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TYPE OF 

SERVICE
PERSON RESPONSIBLE CLIENTS

1. Preparation of New/Revised Assessment of

Real Property:

a.) Transfer of Ownership
Lielane Mary C. Gonzales

b.) Segregation/Consolidation of Property
Nicolas M. Luga

c.) Revision/Correction/Adjustment of Judick R. Julve

     Assessments Niss Ann C. Dua

d.) New Assessment of Real Property

2. Issuance of:

a.) Certified Photo Copy of Tax Declaration Engr. Marilou C. Cosmiano

b.) Certificate of Property Holdings, Lielane Mary C. Gonzales

      Improvement or Non - Improvement Judick R. Julve / Niss Ann  C.Dua

3. Annotate or cancel mortgage, bailbond 

& other leins and encumbrances on Tax

Declaration

4. Verifying Real Property Assessment and Engr. Marilou C. Cosmiano

Records. Lielane Mary C. Gonzales

5. Answer querries or resolved problems in Nicolas M. Luga

assessment related matters. Judick R. Julve

As Forwarded by PASSO and property owners

Property Owners, Heirs of Declared Owner, Banks & 

other Lending Firms, Vendees/Vendors, Property 

Owners, Heirs of Declared Owners

SERVICES

ASSESSOR'S OFFICE SERVICE PROFILE

Engr. Marilou C. Cosmiano

ASSESSMENT 

SERVICES

Real Property Owners, Heirs of Declared Owner/Banks

Court, Banks & other Lending Firms, Land Owners, Heirs 

of Declared Owners

Judick R. Julve / Niss An C. Dua



SERVICE TITLE: SECURING TRANSFER OF OWNERSHIP OF REAL PEOPERTY

SCHEDULE OF AVAILABILITY OF SERVICE: MONDAY - FRIDAY, 8:00 AM - 5:00 PM

WHO MAY AVAIL OF THE SERVICES: PROPERTY OWNERS/HEIRS OF DECLARED OWNER/BUYER/SELLER/BANKS

WHAT ARE THE REQUIREMENTS:

             - Duly registered Deed of Conveyance (Sale, Inheritance, Judicial Partition,         - Affidavit of ownership and/or sworn statement declaring the 

                                                                Donation, etc.)Court Order, etc.                                Market Value of Real Property.

             - Certificate of Real Property Tax Payment of Tax Clearance         - Court Order/Judgement (For property under court litigation)

             - Transfer Tax Receipt (Local Transfer Fee)         - Finality of Judgement (For Court Order)

             - Certificate Authorizing Registration (CAR) from Bureau of Internal Revenue         - Sheriff Certificate of Sale (For Foreclosure by Bank)

             - Photocopy of Title (If Titled Property)         - Affidavit of Consolidation (Foreclosure by Bank)

             - DAR Clearance(If Agricultural Land)         - Refer to transfer Flow Chart (Hereto Attached)

             - Copy of Approved Subdivision Plan (Segragation, Consolidation) or Sketch         - Written Authority or Special Power of Attorney 

                                                                Plan from DENR for untitled property.                                                                              (For Representative Only)

HOW TO AVAIL THE SERVICES:

Steps Duration of Activity Person In-charge Fees

1 Present the Documents for Verification and Evaluation 15 Minutes
Engr. Marilou C. Cosmiano/           

Lielane Mary C. Gonzales
NONE

2 Verification of existing PIN & Tax Declaration 20 Minutes Lielane Mary C. Gonzales/Nicolas M. Luga NONE

3 Preparation of FAAS, Tax Declaration & Assigning of Sworn Statement Number 1 Hour Judick R. Julve NONE

4 Evaluation of prepared FAAS, Tax Declaration & Signature as Recommending Approval 15 Minutes Engr. Marilou C. Cosmiano NONE

5 Preparation of Transmittal to Provincial Assessor's Office 10 Minutes Niss Ann C. Dua NONE

CITIZEN'S CHARTER
(ASSESSOR'S PROFILE)

Activity



SERVICE TITLE: REVISION/CORRECTION/ADJUSTMENT OF TAX DECLARATIONS

SCHEDULE OF AVAILABILITY OF SERVICE: MONDAY - FRIDAY, 8:00 AM - 5:00 PM

WHO MAY AVAIL OF THE SERVICES: HEIRS OF DECLARANT/PROPERTY OWNER/BANKS OR LENDING INSTITUTION

WHAT ARE THE REQUIREMENTS:

                                                                  A. CORRECTION OF NAME/AREA/BOUNDARIES           C. GENERAL REVISION

                                                                     1. Letter Request                a. Tax Clerance

                                                                     2. Transfer Certificate of Sale           D. CANCELLATION

                                                                     3. Sketch Plan (Land)                a. Written Request

                                                                     4. Affidavit (If correction of name or attached                b. Tax Clearance

                                                                                        Marraiage Contract or Birth Certificate)            B. CHANGE IN ACTUAL USE

                                                                     5. Other requirements as need arises                a. Tax Clerance

                                                                     6. Lot Number's identity                 b. Certification from MPDO

HOW TO AVAIL OF THE SERVICES

Steps
Duration of 

Activity
Person in-Charge Fees 

1 10 Minutes
Engr. Marilou C. Cosmiano/                          

Lielane Mary C. Gonzales
NONE

2 5 Minutes
Engr. Marilou C. Cosmiano/                 

Lielane Mary C. Gonzales/Nicolas M. Luga
NONE

3

Depends on the 

Location of 

property

Engr. Marilou C. Cosmiano/                 

Lielane Mary C. Gonzales/Nicolas M. 

Luga/Judick R. Julve

NONE

4 10 Minutes
Engr. Marilou C. Cosmiano/                     

Lielani Mary C. Gonzales
NONE

5 Preparation of FAAS & Tax Declaration's with Sworn Statement 1 Hour Judick R. Julve NONE

6 Final Evaluation & Checking of Datas & Signature 10 Minutes Engr. Marilou C. Cosmiano NONE

7 Preparation of Transmittal to Provincial Assessor's Office for approval 5 Minutes Niss Ann C. Dua NONE

Submit the necessary requirements for evaluation, verification of existing 

records

Occular Inspection

CITIZEN'S CHARTER
(ASSESSOR' OFFICE)

Activity

Personal appearance to the Office to ask/request the services we need to 

render

Appointment for field verification/investigation and to get the necessary datas



SERVICE TITLE: SECURING NEW TAX DECLARATION

SCHEDULE OF AVAILABILITY OF SERVICE: MONDAY - FRIDAY, 8:00 AM - 5:00 PM

WHO MAY AVAIL OF THE SERVICES: PROPERTY OWNERS, HEIRS OF DECLARANT/BUYER

WHAT ARE THE REQUIREMENTS:

            A. FOR NEWLY DECLARED UNTITLED/TITLED LAND B. NEW DECLARED BUILDING

                         1. Survey Plan duly approved by the Land Management Bureau                   1. Certificate of Occupancy (If Any)

                                                         (LMB) of the DENR                   2. Building Permit

                         2. Certification from CENRO stating that the Land is within the                   3. Tax Declaration (land

                                                         alienable & disposable area.                   4. Building Plan

                         3. Affidavit of Ownership and/or Sworn Statement declaring the                   5. Sworn Statement

                                                         Market Value of the Property.                   6. Occular Inspection

                         4. Affidavit that the applicant is in long and continueous possession C. NEW IMPROVEMENT ON LAND

                                                         of the property.                   1. Sworn Statement

                         5. Certification from the Barangay Captain that the declarantid the                   2. Occular Inspection

                                                         present possessor & occupant of the land. D. NEW MACHINERY

                         6. Certification of the adjoining owners duly sworn by the Barangay                   1. Certificate of Ownership/ Photocopy of Invoice 

                                                         Captain.                                             or Bill of leading

                         7. Occular Inspection/investigation report by the Municipal Assessor                   2. Sworn Statement

                                                         or his/her authorized representative.                   3. Occular Inspection

HOW TO AVAIL OF THE SERVICES

Steps Duration of Activity Person in-Charge Fees 

1 10 Minutes
Engr. Marilou C. Cosmiano/                           

Lielane Mary C. Gonzales
NONE

2
Depends on the Location 

of the Property

Engr. Marilou C. Cosmiano                              

Lielane Mary C. Gonzales/Nicolas M. Luga
NONE

3 10 Minutes Engr. Marilou C. Cosmiano/Lielane Mary C. Gonzales NONE

4 1 Hour Lielane Mary C. Gonzales/Nicolas M. Luga/Judick R. Julve NONE

5 10 Minutes Engr. Marilou C. Cosmiano NONE

6 Preparation of Transmittal to Provincial Assessor's Office for approval 5 Minutes Niss Ann C. Dua NONE

Submit the necessary required documents

Preparation of FAAS & Tax Declaration's with Sworn Statement

Final Evaluation of prepared FAAS, Tax Declaration's & supporting 

documents

CITIZEN'S CHARTER
(ASSESSOR'S OFFICE)

Activity

Personal appearance to the Office to ask/request the services we 

need to render

Conduct occular inspection and take necessary datas



SERVICE TITLE:   SEGREGATION/CONSOLIDATION OF PROPERTY

SCHEDULE OF AVAILABILITY OF SERVICE: MONDAY - FRIDAY, 8:00 AM - 5:00 PM

WHO MAY AVAIL OF THE SERVICES: PROPERTY OWNERS, HEIRS OF DECEASED PROPERTY OWNERS/BANKS

WHAT ARE THE REQUIREMENTS:

           1. Subdivision of Lands. (Applicable if the property is           2. Consolidation of Property 

               declared to one & the same owner)                  Tax Declaration

                                    Tax Declaration                  Realty Tax clearance

                                    Realty Tax clearance                  Approved Consolidation Plan/not approved

                                    Approved Subdivision Plan                  Transfer Certificate of Title (if any)

                                    Transfer Certificate of Title (if any)

                 Note: a.) Applicable if the property is declared to one & the same owner

                             b.) If the property be named to different owner then it's already transfer.

HOW TO AVAIL OF THE SERVICES

Steps
Duration of 

Activity
Person in-Charge Fees 

1 5 Minutes Engr. Marilou C. Cosmiano/Lielane Mary C. Gonzales NONE

2 5 Minutes Engr. Marilou C. Cosmiano/Lielane Mary C. Gonzales NONE

3 1 Hour Judick R. Julve/Nicolas M. Luga NONE

4 10 Minutes Engr. Marilou C. Cosmiano NONE

5 5 Minutes Niss Ann C. Dua NONE

Evaluation of documents

Verification of existing records & preparation of FAAS, Tax 

Declaration & Sworn Statement

Final Evaluation of prepared FAAS, Tax Declarations & For Signature

Preparation of Transmittal 

CITIZEN'S CHARTER
(ASSESSOR'S OFFICE)

Activity

Personal appearance to the Office to submit necessary documents



SERVICE TITLE:  ISSUANCE OF CERTIFIED PHOTOCOPY OF TAX DECLARATION

SCHEDULE OF AVAILABILITY OF SERVICE: MONDAY - FRIDAY, 8:00 AM - 5:00 PM

WHO MAY AVAIL OF THE SERVICES: PROPERTY OWNERS, HEIRS OF PROPERTY OWNERS/COURTS/BANK & OTHER LENDING INSTITUTION

WHAT ARE THE REQUIREMENTS:

                                                                        Official Receipt from Municipal Treasurer's Office (MTO)

                                                                        Written Authority of the declared owner (if Representative only)

HOW TO AVAIL OF THE SERVICES

Steps Duration of Activity Person in-Charge Fees 

1 10 Minutes

Engr. Mailou C. Cosmiano, Lielane 

Mary C. Gonzales/ Judick R. Julve/ 

Niss Ann C. Dua

Receipts 

Only

2 Research & verification of existing records
Min. 20 Minutes/Max 

1 Hour
Judick R. Julve/ Niss Ann C. Dua NONE

3 Preparation of True Copy or Certification 5 Minutes Judick R. Julve/ Niss Ann C. Dua NONE

4 Final Evaluation, signature of Municipal Assessor 1 Minute Engr. Marilou C. Cosmiano NONE

CITIZEN'S CHARTER
(ASSESSOR'S OFFICE)

Activity

Validation of Documents, Fill up Request Form & present Official receipts 

upon payment to MTO



SERVICE TITLE:  ISSUANCE OF CERTIFICATE OF PROPERTY HOLDINGS, IMPROVEMENT OR NON-IMPROVEMENT

SCHEDULE OF AVAILABILITY OF SERVICE: MONDAY - FRIDAY, 8:00 AM - 5:00 PM

WHO MAY AVAIL OF THE SERVICES: PROPERTY OWNERS, HEIRS OF PROPERTY OWNERS/COURTS/BANK & OTHER LENDING INSTITUTION

WHAT ARE THE REQUIREMENTS:

                                                                        Official Receipt from Municipal Treasurer's Office (MTO)

                                                                        A Certified copy of latest Tax Declaration

HOW TO AVAIL OF THE SERVICES

Steps Duration of Activity Person in-Charge Fees 

1 10 Minutes Judick R. Julve/ Niss Ann C. Dua
Receipts 

Only

2
Min. 20 Minutes/Max 

1 Hour
Judick R. Julve/ Niss Ann C. Dua NONE

3 5 Minutes Judick R. Julve/ Niss Ann C. Dua NONE

4 Final Evaluation, signature of Municipal Assessor 1 Minute Engr. Marilou C. Cosmiano NONE

Preparation of Certifications

CITIZEN'S CHARTER
(ASSESSOR'S OFFICE)

Activity

Fill up Request Form  & present Official receipts for Property 

holdings or Non - improvement upon payment to MTO

Research & verification of existing records, because it 

maybe property holding a time of death, time of sale or 

latest records



*



SERVICE TITLE:    ANNOTATION OR CANCELLATION OF MORTGAGE, BAILBOND & OTHER LEINS

& ENCUMBRANCES ON TAX DECLARATION

SCHEDULE OF AVAILABILITY OF SERVICE: MONDAY - FRIDAY, 8:00 AM - 5:00 PM

WHO MAY AVAIL OF THE SERVICES: PROPERTY OWNERS, HEIRS OF PROPERTY OWNERS/BUYERS/BANKS AND OTHER LENDING INSTITUTION

WHAT ARE THE REQUIREMENTS:

                                                                  - List of Mortgage, Bailbond, & other Lein & Encumbrances from Provincial Assessor's Office

                                                                  - Notice of Cancellation & Dis-charge of Mortgage by the Owner.

HOW TO AVAIL OF THE SERVICES

Steps Duration of Activity Person in-Charge Fees 

1 10 Minutes/Tax Declaration Judick R. Julve/Niss Ann C. Dua NONE

CITIZEN'S CHARTER
(ASSESSOR'S OFFICE)

Upon presentation of documents

Activity



SCHEDULE OF AVAILABILITY OF SERVICE: VERIFYING REAL PROPERTY ASSESSMENT AND RECORDS

WHO MAY AVAIL OF THE SERVICES: MONDAY - FRIDAY, 8:00 AM - 5:00 PM

WHAT ARE THE REQUIREMENTS:

                                                                  - Written authority if not heir of Declared Owner.

                                                                  - Personal Representation/apperance.

HOW TO AVAIL OF THE SERVICES

Steps Duration of Activity Person in-Charge Fees 

1 10 Minutes
Engr. Marilou C. Cosmiano           

/Lielane Mary C. Gonzales/Nicolas M. 

Luga
NONE

2 Research & Verification of existing records Min. 30 Mins./Max. 1 Hour
Lielane Mary C. Gonzales/Nicolas M. 

Luga/ Judick R. Julve
NONE

3 Discussion between property owner on the existing records Min. 10 Mins./Max. 20 Mins.
Engr. Marilou C. Cosmiano/Lielane 

mary C. Gonzales/Nicolas M. Luga 
NONE

CITIZEN'S CHARTER
(ASSESSOR'S OFFICE)

Present Querries to the Office

Activity



SERVICE TITLE: ANSWER QUERRIES OR RESOLVED PROBLEMS IN ASSESSMENT RELATED MATTERS

SCHEDULE OF AVAILABILITY OF SERVICE: MONDAY - FRIDAY, 8:00 AM - 5:00 PM

WHO MAY AVAIL OF THE SERVICES: PROPERTY OWNERS, HEIRS OF DECEASED PROPERTY OWNERS

WHAT ARE THE REQUIREMENTS:

                                                                     Personal Representation

HOW TO AVAIL OF THE SERVICES

Steps Duration of Activity Person In-Charge Fees 

1 10 Minutes

Engr. Marilou C. Cosmiano/               

Lielane Mary C. Gonzales/Nicolas 

M. Luga

NONE

2
Min. 20 Mins./Max. 1 

Hour
Judick R. Julve/Niss Ann C. Dua NONE

3
Min. 10 Mins./Max. 30 

Mins.

Engr. Marilou C. Cosmiano/Lielane 

Mary C. Gonzales/Nicolas M. Luga
NONE

Presentation of the existing records & discussion about the 

querries per existing records & necessary recommendations to 

the owners.

CITIZEN'S CHARTER
(ASSESSOR'S OFFICE)

Presentation of querries

Activity

Research & Verification of records
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