1.ISSUANCE OF COMMUNITY TAX CERTIFICATE

A Community Tax Certificate (CTC) is a form of identification issued and paidat the
Municipal Treasurer’s Office to all individuals that have reached the age of 18 years
old. CTC is a proof that an individual is a resident of the Municipality and that he/she
paid the necessary dues arising from income derived from business, exercise of
profession, and/or ownership of real properties in the area.

Issuance of Community Tax Certificate (CTC) without interest is on January 1 to
February 28 of each year, while CTC issued on March 1 of each year onwards will
earn an interest of 2% per month.

Municipal Treasurer’s Office

Simple Transaction

Government-to-Citizens

General Public

1. Identification Card or old CTC (For Client
individuals) (1 Original or Photocopy)
2. SEC Registration or previous year's Client
declared gross sales (For corporation) (1
Original or Photocopy)
CLIENT STEPS | AGENCY ACTIONS | FEES TO | PROCESSING PERSON
BE PAID TIME RESPONSIBLE
1. Present 1. Interview applicant None 1 minute Revenue C_:o_llecti_on
ID/Declared gross | on source of Clerk/Administrative
sales. incomelverify Aide
declared gross sales Municipal Treasurer's
for the computation Office
of tax.
2. Wait for the 2. Fillup the CTC, None 3 minutes Revenue Collection
issuance of CTC. | compute the amount Clerk/Administrative
to be collected. Aide
Municipal Treasurer’'s
Office

PHP 5.00
plus PHP
1.00 for
every
PHP
1,000.00
income (
For
individual
s with
income)

Basic tax,
PHP 500
plus PHP
2 for
every
PHP
5,000.00
income
(For
corporati
on)

2. PAYMENT OF BUSINESS TAX

There shall be collected an annual fee at the rates provided for the issuance of
Business Permit to every person that shall conduct business, trade or activity within
the municipality.

Municipal Treasurer’s Office

Simple Transaction

Government-to-Citizens

Taxpayers or their authorized representative

1. System-encoded application
(New/Renewal) ( 1 Original)

Municipal Treasurer’s Office
1% Floor, Municipal Hall, Gen. Luna St.,

4. PAYMENT OF TRAFFIC VIOLATION FEES

All confiscated driver’s license subject for violation of traffic rules and regulation shall
be claimed from the Police Station Office after paying/ rendering the corresponding
penalty at the Municipal Treasurer’s Office.

Municipal Treasurer’s Office
Simple Transaction
Government-to-Citizens
Traffic violators or authorized representative
1. Traffic Citation Ticket (1 Original) PNP/PTEMO Office
1% Floor, Municipal Hall, Gen. Luna St.,
Poblacion, Porac, Pampanga
CLIENT STEPS | AGENCY ACTIONS | FEES TO | PROCESSING PERSON
BE PAID TIME RESPONSIBLE
1. Present Traffic | 1. Verify Traffic None 1 minute Revenue Collection
Citation Ticketto | Citation Ticket and CIerk/Administrative
collection clerk. compute the total Aide
fines for violations M”""f'pa' )
committed. Treasurer’s Office
2. Pay 2. Collect payment As stated 3 minutes Revenue Collection
corresponding and issue Official in the Clerk/Administrative
amount and wait | Receipt. Traffic Aide
for issuance of Citation Municipal |
Official Receipt. Ticket Treasurer's Office
TOTAL: | As stated 4 minutes
in the
Traffic
Citation
Ticket

7. ISSUANCE OF NEW BUSINESS PERMIT

The Municipal Government of Porac, Pampanga, through its Business Permit
Licensing Office (BPLO), aims to promote ease of doing business have been the
centerpiece of this current administration which BPLO carries the great responsibility
not just in the implementation at the local level but also in the national policymaking.

Business Permit Licensing Office

Simple Transaction

Government-to-Citizens

Entrepreneurs

1. DTI/SEC/CDA Registration
(1 photocopy)

Department of Trade & Industry/ Securities &
Exchange Commission/ Cooperative
Development Authority

Regional Office No. 3

SACOP, Maimpis, City of San Fernando

Local Fire Station
Poblacion, Porac, Pampanga

2. Fire Safety Evaluation Clearance
(FSEC)/Fire Safety Inspection Clearance
(FSIC) for Occupancy (1 original)

3. Occupancy/Building Permit

Municipal Engineer’s Office

(1 original) 2™ Floor, Municipal Hall, Gen. Luna St.,
Poblacion, Porac, Pampanga

4. Business Capitalization Client

(can be found at the form)

5. Barangay Business Clearance Barangay Hall

(1 original)

6. Resolution of No Objection (if Barangay Hall

applicable)

(1 photocopy)
7. Zoning Clearance
(1 photocopy)

Municipal Engineer’s Office
2" Floor, Municipal Hall, Gen. Luna St.,
Poblacion, Porac, Pampanga

8. Sangguniang Bayan Resolution (if
applicable)
(1 photocopy)

Office of the Sangguniang Bayan
2™ Floor, Municipal Hall, Gen. Luna St.,
Poblacion, Porac, Pampanga

Gitizen's Charter -
Municipal Treasurer’s Office

3. Sign and affix
thumb mark on

3. Collect payment
and issue CTC.

the s
provi

CTC.

pace
ded on the

PHP
60.00
(For
individual
s with no
income)

Basic tax,
PHP 5.00
plus PHP
1.00 for
every
PHP
1,000.00
income (
For
individual
s with
income)

Basic tax,
PHP 500
plus PHP
2 for
every
PHP
5,000.00
income
(For
corporati
on)

1 minute

Revenue Collection
Clerk/Administrative

Municipal Treasurer’s

Aide

Office

TOTAL:

PHP
60.00
(For
individual
s with no
income)

Basic tax,

5 minutes

Poblacion, Porac, Pampanga

2. Duly computed assessment

Municipal Treasurer’s Office

(1 Original) 1% Floor, Municipal Hall, Gen. Luna St.,
Poblacion, Porac, Pampanga
CLIENT STEPS AGENCY FEES TO | PROCESSING PERSON
ACTIONS BE PAID TIME RESPONSIBLE
1. Proceed to 1. Search name of None 1 minute Revenue Collection
collection clerk and | taxpayer/business C/erk/Administrative
state the name of | in the BPLS. Aide
taxpayer/business. Municipal
Treasurer’s Office
2. Pay 2. Receive payment | Dependin 3 minutes Revenue Collection
corresponding and issue Official gonthe Clerk/Administrative
amount and wait for | Receipt. amount Aide
issuance of Official Municipal |
Receipt. Treasurer’s Office
TOTAL: | Dependin 4 minutes
g on the
amount

5. TAX CLERANCE CERTIFICATION

Tax Clearance is usually used for documentation purposes.

1. Official Receipt of Real Property Tax
payment (1 Original or Photocopy)

Municipal Treasurer’s Office

Simple Transaction

Government-to-Citizens

RPT Division

Municipal Treasurer’s Office

Real Property owners or their authorized representatives

1% Floor, Municipal Hall, Gen. Luna St.,
Poblacion, Porac, Pampanga

CLIENT STEPS | AGENCY ACTIONS | FEES TO | PROCESSING PERSON
BE PAID TIME RESPONSIBLE
1. Present Real 1. Verify RPT None 1 minute Revenue Collection
Property Tax payment in the i-Tax Cle(k/Administrative
Official Receipt to | system Aide/RPT Clerk
RPT clerk Municipal
Treasurer’s Office
2. Pay the 2. Print the Tax PHP 3 minutes Revenue Collection
certification fee to | Clearance and 100.00 Clerk/Administrative
Fees & Charges | attach Official for the Aide/Fees & Charge
collection clerk Receipt Certificati Clerk
on Municipal
Treasurer’s Office
3. Wait for 3. Present Tax None 3 minutes Revenue Collection
issuance of Tax Clearance for C/e(k/Administrative
Clearance approving officer's Aide/RPT Clerk
signature, then issue Municipal
the document to tax Treasurer’'s Office
payer
TOTAL: PHP 7 minutes
100.00

(1 photocopy)

9. Environmental Compliance Certificate
(ECC) (if applicable)

Department of Environment & Natural Resources

Regional Offi

ice No. 3

SACOP, Maimpis, City of San Fernando

10. Contract of Lease (if lessee) Lessor
(1 photocopy)
AGENCY FEES TO | PROCESSING PERSON
CLIENT STEPS ACTIONS BE PAID TIME RESPONSIBLE
1. Assess and pay 1. Receive the It depends 30 minutes License Inspector
the necessary fee complete on the total "
documentary assessment Municipal
requirements and Téza;‘;gjr
prlnt.the afiicial Treasurer’s Office
receipt.
2. Approve and 2. Give the None 15 minutes Office of the
release mayor’s permit Mayor
plate and sticker
to the client
TOTAL: | Depends on 45 minutes
the total
assessment

8. ISSUANCE OF RENEWAL BUSINESS PERMIT

The Municipal Government of Porac, Pampanga, through its Business Permit
Licensing Office (BPLO), aims to promote ease of doing business have been the
centerpiece of this current administration which BPLO carries the great responsibility
not just in the implementation at the local level but also in the national policymaking.

(1 photocopy)

Business Permit Licensing Office

Simple Transaction

Government-to-Citizens

Entrepreneurs

1. DTI/SEC/CDA Registration

Department of Trade & Industry/ Securities &

Exchange Commission/ Cooperative

Developmen
Regional Off

t Authority
ice No. 3

3. PAYMENT OF REAL PROPERTY TAX

It is the responsibility of the municipal treasurer and her deputies to collect real
property tax with interest thereon and related expenses, and the enforcement of
remedies provided under the Local Government Code of 1991 (R. A. 7160).

The Municipal Treasurer is deputized to collect all taxes on real properties located in
the municipality.

1. Notice of Assessment/copy of Tax
Declaration/previous RPT receipt
(1 Original or Photocopy)

Municipal Treasurer’s Office

Simple Transaction

Government-to-Citizens

Municipal Assessor’s Office

Real property owners or their authorized representatives

1% Floor, Municipal Hall, Gen. Luna St.,
Poblacion, Porac, Pampanga

CLIENT STEPS | AGENCY ACTIONS | FEES TO | PROCESSING PERSON
BE PAID TIME RESPONSIBLE
1. Present 1. Verify previous None 3 minutes Revenue Cpl[ectiqn
documents to RPT | payments and Clerk/Administrativ
clerk. compute taxes. e Aide
Municipal
Treasurer’s Office
2. Pay 2. Receive payment | Depending 5 minutes Revenue Collection
corresponding and issue Official on the Clerk/Administrativ
amount and wait Receipt. assessed e Aiqe
for issuance of value of MU”'C"Pal )
Official Receipt. the Treasurer’s Office
property
TOTAL: | Depending 8 minutes
on the
assessed
value of
the
property

6. PAYMENT OF OTHER FEES AND CHARGES
All payments are made in the Municipal Treasurer’s Office.

Municipal Treasurer’s Office

Simple Transaction

Government-to-Citizens

Tax payers or authorized representative

1. Assessment Form/Order of Payment Concerned department office
(1 Original)
CLIENT STEPS | AGENCY ACTIONS | FEES | PROCESSING PERSON
TO BE TIME RESPONSIBLE
PAID
1. Present order of | 1. Verify Order of None 1 minute Revenue Collection
payment to Payment to Clerk/Administrative
collection clerk collection clerk Aide/Fees & Charge
Clerk
Municipal Treasurer’s
Office
2. Pay the 2. Collect payment As 3 minutes Revenue Collection
corresponding and issue Official stated in Clerk/Administrative
amount and wait | Receipt the Aide/Fees & Charge
for Official Receipt Assess __ Clerk
ment Municipal Treasurer’s
Office
Form/Or
der of
Payment
TOTAL: As 4 minutes
stated in
the
Assess
ment
Form/Or
der of
Payment

SACOP, Maimpis, City of San Fernando

2. Fire Safety Evaluation Clearance
(FSEC)/Fire Safety Inspection Clearance
(FSIC) for Occupancy (1 original)

Local Fire Station
Poblacion, Porac, Pampanga

(1 original)

3. Occupancy/Building Permit

Municipal Engineer’s Office
2" Floor, Municipal Hall, Gen. Luna St.,
Poblacion, Porac, Pampanga

(1 photocopy)

4. Proof of Gross Receipts/ITR

Bureau of Internal Revenue

RR 4 Building, BIR Complex, Mc Arthur Highway
Sindalan City of San Fernando, Pampanga

5.Barangay Business Clearance

Barangay Hall

(1 original)
6. Contract of Lease (if lessee) Lessor
(1 photocopy)
AGENCY FEES TO | PROCESSIN PERSON
CLIENT STEPS ACTIONS BE PAID G TIME RESPONSIBLE
1. Assess and pay 1. Receive the It depends 30 minutes | License Inspector ||
the necessary fee complete on the total Municipal
documentary assessment Treasurer
requirements and Cashier
print the official Treasurer’s Office
receipt.
2. Approve and 2. Give the None 15 minutes Office of the Mayor
release mayor’s permit
plate and sticker
to the client
TOTAL: | Depends on 45 minutes
the total
assessment

Post- Registration

Requirement:

Sanitary Permit and other regulatory requirements could be complied and secured by
the applicant within 30 days otherwise will result in the revocation of the Business

Permit.




