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PEACE, PROGRESS AND PROSPERITY
ONE DREAM. ONE VISION. ONE MISSION.
ONE FAMILY UNITED, ORGANIZED AND PROUD AGAIN.




GRANTING OF NEW AND RENEWAL OF EXISTING BUSINESS PERMIT

All businesses are required to secure a Business License and Mayor’s Permit prior to operating a new business or to continue operating an existing business.


The license must be renewed from January 2 to 20 every year. Surcharges and penalties are imposed after this period.


Business taxes for new establishments are based on capitalization. Those for succeeding years are computed as percentage of gross receipts/sales. Payments maybe made annually, semi-annually or quarterly. Taxes are due on the first 20 days of each quarter.

To facilitate the renewal of business permit, a one stop shop at the 2nd floor lobby of the Municipal Building is operated from January 2 to mid of February from Mondays to Saturdays.

If requirements are complete, this service can normally be completed in one (1) working day.

WHO MUST AVAIL OF THE SERVICE?

Citizens doing business or plan to do business within the municipality

TAXES, FEES AND CHARGES
Business Tax
-based on the type of business and capitalization 
Registration Fee
-based on type of business 
Mayor’s Permit Fee

-based on type of business

Sanitary Inspection Fee

-based on type of business

Health Certificate

-

Fire Safety Inspection Fee

-based on type of business

Certificate of Annual Inspection Fee
-based on type of structure

Garbage Fee

-5% of the corresponding license or permit fee
Business Plate

-P200.00 for newly started business

Business Sticker

-P60.00

REQUIREMENT (S)
· Business license application/assessment form

· Community Tax Receipt

· Barangay Clearance

ADDITIONAL REQUIREMENT FOR NEW APPLICATION
· Location sketch

· SEC articles of incorporation (for corporation)

· Sworn statement of capital investment by the owner or operator ( if sole proprietorship)

· Certificate attesting to the tax or free exemption if the business is exempted from the payment of a tax or fee

· Zoning certification that the location of the new business is in accordance with zoning rules and regulations
· Tax clearance showing that the owner or operator of business has paid all his tax obligations in this municipality

· Two (2) passport size pictures of the owner or operator of business. In the case of partnership, the picture of its President or General Manager

· Other supporting papers as maybe required

ADDITIONAL REQUIREMENT FOR RENEWAL
· Previous year’s Mayor’s Permit

· BIR certificate of tax receipt

· Audited Financial Statement or sworn statement of gross receipts or sales for the preceding calendar year

· SSS clearance

· Real Property Tax clearance

· Provincial Treasurer’s Office Tax clearance (for owners of cockpits, resorts with swimming pools, printing and publications and quarry operators) 

· List of names of employees
HOW TO AVAIL OF THE SERVICE
	FOLLOW THESE STEPS
	IT WILL TAKE YOU
	PLEASE APPROACH

	1. Secure and fill up application form  and present the requirements for initial review
	             3  minutes
	Business Permit & Licensing Section Window, Office of the Municipal Treasurer

	2. Assessment and Verification

     The BPLS staff will assess the accomplished application form and computes taxes, fees & charges.
    You will be asked some questions regarding the operation of your business.

     He/She also cross checks your name against the database to find any tax delinquency, then signs the “assessed by”
    
	5 minutes
	Revenue Collection Clerks

	FOLLOW THESE STEPS
	IT WILL TAKE YOU
	PLEASE APPROACH

	3. Recommendation of the assessment

     The Municipal Treasurer reviews and recommends to the LCE the assessment and affix her signature on “recommending approval”

	5  minutes
	   Municipal Treasurer

	4.Approval of the Assessment

     The LCE or his authorized representative reviews and approves the assessment


	5  minutes
	Mayor or Municipal Administrator


	5. Payment of Business Tax, Fees & Charges


	5 minutes
	Revenue Collection Clerk


	6. Completion of requirements

Present the official receipt as proof of payment to concerned offices in securing the required certifications and clearances


	2  hours
	MPDC –Zoning Certificate (for new applicant)
MEO-annual inspection certificate

RHU –Sanitary permit & health certificate

BFP-Fire safety inspection certificate

PNP – police clearance



	7. Issuance of Business Permit, Registration Plate and sticker
Proceed to the office of the mayor and submit all the documentary requirements for validation. 
The permit will be endorsed to the LCE for approval. Once approved, it will be released together will the business plate (new applicant) and sticker (renewal)


	15 minutes
	Office of the Mayor


SECURING A COMMUNITY TAX CERTIFICATE
ABOUT THE SERVICE

A Community Tax is paid in the local government unit where the residence of an individual or juridical person is located. It accrues on the first day of January each year and should be paid not later than the last day of February of each year. If the community tax is not within the prescribed period, there shall be added to the unpaid amount an interest of 24% per annum from the due date until it is paid.

Subject to this tax are inhabitants of LGUs 18 years old and above who are employed or engaged in business or corporation, or who own real property with value of at least P1,000.00 , or required by law to file income tax.

CTC’s are issued at window servicing community tax & receipt in the Municipal Treasurer’s Office.
REQUIREMENT (S)

-accomplished Personal Data Sheet Form

TAXES AND FEES
A. Individual

Basic Tax

P5.00

Additional Tax 
P1.00 for every P1,000.00 of gross income but not to exceed P5,000.00

B. Juridical Person

Basic Tax

P500.00

Additional Tax
P2.00 for every P5,000.00 gross receipts or worth of real property  but not to exceed P10,000.00

HOW TO AVAIL OF THE SERVICE
	FOLLOW THESE STEPS
	IT WILL TAKE YOU
	PLEASE APPROACH

	1. Accomplish Personal Data Sheet Form

Secure and accomplish 1 copy of PDS form available at the window


	1 minute
	Community Tax & other receipts window ,Office of the Municipal Treasurer

	2. Processing of CTC

Revenue collector will fill up the CTC and compute the amount to be collected


	2 minutes
	Revenue Collection Clerk

	FOLLOW THESE STEPS
	IT WILL TAKE YOU
	PLEASE APPROACH

	3. Issuance of CTC

Pay the corresponding amount to the revenue collector, sign on the CTC and put your thumb mark on the space provided


	2 minutes
	Revenue Collection Clerk


REAL PROPERTY TAX
ABOUT THE SERVICE

Real property tax is an annual tax on land, buildings and machineries based on real property assessment.  It becomes due and payable every first day January. Taxpayers may opt to pay the tax due thereon without interest in 4 equal installments due and payable on or before March 31st , June 30th , September 30th & December 31st.
WHO MUST AVAIL OF THE SERVICE

Real property owners

REQUIREMENT (S)

Latest real property tax receipt/copy of tax declaration/information sheet

RATE OF TAX

Tax due is computed at the rate of  1% of the assessed value for Basic Real Property Tax  and additional 1% of the assessed value for the Special Education Fund tax.


A 10% discount is given to prompt & advance payment while a penalty is imposed on late payments at the rate of 2% per month but not to exceed 72%.

HOW TO AVAIL OF THE SERVICE
	FOLLOW THESE STEPS
	IT WILL TAKE YOU
	PLEASE APPROACH

	1. Present requirements

Present requirements to the revenue collector. In the absence of latest tax receipt or tax declaration, fill up information sheet located at the window


	       1 minute
	Window servicing Real Property Tax , Office of the Municipal Treasurer


	FOLLOW THESE STEPS
	IT WILL TAKE YOU
	PLEASE APPROACH

	2. Issuance of Statement of Account (SOA)

The revenue collector will verify your record in the computer data base and will issue a  print out SOA


	        3 minutes/RPU
	     Local Revenue Collection Officer

	3. Payment of Real Property Tax

Pay the corresponding amount and wait for the issuance of official receipt


	        3 minutes/RPU
	       Local Revenue Collection Officer
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Republic of the Philippines

Municipality of Pagsanjan

Province of Laguna

Office of the Municipal Treasurer
PERFORMANCE PLEDGE
OFFICE OF THE MUNICIPAL TREASURER

FRONTLINE SERVICE

RESPONSE TIME
 
PERSONS RESPONSIBLE
ADMINISTRTIVE FUNCTION

Records and receives incoming 


  2 min 


Irene A. Tamondong

Communications

Respond to customer’s queries relating
 
30 min


Minerva L. Boongaling
to tax payments

Signs certifications and other documents
 3 min


Minerva L. Boongaling
Certify as to cash availability


  3 min


Minerva L. Boongaling
Signs checks




  2 min


Minerva L. Boongaling 
COLLECTION

Prepares Abstract of Daily Collection

10 min


Marilu S. Zalameda









Lorelie A.Dela Cruz










Mina E. Pabilonia

Prepares daily Record of Collection &

  5 min


Marilu S. Zalameda


Deposit (RCD)






Lorelie A.Dela Cruz










Mina E. Pabilonia
Receives daily cash collection 


15 min


Minerva L. Boongaling
Consolidate Record of Collection &

  5 min


Marilu S. Zalameda

Deposit & submit the same to the

Accounting Office

Records data of general collection in the

15 min


Minerva L. Boongaling


Report of Revenues & Receipts
Records data of general collection




Joal C. Guan

In the Statement of Receipt & 


Expenditure database

CASH DISBURSEMENT

Releases salaries, wages of


3 min


Joal C. Guan

Employees
Releases AICS to indigents


3 min


Joal C. Guan
 CHECK DISBURSEMENT

Receives and records voucher for 

1 min


Irene A. Tamondong
Certification of cash availability
Prepares and issues checks to vouchers

3 min


Irene A. Tamondong

Approved by the LCE for payment

Records check issued in the Check Register
1 min


Irene A. Tamondong
Records checks in the Report of Checks

1 min


Irene A. Tamondong

Issued (RCI)

Records check disbursement in the SRE ROE 1 min


Irene A. Tamondong

Database

Records VAT withheld in the BIR e-filing 
1 min


Irene A. Tamondong

System

Issue certificate of tax withheld to creditors/
1 min


Irene A. Tamondong

Employees

Releases checks to claimants/creditors

1 min


Irene A. Tamondong
LAND TAX DIVISION
Issues SOA




1  min


Yolanda T. Tan
Issues RPT receipts



3 min


Yolanda T. Tan
Generate and print Abstract of daily collection
3 min


Yolanda T. Tan
Prepares daily RCD (GF & SEF)

5  min


Yolanda T. Tan
Issues tax clearance



1 min


Yolanda T. Tan
Records RPT payments in the RPTAR

1  min


Joal C. Guan
BPLS
Assess business tax, fees and charges

5  min


Lorelie A. Dela Cruz
To business permit applicants




Mina A. Pabilonia








Gerry L. Tolentino

Receives payments for business tax fees

3  min


Lorelie A. Dela Cruz

And charges due to the municipal



Mina E. Pabilonia
government
Records payments of business tax in the 

1 min


Lorelie A. Dela Cruz


ledger







Mina E. Pabilonia

Inspects business establishments 

5 min


Gerry L. Tolentino
Issues certifications of retirement/closure
3 min


Lorelie A. Dela Cruz










Mina E. Pabilonia









Gerry L. Tolentino

PROCUREMENT
Receives records and assigns number to

1  min


Jacquiline Dimaranan
Purchase Requests
Conduct canvassing of estimated costs of
15  min


Annalee A. Aguilar

Requisitioned supplies, materials &


Equipments

Prepares abstract of Proposal


5  min


Jacquiline Dimaranan









Annalee A. Aguilar

Receives, records and assigns number to
1 min



Jacquiline Dimaranan

Purchase Orders

Purchase supplies, materials and equipments
1 day


Annalee A. Aguilar
Inspect deliveries of supplies, materials and
15 min


Gerry L. Tolentino

Equipments
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