
 

 

 

 

1. Collection Of Business Tax 
 
Business tax payments are collected and validated through issuance of Official Receipt. 
 

Office or Division: Office of the Municipal Treasurer 

Classification: Simple 

Type of Transaction: G2C – Government to Citizen, G2B – Government to Business 

Who may avail: All DRT Business owners/operators 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Business Tax Assessment (assessed by the 
BPLO, reviewed by the Municipal Treasurer and 
approved by the LCE) (1 original copy) 
2. Cash / Manager’s or Cashier’s Check  

BPLO 
 
 
Business Owner 

CLIENT STEPS AGENCY ACTIONS 
FEES TO BE 

PAID 
PROCESSING 

TIME 
PERSON 

RESPONSIBLE 

1.1 Proceed to 
Taxpayer’s Windows 
at the Municipal 
Treasurer’s Office and 
present the approved 
Business Tax 
Assessment and pay 
the required amount 

1.1 Accept the 
approved Business Tax 
and Assessment 
 
1.1 Verify existence of 
assessment and 
encode the amount 
tendered 
 
*For check payment, 
encode the bank’s 
name, date, amount 
and check number 

None 7 minutes 
 
 
 
 

Diana M. Manayao 
AA III 
(Window 1) 
 
Aurelia C. Delos 
Santos 
AA I 
(Window 2) 
Office of the 
Municipal 
Treasurer 

2. Receive the 
Business Tax Official 
Receipt 

2.1 Validate payment 
and issue Business Tax 
Official Receipt 

As stated in 
the 

Business 
Tax 

Assessment 

3 minutes Diana M. Manayao 
AA III 
(Window 1) 
 
Aurelia C. Delos 
Santos 
AA I 
(Window 2) 
Office of the 
Municipal 
Treasurer 

 TOTAL 
TOTAL 

AMOUNT 
MAY VARY 

10 MINUTES 
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2. Sealing Of Weights And Measures 
 

The Municipality of DRT is empowered to levy fees for sealing of weights and measures at such 
reasonable rates (Sec. 151, LGC). Every person before using instrument of weights and measures for 
business, service, commercial or other transactions with the public within the LGU shall first have them 
sealed and pay the corresponding fee, fixed under an ordinance, to the Municipal Treasurer’s Office. 

 

Office or Division: Office of the Municipal Treasurer 

Classification: Simple 

Type of Transaction: G2C – Government to Citizen 

Who may avail: 
All DRT Taxpayers engaging in business that uses instruments of weights 
and measures 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Application for Testing / Sealing of weights and 
measure (1 original copy) 
2. Request Letter (1 original copy) 
3. Latest Official Receipt (1 original copy) 

Treasury Office 
 
Business Operator/Owner 
Business Operator/Owner 

CLIENT STEPS AGENCY ACTIONS 
FEES TO BE 

PAID 
PROCESSING 

TIME 
PERSON 

RESPONSIBLE 

1. Taxpayer submit 
request letter and 
present the weights 
and measure 
instrument for sealing  
 
  
 

1. Accept the letter 
request and evaluate of 
the business permit is 
valid and the latest tax 
obligation is settled 

➢ If the apparatus 
is found to be 
detective, the 
application shall 
be disapproved. 

➢ If the apparatus 
is in good 
condition, issue 
order of payment 

None 20 minutes 
 
 
 
 
 

Maribel C. Supleo 
ADA I 
 
Jonnalyn B. 
Fidelliaga 
LTOO I 
 
Michael M. Valencia 
Municipal Treasurer 
Office of the 
Municipal Treasurer 

2. Accept Order of 
Payment and pay the 
required amount and 
receive the Official 
Receipt 

2.1 Accept payment 
and issue Official 
Receipt 

As stated in 
the 

Municipal 
Ordinance 

5 minutes Diana M. Manayao 
AA III 
(Window 1) 
 
Aurelia C. Delos 
Santos 
AA I 
(Window 2) 
Office of the 
Municipal Treasurer 

3. Present the official 
receipt and the 
weighing instrument 
for sealing 

3.1 Check Official 
Receipt presented and 
permit if fully 
completed. Initiate the 
testing of the measuring 
apparatus. All findings 
shall be indicated in the 
application form 

None 30 minutes Maribel C. Supleo 
ADA I 
 
Jonnalyn B. 
Fidelliaga 
LTOO I 
Office of the 
Municipal Treasurer 
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 TOTAL 
TOTAL 

AMOUNT 
MAY VARY 

55 MINUTES  

Walk-in Taxpayer 

1. Taxpayer or vendors 
present the application 
form, the weighing 
scale and other 
required documents for 
verification 

1. Accept application 
form. Check if the 
weighing scale in in 
order and determine the 
business permit (for 
new) and latest official 
receipt for renewal and 
retirement and 
determine the 
expiration date  

None 15 minutes 
for every 
weighing 

scale 

Maribel C. Supleo 
ADA I 
 
Jonnalyn B. 
Fidelliaga 
LTOO I 
 
Michael M. Valencia 
Municipal Treasurer 
Office of the 
Municipal Treasurer 

2. Accept Order of 
Payment and pay the 
required amount 

2. Accept the payment 
and issue Official 
Receipt 

As stated in 
the 

Municipal 
Ordinance 

5 minutes Diana M. Manayao 
AA III 
(Window 1) 
 
Aurelia C. Delos 
Santos 
AA I 
(Window 2) 
Office of the 
Municipal Treasurer 

3. Present Official 
Receipt and wait while 
the instrument is for 
sealing 
3.1 Receive the sealed 
weighing 
scale/instrument 

3. Check the Official 
Receipt and perform 
the sealing of weighing 
sale / instrument 
3.1 Return the sealed 
instrument 

None 15 minutes Maribel C. Supleo 
ADA I 
 
Jonnalyn B. 
Fidelliaga 
LTOO I 
 
Michael M. Valencia 
Municipal Treasurer 
Office of the 
Municipal Treasurer 

 
TOTAL 

TOTAL 
AMOUNT 

MAY VARY 
35 MINUTES  

Calibration of Gasoline Pumps 

1. Taxpayer of 
gasoline dealer / 
gasoline station 
operator send request 
letter for calibration of 
gasoline pumps 

1. Conduct physical 
inspection of the 
gasoline station on 
quarterly basis for 
monitoring and 
checking of gasoline 
pumps 

None 2 hours  
(depends on 
the area / 
location of 
the gasoline 
station 

Maribel C. Supleo 
ADA I 
 
Jonnalyn B. 
Fidelliaga 
LTOO I 
 
Michael M. Valencia 
Municipal Treasurer 
Office of the 
Municipal Treasurer 

 

TOTAL 
TOTAL 

AMOUNT 
MAY VARY 

2 HOURS 
DEPENDS ON 

THE 
LOCATION 

 

 
 
 
 
 
 
 
 



 
 
 
 
 
 
 

3. Assessment And Billing Of Real Property Tax 
 

Compute for Real Property Taxes prior to its actual payment 
 

Office or Division: Office of the Municipal Treasurer 

Classification: Simple 

Type of Transaction: G2C – Government to Citizen 

Who may avail: All DRT Real Property Owners/Developers 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Tax Declaration (1 photocopy) 
2. Real Property Tax (RPT) Official Receipts 
(Latest) (1 original or photocopy) 
3. Land Title (if Available) (1 photocopy) 

Municipal Assessor’s Office 
Owner 
 
Registry of Deeds 

CLIENT STEPS AGENCY ACTIONS 
FEES TO BE 

PAID 
PROCESSING 

TIME 
PERSON 

RESPONSIBLE 

Current Real 
Property Tax (RPT) 
payment 
 1. Present latest 
official receipt, tax 
declaration of title. 

 
 
1.1 Verify the RPT 
Payment. 
 

None 
 

3 minutes 
 

Maribel C. Supleo 
ADA I 
 
Jonnalyn B. 
Fidelliaga 
LTOO I 
 
Michael M. Valencia 
Municipal Treasurer 
Office of the 
Municipal Treasurer 

2. Receive printed 
RPT bill. 

2.1 Issue printed RPT 
Bill. 
 

None 3 minutes Maribel C. Supleo 
ADA I 
 
Jonnalyn B. 
Fidelliaga 
LTOO I 
 
Michael M. Valencia 
Municipal Treasurer 
Office of the 
Municipal Treasurer 

3. Pay the required 
amount. 

3.1 Accept payment 
and issue Official 
Receipt. 

As stated in 
the RPT Bill 

 

3 minutes Diana M. Manayao 
AA III 
(Window 1) 
 
Aurelia C. Delos 
Santos 
AA I 
(Window 2) 
Office of the 
Municipal Treasurer 

 
TOTAL 

TOTAL 
AMOUNT 

MAY VARY 
9 MINUTES  
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Real Property Tax 
Delinquent 
1. Present latest 
official receipt/tax 
declaration, 
Statement/Notice of 
Delinquency and other 
requirements 
 

 
 
1.1 Verify the RPT 
Payment. 
 

None 
 

3 minutes 
 

Maribel C. Supleo 
ADA I 
 
Jonnalyn B. 
Fidelliaga 
LTOO I 
 
Michael M. Valencia 
Municipal Treasurer 
Office of the 
Municipal Treasurer 

2. Receive printed 
RPT bill. 

2.1 Assess and bill the 
Real Property tax due  

None 3 minutes Maribel C. Supleo 
ADA I 
 
Jonnalyn B. 
Fidelliaga 
LTOO I 
 
Michael M. Valencia 
Municipal Treasurer 
Office of the 
Municipal Treasurer 

3. Pay the required 
amount. 

3.1 Accept payment 
and issue Official 
Receipt. 

As stated in 
the RPT Bill 

 

3 minutes Diana M. Manayao 
AA III 
(Window 1) 
 
Aurelia C. Delos 
Santos 
AA I 
(Window 2) 
Office of the 
Municipal Treasurer 

 
TOTAL 

TOTAL 
AMOUNT 

MAY VARY 
9 MINUTES  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

4. Payment Of Miscellaneous Fees And Charges 
 
Collection of regulatory fees and various user/service charges as required by law and based 

on the Municipal Revenue Code of DRT. 
 

Office or Division: Office of the Municipal Treasurer 

Classification: Simple 

Type of Transaction: G2C – Government to Citizen 

Who may avail: All DRT taxpayers engaging in business, profession and/or transaction 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Depends on the type of transaction fee based on 
Revenue Code 

Treasurer’s Office 

CLIENT STEPS AGENCY ACTIONS 
FEES TO BE 

PAID 
PROCESSING 

TIME 
PERSON 

RESPONSIBLE 

FOR PAYMENT OF PROFESSIONAL TAX RECEIPT (PTR) (ALL PRC AND IBP CARD HOLDERS 

NEW: 
 Professional-
previous/currently 
employed in 
government 
 
1. Present original 
PRC ID 
 

1. Validate PRC ID 
 
 

None 1 minute Maribel C. Supleo 
ADA I 
 
Jonnalyn B. 
Fidelliaga 
LTOO I 
 
Michael M. Valencia 
Municipal Treasurer 
Office of the 
Municipal 
Treasurer 

2. Pay the required fee 
 

2. Accept the payment  
 

P 330.00 2 minutes Maribel C. Supleo 
ADA I 
 
Jonnalyn B. 
Fidelliaga 
LTOO I 
 
Michael M. Valencia 
Municipal Treasurer 
Office of the 
Municipal 
Treasurer 

3. Receive the 
Professional Tax 
Receipts 

3. Issue Professional 
Tax Receipts 

None 2 minutes Diana M. Manayao 
AA III 
(Window 1) 
 
Aurelia C. Delos 
Santos 
AA I 
(Window 2) 
Office of the 
Municipal 
Treasurer 
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 TOTAL P 330.00 5 MINUTES  

FOR PAYMENT FOR CIVIL REGISTRY FEES 

1. Taxpayer submit 
order of payment 
 
 
 
 

1.1 Accept order of 
payment issued by the 
Municipal Registrar’s 
Office 
 
 

None 
 
 
 
 
 

5 minutes Maribel C. Supleo 
ADA I 
 
Jonnalyn B. 
Fidelliaga 
LTOO I 
 
Michael M. Valencia 
Municipal Treasurer 
Office of the 
Municipal 
Treasurer  

2. Pay the required 
amount and receive 
official receipt 

2.1 Accept payment 
and Issue Official 
Receipt 

As stated in 
the order of 

payment 

3 minutes Diana M. Manayao 
AA III 
(Window 1) 
 
Aurelia C. Delos 
Santos 
AA I 
(Window 2) 
Office of the 
Municipal 
Treasurer 

 
TOTAL 

TOTAL 
AMOUNT 

MAY VARY 
5 MINUTES 

 

PAYMENT FOR CERTIFIED TRUE COPY OF TAX DECLARATION/CERTIFICATE OF NO 
IMPROVEMENT/NO REVISION/CERTIFICATE OF LAND HOLDING 

1. Taxpayer submit 
original order of 
payment from 
Assessor’s Office 
 
 

1.1 Accept order of 
payment issued by the 
Municipal Assessor’s 
Office 
 
 

None 
 
 
 
 
 

3 minutes Maribel C. Supleo 
ADA I 
 
Jonnalyn B. 
Fidelliaga 
LTOO I 
 
Michael M. Valencia 
Municipal Treasurer 
Office of the 
Municipal 
Treasurer  

2. Pay the required 
amount and receive 
official receipt 

2.1 Accept payment 
and issue official receipt 

As stated in 
the order of 

payment 

2 minutes Diana M. Manayao 
AA III 
(Window 1) 
 
Aurelia C. Delos 
Santos 
AA I 
(Window 2) 
Office of the 
Municipal 
Treasurer 

 
TOTAL 

TOTAL 
AMOUNT 

MAY VARY 
5 MINUTES  

PAYMENT FOR TAX CLEARANCE FOR REAL PROPERTY TAX 

1. Present Official 
Receipt for payment of 
Current Year’s Real 
Property Tax 
 

1.1 Accept and validate 
the documents 
 
 

None 
 
 
 

3 minutes 
 
 
 

Maribel C. Supleo 
ADA I 
 
Jonnalyn B. 
Fidelliaga 



➢ Requestor 
should be the 
owner or buyer 
of the real 
property 

➢ In case of 
buyer, present 
the Deed of 
Sale 

➢ If not the owner, 
present Special 
Powert of 
Attorney duly 
notarized 

➢ If heir, present 
Deed of 
Extrajudicial 
Settlement duly 
notarized 

LTOO I 
 
Michael M. Valencia 
Municipal Treasurer 
Office of the 
Municipal 
Treasurer  

2. Pay the required 
amount and receive 
official receipt 

2.1 Accept payment 
and issue Official 
Receipt and Tax 
Clearance 

P 55.00 2 minutes Diana M. Manayao 
AA III 
(Window 1) 
 
Aurelia C. Delos 
Santos 
AA I 
(Window 2) 
Office of the 
Municipal 
Treasurer 

 
TOTAL P 55.00 10 MINUTES  

PAYMENT OF OTHER FEES AND CHARGES AS AUTHORIZED IN THE MUNICIPAL REVENUE 
CODE 

1. Present Order of 
Payment 
 
 

1.1 Accept Order of 
Payment  
 
 

None 
 
 
 

3 minutes 
 
 
 

Maribel C. Supleo 
ADA I 
 
Jonnalyn B. 
Fidelliaga 
LTOO I 
 
Flordeliza D. Cruz 
Municipal Treasurer 
Office of the 
Municipal 
Treasurer  

2. Pay the required 
amount and receive 
official receipt 

2.1 Accept payment 
and issue Official 
Receipt 

As stated in 
the Local 
Revenue 

Code 

2 minutes Diana M. Manayao 
AA III 
(Window 1) 
 
Aurelia C. Delos 
Santos 
AA I 
(Window 2) 
Office of the 
Municipal 
Treasurer 

 
TOTAL 

TOTAL 
AMOUNT 

MAY VARY 
5 MINUTES  

 

 



 

 

 

 
 

5. Issuance Of Community Tax Certificate (Individual) 
 

Community Tax Certificate shall be used to every person or corporation upon payment of the 
Community Tax. A community tax shall be paid in the place of residence of the individual or in the place 
where the principal office of the juridical entity is located. (Art.246 (e) Sec.160, LGC) 

 

Office or Division: Office of the Municipal Treasurer 

Classification: Simple 

Type of Transaction: G2C – Government to Citizen 

Who may avail: All residents, business owners and taxpayers 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Community Tax Information Slip (CTIS) (1 
Original copy) 

Treasury Office 

2. New Business: Approved Application by 
BPLO (1 Original copy) 

BPLO 

3. Renewal of Business: Proof of Income 
(Approved Business Tax Declaration by BPLO) 
(1 Original copy) 

BPLO 

4. Individual: Proof of Income, Pay slip, BIR 
Form 2316 (1 Original copy) 

Treasury Office 

5. For Representative: Authorization Letter with 
a photocopy of government issued valid ID of the 
person being represented and the ID of the 
representative 

Treasury Office 

CLIENT STEPS AGENCY ACTIONS 
FEES TO BE 

PAID 
PROCESSING 

TIME 
PERSON 

RESPONSIBLE 

FOR NEW BUSINESS: 

1.Present approved 
application by BPLO 
 

1.1 Receive the 
assessment 

None 3 minutes Diana M. Manayao 
AA III 
(Window 1) 
 
Aurelia C. Delos 
Santos 
AA I 
(Window 2) 
Office of the 
Municipal Treasurer 

2. Pay the required 
amount and receive 
the CTC 

2.1 Accept the payment  P 100.00 2 minutes 

 TOTAL P 100.00 5 MINUTES  

FOR RENEWAL OF BUSINESS: 

1. Accomplish and 
present Community 
Tax Information Slip 
and approved 
business tax assessed 
by BPLO 

1.1 Accept the 
accomplished CTIS and 
required documents 
 
1.2 Encode the 
pertinent information 
declared on CTIS and 
compute tax due based 
on the declared gross 
sales on the CTIS 

None 3 minutes 
 
 
 
 

Diana M. Manayao 
AA III 
(Window 1) 
 
Aurelia C. Delos 
Santos 
AA I 
(Window 2) 
Office of the 
Municipal Treasurer 
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2. Pay the required 
amount and receive 
the CTC 

2.1 Accept the payment 
and release the CTC 

Amount to 
be paid 

depends on 
the income 
of taxpayer 

2 minutes 

 
TOTAL 

TOTAL 
AMOUNT 

MAY VARY 
5 MINUTES  

FOR INDIVIDUAL 

1. Accomplish and 
present Community 
Tax Information Slip  
 
 
 
 
 
 

1.1 Accept the 
accomplished CTCIS 
 
1.2 Encode the 
pertinent information 
declared on CTIS and 
compute tax due based 
on the declared gross 
salaries on the CTIS 

None 3 minutes 
 
 
 
 
 
 

Diana M. Manayao 
AA III 
(Window 1) 
 
Aurelia C. Delos 
Santos 
AA I 
(Window 2) 
Office of the 
Municipal Treasurer 2. Pay the required 

amount and receive 
the community tax 
certificate (CTC) 

2.1 Accept the payment 
and release the CTC 

Amount to 
be paid 

depends on 
the income 
of taxpayer 

2 minutes 

 
TOTAL 

TOTAL 
AMOUNT 

MAY VARY 
5 MINUTES  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

6. Issuance Of Community Tax Certificate (Corporation) 
 

Community Tax Certificate shall be used to every person or corporation upon payment of the 
Community Tax. A community tax shall be paid in the place of residence of the individual or in the place 
where the principal office of the juridical entity is located. (Art.246 (e) Sec.160, LGC) 

 

Office or Division: Office of the Municipal Treasurer 

Classification: Simple 

Type of Transaction: G2C – Government to Citizen 

Who may avail: All DRT residents, business owners and taxpayers 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1). Community Tax Declaration Form (CTIS)  
(1 original copy) 

Treasury Office 

2. New Business: Certificate of Registration 
(1 original copy) 

Securities and Exchange Commission 
Cooperative Development Authority 

3. Renewal of Business: Proof of Income 
(Approved Business Tax Declaration by BPLO) (1 
photocopy) 

BPLO 
Treasury Office 

4. For Representative: Authorization Letter with 
a photocopy of government issued valid ID of the 
person being represented and the ID of the 
representative  
(1 original copy and photocopy) 

Treasury Office 

CLIENT STEPS AGENCY ACTIONS 
FEES TO BE 

PAID 
PROCESSING 

TIME 
PERSON 

RESPONSIBLE 

FOR NEW BUSINESS: 

1. Accomplish 
Community Tax 
Information Sheet 
(CTIS) and present 
BPLO Assessment 

1.1 Accept the 
accomplished CTIS and 
required documents 
 
1.2 Encode the 
pertinent information 
declared on CTIS and 
computes tax due 
based on the declared 
gross sales on the CTIS 

None 3 minutes Diana M. Manayao 
AA III 
(Window 1) 
 
Aurelia C. Delos 
Santos 
AA I 
(Window 2) 
Office of the 
Municipal Treasurer 

2. Pay the required 
amount and receive 
the CTC 

2.1 Accept the payment 
and release the CTC 

Amount to 
be paid 

depends on 
the income 
of taxpayer 

2 minutes 

 TOTAL 
TOTAL 

AMOUNT 
MAY VARY 

5 MINUTES 
 

FOR RENEWAL OF BUSINESS: 

1. Accomplish and 
present Community 
Tax Information Slip 
and approved 
business tax assessed 
by BPLO 

1.1 Accept the 
accomplished CTIS and 
required documents 
 
1.2 Compute the tax 
due based on the gross 

None 3 minutes 
 
 
 
 

Diana M. Manayao 
AA III 
(Window 1) 
 
Aurelia C. Delos 
Santos 
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sales declared on the 
CTIS 

AA I 
(Window 2) 
Office of the 
Municipal Treasurer 

2. Pay the required 
amount and receive 
the CTC 

2.1 Accept the payment 
and release the CTC 

Amount to 
be paid 

depends on 
the income 
of taxpayer 

2 minutes 

 
TOTAL 

TOTAL 
AMOUNT 

MAY VARY 
5 MINUTES 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
 
 
 

7. Collection Of Real Property Tax 
 

Real Property tax payments are collected and validated through issuance of Official Receipts. 
 

Office or Division: Office of the Municipal Treasurer 

Classification: Simple 

Type of Transaction: G2C – Government to Citizen 

Who may avail: All DRT Real Property Owners/Developers 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1). Real Property Tax Bill (1 original copy) Treasury Office 

2). Cash, Manager’s/Cashier’s Check RPT Owner 

CLIENT STEPS AGENCY ACTIONS 
FEES TO BE 

PAID 
PROCESSING 

TIME 
PERSON 

RESPONSIBLE 

1. Proceed to 
Taxpayers Payment 
Window and present 
the Real Property Tax 
Bill at the assigned 
window and pay the 
required amount 

1.1 Accept the Real 
Property Tax Bill and 
payment 
 
1.2 Verify the existence 
of assessment and 
encode the amount 
tendered 

➢ For check 
payment, encode 
the bank’s name, 
date, amount 
and check 
number 
 

 

None 8 minutes Maribel C. Supleo 
ADA I 
 
 
Jonnalyn B. 
Fidelliaga 
LTOO I 
 
Michael M. Valencia 
Municipal Treasurer 
Office of the 
Municipal Treasurer 

2. Pay the required 
amount and receive 
RPT Official Receipt 

2.1 Validate payment 
and issue Real Property 
Tax Official Receipts 

As stated in 
the Real 
Property 
Tax Bill 

2 minutes Diana M. Manayao 
AA III 
(Window 1) 
 
Aurelia C. Delos 
Santos 
AA I 
(Window 2) 
Office of the 
Municipal Treasurer 

 
TOTAL 

TOTAL 
AMOUNT 

MAY VARY 
10 MINUTES  
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8. Issuance Of Accountable Forms 
 

Every officer of the local government unit whose duties permit or require the custody of funds, 
property / accountable forms shall be covered by a fidelity bond and such officer shall be accountable 
and responsible for said funds and property/accountable forms and for the safekeeping thereof in 
conformity with the provisions of law. (Sec.305 (f), LGC; Sec.101, PD No. 1445) 

 

Office or Division: Office of the Municipal Treasurer 

Classification: Simple 

Type of Transaction: G2G – Government to Government 

Who may avail: 
All DRT Bonded Accountable Officers, Appointed Barangay Treasurer’s and 
SK Treasurers 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1.Requisition and Issuance Slip (RIS)  
(1 original copy) 

Verification Section-Treasurer’s Office 

2. Confirmation letter of approved Fidelity Bond  
(1 original copy) 

Bureau of Treasury 

3. Memorandum designated as Collecting Officer 
(Municipal collectors) (1 original copy) 

Treasury Office 

4. Barangay / SK Resolution and Appointment 
Letter designated as Brgy./SK Treasurer (2 
original copies) 

Barangay Hall 

5. Authorization letter from Brgy. Captain 
requesting for accountable form (AF#51 and 
CTC-Individual)  
(1 original copy) 

Barangay Hall 

6. Authorization letter designated as Deputized 
Collector to acquire CTC-Individual (Brgy. 
Treasurer) (1 original copy) 

Treasury Office 

CLIENT STEPS AGENCY ACTIONS 
FEES TO BE 

PAID 
PROCESSING 

TIME 
PERSON 

RESPONSIBLE 

Barangay/SK 
Treasurer 
1. Present duly 
approved RIS and 
submit complete 
documentary 
requirements 

 
 
1.1 Accept approved 
RIS and evaluate the 
completeness of the 
submitted documents 
 
1.2 Check the fidelity 
bond effectivity date of 
the accountable officer 

 
 

None 

 
 

5 minutes 

 
 
Jonnalyn B. 
Fidelliaga 
LTOO I 
Office of the 
Municipal 
Treasurer 

2. Pay the cost of 
accountable form and 
requested and receive 
official receipt 

2.1 Accept payment 
and issue official receipt 

Depends on 
the 

prevailing 
price 

indicated in 
the 

Purchase 
Order 

2 minutes Diana M. Manayao 
AA III 
(Window 1) 
 
Aurelia C. Delos 
Santos 
AA I 
(Window 2) 
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Office of the 
Municipal 
Treasurer  

3. Receive and sign 
the receiving log-book 
of accountable forms 
and check the quantity 
and serial number of 
booklet/pad purchase 
and received copy of 
approved RIS 

3.1 Release the 
requested Accountable 
Form 
 
3.2 Consolidate the RIS 
with attached 
photocopy of Official 
Receipt 

None 5 minutes Jonnalyn B. 
Fidelliaga 
LTOO I 
Office of the 
Municipal 
Treasurer  

 TOTAL 
TOTAL 

AMOUNT 
MAY VARY 

15 MINUTES 
 

Bonded Accountable 
Officers/Municipal 
Collectors 
1. Submit duly 
approved RIS which 
indicated the quantity 
of un-issued 
Accountable Form 

 
 
 
1. Accept the approved 
RIS and check the 
fidelity bond effectivity 
date of the accountable 
officer 

 
 
 

None 

 
 
 

5  minutes 

 
 
 
Jonnalyn B. 
Fidelliaga 
LTOO I 
Office of the 
Municipal 
Treasurer  

2. Wait for the 
preparation of the 
requested accountable 
form 

2.1 Prepare and 
process the requested 
accountable form 

None 5 minutes Jonnalyn B. 
Fidelliaga 
LTOO I 
Office of the 
Municipal 
Treasurer 

3. Receive the 
accountable forms 
upon checking the 
quantity and serial 
numbers of 
booklet/pad 
3.1 Sign the receiving 
log-book and receive 
copy of the approved 
RIS 

3.1 Release the 
requested accountable 
form and require to sign 
the receiving log-book 
and portion of the RIS 
3.1 Encode the serial 
numbers of received 
booklet by the 
accountable officer thru 
the existing system 

None 5 minutes Jonnalyn B. 
Fidelliaga 
LTOO I 
Office of the 
Municipal 
Treasurer 

 TOTAL NONE 15 MINUTES  

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

9. Remittance Of Cash Collection 
 

Bonded Collectors at the end of business hours, shall prepare the Report of Collection and 
Deposits (RCD) and remit the collection to the authorized Liquidating Officer at the Office of the 
Municipal Treasurer. 

 

Office or Division: Office of the Municipal Treasurer 

Classification: Simple 

Type of Transaction: G2G – Government to Government 

Who may avail: All DRT Bonded Collector and Barangay Treasurer 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1.Report of Collection and Deposits (RCD)  
(1 original copy) 

Accountable Officer 

2.Issued or duplicate copy of Official Receipt Accountable Officer 

CLIENT STEPS AGENCY ACTIONS 
FEES TO BE 

PAID 
PROCESSING 

TIME 
PERSON 

RESPONSIBLE 

1. Submit duplicate 
copy of issued Official 
Receipt and present 
the Report of 
Collection and 
Deposits (RCD). 

1.1 Verify the accuracy 
of the amount collected 
based on the submitted 
issued or duplicate 
Official Receipt 

None 15 minutes Pamela T. Cruz 
ADA I 
(Liquidating 
Officer) 
Office of the 
Municipal 
Treasurer 

2. Receive the RCD 
with the initial of the 
verifier. 

2.1 Sign the RCD of the 
accountable officer 
upon checking the 
completeness and 
accuracy of the 
declared collection 

None 5 minutes Jonnalyn B. 
Fidelliaga 
LTOO I 
(Accountable 
Officer) 
Office of the 
Municipal 
Treasurer 

3. Submit to the 
Liquidating Officer for 
remittance of collection 
and receive the signed 
RCD as proof of 
remittance. 

3.1 Receive and count 
the cash/check remitted 
and release the signed 
RCD 

None 5 minutes Pamela T. Cruz 
ADA I 
(Liquidating 
Officer) 
Office of the 
Municipal 
Treasurer 

 TOTAL NONE 25 MINUTES  
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10. Receiving Incoming And Outgoing Correspondence 
 

The receiving and/or dissemination of the official documents such as memoranda, letters or 
correspondence from other Offices/Agency addressed to the Municipal Treasurer’s Office for 
information, compliance or claim of the requesting party. 

 

Office or Division: Office of the Municipal Treasurer 

Classification: Simple 

Type of Transaction: G2C – Government to Citizen 

Who may avail: 
All company, business establishments and/or government offices, 
taxpayers, employee with communication letter, for information or 
compliance addressed to this office 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Letter/Memoranda Agency/Taxpayer/Requesting Party 

CLIENT STEPS AGENCY ACTIONS 
FEES TO BE 

PAID 
PROCESSING 

TIME 
PERSON 

RESPONSIBLE 

1. Present the letter at 
the receiving area with 
other attached 
documents to prove 
your claim or request 
and receive the 
stamped copy (with 
date and control 
number) as proof 

1.1 Accept and stamp 
the receiving copy and 
other attached 
documents by the 
Receiving staff 
(provided with control 
number) 

None 5 minutes Maribel C. Supleo 
ADA I 
(Liason Officer) 
Office of the 
Municipal 
Treasurer 

2. Accept the letter 2.1 Receive in the 
logbook and the 
received 
letter/memoranda 
 
2.2 Evaluate the letter 
to whom it will be 
assigned 
 
 
2.3 Release the letter to 
appropriate personnel 
for proper action for 
dissemination 

None 
 
 
 

None 
 
 
 

None 

5 minutes 
 
 
 

5 minutes 
 
 
 

5 minutes 

Maribel C. Supleo 
ADA I 
(Liason Officer) 
 
Jonalyn B. 
Fidelliaga 
LTOO I 
 
Flordeliza D. Cruz 
Municipal 
Treasurer 
Office of the 
Municipal 
Treasurer 

 TOTAL NONE 20 MINUTES  
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11.  Collection Of Market Fees 
 

Collect fees from DRT Public Market per DRT Municipal Market Code. 
 

Office or Division: Office of the Municipal Treasurer 

Classification: Simple 

Type of Transaction: G2C – Government to Citizen 

Who may avail: All DRT Stallholders in the Public Market 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Market Stallholders: 
1. Latest Official Receipt (1 original or photocopy) 

Treasury Office 

CLIENT STEPS AGENCY ACTIONS 
FEES TO BE 

PAID 
PROCESSING 

TIME 
PERSON 

RESPONSIBLE 

Market Stallholders 
1. Present business 
permit, latest tax 
assessment and 
official receipt. 
2. Pay the required 
amount and receive 
Official Receipt 

 
1.1 Accept payment 
and issue Official 
Receipt 

 
Based on 

the amount 
indicated in 
the Order of 

Payment 

 
5 minutes 

 
Maribel C. Supleo 
ADA I 
Office of the 
Municipal 
Treasurer 

 
TOTAL 

TOTAL 
AMOUNT 

MAY VARY 
5 MINUTES 

 

Sealing Fee 
1. Taxpayer submit 
original order of 
payment 
 
 
2. Pay the required 
amount and receive 
Official Receipt 

1.1 Accept order of 
payment issued by the 
Treasury Office 
 
 
2.1 Accept payment 
and issue Official 
Receipt 

Based on 
the amount 
indicated in 
the order of 

payment 

5 minutes Maribel C. Supleo 
ADA I 
Office of the 
Municipal 
Treasurer 

 TOTAL NONE 5 MINUTES  
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