


 

 

NAME OF SEVICE TOTAL FEES TO BE 
PAID 

TOTAL PROCESSING 
TIME 

EXTERNAL SERVICES 
1. ISSUANCE OF CERTIFIED TRUE COPY 

OF TAX DECLARATION 
Cert. fee PhP 
100.00/ copy & 
 
PhP 25.00 for every 
additional copy 

35 minutes 

2. ISSUANCE OF CERTIFICATION OF 
LAND HOLDINGS AND 
IMPROVEMENTS / CERTIFICATION OF 
IDENTICAL LOT 

Cert. fee PhP 
100.00/ copy & 
 
PhP 25.00 for every 
additional copy 

35 minutes 

3. ISSUANCE OF SKETCH PLAN AND/OR 
VICINITY PLAN 

Cert. fee PhP 
250.00/ copy & 
 
Php 25.00 for every 
additional copy 

50 minutes 

4. ISSUANCE OF TAX DECLARATION FOR 
THE TRANSFER OF REAL PROPERTY 
OWNERSHIP FOR LAND, BUILDING 
AND MACHINERY 

Processing Fee 
MTO - PhP 75.00 
 
Verification Fee 
PTO - PhP 50.00 
 
½ % of 1% of M.V. 
or ½ % of 1% of 
Consideration 

6 days, 3 hours, 20 
minutes 

 

 

 

 

 



 

 

 



 

 

ISSUANCE OF CERTIFIED TRUE COPY OF TAX 
DECLARATION 

Declarations (TD) for real property units within the Municipality of Trinidad. A Tax 
Declaration serves as the official municipal or provincial record of real property, including 
land, buildings, and machinery, and reflects the property’s assessed value for taxation 
purposes. 
 
The process includes the verification of property records, reproduction of the requested 
document, and certification by authorized personnel to ensure authenticity and accuracy. 
The certified true copy is oƞen required for legal, financial, and administrative transactions 
such as property transfer, loan applications, and verification of ownership details. 

 

OFFICE/DIVISION OFFICE OF THE MUNICIPAL ASSESSOR 
CLASSIFICATION Simple  
TYPE OF TRANSACTION G2C – Government to Citizen 

G2G – Government to Government 
WHO MAY AVAIL All 

 
CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Service Slip (1) original copy Office of the Municipal Assessor 
2. Official Receipt (1) original copy Office of the Municipal Treasurer 
3. Tax Clearance (1) original copy Office of the Municipal Treasurer 

 

 

 

 

 

 

 

 



 

 

CLIENT STEPS AGENCY ACTIONS FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Get priority 
number and 
inform the 
receiving clerk 
regarding the 
request. 

1. The receiving clerk 
provides services slip 
to the client. 

 

None   5 minutes 

 
JHON LOUIE R. 

ONGCO 
Assessment Clerk 

Office of the 
Municipal Assessor 

 
OR 

 

 
JOVELYN T. 

APAO 
Assessment Clerk 

Office of the 
Municipal Assessor 

 
OR 

 



 

 

 
DARWIN E. 

CAHULOGAN 
Administrative 

Aide IV 
Office of the 

Municipal Assessor 
2. The client fills up 

the service slip 
and pays the 
certification fee. 
Submit the filled-
up service slip 
and Official 
Receipt to the 
receiving clerk. 

2.1 The receiving clerk 
forwards the 
service slip with 
the O.R. to the 
Records 
Management 
Section. The 
Records 
Management 
Section verifies 
the records and 
forwards the same 
to the Assessment 
Clerk for 
preparation of the 
certified copy of 
the Tax 
Declaration. 

Cert. fee PhP 
100.00/ copy &  
 
PhP 25.00 for 
every additional 
copy 

5 minutes 

 
MARICEL C. 

REVILLA 
Administrative 

Aide III 
Office of the 

Municipal 
Treasurer 

 
OR 

 



 

 

 
JOSEPH N. 
BALONGA 

Administrative 
Aide I 

Office of the 
Municipal 
Treasurer 

 
OR 

 

 
MARIALY P. 

BALUCA 
Revenue 

Collection Clerk 
Office of the 

Municipal 
Treasurer 

 



 

 

 2.2 The Assessment 
Clerk prepares 
the certified true 
copy of the 
declaration for 
checking and 
affixed initial of 
RMS Chief. 

None   5 minutes 

 
JHON LOUIE R. 

ONGCO 
Assessment Clerk 

Office of the 
Municipal Assessor 

 
OR 

 

 
ROBERTO L. 
LOFRANCO 

Assessment Clerk 
Office of the 

Municipal Assessor 
 

OR 
 



 

 

 
DARWIN E. 

CAHULOGAN 
Administrative 

Aide IV 
Office of the 

Municipal Assessor 
 2.3 The Municipal 

Assessor affix his 
signature. 

None   5 minutes 

 
REYNANTE L. 

MAGADIA 
Municipal 
Assessor 

Office of the 
Municipal Assessor 

 



 

 

3. The client 
receives the 
copy of the 
Tax 
Declaration. 

3. The clerk releases 
the copy of the Tax 
Declaration to the 
client. 

None   5 minutes 

 
JHON LOUIE R. 

ONGCO 
Assessment Clerk 

Office of the 
Municipal Assessor 

 
OR 

 

 
ROBERTO L. 
LOFRANCO 

Assessment Clerk 
Office of the 

Municipal Assessor 
 

OR 
 



 

 

 
JOVELYN T. 

APAO 
Assessment Clerk 

Office of the 
Municipal Assessor 

TOTAL  Php 
100.00/copy & 

 
 Php 25.00 for 

every 
additional copy 

35 minutes  

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

ISSUANCE OF CERTIFICATION OF LAND HOLDINGS AND 
IMPROVEMENTS / CERTIFICATION OF IDENTICAL LOT 

This service involves the processing and issuance of certifications on real property within the 
Municipality of Trinidad, including certification of land holdings, improvements, or 
confirmation that two or more parcels of land are identical. These certifications are based 
on official records maintained by the Municipal Assessor’s Office. 
 
Such certifications serve as official and legally recognized documents that may be required 
for various purposes, including property transactions, legal proceedings, land verification, 
and other administrative requirements. The process includes verification of records, 
validation of property details, and preparation of the certification duly signed by authorized 
personnel. 

 

OFFICE/DIVISION OFFICE OF THE MUNICIPAL ASSESSOR 
CLASSIFICATION Simple  
TYPE OF TRANSACTION G2C – Government to Citizen 

G2G – Government to Government 
WHO MAY AVAIL All 

 
CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Service Slip (1) original copy Office of the Municipal Assessor 
2. Official Receipt (1) original copy Office of the Municipal Treasurer 

 

 

 

 

 

 

 

 



 

 

CLIENT STEPS AGENCY ACTIONS FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Get priority 
number and 
inform the 
receiving clerk 
regarding the 
request. 

1. The receiving clerk 
provides services 
slip to the client. 

 

None   5 minutes 

 
JHON LOUIE R. 

ONGCO 
Assessment Clerk 

Office of the 
Municipal Assessor 

 
OR 

 

 
JOVELYN T. 

APAO 
Assessment Clerk 

Office of the 
Municipal Assessor 

 
OR 

 



 

 

 
DARWIN E. 

CAHULOGAN 
Administrative 

Aide IV 
Office of the 

Municipal Assessor 
2. The client fills up 

the service slip 
and pays the 
certification fee. 
Submit the filled-
up service slip 
and Official 
Receipt to the 
receiving clerk. 

2.1 The receiving clerk 
forwards the 
service slip with 
the O.R. to the 
Records 
Management 
Section. The 
Records 
Management 
Section verifies 
the records and 
forwards the same 
to the Assessment 
Clerk for 
preparation of the 
Certification. 

Cert. fee PhP 
100.00/ copy &  
 
PhP 25.00 for 
every additional 
copy 

5 minutes 

 
MARICEL C. 

REVILLA 
Administrative 

Aide III 
Office of the 

Municipal 
Treasurer 

 
OR 

 



 

 

 
JOSEPH N. 
BALONGA 

Administrative 
Aide I 

Office of the 
Municipal 
Treasurer 

 
OR 

 

 
MARIALY P. 

BALUCA 
Revenue 

Collection Clerk 
Office of the 

Municipal 
Treasurer 

 



 

 

 2.2 The Assessment 
Clerk prepares 
the Certification. 

None   5 minutes 

 
JHON LOUIE R. 

ONGCO 
Assessment Clerk 

Office of the 
Municipal Assessor 

 
OR 

 

 
ROBERTO L. 
LOFRANCO 

Assessment Clerk 
Office of the 

Municipal Assessor 
 

OR 
 



 

 

 
JOVELYN T. 

APAO 
Assessment Clerk 

Office of the 
Municipal Assessor 

 
OR 

 

 
DARWIN E. 

CAHULOGAN 
Administrative 

Aide IV 
Office of the 

Municipal Assessor 



 

 

 2.3 The Municipal 
Assessor affix his 
signature. 

None   5 minutes 

 
REYNANTE L. 

MAGADIA 
Municipal 
Assessor 

Office of the 
Municipal Assessor 

3. The client 
receives the 
Certification. 

3. The clerk releases 
the certification to 
the client. 

None   5 minutes 

 
JHON LOUIE R. 

ONGCO 
Assessment Clerk 

Office of the 
Municipal Assessor 

 
OR 

 



 

 

 
ROBERTO L. 
LOFRANCO 

Assessment Clerk 
Office of the 

Municipal Assessor 
 

OR 

 
JOVELYN T. 

APAO 
Assessment Clerk 

Office of the 
Municipal Assessor 

TOTAL Cert. fee PhP 
100.00/ copy & 
 

PhP 25.00 for 
every 

additional copy 

35 minutes  



 

 

ISSUANCE OF SKETCH PLAN AND/OR VICINITY PLAN 
This service involves the preparation and issuance of a sketch plan and/or vicinity plan of 
real property within the Municipality of Trinidad. These plans assist clients in identifying the 
location, boundaries, and general description of a property as reflected in the tax maps and 
official records of the Municipal Assessor’s Office. 
 
The process includes verification of property records, reference to existing tax maps, and 
preparation of the requested plan to ensure accuracy and reliability. The sketch or vicinity 
plan may be required for various purposes such as property identification, land transactions, 
building permit applications, and other legal or administrative requirements. 

 

OFFICE/DIVISION OFFICE OF THE MUNICIPAL ASSESSOR 
CLASSIFICATION Simple  
TYPE OF TRANSACTION G2C – Government to Citizen 

G2G – Government to Government 
WHO MAY AVAIL All 

 
CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Service Slip (1) original copy Office of the Municipal Assessor 
2. Official Receipt (1) original copy Office of the Municipal Treasurer 
3. Tax Clearance (1) original copy Office of the Municipal Treasurer 

 

 

 

 

 

 

 

 

 



 

 

CLIENT STEPS AGENCY ACTIONS FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Get priority 
number and 
inform the 
receiving clerk 
regarding the 
request. 

1. The receiving clerk 
provides services 
slip to the client. 

 

None   5 minutes 

 
JHON LOUIE R. 

ONGCO 
Assessment Clerk 

Office of the 
Municipal Assessor 

 
OR 

 

 
JOVELYN T. 

APAO 
Assessment Clerk 

Office of the 
Municipal Assessor 

 
OR 

 



 

 

 
DARWIN E. 

CAHULOGAN 
Administrative 

Aide IV 
Office of the 

Municipal Assessor 
2. The client fills up 

the service slip 
and pays the 
certification fee. 
Submit the filled-
up service slip 
and Official 
Receipt to the 
receiving clerk. 

2.1 The receiving clerk 
forwards the 
service slip with 
the O.R. to the 
Tax Mapping and 
Appraisal Section. 

Cert. fee PhP 
250.00/ copy &  
 
Php 25.00 for 
every additional 
copy 

5 minutes 

 
MARICEL C. 

REVILLA 
Administrative 

Aide III 
Office of the 

Municipal 
Treasurer 

 
OR 

 



 

 

 
JOSEPH N. 
BALONGA 

Administrative 
Aide I 

Office of the 
Municipal 
Treasurer 

 
OR 

 

 
MARIALY P. 

BALUCA 
Revenue 

Collection Clerk 
Office of the 

Municipal 
Treasurer 

 



 

 

 2.2 The Tax Mapping 
Aide Prepares the 
Sketch 
plan/vicinity plan. 

None   30 minutes 

 
JHON LOUIE R. 

ONGCO 
Assessment Clerk 

Office of the 
Municipal Assessor 

 
OR 

 

 
ROBERTO L. 
LOFRANCO 

Assessment Clerk 
Office of the 

Municipal Assessor 
 

OR 
 



 

 

 
DARWIN E. 

CAHULOGAN 
Administrative 

Aide IV 
Office of the 

Municipal Assessor 
 2.3 The Municipal 

Assessor affix his 
signature. 

None   5 minutes 

 
REYNANTE L. 

MAGADIA 
Municipal 
Assessor 

Office of the 
Municipal Assessor 



 

 

3. The client 
receives the 
sketch plan 
and/or vicinity 
plan. 

3. The clerk releases 
the sketch plan 
and/or vicinity plan 
to the client. 

None   5 minutes 

 
JHON LOUIE R. 

ONGCO 
Assessment Clerk 

Office of the 
Municipal Assessor 

 
OR 

 
ROBERTO L. 
LOFRANCO 

Assessment Clerk 
Office of the 

Municipal Assessor 
 

OR 



 

 

 
JOVELYN T. 

APAO 
Assessment Clerk 

Office of the 
Municipal Assessor 

 
OR 

 
PANFILA B. 

CRESCENCIO 
Assessment Clerk 

Office of the 
Municipal Assessor 

TOTAL Cert. fee PhP 
250.00/ copy & 
 

Php 25.00 for 
every 

additional copy 

50 minutes  



 

 

ISSUANCE OF TAX DECLARATION FOR THE TRANSFER OF 
REAL PROPERTY OWNERSHIP FOR LAND, BUILDING AND 

MACHINERY 
This service covers the preparation, updating, and issuance of a new Tax Declaration (TD) for 
real property units involving transfer of ownership, including land, buildings, and 
machinery. It ensures that municipal records accurately reflect the current registered owner 
and the updated assessed value of the property for taxation purposes. 
 

 A new Tax Declaration (TD) is prepared and issued for land, buildings, and/or machinery 
whenever there is a transfer of ownership, such as through sale, donation, inheritance, 
or other legal conveyance. This ensures that the municipal records are properly updated 
to reflect the new owner of the property.  

 
 The Office of the Municipal Assessor conducts an actual field inspection and verification 

of the subject property. This includes validation of property location, classification, 
condition, improvements, and other relevant data necessary for the accurate appraisal 
and assessment of its fair market value.  

 
 Based on the inspection and applicable valuation schedules, the property is appraised 

and assessed in accordance with existing laws, rules, and regulations governing real 
property taxation.  

 
 The newly issued Tax Declaration for land, building, and/or machinery serves as the 

official and permanent record of the Municipal Government for the specific real property 
unit. It is used as the primary reference for real property assessment and taxation, and 
forms part of the official records of the Assessor’s Office.  

 
 This document ensures transparency, accuracy, and consistency in the municipality’s 

real property database, supporting effective revenue generation and property 
administration. 

 



 

 

OFFICE/DIVISION OFFICE OF THE MUNICIPAL ASSESSOR 
CLASSIFICATION Complex 
TYPE OF TRANSACTION G2C – Government to Citizen 

G2G – Government to Government 
WHO MAY AVAIL All 

 
CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Service Slip (1) original copy Office of the Municipal Assessor 
2. Certified True Copy of Original 

Certificate of Title (OCT) or 
Transfer of Certificate of Title (1) 
Copy Certified; (1) Photocopy 

Office of the Register of Deeds (ROD) 
(W1;2) 

3. Tax Clearance (1) original copy Office of the Municipal Treasurer 
4. Electronic Certificate Authorizing 

registration (eCAR) (1) Copy 
original; (1) Photocopy 

DENR; ROD; BIR 

5. Original Copy of Transfer Tax 
Receipt and Verification Fee on 
real property ownership (1) copy 
Original; (1) Photocopy 

Provincial Treasure Office; W1; W2; W3; W4; W5; W6 

6. Tax Clearance or Official Receipt 
(1) Photocopy 

Municipal Treasurer’s Office: W4; W5 

7. Special Power of Attorney (SPA), if 
the declaration is made by duly 
authorized representative (1) copy 
original 

Notary Public 

8. Blueprint of the Building Plan (1) 
Blueprint Original Copy 

Owner’s Declaration 

9. Certificate of Occupancy (1) copy 
original 

Office of the Building Official 



 

 

10. Sworn Statement of Machine cost; 
(1) Copy Original; (1) Duplicate 
copy 

Owner’s Declaration 

11. Certificate of Operation (1) 
Photocopy 

Department Of Trade and Industry (DTI) 

12. Other requirements as may be 
duly authorized under the 
Ordinance or the Citizen’s Charter 
of the LGU (1) Photocopy 

Office of the Municipal Treasurer: W4; W5; 
Provincial Treasurer: W1; W2; W3; W4; W5; W6 

 

CLIENT STEPS AGENCY ACTIONS FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Get priority 
number and 
inform the 
receiving clerk 
regarding the 
request. 

1. The receiving clerk 
provides services 
slip to the client. 

 

None   5 minutes 

 
JHON LOUIE R. 

ONGCO 
Assessment Clerk 

Office of the 
Municipal Assessor 

 
OR 

 



 

 

 
JOVELYN T. 

APAO 
Assessment Clerk 

Office of the 
Municipal Assessor 

 
OR 

 

 
DARWIN E. 

CAHULOGAN 
Administrative 

Aide IV 
Office of the 

Municipal Assessor 



 

 

2. The client fills up 
the service slip 
and pays the 
certification fee. 
Submit the filled-
up service slip 
and Official 
Receipt to the 
receiving clerk. 

2.1 The receiving clerk 
forwards the 
service slip with 
the O.R. to the 
Tax Mapping and 
Appraisal Section. 

Processing Fee 
MTO - PhP 75.00 
 
Verification Fee 
PTO - PhP 50.00 
 
½ % of 1% of M.V. 
or ½ % of 1% of 
Consideration 

5 minutes 

 
MARICEL C. 

REVILLA 
Administrative 

Aide III 
Office of the 

Municipal 
Treasurer 

 
OR 

 

 
JOSEPH N. 
BALONGA 

Administrative 
Aide I 

Office of the 
Municipal 
Treasurer 

 
OR 



 

 

 

 
MARIALY P. 

BALUCA 
Revenue 

Collection Clerk 
Office of the 

Municipal 
Treasurer 

 2.2 The TMAS 
verifies and 
evaluates the 
requirements 
submitted. 

None   5 minutes 

 
JHON LOUIE R. 

ONGCO 
Assessment Clerk 

Office of the 
Municipal Assessor 

 
OR 

 



 

 

 
PANFILA B. 

CRESCENCIO 
Assessment Clerk 

Office of the 
Municipal Assessor 

 
OR 

 

 
DARWIN E. 

CAHULOGAN 
Administrative 

Aide IV 
Office of the 

Municipal Assessor 



 

 

 2.3 The TMAS chief 
along with the 
client, conduct an 
ocular inspection 
to appraise the 
value of the 
property. 

None   3 hours 

 
JHON LOUIE R. 

ONGCO 
Assessment Clerk 

Office of the 
Municipal Assessor 

 
OR 

 
ROBERTO L. 
LOFRANCO 

Assessment Clerk 
Office of the 

Municipal Assessor 
 

OR 
 



 

 

 
REYNANTE L. 

MAGADIA 
Municipal 
Assessor 

Office of the 
Municipal Assessor 

3. The client is 
advised to 
follow up the 
requested 
document 
after 7 days. 

3.1 The Assessment 
Clerk encode the 
data to RPTIS/ 
eTRACS for 
FAAS, Tax 
Declaration and 
property Record 
Form (PRF). 

None   5 minutes 

 
JHON LOUIE R. 

ONGCO 
Assessment Clerk 

Office of the 
Municipal Assessor 

 
OR 



 

 

 
ROBERTO L. 
LOFRANCO 

Assessment Clerk 
Office of the 

Municipal Assessor 
 

OR 

 
JOVELYN T. 

APAO 
Assessment Clerk 

Office of the 
Municipal Assessor 

 
OR 



 

 

 
PANFILA B. 

CRESCENCIO 
Assessment Clerk 

Office of the 
Municipal Assessor 

 3.2 The Municipal 
Assessor Submits 
the newly 
Appraised Real 
Property to 
Provincial 
Assessor’s Office. 

None   5 days 

 
REYNANTE L. 

MAGADIA 
Municipal Assessor 

Office of the 
Municipal Assessor 

4. The client 
receives the 
new approved 
Tax 
Declaration. 

4. Receiving clerk 
releases the new 
approved Tax 
Declaration. 

None   5 minutes 

 
JOVELYN T. APAO 
Assessment Clerk 



 

 

Office of the 
Municipal Assessor 

 
OR 

 
PANFILA B. 

CRESCENCIO 
Assessment Clerk 

Office of the 
Municipal Assessor 

TOTAL Processing Fee 
MTO –  

PhP 75.00 
 

Verification Fee 
PTO - PhP 50.00 

 
½ % of 1% of 

M.V. or ½ % of 
1% of 

Consideration 

6 days, 3 
hours, 20 
minutes 
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