Republic of the Philippines
CITY OF LAPU-LAPU

Office of the City Assessor
LAPU-LAPU CITIZEN’S CHARTER

Q 032- 341-0655

Q Ground Floor, City Hall Main Bldg. Pusok, Lapu-lapu City 6015 lapulapu.assessors@gmail.com ;t;www.lapulapucity.gov.ph

E.2 FOR REGISTERED OR TITLED PARCEL OF LAND J. ISSUANCE OF REAL PROPERTY VERIFICATION, TRACER OR TRACE-BACK HISTORY

Office/Division Involved | office of the City Assessor, Real Property Appraisal & Assessment Division, Tax Mapping Division,

Assessment Records Management Division, Administrative Division

Office/Division Involved

Assessment Records Management Division, Administrative Division
External

Service Category: External Service Category:
Classification: Highly Technical Type of Transaction Classification: Complex Ttype of Transaction
Type of Transaction G2C - Government to Citizen Type of Transaction G2C - Government to Citizen

G2G - Government to Government
Declared Owners of Real Property in Lapu-lapu City and their Authorized Representatives

G2G - Government to Government
Declared Owners of Real Property in Lapu-lapu City and their Authorized Representatives

Who may avail: Who may avail:

CHECKLIST OF REQUIREMENTS WHERE TO SECURE CHECKLIST OF REQUIREMENTS WHERE TO SECURE
. Requrest Letter with contact information _ 1 . Client / Applicant e Filled-up Request Form Client / Applicant
’ i? Egal Pﬂ?;r E;f Aft:lr?i::ﬁ {E?PA)] Orc:_‘;tl:iﬂf Authptization/ Cansent from he Dwrer ariDeclasantat PROBEREE 15 10} Client / Applicant ® Special Power of Attorney (SPA) or Letter of Authorization/Consent from Owner/Declarant if requestor is not the Client / Applicant
e Owner/Declarant of the involve ;
— — . - — . . . Owner or Declarant of the involved RPU or
In case of Juridical Entities — .B{:-ard R.E‘S()ll:l tion/Secretary’s Certificate & copy of latest General I“fﬂfmfltlﬂ“ Sheet ((;15] Client / Applicant In case of Juridical Entities — Board Resolution or Secretary’s Certificate designating the authorized Client / Applicant
. Orl‘glfnaéi& Photocopy of Valid Identification Card (ID) of Property Owner/Requestor and the Authorized Person, if CHgtt [ Appliant representative
appitame e Proof of tor’s Filiati heirship in case the RPU involved is an Estate or rty of deceased Client / Applicant
¢ Certified True Copy of the Patent, Homestead, Miscellaneous Sales Application (MSA) and the like, of subject RPU. Client / Applicant Dl::ler IS:SIZi:; SHIRROR GLHEEREp R s fe HNONECISEL B EE 8 FICPEEy S CCEeEs LE
8 Pl ith Technical Descripti Licensed Geodetic Engi d dul d by the Land : 1
’ h;lar::;emael;? B]urea‘:: (L;f;l;] OE:EE%SPI.;&EE?!:E:; ;iir(;i::l ¢ :1;1(3:] NZ’:1'.:1ra?gl\;:::aalnl'{eq:?ufci?{?gg;l'{;) y the Lan LMB - DENR ® Original & Photocopy of Valid Identification Card (ID) of the Property Owner/Requestor and the Authorized Client / Applicant
‘ Person, if applicable
* An Ocular Inspection with Investigation Report by the City Assessor or his/her Authorized Representative. Real Property Appraisal & : AR
e FAAS pretie e e 1y = : 2 : ASSESE:’IEit [];iﬁisilﬂn ® Copy of the Official Receipt (O.R.) on the payment Required Fees City Treasurer’s Office
: = < Offi
e Proof of payment for ten (10) years back of the Real Property Taxes (RPT) Client / Applicant ¢ Current Real Property Tax Clearance City Treasurer’s Office
» Street view pictures of the subject property showing improvements Client / Applicant
Steps in Processin . Fees - :
: : : . Pn?;:;img FetsonsRrepunsibie ke StEPS = Pl‘ﬂCESSlllg Frocessing Persons Responsible to il:: ?aid
Client Steps Agency/LGU Action paid Client Steps Agency/LGU Action Time S
1. | Submit the letter-request & 5 HE
supporting documents and Receive the letter-request with the required documents and 30 minutes Admz{;—k ]l;je e None 1 Present Filled-out Form with Receive the Filled-up Reauest Form with the reauired P50.00
wait for the result of initial forward the same to Evaluator/Officer. per RPU supporting DPA documents i, d 30 minutes '
e S RO T O PR o1 documents and advise client to pay the computed total per RPU o ek per Lot/
evaluation. ¢ : ’ : min Aide >
. charges to the City Treasurer’s Office (CTO ; RPU
Receive the stamped | Determine the completeness of documents and forward to Real 60 wiiiiEss AQ IV, Assigned Officer exact charges to be paid. i Y ( ; Assessment Clerk I, involved
2. | "Received” copy of request Property Appraisal & Assessment Division for inspection - of the Day J | Receive the Filled-up Request Form & Official Receipt Assigned Records Staff,
Conduct Ocular Inspection : LAOOIII 2. Pay the required fees'to the (OR) and forward the same to Records Vault custodians | 30 minutes
Minutes ’ City Treasurer’s office then oL
AOV. LAOOI o . for the transaction history research.
P Applicant/client should Prepare Inspection Report/FAAS 30 minutes / submit filled-up Form with T
. : i OR & supporting documents - - '
1110w.entry topremissios Review and recommend for approval of the FAAS | 60 minutes Assistant Dept. Head I1 R i gS : AAteeay 910 Ken XGRS TRcordy & anal}r:_?.e e istony o ,1 A Assessment Clerk 1,
taking of measurements, to Keceiving Section. related documents and prepare Transaction flow charts minutes . %
pictures, and videos during Approve the FAAS 60 minutes City Assessor II Asmgned‘ Rec.ords Statf,
the conduct of Ocular Tax Mapping Division Piarit the summarized real vrovertyuniis hisiore Admin Aide III,
: Assion P tv Identification Number (PIN b . s property unit’s history tracer .
Inspection for ssign Property Identification Number (PIN) 30 minutes Head, Alternate Offices i bs By, 30 minutes ffksscssmetlt Clerk I,
documentation purposes . Assessment Clerk 1L Assigned Records Staff,
Encode details at the Real Property Assessment System (RPAS), 60 minutes Admin Asst. [V Review flow-charts and approve the printed Certificate of R Records Officer,
Print Tax Declaration (TD) and Notice of Assessment (NOA) Assigned Enco d;ng JSta ff History/Trace-back of the RPU Y Authorized Signatory
Update the Post Tax Mapping Control Roll (PTMCR) and Review At Tax Mapping Division Ensure the completeness of files and records and return all 30 minutes Ai::;l J::c(l;;t [
of assigned PIN Head, Alternate Officer Claim the Certificate of retrieved documents to the records vault/filing cabinets. = Assl ned R:mr o6t f’f
Check and review Tax Declaration Entires 60 minutes LAOO I : : . . :
R it Yof the Tax Declaration (TD) and Nog 3. Property History/Trace-back | Log and Release the History tracer/trace-back and file the 30 minut Assessment Clerk I,
ECER apprz:z;egsfneif (;(Ej:!}'atlﬂﬂ { J-an sl 60 minutes Assistant Dept Head 11 Summary. SUPP(}I'ﬁ]'!g DPA Documents. it ASSignEd Records Staff,
Approve the Tax Declaration (TD) and NOA 60 minutes City Assessor II
Secure the issued TD and require the payment of Ten (10) years : ;
Back Tax Hiiminntes | S Aaistant Cept el K. ANNOTATION OF SALE, DONATION, TRANSFER & OTHER CONVEYANCES
ck Taxes
4 Receive the Official Receipt of the of 10 years Back Taxes and At Admin Aide III, INVOLVING UNSEGREGATED PORTION OF THE REAL PROPERTY UNIT
" | Pay the Real Property Tax at forward to encoder Admin Officer II
the City Treasurer’s Office Validate the approved TD Assistant Dept. Head I1 Office/Division Involved | Office of the City Assessor, Real Property Appraisal & Assessment Division, Tax Mapping Division, Assessment Records
in the Real Property Assessment System (RPAS ks City Asse.ssor I : Makzgants b Pt R ACHIDIE e DV
Admin Aide [ Service Category: External
Scan and Upload the TD with the Supporting Documents to the _ / Classification: Complex Type of Transaction
5. : ; 30 minutes Assessment Clerk I, P yp
Claim Tax Declaration (TD) | Data Management System (DMS) and file the same accordingly. Assigned Records Staff Type of Transaction G2C - Government to Citizen
and Notice of Assessment Admin Aide II1, G2G - Government to Government
(NOA) Log TD with NOA and Release the Tax-payer’s Copy. 30 minutes Assessment Clerk I, Who may avail: Declared Owners of Real Property in Lapu-lapu City and their Authorized Representatives
Assigned Records Staff CHECKLIST OF REQUIREMENTS WHERE TO SECURE
® [Letter request with contact details Client / Applicant
e Special Power of Attorney (SPA) or Letter of Authorization/Consent from the Owner or Declarant if Client / Applicant
: ; : ien ican
F. ISSUANCE OF NEW TAX DECLARATIONS FOR PARTITION OR SUBDIVISION OF LOT requestor is not the Owner or Declarant of the involved RPU/s i
In case of Juridical Entities — Board Resolution or Secretary’s Certificate designating the authorized : .
representative and copy of the latest General Information Sheet (GIS) Glient/pplicant
Office/Division Involved - i ‘ ivisi ing Divisi
Office of the City Assessor, Real Prnpleft.y Apprms'al'& Aslsessrru:l:sft Division, Tax Mapping Division, ® Original & Photocopy of Valid Identification Card (ID) of Property Owner/Requestor and the Client / Applicant
Assessment Records Management Division, Administrative Division Authorized Person, if applicable lent/ Applican
SEDICECAteROIY; External _ e Certified true copy of Certificate of Title (OCT/CTC/CCTC, etc) from the RoD showing the inscribed Registry of Deeds (RoD)
Classification: Highly Technical Type of Transaction annotation of the specific transaction
Type of Transaction G2C - Government to Citizen ® Deed of Conveyance (i.e. Extra-Judicial Declaration or Settlement of Heirs, Affidavit of Registry of Deeds (RoD)
G2G - Government to Government Adjudication, Sale, Donation, Barter, Exchange, Transter, etc.) — certified true copy from RoD
Who may avail: Declared Owners of Real Property in Lapu-lapu City and their Authorized Representatives ® Original copy of Certificate Authorizing Registration (CAR) from BIR or Certified copy from RoD Bureau of Internal Revenue (BIR)
CHECKLIST OF REQUIREMENTS WHERE TO SECURE ® _Real Property Tax Clearance - current g b o G )
¢ Request Letter with contact information Client / Applicant e  Official Receipt (OR) of Transfer Tax Payment — photocopy City Treasurer’s Office (CTO)
e Special Power of Attorney (SPA) or Letter of Authorization/Consent from the Owner or Declarant if processor Client / Applicant * Official Receipt (OR) for payment of Annotation Fee City Treasurer’s Office (CTO)
is not the Owner/Declarant of the involved RPU/s gdits P ® Streetview pictures of the building and other improvements within the real property involved Client / Applicant
In case of Juridical Entities — Board Resolution or Secretary’s Certificate and latest copy of the General Client / Applicant
Information Sheet (GIS)
. Dr1g1nal. & Phc?tompy of Valid Identification Card (ID) of Property Owner/Requestor and the Authorized Client [ Applicant . . :
Person, if applicable StEPS in PIﬂCESSlﬂg Proxessing , . . bees »
¢ Partition Survey Plan with Technical Description prepared by a Licensed Geodetic Engineer and duly } . Time CISORNS KESPONSIDIE to be pai
approved by the Land Management Bureau (LMB) of the Department of Environment and Natural Resources Sl Ghen S ApeChaxtan (In Peso)
o Certified True Copy from the RoD of registered Deed of Partition, Extra-judicial Partition, and other Cliést [ Applicaris Prﬁseut le.tte;—r:quest With: [ o e the letter-request with DPA requirements | 30 minutes Adiiisrative Aida T .
instruments for subdivision of solely or commonly owned lot 1 ¢ Zreq?’:‘? hﬂmm‘i“tsf and the specific document for Inscription as entry/ AOIL : PEIG' U per
o Court Order or Decision ordering the Partition of property, in case of judicial partition Local Courts (RTC/MCTC) Al Wit ?r tt‘e IESUIL G Ao, inscription Receiving counter Staff ntry/Inscription
» Certificate of Tax Clearance for the current year City Treasurer’s Office b ‘ _ :
Determine the completeness of the required 7 AQ 1V, assigned
t T P . Fics Receive the stamped documents and forward to evaluation officer Officer of the Day
S €ps In I'rocessing Processing Bastns R s orsibl s “Received” copy of the Evaluate the presented documents & assign an A i LAOO I, LAOOIIL AO YV,
Client Steps Agency/LGU Action Time P a Pp 2. | request and wait for 2 to 3 Encoder for preparation of new TD in the RPAS. THTHEES | A ssessment Officer assigned
1. | Submit the lett & Admiristeatve Aide IIT i days to claim the copy of Encode details at the Real Property Assessment Assessment Clerk 11,
' du m E ¢ ;r—re::zl;es % Receive the letter-request with the required documents and | 30 minutes mmliz Ir e N new TD with the System (RPAS), Print Tax Declaration (TD) with the | 60 minutes Admin Asst. 1V,
ocuments and wait for fae forward to evaluation Officer per RPU . . one [nscription. inscribed Annotation. Assigned Encoding Staff,
result of initial evaluation. Receiving counter Staff Update the Post Tax Mapoing C | Roll (PTMCR Tax Mappine Divisi
2 Determine the completeness of documents and forward to poate fie Fost Tox Mapping oo RoL } 30 minutes YRR RS
= Receive the stamped p3oL. e 2t S 3 e ‘ AO 1V, assigned and review the assigned PIN Head/ Alternate Office
“Received” f Real Property Appraisal & Assessment Division for 60 minutes Offi £ the D
BLEIVEX i COP): R TRgU=S inspection Gerot Hhic LAy Check and review Tax Declaration 30 minutes LAQO III
Conduct Ocular Inspection 120 Minutes LAOOL LAOO 1, Recommend for approval of the Tax Declaration | 60 minutes |  Assistant Dept Head II,
AOYV, Assessment Officer : : :
Prepare Field Appraisal & Assessment Sheet (FAAS) 30 minutes assigned Approve the Tax Declaration (TD) 60 minutes City Assessor II
Applicant/client should Review FAAS & Recommend for approval. 60 minutes Assistant Dept. Head II Validate the approved TD in the Real Property 40 ininiites AﬁSisfa"t Dept Head II,
allow entry to premises for Approve the FAAS 60 minutes City Assessor II Asceasment aysten. (oo City Assessor I
A taking of measurements, ) . ; Tax Mapping Division Scan and Upload the TD with the Supporting Assessment Clerk I,
; i i Assign Property Identification Number (PIN) 30 minutes : Documents to the Data Management System (DMS 30 minutes Admin Aide 111,
pictures, and videos during Head, Alternate Officer Claim th T 8 y (DMS)
the conduct of Ocular Encode details at the Real Property Assessment System Assessment clerk II, 3, Decla::t::m :r;;Tns:;bed and file the same accordingly. Assigned Records Staff
Inspection for (RPAS), and print Tax Declaration (TD) and Notice of 60 minutes Admin Assistant IV, e TR Log of the new TD and Release the Taxpayer’s Copy | 30 minutes A.ssessment Clerk I,
documentation purposes Assessment (NOA) assigned encoding staff Assigned Records Staff,
Update the Post Tax Mapping Control Roll (PTMCR) and 30 minutes Tax Mapping Division
Review of assigned PIN Head, Alternate Officer L. ANNOTATION OF AFFIDAVIT OF ADVERSE CLAIM, REAL ESTATE MORTGAGE, LIS PENDENS
Check and review Tax Declaration 60 minutes LAOOIII CONTRACTS, TAX LIEN, LEVY, COURT ORDERS AND OTHER ENCUMBRANCES
Recommend for approval of the (TD) and (NOA) 60 minutes Assistant Dept. Head II
Approve the FAAS, Ta:fr Declaration (TD) ka?d NOA 60 minutes City Assessor Il I Office/Division Involved | Tax Mapping Division, Real Property Appraisal & Assessment Division
1 i : | z
Pay/ i Real Fropeny Takat . Instruct ]:fa;-,fment c.-f en (10) years Back Taxes 60 minutes Asms.ta.nt Df.fpt I-I.ead Service Category: External
4, tha Cit Treasirers Offica Receive the Official Receipt of the 10 years Back Taxes and S Administrative Aide III, Classification: | ; -
) transmit the same to the Assessment Division AOITI BLEl o Gh, ' Soinplesflypes Transé‘{tmn
Validate the approved TD 30 iiites Assistant Dept. Head II Type of Transaction G2C - Government to Citizen
in the Real Property Assessment System (RPAS City Assessor II G2G - Government to Government
Scan and Upload the TD with the Supporting Documents to Who may avail: Declared Owners of Real Property in Lapu-lapu City and their Authorized Representatives
P PP &
the Data Management S}rste.m (DMS) and file the same 30 minutes Admin Aide IIL CHECKLIST OF REQUIREMENTS WHERE TO SECURE
5. | Claim Tax Declaration (TD accordingly. Assessment Clerk I, ® Letter request with contact details Client / Applicant
> allmN a?: E: ;rettl?f1 (ID) Log the TD with Notice of Assessment (NOA)s and Release 30 mi Assigned Records Staff S T : : _
an otice of Assessment thie Taxspaver's Copy minutes e Special Power of Attorney (SPA) or Letter of Authorization from Requesting Party if the processor is Client / Applicant
(NOA) not the interested Party
In case of Juridical Entities — Board Resolution or Secretary’s Certificate designating the authorized Client / Applicant
representative and copy of the latest General Information Sheet (GIS)
G . 'SS UA Nc E 0 F c E RTI F l E D TRU E MAC H I N E co PY 0 F LATEST TAX D Ec LA RATI 0 N ® Original & Photocopy of Valid Identification Card (ID) of the Requesting Party/Requestor and the Client / Applicant
Authorized Person, if applicable
oo e Certified True Copy of Title from RoD showing the entry / inscription of annotation, if applicable. Registry of Deeds (RoD)
Office/Division Involved | Assessment Records Management Division
Service Category: External e (Certified true copy from RoD of the Documents for annotation (i.e Affidavit of Adverse Claim, Deed
C oot Simple Tvoe of Transaction of Real Estate Mortgage, Court Certification of Pending Case for Lis Pendens, Order of Tax Lien, Levy, Registry of Deeds (RoD)
: : P YP — Contracts, Court Orders) and other encumbrances for annotation on TD.
Type ot fransaction GZC~Govermnent to Citeen e Official Receipts (OR) as proof of payment for the Annotation Fee CTO
_ G2G - Government to Government
Who may avail: Declared Owners of Real Property in Lapu-lapu City and their Authorized Representatives
Steps in Processing Processin Fees
CHECKLIST OF REQUIREMENTS WHERE TO SECURE ‘ : Tiie 8 Persons Responsible to be paid
® Filled-up Requisition Form Client / Applicant Client Steps Agency/LGU Action = (In Peso)
® Special Power of Attorney (SPA) or Letter of Authorization/Consent from Owner/Declarant if requestor is not the Clienit f Applicait 1. | Present the letter-request with the
i i > -
Owner or Declarant of the involved RPU req_u};:e ddDI * dﬂcurfzents v !:he Receive the Letter-request with the required g mllznutes Admin. Aide I1I, AO1I, [Eﬂ'm fper
In case of Iundif:ﬂi Entities — Board Resolution or Se{tl'etar}"'s Certificate dESIS'I'lah“g the authorized rEprESEntativE Client IFJ Appllcant SPE‘C::.ICEI 3(;:1?;2::[@ rl;;li:(:?tlﬂn documents and forward to Records Officer fliiirigign RE‘CE‘iVng counter Staff h-i;.::;iﬁﬂn
° E}mof Gj[;eqluesfc;r s Filiation or heirship in case the RPU involved is an Estate or a property of deceased Client / Applicant cralaation,
wner/Declaran
® Original & Photocopy of Valid Identification Card (ID) of the Property Owner/Requestor and the Authorized Person, Client / Applicant Determine the documents’ acceptability for S
if applicable inscription and advise client to pay the exact 60 minutes el co: E?e : Il{—:lir’ d
¢ Copy of the Official Receipt (OR) on the payment Required Fees City Treasurer’s Office Pay the Annotation Fee at CTO annotation fee and assign encoder for the entry. sSistant LiCpe. Hiea
StEPS in Pro CESSiI‘Ig Protessting ' Fees | 2 a;;ld subn’u: t}:E O.R.. tl.:)gethm;‘wﬁh —
Client Steps Agency/LGU Action Time L tobepaid vebh by e Receive the O.R. together with the documents and : Asse:-:‘?mer:lt Sessie
(I Peso) forward to the assigned encoder. SUIminutes fﬁ;dmm Aute 11
Filled-out Request Form and Check the filled-up f dth ired Assigned Records Staff
1. present the documents, and request IECk the e 'up_ DI ARE N TegULLe 30 minutes P55.00 Receive the stamped “Received” Inscribe the annotation on the Original TD
; documents, and provide the exact charges to be 3. | copy of the request and wait for mirroring the entries made by the RoD on the title . Assessment Clerk I,
computation for the exact amount ! , per TD er TD PY q & y 30 ¢
to be paid. paid by the client at the CTO Admin Aide III, P around 2-3 days for the Certified and encode the same in the Real Property FHnuEes Admin Aide III,
Pay the charges at the City Asssasment Cleik 1 copy of TD with the inscription. Assessment System (RPAS.
2, Treasurer’s office then submit Receive the required documents & the Official Assigned Records Staff Record fh‘? a““f{mtﬁ'd transaction/document inthe | . . Asses:?mer::t Clerk I,
Filled-up Form with OR & Receipt (OR) and forward the same to Counter | 30 minutes Otfies 5 R“__}gmhiy of Annﬂtafed Dncumerft:;. ASIHN e .[ll,
supporting documents to the Staff for printing of CTMC Approve the inscribed ar‘mc}taﬂon o the original Spats e F{emrds Officer,
Receiving Section TD /RPAS and sign the Register. Assistant Dept. Head
_ : _ Advise client to request Certified True Machine Assessment Clerk I,
Review the doFuments and print the Cerrhhed ‘ . Special Agent II, Admin Copy of the Tax Declaration bearing the 30 minutes Admin Aide III,
True Machine Copy of Tax Declaration 60 minutes | Aide III: Assessment Clerk |, 4. Request for Certified True inscription if desired. Assigned Records Staff
(TD) Assigned Records Staff Machine Copy of the Tax Scan and Upload the TD with the Supporting Assessment Clerk I,
Roctirds Offics: Declaration bearing the Documents to the Data Management System 30 minutes Admin Aide III,
Approve the Certified True Machine Copy of TD | 60 minutes Kithikad Signatu;}f inscription, if necessary (DMS) and file the same accordingly. Assigned Records Staff
L d Release the Certified Admin Aide III
Claim Certified True Machine Copy B o 30 minutes P e
3. £ latest Tax Declaration (TD True Machine Copy of TD Assessment Clerk I,
QEAIEEE LE A L atRtO ( } File the Suppgrﬂng Documents. 30 minutes hgsigned Records Staff M- ISSUANCE OF CERTIFICATE OF NO IMPROVEMENT AND OTH ER RELATED CERTIF'CAT|0NS

Office/Division Involved | Tax Mapping Division, Real Property Appraisal & Assessment Division

H. ISSUANCE OF CERTIFIED COPY OF OLD TAX DECLARATION AND

Service Category: External
SUPPORTING DOCUMENTS Classification: Complex Type of Transaction
Type of Transaction G2C - Government to Citizen
Service Category: External Who may avail: Declared Owners of Real Property in Lapu-lapu City and their Authorized Representatives
Classification: Simple Type of Transaction CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Type of Transaction G2C - Government to Citizen e Filled-up Request Form Client / Applicant
G2G - Government to Government ® Special Power of Attorney (SPA) or Letter of Authorization/Consent from Owner/Declarant if Client / Applicant
Who may avail: Declared Owners of Real Property in Lapu-lapu City and their Authorized Representatives requestor is not the Owner or Declarant of the involved RPU
CHECKLIST OF REQUIREMENTS WHERE TO ® In case of Juridical Entities — Board Resolution or Secretary’s Certificate designating the authorized Client / Applicant
SECURE representative
e Filled-up Requisition Form Client / Applicant ® Proof of requestor’s Filiation or heirship in case the RPU involved is an Estate or a property of Client / Applicant
: ‘ L , : deceased Owner/Declarant
| %ii?;iitz?;etilzfi :\t:;::‘;}’é?zm LSS SRR Sams e O SR B Rson b ROL e B ecir Client / Applicant ¢ Original & Photocopy of Valid Identification Card (ID) of the Property Owner/Requestor and the Client / Applicant
Authorized P if applicabl
In case of Juridical Entities — Board Resolution or Secretary’s Certificate designating the authorized representative Client / Applicant Cu Dr;‘; ;;E{n'] ]R aPP 1:?0 ; % Rl T Gity Treastirer’s Office
. : e Copy of the Official Rece .R.) on the payment Required Fees - S
® Proof of requestor’s Filiation or heirship in case the RPU involved is an Estate or a property of deceased Owner/Declarant; Client / Applicant 24 = ) o o
e Original & Photocopy of Valid Identification (ID) of Property Owner/Requestor and the Authorized Person, if applicable; Client / Applicant ® Current Real Property Tax Clearance City Treasurer’s Office
ici i i : City Treasurer’s
* Loyl G S ReciphER O i pyment of Sequincd Fees; 4 Office » Street view pictures of the subject property showing improvements Client / Applicant
. L F
StEpS =L Processmg Exocessing Persons Responsible to l:)e1E . id
Client Steps : Time ponst pal
P Agency/LGU Action (I Doco)
Submit Filled-out Receive the Filled-out Request Form with supporting Adssssmiont ClaeKI z z
I Form with documents and forward to records vault custodian for retrieval | 30 minutes Assligried Ricords 6t gf P20.00 StEpS n PI'{}CESSmg Processing 5 = o : :‘EES -
1 . . ersons Responsible o0 be pai
supporting of records and files. For every page of Client Steps Agency/LGU Action Time P (In Pssoj
documents and Admin Aide III document, and he Filled
wait for the Retrieve the files and compute photo-copying fees and advise : : fraction thereof, SISt R b e -
) i 60 minutes Assessment Clerk I, Request Form with the P50.00
computation of client to pay the total charges at the CTO. . reproduced by : : : : : : ,
epiodiickion Fees Assigned Records Staff ohiko copiFiE Gr anty 1 supporting documents Receive the Filled-up Request Form and verify the required 30 minutes per per RPU
= . x ' P t the Filled- d ts and Official Receipt RPU :
. Receive the required documents & the Official Receipt (OR) and Admin Aide III, machine copy, not TR e E’: Hp SERSIEIAR ST Tax Mapping Staff,
Pay the required : , : : Request Form with the Admin Aide III
. ¢ the CTO forward the same to the records vault custodian for 30 minutes Assessment Clerk I, including any siippoting doeuments min Alde
2. cesd ,E printing/photocopying of requested documents. certification of '
and submit OR to Admin Aide 111 correctness. Examine the submitted street view Picmre&i and forward to A0 mairties
tht" I"ECQIVII'Ig Cl‘IE‘Ck the OR aI‘lCl Supp()l‘tlng dDCumel‘itS ElI‘ld PthO'COP}I thE 120 Neamennt ClaET asgigned personnel far online veriﬁcatign
counter old Tax Declaration (TD) and/or specific Supporting documents | minutes L 2
Assigned Records Staff T e Access Mapping applications and online verification system and
Approve the Certified Copy of Old Tax Declaration & 60 minutes Records Officer, PZ[}_‘?U _ report possible undeclared improvements and request for 30 minutes Tax Mapping Staff
Supporting Documents " | Authorized Signatory Pet CEI."['If'lGElE‘l(}H inspection
Admin Aide 11, 0£photnco:31ed Applicant/client should Tax Mapping officer
I oL - 9 _ Assessment Clerk [, QCLER 2z allow entry to the Conduct Ocular Inspection 120 minutes and Appraiser assigned
Em;ure com}: EtET[Z:J 0. t Tt";’; ?T‘: ars:tm::;m;i “bEPUtﬁlllg B0 thituites Assigned Records premises for taking of by Appraisal Division
il il b Abla bt i Staff measurements, pictures, | Received and verify Ocular Inspection Report and forward to A e Tax Mapping Division
and videos during the Assessment Division for FAAS preparation if positive. Head, Alternate Officer
3. | Claim certification, | Log the certifications, photocopied TD and support documents _ conduct of Ocular . o _
i : 30 minutes Assessment Clerk I, Inspection for Issue Certificate of No Improvement for Negative inspection ) .
photocopy of old and release to client :oned Records Staff _ 30 minutes Tax Mapping Staff
TD and Supporting Assigned Records Sta documentation Report
File the Data privacy Documents. 30 minutes purposes
documents Received Tax Declaration and NOA transmitted by the e Tax Mapping Division
Appraisal Division for undeclared Property Y2P Head, Alternate Officer
Issue Certification that the Real property has a certain number of : .
|. ISSUANCE OF CERTIFICATE OF LAND HOLDINGS AND RELATED CERTIFICATIONS 5, | Sl the Cafifiate of improverments 20 minutes RS
. _ < No Improvement or A Certification that the Real h :
Office/Division Involved with number of pprove Lerification that Eb SALpropertisosa/eeran % reiord Tax Mapping Division
o : : umber minutes ‘
Assessment Records Management Division, Administrative Division improvement/s i ] : Head, Alternate Officer
- of existing Improvements
Service Category: External Log the Certification and Release to client. File the Supporting W easiori Tax Mapping Staff /
Classification: Simple Type of Transaction Documents. S Admin Aide III
Type of Transaction G2C - Government to Citizen
G2G - Government to Government
Who may avail: Declared Owners of Real Property in Lapu-lapu City and their Authorized Representatives N' REPRODUCTION OF VICI N ITY MAP OR LOT LOCATION MAP
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Office/Division Involved | Tax Mapping Division
. Fl]le:fl-up Request Form — ‘ . Client / Applicant Service Category: ESEETA)
e Special Power of Attorney (SPA) or Letter of Authorization/Consent from Owner/Declarant if requestor is not the Clisht | Avplicant - - - -
e ent/ Applican Classification: Simple Type of Transaction
In case of Juridical Entities — Board Resolution or Secretary’s Certificate designating the authorized representative Client / Applicant Type of Transaction G2C - Government to Citizen
e Original & Photocopy of Valid Identification Card (ID) of the Property Owner/Requestor and the Authorized Client / Applicant G2G - Government to Government
Person, if applicable PP Who may avail: Declared Owners of Real Property in Lapu-lapu City and their Authorized Representatives
e Proof of requestor’s Filiation or heirship in case the RPU involved is an Estate or a property of a deceased Client / Applicant CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Owner/Declarant
» Official Receipts (OR) as proof of payment for the Certification Fee and Documentary Stamps Client / Applicant  Filled-up Request Form Client / Applicant
o Current Real Property Tax Clearance City Treasurer’s Office e Special Power of Attorney (SPA) or Letter of Authorization/Consent from Owner/Declarant if requestor Client / Applicant
St T s e is not the Owner or Declarant of the involved RPU
: o e S S Processing Persons Responsible to be paid In case of Juridical Entities — Board Resolution or Secretary’s Certificate designating the authorized Client / Applicant
Client Steps Agency/LGU Action Time (I Peso) representative
Presenitthe Fillzout Reavaest Forit » Original & Photocopy of Valid Identification Card (ID) of the Property Owner/Requestor and the Client / Applicant
. . ques Receive the required documents and advise client to . Admin Aide III, Authorized Person, if applicable;
1. | with supporting documents and ; , | 30 minutes P50.00 / per - :
wait for the computationof exact | P2 thecomputed total charges to the City Treasurer's er RPU Assessment Clerk I, Cistificate e Proof of requestor’s Filiation or heirship in case the RPU involved is an Estate or a property of a Client / Applicant
amount til;) be paid Oftice (CTO) 3 Records Staff, deceased Owner/Declarant;
Pay the required feespto t.he City Recewe the Kequest Form, supporhing, docaments & Admmin Officer IV o Official Receipts (OR) as proof of payment for the Certification Fee and Documentary Stamps Tax. City Treasurer’s Office
2. Treasurer’s office then submit O.R. and forward the same to Counter Staff for printing | 30 minutes Assigned Officer
filled-up Form with OR & of the Certificate. of the Day
supporting documents to Steps in Processin ) Fees
Receiving Section. P 5 Pm{f B Persons Responsible to be paid
Client Steps Agency/LGU Action Time {17 Pistl)
Admin Aide III, _ _ ) ) _ _
Verify the documents and access RPAS to print the et Assessment Clerk I, 1. Submit Filled-up Form with RECE“"‘? the Filled-up Request I_"C"rm Wlﬂ_‘ the 30 minutes Tax HHPP}“g Staff, P50.00 per RPU
certification. minutes Special Agent 11, S poring dscEnts required documents and Official Receipt per RPU Admin Aide 1II
Assigned Records Staff Verify Sketch and/or Subdivision Plan ; Tax Mapping Staff,
Review and Approve the Certificate of Landholding or e Records Officer, is availableon file 60 minutes AdminAldaTT
Ceriihoate of No L andholdmgs SUonFeR signaton; Prepare Lot Plan and/or Vicinity Ma 30 minutes Admin Aide 111
Claim the Certificate of Log the Approved Certificate/s then Release the same to ; : : e : : tiei
; : 30 minutes : ) : Tax Mapping Division
3. Landholding or No Land client Assessment Clerk I, Approve the printed document 30 minutes Head. Alternate Officer
Holding, etc. Assigned Records Staff ;
File the Request Form and Supporting DPA Documents. | 30 minutes 2 Claim copies of Lot Plan Log and release the Lot Plan and/or Vicinity Map | 30 minutes ARV RRPIE Ol &
B Admin Aide III
and/or Vicinity Map




