
 

  

 

 

 

 

 

 

OFFICE OF THE MUNICIPALTREASURER 
Internal Services 

  

  

 

 

 

 

 

 

 

 

 

 

 



1. Issuance of Community Tax Certificate (CEDULA)  

The Community Tax Certificate is issued to all residents of this Municipality.  

Office or Division:  Office of the Municipal Treasurer  

Classification:  Simple  

Type of Transaction:  G2C – Government to Citizen  

Who may avail:  All Residents of this Municipality  

CHECKLIST OF REQUIREMENTS  WHERE TO SECURE  

Accomplished form   Office of the Municipal Treasurer  

Valid ID (optional)  Client  

CLIENT STEPS  AGENCY ACTIONS  
FEES TO  
BE PAID  

PROCESSI 
NG TIME  

PERSON  
RESPONSI 

BLE  

1. Give information 
(name, address, 
date of birth, age 
sex,  
occupation, 

etc.)and gross 

income for the 

preceding year   

Compute the tax due  Based on 
monthly 
income (sa 
lary) gross 

sales for 

business  

3 mins  Rev.  

Collection  

Clerk -II  

  

2. Pay corresponding 

amount  

Receive payment    1 min  Rev.  
Collection  
Clerk-II   
Annacel A. 

Manglicmot  

Ailyn P. Yu  

Bokmee  

Luis A. Daano  

Alice B. Tawacal 

Mary Grace  

O. Mosenabre  

Shiela Mae L. 

Querubin 

Amorelle T. 

Larotin 



3. Affix  his/her 

signature  and thumb 

mark on  

CTC  

Issue Community  

Tax Certificate  

  2 mins  Rev.  
Collection  
Clerk II  
Annacel A. 

Manglicmot  

Ailyn P. Yu  

Bokmee  

Luis A. Daano  

Alice B. Tawacal 

Mary Grace O. 

Mosenabre  

Shiela Mae L. 

Querubin 

Amorelle T. 

Larotin 

  TOTAL:     6 Minutes    

  

  

  

Individual    

A. Basic Community Tax   P 5.00  

B. Additional Community Tax  1. Gross receipts or earning derived from 
business during the preceding year ( 1.00 
for every 1,000.00)  

2. Salaries or gross receipt or earning 
derived from exercise of profession or 
pursuit of any occupation (1.00 for every  
1,000.00)  

3. Income from real property (1.00 for 

every 1,000.00s)  

Corporate    

A. Basic Community Tax   500.00  

B. Additional Community Tax not exceeding 11,000 

for the following  

   

                       Assessed  value  of  real 

property  

2.00 for every 5,000.00  

                    Gross  receipts  or 

 earning derived from business in the 

Philippines during the preceding year  

2.00 for every 5,000.00  

  



2. Issuance of Official Receipts on Business Licenses  

The Issuance of Official Receipts for all Business Licenses is to legalize all business entity of 

this Municipality.  

Office or Division:  Office of the Municipal Treasurer  

Classification:  Simple  

Type of Transaction:  G2B – Government to Business  

Who may avail:  All Business Owner/Operator  

CHECKLIST OF REQUIREMENTS  WHERE TO SECURE  

Order of Payment (Unified Form)  Business Permit and Licensing Office  

CLIENT STEPS  
AGENCY 

ACTIONS  
FEES TO BE 

PAID  
PROCESSI 
NG TIME  

PERSON  
RESPONSI 
BLE  

1. Present Order of Payment 
or Unified  
Form for re-assessment   

Receive and 
evaluate  
filled up form or 
Unified  
Business  

Form  

None  3 mins  Corazon R.  

Grumo  

Municipal 
Treasurer  
  

2. Pay required fees at the 
Municipal  
Treasurer's Office  

Issuance of  

Official  

Receipt  

Please refer to  
computation 

guide below  

5 mins  Revenue  
Collector  

Clerk’s II  

Annacel  

Manglicmot  

Ailyn P. Yu  

Bokmee  

Luis A. Daano  

Alice B. Tawacal 

Mary Grace O. 

Mosenabre 

Shiela Mae L. 

Querubin 

Amorelle T. 

Larotin 

  TOTAL:     8 Minutes    

  

 

 

 

  



Business tax  Based on Gross Sales declared and Capital 

Investment  

Mayor’s Permit  Based on Gross Sales declared and capital 

investment   

Health/Sanitary Fee  175.00  

Environmental  1,200.00  

Occupation Fee (1 staff)  100.00  

Zoning (New) 100.00  

Business plate  200.00  

Sticker 100.00 

Weight and Measure  66.00  

    

  

3. Issuance of Official Receipts on Building Permit Fees and other 

Fees  

The Office of the Municipal Treasurer issue Official Receipts for cash received as payment for all 

Building Permit fees for new erected building and other fees.  

Article O. Building Permit  

Section 40.01. No person, firm or corporation, including any agency or instrumentally 

of the Government shall erect, construct alter repair, move, convert or demolish any 

building for structure or cause the same to be done without first obtaining a building 

permit therefor from the Building Official of this Municipality.  

Section 40.02. Imposition of fee. There shall be collected from each applicant for a 

building permit fee pursuant to Department Order, series of 1992, dated September 25, 

1992, of the Department of Public Works and Highways.   

Office or Division:  Office of the Municipal Treasurer  

Classification:  Simple  

Type of Transaction:  G2B, G2C, G2G  

Who may avail:  All   

CHECKLIST OF REQUIREMENTS  WHERE TO SECURE  

Order of Payment (Building Permit)  Office of the Municipal Engineer  

Order of Payment (Bid Documents)  Bid and Awards Committee Secretariat  

Order of Payment (Correction of  

Clerical Errors)  

Office of the Municipal Civil Registrar  

CLIENT STEPS  
AGENCY 

ACTIONS  
FEES TO BE 

PAID  
PROCESSIN 
G TIME  

PERSON  
RESPONSIB 
LE  



1.  Payment  of  

corresponding fees  

Issuance  of  

Official Receipt  

Based on the  

computation  

from the 

Engineering Ofc. 

5 mins  Revenue  
Collector  

Clerk’s II  
Annacel  

Manglicmot  

Ailyn P. Yu  

Bokmee  

Luis A. Daano  

Alice B. Tawacal  

Mary Grace O. 

Mosenabre 

Shiela Mae L. 

Querubin 

Amorelle T. 

Larotin 

TOTAL:  

   
5 Minutes    

 

4. Issuance of Official Receipts on Burial Permit Fees  

The Office of the Municipal Treasurer issue Official Receipts for cash received as payment for all 

Burial Permits.   

Office or Division:  Office of the Municipal Treasurer  

Classification:  Simple  

Type of Transaction:  G2C – Government to Citizens  

Who may avail:  All   

CHECKLIST OF REQUIREMENTS  WHERE TO SECURE  

Death Certificate  Office of the Municipal Registrar  

CLIENT STEPS  
AGENCY 

ACTIONS  
FEES  TO  
BE PAID  

PROCESS 
ING TIME  

PERSON  
RESPONSIBL 
E  

1. Present Tax Order of 

Payment  

Issuance  of  

Official Receipt  

P50.00  5 mins   Revenue  
Collector  

Clerk’s II  

Annacel A. 

Manglicmot  

Ailyn P. Yu  

Bokmee  

Luis A. Daano  

Alice B. Tawacal  

Mary Grace O.  

Mosenabre  



Shiela Mae L. 

Querubin 

Amorelle T. Larotin 

TOTAL:  

   
5 Minutes    

  

5. Issuance of Official Receipts on Cockpit  

The Office of the Municipal Treasurer issues Official Receipts for cockpit.   

Article B. Permit fee for cockpits owners/operators /licenses/promoters and cockpit personnel.  

Section 4B.02. Imposition of fees. There shall be collected the following Mayor’s Permit fee 

from cockpit operators/owners/licenses and cockpit personnel.  

  

Office or Division:  Office of the Municipal Treasurer   

Classification:  Simple   

Type of Transaction:  G2C – Government to Citizens   

Who may avail:  All    

CHECKLIST OF REQUIREMENTS  WHERE TO SECURE   

CLIENT STEPS  
AGENCY 

ACTIONS  
FEES TO BE  
PAID  

PROCES 
SING  
TIME  

PERSON  
RESPONSIBLE  



1.  Payment  of  

corresponding fees  

Issuance  of  

Official  

Receipt  

Please refer to the 

table below  

5 mins   Revenue  
Collector  

Clerk’s II  
Annacel A. 

Manglicmot  

Ailyn P.  Yu  

Bokmee  

Luis A. Daano  

Alice B. Tawacal 

Mary Grace O.  

Mosenabre 

Shiela Mae L. 

Querubin 

Amorelle T. Larotin 

TOTAL:  

   
5 Minutes    

  

  

  

a.) From the owner/operator/licenses of the cockpit:    

             Annual cockpit permit fee  13,200.00  

b.) From cockpit personnel:    

              Promoters/Host  900.00  

Pit Manager  530.00  

Referee  140.00  

Bet taker “kristo”/Llamador  140.00  

Bet Manager “Maciador/kasador”  140.00  

              Gaffer “mananari”  140.00  

Cashier / Montor  140.00  

Derby (matchmaker)  140.00  

    

  

 

6. Issuance of Official Receipts on Special Permit fee for Cockfighting  

The Office of the Municipal Treasurer issues Official Receipts for Special Permit fee for Cockfighting.   

Section 4C.02. Imposition of fees. There shall be collected the following fees per day for cockfighting.  

  

Office or Division:  Office of the Municipal Treasurer   

Classification:  Simple   



Type of Transaction:  G2C – Government to Citizens   

Who may avail:  All    

CHECKLIST OF REQUIREMENTS  WHERE TO SECURE   

CLIENT STEPS  AGENCY ACTIONS  
FEES TO  
BE PAID  

PROCESSIN 
G TIME  

PERSON  
RESPONSI 

BLE  

1.  Payment  of  

corresponding fees  

Issuance of Official 

Receipt  

Please  

refer to the  

table below  

5 mins   Revenue  
Collector  

Clerk’s II  
Annacel A. 

Manglicmot  

Ailyn P. Yu  

Bokmee  

Luis A.Daano  

Alice B. 

Tawacal  

Mary Grace  

O. Mosenabre  

Shiela Mae L. 

Querubin 

Amorelle T. 

Larotin 

  TOTAL:     5 Minutes    

  

a.) Special Cockfights (Pintakasi)  1,200.00  

b.) Special derby assessment Promoters of:    

                   Two-cock derby  600.00  

                   Three-cock derby  660.00  

  Four-cock derby  925.00  

                   Five-cock derby  1,200.00  

c.) Per sultada ordinary  40.00  

d.) Per sultada special (derby)  60.00  

  

 

 

 



7. Issuance of Official Receipt for Environmental Fee  

Section 6E.01. Imposition of Fee. There shall be collected from every owner of a 

business establishment an annual environmental fee in accordance with the following 

schedule.  

Office or Division:  Office of the Municipal Treasurer  

Classification:  Simple  

Type  of  
Transaction:  

G2B – Government to Business / G2C – Government to Clients  

Who may avail:  All Business Owner / Household   

CHECKLIST OF REQUIREMENTS  WHERE TO SECURE  

    

CLIENT STEPS  
AGENCY 

ACTIONS  
FEES  TO  
BE PAID  

PROCESS 
ING TIME  

PERSON  
RESPONSIBLE  

1. Present Tax Order of 

Payment  

Issuance of  

Official  

Receipt  

Please refer to 

the table 

below  

3 mins   Revenue  
Collector Clerk’s  
II  

Annacel A. 

Manglicmot  

Ailyn P. Yu Bokmee  

Luis A. Daano  

Alice B. Tawacal  

Mary Grace O.  

Mosenabre   

Shiela Mae L. Querubin 

Amorelle T. Larotin 

  TOTAL:     3 Minutes    

  

  

  

Hotels, Apartments, Motels, Resorts and Lodging Houses  2,400.00/year  

Restaurants, Day and Night Clubs, Cafes, and Eateries  2,400.00/year  

Hospitals, Clinics, Laboratories, Schools and Similar Business  2,400.00/year  

Wholesalers  2,400.00/year  

Movie Houses and Retailers  1,200.00  

Other business not mention above  1,200.00  

Residential  600.00  

  



8. Issuance of Official Receipts for Franchise of Motorized Vehicle 

(Tricycle/Trisikad) and Bicycle   

The Office of the Municipal Treasurer issues Official Receipts to cash received as payment for the 

Franchise of Motorized Vehicle.  

Office or Division:  Office of the Municipal Treasurer   

Classification:  Simple   

Type of Transaction:  G2C – Government to Citizen   

Who may avail:  All   

CHECKLIST OF REQUIREMENTS  WHERE TO SECURE   

Residence Certificate  Barangay Office / MTO   

Barangay Clearance  Barangay Office   

OR/CR  LTO   

Driver’s License  LTO   

Health Certificate  RHU   

Registration (CDOA)  CDOA   

MTOP  MTO   

CLIENT STEPS  AGENCY ACTIONS  
FEES TO  
BE PAID  

PROCESSIN 
G TIME  

PERSON  
RESPONSI 
BLE  

1.  Submit  

requirements  

1.1  Assist  the  

client  

None  5 mins   Luis A. Daano 
Rev.  
Collection  

Clerk II  

   



2. Pay the tax order of  

Payment  

2.1 Issuance of  

official receipt  

  

2.2 Issuance of 

Mayor’s permit  

  

2.3 Approval of  

Mayor’s permit  

Please  

refer to the  

table below  

5 mins  

  

  

3 mins  

  

  

30 mins  

Luis A. Daano 
Rev.  
Collection  

Clerk II  

  

MTO Staff  

  

  

Corazon R. 
Grumo  
Mun.  
Treasurer  

  

Philip Arreza 

Pichay  
Mun. Mayor  

TOTAL:  

   
43 Minutes    

  

Pedal - Trisikad    

Mayor’s Permit  125.00  

Trisikad Permit  150.00  

Permit plate #  150.00  

Driver’s Permit  80.00  

Health Certificate 175.00  

Total  680.00  

Private/Service    

Health Certificate 175.00 

Mayor’s Permit  125.00  

Driver’s Permit 80.00 

Permit Plate #  150.00  

Tricycle not for Hire  400.00  

Total  930.00  

Motorcycle - Tricycle    

Mayor’s Permit  190.00  

Franchise  220.00  

Fare Adjustment  20.00  

Filling for MTOP  200.00  

Permit Plate #  150.00  

Driver’s Permit  80.00  

Health Certificate 175.00  

Total  1,035.00  



 

9. Issuance of Official Receipts on Mayor’s Permit to Conduct Group 

Activities   

Section 4V.01. Imposition of Fee. Everyone who shall conduct, or hold any program, or 

activity involving the grouping of people within the jurisdiction of this Municipality shall 

obtain a Mayor’s Permit thereof for every occasion of not more than twenty-four (24) 

hours pay the Municipal Treasurer.  

Office or Division:  Office of the Municipal Treasurer   

Classification:  Simple   

Type of Transaction:  G2C – Government to Citizen   

Who may avail:  All   

CHECKLIST OF REQUIREMENTS  WHERE TO SECURE   

     

CLIENT STEPS  
AGENCY 

ACTIONS  
FEES TO BE 

PAID  
PROCESSIN 
G TIME  

PERSON  
RESPONSIB 
LE  

1.  Payment  of  

corresponding fee’s  

1.1 Issue OR  Please refer to 

the table below  

5 mins   Rev.  

Collection  

Clerk-II  

Annacel A. 

Manglicmot  

Ailyn P. Yu 

Bokmee  

Luis A. Daano  

Alice B. Tawacal  

Mary Grace O. 

Mosenabre  

Shiela Mae L. 

Querubin 

Amorelle T. 

Larotin  

  TOTAL:     5 Minutes    

  

  

  

  



  

Conference, meetings, rallies and demonstration 

in outdoor, in parks, plaza, roads/streets  

220.00/day  

Dances, coronation and ball inside Municipal gym  110.00/day  

Promotional Sales  275.00/day  

Other group activities  110.00/day  

Gym Rentals:  

*Day activities non-profit excluding chairs and 
sound system  

* Day activities with profit excluding chairs 
and sound system  

* Night activities non-profit excluding chairs 
and sound system  

* Night activities with profit excluding 

chairs and sound system  

  

3,000.00  

  

3,500.00  

  

4,000.00  

  

  

4,500.00  

  

10. Issuance of Official Receipts for Franchise of Motorized Vehicle 

(Tricycle/Trisikad) and Bicycle   

The Office of the Municipal Treasurer issues Official Receipts to cash received as payment for the 

Franchise of Motorized Vehicle.  

Office or Division:  Office of the Municipal Treasurer  

Classification:  Simple  

Type of Transaction:  G2C – Government to Citizen  

Who may avail:  All  

CHECKLIST OF REQUIREMENTS  WHERE TO SECURE  

Accomplished application form  Office of the Municipal Treasurer  

    

CLIENT STEPS  
AGENCY 

ACTIONS  
FEES  TO  
BE PAID  

PROCESSI 
NG TIME  

PERSON  
RESPONSIBLE  

1.Submit accomplished 

application form  

1.1 Assist the 

client  

None  5 mins   Luis A. Daano  

Rev.  Collection  

Clerk II  

   

2. Pay the tax order of  

Payment  

2.1 Issuance of 
official  
receipt  

Please refer to 

the table 

below  

5 mins  Luis A. Daano  

Rev.  Collection  

Clerk II  

   

  TOTAL:     10 Minutes    

                                                                                                                                                                                                                                                         



11. Issuance of Official Receipts on Local Civil Registry Fees and 

Charges   

The issuance of Official Receipts to all application for Marriage License and Marriage Application.   

Office or Division:  Office of the Municipal Treasurer  

Classification:  Simple  

Type of Transaction:  G2C – Government to Citizen  

Who may avail:  All  

CHECKLIST OF REQUIREMENTS  WHERE TO SECURE  

Order of payment  Office of the Municipal Registrar  

CLIENT STEPS  AGENCY ACTIONS  
FEES TO  
BE PAID  

PROCESSIN 
G TIME  

PERSON  
RESPON 
SIBLE  

1. Present order of 

payment  

1.1 Check and verify 
to Local Revenue 
Code  
1.2 Issuance of  

Official Receipt  

Please  

refer to the  

table below  

5 mins   Rev.  
Collection  
Clerk-II  

Annacel A. 
Manglicmot 
Ailyn P. Yu  

Bokmee  

Luis A. Daano  

Alice B. Tawacal 

Mary Grace O.  
Mosenabre 

Shiela Mae L. 

Quirubin 

Amorelle T. 

Larotin 

  TOTAL:     5 Minutes    

  

  

  

  

  

  

  

  



   

  

LOCAL CIVIL REGISTRY FEES AND CHARGES  

 (Existing-Local Revenue Code of 2012)  

  

  

NO. FEES & CHARGES 
CURRENT 

RATE 

1 
Delayed Registration of Civil Registry Records  
(Birth/Death/Marriage) 

15.00 
per year 

2 Advance Electronic Endorsement (Birth/Death/Marriage) - 

3 Marriage Application Processing Fee 400.00 

4 Marriage Solemnization Fee 300.00 

5 Pre-Marriage Counseling Fee 300.00 

6 Burial Permit 50.00 

7 
Issuance of Certified Machine Copy of Civil Registry 
Documents 
(Birth/Marriage/Death) 

100.00 

8 
Acknowledgement and Authority to Use the Surname of 
the Father 

150.00 

9 Affidavit to Use the Surname of the Father (RA 9255) - 

10 Registration of Legitimation 100.00 

11 
Registration of Adoption, Appointment of Guardian and 

Termination Thereof 
320.00 

12 Registration of Annulment of Marriage 1,200.00 

13 Registration of Foreign Decree of Divorce 1,200.00 

14 Legal Separation 1,200.00 

 

 

 

 

 



12. Issuance of Official Receipts on Mayor's Clearance Fees   

The Office of the Municipal Treasurer issues Official Receipts to all payments for application for 

Mayor's Clearance.   

Office or Division:  Office of the Municipal Treasurer  

Classification:  Simple  

Type of Transaction:  G2C – Government to Citizen  

Who may avail:  All  

CHECKLIST OF REQUIREMENTS  WHERE TO SECURE  

None  None  

CLIENT STEPS  
AGENCY 

ACTIONS  
FEES TO 

BE PAID  

PROCES 
SING  
TIME  

PERSON  
RESPONSIBLE  

1. Payment for Mayors  

Clearance fees  

Issuance of  

Official  

Receipt  

100.00  5 mins   Rev.  Collection  
Clerk-II  

Annacel A.Manglicmot  

Ailyn P. Yu Bokmee  

Luis Daano  

Alice B. Tawacal  

Mary Grace O. Mosenabre 

Shiela Mae L. Querubin 

Amorelle T. Larotin 

  TOTAL:     5 Minutes    

  

  

 

 

13. Issuance of Official Receipts on Real Property Taxes   

The issuance of Official Receipts to all Real Property Tax Owner.  

Office or Division:  Office of the Municipal Treasurer  

Classification:  Simple  

Type of Transaction:  G2C – Government to Citizen  

Who may avail:  All Land Owners  

CHECKLIST OF REQUIREMENTS  WHERE TO SECURE  

Tax Declaration as to Ownership of Real Property  Office of the Municipal Assessor  

Previous Real Property Tax Payments  Previous Tax Payments/Owners File  

Real Property Tax Billing  Office of the Municipal Treasurer  



CLIENT STEPS  AGENCY ACTIONS  
FEES TO  
BE PAID  

PROCESSIN 
G TIME  

PERSON  
RESPONSI 
BLE  

1. Present the current 

billing and pay the 

required fees  

1.1 Verification of last 
payment of the 
Property  
1.2 Computation of 
Real Property tax due  
1.3 Preparation of  

OR  

Based on  

Real  

Property  

Tax Billing   

3 mins   

  

  

3 mins  

  

2 mins  

Rev.  
Collection  
Clerk-II   

Annacel A. 

Manglicmot  

Ailyn P. Yu  

Bokmee  

Luis Daano  

Alice B.Tawacal  

Mary Grace O. 

Mosenabre  

Shiela Mae L. 

Querubin 

Amorelle T. 

Larotin 

2. Pay the amount due of 

Real Property  

2.1 Receive payment 
and issue  
official receipt  

  15 mins    

Total    23 minutes    

  

 

 

14. Issuance of Official Receipts on Real Property Tax Clearance  

The issuance of Official Receipts to all Real Property Tax Clearance.  

Office or Division:  Office of the Municipal Treasurer   

Classification:  Simple   

Type of Transaction:  G2C – Government to Citizen   

Who may avail:  All Land Owners   

CHECKLIST OF REQUIREMENTS  WHERE TO SECURE   

Current OR for RPT Payment  Client   

OR for Service Fee  Treasurer’s Office   

CLIENT STEPS  
AGENCY 

ACTIONS  
FEES TO 

BE PAID  
PROCESSI 
NG TIME  

PERSON  
RESPONSIBLE  



1. Present the current OR 

for RPT. After validation 

pay service fee  

1.1  

Verify/Valid 
ate reference 
of payment  
1.2  Issue  

OR  

100.00   3 mins   

  

2 mins  

  

  

Rev.  Collection  

Clerk-II C  

Annacel A. Manglicmot  

Ailyn P. Yu Bokmee  

Luis Daano  

Alice B. Tawacal 

Mary Grace O. 

Mosenabre 

Shiela Mae L. Querubin 

Amorelle T. LArotin 

  

 

2. Receive the tax  

clearance certificate  

2.1 Issue and 

release tax 

clearance 

certificate  

  6 mins  MTO Staff/  

  

Corazon R. Grumo  

Mun. Treasurer  

TOTAL:  
   

 11 Minutes    

 

 

  

15. Issuance of Official Receipts for Registration Fee of Large 

cattle and Swine   

The Office of the Municipal Treasurer issues Official Receipts for cash received as payment for the 

registration of all Large Cattle and Swine in the municipality.  

Office or Division:  Office of the Municipal Treasurer   

Classification:  Simple   

Type of Transaction:  G2C – Government to Citizen   

Who may avail:  All   

CHECKLIST OF REQUIREMENTS  WHERE TO SECURE   

Barangay certification for large cattle  Barangay concern   

CLIENT STEPS  
AGENCY 

ACTIONS  
FEES TO BE 

PAID  
PROCESSI 
NG TIME  

PERSON  
RESPONSIBLE  



1.  Payment  for  

Registration of Large  

Cattle and Swine  

Issuance  of  

Official Receipt  

Please refer to 

table of fees 

below  

5 mins   Rev. Collection  
Clerk-II   

Annacel A. 

Manglicmot  

Ailyn P. Yu Bokmee  

Luis Daano  

Alice B. Tawacal 

Mary Grace O. 
Mosenabre 
Shiela Mae L. 

Querubin 

Amorelle T. Larotin 

TOTAL:  
   

5 Minutes    

  

Certificate of Ownership  5.00/head  

Certificate of Transfer of Ownership  10.00/head  

Registration fee  100.00/head  

  

 

 

 

  

16. Issuance of Official Receipts on Secretary and Certification Fees   

The Office of the Municipal Treasurer issues Official Receipts to all Secretary's fees for all 

local documents needed by the Clients.  

Office or Division:  Office of the Municipal Treasurer   

Classification:  Simple   

Type of Transaction:  G2C – Government to Citizen   

Who may avail:  All   

CHECKLIST OF REQUIREMENTS  WHERE TO SECURE   

Filled up payment slip  Office concern   

CLIENT STEPS  AGENCY ACTIONS  
FEES TO  
BE PAID  

PROCESSIN 
G TIME  

PERSON  
RESPONSI 

BLE  



1.  Payment  of  

Secretary's/ Certification 

Fees  

Issuance of Official 

Receipt  

Please refer 

to table of 

fees below  

5 mins   Rev.  
Collection  
Clerk-II   
Annacel A. 

Manglicmot  

Ailyn P. Yu  

Bokmee  

Luis Daano  

Alice B.Tawacal 

Mary Grace O.  

Mosenabre 

Shiela Mae L. 

Querubin 

Amorelle T. 

Larotin 

TOTAL:  

   
5 Minutes    

  

Article A.   Secretary’s Fee  

Section 5A.01. Imposition of Fees. There shall be collected the following fees from 

every person requesting for copies of official records and documents from the offices of 

this Municipality.  

Amount Fee  

For Every page of fraction thereof typewritten         

  100.00  

(Not including the certificate and notation)  

  

 

  

 

 

 

  

  

  

  

  

 



17. Issuance of Official Receipts on Traffic Violations   

The Office of the Municipal Treasurer issues Official Receipts for cash received as payment for traffic 

violations all motorists in the municipality.  

Ordinance No. 01-2017. An ordinance amending some provisions of the traffic ordinances 

of LGU-Cantilan, Province of Surigao del Sur, Particularly Ordinance no. 23-2008 and 

Ordinance no. 07-2011.  

Office or Division:  Office of the Municipal Treasurer  

Classification:  Simple  

Type of Transaction:  G2C – Government to Citizen  

Who may avail:  All  

CHECKLIST OF REQUIREMENTS  WHERE TO SECURE  

Traffic Violation Citation Ticket  Apprehending Traffic Enforcer or PNP Officer  

CLIENT STEPS  
AGENCY 

ACTIONS  
FEES TO BE  
PAID  

PROCESS 
ING TIME  

PERSON  
RESPONSIBL 
E  

1.  Payment  of  

corresponding fees  

Issuance  of  

Official  

Receipt  

Please refer to 

table of fees 

below  

5 mins   Rev.  
Collection  
Clerk-II   
Annacel A. 

Manglicmot  

Ailyn P. Yu  

Bokmee  

Luis Daano  

Alice B. Tawacal 

Mary Grace O.  

Mosenabre 

Shiela Mae L. 

Querubin 

Amorelle T. Larotin 

  TOTAL:     5 Minutes    

  

Basic Violation  Penalty  

1. a. Driving without license  2,000.00  

2. b. Driving under the influence of Liquor or prohibited 

drugs  

500.00  

3. Reckless driving  500.00  

4. Obstruction  500.00  

5. Loading and Unloading in Prohibited areas  500.00  

6. Disregarding Traffic Signs  500.00  

7. Illegal parking  500.00  

8. Overloading of passengers or cargoes  500.00  



9. Unlawful charging fares  500.00  

10. Refusal to convey passengers  500.00  

11. Driving with expired license  500.00  

12. Colorum Operation  

a. Driver  

b. Operator  

  

500.00  

500.00  

13. Allowing passengers on top of the roof of vehicles  500.00  

14. Unauthorized mufflers and noisy vehicle  2,500.00  

15.One Way 500.00 

16.Minor 500.00 

  

  

  

  

18. Issuance of Official Receipts for Weight and Measure 

Registration Fee   

The Office of the Municipal Treasurer issue Official Receipts for cash received as payment for all 

Weight and Measures at the Public Market and outside.  

Office or Division:  Office of the Municipal Treasurer   

Classification:  Simple   

Type of Transaction:  G2C – Government to Citizen   

Who may avail:  All   

CHECKLIST OF REQUIREMENTS  WHERE TO SECURE   

Registration of weighing scale  Client   

     

CLIENT STEPS  
AGENCY 

ACTIONS  
FEES  TO  BE  
PAID  

PROCES 
SING  
TIME  

PERSON  
RESPONSIBL 
E  



1.  Payment  of  

corresponding fees  

Issuance of  

Official  

Receipt  

Please refer to table 

of fees below  

5 mins   Rev.  
Collection  
Clerk-II   
Annacel A. 

Manglicmot  

Ailyn P. Yu  

Bokmee  

Luis Daano  

Alice B. Tawacal 

Mary Grace O.  

Mosenabre 

Shiela Mae L. 

Querubin 

Amorelle T. Larotin 

TOTAL:  

   
5 Minutes    

  

 

a.) For sealing linear metric measures:    

             Not over one (1) meter  30.00  

             Measure over one (1) meter  55.00  

b.) For sealing metric measures of 

capacity:  
  

Not over ten (10) liters  30.00  

Over ten (10) liters  55.00  

c.) For sealing metric instruments of 

weights  
  

With capacity of not more than 30 kg.  66.00  

With capacity of more than 30 kg. but 

not more than 150 kg  

200.00  

With capacity of more than 150 kg. but 

not more than 350 kg  

420.00  

With capacity of more than 350 kg. but 

not more than 500 kg  

660.00  

With capacity of more than 500 kg. but 

not more than 3,000 kg  

840.00  

With capacity of more than 3,000 kg.   1,200.00  

d.) For sealing apothecary balances of 

precision  
600.00  



e.) For each and every re-testing and re-

sealing of weights and measures 

instruments including gasoline pumps 

outside the office upon request of the 

owner or operator, no service charge 

shall be collected  

  

  

 

 

  

Internal Services  

1. Payment of Salaries and Wages and Honorariums  

The processing of payment of approved checks for Salaries and Wages and Honorarium.  

Office or Division:  Office of the Municipal Treasurer  

Classification:  Simple  

Type of Transaction:  G2C – Government to Citizen  

Who may avail:  Municipal Officials, Employees, Contractual, and Job order.  

CHECKLIST OF REQUIREMENTS  WHERE TO SECURE  

Approved check for encashment.  Office of the Municipal Treasurer.  

Payroll  Office of the Municipal Treasurer.  

     

CLIENT STEPS  AGENCY ACTIONS  
FEES TO 

BE PAID  
PROCESSIN G 

TIME  

PERSON  
RESPONSI 

BLE  

1. Encashment of 

checks at the LBP  

1. Releasing of 

salaries, wages and 

honorariums  

None  3 mins  Merilyn R. Rubi  
Cashier II  

  

Total:  30 mins    

  

2. Cash Payment for Financial Assistance  
Office or Division:  Office of the Municipal Treasurer  

Classification:  Simple  

Type of Transaction:  G2C – Government to Citizen  

Who may avail:  Beneficiaries  

CHECKLIST OF REQUIREMENTS  WHERE TO SECURE  

Community Tax  Office of the Municipal Treasurer.  

Valid I.D.  Office of the Municipal Treasurer.  



     

CLIENT STEPS  
AGENCY 

ACTIONS  
FEES TO 

BE PAID  
PROCESSI 

NG TIME  
PERSON 

RESPONSIBLE  

1. Present documents to 

prove identity and 

other documents 

required.  

1. Verify  

documents 

presented.  

None  5 mins  Merilyn R. Rubi  

Cashier II  

  

2. Sign payroll/Voucher  2. Give payee 

the amount 

due and mark 

the payroll 

voucher paid.  

None  3 mins  Merilyn R. Rubi  

Cashier II  

  

  Total:    8 mins    

  

    

  

3. Processing of Disbursement Voucher and Issuance of Checks  

The Office of the Municipal Treasurer Process disbursement vouchers for issuance of checks.  

Office or Division:  Office of the Municipal Treasurer  

Classification:  Simple  

Type of Transaction:  G2G – Government to Government  

Who may avail:  All  

CHECKLIST OF REQUIREMENTS  WHERE TO SECURE  

Disbursement vouchers with complete supporting 

documents.  

Office of the Municipal Accountant  

CLIENT STEPS  AGENCY ACTIONS  
FEES TO 

BE PAID  
PROCESSIN G 

TIME  

PERSON  
RESPONSI 

BLE  

1. Forward 
disbursement 
vouchers with 
complete 
supporting 
documents for 
signature of the  
Municipal  

Treasurer  

1. Review as to the 

correctness and certify 

funds available.  

None  5 mins  Administrative 
Aide IV Office 
of the  
Municipal  

Treasurer  

  



  Forward to the  

Municipal  

Treasurer  

None  2 mins  Municipal  

Treasurer  

Office of the  

Municipal  

Treasurer  

  Forward to the  

Office of the  

Mayor/Vice Mayor for 
the approval of  
payment  

None  10 mins  Municipal 

Mayor  

  Preparation of check  None  5 mins  Administrative 
Aide IV Office 
of the  
Municipal  

Treasurer  

  Total:    22 mins    

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

 


