1. SIMPLE TRANSFER OF TAX DECLARATION

The Municipal Government of Porac, Pampanga, through its Office of the Municipal
Assessor, aims to update and upgrade an equitable market value of real properties
and to account all real property units within the Municipality; to provide an efficient
frontline service in the field of real property taxation through properly trained,
responsible and highly motivated workforce.

This service is being availed at the Assessor’s Office every time there is change of
ownership from the declared owner to a new owner. This declaration is for real
property taxation purposes only and the valuation indicated herein are based on
schedule of fair market values prepared for the purpose and duly enacted into
Ordinance by the Sangguniang Panlalawigan under Ordinance No. 642 dated
11/14/2014.

Municipal Assessor’s Office

Simple Transaction

Government-to-Citizens

General Public

1. Certified True Copy Land Title (2
photocopy)

Registry of Deeds of Pampanga

2. Deed of Sale/Donation (2 photocopy) Registry of Deeds of Pampanga

3. Certificate Authorizing Registration Registry of Deeds of Pampanga

(CAR) (2 photocopy)

4. Transfer Tax (2 photocopy) Registry of Deeds of Pampanga

5. Tax Clearance Municipal Treasurer’s Office

1% Floor, Municipal Hall Bldg., Gen.Luna St.,

(2 photocopy) Poblacion, Porac, Pampanga

Citizen's Charter -
Municipal Assessor’s 0ffice

documents. 2.2 Prepare & None 2 minutes Assessment Clerk
print Notice of Municipal Assessor’s
Assessment Office
2.3 Check & sign None 1 minute Municipal Assessor
the Tax Municipal Assessor’s
Declaration Office
2.4 Prepare order None 1 minute Assessment Clerk
of payment Municipal Assessor’s
Office
3. Pay the necessary | 3. Issue order of PHP 2 minutes Revenue Collection
fee to the Municipal payment 100.00 leer_k
, _ per Tax Municipal
Treasurer’s Office Declaratio Treasurer’s Office
n
4. Received the 4. Release the None 1 minute Assessment Clerk
Tax Declaration Municipal Assessor’s
document Office
TOTAL: None 17 minutes

2. ISSUANCE OF CERTIFIED TRUE COPY OF TAX DECLARATION

The Municipal Government of Porac, Pampanga, through its Office of the Municipal
Assessor, aims to update and upgrade an equitable market value of real properties
and to account all real property units within the Municipality; to provide an efficient
frontline service in the field of real property taxation through properly trained,
responsible and highly motivated workforce.

This is being availed by taxpayers for various reasons such as: (1) for personal file of
the declared owner (2) for loan purposes (3) for transfer of ownership (4) for legal

purposes.

CLIENT STEPS AGENCY FEES TO | PROCESSING PERSON Municipal Assessor’s Office
ACTIONS BE PAID TIME RESPONSIBLE Simple Transaction
1. Present the 1. Verify the None 2 minutes Assessment Clerk Governmenito-Ciizens
requirements for requirements Municipal Assessor’s
ificati Office
verification. presented General Public
2. Wait for the 2.1 Encode & print None 8 minutes Assessment Clerk
evaluation of the Tax Municipal Assessor’s
declaration Office
1. Authorization letter (if not the owner) Client Declaratio
(1 original) n
2. Photocopy of valid ID/proof of identity Client
(owner &authorized representative)
(1 original)
3. .Off|C|§I receipt/Tax Clearance I\/ltmlmpal Treggurers Office 3. ISSUANCE OF CERTIFICATE OF NO IMPROVEMENT
evidencing full payment of real property 1~ Floor, Municipal Hall Bldg., Gen.Luna St.,
tax for the current year Poblacion, Porac, Pampanga The Municipal Government of Porac, Pampanga, through its Office of the Municipal
(1 original) Assessor, aims to update and upgrade an equitable market value of real properties
PERSON and to account all real property units within the Municipality; to provide an efficient
CLIENT STEPS AGENCY FEES TO | PROCESSING RESPONSIBLE frontline service in the field of real property taxation through properly trained,
ACTIONS BE PAID TIME responsible and highly motivated workforce.
1. Present the 1. Verify the None 2 minutes Assessment Clerk . : . :
: : L ; This is being availed by taxpayers as supporting document also for change of
requirements for requirements Municipal Assessor’s . .
o Office ownership from the declared owner to a new owner. This document states that there
verification. presented . T . :
IS no existing improvement on the said property being transferred to another owner.
2. Wait for the 2.1 Check the None 2 minutes Assessment Clerk Monicoal A s O
o f records on file. Municipal Assessor’s unicipal Assessor’s Office
evaluation © Office Simple Transaction
documents 2.2 Prepare the None 1 minute Assessment Clerk Governmeniio-Citzens
order of payment Municipal Assessor’s
Office :
General Public
3. Pay the necessary | 3. Issue order of PHP 2 minutes Revenue Collection
fee to the Municipal | payment 100.00 y Clerk I 1. Authorization letter (if not the owner) Client
Treasurer's Office DF;CIaratio Treasurer's Office (1 original)
n 2. Photocopy of valid ID/proof of identity Client
4.Present the official | 4.1 Print the Tax None 1 minute Assessment Clerk (owner/authorized representative)
o Declaration Municipal Assessor’s (1 original)
receipt issued by Office — :
o 3. Affidavit of No Improvement duly Notary Public
the Municipal 4.2.Check & sign None 2 minutes Municipal Assessor notarized by a Notary Public.
Treasurer's Office the Tax Municipal Assessor’s (1 original)
Declaration Office — _ — , .
4 Official Receipt/Tax Clearance Municipal Treasurer’s Office
5. Received the 5. Release the None 1 minute Assessment Clerk evidencing full payment of real property 1% Floor, Municipal Hall Bldg., Gen.Luna St.,
document Tax Declaration Municipal Assessor’s tax for the current year. Poblacion, Porac, Pampanga
Office (1 original)
TOTAL: 18'6'20 11 minutes CLIENT STEPS AGENCY FEES TO | PROCESSING PERSON
- ACTIONS BE PAID TIME RESPONSIBLE
per Tax
1. Present the 1. Verify the None 2 minutes Assessment Clerk 4. ISSUANCE OF CERTIFICATE OF PROPERTY HOLDINGS 3. Pay the 3. Issue order of PHP 2 minutes Revenue Collection
requirements for requirements Municipal Assessor’s N _ _ o payment 100.00 Clerk
verification. presented Office The Municipal Government of Porac, Pampanga, through its Office of the Municipal necessary fee to per Municipal
Assessor, aims to update and upgrade an equitable market value of real properties -~ TP Treasurer’'s Office
. . : = R : o the Municipal Certificati
2. Wait for the 2.1 Check the None 2 minutes Assessment Clerk and to account all real property units within the Municipality; to provide an efficient on
ovaluation of records on file. MU”'C'F’gfﬁssessor s frontline service in the field of real property taxation through properly trained, Treasurer’s Office
documents _ responsible and highly motivated workforce. 4. Present the official | 4.1 Print the None 1 minute Assessment Clerk
2.2 Prepare the None 1 minute MAs§e_ss‘;n:nt Clerk, This service is being availed for used as supporting document for extrajudicial receiot issued b Certification Municipal Assessor's
order of payment ummpgfﬁ::essor S settlement of estate of deceased person’s transaction which is being used for P y requested. Office
computation of estate tax. the Municipal 4.2 Check& sign None 2 minutes Municipal Assessor
— ; - ; - the Certification Municipal Assessor’s
3. Pay the 3. Issue order of PHP 2 minutes Revenue Collection Municipal Assessor's Office Treasurer's Office requested. Office
¢ payment 100.00 Clerk Simple Transaction : :
necessary fee to per Municipal _ 5. Received the 5. Release the None 1 minute Assessment Clerk
the Municipal Certificati Treasurer’s Office Government-to-Citizens document Tax Declaration MU”'C'pgf;?::essor s
: on
Treasurer’s Office General Public TOTAL:| PHP 14 minutes
4. Present the official | 4.1 Print the None 1 minute Assessment Clerk 100.00
receipt issued by the | Certification Municipal Assessor’s S : : per
Municipal Treasurer's | requested Office 1. Au_thorlzatlon letter (if not the owner) Client Certificati
Office : : __ (1 original) on
4.2 Check & sign None 2 minutes Municipal Assessor
the Certification Municipal Assessor’s 2. Photocopy of valid ID/proof of identity Client
requested. Office (owner/authorized representative)
_ _ (1 original)
5. Received the 5. Release the None 1 minute Assessment Clerk
document Tax Declaration Municipal Assessor’s 3. Official receipt evidencing full payment | Municipal Treasurer's Office
Office of real property tax for the current year | 1% Floor, Municipal Hall Bldg., Gen.Luna St.,
TOTAL: PHP 11 minutes (1 original) Poblacion, Porac, Pampanga
100.00 PERSON
AGENCY FEES TO | PROCESSING
Cegi'rcat' CLIENT STEPS ACTIONS BE PAID TIME RESPONSIBLE
ificati
on 1. Present the 1. Verify the None 2 minutes Assessment Clerk
requirements for requirements Municipal Assessor’s
verification. presented Office
2. Wait for the 2.1 Check the None 5 minutes Assessment Clerk
_ records on file. Municipal Assessor’s
evaluation of Office
documents 2.2 Prepare the None 1 minute Assessment Clerk
order of payment Municipal Assessor’s
Office




