inspection of the subject property (every day from 8:30AM to 11:30 AM and
1:00PM to 4:00 PM)

Assessor’s Office

BASIC REQUIREMENTS (Clear Photocopy of the following)

1.Letter Request addressed to the City Assessor (1 original copy)

Principal owner

2.Electronic Copy of Title of land (1 original copy)

Registry of Deeds-TreceMartires, Reg. of Deeds Kiosks- Robinsons Dasmarinas

City, Bacoor City Hall

3.Tax Declaration of Land and building(l photocopy)

Assessor’s Office — Windows 1to 5

4.Updated Realty Tax Receipt or Tax Clearance Certificate (1 photocopy)

Treasurer’s Office — Windows 17 to 19 & 15& 23

5.Approved building plan/permit/Site development plan; Occupancy Permit; bill of
materials of actual construction signed by Architect or Engineer

Office of the Building Official — 2nd Floor

6.Business Permit, DTI Permit, BIR Certification of Registration, Certificate of
Accreditation/Affiliation, Government Permit (DECS/CHED) and License to Operate (1
photocopy)

BPLO — Ground Floor, D.T.l; B.L.R.; DECS, CHED, CBCP

7.SEC Registration and Updated Articles of Incorporation and By-Laws

S.E.C.

8.Notarized sworn statement stating the true market value of the property (1 original
copy)

Assessor’s Office — Windows 1to 5

10.Sketch Map of location of property Applicant
11. Printed colored photographs of latest and actual condition of the property Applicant

CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE
1. Submit complete 1 Receive the required documents and check None 5 minutes Assigned personnel
requirements to any from Windows 1 for completeness and accuracy.
to5 1.1 Issue order of payment
2. Pay the required fees showing the 2.Receive the payment and issue the Official Processing Fee: Php 2 minutes City Treasurer’s assigned
Order of Payment at Treasurer Office, | Receipt 25.00 per tax personnel
Window 8 or 9 declaration
3. Present O.R. to Assessor’s office 3.1 Accept photocopy of Official Receipt and None 2 minutes Assessor’s Office assigned
Any from Windows 1to 5 issue Claim stub personnel

3.2 Start processing the request None 6 days Engr. Roy A. Ebio Tax

Mapper Il and tax mapping

A. Plotting personnel
Appraisers:

B. Ocular inspection Engr. Ken Dacatimbang

LAOO I
C. Appraisal/Preparation of FAAS Engr. Joycell Bawalan LAOO
=08 0 !
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Marina Gonzales LAQOO IlI
Ramon Crisostomo Jr.
LAOO |

Elmer L. Camerino Acting
City Assessor

D. Approval of FAAS

Records Personnel

Assessment Personnel

E. Numbering

F. Encoding/Printing Elmer L. Camerino Acting

City Assessor

G. Final Approval

Records Personnel

H. Recording/Filing

4. Present claim stub to Windows 1to | 4. Release the document requested None 2 minutes Secretariat
5
TOTAL Php 25.00 per tax 7 days
declaration
4.!.!.§
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5. APPRAISAL OF PROPERTIES FOR THE ESTABLISHMENT OF FAIR MARKET VALUE FOR LGU’S ACQUISITION, LEASING AND OTHER FINANCIAL
PURPOSES, AND FOR EXPROPRIATION PROCEEDINGS
This service is issued to clients whose property will be acquired by the government through sale, lease or expropriation proceedings.

OFFICE OR DIVISION City Assessor’s Office
CLASSIFICATION Highly Technical
TYPE OF TRANSACTION G2G - Government to Government
WHO MAY AVAIL THE SERVICE LGU, Province, National Government and Trial Courts
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. FOR DECLARED PROPERTY OWNER
Signed photocopy of owner’s one (1) valid I.D. from the list below: Government Agencies assigned such as:
GSIS/SSS, Employer's Company, Land Transportation Office, PRC, DFA,
E-Card/Umid, Employee’s ID/ Office ID, Driver’s License, Professional Regulation COMELEC, IBP, BIR, Post Office, HDMF, Philhealth

Commission (PRC) ID, Passport, Senior Citizen ID, SSS ID, Comelec/Voter’s ID/
Comelec Registration Form, Integrated Bar of the Philippines (IBP) ID, Firearms
License, AFPSLAI ID, PVAO ID, AFP Beneficiary ID, BIR (TIN) ID, Pag-ibig ID, Person
With Disability (PWD) ID, Solo Parent ID, PantawidPamilya Pilipino Program (4Ps) ID,
Barangay ID, Philippine Postal ID, Phil-health ID, School ID,

FOR AUTHORIZED REPRESENTATIVE:

*Authorization letter from the owner/s (1 original copy)
**Notarized/Consularized Special Power of Attorney (1 photocopy) or Secretary’s Person being represented
Certificate with attached signed photocopy of Gov't.

issued |.D. of Corporate Secretary and Authorized Representative
***Notarized Deed of Sale/Deed of Assignment/Memorandum or Contract of
Agreement/Lease/Real Estate Mortgage if the title is not

yet transferred to the new owner of being leased (1 photocopy)

2 .Processing time: 7 to 20 days Assessor’s Office
3. Ocular inspection of the subject property (every day from 8:30AM to 11:30 AM and
1:00PM to 4:00 PM)

BASIC REQUIREMENTS: clear Photocopy of the following):

1. Indorsement letter to conduct property appraisal or Regional Trial Court City Mayor, RTC
Order/Subpoena
2. Electronic Copy of Title (1 original copy) Registry of Deeds-TreceMartires, Reg. of Deeds Kiosks- Robinsons Dasmarinas
City, Bacoor City Hall
3. Tax Declaration of Land and building( | photocopy) Assessor’s Office — Windows 1to 5
4. Updated Realty Tax Receipt or Tax Clearance Certificate (1 photocopy) Treasurer’s Office — Windows 17 to 19 & 15 & 23
5. Sketch Map of location of property Applicant
PEAAZON

CITIZEN’S CHARTER [

CITY OF

lMUS www.cityofimus.gov.ph



CITIZEN’S CHARTER

CITY OF

IMUS

6. Printed colored photographs of latest and actual condition of the property. Applicant
CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE
1. Submit complete requirements to | 1.1 Receive the required documents and check None 5 minutes Elmer L. Camerino
any from Windows 1 to 5 for completeness and accuracy. Acting City Assessor;
Assigned personnel
1.2 Start processing the request None 2 days Engr. Roy Ebio
Tax Mapper Il and tax
a. Plotting mapping personnel
Assigned Appraiser and
b. Ocular inspection inspectors
1.3 Preparation of Narrative Report None 2 days Elmer Camerino,
Acting City Assessor;
Assigned Appraiser
1.4 Convenes for determination of None 1 day Appraisal Committee
appraised valuation of the property
2. Get Indorsement and Narrative and | 2. Indorsement of Narrative and Appraisal 30 minutes Secretariat
Appraisal Report. Report to the Sangguniang Panglungsod for
Approval and Resolution
TOTAL None 6 days
4.!.!.§
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6. FIRST TIME DECLARATION OF PEZA ACCREDITED PROPERTIES
This service pertains to the issuance of tax declaration to the real properties owned by manufacturing and industrial companies who may avail incentives by
Philippine Economic Zone Authority.

OFFICE OR DIVISION City Assessor’s Office
CLASSIFICATION Complex
TYPE OF TRANSACTION G2G - Government to Government; G2B — Government to Business
WHO MAY AVAIL THE SERVICE PEZA Registered Companies
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1.FOR DECLARED PROPERTY OWNER
Signed photocopy of owner’s one (1) valid I.D. from the list below: Government Agencies assigned such as:
GSIS/SSS, Employer's Company, Land Transportation Office, PRC, DFA,
E-Card/Umid, Employee’s ID/ Office ID, Driver’s License, Professional Regulation COMELEC, IBP, BIR, Post Office, HDMF, Philhealth

Commission (PRC) ID, Passport, Senior Citizen ID, SSS ID, Comelec/Voter’s ID/
Comelec Registration Form, Integrated Bar of the

Philippines (IBP) ID, Firearms License, AFPSLAI ID, PVAO ID, AFP Beneficiary ID, BIR
(TIN) ID, Pag-ibig ID, Person With Disability (PWD) ID, Solo Parent ID, PantawidPamilya
Pilipino Program (4Ps) ID, Barangay ID, Philippine Postal ID, Phil-health ID, School ID
FOR AUTHORIZED REPRESENTATIVE:

*Authorization letter from the owner/s (1 original copy) Person being represented
**Notarized/Consularized Special Power of Attorney (1 photocopy) or

Secretary’s Certificate with attached signed photocopy of Gov't. issued I.D. of Corporate
Secretary and Authorized Representative

**Notarized Deed of Sale/Memorandum or Contract of

Agreement/Lease/Real Estate Mortgage if the title is not yet transferred to the new
owner of being leased (1 photocopy)

FOR CORPORATE OWNED PROPERTY: Latest Secretary’s Certificate with Person /company being represented
Attached signed photocopy of valid |.D. of Corporate Secretary and authorized

Representative.

2. Processing fee: Php 25.00 per tax declaration Treasurer’s Office, Window 8 or 9

3. Processing time: 7 to 20 days

4. Ocular inspection of the subject property (every day from 8:30AM to 11:30 AM and City Assessor’s Office

1:00PM to 4:00 PM)
BASIC REQUIREMENTS (Clear photocopy of the following):

1. Letter Request addressed to the City Assessor (1 original copy) Principal owner
2. Electronic Copy of Title of land (1 original copy) Registry of Deeds-TreceMartires, Reg. of Deeds Kiosks- Robinsons Dasmarinas
City, Bacoor City Hall
4.!.!.§
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3. Tax Declaration of Land and building (1 photocopy) Assessor’s Office — Windows 1 to 5
4. Updated Realty Tax Receipt or Tax Clearance Certificate (1 photocopy) Treasurer’s Office — Windows 17 to 19 & 15 & 23
5. Notarized sworn statement stating true market values of the property (1 original copy) | Assessor’s Office
6. Approved building plan/permit/Site development plan; Occupancy Permit; bill of Office of the Building Official — 2nd Floor
materials of actual construction signed by Architect or Engineer
7. List of complete machineries including cost and date of acquisition Applicant
8. Business Permit, DTI Permit, BIR Certification of Registration with Terms and BPLO, Ground Floor, D.T.l.; B.I.LR.;
conditions, and Annual Audited Financial Reports(1 photocopy)
9.SEC Registration and Updated Articles of Incorporation and By-Laws S.E.C.
10.PEZA Reg. Certificate, Anti-Graft Certificate,
11.PEZA — ERD Form No. 97-01 (PEZA VAT Zero Rating Certificate) PEZA OFFICE
12.PEZA — ERD Form No. 97-01 (Corporate Income Tax Holiday)
13.List of Affiliated Companies/tenants registered with PEZA
14.Printed colored photographs of latest and current condition of the properties Applicant
15.Notarized sworn statement stating the true market value of the property City Assessor’s Office
16.Sketch Map of location of property Applicant
CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE
1. Submit complete requirements to | 1. Receive the required documents and check None 5 minutes Assigned Personnel
any from Windows 1 to 5 for completeness and accuracy.
1.1 Issue order of payment
2. Pay the required fees showing the | 2.Receive the payment and issue the Official | Processing Fee: Php 2 minutes City Treasurer’s assigned
Order of Payment at Treasurer Office, | Receipt. 25.00 per tax personnel
Window 8 or 9 declaration
3. Present O.R. to Assessor’s office | 3.1 Accept photocopy of Official Receipt and None 2 minutes Assessor’s Office assigned
from Window 1 - 5 issue Claim stub personnel
3.2 Start processing the request None 6 days
A. Plotting Engr. Roy A. Ebio Tax
Mapper Il and tax mapping
personnel
B. Ocular inspection Appraisers:
Engr. Ken Dacatimbang
C. Appraisal/Preparation of FAAS LAOO Il
4.!.!.§
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Engr. Joycell Bawalan LAOO
I
Marina Gonzales LAOO Il
Ramon Crisostomo Jr.
LAOO |
D. Approval of FAAS
Elmer L. Camerino Acting
City Assessor

E. Numbering
Records Personnel
F. Encoding/Printing Assessment Personnel

G. Final Approval
Elmer L. Camerino Acting

City Assessor

H. Recording/Filing
Records Personnel

4. Present claim stub to Windows 2 or 3 | 4. Release the document requested None 2 minutes Secretariat
TOTAL Php 25.00 per tax 7 days
declaration
4.!.!.§
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B. ASSESSMENT SERVICES
7. TRANSFER OF OWNERSHIP OF TAX DECLARATION OF TITLED PROPERTY

8. TRANSFER OF OWNERSHIP OF UNREGISTERED (NEVER BEEN ISSUED A TITLE OR REGISTERED IN THE REGISTRY OF DEEDS (OWNERSHIP OF

LAND IS BASED ON TAX DECLARATION ONLY)
This service pertains to the issuance of tax declaration of properties to the newly declared owners.

Commission (PRC) ID, Passport, Senior Citizen ID, SSS ID, Comelec/Voter’s ID/
Comelec Registration Form, Integrated Bar of the Philippines (IBP) ID, Firearms
License, AFPSLAI ID, PVAO ID, AFP Beneficiary ID, BIR (TIN) ID, Pag-ibig ID, Person
With Disability (PWD) ID, Solo Parent ID, PantawidPamilya Pilipino Program (4Ps) ID,
Barangay ID, Philippine Postal ID, Phil-health ID, School ID,

OFFICE OR DIVISION City Assessor’s Office
CLASSIFICATION Complex
TYPE OF TRANSACTION G2G - Government to Government; G2C — Government to Citizen; G2B — Government to Business
WHO MAY AVAIL THE SERVICE All

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1.FOR DECLARED PROPERTY OWNER
Signed photocopy of owner’s one (1) valid I.D. from the list below: Government Agencies assigned such as:

GSIS/SSS, Employer's Company, Land Transportation Office, PRC, DFA,

E-Card/Umid, Employee’s ID/ Office ID, Driver’s License, Professional Regulation COMELEC, IBP, BIR, Post Office, HDMF, Philhealth

FOR AUTHORIZED REPRESENTATIVE:

*Authorization letter from the owner/s (1 original copy)

**Notarized/Consularized Special Power of Attorney (1 photocopy) or Secretary’s
Certificate with attached signed photocopy of Gov't.

issued 1.D. of Corporate Secretary and Authorized Representative Person being represented
***Notarized Deed of Sale/Memorandum or Contract of Agreement/Lease/Real Estate
Mortgage if the title is not yet

transferred to the new owner of being leased (1 photocopy)

FOR CORPORATE OWNED PROPERTY: Latest Secretary’s Certificate with

Attached signed photocopy of valid |.D. of Corporate Secretary and authorized Person /company being represented
Representative.

2. Processing fee of Php. 25.00 per tax declaration applied Treasurer’s Office — Windows 8 or 9
3. Processing time: working days Assessor’s Office — Windows 1 to 5

4. Ocular Inspection will be conducted with proper coordination with contact person one | Inspector Assessor’s Office
(1) day prior to actual inspection

BASIC REQUIREMENTS (Clear photocopy of the following):

1. Electronic copy of the latest Transfer Certificate of Title Registry of Deeds — TreceMartires City
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2. Electronic copy of cancelled/previous Transfer of Title.

Registry of Deeds — TreceMartires City

3. Latest/Current Real Property Tax Receipt/ Tax Clearance cert.

Treasurer’s Office — Window’s17 to 19 & 15 & 23

4. Mode of Transfer/ Acquisition:

Deed of Absolute Sale

Deed of Donation

Deed of Exchange

Deed of Assignment

Extrajudicial Settlement of Estate
Self-Adjudication

For Foreclosed Properties:
Certificate of Sale

Original Affidavit of Consolidation

For unregistered lot:
a. LRA Certification (1 copy)

Trial Court

5. Certificate Authorizing Registration (CAR) (1 photocopy)

B.I.R. — TreceMartires City

6. Transfer tax receipt or certificate of payment (1 photocopy)

Treasurer Imus for Transfer Tax Receipt issued from 2012 up to present
Provincial Treasurer (TreceMartires City) for transfer Tax Issued from 2000 to

2011

7. Notarized Sworn Statement stating current and true market value of
the property.

City Assessor’s Office

8. Printed colored photographs of latest and actual condition of the property (interior and | Applicant
exterior portion of the house)
9.Sketch Map of location of property Applicant
CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE

1. Submit complete requirements to | 1.1 Receive the required documents and check None 5 minutes Assigned personnel
Window 1to 5 for completeness and accuracy.

1.1 Issue order of payment
2. Pay the required fees showing the | 2. Receive the payment and issue the Official | Processing Fee: Php 2 minutes City Treasurer’s assigned
Order of Payment at Treasurer Office | Receipt 25.00 per tax personnel
Window 8 or 9 declaration
3. Present O.R. to Assessor’s office | 3.1 Accept photocopy of Official Receipt and None 2 minutes Assigned personnel
Window 2 to 7 issue Claim stub

3.2 Start processing the request None 6 days

A. Plotting

CITIZEN’S CHARTER
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B. Ocular inspection

C. Preparation of FAAS

D. Approval of FAAS

E. Numbering
F. Encoding/Printing

G. Final Approval

H. Recording

Engr. Roy A. Ebio Tax Mapper
Il and tax mapping personnel

Appraisers:

Engr. Ken Dacatimbang
LAOO I

Engr. Joycell Bawalan
LAOO |

Marina Gonzales LAOO Il

Ramon Crisostomo Jr.

LAOO |

Elmer I. Camerino
Acting City Assessor

Records Personnel
Assessment Personnel

Elmer Camerino
Acting City Assessor

Secretariat

4. Present claim stub to Window1

4. Release the document requested

None

2 minutes

Secretariat

TOTAL | Php 25.00 per tax

declaration

7 days
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9. TRANSFER OF OWNERSHIP OF TAX DECLARATION OF LAND AWARDED TO FARMER BENEFICIARIES OF COMPREHENSIVE AGRARIAN REFORM
PROGRAM (CARP)/CERTIFICATE OF LAND OWNERSHIP (CLOA)/EMANCIPATION PATENT TITLE FOR LAND

This service pertains to the issuance of tax declaration of land to the new owners from previous owners who were tenants or beneficiaries of the
government program.

OFFICE OR DIVISION City Assessor’s Office — Assessment
CLASSIFICATION Complex
TYPE OF TRANSACTION G2G - Government to Government; G2C — Government to Citizen; G2B — Government to Business
WHO MAY AVAIL THE SERVICE All

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1.FOR DECLARED PROPERTY OWNER
Signed photocopy of owner’s one (1) valid I.D. from the list below: Government Agencies assigned such as:

GSIS/SSS, Employer's Company, Land Transportation Office, PRC, DFA,

E-Card/Umid, Employee’s ID/ Office ID, Driver’s License, Professional Regulation COMELEC, IBP, BIR, Post Office, HDMF, Philhealth

Commission (PRC) ID, Passport, Senior Citizen ID, SSS ID, Comelec/Voter’s ID/ Comelec
Registration Form, Integrated Bar of the Philippines (IBP) ID, Firearms License, AFPSLAI
ID, PVAO ID, AFP Beneficiary ID, BIR (TIN) ID, Pag-ibig ID, Person With Disability (PWD)
ID, Solo Parent ID, PantawidPamilya Pilipino Program (4Ps) ID, Barangay ID, Philippine
Postal ID, Phil-health ID, School ID,

FOR AUTHORIZED REPRESENTATIVE:

*Authorization letter from the owner/s (1 original copy) Person being represented
**Notarized/Consularized Special Power of Attorney (1 photocopy) or

Secretary’s Certificate with attached signed photocopy of Gov't. issued I.D. of Corporate
Secretary and Authorized Representative

***Notarized Deed of Sale/Memorandum or Contract of Agreement/Lease/Real Estate
Mortgage if the title is not yet transferred to the new owner of being leased (1 photocopy)

FOR CORPORATE OWNED PROPERTY: Latest Secretary’s Certificate with Attached Person /company being represented
signed photocopy of valid |.D. of Corporate Secretary and authorized Representative.

2.Processing fee of Php. 25.00 per tax declaration applied Treasurer’s Office — Windows 8 or 9
3.Processing time: working days Assessor’s Office — Windows 1to 5

4.0Ocular inspection of the subject property (every day from 8:30AM to 11:30 AM and Inspector Assessor’s Office

1:00PM to 4:00 PM)
BASIC REQUIREMENTS (Clear Photocopy of the following):

1. Electronic Copy of Title (1 original copy) Registry of Deeds-TreceMartires, Reg. of Deeds Kiosks- Robinsons Dasmarinas
City, Bacoor City Hall
2. Electronic copy cancelled title of mother lot (1 original copy) Registry of Deeds
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3. Certification that the original copy of CLOA/EP title is intact and existing in the said
registry (1 original copy)

Registry of Deeds

4. Certificate of Award (1 photocopy)

Department of Agrarian

5.Tax Declaration of Land and building (1 photocopy)

Assessor’s Office — Windows 1to 5

6.Updated Realty Tax Receipt or Tax Clearance Certificate (1 photocopy)

Treasurer’s Office — Windows 17 to 19 & 15 or 23

7.Notarized Sworn statement stating true market value of the property (1 original copy)

Assessor’s Office — Windows 1to 5

8. Notarized Deed of Conveyance (1 photocopy) such as:

Principal Owner

Deed of Absolute Sale

Deed of Donation

Deed of Exchange

Deed of Assignment

Extrajudicial Settlement of Estate
Self-Adjudication

For Foreclosed Properties:
Certificate of Sale

Original Affidavit of Consolidation

Trial Court

9. Certificate Authorizing Registration (CAR) (1 photocopy)

B.I.R. — TreceMartires City

10. Transfer tax receipt or certificate of payment (1 photocopy)

Treasurer Imus for Transfer tax Receipt issued from 2012 up to present
Provincial Treasurer (TreceMartires City) for transfer Tax Issued from 2000 to
2011

Sketch Map of location of property

Applicant

Ocular inspection of the subject property (every day from 8:30AM to 11:30 AM and
1:00PM to 4:00 PM)

Inspectors of Assessor’s Office

CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE

1. Submit complete requirements to | 1.1 Receive the required documents and check None 2 minutes Assigned Personnel
Window 1to 5 for completeness and accuracy.

1.2 Issue order of payment
2. Pay the required fees showing the | 2.Receive the payment and issue the Official | Processing Fee: Php 2 minutes City Treasurer’s assigned
Order of Payment at Treasurer Office, | Receipt 25.00 per tax personnel
Window 8 declaration
or9
3. Present O.R. to Assessor’s office | 3.1 Accept photocopy of Official Receipt and None 2 minutes Assigned personnel
Windows 1 to 5 issue Claim stub

3.2 Start processing the request None 6 days

A. Plotting ‘@r
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Engr. Roy A. Ebio Tax
Mapper II
And tax mapping personnel

B. Ocular inspection Assigned appraisers and
inspectors:

C. Preparation of FAAS Appraisers:
Engr. Ken Dacatimbang

LAOO I
Engr. Joycell Bawalan
LAOO |
Marina Gonzales
LAOO Il
Engr. Ramon Crisostomo Jr.
LAOO |

Elmer Camerino Acting City
D. Approval of FAAS Assessor

Records Personnel

E. Numbering
Assessment Personnel

F. Encoding/Printing
Elmer Camerino Acting City

G. Final Approval Assessor

Records Personnel
H. Recording/Filing

4. Present claim stub to Window 1to 5 | 4. Release the document requested None 2 minutes Secretariat
TOTAL Php 25.00 per tax 7 days
declaration
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10. FIRST TIME DECLARATION OF UNTITLED/TITLED PROPERTY
This service pertains to the issuance of tax declaration whose land will be declared/registered at the Office of the City Assessor.

OFFICE OR DIVISION City Assessor’s Office
CLASSIFICATION Complex
TYPE OF TRANSACTION G2G - Government to Government; G2C — Government to Citizen; G2B — Government to Business
WHO MAY AVAIL THE SERVICE All

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1.FOR DECLARED PROPERTY OWNER
Signed photocopy of owner’s one (1) valid I.D. from the list below: Government Agencies assigned such as:

GSIS/SSS, Employer’s Company, Land Transportation Office, PRC, DFA,

E-Card/Umid, Employee’s ID/ Office ID, Driver’s License, Professional Regulation COMELEC, IBP, BIR, Post Office, HDMF, Philhealth

Commission (PRC) ID, Passport, Senior Citizen ID, SSS ID, Comelec/Voter’s ID/
Comelec Registration Form, Integrated Bar of the Philippines (IBP) ID, Firearms
License, AFPSLAI ID, PVAO ID, AFP Beneficiary ID, BIR (TIN) ID, Pag-ibig ID, Person
With Disability (PWD) ID, Solo Parent ID, PantawidPamilya Pilipino Program (4Ps) ID,
Barangay ID, Philippine Postal ID, Phil-health ID, School ID,

FOR AUTHORIZED REPRESENTATIVE:

*Authorization letter from the owner/s (1 original copy) Person being represented
**Notarized/Consularized Special Power of Attorney (1 photocopy) or

Secretary’s Certificate with attached signed photocopy of Gov't. issued I.D. of
Corporate Secretary and Authorized Representative

***Notarized Deed of Sale/Memorandum or Contract of Agreement/Lease/Real Estate
Mortgage if the title is not yet transferred to the new owner of being leased (1
photocopy)

FOR CORPORATE OWNED PROPERTY: Latest Secretary’s Certificate with Attached | Person /company being represented
signed photocopy of valid I.D. of Corporate Secretary and authorized

Representative.
2. Processing fee of Php. 25.00 per tax declaration applied Treasurer’s Office — Windows 8 or 9
3. Processing time: working days Assessor’s Office — Windows 1 to 5

4. Ocular inspection of the subject property (every day from 8:30AM to 11:30 AM and Inspector Assessor’s Office
1:00PM to 4:00 PM)

BASIC REQUIREMENTS (Clear Photocopy of the following):
1. Letter request addressed to the City Assessor Applicant

2. Electronic Copy of Title (1 original copy for titled property only) Registry of Deeds-TreceMartires, Reg. of Deeds Kiosks- Robinsons Dasmarinas
City, Bacoor City Hall

3. Electronic copy of cancelled title of mother lot (1 original copy for titled property only) | Registry of Deeds
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4. Tax Declaration of Land and building( | photocopy) Assessor’s Office — Windows 1to 5

5. Updated Realty Tax Receipt or Tax Clearance Certificate (1 photocopy) Treasurer’s Office — Windows 17 to 19 7 15 OR 23
6. Notarized Affidavit the actual status of the property ( 1 original copy) Assessor’s Office — Windows 1to 5
7. Notarized Deed of Conveyance (1 photocopy) such as: Applicant

Deed of Absolute Sale
Deed of Donation
Deed of Exchange
Deed of Assignment
Extrajudicial Settlement of Estate Trial Court
Self-Adjudication

For Foreclosed Properties:
Certificate of Sale

Original Affidavit of Consolidation
8.Certificate Authorizing Registration (CAR) (1 photocopy) B.I.R. — TreceMartires City

9.Transfer tax receipt or certificate of payment (1 photocopy) Treasurer Imus for Transfer Tax Receipt issued from 2012 up to present
Provincial Treasurer (Trece Martires City) for transfer Tax Issued

from 2011 to 2000

10.Certification from DENR stating that the subject property is registered in the name DENR/PENRO/CENRO

of applicant/claimant
11.Certification from LRA stating that the untitled property was registered in the Ref. of | Registry of Deeds — Trece Martires City
Deeds’ List of Untitled Property

12.Approved survey plan, technical description and exact location of property DENR - LMB, LRA
13.Certification stating among others that the land is within alienable and disposable PENRO/ CENRO
area

14. Certification/Clearance DAR

15. Affidavit of Ownership stating the following (1 original copy) Principal Owner

No Adverse Claim
Length of possession of the property
The applicant is in long, continuous and notorious possession of the property

16. Certification that the property has never been declared for taxation purposes (1 Assessor’s Office — Windows 1to 5

original copy)

17. Notarized Affidavit of Adjoining Owners Principal owner

18. Subject to 10 year back taxes

19. Printed colored photograph of actual and current condition of the property Applicant

20. Sketch Map of location of property Applicant

CLIENT STEPS | AGENCY ACTION FEES TO BE PAID | PROCESSING TIME | PERSON RESPONSIBLE
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2. Pay the required fees showing the | 2.Receive the payment and issue the Official | Processing Fee: Php 2 minutes City Treasurer’s assigned

Order of Payment at Treasurer Office, | Receipt 25.00 per tax personnel
Window 8 declaration
or9
3. Present O.R. to Assessor’s office | 3.1 Accept photocopy of Official Receipt and None 2 minutes Assigned personnel
Windows 1 to 5 issue Claim stub
3.2 Start processing the request None 6 days
A. Plotting Engr. Roy A. Ebio Tax Mapper

Il
And tax mapping personnel

Assigned appraisers and
B. Ocular inspection inspectors:

C. Preparation of FAAS Appraisers:
Engr. Ken Dacatimbang

LAOO I
Engr. Joycell Bawalan
LAOO |
Marina Gonzales
LAOO Il
Engr. Ramon Crisostomo Jr.
LAOO |

Elmer Camerino Acting
D. Approval of FAAS City Assessor

Records Personnel
E. Numbering Assessment Personnel

F. Encoding/Printing
Elmer Camerino

Acting City Assessor

G. Final Approval
Records Personnel
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H. Recording/Filing
4. Present claim stub to Window 1 to 5 | 4. Release the document requested None 2 minutes Secretariat
TOTAL Php 25.00 per tax 7 days
declaration

11. RECLASSIFICATION OF AGRICULTURAL LAND TO OTHER NON-AGRICULTURAL USAGE
This service pertains to the issuance of tax declaration whose land will be utilized form being agricultural to its Highest and best Use such as residential,
commercial or industrial

OFFICE OR DIVISION City Assessor’s Office
CLASSIFICATION Complex
TYPE OF TRANSACTION G2G - Government to Government; G2C — Government to Citizen; G2B — Government to Business
WHO MAY AVAIL THE SERVICE All

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. FOR DECLARED PROPERTY OWNER
Signed photocopy of owner’s one (1) valid I.D. from the list below: Government Agencies assigned such as:

GSIS/SSS, Employer's Company, Land Transportation Office, PRC, DFA,

E-Card/Umid, Employee’s ID/ Office ID, Driver’s License, Professional Regulation COMELEC, IBP, BIR, Post Office, HDMF, Philhealth

Commission (PRC) ID, Passport, Senior Citizen ID, SSS ID, Comelec/Voter’s ID/
Comelec Registration Form, Integrated Bar of the Philippines (IBP) ID, Firearms
License, AFPSLAI ID, PVAO ID, AFP Beneficiary ID, BIR (TIN) ID, Pag-ibig ID, Person
With Disability (PWD) ID, Solo Parent ID, PantawidPamilya Pilipino Program (4Ps) ID,
Barangay ID, Philippine Postal ID, Phil-health ID, School ID,

FOR AUTHORIZED REPRESENTATIVE:

*Authorization letter from the owner/s (1 original copy) Person being represented
**Notarized/Consularized Special Power of Attorney (1 photocopy)

or Secretary’s Certificate with attached signed photocopy of Gov't. issued I.D. of
Corporate Secretary and Authorized Representative

***Notarized Deed of Sale/Memorandum or Contract of Agreement/Lease/Real Estate
Mortgage if the title is not yet transferred to the new owner of being leased (1 photocopy)
FOR CORPORATE OWNED PROPERTY: Latest Secretary’s Certificate with Attached Person /company being represented
signed photocopy of valid I.D. of Corporate
Secretary and authorized Representative.

2. Processing fee of Php. 25.00 per tax declaration applied Treasurer’s Office — Windows 8 OR 9
3.Processing time: working days Assessor’s Office — Windows 1to 5
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4. Ocular inspection of the subject property (every day from 8:30AM to 11:30 AM and Inspector Assessor’s Office
1:00PM to 4:00 PM)
BASIC REQUIREMENTS (Clear Photocopy of the following):

1. Electronic Copy of Title (1 original copy) Registry of Deeds-TreceMartires, Reg. of Deeds Kiosks- Robinsons Dasmarinas
City, Bacoor City Hall

2. Letter Request addressed to the City Assessor Person being represented

3. Tax Declaration of Land and building( | photocopy) Assessor’s Office — Windows 1 to 5

4. Updated Realty Tax Receipt or Tax Clearance Certificate (1 photocopy) Treasurer’s Office — Windows 17 to 19 & 15 or 23

5. Approved building plan/permit, Occupancy permit, Bill of materials of actual Office of the Building Official — 2nd Floor

construction cost approved and signed by an architect or Engineer

6. Certification/Clearance/Order of Conversion (I photocopy) DAR

7. Notarized Affidavit of Non-tenancy (I original copy) Principal Owner

Certification from:(1 photocopy)

Resolution or Ordinance Sangguniang Panglungsod HLURB

Housing and Land Use Regulatory Board City Planning and Development Office NIA

Zoning Certificate

National Irrigation Authority, if irrigated rice land

In case of subdivision:

Development permit

License to Sell and Certificate of Registration (CR)
Approved Site Development Plan Applicant
Approved alteration permit, in case there were changes made in the development plan
LMB-DENR approved survey plan with Lot data computation of all resulting subdivision

lots
8. Sketch Map of location of property Applicant
9. Printed colored photographs of the actual condition of the property. Applicant
CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE
1. Submit complete requirements to | 1.1 Receive the required documents and check None 5 minutes Assigned personnel
Window 1to 5 for completeness and accuracy.
1.2 Issue order of payment
2. Pay the required fees showing the | 2.Receive the payment and issue the Official | Processing Fee: Php 2 minutes City Treasurer’s assigned
Order of Payment at Treasurer Office, | Receipt 25.00 per tax personnel
Window 8 or 9 declaration
Reclassification fee:
Php 1.00 per sg.m.
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3. Present O.R. to Assessor’s office | 3.2 Accept photocopy of Official Receipt and None 2 minutes Assigned personnel
Window 1to 5 issue Claim stub
3.1 Start processing the request None 6 days
A. Plotting Engr. Roy A. Ebio Tax Mapper
I
And tax mapping personnel
Assigned appraisers and
B. Ocular inspection inspectors:
C. Preparation of FAAS Appraisers:
Engr. Ken Dacatimbang
LAOO Il
Engr. Joycell Bawalan
LAOO |
Marina Gonzales
LAOO Il
Engr. Ramon Crisostomo Jr.
LAOO |
Elmer Camerino
D. Approval of FAAS Acting City Assessor
Records Personnel
E. Numbering
Assessment Personnel
F. Encoding/Printing
Elmer Camerino
G. Final Approval Acting City Assessor
Records Personnel
H. Recording/Filing
4. Present claim stub to Windows 3 or 4 | 4. Release the document requested None 2 minutes Secretariat
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TOTAL | Processing Fee: Php 7 days
25.00 per tax
declaration

Reclassification fee:

Php 1.00 per sq.m.

12. CONSOLIDATION/SUBDIVISION OF MOTHER LOT/AND IMPROVEMENT
This service pertains to the issuance of tax declaration to the mother lot/s to be consolidated or subdivided

OFFICE OR DIVISION City Assessor’s Office
CLASSIFICATION Highly Technical
TYPE OF TRANSACTION G2G - Government to Government; G2C — Government to Citizen; G2B — Government to Business
WHO MAY AVAIL THE SERVICE All including subdivision and condominium developers, public utility companies, supermalls, convenience stores, hospitals and
industrial companies
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. FOR DECLARED PROPERTY OWNER
Signed photocopy of owner’s one (1) valid I.D. from the list below: Government Agencies assigned such as:
E-Card/Umid, Employee’s ID/ Office ID, Driver’s License, Professional Regulation GSIS/SSS, Employer's Company, Land Transportation Office, PRC, DFA,

Commission (PRC) ID, Passport, Senior Citizen ID, SSS ID, Comelec/Voter’s ID/ Comelec COMELEGC, IBP, BIR, Post Office, HDMF, Philhealth
Registration Form, Integrated Bar of the

Philippines (IBP) ID, Firearms License, AFPSLAI ID, PVAO ID, AFP Beneficiary ID, BIR
(TIN) ID, Pag-ibig ID, Person With Disability (PWD) ID, Solo Parent ID, PantawidPamilya
Pilipino Program (4Ps) ID, Barangay ID, Philippine Postal ID,

Phil-health ID, School ID,

FOR AUTHORIZED REPRESENTATIVE:

*Authorization letter from the owner/s (1 original copy)

“*Notarized/Consularized Special Power of Attorney (1 photocopy) or Person being represented

Secretary’s Certificate with attached signed photocopy of Gov't. issued I.D. of Corporate
Secretary and Authorized Representative

**Notarized Deed of Sale/Memorandum or Contract of

Agreement/Lease/Real Estate Mortgage if the title is not yet transferred to the new owner of
being leased (1 photocopy)

FOR CORPORATE OWNED PROPERTY: Latest Secretary’s Certificate with Person /company being represented
Attached signed photocopy of valid I.D. of Corporate Secretary and authorized
Representative.
2.Processing fee of Php. 25.00 per tax declaration applied Treasurer’s Office — Windows 8 or 9
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3. Processing time: working days Assessor’s Office — Windows 1to 5
4. Ocular inspection of the subject property (every day from 8:30AM to 11:30 AM and Inspector Assessor’s Office
1:00PM to 4:00 PM)

BASIC REQUIREMENTS (Clear Photocopy of the following):

1. Letter request addressed to the City Assessor Applicant

2. Electronic Copy of Title (1 original copy) Registry of Deeds-TreceMartires, Reg. of Deeds Kiosks- Robinsons Dasmarinas
City, Bacoor City Hall

3. Tax declaration of land (and improvement) Applicant

4. Updated Realty Tax Receipt or Tax Clearance Certificate (1 photocopy) Treasurer’s Office — Windows 17 to 19 & 15 OR 23

5. Approved building plan/permit, Occupancy permit, Bill of materials of actual construction | Office of the Building Official, 2nd floor
cost approved and signed by an architect or Engineer
(IF THERE ARE IMPROVEMENTS ONLY)

6. Approved subdivision plan, technical description, site development plan DENR - LMB, LRA, CPDO

7. Approved original subdivision plan, if altered (FOR DEVELOPERS) CPDO, SangguniangPanglungsod

8. Approved Alteration Permit (FOR DEVELOPERS) CPDO/SangguniangPanglungsod, HLURB
9. License to Sell (1 photocopy) (FOR DEVELOPERS) HLURB

10. List/tabulation of all original subdivision lots with mother title numbers and tax

declaration numbers) (e-file or photocopy) CPDO, SangguniangPanglungsod, HLURB

11. Printed colored photographs of the actual condition of the property.
12. Sketch Map of location of property

CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE
1. Submit complete requirements to | 1.1 Receive the required documents and check for None 2 minutes Assigned personnel
Window 1to 5 completeness and accuracy.
1.2 Issue order of payment
2. Pay the required fees showing the | 2.Receive the payment and issue the Official | Processing Fee: Php 2 minutes City Treasurer’s assigned
Order of Payment at Treasurer Office, | Receipt 25.00 per tax personnel
Window 8 or 9 declaration
3. Present O.R. to Assessor’s office | 3.1 Accept photocopy of Official Receipt and issue None 2 minutes Assigned personnel
Window 1 to 5 Claim stub
3.2 Start processing the request None 6 days
Engr. Roy A. Ebio Tax Mapper
A. Plotting 1]
And tax mapping personnel
B. Ocular inspection
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Assigned appraisers and
inspectors:
C. Preparation of FAAS
Appraisers:
Engr. Ken Dacatimbang
LAOO I
Engr. Joycell Bawalan
LAOO |
Marina Gonzales
LAOO il
Engr. Ramon Crisostomo Jr.
LAOO |
D. Approval of FAAS
Elmer Camerino
Acting City Assessor

E. Numbering
Records Personnel

F. Encoding/Printing
G. Final Approval Assessment Personnel
Elmer Camerino
Acting City Assessor

H. Recording/Filing
Records Personnel

4. Present claim stub to Window 1to 5 | 4. Release the document requested Secretariat
TOTAL Processing Fee: 20 days
Php 25.00 per tax
declaration
4.!.!.§

CITIZEN’S CHARTER |I I

CITY OF

lMUS www.cityofimus.gov.ph




13. CORRECION OF DATA/REVISION OF TAX DECLARATION DUE TO TYPOGRAPHICAL ERROR ON ASSESSEMENT RECORDS BASED ON CERTIFIED
TRUE COPY OF TITLE

This service pertains to the correction of data on declarant’s name, address, title number and other necessary information that are basically typographical
only based on titles.

OFFICE OR DIVISION City Assessor’s Office
CLASSIFICATION Complex
TYPE OF TRANSACTION G2G - Government to Government; G2C — Government to Citizen; G2B — Government to Business
WHO MAY AVAIL THE SERVICE All

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1.FOR DECLARED PROPERTY OWNER
Signed photocopy of owner’s one (1) valid I.D. from the list below: Government Agencies assigned such as:

GSIS/SSS, Employer's Company, Land Transportation Office, PRC, DFA,

E-Card/Umid, Employee’s ID/ Office ID, Driver’s License, Professional Regulation COMELEC, IBP, BIR, Post Office, HDMF, Philhealth

Commission (PRC) ID, Passport, Senior Citizen ID, SSS ID, Comelec/Voter’s ID/ Comelec
Registration Form, Integrated Bar of the Philippines (IBP) ID, Firearms License, AFPSLAI
ID, PVAO ID, AFP Beneficiary ID, BIR (TIN) ID, Pag-ibig ID, Person With Disability (PWD)
ID, Solo Parent ID, Pantawid Pamilya Pilipino Program (4Ps) ID, Barangay ID,

Philippine Postal ID, Phil-health ID, School ID,

FOR AUTHORIZED REPRESENTATIVE:

*Authorization letter from the owner/s ( 1 original copy) Person being represented
**Notarized/Consularized Special Power of Attorney (1 photocopy) or Secretary’s
Certificate with attached signed photocopy of Gov't. issued I.D. of Corporate Secretary
and Authorized Representative

***Notarized Deed of Sale/Memorandum or Contract of Agreement/Lease/Real Estate
Mortgage if the title is not yet transferred to the new owner of being leased (1 photocopy)
2. Processing fee of Php 25.00 per tax declaration Treasurer’s Office
3. Certification fee of PHP80.00 per certificate

4. Processing time: 10 to 15 minutes per tax declaration

BASIC REQUIREMENTS (Clear Photocopy of the following):

1. Letter Request addressed to the City Assessor (original copy) Applicant
2. Electronic copy of Title Registry of Deeds-Trece Martires, Reg. of Deeds Kiosks- Robinsons Dasmarinas
City
3.Real Property tax receipt/Tax Clearance Treasurer’s Office
CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE
1. Submit Certified true copy of Title to | 1.1 Receive Certified true copy of Title check for None 2 minutes Assigned personnel
window 1 to 5 completeness and accuracy.
4.!.!.§
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1.2 Issue order of payment

CITIZEN’S CHARTER

CITY OF

IMUS

2.Pay the required fees showing the | 2.Receive the payment and issue the Official | Processing Fee: Php 3 minutes City Treasurer’s assigned
Order of Payment at Treasurer Office, | Receipt 80.00 per tax personnel
Window 8 or 9 declaration
3. Present O.R. to Assessor’s office | 3.1 Accept photocopy of Official Receipt 5 minutes Assigned personnel
Window 1 or 5
3.2Start processing
Records Personnel
3.3 Prepared certified true copy of Corrected Tax Elmer Camerino
Declaration Acting City Assessor
5. Get the document. 4. Release the document requested
TOTAL | Php 80.00 per tax 15 minutes
declaration
4.!.!.§
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B. RECORDS OF ASSESSMENT MANAGEMENT SERVICES
14. VERIFICATION OF RECORDS OF ASSESSMENT
15. ISSUANCE OF CERTIFIED TRUE COPY OF LAND, BUILDING AND MACHINERY
16. ISSUANCE OF CERTIFICATE OF BEING TAX EXEMPT (FOR EDUCATIONAL, CHARITABLE, RELIGIOUS AND INSTITUTIONAL PROPERTIES)
This service pertains to verification and issuance of assessment records for the following purposes: reference for tax payment, for mortgage/loan/financial
institutions, courts and many other legal purposes.
OFFICE OR DIVISION City Assessor’s Office
CLASSIFICATION Simple
TYPE OF TRANSACTION G2G - Government to Government; G2C — Government to Citizen; G2B — Government to Business
WHO MAY AVAIL THE SERVICE All
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. FOR DECLARED PROPERTY OWNER
Signed photocopy of owner’s one (1) valid I.D. from the list below: Government Agencies assigned such as:
E-Card/Umid, Employee’s ID/ Office ID, Driver’s License, Professional Regulation GSIS/SSS, Employer's Company, Land Transportation Office, PRC, DFA,
Commission (PRC) ID, Passport, Senior Citizen ID, SSS ID, Comelec/Voter’s ID/ Comelec | COMELEC, IBP, BIR, Post Office, HDMF, Philhealth
Registration Form, Integrated Bar of the Philippines (IBP) ID, Firearms License, AFPSLAI
ID, PVAO ID, AFP Beneficiary ID, BIR (TIN) ID, Pag-ibig ID, Person With Disability (PWD)
ID, Solo Parent ID, PantawidPamilya Pilipino Program (4Ps) ID, Barangay ID,
Philippine Postal ID, Phil-health ID, School ID,
FOR AUTHORIZED REPRESENTATIVE:
*Authorization letter from the owner/s ( 1 original copy)
**Notarized/Consularized Special Power of Attorney (1 photocopy) or Secretary’s Certificate
with attached signed photocopy of Gov't. issued I.D. of Corporate Secretary and Authorized
Representative
***Notarized Deed of Sale/Memorandum or Contract of Agreement/Lease/Real Estate
Mortgage if the title is not yet transferred to the new owner of being leased (1 photocopy
2. Certification fee of PHP80.00 per certificate

Person being represented

3. Processing time: 3 to 5 minutes per certificate Assessor’s Office
BASIC REQUIREMENTS (Clear Photocopy of the following):
1. Updated real Property tax receipt/Tax Clearance Certificate Treasurer’s Office 17 to 19 & 15 or 23
2. Electronic Copy of title

CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE
1. Submit complete requirements to | 1.1 Receive the required documents and check for None 5 minutes Assigned personnel
Window 1 to 5 completeness and accuracy.

1.2 Issue order of payment

\{ ¥
4.-.-.§

CITIZEN’S CHARTER [

CITY OF

lMUS www.cityofimus.gov.ph




2. Pay the required fees showing the | 2. Receive the payment and issue the Official | Certification fee Fee: 2 minutes City Treasurer’s assigned
Order of Payment at Treasurer Office, | Receipt Php 50.00 per personnel
Window 8 or 9. certified true copy of
tax dec; Doc Stamp:
Php 30.00 per
certifcate
3. Present O.R. to Assessor’s office | 3.1 Accept photocopy of Official Receipt and issue None 2 minutes Assigned personnel
Window 1 to 5 Claim stub
3.2 Start processing the request None 8 minutes
A. Verify records Records personnel
B. Prepare certificates
C. Print certificate
D. Review
E. Recording
F. Final Approval Elmer Camerino
Acting City Assessor
Ermily dela Cruz
LAOO IV
Edgardo I. Bautista;
LAOO IV
4. Release the document requested Assigned personnel
TOTAL Php 80.00 per 14 minutes
certified true copy
of tax dec

V¢ ¥
4.-.-.§

CITIZEN’S CHARTER |I I

CITY OF

lMUS www.cityofimus.gov.ph




17. ISSUANCE OF CERTIFICATE OF NO IMPROVEMENT
This service is issued to a client who wishes to secure document certifying that their lot is actually vacant has no any improvement erected thereon, and
usually used as reference for transfer of title or loan application.

OFFICE OR DIVISION City Assessor’s Office
CLASSIFICATION Simple
TYPE OF TRANSACTION G2G - Government to Government; G2C — Government to Citizen; G2B — Government to Business
WHO MAY AVAIL THE SERVICE All
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. FOR DECLARED PROPERTY OWNER
Signed photocopy of owner’s one (1) valid I.D. from the list below: Government Agencies assigned such as:
E-Card/UMID, Employee’s ID/ Office ID, Driver's License, Professional Regulation GSIS/SSS, Employer's Company, Land Transportation Office, PRC, DFA,
Commission (PRC) ID, Passport, Senior Citizen ID, SSS ID, Comelec/Voter’s ID/ COMELEC, IBP, BIR, Post Office, HDMF, Philhealth

Comelec Registration Form, Integrated Bar of the Philippines (IBP) ID, Firearms License,
AFPSLAI ID, PVAO ID, AFP Beneficiary ID, BIR (TIN) ID, Pag-ibig ID, Person With
Disability (PWD) ID, Solo Parent ID, PantawidPamilya Pilipino

Program (4Ps) ID, Barangay ID, Philippine Postal ID, Phil-health ID, School ID,

FOR AUTHORIZED REPRESENTATIVE:

*Authorization letter from the owner/s (1 original copy)

**Notarized/Consularized Special Power of Attorney (1 photocopy) or Secretary’s Person being represented
Certificate with attached signed

photocopy of Gov't. issued I.D. of Corporate Secretary and Authorized Representative
***Notarized Deed of Sale/Memorandum or Contract of Agreement/Lease/Real Estate
Mortgage if the title is not yet transferred to the new owner of being leased (1 photocopy)

FOR CORPORATE OWNED PROPERTY: Latest Secretary’s Certificate Person /company being represented
with Attached signed photocopy of valid I.D. of Corporate Secretary and authorized

Representative.

2. Certification Fee of Php. 80.00 per certification applied Treasurer’s Office — Windows 8 or 9
3. Processing time: working days Assessor’s Office — Windows 1to 5

4. Ocular inspection of the subject property (every day from 8:30AM to 11:30 AM and Inspector Assessor’s Office

1:00PM to 4:00 PM)
BASIC REQUIREMENTS (Clear photocopy of the following):

1. Electronic Copy of the latest Transfer Certificate of Title Registry of Deeds-TreceMartires, Reg. of Deeds Kiosks- Robinsons Dasmarinas
City
2. Tax Declaration of Land Assessor’s Office — Windows 1 to 5
4.!.!.§
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3. Updated Realty Tax Receipt or Tax Clearance Certificate Treasurer’s Office — Windows 8 or 9
4. Affidavit of No Improvement (stating that the subject Applicant
property is a vacant lot and has no any structures such as fence, house, etc.
5. Printed colored photograph of latest and actual condition of the property. Applicant
6. Sketch of exact location or Vicinity map of the property Person being represented
CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE
1. Submit complete requirements to | 1.1 Receive the required documents and check None 5 minutes Assigned personnel
Window 1 or 3 for completeness and accuracy.
1.2 Issue order of payment 5 minutes
2. Pay the required fees showing the | 2. Receive the payment and issue the Official | Certification Fee: Php 5 minutes City Treasurer’s assigned
Order of Payment at Treasurer Office Receipt 50.00 per certificate; personnel
Doc Stamp: Php 30.00
per certifcate
3. Present O.R. to Assessor’s office | 3.1 Accept photocopy of Official Receipt and None 2 minutes
Window 1 or 5 issue Claim stub
3.2 Start processing the request. None 25 minutes Assigned appraisers and
inspectors:
A. Plotting Engr. Roy Ebio
B. Ocular inspection Inspector
C. Issue Notice of Disapproval/l Sworn Secretariat
Statement and Affidavit, if found with
improvement
D. Printing Tax Mapping Personnel
F. Final Approval Elmer Camerino
OIC-City Assessor
4. Get the document. 4. Release the document requested None 2 minutes Assigned personnel
TOTAL Php 80.00 per 30 minutes
certificate
¢.Z.Z.§
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18. ISSUANCE OF AGGREGATE PROPERTY HOLDINGS (WITH PROPERTY/NO PROPERTY)
This service is given to property owners or his duly authorized representatives, any government agency or private entity to who wish to obtain a listing of
his property holdings as reference for tax payment and other legal purposes it may serve.

OFFICE OR DIVISION ASSESSOR
CLASSIFICATION Simple — 3 DAYS
TYPE OF TRANSACTION G2G - Government to Government; G2C — Government to Citizen; G2B — Government to Business
WHO MAY AVAIL THE SERVICE All
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. FOR DECLARED PROPERTY OWNER
Signed photocopy of owner’s one (1) valid I.D. from the list below: Government Agencies assigned such as:
E-Card/UMID, Employee’s 1D/ Office ID, Driver’s License, Professional Regulation GSIS/SSS, Employer’'s Company, Land Transportation Office, PRC, DFA,

Commission (PRC) ID, Passport, Senior Citizen ID, SSS ID, Comelec/Voter’s ID/ Comelec | COMELEC, IBP, BIR, Post Office, HDMF, Philhealth
Registration Form, Integrated Bar of the Philippines (IBP) ID, Firearms License, AFPSLAI
ID, PVAO ID, AFP Beneficiary ID, BIR (TIN) ID, Pag-ibig ID, Person With Disability (PWD)
ID, Solo Parent ID, Pantawid Pamilya Pilipino

Program (4Ps) ID, Barangay ID, Philippine Postal ID, Phil-health ID, School ID,

FOR AUTHORIZED REPRESENTATIVE:

*Authorization letter from the owner/s ( 1 original copy)

**Notarized/Consularized Special Power of Attorney (1 photocopy) or Secretary’s Certificate
with attached signed photocopy of Gov't. issued I.D. of Corporate Secretary and Authorized
Representative

***Notarized Deed of Sale/Memorandum or Contract of Agreement/Lease/Real Estate Person being represented
Mortgage if the title is not yet transferred to the new owner of being leased (1 photocopy
FOR CORPORATE OWNED PROPERTY: Latest Secretary’s Certificate

with Attached signed photocopy of valid I.D. of Corporate Secretary and authorized
Representative.

1. Certification fee of PHP 80.00 per certificate

2. Processing time: 10-15 minutes per certificate

Note: 1 to 3 days for application with numerous deceased owners/heirs which require back
tracing of records.

BASIC REQUIREMENTS (Clear Photocopy of the following):

1. Updated real Property tax receipt/Tax Clearance Certificate Treasurer’s Office, window 17t019& 150r23
2. Electronic Copy of title Applicant
3. Notarized Extra-Judicial Settlement of Estate/Self-Adjudication Applicant
4. Death Certificate of deceased owner/s and heirs Applicant
4.!.!.§
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CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE
1. Submit complete requirements to | 1.1 Receive the required documents and check for None 2 minutes Assigned Personnel
Window 1 to 5 completeness and accuracy.
1.2 Issue order of payment
2. Pay the required fees showing the | 2. Receive the payment and issue the Official Certification Fee: 2 minutes City Treasurer’s assigned
Order of Payment at Treasurer Office Receipt Php 50.00 per personnel
certificate; Doc
Stamp: Php 30.00 per
certifcate
3. Present O.R. to Assessor’s office | 3.1 Accept photocopy of Official Receipt and issue None 2 minutes Assigned personnel
Window 1to 5 Claim stub
3.2 Start processing the request None 2 days
Records personnel
A. Verify records
B. Prepare certificates
C. Print certificate
D. Review
E. Recording/Filing
F. Final Approval Elmer Camerino
Acting City Assessor
Ermily dela Cruz
LAOO IV
Edgardo I. Bautista
LAOO IV
4. Get the document. 4. Release the document requested None Assigned personnel
TOTAL None 3 days
4.!.!.§
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19. ANNOTATION/CANCELLATION OF MORTGAGE ON TAX DECLARATION
This service pertains to cancellation or annotation of mortgage on tax declaration
OFFICE OR DIVISION City Assessor’s Office
CLASSIFICATION Simple
TYPE OF TRANSACTION G2G - Government to Government; G2C — Government to Citizen; G2B — Government to Business
WHO MAY AVAIL THE SERVICE All
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. FOR PROPERTY DECLARED OWNER:
Signed photocopy of owner’s one (1) valid I.D. from the list below: Government Agencies assigned such as:
GSIS/SSS, Employer’'s Company, Land Transportation Office, PRC, DFA,
E-Card/Umid, Employee’s ID/ Office ID, Driver’s License, Professional Regulation COMELEC, IBP, BIR, Post Office, HDMF, Philhealth
Commission (PRC) ID, Passport, Senior Citizen ID, SSS ID, Comelec/Voter’s ID/ Comelec
Registration Form, Integrated Bar of the Philippines (IBP) ID, Firearms License, AFPSLAI
ID, PVAO ID, AFP Beneficiary ID, BIR (TIN) ID, Pag-ibig ID, Person With Disability (PWD)
ID, Solo Parent ID, Pantawid Pamilya Pilipino Program (4Ps) ID, Barangay ID, Philippine
Postal ID, Phil-health ID, School ID,
FOR AUTHORIZED REPRESENTATIVE:
*Authorization letter from the owner/s ( 1 original copy) Person being represented
***Notarized/Consularized Special Power of Attorney (1 photocopy) or Secretary’s Person being represented
Certificate with attached signed
photocopy of Gov't. issued I.D. of Corporate Secretary and Authorized Representative
***Notarized Deed of Sale/Memorandum or Contract of
Agreement/Lease/Real Estate Mortgage if the title is not yet transferred to the new owner of
being leased (1 photocopy)
FOR CORPORATE OWNED PROPERTY: Latest Secretary’s Certificate with Attached
signed photocopy of valid |.D. of Corporate Secretary and authorized Representative.
BASIC REQUIREMENTS:
1. Certified True Copy of Title ( 1 original copy for titled property only) Registry of Deeds-TreceMartires, Reg. of Deeds Kiosks- Robinsons
Dasmarinas City, Bacoor City Hall
2.Tax Declaration of Land and building( | photocopy) Assessor’s Office — Windows 1to 5
3.Updated Realty Tax Receipt or Tax Clearance Certificate (1 photocopy) Treasurer’s Office — Windows 17 to 19 & 15 to 23
4.FROM BANKS/FINANCIAL INSTITUTIONS: Original copy of Financial Institutions
mortgage/release of mortgage (1 original copy)
FROM TRIAL COURTS: Original/certified true copy of Court Order Trial Courts
CLIENT STEPS | AGENCY ACTION FEES TO BE PAID | PROCESSING TIME | PERSON RESPONSIBLE
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1. Submit complete requirements to | 1.1 Receive the required documents and check None 2 minutes Assigned Personnel
Window 1to 5 for completeness and accuracy.
1.2 Issue order of payment
2. Pay the required fees showing the | 2. Receive the payment and issue the Official | Certification fee Fee: 2 minutes City Treasurer’s assigned
Order of Payment at Treasurer Office, | Receipt Php 50.00 per personnel
Window 8 or 9 certified true copy of
tax dec Doc Stamp:
Php30.00 per
certificate
3.Present O.R. to Assessor's office | 3.1 Accept photocopy of Official Receipt and 2 minutes Assigned personnel
Window 1 or 5 issue Claim stub
3.2 Start processing the request
A. Verify records 20 minutes Records personnel
B. Annotate/cancel mortgage
C. Prepare certificates
D. Print certificate
TOTAL Php 50.00 per 1 day
certified true copy
of tax dec
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20. CANCELLATION OF RECORDS WITH DUAL OR ULTIPLE ASSESSMENT AND/OR PROPERTIES THAT ARE ALREADY TOTALLY DEMOLISEHED OR
NO LONGER EXISTING
This service pertains to the issuance of Notice of Cancellation of Records of assessment for properties found out to be doubled or totally demolished

OFFICE OR DIVISION City Assessor’s Office
CLASSIFICATION Complex
TYPE OF TRANSACTION G2G — Government to Government; G2C — Government to Citizen; G2B — Government to Business
WHO MAY AVAIL THE SERVICE All
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. FOR PROPERTY DECLARED OWNER:
Signed photocopy of owner’s one (1) valid I.D. from the list below: Client

E-Card/Umid, Employee’s ID/ Office ID, Driver’s License, Professional Regulation Commission
(PRC) ID, Passport, Senior Citizen ID, SSS ID, Comelec/Voter’'s ID/ Comelec Registration Form,
Integrated Bar of the Philippines (IBP) ID, Firearms License, AFPSLAI ID, PVAO ID, AFP
Beneficiary ID, BIR (TIN) ID, Pag-ibig ID, Person With Disability (PWD) ID, Solo Parent ID,
Pantawid Pamilya Pilipino Program (4Ps) ID, Barangay ID, Philippine Postal ID, Phil-health ID,
School ID,

FOR AUTHORIZED REPRESENTATIVE:

*Authorization letter from the owner/s ( 1 original copy)

**Notarized/Consularized Special Power of Attorney (1 photocopy) or Secretary’s Certificate with
attached signed Person being represented
photocopy of Gov't. issued I.D. of Corporate Secretary and Authorized Representative
***Notarized Deed of Sale/Memorandum or Contract of

Agreement/Lease/Real Estate Mortgage if the title is not yet transferred to the new owner of
being leased (1 photocopy)

FOR CORPORATE OWNED PROPERTY: Latest Secretary’s Certificate

with Attached signed photocopy of valid I.D. of Corporate Secretary and authorized

Representative.

BASIC REQUIREMENTS (CLEAR POTOCOPY OF THE FOLLOWING):

1. Certified True Copy of Title ( 1 original copy for titled property only) Registry of Deeds-TreceMartires, Reg. of Deeds Kiosks- Robinsons
Dasmarinas City, Bacoor City Hall

2. Tax Declaration of Land and building( | photocopy) Assessor’s Office — Windows 1to 5

3. Updated Realty Tax Receipt or Tax Clearance Certificate (1 photocopy) Treasurer’s Office — Windows 8 or 9

4. Fire incident report/certificate (1 photocopy) Bureau of Fire, Barangay Captain

5. Demolition Permit (1 Photocopy) Office of the Building Official

6.Certificate of Business Closure/Retirement BPLO, City Treasurer, DTI/SEC

7. Approved building plan/fencing permit; Occupancy Permit; bill of Office of the Building Official — 2ndFloor
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/structures already

materials of actual construction signed by Architect or Engineer, if there were new construction

constructed (1 photocopy)

8. Business Permit/DTI Permit/SEC Registration, if there were already business establishments

BPLO, DTI, SEC

9. Printed colored photograph of latest and actual condition of the property.

Applicant

10. Sketch Map of location of property

Applicant

to 4:00 PM)

11. Ocular inspection of the subject property (every day from 8:30AM to 11:30 AM and 1:00PM

Appraiser and Inspectors of Assessor’s Office

CLIENT STEPS

AGENCY ACTION

FEES TO BE PAID

PROCESSING TIME

PERSON
RESPONSIBLE

A. Plotting

B. Ocular inspection

C. Preparation of ocular inspection report

D. Numbering

E. Prepare Notice of Cancellation

1. Submit complete requirements to | 1.1 Receive the required documents and check for None 2 minutes Assigned Personnel
Window 1 to 5 completeness and accuracy.

1.2 Issue order of payment
2. Pay the required fees showing the | 2. Receive the payment and issue the Official Receipt Processing Fee: Php 2 minutes City Treasurer’s
Order of Payment at Treasurer Office, 25.00 per tax assigned personnel
Window 8 or 9. declaration
3. Present O.R. to Assessor’s office | 3.1 Accept photocopy of Official Receipt and issue None 2 minutes Assigned personnel
Window 1 to 5 Claim stub

3.2 Start processing the request None 6 days

Engr. Roy Ebio
Tax Mapper Il
and tax mapping
personnel

Assigned appraisers and
inspectors: Engr. Ken
Dacatimbang
LAOCO Il
Engr. Joycell Bawalan
LAOO |

Records Personnel

Ermily dela Cruz
LAOOIV
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F. Approval of Notice of Cancellation Elmer Camerino
Acting City Assessor

G. Cancellation of Records
Records Personnel

4. Present claim stub to Window 1 to 5. | 4. Release the document requested None 2 minutes Secretariat
Fill-out Client Satisfaction Rating Form
TOTAL Php 25.00 per tax 7 days
declaration
4.!.!.§
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1. REGISTRATION OF BIRTH, MARRIAGE, AND DEATH CERTIFICATES (TIMELY)
Birth — It's complete expulsion or extraction of a duration of conception from its mother, irrespective of the duration of pregnancy, which after such separation,
breathes or shows any other evidences of life such as beating of the heart, pulsation of the umbilical cord, or definite movement of  voluntary muscles, whether or
not the umbilical cord has been cut off or the placenta is still attached; each product of such birth is considered alive.
Marriage — is a special contract of permanent union between a man and a woman entered into in accordance with law of the establishment of conjugal and

family life.
Death — is a permanent disappearance of all evidence of life at any time after live birth has taken place (postnatal cessation of vital functions without

capability of resuscitation).

OFFICE OR DIVISION City Civil Registrar’s Office
CLASSIFICATION Simple
TYPE OF TRANSACTION G2C — Government to Citizen
WHO MAY AVAIL THE SERVICE | All

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Four (4) copies of birth, marriage, and death certificates, which must be Birth (Hospital, Lying-In Clinics and Health Center
accomplished correctly and completely Marriage (Church, Pastor, Judge and Mayor)

Death (Hospital and Funeral Services)

Additional Requirements for Certificate of Death

Transfer Permit of Cadaver City Health Office Centers (Tahimik Poblacion, Velarde Medicion, Greengate
Malagasang, Plaridel Bayan Luma and Carsadang Bago)
Entrance Permit of Cadaver Different Municipalities and Cities
Exhumation Permit Building Office
CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING TIME | PERSON RESPONSIBLE
1. Present the requirements. 1.1 Interview the client. None 20 minutes (Birth)
Celia M. Sapida
1.2 Examine and check the documents. None Jett S. San Jose

Glenn Paul L. Villarosa
Ariel Mari C. Camerino
Rolly R. Melitante
(Marriage)
Carolina S. Saria
Renato B. Pangilinan
Renalyn Q. Topacio
(Death)
Debbie Jane S. Melo
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Michael R. Miranda

2. Payment of Fees 2. Receive payment. e Burial Permit— P 10 minutes (stop time) City Treasurer’s Office
500.00
e Transfer Permit— P
100.00
e Transfer of Ashes - P
100.00

e Transfer/exhumation
of Cadaver - P100.00

e Cremation Permit— P
1,000.00

e AUSF - P200.00
3. Present Official Receipt (OR) 3.1 Registration of document with None 5 minutes (Birth)
registry number. Celia M. Sapida
Jett S. San Jose
Glenn Paul L. Villarosa
Ariel Mari C. Camerino
Rolly R. Melitante
(Marriage)
Carolina S. Saria
Renato B. Pangilinan
Renalyn Q. Topacio
(Death)
Debbie Jane S. Melo
Michael R. Miranda

3.2 Sign the document. None 5 minutes Randy Gonzales
OIC — Civil Registrar
4. Claim the registered documents. | 4. Release the document. None 5 minutes CCRO Personnel
Fil-out Client Satisfaction Rating Form
TOTAL | Based on assessment | 45 minutes |

NOTE : Additional payment for Certification - Documentary Stamp Tax (P 30.00)
4.!.!.§
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2. ISSUANCE OF CERTIFIED COPIES OF BIRTH, MARRIAGE AND DEATH CERTIFICATES AND OTHER CIVIL REGISTRY DOCUMENTS

OFFICE OR DIVISION City Civil Registrar’s Office
CLASSIFICATION Simple
TYPE OF TRANSACTION G2C — Government to Citizen
WHO MAY AVAIL THE SERVICE | All
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Birth, marriage and death certificates and other civil registry documents City Civil Registrar Office
CLIENT STEPS AGENCY ACTION FEES TO BE PAID | PROCESSING TIME PERSON RESPONSIBLE
1. Submit request slip. 1.1 Database/ archive search. None 10 minutes Joselito S. Camia
Maricia S. Gonzales
1.2 Issuance of order payment. None Shanielyn H. Ramirez
Glenn Paul L. Villarosa
2. Payment of Fees 2. Receive payment. P 100.00 5 minutes City Treasurer’s Office
P30.00
(Documentary
Stamp Tax)
3.Present Official Receipt (OR) 3.1 Check and certify the documents. None 5 minutes CCRO Personnel
3.2 Record the OR. None CCRO Personnel
Randy Gonzales
3.3 Sign the document. OIC — Civil Registrar
4. Claim the Certified Copy 4. Release the document. None 5 minutes CCRO Personnel
Fill-out Client Satisfaction Rating Form
TOTAL | P 130.00 | 25 minutes |
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3. REGISTRATION OF COURT ORDERS (CO)/DECREES AND REQUEST OF ANNOTATED RECORD
The Civil Registry office where the event of the decree/order was registered shall forward a certified true copy of the decision to the office of the Civil
Registrar where an event affected was originally registered.

OFFICE OR DIVISION City Civil Registrar’s Office
CLASSIFICATION Simple
TYPE OF TRANSACTION G2C — Government to Citizen
WHO MAY AVAIL THE SERVICE | All
CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Original/certified photo copy of the court order/decision Court where he/she can file order/decision
Certificate of Finality Court where he/she can file order/decision
Certificate of Authenticity Court where he/she can file order/decision

CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING TIME | PERSON RESPONSIBLE
1. Submit complete requirements. 1.1 Check and examine the documents None 10 minutes Cynthia E. Ochosa

for registration and annotation.

1.2 Issuance of order payment. None
2. Payment of fees. 2. Receive payment. e Annulment- P500.00 10 minutes City Treasurer’s Office
e Adoption- P 500.00 (stop time)

e Correction- P500.00

e Certified photocopy of
court order (CO)-
P100.00

e Endorsement-
P100.00

e Certified photocopy of
Annotated Record

P130.00
3. Present Official Receipt. 3.1 Registration of Court Order and None 20 minutes CCRO Personnel
Annotation to the Affected Civil Registry
Record.

3.2 Prepares certificate of court
registration, annotated Civil Registry
record and certified photocopy of CO and
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endorsement letter to PSA, Sta. Mesa,

Manila
4.1 Claim the Requested 4.1 Review, approve and sign the None 5 minutes Randy B. Gonzales
Record documents. OIC - City Civil Registrar
4.2 Sign the logbook. 4.2 Record and release court registration. None 5 minutes Cynthia E. Ochosa

Fill-out Client Satisfaction Rating Form
TOTAL | Based on assessment | 50 minutes |
NOTE : Additional payment for Certification - Documentary Stamp Tax (P 30.00)

4. REGISTRATION OF LEGAL INSTRUMENTS/LEGITIMATION OF NATURAL CHILD
Legitimation is a remedy by means of which those who in fact were not born in wedlock and should, therefore, be considered illegitimate, are, by fiction,
considered legitimate, it being supposed that they were born when their parents were already validly married.

OFFICE OR DIVISION City Civil Registrar’s Office
CLASSIFICATION Simple
TYPE OF TRANSACTION G2C — Government to Citizen
WHO MAY AVAIL THE SERVICE | All

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
CENOMAR (Certificate of No Marriage) of Husband and Wife Philippine Statistics Authority (PSA)
Marriage Contract (PSA copy) if not solemnized in Imus, Cavite Philippine Statistics Authority (PSA)
Birth Certificate City Civil Registrar Office
Affidavit of Legitimation City Civil Registrar Office/ Notary Public
Affidavit of Acknowledgement if father is N/A on COLB City Civil Registrar Office/ Notary Public
Residence Certificate City Treasurer’s Office
Appearance of Parents
Republic Act 9255 - Affidavit to Use the Surname of the Father (AUSF) City Civil Registrar Office/ Notary Public
1. a. affidavit of paternity / acknowledgement, voluntary emancipation/parental | City Civil Registrar Office/ Notary Public
authorization,
* all legal instruments executed abroad must be registered at the city civil
registry office of Manila
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CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE
1. Submit complete requirements. 1.1 Check and verify the requirements None 5 minutes Celia M. Sapida
for registration and annotation. Ariel Mari C. Camerino
1.2 Issuance of order payment. None
2. Payment of fees 2. Receive payment. e Legitimation Fee — 10 minutes City Treasurer’s Office
P 500.00 (stop time)
e Certification - P
100.00
e Deed of
Legitimation -
P 100.00
Registration Fee - P
200.00
o Affidavit of
Acknowledgement -
P 200.00
e AUSF P200.00
3. Present the OR. 3.1 Prepare certificate, endorsement None 20 minutes CCRO Personnel
letter and annotate registered
documents.
3.2 Review, approve and sign the None 5 minutes Randy B. Gonzales
documents. OIC — City Civil Registrar
4. Claim the document. 4. Release the document None 5 minutes CCRO Personnel
Fill-out Client Satisfaction Rating Form
TOTAL | Based on assessment | 45 minutes |

NOTE : Additional payment for Certification - Documentary Stamp Tax (P 30.00)
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5. ENDORSEMENT OF REGISTRY RECORDS TO THE CIVIL REGISTRAR-GENERAL

OFFICE OR DIVISION City Civil Registrar’s Office
CLASSIFICATION Simple
TYPE OF TRANSACTION G2C — Government to Citizen
WHO MAY AVAIL THE SERVICE | All
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
PSA-Negative Result Certification Philippine Statistics Authority (PSA)
Certified true copy/photocopy of Civil registry documents City Civil Registrar Office
CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE
1. Request for an endorsement of | 1.1 Database/ Archive search. None 10 minutes Celia M. Sapida
his/her record to PSA. Rolly R. Melitante
1.2 Issuance of order payment. None Jett S. San Jose

Ariel Mari C. Camerino

Glenn Paul L. Villarosa
2. Payment of fees 2. Receive payment P 100.00 10 minutes City Treasurer’s Office

P 30.00 (stop time)
(Documentary Stamp
Tax)
3. Present the Official Receipt (OR) | 3.1 Prepare the endorsement letter. None 5 minutes CCRO Personnel
Randy B. Gonzales
3.2 Review and approval. None 3 minutes OIC - City Civil Registrar
4. Claim the endorsement. 4. Release the document None 2 minutes CCRO Personnel
Fill-out Client Satisfaction Rating From
TOTAL | | 30 minutes |

Note: Mail the documents to Provincial Statistics Office (PSA) follow-up after 5 days to 7 working days by the client.
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6. DELAYED AND OUT OF TOWN REGISTRATION OF BIRTH, MARRIAGE AND DEATH CERTIFICATE OF CIVIL REGISTRY RECORDS
A report of vital event made beyond the reglementary period is considered delayed.

OFFICE OR DIVISION City Civil Registrar’s Office

CLASSIFICATION Highly-Technical

TYPE OF TRANSACTION G2C — Government to Citizen

WHO MAY AVAIL THE SERVICE | All

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

For Birth Certificate:

Philippine Statistics Authority (PSA) Negative Result

Philippine Statistics Authority (PSA)

Affidavit of Two (2) Disinterested Persons

Notary Public

Voter's Affidavit

COMELEC

Baptismal Certificate

Church where he/she baptized

School Records

School

Marriage Certificate (if married)

Philippine Statistics Authority (PSA) or Civil Registrar Office

Residence Certificate of Parents

Treasurer’s Office

Medical Records

Hospitals/Clinics

For Marriage and Death Certificate:

Philippine Statistics Authority (PSA) Negative Result

Philippine Statistics Authority (PSA)

Affidavit of Delayed Registration Notary Public
Affidavit of Two (2) Disinterested Persons Notary Public
CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE
1. Submit complete | 1.1 Interview the client and evaluate the None 15 minutes (Birth)
requirements. submitted requirements. Celia M. Sapida
Ariel Mari C. Camerino
1.2 Database / Archive search. None Jett S. San Jose
1.3 Issuance of claim stub. None (Marriage)
Carolina S. Saria
1.4 Process, record, and register the None
documents (Death)
Debbie Jane S. Melo
1.5 Issuance of order payment. None Michael R. Miranda
2. Payment of fees. 2. Receive payment. e P 200.00 10 minutes City Treasurer’s Office
(stop time)

CITIZEN’S CHARTER
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e P 300.00 - Out of
town
3.1 Present the Official Receipt | 3.1 Approve and sign the documents. None 3 minutes Randy B. Gonzales
(OR) OIC — City Civil Registrar
3.2 Publication Posting day None 10 days
3.2 Present claiming stub and | 3.3 Release the document None 2 minutes CCRO Personnel
get the document.

Fill-out Client Satisfaction Rating Form
TOTAL | Based on assessment 10 days and 30
minutes

Note: Out of Town Registration are forwarded to the corresponding towns/cities for registration by the client.
Release documents after 10 calendar days. (Administrative Order No. 1 Series of 1993)

V¢ ¥
4.-.-.§

CITIZEN’S CHARTER |I I

CITY OF

lMUS www.cityofimus.gov.ph




7. ISSUANCE OF MARRIAGE LICENSE
A license contains important details of marriage, such as the wedding date and place, and is a formal requirement to marry anywhere in the Philippines. It
is proof that your marriage took place and that your partner is your legal spouse.

OFFICE OR DIVISION City Civil Registrar’s Office
CLASSIFICATION Simple
TYPE OF TRANSACTION G2C — Government to Citizen
WHO MAY AVAIL THE SERVICE | All
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Certified True/Xerox copy of birth certificate of applicants Philippine Statistics Authority (PSA) or Civil Registrar Office
Certificate of No Marriage (CENOMAR) Philippine Statistics Authority (PSA)
Barangay Clearance Respective Barangay
Pre-Marriage Counseling Certificate PopCom Office
Family Planning Seminar PopCom Office
Certificate of Death (if widowed) Philippine Statistics Authority (PSA)
Annotated Certificate of Marriage (if annulled) Philippine Statistics Office (PSA)
Legal capacity to marry from respective embassy in the Philippines (if | Respective Embassy
foreigner)
Judicial Decree of absolute divorce (if divorced) Court
Parental consent (if applicant is 18 years old but below 20 years old) City Civil Registrar Office
Parental Advice (if applicant is 21 years old but below 25 years old) City Civil Registrar Office

++At least one of the contracting parties must be a resident of the place where
the local civil registry office is located.

CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE
1.1 Submit complete requirements. | 1.1 Assess the documents. None 5 minutes Carolina S. Saria
Renato B. Pangilinan
1.2 Fill out the application form. 1.2 Receive, review and check the None 5 minutes Renalyn Q. Topacio

(Contracting parties both sign the | accomplished application.
application form)

1.3 Issuance of order payment. None 2 minutes
2. Payment of fees 2. Receive payment e Application - P 10 minutes City Treasurer’s Office
300.00 (stop time)

e License - P 50.00
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e Pre-Nuptial
Agreement - P
200.00

3.1 Present the Official Receipt 3. Issuance of referral stub for Pre None 3 minutes CCRO Personnel
(OR) Marriage Counselling (PMC) Seminar.

(POPDEV Office)
3.2 Receive referral stub
4. Attend Pre-Marriage Counselling | 4. Conduct Pre-Marriage Counselling None (stop time) Population Development
(PMC) Seminar (PMC) Seminar. Office
5. Submit PMC Seminar 5.1 Receive PMC certificate. Issuance None 10 minutes Carolina S. Saria
certification of claim stub. Renato B. Pangilinan

5.2 Prepare documents None 5 minutes

. Marriage license application

. Advice upon intended marriage

. Consent to marriage of a person

underage
5.3 Publication Posting Day None 10 days
Randy B. Gonzales
5.4 Review and sign. None 5 minutes OIC — City Civil Registrar
None CCRO Personnel

5.4 Record in the logbook. 5 minutes
6. Present claiming stub and get 6. Release the license. None 5 minutes CCRO Personnel
the license.

Fill-out Client Satisfaction Rating Form
TOTAL | Based on assessment 10 days and
45 minutes

Note: Release after 10 days publication period. (Administrative Order No. 1 Series of 1993)
Additional payment for Certification - Documentary Stamp Tax (P 30.00)
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8. MARRIAGE LICENSE VERIFICATION

OFFICE OR DIVISION City Civil Registrar’s Office
CLASSIFICATION Simple
TYPE OF TRANSACTION G2C — Government to Citizen
WHO MAY AVAIL THE SERVICE | All
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
PSA Marriage Contract Philippine Statistics Authority (PSA)
Letter Request Client
Valid ID of the Requestor Client
Authorization letter (if the applicant is not the owner) Client
CLIENT STEPS AGENCY ACTION FEES TO BE PAID | PROCESSING TIME | PERSON RESPONSIBLE
1. Submission of Marriage contract | 1.1 Receive Marriage contract and Request None 3 minutes Deborah C. Achas
and Letter Request Letter Marianne E. Alcoseba
1.2 Issuance of order payment. None
2. Payment of Fees 2. Receive payment P 100.00 10 minutes City Treasurer’s Office
P 30.00 (stop time)
(Documentary Stamp
Tax)
3. Present the Official Receipt (OR) | 3.1 Verification of marriage license in the None 3 days Deborah C. Achas
registry book of application for marriage
licenses.
3.2 Prepare the certification
3.3 Approval and sign the certification Randy B. Gonzales
OIC — City Civil Registrar
4. Claim the document 4.1a Issue certification of no record if the None 2 minutes Marianne E. Alcoseba
verified license is not in the registry book.
4.1b Issue certification if has record in the
registry book.
4.2 Record in the logbook. None 5 minutes
Fill-out Client Satisfaction Rating Form
TOTAL 3 days and
20 minutes
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9. PROCESSING OF PETITION FOR CHANGE OF FIRST NAME (CFN) AND CORRECTION OF CLERICAL ERROR/S (CCE) PURSUANT TO REPUBLIC ACT
NO. 9048 (DIRECT OR MIGRANT)

OFFICE OR DIVISION City Civil Registrar’s Office
CLASSIFICATION Simple
TYPE OF TRANSACTION G2C — Government to Citizen
WHO MAY AVAIL THE SERVICE | All
CHECKLIST OF REQUIREMENTS | WHERE TO SECURE
Petition for Change of First Name
PSA & CCR copies of Birth Certificate Philippine Statistics Authority (PSA)
Baptismal Certificate Church
School records or medical records School
Marriage Contract, if applicable Philippine Statistics Authority (PSA)
Birth Certificates of children, if applicable Philippine Statistics Authority (PSA)
Barangay Clearance Barangay
NBI Clearance NBI Offices
Police Clearance Police
Clearance or Certificate of no pending administrative or criminal case from | Employer/Notary Public
employment (affidavit of non-employment if not employed)
Affidavit of Discrepancy Notary Public
Valid IDs Client
Affidavit of publication with newspaper clipping Publishing Company

Note: Subject for publication for at least once a week for two (2) consecutive weeks in a newspaper of general circulation.
Note: Three (3) Photocopies of each document (if registered in Imus), Four (4) Photocopies of each document (if migrant)
Note: Transmittal of Petition to PSA/concerned Local Civil Registrar. Follow —up after 2 months.

Petition for Correction of Clerical Errors in Middle Name, Last Name and other pertinent entries

PSA & CCR copies of document to be corrected Philippine Statistics Authority (PSA)

Baptismal Certificate Church

Birth Certificate of Mother/Father Philippine Statistics Authority (PSA)

Marriage Contract of Parents,( if applicable) Philippine Statistics Authority (PSA)

Birth Certificates of brothers and sisters,( if applicable) Philippine Statistics Authority (PSA)

Birth Certificates of children, (if applicable) Philippine Statistics Authority (PSA)

Marriage Contract (if married) Philippine Statistics Authority (PSA)

Affidavit of Discrepancy Notary Public

Valid IDs client

Note: Three (3) Photocopies of each document (if registered in Imus), Four (4) Photocopies of each document (if migrant)
4.!.!.§

CITIZEN'S CHARTER i

CITY OF

lMUS www.cityofimus.gov.ph




Note: Transmittal of Petition to PSA/concerned Local Civil Registrar. Follow —up after 2 months.

CLIENT STEPS

AGENCY ACTION

FEES TO BE PAID

PROCESSING TIME

PERSON RESPONSIBLE

1. File and submit required | 1. 1 Checking of submitted supporting None 5 minutes Deborah C. Achas
petition. documents Marianne E. Alcoseba
Michael I. Caguyong
1.2 Issuance of order payment
2. Payment of fees 2. Receive payment e Petition for CFN - 10 minutes City Treasurer’s Office
P3,000.00 (stop time)
e Petition for CCE -
P1,000.00
e Migrant Petition for
Present the OR CEN
- P1,000.00
e Migrant Petition for
CCE
- P500.00
3. Present the Official Receipt | 3.1 Prepares petition and ask the petitioner None 30 minutes Deborah C. Achas
(OR) to sign Marianne E. Alcoseba
Michael I. Caguyong
3.2 Give the petitioner a stub as to how and None 15 minutes
when to follow up the petition
3.3 Signing of Approved petition by the Civil None 5 minutes Randy B. Gonzales
Registrar OIC - City Civil Registrar
3.4 Publication for CFN and posting for None 10 days Publishing Company

clerical error

Fill-out Client Satisfaction Rating Form

TOTAL

Based on assessment

10 days, 1 hour and
5 minutes

Note : Additional payment for Certification - Documentary Stamp Tax (P 30.00)
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CITIZEN’S CHARTER

10. PROCESSING OF PETITION FOR CORRECTION OF CLERICAL/TYPOGRAPHICAL ERRORS IN MONTH AND DATE OF BIRTH AND SEX OF A
PERSON APPEARING IN CERTIFICATE OF LIVE BIRTH PURSUANT TO REPUBLIC ACT No. 10172) (DIRECT OR MIGRANT)

OFFICE OR DIVISION City Civil Registrar’s Office

CLASSIFICATION Highly-Technical

TYPE OF TRANSACTION G2C — Government to Citizen

WHO MAY AVAIL THE SERVICE | All
CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Petition for Correction of Clerical Errors in Month and Date of Birth

PSA & CCR copies of Birth Certificate Philippine Statistics
Authority (PSA)

Baptismal Certificate Baptismal

School Records/Medical Records/Certificates School

Barangay Clearance Barangay

NBI Clearance NBI Offices

Police Clearance Police

Clearance Certificate of no pending administrative or criminal case from | Notary Public

employment (affidavit of non-employment if not employed)

Affidavit of Discrepancy/Two Disinterested Persons Notary Public

Marriage Contract (if married) Philippine Statistics
Authority (PSA)

Valid IDs Client

Affidavit of publisher with newspaper clipping Publishing Company

Note: Subject for publication for at least once a week for two (2) consecutive weeks in a newspaper of general circulation.

Note: Three (3) Photocopies of each document

Note: Transmittal of Petition to PSA/concerned Local Civil Registrar. Follow —up after 2 months.

Petition for Correction of Child’s Sex

PSA & CCR copies of Birth Certificate Philippine Statistics Authority (PSA)
Baptismal Certificate Church
School records School
Medical records Hospitals and Clinics
Barangay Clearance Barangay
NBI Clearance NBI Offices
Police Clearance Police
Clearance Certificate of no pending administrative or criminal case from | Notary Public
employment (affidavit of non-employment if not employed)
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Medical Certification (City Health Center) attesting that owner of the document | City Health Office

has not undergone sex change/transplant)

Marriage Contract (if married) Philippine Statistics
Authority (PSA)

Affidavit of Discrepancy Client

Valid IDs Notary Public

Affidavit of publisher with newspaper clipping Publishing Company

Note: Subject for publication for at least once a week for two (2) consecutive weeks in a newspaper of general circulation.

Note: Three (3) Photocopies of each document

Note: Transmittal of Petition to PSA/concerned Local Civil Registrar. Follow —up after 2 months for the result and decision of the OCRG
Note: Transmittal of Certificate of Finality and annotated civil registry document to PSA Regional Office for final annotation.

CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING PERSON RESPONSIBLE
TIME
1. File and submit required petition. | 1.1 Checking of submitted supporting None 5 minutes Deborah Achas
documents Marian E. Alcoseba
1.2 Issuance of order payment None Michael I. Caguyong
2. Payment of fees. 2. Receive payment. e Petition for CCE RA 10 minutes City Treasurer’s Office
10172 P3,000.00 (stop time)

e Migrant Petition for
CCE RA 10172

P1,000.00

3. Present the Official Receipt 3.1 Prepares petition and ask the None 20 minutes Deborah Achas
petitioner to sign Marian E. Alcoseba
3.2 Give the petitioner a stub as to how None Deborah Achas
and when to follow up the petition Marian E. Alcoseba
3.3 Review and sign the petition None Randy B. Gonzales

OIC - City Civil Registrar

3.4 Publication for CCE under R.A. None Publishing Company

10172 and posting for clerical error
Fill-out Client Satisfaction Rating Form
TOTAL | Based on assessment | 35 minutes {
Note : Additional payment for Certification - Documentary Stamp Tax (P 30.00)
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11. REGISTRATION OF FOUNDLING/ABANDONED CHILDREN
Foundling is a deserted or abandoned infant or a child found, with parents, guardian, orphanage or charitable or similar institution with unknown facts of
birth and parentage.

OFFICE OR DIVISION City Civil Registrar’s Office
CLASSIFICATION Simple
TYPE OF TRANSACTION G2C — Government to Citizen
WHO MAY AVAIL THE SERVICE | All
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Duly accomplished certificate of Foundling DSWD
Police Report Police
Affidavit of finder stating the facts and circumstances surrounding the finding of the | Notary Public
child
Barangay Report Barangay
DSWD Certificate DSWD
Certificate of Foundling DSWD
CLIENT STEPS AGENCY ACTION FEES TO BE PAID | PROCESSING TIME PERSON RESPONSIBLE
1. Submit requirements. 1.1 Receive and evaluate the documents. None 5 minutes Debbie Jane S. Melo
Michael R. Miranda
1.2 Check and sign for approval. None Randy B. Gonzales
OIC — City Civil Registrar
2. Claim the document 2. Register and Release the document. None 5 minutes Randy B. Gonzales
OIC — City Civil Registrar
Fill-out Client Satisfaction Rating Form
TOTAL | None | 10 minutes |
¢.Z.Z.§
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12. REGISTRATION OF SUPPLEMENTAL REPORT
The Supplemental Report may be filed by the parent/guardian or the party concerned, if of age, who shall execute an affidavit indicating the entry/ies
missed in the registration and the reason/s why there was a failure in supplying the required entry.

OFFICE OR DIVISION City Civil Registrar’s Office
CLASSIFICATION Simple
TYPE OF TRANSACTION G2C — Government to Citizen
WHO MAY AVAIL THE SERVICE | All
CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Affidavit for Supplemental Report Notary Public
PSA Birth Certificate/Death Certificate/Marriage Certificate Philippine Statistics Authority (PSA)

CLIENT STEPS AGENCY ACTION FEES TO BE PAID | PROCESSING TIME PERSON RESPONSIBLE
1. Submit complete requirements. 1.1 Check and verify the requirements None 5 minutes Celia M. Sapida

Jett S. San Jose
1.2 Issuance of order payment

2. Payment of fees. 2. Receive payment P 200.00 10 minutes City Treasurer’s Office
(stop time)
3. Present Official Receipt (OR) 3.1 Prepare supplemental report and None 10 minutes CCRO Personnel

endorsement letter.

3.2 Review and sign the documents. None Randy B. Gonzales
OIC - City Civil Registrar

3.3 Sort and file the supplemental report. None Celia M. Sapida
4. Claim the document. 4. Release the document. None 5 minutes CCRO Personnel
Fill-out Client Satisfaction Rating Form
TOTAL | P 200.00 | 30 minutes |
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13. ISSUACE OF AUTHENTICATED CIVIL REGISTRY DOCUMENTS SUCH AS BIRTH, MARRIAGE, DEATH CERTIFICATE AND CERTIFICATE OF NO
MARRIAGE (CENOMAR)

The PSA is mandated by law to keep and preserve the birth, marriage, and death certificates of a Filipino citizen. These certificates are the bases for
establishing the legal status of each and every Filipino.

OFFICE OR DIVISION City Civil Registrar’s Office
CLASSIFICATION Simple
TYPE OF TRANSACTION G2C — Government to Citizen
WHO MAY AVAIL THE SERVICE | All
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Birth, Marriage and Death Certificate Philippine Statistics
Authority (PSA)
Certificate of No Marriage (CENOMAR) Philippine Statistics
Authority (PSA)
CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE
1. Submit Philippines Statistics 1.1 Check if information is complete and None 8 minutes Maricia S. Gonzales
Authority (PSA) form. readable. Shanielyn H. Ramirez
Joselito S. Camia
1.2 Issuance of order payment. None
2. Payment of fees. 2. Receive of payment. e City - P100.00 10 minutes City Treasurer’s Office
(stop time)
e PSA - Birth,
Marriage and Death
- P155
e CENOMAR-P 210
3.1 Present the Official Receipt | 3. Release the document None 2 minutes Maricia S. Gonzales
(OR) Shanielyn H. Ramirez
Joselito S. Camia
3.2 Present the Claim Stub
Fill-out Client Satisfaction Rating Form
TOTAL | Based on assessment | 20 minutes |

Note: Release after 2 to 3 weeks PSA copy.

\{ ¥
4.-.-.§

CITIZEN’S CHARTER |I I

CITY OF

lMUS www.cityofimus.gov.ph




PERSONS WITH DISABILITY
AFFAIRS OFFICE (PDAO)

EXTERNAL SERVICE

| #0200,
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1. APPLICATION OF PERSONS WITH DISABILITY (PWD) IDENTIFICATION CARDS AND PURCHASE BOOKLETS
The office in compliance with the Republic Act 7277 (Magna Carta for Disabled Persons) is mandated to provide assistance to persons with disabilities in the
City of Imus. And to maintain and regularly update the list of PWDs and issue individual PWD identification cards and purchase booklets;

OFFICE OR DIVISION Persons with Disability Affairs Office (PDAQ)

CLASSIFICATION Simple

TYPE OF TRANSACTION G2C - Government to Citizens

WHO MAY AVAIL THE SERVICE | All Qualified and Registered Persons with Disability who are Residents of the City Of Imus. The specified beneficiaries are as
follows:

The Department of Health updated and issued Administrative Order No. 2013-0005 entitled "National Policy on the Unified Registry
Systems of the Department of Health.” The revised Philippine Registry for PWDs Version 4 now enumerated the following types of
disability:

o Deaf or Hard of Hearing — refers to people with hearing loss, implies little or no hearing/ranging from mild to severe hearing loss,
also known as hearing impairment means the complete or partial loss of the ability to hear from one or both ears with 26dB or
greater threshold, averaged at frequencies ‘0.5, 1, 2, 4 kilohertz;

e Intellectual Disability — a significantly reduced ability to understand new or complex information and to learn and apply new
skills.

e Learning Disability — persons who, although normal in sensory, emotional, and intellectual abilities, exhibit disorders in
perception, listening, thinking, writing, spelling and arithmetic.

¢ Mental Disability — disability resulting from organic brain syndrome and or mental iliness (psychotic or non-psychotic disorders);
Physical Disability — is a restriction of ability due to too any physical impairments that affect a person’s mobility, function,
endurance, or stamina to sustained prolong physical ability, dexterity to perform tasks skillfully, and quality of life. Causes may
be hereditary or acquired from trauma, infection, surgical or medical condition, and include the following disorders, namely: 1)
Musculoskeletal or orthopedic disorders (2) Neurological disorders (3) cardiopulmonary diseases (4) Pediatric and congenital
disorders.

e Psychosocial Disability — any acquired behavioral, cognitive, emotional, or social impairment that limits one or more activities
necessary to effective interpersonal transactions and other civilizing processes or activities to daily living such as but not limited
to deviancy or anti-social behavior.

e Speech and Language Impairment — one or more speech/language disorders of voice, articulation, rhythm, and/or the receptive
and expressive processes of language;

e Visual Disability — a person with a visual disability (impairment) is one who has impairment of visual functioning even after
treatment and. or standard refractive correction and has visual acuity in the better eye of less than 6/18 for low vision and 3/60 for
the blind, or a visual field of fewer than 10 degrees from the point of fixation. A certain level of visual impairment is defined as
legal blindness. One is legally blind when your best-corrected central visual acuity in your better eye is 6/50 or worse or your side
vision is,20 degrees or less in the better eye;
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e Cancer (RA 11515) refers to the genetic term for a large group of diseases that can affect any part o the body. Other terms used
are malignant tumors and neoplasms. One defining feature of cancer is the rapid creation of abnormal cells that grow beyond
their usual boundaries, and which then invade adjoining parts of the body and spread to other organs;

e Rare Disease (RA 10747) refers to disorders such as inherited metabolic disorders and other diseases with similar rare
occurrences as recognized by the DOH upon recommendation of the NIH but excluding catastrophic (i.e. life-threatening, seriously
debilitating, or serious and chronic) forms of more frequently occurring diseases.

CHECKLIST OF REQUIREMENTS

| WHERE TO SECURE

For Application of NEW PWD Identification Card

Duly accomplished Application Form

PDAO

Two (2) pcs. 1x1 ID picture

Client

Recent Certificate of Disability (indicating the disability due to illness)

Registered Doctor (SPECIALIZED in the disability) /
City Health Officer — Imus (for APPARENT DISABILITY ONLY)

Barangay Clearance (if PWD is minor, Barangay Clearance under the
name of PARENT or GUARDIAN)

Client's Respective Punong Barangay’s Office

Blood Type (optional) Client
Presence with an apparent disability Client
Affidavit of Guardianship if the contact person or guardian is not an Client
immediate family of patient

For RENEWAL of PWD Identification Card

Duly accomplished Application Form PDAO
Two (2) pcs. 1x1 ID picture Client

Updated Certificate of Disability (indicating the disability due to illness)

Registered Doctor (SPECIALIZED in the disability) /
City Health Officer — Imus (for APPARENT DISABILITY ONLY)

Barangay Clearance (if PWD is minor, Barangay Clearance under the
name of PARENT or GUARDIAN)

Client’'s Respective Punong Barangay’s Office

Blood Type (optional) Client
Presence with an apparent disability Client
For Replacement of LOST PWD Identification Card

Duly accomplished Application Form PDAO
Two (2) pcs. 1x1 ID picture Client

Notarized Affidavit of Loss

Notary Public

Barangay Clearance (if PWD is minor, Barangay Clearance under the
name of PARENT or GUARDIAN)

Client’'s Respective Punong Barangay’s Office

For Replacement of DAMAGED PWD lIdentification Card

CITIZEN’S CHARTER
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Duly accomplished Application Form

PDAO

Two (2) pcs. 1x1 ID picture

Client

Notarized Affidavit of Mutilation

Notary Public

Barangay Clearance (if PWD is minor, Barangay Clearance under the
name of PARENT or GUARDIAN)

Client's Respective Punong Barangay’s Office

For Correction of Discrepancy on PWD Identification Card

Duly accomplished Application Form

PDAO

Two (2) pcs. 1x1 ID picture

Client

Notarized Affidavit of Discrepancy

Notary Public

Barangay Clearance (if PWD is minor, Barangay Clearance under the
name of PARENT or GUARDIAN)

Client’'s Respective Punong Barangay’s Office

CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE
1. Submit the requirements 1.1 Verify and approve the None 2 minutes Mary Ann S. Saniel;
submitted requirements. Richard A. Camama
1.2 Encoding of client information None 3 minutes Jacquelyn C. Silla
to PRPWD.
1.3 Process the request None 6 minutes Joerella L. Castillo;
Marian Nicole C. Delizo;
Jacquelyn C. Silla
2. Receive the PWD ID and booklet | 2.1 Brief orientation on the use of None 1 minute Joerella L. Castillo;
PWD ID Marian Nicole C. Delizo;
Jacquelyn C. Silla
2.2 Release the PWD ID with PWD None 1 minute Joerella L. Castillo;
Booklet Marian Nicole C. Delizo;
Jacquelyn C. Silla
Fill-out Client Satisfaction Rating Form
TOTAL | None [ 13 minutes
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CITIZEN’S CHARTER

2. APPLICATION FOR FINANCIAL ASSISTANCE

The office in compliance with the Republic Act 7277 (Magna Carta for Disabled Persons) is mandated to provide assistance to the persons with disabilities
in the City of Imus. And design and implement yearly work programs and projects in accordance with R.A. 7277 (Magna Carta for Disabled Persons), Batas Pambansa
344 (Accessibility Law) and the UN Convention on the Rights of PWDs (UNCRPD); Advocate for equal opportunity and accessibility of PWDs the programs for

education, employment, health, socio-cultural and sports development.

OFFICE OR DIVISION

Persons with Disability Affairs Office (PDAO)

CLASSIFICATION Simple

TYPE OF TRANSACTION G2C - Government to Citizens

WHO MAY AVAIL THE SERVICE

All Qualified and Registered Persons with Disability that are residents in the City Of Imus

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

For Medical Assistance

Original and fully filled up Barangay iINDIGENCY of claimant (purpose of
MEDICAL ASSISTANCE)

Clients Respective Punong Barangay’s Office

Original COMELEC Certificate under the name of the claimant

COMELEC Office in the City of Imus

Photocopy of claimant’s ID (Back-to-back)

Client

Photocopy of PWD ID (Back-to-back)

Client

Original or Certified True Copy of the Medical Certificate/Clinical Abstract of the
PWD (with License Number of the Doctor)
o With medical prescription (Photocopy)or
o With Laboratory tests/procedure requests (Photocopy)or
o With Treatment Protocol for chemotherapy and hemodialysis
(Photocopy)or
o With tentative Hospital Bill

Registered Doctor (specializedin the disability /
City Health Officer - Imus

For Educational Assistance (upon announcement):

Original School Certificate of Enrollment

Respective Schools where the PWD is enrolled

Barangay Indigency, under the name of the claimant purpose of EDUCATIONAL
ASSISTANCE

Clients Respective Punong Barangay'’s Office

Original COMELEC Certificate under the name of the claimant

COMELEC Office in the City of Imus

Photocopy of claimant’s ID (Back-to-back)

Client

Photocopy of PWD ID (Back-to-back) Client
For Mobility/Wheelchair Assistance
Whole Body Picture of the PWD beneficiary, in any size, where the apparent | Client
disability is recognizable
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Barangay Indigency, under the name of the claimant purpose of WHEELCHAIR | Clients Respective Barangay Captain’s Office
ASSISTANCE
Original COMELEC Certificate under the name of the claimant COMELEC Office in the City of Imus
Photocopy of claimant’s ID Client
Photocopy of PWD ID Client
CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE

1. Submit the requirements with | 1.1 Review, Interview, Received and None 3 minutes Mariane Nicole C. Delizo
filled out PDAO Assistance | Checked the requirements Joerella C. Castillo
Assessment form

1.2 Assess and Approve the requirements None 2 minutes Mary Ann S. Saniel

Richard A. Camama

1.3 Assessment and E-Registration of the None 5 minutes Social Worker from the

social worker from the Office of the office of Aksyon Center

Aksyon Center and Prepare Transaction

Slip.
2. Proceed to process of | 2. Verify account and let the client sign to None Joerella C. Castillo
Disbursement Voucher Intake Sheet
3. Proceed to Treasury Department | 3. Release financial assistance. None 1 minute City Treasurer’s Office
for the release and claim of cash
assistance

Fill-out Client Satisfaction Rating Form
TOTAL | None
4.1.!.&
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1. OSCA ID ISSUANCE

The Office of the Senior Citizens Affairs (OSCA) issues OSCA ID to a senior citizen aged 60 and up to avail of the privileges and benefits from the local and

national government.

OFFICE OR DIVISION Office of the Senior Citizens Affairs

CLASSIFICATION Simple

TYPE OF TRANSACTION G2C — Government to Citizen

WHO MAY AVAIL THE SERVICE

Residency of at least 6 months).

Filipino Citizen, Resident of Imus City, 60 years old and above. (For Dual Citizens-proof of Filipino Citizenship and

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

New Applicant:

Duly Accomplished Application Form

OSCA Office / Downloadable Forms from OSCA Website

Birth Certificate/Marriage Contract with Date of Birth/GSIS ID/SSS ID/
Passport (NOT EXPIRED) - Photocopy

Local Civil Registrar/Philippines Statistic Authority, Client

Latest 1X1 ID Picture (White Background) - 2 pcs.

Client

Certificate of Residency

Barangay Hall

Voter’s Certificate (issued from 2022 up to present) - photocopy

Commission on Election (COMELEC)

*For DUAL CITIZEN — Photocopy of Oath of Allegiance/Naturalization

Department of Foreign Affairs / Philippine Embassy, Client

Lost ID:

Latest 1X1 ID Picture (White Background) - 2 pcs.

Client

Voter’s Certificate (issued from 2022 up to present) - photocopy

Commission on Election (COMELEC)

Affidavit of Loss

Notary Public

Transfer from Other City/Municipality:

OSCA ID and Certificate of Cancellation from the City/Municipality of Origin —
Original and Photocopy

OSCA Office (of Origin), Client

Certificate of Residency

Barangay Hall

Voter's Certificate (issued from 2022 up to present) - photocopy

Commission on Election (COMELEC)

Latest 1X1 ID Picture (White Background) - 2 pcs.

Client

Updating of:

Name

OSCA ID — Original and Photocopy

OSCA Office, Client

Birth Certificate/Marriage Contract

Local Civil Registrar/Philippines Statistic Authority, Client

Latest 1X1 ID Picture (White Background) - 2 pcs.

Client

Birthday

OSCA ID — Original and Photocopy

OSCA Office, Client

Birth Certificate/Marriage Contract

Local Civil Registrar/Philippines Statistic Authority, Client
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Latest 1X1 ID Picture (White Background) - 2 pcs. Client

Address
OSCA ID — Original and Photocopy OSCA Office, Client
Certificate of Residency Barangay Hall
Latest 1X1 ID Picture (White Background) - 2 pcs. Client
CLIENT STEPS AGENCY ACTION FEES TO BE PAID | PROCESSING TIME | PERSON RESPONSIBLE
1. Submit Application Form with | 1.1 Verify requirements None 10 minutes Eliana Janica Llagas
complete requirements (Walk- Venditta Gasic
In Application)
1.2 Typing information on OSCA ID None 3 minutes Gina Fe Gabriel,
Jay Anne |. Cinco
2. Receive OSCA ID 2. Issue OSCA ID None 1 minute Eliana Janica Llagas
Venditta Gasic
Fill out Client Satisfaction Rating Form
TOTAL | None | 14 minutes |
1.2 OSCA ID ISSUANCE (ONLINE APPLICATION)
CLIENT STEPS AGENCY ACTION FEES TO BE PAID | PROCESSING TIME | PERSON RESPONSIBLE
1. Fill out Online Form and 1.1 Verify the filled-out online form and None 5 minutes Kristina Lea Monzon
submit complete requirements | requirements.
via email. (Online Application)
None 3 minutes Gina Fe Gabriel,
1.2 Typing information on OSCA ID Jay Anne Cinco
1.3 Advice client via e-mail on the schedule of None 2 minutes Kristina Lea Monzon
date of issuance of OSCA ID.
2. Receive OSCA ID 2. Issue OSCA ID. None 1 minutes Eliana Janica Llagas
Fill out Client Satisfaction Rating Form
TOTAL | None | 11 minutes |
4.!.!.§

CITIZEN’S CHARTER |I I

CITY OF

lMUS www.cityofimus.gov.ph




2. BOOKLET ISSUANCE

The Office of the Senior Citizens Affairs (OSCA) issues a Booklet to a senior citizen aged 60 and up to avail of the privileges and benefits from the local and
national government.

OFFICE OR DIVISION Office of the Senior Citizens Affairs
CLASSIFICATION Simple
TYPE OF TRANSACTION G2C — Government to Citizens
WHO MAY AVAIL THE SERVICE Registered Senior Citizen of City of Imus.
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
OSCA ldentification Card OSCA Office
CLIENT STEPS AGENCY ACTION FEES TO BE PAID | PROCESSING TIME | PERSON RESPONSIBLE
1. Present OSCA ID 1. Verify and log OSCA ID None 3 minutes Ernesto Bandilla
2. Receive Booklet 2. Release Booklet None 2 minutes Ernesto Bandilla
Fill out Client Satisfaction Rating Form
TOTAL None 5 minutes
4.!.!.§
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3. BURIAL ASSISTANCE FOR SENIOR CITIZENS OF IMUS CITY
Financial Assistance to the surviving relative of the deceased Senior Citizen.

OFFICE OR DIVISION Office of the Senior Citizens Affairs
CLASSIFICATION Highly Technical
TYPE OF TRANSACTION G2C — Government to Citizens
WHO MAY AVAIL THE SERVICE The nearest surviving relative who took care of the deceased senior citizen until death; The nearest relative who is the
signatory in the Death Certificate of the deceased senior citizen.
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Certified True Copy of Death Certificate of the deceased Senior Citizen City Civil Registrar’s Office, Upper Ground Floor, Imus City Government
Center
Photocopy of OSCA ID of the deceased Senior Citizen (Imus Issued) Client
Photocopy of Any Valid Government ID of Claimant (Imus Address) (back-to- Client
back)
COMELEC Certificate of Claimant (Imus Voter) Commission on Election (COMELEC)
Barangay Certificate of Claimant Respective Barangay
Birth Certificate or Marriage Contract if claimant is not the informant Local Civil Registrar/Philippines Statistic Authority, Client
CLIENT STEPS AGENCY ACTION FEES TO BE PAID | PROCESSING TIME | PERSON RESPONSIBLE
1. Submit complete documents. 1.1 Receive and verify the documents None 8 minutes Venditta Gasic
1.2 Process the voucher None 5 days Gencil Ramos,
Various Offices
1.3 Advise for the availability of cash via None 2 minutes Gencil Ramos
text message
2. Receive cash 2. Release cash assistance. None 2 minutes Office of the City Treasurer
Fill out Client Satisfaction Rating Form
TOTAL None 5days and 12
minutes

NOTE: Time varies depending on the availability of budget and processing of voucher
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4. PHILHEALTH MEMBERSHIP APPLICATION
The Office of the Senior Citizens Affairs helps the senior citizens in processing their PhilHealth ID and Members Data Record (MDR).

OFFICE OR DIVISION Office of the Senior Citizens Affairs
CLASSIFICATION Highly Technical
TYPE OF TRANSACTION G2C — Government to Citizen, G2G — Government to Government
WHO MAY AVAIL THE SERVICE | All Senior Citizens in the City of Imus
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
PhilHealth Application Form OSCA Office/PHILHEALTH Office/Downloadable Forms from
OSCA/Philhealth website
OSCA ID (photocopy) OSCA Office, Client
Latest 1X1 ID Picture (1 pc) Client
CLIENT STEPS AGENCY ACTION FEES TO BE PAID | PROCESSING TIME PERSON RESPONSIBLE

1. Submit Application Form with the | 1.1 Receive and verify the documents None 8 minutes Eliana Janica Llagas
required documents

1.2 Forward documents to PHILHEALTH None 2 hours Stephen L. Soriano

office for processing

1.3 Processing in PhilHealth None (stop time) PhilHealth — Imus
2. Receive Philhealth ID and MDR | 2. Issuance of PHILHEALTH ID and MDR None 2 minutes Eliana Janica Llagas
from OSCA Office

Fill-out Client Satisfaction Rating Form
TOTAL None 2 hours and 10
minutes

NOTE: Processing and Releasing of MDR/ID depends on action of Philhealth Branch
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5. AMBULATORY CARE

This type of service is to aid our senior citizens who are physically injured or incapacitated due to iliness, and unable to perform their duties without the aid

of a wheelchair or cane.

OFFICE OR DIVISION

Office of the Senior Citizens Affairs

CLASSIFICATION

Highly Technical

TYPE OF TRANSACTION

G2C — Government to Citizen

WHO MAY AVAIL THE SERVICE

Senior Citizens who are physically injured or incapacitated due to illness, and unable to perform their duties without the aid

of a wheelchair or cane.

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

OSCA ID (photocopy)

OSCA Office, Client

Comelec Certification

Commission on Election (COMELEC)

Medical Certificate

City Health Office

Barangay Certification (original)

Barangay Hall

Picture of Senior Citizen (patient)

Client

CLIENT STEPS

AGENCY ACTION

FEES TO BE PAID

PROCESSING TIME

PERSON RESPONSIBLE

1. Submit complete requirements 1.1 Receive and verify requirements None 8 minutes Gina Gabriel
1.2 Process the voucher None 5 days Gina Gabriel
Various Offices
1.3 Advice the client None 2 minutes Gina Gabriel
2. Receive the wheelchair/cane 2. Deliver the wheelchair/cane None 1 day Gina Gabriel

Stephen L. Soriano
IMUSCAI President
OSCA Chairman

Fill out Client Satisfaction Rating Form

TOTAL

None

6 days and 10
minutes

NOTE: Time varies depending on the availability of budget and processing of voucher.
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6. CENTENARIAN ACT
This program is to provide a grant to a Senior Citizen who reaches the age of 100 years old. This is in line with the National Program to recognize a 100-
ear-old senior citizen.

OFFICE OR DIVISION Office of the Senior Citizens Affairs

CLASSIFICATION Highly Technical

TYPE OF TRANSACTION G2C — Government to Citizens

WHO MAY AVAIL THE SERVICE | Senior Citizen who reaches the age of 100 years old

CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Birth Certificate (PSA Copy) Philippine Statistics Authority (PSA)
Certified by the City Civil Registrar Local Civil Registrar

Birth Certificate of child/children (if married) (PSA Copy) Philippine Statistics Authority (PSA)
Certified by the City Civil Registrar Local Civil Registrar

Marriage Contract (if married) (PSA Copy) Philippine Statistics Authority (PSA)
Voter's ID, COMELEC Certification COMELEC, Client

Biometrics Registration OSCA

Registered Member of the Imus Municipal Senior Citizen Association IMUSCAI

Incorporated (IMUSCAI)

In the absence of a Birth Certificate, a Certificate of Late Registration will be Notary Public

honored, provided that there are two (2) withesses of almost the same age, or
few years younger, proving the birth of the Centenarian.

Certification from HOA, Senior Citizens Organization, or Barangay Council HOA, IMUSCAI, Barangay
CLIENT STEPS AGENCY ACTION FEES TO BE PAID | PROCESSING TIME | PERSON RESPONSIBLE
1. Submit complete documents. 1.1 Receive and verify the documents None 8 minutes Gencil Ramos;
Luzviminda Elbinias
1.2 Process the voucher None 5 days Gencil Ramos
Various Offices

1.3 Advise the client on the delivery of the None 2 minutes Gencil Ramos
grant.

2. Secure the cash 2. Deliver grant to the Centenarian in his/her None 1 day City Mayor,
home Received cash to be delivered. OSCA Chairman

Fill out Client Satisfaction Rating Form
TOTAL None 6 days and 10
minutes

NOTE: Time varies depending on the availability of budget and processing of ya@sRer
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7. SOCIAL PENSION
Social Pension for indigent Senior Citizens is an additional government assistance to augment indigent senior citizens' daily subsistence and other medical

needs.
OFFICE OR DIVISION Office of the Senior Citizens Affairs
CLASSIFICATION Highly Technical
TYPE OF TRANSACTION G2C — Government to Citizens, G2G- Government to Government

WHO MAY AVAIL THE SERVICE | Indigent Senior Citizens of City of Imus (member or non- member of Imus Municipal Senior Citizen Association
Incorporated (IMUSCAI)

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Application Form OSCA Office, Association President
OSCAID OSCA Office, Client
Latest 1X1 ID Picture (White Background) - 1 pc. Client
Medical Abstract / Medical Certificate / Latest Prescription Hospitals, City Health Office
Printed whole-body photo Client
CLIENTS STEPS AGENCY ACTION FEES TO BE PAID PROCESSING TIME | PERSON RESPONSIBLE
1 Submit application form with | 1.1 Receive and evaluate documents None 10 minutes Association Presidents

requirements to Association President

1.2 Receive and evaluate the None 10 minutes Joan Claire Rosido
requirements  submitted by the
Association Presidents.

2. Applicants interview 2.1 Interview and evaluate the None 20 minutes Joan Claire Rosido
applicant. (House-to-house Venditta Gasic
assessment.)

2.2 Encode qualified Social Pension None 3 days Joan Claire Rosido
beneficiaries to be submitted to DSWD DSWD Region
Regional Office

2.3 Receive final list of Social Pension (stop time) DSWD Region
Beneficiaries from DSWD Regional
Office
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3. Receive cash

3. Distribution of Social Pension None

3 days

Joan Claire Rosido’

Venditta C. Gasic’

IMUSCAI Officers’
DSWD Region IV-A Staff

Fill out Client Satisfaction Rating Form

TOTAL None

6 days and 40
minutes

NOTE: Distribution depends on the scheduled date from DSWD Regional Office
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8. SENIOR CITIZENS SUBSIDY (CASH GIFT) APPLICATION

The Senior Citizens Subsidy Program is a program to provide cash assistance to a Senior Citizen and an increase in subsidy to a Nonagenarian (aged 90-
99). It is given on the Senior Citizen's birthday.

This subsidy is a privilege for a Senior Citizen who is a resident for at least two (2) years and an active voter of City of Imus (Ordinance No. 05-209 Series of
2023). A Senior Citizen can also be qualified whether he/she is an active member of a Senior Citizens Association or not.

OFFICE OR DIVISION Office of the Senior Citizens Affairs Extension Office — Old City Hall
CLASSIFICATION Simple
TYPE OF TRANSACTION G2C — Government to Citizens

WHO MAY AVAIL THE SERVICE | Senior Citizens who are 60 years old and above, and Nonagenarians (90-99) who met the criteria or requirements set by
City Government of Imus.

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
OSCA ID — photocopy OSCA Office, Client
Certificate of Residency Barangay Hall
Voter’s Certificate (issued from 2022 up to present) - photocopy Commission on Election (COMELEC)
CLIENTS STEPS AGENCY ACTION FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE
1. Submit requirements 1. Verify requirements None 10 minutes Eliana Janica Llagas
2. Receive acknowledgment stub. 2.1 Issue acknowledgment stub. None 2 minutes Eliana Janica Llagas
2.2 Encode qualified Senior Citizen to None 4 minutes Kurt Jonrai Matro
the database
Fill out Client Satisfaction Rating Form
TOTAL None 16 minutes

NOTE:

1. A Senior Citizen who will be qualified for the current year shall be included in the Master List of the succeeding fiscal year to receive Subsidy (Cash Gift).

2. A Senior Citizen who registered himself/herself as a Senior Citizen of City of Imus (applied for OSCA ID) in the current year and was evaluated as qualified to
become beneficiary through his/her requirements will be automatically included in the Master List of the succeeding fiscal year to receive Subsidy (Cash Gift).
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CITY SOCIAL WELFARE AND
DEVELOPMENT OFFICE

EXTERNAL SERVICES
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1. PROVIDE ASSISTANCE TO REPATRIATED OR DEPORTED OVERSEAS FILIPINO WORKER (OFW) (FOR REFERRAL)
Assistance in the form of outright cash and/or referral is provided to individuals/ families in extremely difficult circumstances. Cash assistance for repatriates
and deportees OFWSs, as may be justified by social workers or through a case consultation/conference.

OFFICE OR DIVISION CSWDO - Crisis Intervention Unit
CLASSIFICATION Complex
TYPE OF TRANSACTION G2C — Government to Citizens
WHO MAY AVAIL THE SERVICE All registered voters of the City of Imus, Cavite
CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Barangay Clearance of the client (Original copy) Barangay Hall
Government Issued ID of the Client (Photocopy only) Client
Letter of Request addressed to the City Mayor Client
Travel Document/ Passport (Photocopy only) Client/ Department of Foreign Affairs (DFA)
Contract/ Referral letter from OWWA (Photocopy only) Employer/ Overseas Workers Welfare Administration (OWWA)

CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE
1. Present the requirements to the | 1. Referthe clientto the social workerin charge. None 3 minutes Glenda Obligacion

Evaluation Section of the City Social
Welfare and Development Office.

2. Proceed to the assigned social worker for | 2. Conduct an interview of the client and None 15 minutes Glenda Obligacion
an interview formulate the General Intake Sheet (GIS)
3. Wait for the documents. 3. Approve and sign the duly accomplished GIS None 2 minutes Josephine G. Villanueva
Form
4. Receive the Referral Letter 4. Release the Referral Letter None 2 minutes Support Staff
Fill-out Client Satisfaction Rating Form
TOTAL | None 22 minutes

NOTE: For outright cash, please proceed o Action Center, 3™ Floor Imus New Gov’t Center
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2. ISSUANCE OF REFERRAL FOR MIGRANT WORKER

Assisting the Migrant worker with their needs/queries. Referral for the migrant workers to other concerned agencies.

OFFICE OR DIVISION CSWDO - Crisis Intervention Unit
CLASSIFICATION Simple
TYPE OF TRANSACTION G2C — Government to Citizens
WHO MAY AVAIL THE SERVICE All migrant worker residents
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Latest documents
Travel Document/ Passport (Photocopy) Client/ Department of Foreign Affairs (DFA)
Contract/ Referral letter of OWWA (Photocopy) Employer/ OWWA
Government Issued ID (Photocopy) Client
Referral / Certification from OWWA / POLO OWWA
Barangay Certification of Indigency (Original copy) Barangay Hall
CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE

1. Present all the documents to the | 1. Refer the client to the personnel in charge. None 3 minutes Support Staff /
Evaluation Section of the City Social Glenda Obligacion
Welfare and Development Office.
2. Personal interview 2.1 Assessment None

2.2 Formulate the Referral Letter None 15 minutes Glenda Obligacion

Josephine G. Villanueva
2.3 Approve and sign the Referral Letter
None 1 minute
3. Receive the Referral Letter 3. Log and release the Referral Letter None 1 minute Glenda Obligacion
Fill-out Client Satisfaction Rating Form
TOTAL | None 20 minutes |
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3. PROVIDE ASSISTANCE IN PERSON WHO USE DRUGS (PWUDs) FOR AFTER-CARE SESSION
Provision of post-rehab aftercare, helping people in recovery stay on track. It decreases the probability they will relapse and return to their addictive

behavior.
OFFICE OR DIVISION CSWDO - Crisis Intervention Unit
CLASSIFICATION Highly Technical
TYPE OF TRANSACTION G2C — Government to Citizens
WHO MAY AVAIL THE SERVICE All registered voters of the City of Imus, Cavite
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Court Order (Photocopy only) Court
Referral Letter for After Care (Original Copy) Rehabilitation Center
Drug Test for 18 months (Original Copy) Diagnostic clinic accredited by DOH
Certificate of Completion from Rehabilitation (Photocopy only) Rehabilitation Center
CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE
1. Present the requirements to the | 1. Referthe clientto the social workerin charge. None 3 minutes Ma. Jane Camu
Evaluation Section of the City Social
Welfare and Development Office.
2. Proceed to the assigned social worker for | 2. Conduct an interview of the client and None 15 minutes Ma. Jane Camu
an interview formulate the General Intake Sheet (GIS)
3. Monthly reporting 3. 18 months after care report, with submission None 18 months Ma. Jane Camu
of the monthly drug test report and journal
4. Completion of 18 month After- Care | 4. Issued certificate of Completion to the client None 3 days Ma. Jane Camu
session copy furnish Branch Court and Rehabilitation
Center
Fill-out Client Satisfaction Rating Form
TOTAL None 18 months, 3 days, and
18 minutes
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4. ISSUANCE OF SOCIAL CASE STUDY REPORT (PRO-FORMAT)

A Social Case Study Report (SCSR) is a description of the socio-economic condition of the client that justifies his/her eligibility to avail assistance such as
medical, financial, burial, transportation, and educational assistance from government, non-government, or civil society organizations like the Philippine Charity
Sweepstakes Office (PCSO), Office of the President and Vice President of the Philippines, Offices of the Senators and Representatives, and many others.

OFFICE OR DIVISION CSWDO - Crisis Intervention Unit
CLASSIFICATION Simple
TYPE OF TRANSACTION G2C — Government to Citizens
WHO MAY AVAIL THE SERVICE All
CHECKLIST OF REQUIREMENTS WHERE TO SECURE

For Medical
Medical Certificate / (Latest) Attending Doctor or Physician

CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE
1. Present the requirements to the | 1. Interview the client, verify the documents, None 1 minute Support Staff

Evaluation Section of the City Social | and check the record in the database.
Welfare and Development Office.

2. Proceed to the assigned social worker for | 2. Write the given information in the Social None 25 minutes Officer of the Day

an interview Case Study Report (Pro-format) (Social Worker)

3. Wait for the document 3. Approve and sign the SCSR None 2 minutes Josephine G. Villanueva
4. Register the name and purpose to the None 1 minute Katherine Grace Padilla;
logbook Rose Anne Monzon

4. Receive the Social Case Study Report 5. Release the Social Case Study Report None 1 minute Katherine Grace Padilla;

Rose Anne Monzon

Fill-out Client Satisfaction Rating Form
TOTAL | None | 30 minutes |
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5. ISSUANCE OF SOCIAL CASE STUDY REPORT (NARRATIVE CASE STUDY REPORT)
A Social Case Study Report (SCSR) is a description of the socio-economic condition of the client that justifies his/her eligibility to avail assistance such as

medical, financial, burial, transportation, and educational assistance from government, non-government, or civil society organizations like the Philippine Charity

Sweepstakes Office (PCSO), Office of the President and Vice President of the Philippines, Offices of the Senators and Representatives, and many others.

OFFICE OR DIVISION

CSWDO - Crisis Intervention Unit

CLASSIFICATION

Simple

TYPE OF TRANSACTION

G2C — Government to Citizens

WHO MAY AVAIL THE SERVICE

All

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

For Medical

Barangay Clearance (Original copy)

Barangay Hall

Doctor’s License No. and signature)

Medical Certificate issued within 3 months (Original or Certified True Copy with Attending

Attending Doctor or Physician

Medical Prescription, Laboratory tests, Promissory Note (for unpaid billing), and other
medical procedure requests (chemotherapy, hemodialysis, etc.) (Photocopy)

Attending Doctor or Physician

For Education

Barangay Indigency (Original copy)

Barangay Hall

Registration Form or Certificate of Enrollment (Photocopy)

Respective School

For Burial

Barangay Clearance (Original copy)

Barangay Hall

Death Certificate (Photocopy)

City Civil Registrar’s Office

Funeral Contract

Funeral Parlor

For IBP

Case Filed (Photocopy only)

Court

Referral from IBP

Court

Barangay Indigency (Original copy)

Barangay Hall

CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE

1. Present all the documents to the | 1. Verify the documents None 2 minutes Katherine Grace Padilla;
Evaluation Section of the City Social Rose Anne Monzon
Welfare and Development Office.
2. Proceed to the assigned social worker for | 2.1 Processing of Report None
an interview and assist the social worker in Ma. Jane Camu
data gathering 2.2 Data Gathering None 2 hours

Josephine G. Villanueva
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2.3 Approve and Sign the SCSR None 1 minute
3. Wait for the document 3. Register the name and purpose in the None 1 minute Katherine Grace Padilla;
logbook Rose Anne Monzon
4. Receive the Social Case Study Report 4. Release the Social Case Study Report None 1 minute Katherine Grace Padilla;
Rose Anne Monzon

Fill-out Client Satisfaction Rating Form
TOTAL | None | 2hours, 5minutes |

NOTE: If it requires home visitation, the client will get the document after one day
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6. ISSUANCE OF CERTIFICATE OF INDIGENCY

Certificate Of Indigency is issued so that the less fortunate can avail of the privileges from the municipal/ city as well as referrals to agencies to avail and
apply for assistance such as scholarship, short-term employment, medical services, fire aid, PhilHealth, legal assistance from Public Attorney's Office (PAO), etc.

OFFICE OR DIVISION CSWDO - Crisis Intervention Unit
CLASSIFICATION Simple

TYPE OF TRANSACTION G2C — Government to Citizens
WHO MAY AVAIL THE SERVICE All

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

For Public Attorney’s Office (PAO)

Latest pay slip or Income Tax Return or other proofs of income (Photocopy)

Company / Client

Barangay Certification of Indigency (Photocopy)

Barangay Hall

Government Issued ID (Photocopy)

Client

Case Filed (Photocopy)

PAO Office

Certification from the City Assessor’s Office (non-ownership of real property) (Original
copy)

City Assessor’s Office

For Educational Assistance

Barangay Certification of Indigency (Original copy)

Barangay Hall

CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE

1. Present all the documents to the | 1. Check and verify the requirements None 2 minutes Support Staff

Evaluation Section of the City Social | Refer the client to CSWDO personnel available.

Welfare and Development Office.

2. Undergo one-on-one interview (May be | 2.1 Processing of Document None Katherine Grace Padilla;

required to sketch the residence for a

home visit) 2.2 Conduct an interview with the client and None 14 minutes Rose Anne Monzon;
prepare the requested certification. Ma. Jane Camu
2.3 Approve and sign the Certificate of None 2 minutes Josephine G. Villanueva
Indigency

3. Wait for the document 3. Register the name and purpose in the None 1 minute Katherine Grace Padilla;
logbook Rose Anne Monzon;

4. Receive the Certificate of Indigency 4. Release the Certificate of Indigency None 1 minute Katherine Grace Padilla;

Rose Anne Monzon
TOTAL None 30 minutes

CITIZEN’S CHARTER
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7. ISSUANCE OF CERTIFICATE OF INDIGENCY (FOR AMBULANCE CONDUCTION — NON-EMERGENCY CASES AND PHILHEALTH)
Certificate of Indigency is issued so that the less fortunate can avail of the privileges from the municipal/ city as well as referrals to agencies to avail and
apply for assistance such as scholarship, short-term employment, medical services, fire aid, PhilHealth, legal assistance from Public Attorney's Office (PAO), etc.

OFFICE OR DIVISION CSWDO - Crisis Intervention Unit
CLASSIFICATION Simple
TYPE OF TRANSACTION G2C — Government to Citizens
WHO MAY AVAIL THE SERVICE All
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
For Ambulance Conduction — Non-Emergency Cases
Barangay Certification of Indigency (Original copy) Barangay Hall
Certification from the City Assessor’s Office (non-ownership of real property) (Original City Assessor’s Office
copy)
Latest Medical Certificate (Photocopy) Attending Doctor or Physician
For Philhealth
Barangay Certification of Indigency (Original copy) Barangay Hall
Photocopy of Valid ID Client
Birth Certificate of Applicant Client
CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE
1. Present all the documents to the | 1. Refer the client to CSWDO personnel None 1 minute Support Staff
Evaluation Section of the City Social | available.
Welfare and Development Office.
2. Undergo one-on-one interview (May be | 2.1 Processing of Document None
required to sketch the residence for a | 2.2 Conduct an interview/assessment of the None 25 minutes
home visit) client and prepare the requested certification. Josephine G. Villanueva
2.3 Approve and sign the Certificate of None 1 minute
Indigency
3. Wait for the document 3. Register the name and purpose in the None 1 minute Support Staff
logbook
4. Receive the Certificate of Indigency 4. Release the Certificate of Indigency None 1 minute Support Staff
Fill-out Client Satisfaction Rating Form
TOTAL | None 29 minutes

NOTE: If it requires home visitation, the client will get the document after one day.
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8. ISSUANCE OF SOLO-PARENT ID

The City Social Welfare and Development Office (CSWDO) facilitates the issuance of Solo Parent ID. It is a requirement in availing of the benefits and
privileges due to a Solo Parent as provided by R.A. No. 8972 known as the Solo Parent Act of 2000. Pursuant to the IRR of R.A. No. 8972, the social worker shall
inform the solo parent of the status of his/her application within thirty (30) working days from the filing of such and shall require him/her to visit the
agency/institution providing the assistance.

OFFICE OR DIVISION CSWDO - Protective Service
CLASSIFICATION Highly Technical
TYPE OF TRANSACTION G2C — Government to Citizens
WHO MAY AVAIL THE SERVICE All solo-parent residents (with dependent minor child/ren)
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Solo-Parent Application Form City Social Welfare Office
1 x 1 1D Picture (1 piece) Client
Minor’s Birth Certificate (Photocopy) PSA/ City Civil Registrar’s Office
Barangay Certification of being Solo parent (Original copy) Barangay Hall
Certificate of Employment, if employed (Original copy) Employer
COMELEC Certification (Original copy) COMELEC
Any of the following proofs of being a solo parent:
Death Certificate, if the partner is deceased (Photocopy) PSA/ City Civil Registrar’s Office
Annulment Paper, if annulled (Photocopy) Court
Detention Paper, if the partner is detained (Photocopy) Bureau of Jail Management and Penology (BJMP)
Adoption Paper, if the child is adopted (Photocopy) Court/Attorney
Affidavit of Being a Solo Parent, if abandoned (Original copy Attorney
CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE
1. Submission of filled-up form and | 1. Initial interview and verify the complete None 20 minutes Mary Ann O. Abainza
complete documents to Solo-parent | submitted documents.
Section of the City Social Welfare and
Development Office
2. Undergo one-on-one phone interview | 2. Assessment through a phone interview and/ None Within 15 days Pilar B. Laurente
and/ or home visit, if necessary (May be | or home visit if it's necessary.
required to sketch the residence for
home visit
3. Wait for the availability of the ID 3.1 Preparation of Solo Parent ID None 3 minutes Gemma Dionaldo
3.2 For signature None 1 minute Josephine G. Villanueva
4.!.!.§
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4. Register the name and other | 4. Release the Solo Parent ID None 2 minutes Gemma Dionaldo
information in the logbook and receive
the ID.

Fill-out Client Satisfaction Rating Form
TOTAL None 15 working days, 26

minutes

NOTE: If home visitation (for further assessment), an applicant for Solo-parent I.D will not be able to receive his/her I.D within the said period.
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9. ISSUANCE OF PRE-MARRIAGE COUNSELING CERTIFICATE

Issuance of PMC Certificate to 18 to 25 years old would-be-couples who have undergone Pre-marriage Orientation and Counseling (PMOC) pursuant to
the provisions of the Family Code and Presidential Decree 965 which requires applicants for a marriage license to receive instruction on family planning and
responsible parenthood.

OFFICE OR DIVISION CSWDO - Crisis Intervention Unit
CLASSIFICATION Simple
TYPE OF TRANSACTION G2C — Government to Citizens
WHO MAY AVAIL THE SERVICE 18-25 years old would-be couples who have undergone Pre-marriage Orientation and Counseling (PMOC)
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Pre-marriage Orientation Certificate (Original copy) Population Development Office
CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE

1. Submit the certificate 1.1 Process the document. None

1.2 Verify the document and prepare the None 1 minute Rose Anne Monzon;

certificate. Katherine Grace Padilla

1.3 For signature None 1 minute Pilar Laurente
2. Receive the certificate 2. Release the certificate None 1 minute Rose Anne Monzon;

Katherine Grace Padilla
Fill-out Client Satisfaction Rating Form
TOTAL | None | 3 minutes |
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INVESTMENT PROMOTIONS
OFFICE
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1. ASSESS AND ISSUE CERTIFICATE OF REGISTRATION FOR INVESTMENT INCENTIVE GRANT
This service is open to all new and existing enterprises who would fall under any of the priority areas of investment in the City of Imus. With this, enterprises
are given a fiscal incentive in terms of business tax exemption for a specified period of years and non-fiscal incentives such as aid in the local government

services.
OFFICE OR DIVISION Local Economic Development and Investment Promotions Office - Investment Services Division
CLASSIFICATION Highly Technical
TYPE OF TRANSACTION G2B - Government to Business
WHO MAY AVAIL THE NEW ENTERPRISE who meets the following requirements:
SERVICE o It must be compliant with all the requirements mandated under existing laws, local and national under the Philippine

Constitution;
o The prospective investor’s place of operation or production shall be located within the City of Imus;
o The prospective investment must engage in any of the areas or activities cited in the priority areas of investment;
o That the enterprises must have a capitalization of at least One Million Pesos (P1,000,000.00); provided that the
amount of capitalization shall be based on the total additional project cost, excluding the value of the land where
the entity’s office, plant and equipment are situated, as stated in the investor’'s project study submitted to and
approved by the Board. In case of corporation, capitalization shall mean fully paid-up capital of a minimum Five
Million Pesos (P5,000,000.00);
It must employ 70% of its total labor/manpower from the qualified bona fide residents of the city;
Foreign companies intending to apply for registration must comply with the Foreign Investment Act of 1991;
Project must not negatively impact the environment, whether in terms of pollution or resource use;
Registered with Securities and Exchange Commission (SEC), Department of Trade and Industry (DTI) or
Cooperative Development Authority (CDA).

O O O O

EXISTING ENTERPRISE who meets the following qualifications:
o The business enterprise must be compliant with all the requirements mandated under existing local rules and
regulations;
o The intended expansion or diversification of the existing enterprise must engage in economic activity identified as
an investment priority area by the Board;
o The existing enterprise whose place of operation or production is already located within the territorial jurisdiction of
the city, but which intends to undertake any of the following activities:
e Relocate its principal office to the City of Imus;
e Expand its existing production capacity or construct new buildings and other civil works for the
installation of new machinery and equipment or improvements thereof which result in an increase in
production capacity.
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o The expansion or diversification shall have an additional project cost in the scale as provided for in Section 21 (d)
of the City of Imus Investment Incentives Code of 2017, provided that such expansion or diversification as stated in

the investor’s project study submitted to and approved by the Board;

o The expansion or diversification project will provide employment to bona fide residents of the city; and

o The expansion or diversification will include an environment management plan.

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Application form (3 original)

Imus LEDIPO

Project Study of the proposed investment showing that the project
is technically, financially, and economically viable (1 original)

To be provided by the Client

Certificate of Registration (1 photocopy)

For Sole Proprietor- Department of Trade and Industry

For Partnerships, One-Person Corporation, Corporations- Securities and Exchange

Commission

For Cooperatives- Cooperative Development Office

firm (1 copy)

For existing enterprises, a latest financial statement of the applying

To be provided by the Client

For the corporate type of ownership, a board resolution authorizing
the person to file the application (1 original)

To be provided by the Client

CLIENT STEPS

AGENCY ACTION

FEES TO BE PAID

PROCESSING TIME

PERSON
RESPONSIBLE

documents.

1. Submit requirements at the | 1.1 Receive the requirements and None 15 minutes Investment Services
office of Imus LEIPO check for completeness. Division Staff
1.2 Issue the Order of Payment if all
requirements were given
2. Pay the Non-Refundable | 2. Issue the Official Receipt a. Micro — Php 1, 000.00 10 minutes Collection Officer
Fee at the Satellite Office — b. Small — Php 5, 000.00 City Treasurer’s Office
The District Imus ¢. Medium — Php 10, 000.00
e. Large with Capitalization of
P100,000,001.00 —
P1,000,000,000.00 — Php 15, 000.00
f. Large with Capitalization Above
1, 000,000,001.00 — Php 20, 000.00
3. Present Official Receipt 3.1 Attach OR to the submitted None 5 minutes Investment Services

Division Staff

CITIZEN’S CHARTER
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3.2 Issue the Acknowledgement
Form to the client

Registration
Resolution
Disapproval

or

4, Receive Certificate of

and Board

Notice

of

4.1 Processing of Investment
Incentive Grant by forwarding Pre-
Evaluation Form to the Board for
evaluation and approval

4.2 Conduct ocular visit, evaluation
and consultation with the Board for
the incentive grant.

4.3 Issue Certificate of Registration
and Board Resolution or Notice of
Disapproval

None

None

None

15 days
(For enterprise with
capitalization of 1M —
100M);
25 days
(For enterprise with
capitalization of above
100M)

10 days

5 days

Investment Services
Division Staff

Imus Investment Board

Investment Services
Division Staff

TOTAL

Based on the size of the
enterprise

30 days and 30
minutes (For
enterprise with
capitalization of 1M —
100M)

40 days and 30
minutes(For
enterprise with
capitalization of
above 100M)

NOTE: Based on the availability of the Imus Investment Board and Executive Committee
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2. REGISTRATION OF BUSINESS NAME

Business Name Registration (BNR) is mandated by Act 3883, otherwise known as the Business Name Law, which regulates the use in business transactions
of names other than true names; wherein a person intending to engage in business is required to initially register a name, other than its true name with the DTI,
before such name is used in any business transactions.

OFFICE OR DIVISION DTI Regional and Provincial Offices — Negosyo Centers
CLASSIFICATION Simple
TYPE OF TRANSACTION G2B - Government to Business
WHO MAY AVAIL THE SERVICE | Individuals/sole proprietorship
CHECKLIST OF REQUIREMENTS WHERE TO SECURE

I. Business Name Registration — New and Renewal Application

For walk-in/over-the-counter application (may also be done online end-to-end
through the Business name Registration System (BNRS) -
https://bnrs.dti.gov.ph)

Accomplished Application Form for Grant (1 original) Imus LEDIPO
1.Applicant must be at least 18 years old
2.0ne (1) duly filled-out Application Form signed by the applicant of the BNR DTI Regional and Provincial Offices Negosyo Centers

3.0ne (1) valid government-issued 1D
4.Additional requirements for non-Philippine national:

a. Applicant must be at least 18 years old (where the laws of the home country
of the authorized non-Philippine national provides for the legal or contract age
lower than 18 years, said authorized no-Philippine national shall submit proof
thereof)

b. Clear certified copy of the Alien Certificate of Registration Bureau of Immigration

c. Certificate of Registration for Sole Proprietorship/Certificate of Authority to
engage in business in the Philippines issued by the concerned DTI Office per
Republic Act. No. 7042 (Foreign Investment Act) as amended by Republic Act | Concerned DTI Office
No. 8762 (Retail Trade Liberalization Law) or such other applicable laws, as
the case may be
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5.Additional requirement for refugee/stateless persons:

e Clear certified copy of the Certificate of Recognition issued by the
Department of Justice — Refugee and Stateless Person Protection Unit
(DOJ-RSPPU) showing that the applicant is recognized as
refugee/stateless person or presentation of the original Certificate of
registration and submission of a duplicate copy thereof

Department of Justice

For online applications, a signed application form is no longer required since the
accomplished online application is equivalent to the duly accomplished physical
application form. The online application for the BN registration is subject to the
Terms and Conditions set forth under the Rules and by clicking the “I Agree” button,
the applicant is deemed to have understood and accepted all such terms and
Conditions including the mandatory undertakings as posted on the web-enabled
BN registration system.

Online applications filed by non-Philippine nationals. Refugees, and stateless
persons shall be acted upon submission of the abovementioned supporting
documentary requirements

Additional requirements if filer is other than the owner

1.Authorization letter from the owner

2.Vald ID of the authorized representative

For renewal of registration

1.same requirements as that for new application

CLIENT STEPS AGENCY ACTION

FEES TO BE PAID

PROCESSING TIME

PERSON RESPONSIBLE

1. Accomplish and  submit

application form

1.1 Receive, verify and process application
form. (If incomplete, immediately return the
application to applicant and point out
deficiencies.)

None

2. Pay registration fee 2.1 Receive payment and issue official

receipt

Registration fee
based on territorial
scope:

Barangay:
$200.00

Upon submission of
completed
documents and
approval of
application under
normal
circumstances,
estimated processing
time is fifteen (15)
minutes

BN Processor/ NC
Business Counsellor, if
through NC

Cashier/Special Collecting
Officer (SCO)
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City/ Municipality:
 500.00

Regional:
£1,000.00

National:
£2,000.00

Plus, Documentary
Stamp Tax of £30.00
per registration

Surcharge for
Renewal - Additional
50% of registration
fee if filed within
ninety-one (91) days
to one hundred
eighty days (180)
days after the
expiration date

3.Claim Certificate of BNR

3.1 Print and issue Certificate of BNR

BN Processor/ NC
Business Counsellor, if
through NC

Fill-out Client Satisfaction Rating Form

TOTAL

Depending on the
Scope

15 minutes

CITIZEN’S CHARTER |
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CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Il. Business Name Registration - Issuance of Affirmative/Negative
Certification and Authentication or Certified True Copy of the BN Certificate
of registration

For walk-in/over-the-counter application only for authentication/certified true
copy of the BN Certificate of Registration (Affirmative/Negative Certification
may be requested and processed online end-to-end)

One (1) duly filled-out Other BN-Related Application Form signed by the owner

DTI Regional and Provincial Offices Negosyo Centers

One (1) valid government-issued 1D

Additional requirements if filer is other than the owner

1.Authorization letter from the owner

2.Vald ID of the authorized representative

CLIENT STEPS AGENCY ACTION

FEES TO BE PAID

PROCESSING TIME

PERSON RESPONSIBLE

1.1 Receive, verify and process application
form. (If incomplete, immediately return the
application to applicant and point out
deficiencies.)

1. Accomplish and submit other BN-
Related application form

2. Pay the corresponding fee 2.1 Receive payment and issue official

receipt

a. Affirmative/
Negative Certification
— Php 50.00 +DST
Php 30.00

b. Cancellation
Certification —
Documentary Stamp
tax (DST) — Php
30.00

c.Authentication or
Certified True Copy —

Upon submission of
completed
documents and
approval of
application under
normal
circumstances,
estimated processing
time is fifteen (15)
minutes

BN Processor/ NC
Business Counsellor, if
through NC

Cashier/Special Collecting
Officer (SCO)

If online application,
through available online
payment modes.
(applicable to BN
Certification only)
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Php 50.00 + DST
Php 30.00 (per copy)

3. Claim Affirmative/ Negative
Certification or Authenticated or
Certified True Copy of the BN
Certificate of Registration

3.1 Print and Issue Affirmative/ Negative
certification or duly marked and signed
Authenticated or Certified True Copy of BN
Certificate of Registration

BN Processor/ NC
Business Counsellor, if
through NC

Fill-out Client Satisfaction Rating Form

CITIZEN’S CHARTER
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3. ISSUANCE OF BMBE CERTIFICATE OF AUTHORITY

The processing and issuance of Barangay Micro Business Enterprises (BMBESs) CA is in compliance with RA 9178 or commonly known as Barangay Micro
Business Enterprises (BMBESs) Act of 2002, wherein incentives and benefits is to be given to BMBESs in support entrepreneurial talents and integrate those in the
informal sector to the mainstream economy as amended by RA 1064.

OFFICE OR DIVISION DTI Regional and Provincial Offices — through the Negosyo Centers
CLASSIFICATION Simple
TYPE OF TRANSACTION G2C - Government to Citizen

WHO MAY AVAIL THE SERVICE | Barangay micro business enterprises that have an asset size of not more than Three Million Pesos (PhP 3,000,000.00)
including those arising from loans but excluding land on which the plant and equipment are located and engaged in the
production, processing or manufacturing of products or commodities, including agro-processing, trading, and services but
excluding practice of profession (e.g. Accountant, Lawyer, Doctor, among others.)

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Duly filled-out application form (BMBE Form), signed by the owner (for sole - DTI Regional and Provincial Offices
proprietorship) or authorized representative (for partnerships, corporations, and — Business/SME Development Division
cooperatives) of the entity applying for registration (1 copy) - Negosyo Centers
- Online thru:
https://www.dti.gov.ph/sdm_downloads/bmbe -registration-application-form/
or

https://dtiwebfiles.s3-ap-
southeastl.amazonaws.com/Downloadable+Files/BMBE+Registration+Appl
ication+Form/BMBE+Form+01 BMBE+Application+form.pdf

2. Certificate of Registration for new application (1 photocopy) DTI Business Name Registration — for Sole Proprietorship

Securities and Exchange Commission (SEC) - for partnership, corporation,
or association

Cooperative Development Authority (CDA) — for cooperative

CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING PERSON RESPONSIBLE
TIME
1. Submit filled-out BMBE 1.1 Upon receipt of application, check the None 1 hour NC Business
application form and other completeness of documentary Counsellor/BMBE Processor
documentary requirements requirements.
4.!.!.§

CITIZEN’S CHARTER [

CITY OF

lMUS www.cityofimus.gov.ph



https://www.dti.gov.ph/sdm_downloads/bmbe%20-registration-application-form/
https://dtiwebfiles.s3-ap-southeast1.amazonaws.com/Downloadable+Files/BMBE+Registration+Application+Form/BMBE+Form+01_BMBE+Application+form.pdf
https://dtiwebfiles.s3-ap-southeast1.amazonaws.com/Downloadable+Files/BMBE+Registration+Application+Form/BMBE+Form+01_BMBE+Application+form.pdf
https://dtiwebfiles.s3-ap-southeast1.amazonaws.com/Downloadable+Files/BMBE+Registration+Application+Form/BMBE+Form+01_BMBE+Application+form.pdf

1.2 Evaluate and verify the application to None 4 hours NC Business
determine the eligibility and qualification as Counsellor/BMBE Processor
a BMBE based on declared information in and Applicant
the application form and submitted
supporting documents.
1.3 Process the application:
1.3.1 Encode the information on the None 25 minutes
BMBE CA template and confirm the NC Business
information. Counsellor/BMBE Processor
1.3.2 Print the BMBE CA None 5 minutes NC Business
Counsellor/BMBE Processor
1.3.3 Approve and countersign the None 2 hours Provincial Director or his/her
BMBE CA duly authorized representative
2.Claim BMBE Certificate of 2.1 Issue the BMBE Certificate of Authority None 30 minutes NC Business
Authority Counsellor/BMBE Processor
Fill-out Client Satisfaction Rating Form
TOTAL | None | 8 hours |
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4. PROVIDE BUSINESS INFORMATION ASSISTANCE
This service provides all information needed by an entrepreneur in doing business. The service aims to simplify complex business information such as
mandatory compliance with local and national requirements.

OFFICE OR DIVISION

Local Economic Development and Investment Promotions Office - Business Development Division

CLASSIFICATION

Simple

TYPE OF TRANSACTION

G2C - Government to Citizen

WHO MAY AVAIL THE SERVICE

Potential Business Owners and Leaders who will operate business in the City of Imus.
Existing Business Owners and Leaders in the City of Imus

CITIZEN’S CHARTER

CITY OF

IMUS

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Accomplished Form (1 original) Imus LEDIPO
CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING PERSON RESPONSIBLE
TIME
1. Submit form and Inquire 1. Accommodate inquiries and concerns None 10 minutes Business Development
concern(s) at Imus LEDIPO Division Staff
Fill-out Client Satisfaction Rating Form

TOTAL | None | 10 minutes
¢.Z.Z.§
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1. SCHEDULING OF APPPOINTMENT TO THE CITY GAD FOCAL POINT PERSON
Organizing meetings and appointments is an important GAD Unit task. It ensures work arrangements flow smoothly. Internal and external clients are brought
together in a structured way and decisions are made when needed to achieve the unit's goal.

OFFICE OR DIVISION

Gender and Development Unit

CLASSIFICATION

Simple

TYPE OF TRANSACTION

G2C — Government to Citizen, G2B — Government to Business, G2G — Government to Government

WHO MAY AVAIL THE SERVICE

All

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Request Letter addressed to the City GAD Focal Person Client
CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING TIME | PERSON RESPONSIBLE
1. Submit the request letter and wait | 1.1 Assess the request letter. None 45 minutes Admin Staff assigned in the
for the scheduled meeting. unit
1.2 Inform the City GAD Focal Point None 1 day Kristel Lovella D. Capifia;
Person regarding the request. (stop time)
1.3 Finalize the schedule.
2. Attend the scheduled meeting. 2. Inform the client on the final schedule. None 5 minutes GAD Unit personnel

Fill-put Client Satisfaction Rating Form

TOTAL | None | 1day, 50 minutes |

NOTE: Schedule of meeting depends on the availability of the City GAD Focal Point Person.
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2. PROVISION OF TECHNICAL ASSISTANCE AND SERVICES
GAD Unit is committed to provide timely, strategic, and appropriate technical assistance on GAD. It also establishes proper mechanisms to respond to the
numerous requests for technical assistance on GAD, especially on GAD mainstreaming and GAD Planning and Budgeting.

OFFICE OR DIVISION Gender and Development Unit
CLASSIFICATION Simple
TYPE OF TRANSACTION G2C - Government to Citizen, G2B — Government to Business, G2G — Government to Government
WHO MAY AVAIL THE SERVICE | All
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Request Form Admin Committee Officers
Request Letter addressed to the City GAD Focal Person Client
Government-issued ID Client
CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING TIME
1. Submit requisition letter 1. Assess the request letter and check None 3 minutes Kristel Lovella D. Capifia,
for the availability of the documents. Karen Joy A. Peregrino;
2. Preparation of Documents 2.1 Produce the facsimile of the None 3 minutes Kristel Lovella D. Capifia,
requested documents. Karen Joy Peregrino;
2.2 Certify the documents as true copies 2 minutes
3. Claim of documents 3. Release of Documents None 2 minutes Kristel Lovella D. Capifia;
Karen Joy A. Peregrino;
Fill-out Client Satisfaction Rating Form
TOTAL | Based on assessment | 10 minutes |

NOTE: Signing of the permit depends on the availability of the City GAD Focal Point Person.
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3. POLICY AND PLANNING REVIEW SERVICES
GAD Unitis responsible for leading development of rules, policies, and procedures in such a way that stakeholders will trust and value the resulting documents
because their concerns and needs have been considered respectfully.

OFFICE OR DIVISION Gender and Development Unit
CLASSIFICATION Simple
TYPE OF TRANSACTION G2C - Government to Citizen, G2B — Government to Business, G2G — Government to Government
WHO MAY AVAIL THE SERVICE | All
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Request Form Admin Committee Officer
Request Letter addressed to the City GAD Focal Person Client
Government-issued ID Client
CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING TIME | PERSON RESPONSIBLE
1. Submit requisition letter 1.1 Receive and log request. None 5 minutes Kristel Lovella D. Capifia;
Karen Joy A. Peregrino,
1.2 Refer to Executive Order. Leonardo Lacson;
1.3 Assign request to concerned
committee.
2. Prepare the Documents 1.1 Conduct preliminary assessment and None 5 minutes Kristel Lovella D. Capifia;
research. Karen Joy A. Peregrino,
Leonardo Lacson;
1.2 Prepare policy comments and
recommendations.
1.3 Transmit the policy review, resolution
and feedback
Fill-out Client Satisfaction Rating Form
TOTAL | Based on assessment | 10 minutes

NOTE: Signing of the requested pertinent documents depends on the availability of the City GAD Focal Point Person.
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4. PROJECT, PLANS AND ACTIVITIES ENDORSEMENT
Project planning is at the heart of the GAD PPAs cycle. The plans are documented, the deliverables, requirements are defined, and the project schedule is
created. This helps the unit and its external suppliers to ensure the delivery and implementation of the project on time, within budget, and within schedule.

OFFICE OR DIVISION Gender and Development Unit
CLASSIFICATION Simple
TYPE OF TRANSACTION G2C - Government to Citizen, G2B — Government to Business, G2G — Government to Government
WHO MAY AVAIL THE SERVICE | All
CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Request Form Admin Committee Officers
Request Letter addressed to the City GAD Focal Person Client
Government-issued ID Client

CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING TIME | PERSON RESPONSIBLE
1. Submit requisition letter 1.1 Receive and log request. None 5 minutes Kristel Lovella D. Capifia

Karen Joy A. Peregrino;
1.2 Review the legal basis.

1.3 Assess the projects.
2. Prepare the Documents 1.1 Conduct preliminary assessment None 5 minutes Kristel Lovella D. Capifia
and research. Karen Joy A. Peregrino;

1.2 Prepare policy comments and
recommendations.

1.3 Transmit the policy review,
resolution and feedback.
Fill-out Client Satisfaction Rating Form
TOTAL | Based on assessment | 10 minutes
NOTE: Signing of the pertinent documents depends on the availability of the City GAD Focal Point Person.
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IMUS CITY PUBLIC LIBRARY

EXTERNAL SERVICES
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1. RESEARCH SERVICE ASSISTANCE
The service assists the clients in research through Card Catalog or Online Public Access Catalog (OPAC) for browsing of books and other library materials

or assign desktop computer for computer/internet use.

OFFICE OR DIVISION Imus City Public Library
CLASSIFICATION Simple
TYPE OF TRANSACTION G2C — Government to Citizens
WHO MAY AVAIL THE SERVICE | All
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Valid ID From the client
CLIENT STEPS AGENCY ACTION FEES TO BE PAID | PROCESSING TIME | PERSON RESPONSIBLE
1. Register on the Logbook 1. Logbook is in the entrance of the library None 3 minutes Annabelle A. Rusit
Alvin V. Sampot
Fill-out Client Satisfaction Rating Form
TOTAL | None | 3 minutes |

2. ISSUANCE OF LIBRARY ID
This service assists the clients in applying a Library ID for additional privileges that the library is offering when it comes to library resources and other
reading materials such as borrowing of fiction books, magazines and journals for home use, etc.

OFFICE OR DIVISION Imus City Public Library
CLASSIFICATION Simple
TYPE OF TRANSACTION G2C — Government to Citizens
WHO MAY AVAIL THE SERVICE | All
CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Two (2) Copies 1x1 Picture From the client

CLIENT STEPS AGENCY ACTION FEES TO BE PAID | PROCESSING TIME | PERSON RESPONSIBLE
1. Fill out the Application Form and | 1. Application Form is provided by the None 10 minutes Kristine Anne D. Bautista
present a valid 1D assigned staff Micah Ella B. Malicsi

Fill-out Client Satisfaction Rating Form
TOTAL | None | 10 minutes |
4.!.!.§
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EXTERNAL SERVICES
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1. MEDIA ACCREDITATION
Media accreditation process enables publications, journalists, and photographers to be part of the media partners of the LGU on its programs, events and

activities.
OFFICE OR DIVISION City Information Office
CLASSIFICATION Simple
TYPE OF TRANSACTION G2C - Government to Citizen
WHO MAY AVAIL THE SERVICE | All publication or broadcast media firm; All reporters, writers and photographers
CHECKLIST OF REQUIREMENTS | WHERE TO SECURE
Publication / Broadcast Media Firm:
Client
Letter of intent to cover events of the City Government of Imus; Publication / Broadcast Media Firm

(For Sole Proprietorship)
Copy of business registration with the Department of Trade and Industry Department of Trade and Industry
(1 copy — original and photocopy for verification purposes)

(For Partnership and Corporation)

Certified True Copy of SEC registration, Articles of Partnership / Securities and Exchange Commission
Incorporation, By-Laws and Latest General Information Sheet;

Copy of Mayor’s Permit with Official Receipts of Payments (1 copy — Business One-Stop Shop (BOSS)
original and photocopy for verification purposes)

Copy of Bureau of Internal Revenue (BIR) Certificate of Registration (1 Bureau of Internal Revenue

copy — original and photocopy for verification purposes)

Notarized proof / affidavit that the Publication has been consistently in Publication / Broadcast Media Firm
circulation for at least six (6) months (with sample copies to be submitted

to the CIO);

Notarized proof / affidavit that the Publication has a regular weekly Publication / Broadcast Media Firm

circulation of at least 2,000 copies or more;

Notarized proof / affidavit from the Publishing and Printing Office that the | Publication / Broadcast Media Firm
Publication has a weekly circulation of at least 2,000 copies or more;

Certificate of accreditation and/or letter of Assignment from the Publisher | Publication / Broadcast Media Firm
or Editor indicating the name and duration of assignment of reporters,
writers/photographers;

Published articles or taped broadcast within the past two (2) months; Media Personnel
4.!.!.§
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Letter of accreditation and/or letter of assignment from the President of Media Organization
Media Organization from which the reporter/writer/photographer belongs
indicating the membership and signed by the organization’s secretary
and/or officer on membership;

Photographers are required to submit original photographs published Media Personnel
within the past two (2) months, copy of photographs published within the
past two (2) months and a copy of the publication (at least 5 original

photographs)
CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE
1. Submit the requirements 1. Assess the publication None 10 minutes Ma. Ana Elaiza S.
requirements. Lardizabal;
Information Officer IlI
Bernadette A. Asuncion
Communication Equipment
Operator |
2. Undergo personal interview 2. Evaluate the publication None 10 minutes Ervin Ace H. Navarette
City Information Officer
3. Get accreditation document. 3. Prepare accreditation document. None
Fill-out Client Satisfaction Rating Form
TOTAL None 20 minutes
4.!.!.§
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2. INSTITUTIONALIZATION OF INFORMATION QUERIES OR COMPLAINTS
Provide accurate and adequate information to every inquiry and endorse every inquiry or complaint to appropriate offices.

OFFICE OR DIVISION

City Information Office

CLASSIFICATION

Highly Technical

TYPE OF TRANSACTION

G2C - Government to Citizen, G2G — Government to Government

WHO MAY AVAIL THE SERVICE

All constituents of the City Government of Imus

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

official website.

Inquiry or complaint from the external client through the City Government
of Imus’s official page, City Mayor’s official page, official email address, or

City Government of Imus’s official page, City Mayor’s official page, official email

address, or official website.

CLIENT STEPS

AGENCY ACTION

FEES TO BE PAID

PROCESSING TIME

PERSON RESPONSIBLE

1. Client sends inquiry or complaint
to the City Government of Imus’s
official page, City Mayor’s official
page, official email address, or
official website.

1.1 Assess the content of the inquiry
or complaint.

1.2 Prepare the information to be sent
to the client

None

None

5 minutes

Ma. Ana Elaiza S. Lardizabal
Information Officer Il

Romain Jershy C. Papa
Public Relations Officer

Claire Antioquia
Private Secretary Il

John Barry A. Prado
Information Technology
Officer

Ervin Ace H. Navarette
City Information Officer

2. Wait for the response regarding
the inquiry or complaint

2.1 Compose a response to the client
/ endorse the inquiry or complaint to
the appropriate office

None

20 minutes

Ma. Ana Elaiza S. Lardizabal
Information Officer IlI

Romain Jershy C. Papa
Public Relations Officer

Claire Antioquia
Private Secretary I

| 2R
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John Barry A. Prado
Information Technology

Officer
2.2 Check and approve of the None 10 minutes Ervin Ace H. Navarette
response to the client City Information Officer
3. Receive response 3. Send a reply to the client regarding None 5 minutes Ma. Ana Elaiza S. Lardizabal,
Information Officer Il

the inquiry or complaint

Romain Jershy C. Papa
Public Relations Officer

Claire Antioquia
Private Secretary Il

John Barry A. Prado
Information Technology
Officer

Fill-out Client Satisfaction Rating Form
TOTAL | None | 40 minutes |
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CITY INFORMATION OFFICE

INTERNAL SERVICES
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1. LAYOUT AND PRINTING OF TARPAULIN
Create promotional materials for public awareness and public participation on the City Government of Imus programs and projects.

OFFICE OR DIVISION City Information Office
CLASSIFICATION Simple
TYPE OF TRANSACTION G2C - Government to Citizen, G2G — Government to Government
WHO MAY AVAIL THE SERVICE | All officer under the City Government of Imus
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Accomplished Request Form (hard copy and/or online request form) with or Requesting Party (Memorandum 2022-26- Request for Official Printing of
without a request letter Tarpaulin) / City Information Office
CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE
1. Submit a request form with or 1.1 Accommodate request None 5 minutes Ma. Ana Elaiza S. Lardizabal
without a request letter to the office Information Officer Il
1.2 Assess request and check the None 5 minutes
availability of the requested date
2. Wait for the availability of the 2.1 Designate the work None 5 minutes Ervin Ace H. Navarette
tarpaulin City Information Officer
2.2 Create the layout / visual content None 40 minutes Ronard A. Diaz;
Artist lllustrator Il
Thea Coleen B. Castillo
Artist Illustrator
2.3 Check and approve the layout None 5 minutes Ervin Ace H. Navarette
City Information Officer
2.4 Checking and approval of the None 5 minutes Requesting Party
requesting party
2.5 Send the layout to the printing press None 3 minutes Ronard A. Diaz;
(for tarpaulin request) Artist lllustrator Il
Thea Coleen B. Castillo
Artist Illustrator

CITIZEN’S CHARTER |I I
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2.6 Printing of layout None (stop time) Printing Press
2.7 Tarpaulin pick-up None 20 minutes Jesse Brent D. Trinidad
Driver |
3. Receive the printed material 3. Releasing of printed material None 3 minutes Anthony C. Fontanilla
Messenger

Fill-out Client Satisfaction Rating Form

TOTAL |

None

| 1hour and 31 minutes
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2. SCHEDULING FOR EVENT COVERAGE
Photo and video documentation of the programs and activities of the City Government of Imus.

OFFICE OR DIVISION

City Information Office

CLASSIFICATION

Simple

TYPE OF TRANSACTION

G2C - Government to Citizen, G2G — Government to Government

WHO MAY AVAIL THE SERVICE

All offices under the City Government of Imus

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Accomplished Request Form (hard c
without a request letter

opy and/or online request form) with or

Requesting Party (Memorandum 2022-00- Request for Event Coverage / CIO

CITIZEN’S CHARTER

CITY OF

IMUS

CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE
1. Submit a request form with or | 1.1 Accommodate request None 5 minutes Ma. Ana Elaiza S. Lardizabal
without a request letter to the office Information Officer Il
1.2 Assess request and check the None
availability of the requested date
1.3 Designate work None 5 minutes Ervin Ace H. Navarette
City Information Officer
1.4 Schedule the event None 5 minutes Juvelen O. Alcova;
Photographer 11l
Glenn A. Calica
Photographer |
Fill-out Client Satisfaction Rating Form
TOTAL | None | 15 minutes
¢.Z.Z.§
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3. VIDEO EDITING

Create audio-visual presentation for the City Government of Imus programs and activities.

OFFICE OR DIVISION

City Information Office

CLASSIFICATION

Highly Technical

TYPE OF TRANSACTION

G2C - Government to Citizen, G2G — Government to Government

WHO MAY AVAIL THE SERVICE

All officer under the City Government of Imus

CITIZEN’S CHARTER

CITY OF

IMUS

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Request letter attached with accomplished sequence treatment and/or Requesting Party
storyline of the said video
CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE
1. Submit request letter to the office | 1.1 Accommodate request None 5 minutes Ma. Ana Elaiza S. Lardizabal
Information Officer IlI
1.2 Assess request and check the
availability of the requested date
2. Wait for the availability of the | 2.1 Process request
video
2.2 Review the sequence treatment and None 20 minutes Ervin Ace H. Navarette;
storyline City Information Officer
Francesca F. Mandac
Information Officer |
2.3 Edit the video None (stop time) Glo Allyson Keiko P. Melo
Video Editor / Videographer
2.4 Check and approve the video None 10 minutes Ervin Ace H. Navarette;
City Information Officer
2.5 Checking and approval of the None 10 minutes Requesting Party
requesting party
3. Receive the edited video 3. Release the final video None 5 minutes Ma. Ana Elaiza S. Lardizabal;
Information Officer IlI
4.!.!.§
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Glo Allyson Keiko P. Melo
Video Editor / Videographer

Fill-out Client Satisfaction Rating Form
TOTAL | None | 40 minutes |

*Short Videos (1-3 minutes) — one (1) day; Videos more than three (3) minutes — minimum of three (3) days depending on the storyline and content of the video.
NOTE:

e For short videos (1-3 minutes), the request must be submitted at least five (5) working days before the date of submission (for video entries) or date of event, and
ten (10) working days for video presentation longer than three (3) minutes.

e The requesting office must bring a storage device (DVD-R, Flash Drive, or Hard Drive) upon claiming the final edit of the video.
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4. SOCIAL MEDIA POSTING
Create and revise social media posts and captions for the City Government of Imus social media pages and its offices.

OFFICE OR DIVISION City Information Office
CLASSIFICATION Simple
TYPE OF TRANSACTION G2C - Government to Citizen, G2G — Government to Government
WHO MAY AVAIL THE SERVICE | All offices under the City Government of Imus
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Request Letter for Publication Material, revision for narratives and captions Requesting Party (Memorandum 2022-12- Request for Social Media Posting)
(Hard Copy and/or Email Requests)
CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE
1. Submit request letter to the office | 1.1 Accommodate request None
1.2 Assess request and check the None 5 minutes Ma. Ana Elaiza S. Lardizabal
availability of the requested date Information Officer IlI
1.3 Designate work None 5 minutes Ervin Ace H. Navarette

City Information Officer

Ronard A. Diaz;
1.4 Create publication material and/or None 40 minutes Artist Illustrator Il

revise caption and narratives
Thea Coleen B. Castillo;
Artist lllustrator

Francesca F. Mandac
Information Officer |

Ervin Ace H. Navarette
1.5 Approve publication material and/or None 10 minutes City Information Officer
caption and narratives
Romain Jershy C. Papa
Public Relations Officer

1.6 Schedule of posting on the City None 5 minutes Claire Antioquia
Government of Imus’s social media Private Secretary Il
pages

John Barry A. Prado
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Information Technology
Officer
Fill-out Client Satisfaction Rating Form
TOTAL | None | 1hour and 5 minutes |
5. PROVISION OF ZOOM LINK
Provide a zoom meeting link for virtual programs, meetings, and activities of the City Government of Imus.
OFFICE OR DIVISION City Information Office
CLASSIFICATION Simple
TYPE OF TRANSACTION G2C - Government to Citizen, G2G — Government to Government
WHO MAY AVAIL THE SERVICE | All offices under the City Government of Imus
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Accomplished Request Form (hard copy and/or online request form) with or Requesting Party (Memorandum 2022-43- Request for Zoom Link Request / City
without a request letter Information Office
CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE

1. Submit a request form with or | 1.1 Accommodate request
without a request letter to the office

1.2 Assess request and check the None 5 minutes Ma. Ana Elaiza S. Lardizabal

availability of the requested date Information Officer Il
2. Wait for the availability of Zoom | 2. Designate work None 5 minutes Ervin Ace H. Navarette
Link City Information Officer
3. Wait for link 3. Schedule and endorse the link of the None 5 minutes Ma. Ana Elaiza S. Lardizabal

program to the requesting party Information Officer IlI

Fill-out Client Satisfaction Rating Form
TOTAL | None 15 minutes |
4.!.!.§
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6. GRAPHIC DESIGN FOR VARIOUS OFFICES
Create promotional materials for programs and projects of offices of the City Government of Imus.

OFFICE OR DIVISION City Information Office
CLASSIFICATION Simple
TYPE OF TRANSACTION G2C - Government to Citizen, G2G — Government to Government
WHO MAY AVAIL THE SERVICE | All officer under the City Government of Imus
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Accomplished Request Form (hard copy and/or online request form) with or without | Requesting Party (Memorandum 2022-26- Request for Official Printing of Tarpaulin)
a request letter / City Information Office
CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE
1. Submit a request form with or 1.1 Accommodate request None 5 minutes Ma. Ana Elaiza S. Lardizabal
without a request letter to the office Information Officer IlI
1.2 Assess request and check the availability None 5 minutes
of the requested date
2. Wait for the design 2.1 Designate the Work None 5 minutes Ervin Ace H. Navarette
City Information Officer
2.2 Create the visual content (logos, LED wall None 40 minutes Ronard A. Diaz;
backdrop, sticker, ID layout, or other types of Artist Illustrator Il

visual design)
Thea Coleen B. Castillo
Artist lllustrator

Janna Alliah V. Angeles
Videographer/Video Editor

2.3 Check and approve of the design None 5 minutes Ervin Ace H. Navarette
City Information Officer

2.4 Checking and approval of the requesting None 5 minutes Requesting Party

party

2.5 Apply revision or changes from requesting None 3 minutes Ronard A. Diaz;

party Artist Illustrator Il
PLEON
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Thea Coleen B. Castillo
Artist lllustrator

Janna Alliah V. Angeles
Videographer/Video Editor
3. Receive the digital or printed 3. Release final digital or printed design None 3 minutes Ronard A. Diaz;
design Artist Illlustrator |1

Thea Coleen B. Castillo
Artist lllustrator

Janna Alliah V. Angeles
Videographer/Video Editor

Ma. Ana Elaiza S. Lardizabal
Information Officer Il

Fill-out Client Satisfaction Rating Form
TOTAL | None | 1hour and 11 minutes |
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CITY TOURISM AND HERITAGE
OFFICE

EXTERNAL SERVICES
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1. PROVISION OF RELEVANT INFORMATION AND MATERIALS (PHOTOGRAPHS, TEXTBOOKS, AND DOCUMENTS)
This service provides information for the clients that conduct research on city’s culture and history.

OFFICE OR DIVISION

City Tourism and Heritage Office

CLASSIFICATION

Simple

TYPE OF TRANSACTION

G2C - Government to Citizen, G2G — Government to Government

WHO MAY AVAIL THE SERVICE

All

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Letter Request

Client

Identification Card

Client

CLIENT STEPS

AGENCY ACTION

FEES TO BE PAID

PROCESSING TIME

PERSON RESPONSIBLE

1. Submit a letter or inquire directly | 1.1 Assess request and consult the None 2 minutes Christian Rey O. Sison;
Department Head (if necessary) Cecilia V. Picache
1.2 Check the availability of research materials None
or research person

2. Get necessary data 2. Provide the necessary materials and None 5 minutes Christian Rey O. Sison;
information; Cecilia V. Picache
*** Refer to other concerned departments (if
necessary)

Fill-out Client Satisfaction Rating Form
TOTAL | None 7 minutes

NOTE: Processing time varies depending on the availability of the requested information of document.
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2. REQUEST ON TOUR GUIDING SERVICES TO HISTORICAL PLACES IN THE CITY
Schedule and assist request of clients regarding tour guiding services in different historical places in the city.

OFFICE OR DIVISION City Tourism and Heritage Office
CLASSIFICATION Simple
TYPE OF TRANSACTION G2C - Government to Citizen, G2G — Government to Government
WHO MAY AVAIL THE SERVICE | All
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Letter Request Client
CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE
1. Submit letter request to the office. | 1.1 Assess request and check the availability of None 5 minutes Christian Rey O. Sison;
the requested date. Pinky L. Rembulat
1.2 Approval of the department head None 5 minutes Department Head
2. Get the schedule. 2.1 Give the final schedule. None 5 minutes Christian Rey O. Sison;
Pinky L. Rembulat
2.2 Assign personnel for tour guiding
Fill-out Client Satisfaction Rating Form
TOTAL | None 5 minutes |
4.!.!.§
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3. ASSISTANCE ON TOURISM ACCREDITATION
Assist businesses in the preparation of Department of Tourism Accreditation

OFFICE OR DIVISION

City Tourism and Heritage Office

CLASSIFICATION

Simple

TYPE OF TRANSACTION

G2B - Government to Business

WHO MAY AVAIL THE SERVICE

All business in line with tourism

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Business Permit

Business One-Stop Shop (Ground Floor New Government Center)

CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE
1. Inquire and present business | 1.1 Explain the importance of DOT None 3 minutes Christian Rey O. Sison
permit for DOT Accreditation. Accreditation for businesses. Pinky L. Rembulat
1.2 Assist business owners on the documents None 5 minutes
needed for the accreditation.
Fill-out Client Satisfaction Rating Form
TOTAL | None 8 minutes

4. INQUIRIES ON CITY TOURISM/CULTURAL ACTIVITIES
Provide relevant information regarding the schedule of tourism/cultural activities.

OFFICE OR DIVISION

City Tourism and Heritage Office

CITIZEN’S CHARTER

CITY OF
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CLASSIFICATION Simple
TYPE OF TRANSACTION G2C - Government to Citizen, G2G — Government to Government
WHO MAY AVAIL THE SERVICE | All
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Letter Request Client
CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE
1. Inquire Tourism/Cultural | 1. Accommodate inquiries and concerns on None 5 minutes Cecilia Picache,
Activities tourism/cultural activities. Bradley Myles Wency C.
Ramos
Danica V. Doma,
Marie Faith D. Jamir
Fill-out Client Satisfaction Rating Form
TOTAL | None 5 minutes |
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5. RELEASING OF PHOTO DOCUMENTATION AND LAYOUT
Provide soft copies of photos and videos of various events in the city.

OFFICE OR DIVISION City Tourism and Heritage Office
CLASSIFICATION Simple
TYPE OF TRANSACTION G2C - Government to Citizen, G2G — Government to Government
WHO MAY AVAIL THE SERVICE | All
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Letter Request Client
CLIENT STEPS AGENCY ACTION FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE
1. Inquire on the status of the | 1. Check if photos /lay outs are now ready for None 3 minutes Arnel P. llagan,
photos/ lay-outs release Hannah Kaye A. Rodriguez,
Harold A. Morota
2. Provide the USB. 2.1 Scan the USB None 5 minutes Arnel P. llagan,
Hannah Kaye A. Rodriguez,
2.2 Copy the requested soft copy files. None 10 minutes Harold A. Morota
3. Get the soft copy files. 3. Release the soft copies of photos/lay outs. None 3 minutes Arnel P. llagan,
Hannah Kaye A. Rodriguez,
Harold A. Morota
Fill-out Client Satisfaction Rating Form
TOTAL | None | 21 minutes |

NOTE: The processing time for copying of files depends on the size of the photos or videos.
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CITY TOURISM AND HERITAGE
OFFICE

INTERNAL SERVICES
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1. REQUEST FOR PHOTO COVERAGE AND DOCUMENTATION OF EVENTS
The city departments and offices can request for the documentation of their events.

OFFICE OR DIVISION City Tourism and Heritage Office
CLASSIFICATION Simple
TYPE OF TRANSACTION G2C - Government to Citizen, G2G — Government to Government
WHO MAY AVAIL THE SERVICE | All
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Letter Request Client
Request Form City Tourism and Heritage Office
CLIENT STEPS AGENCY ACTION FEES TO BE PAID | PROCESSING TIME PERSON RESPONSIBLE
1. Submit letter and fill-out Photo | 1.1 Receive letter and assess the request form. None 1 minutes Arnel P. llagan,
and Event Coverage Request Hannah Kaye A. Rodriguez,
Form. Harold A. Morota
1.2 Approve request None 5 minutes Department Head
2. Receive confirmation of the | 2. Assign personnel to document the event None 5 minutes Christian Rey O. Sison
coverage schedule.
Fill-out Client Satisfaction Rating Form
TOTAL | None 11 minutes |
4.!.!.§
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1. EMERGENCY AMBULANCE ASSISTANCE
Immediate request for an ambulance and initial treatment of an injured or sick person. (Ex. Emergency Medical, Road Crashes and Trauma Injuries)

OFFICE OR DIVISION City Disaster Risk Reduction and Management Office
CLASSIFICATION Highly- Technical
TYPE OF TRANSACTION G2C - Government to Citizens
WHO MAY AVAIL OF THE SERVICE | All
CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Hospital to Hospital coordination for transfer of patients

CLIENT STEPS AGENCY ACTION FEES TO BE PAID | PROCESSING TIME | PERSON RESPONSIBLE
1. Request for Emergency Medical | 1.1 Collect pertinent details such as None 2 minutes On-duty personnel at the
Team (thru phone, radio or walk-in) complete name, age address, type of dispatching section

incident, exact location, destination,
callers name and contact no. etc.

1.2 Determine the nature/level of
response caller/patient's status and

information
2. Wait for an ambulance 2. Dispatch a Response Team to the None 5 minutes On-duty personnel at the
target location dispatching section;

EMS Team

TOTAL None 7 minutes

NOTE: Arrival time of ambulance varies (location and situation-dependent). The period of dispatch for hospital transfer might take longer. It depends on prior
coordination between hospitals
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2. AMBULANCE REQUEST FOR NON-EMERGENCY/CONDUCTION
Request for non-emergency ambulance transport (Ex. Dialysis treatment, Chemo Treatment, check-ups, transport hospital to hospital, etc.)

OFFICE OR DIVISION City Disaster Risk Reduction and Management Office
CLASSIFICATION Highly- Technical
TYPE OF TRANSACTION G2C — Government to Citizens
WHO MAY AVAIL OF THE SERVICE | All
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Certification City Social Welfare and Development Office

Hospital to Hospital coordination for the transfer of patients
Patients for discharge must be billed out before dispatch of EMS

CLIENT STEPS AGENCY ACTION FEES TO BE PAID | PROCESSING TIME | PERSON RESPONSIBLE
1. Request for Emergency Medical | 1.1 Collect pertinent details such as None 3 minutes On-duty personnel at the
Team for non-emergency dispatch | complete name, age address, type of dispatching section
(thru phone, radio or walk-in) incident, exact location, destination, callers

name and contact no. etc.

1.2 Determine the nature/level of response
caller/patient’s status and information

1.3 Approve and schedule the request (At
least three days prior to the date of

schedule)
2. Wait for an ambulance 2. Dispatch a Response Team to the target None 5 minutes On-duty personnel at the
location dispatching section; EMS

Team

TOTAL None 8 minutes

NOTE: Arrival time of ambulance varies (location and situation-dependent). For non-emergency or conduction services, dispatch shall be scheduled depending on
the availability of an ambulance
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3. AMBULANCE REQUEST FOR TRANSPORTATION OUTSIDE CAVITE
Request for non-emergency ambulance transport (Ex. Going to other Provinces or Regions)

OFFICE OR DIVISION City Disaster Risk Reduction and Management Office
CLASSIFICATION Highly- Technical
TYPE OF TRANSACTION G2C - Government to Citizens
WHO MAY AVAIL OF THE SERVICE | ALL
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Written request addressed to the City Mayor Requesting Individual
Endorsement/Approval letter coming from the City Mayor Office of the City Mayor
CLIENT STEPS AGENCY ACTION FEES TO BE PAID | PROCESSING TIME | PERSON RESPONSIBLE
1. Request for Emergency Medical 