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Republic of the Philippines
Province of Bohol

MUNICIPALITY OF TRINIDAD

NAME OF SEVICE

TOTAL FEES TO BE
PAID

EXTERNAL SERVICES

TOTAL PROCESSING
TIME

ISSUANCE OF COMMUNITY TAX CERTIFICATE

Community Tax
Certificate- Individual

Basic Community Tax -
PhP 5.00

Additional Community
Tax - Not To Exceed
PhP 5,000.00

-Gross Receipt Or
Earnings From Business
During The Preceding
Year

PhP 1.00 For Every

PhP 1,000.00

Salaries Or Gross
Receipt Or Earnings
Derived From Exercise
of

Profession - PhP 1.00
For Every PhP 1,000.00

Income From Real
Property - PhP 1.00 For
Every PhP 1,000.00

Community Tax
Certificate-Corporation

Basic Community Tax -
PhP 500.00

20 minutes




Republic of the Philippines
Province of Bohol

MUNICIPALITY OF TRINIDAD

Additional Community
Tax - Not To Exceed
PhP 10,000.00

Assessed Value Of Real
Property Owned In The
Philippines.

PHp2.00 For Every
PhP 5,000.00

Gross Receipts
Including Dividend
Earnings Derived From
Business In The
Philippines During The
Preceding Year PhP2.00
For Every PhP 5, 000.00

2. |COLLECTION OF REAL PROPERTY TAX AV x 1% x 1 year x 2 25 minutes
(Basic & SEF)
3. ISSUANCE OF TAX CLEARANCE PhP 100.00 [ page 45 minutes
PhP 30.00 for
documentary stamp
PhP 25.00/ additional
copy
4., PROCESSING OF RENEWAL OF THE CONTRACT | None 4 days, 30 minutes
OF LEASE
5. |CALIBRATION OF WEIGHING SCALE PhP 25.00 - not more 30 minutes

than 30 kgs. [ 30kgs.

PhP 30.00 - 30 kgs. but
not more than 300 kgs.

PhP 40.00 - 300 kgs. but
not more than 3,000
kgs.

PhP 50.00 - more than
3,000 kgs.




Republic of the Philippines
Province of Bohol

MUNICIPALITY OF TRINIDAD

6. PAYMENT OF MARKET STALL RENTAL Monthly Rental stated 30 minutes
in Contract of lease x
20% discount for first
quarter

7. RETIRING A BUSINESS PhP 100.00 2 days, 30 minutes

Plus
PhP 30.00 documentary
stamp

8. REGISTRATION OF BRAND MARK - PATIK PhP 100.00 1 day, 25 minutes

9. PAYMENT OF SCHOOL FEES AND TUITION FEES | Total Assessment for 25 minutes
the semester:

Registration Fee-
PhP 350.00

Athletic Fee-
PhP 200.00

Computer Fee -
PhP 200.00

Computer Lab -
PhP 800.00

Cultural Fee-
PhP 50.00

CWTS/ ROTC (for first
year students only) -
PhP 457.50

Development Fee -
PhP 500.00

Energy Fee-
PhP 200.00

Guidance Fee -
PhP 100.00




Republic of the Philippines
Province of Bohol

MUNICIPALITY OF TRINIDAD

Library Fee-
PhP 250.00

Medical/Dental Fee-
PhP 150.00

School Publication-
PhP 50.00

Security Fee -
PhP 100.00

Student Affair Fee -
PhP 125.00

Student Manual (for
first year students only)
- PhP 250.00

Tuition Fee- 305.00 per
unit x number of units
enrolled

10.

COLLECTION OF WATER BILL

Total consumption x
40.00 per cubic meter

Plus 5% penalty of total
monthly bill for delayed
payment

15 minutes

11.

RELEASE OF CLAIMS THRU CASH

None

15 minutes

12.

RELEASE OF CLAIMS THRU CHECK

None

15 minutes
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Republic of the Philippines
Province of Bohol

MUNICIPALITY OF TRINIDAD

ISSUANCE OF COMMUNITY TAX CERTIFICATE

This service involves the processing and issuance of the Community Tax Certificate (CTC) by
the Municipality of Trinidad through the Municipal Treasurer’s Office. The CTC serves as a
valid form of identification issued to individuals who are at least eighteen (18) years of age
and are residents of the municipality.

The certificate also serves as proof that the individual has paid the corresponding
community tax based on income derived from business, the exercise of a profession, and/or
ownership of real property within the municipality. It is commonly required for various legal
and administrative transactions, including notarization of documents, application for
permits, and other official purposes.

Payment of the community tax is made at the beginning of each calendar year. A penalty, in
the form of interest, is imposed on unpaid taxes after February 28, computed on a monthly
basis in accordance with existing regulations.

OFFICE/DIVISION OFFICE OF THE MUNICIPAL TREASURER

CLASSIFICATION Simple
TYPE OF TRANSACTION G2C - Government to Citizen
WHO MAY AVAIL All residents
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. ValidID Client
2. Information Sheet (Inclusive of
complete name, complete Office of the Municipal Treasurer - Windows 1, 2 &
address, date and place of birth, |4
civil status)
3. Foremployed, proof of income Bureau of Internal Revenue
(Form W2)
+ !:or business, appropriate proof of Business Permit and Licensing Office
income and/or assessment

i thihe
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2026 Citizen’s Charter, 1st Edition



Fill out the
application
sheet at the
counter and
present
accomplished
form. Present

Republic of the Philippines
Province of Bohol

MUNICIPALITY OF TRINIDAD

Validates the form
and computes
payment for the
CTC.

5 minutes

proof of

income for

employed

individuals or

as per

assessments

for business

establishments

Pay the 2. Prepare and print | Community Tax 10 minutes

required the CTC. Certificate-

amount as per Individual

computed/

assessed Basic Community

value. Tax -
PhP 5.00
Additional
Community Tax -
Not To Exceed
PhP 5,000.00
-Gross Receipt Or

Earnings From
Business During
The Preceding
Year

¢
MARICEL C.
REVILLA
Administrative
Aide lli
Office of the
Municipal
Treasurer

JOSEPH N.
BALONGA
Administrative
Aide |
Office of the
Municipal
Treasurer

i ‘ -¢.. ".;‘: !
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Republic of the Philippines
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MUNICIPALITY OF TRINIDAD

PhP 1.00 For OR
Every
PhP 1,000.00

Salaries Or Gross
Receipt Or

Earnings Derived
From Exercise Of

Profession — PhP

1.00 For Every | MARILY P.
PhP 1,000.00 BALUCA

Revenue
Income From Real Collection Clerk

Property — PhP Office of the
1.00 For Every Municipal

PhP 1,000.00 Treasurer

Community Tax
Certificate-
Corporation

Basic Community
Tax -
PhP 500.00

Additional
Community Tax —
Not To Exceed
PhP 10,000.00

Assessed Value Of
Real Property

Owned In The
Philippines.




Republic of the Philippines
Province of Bohol

MUNICIPALITY OF TRINIDAD

PHp2.00 For Every
PhP 5,000.00

Gross Receipts
Including Dividend
Earnings Derived
From Business In
The Philippines

During The

Preceding Year

PhP2.00 For Every

PhP 5, 000.00
Have the Make sure that None 5 minutes
individual affix the duplicate and
his/her triplicate copies of

signature and

thumb mark at
the CTC prior

to release.

CTC were signed
and thumb
marked and have
it released.
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MARICEL C.
REVILLA
Administrative

Aide lll
Office of the
Municipal
Treasurer

OR
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JOSEPH N.
BALONGA
Administrative
Aide |
Office of the
Municipal
Treasurer

OR

Wt

MARIALY P.
BALUCA
Revenue

Collection Clerk

Office of the
Municipal
Treasurer
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COLLECTION OF REAL PROPERTY TAX

This service involves the assessment and collection of Real Property Tax (RPT) from owners
of land, buildings, and other real properties within the Municipality of Trinidad, as
administered by the Municipal Treasurer’s Office. Property owners are required to pay their
real property taxes annually or on a quarterly basis.

The Real Property Tax is computed based on the assessed value of the property, which is
derived by multiplying the Fair Market Value (FMV) by the applicable Assessment Level. The
basic tax rate is one percent (1%) of the assessed value, along with an additional one percent
(1%) for the Special Education Fund (SEF). The FMV and Assessment Levels are established
through ordinances enacted by the Sangguniang Bayan, based on the Schedule of Fair
Market Values submitted by the Municipal Assessor’s Office every three (3) years.

Payments are made at the Land Tax Division of the Municipal Treasurer’s Office. Taxpayers
are encouraged to pay within the prescribed period to avoid penalties and avail of
incentives. A discount of up to twenty percent (20%) is granted to taxpayers who settle their
annual real property tax obligations in advance, particularly from January 2 to 20 of each
year, in accordance with existing municipal ordinances.

OFFICE/DIVISION OFFICE OF THE MUNICIPAL TREASURER

CLASSIFICATION Simple
TYPE OF TRANSACTION G2C - Government to Citizen
WHO MAY AVAIL All Real Property owners
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Copyof Fhe latest real property tax Office of the Municipal Assessor
declaration
2. Copy or photocopy of latest Real
Property Tax payment/Official Client

Receipt




Present the
requirements
to the

1.1

Republic of the Philippines
Province of Bohol

MUNICIPALITY OF TRINIDAD

1Receive the
complete and
accurate required

15 minutes

incharge. documents and
check for
completeness.
1.2 Prepare and Print = A
the Real Property MILAGROS F.
Tax Bill per Tax JABALDE
Declaration. Administrative
Aide lll
Office of the
Municipal
Treasurer
2. Payment. 2. The RPT Collector |AV x 1% x 1 year x | 10 minutes

will transact the
payment and issue
an Official receipt
to the Client.

2 (Basic & SEF)

MARICEL C.
REVILLA
Administrative
Aide lll
Office of the
Municipal
Treasurer

OR
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JOSEPH N.
BALONGA
Administrative
Aide |
Office of the
Municipal
Treasurer

OR

MARIALY P.
BALUCA
Revenue

Collection Clerk

Office of the
Municipal
Treasurer
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MUNICIPALITY OF TRINIDAD

ISSUANCE OF TAX CLEARANCE

This service involves the processing and issuance of a Tax Clearance Certificate by the
Municipality of Trinidad. The certificate serves as proof that all applicable taxes—such as
business taxes, real property taxes, and other related obligations—have been duly paid and
are up to date.

The Tax Clearance is a required document for various official transactions, including but not
limited to securing a business permit, applying for building and electrical permits, and other
government-related applications.

The process includes the verification of the applicant’s tax records, confirmation of payment
status, and coordination with the appropriate offices to ensure accuracy and completeness
prior to issuance.

OFFICE/DIVISION OFFICE OF THE MUNICIPAL TREASURER

CLASSIFICATION Simple
TYPE OF TRANSACTION G2B - Government to Business
G2C - Government to Citizen
WHO MAY AVAIL All Real Property owners and all Business owners
CHECKLIST OF REQUIREMENTS WHERE TO SECURE

1. Copy/Photocopy of Official Receipt
Paid for the current year

2. Copy/Photocopy of Business
Permit for the current year

Office of the Municipal Treasurer

Business Permit and Licensing Office
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Present the Receive the 5 minutes

necessary complete and
documents accurate required
needed for documents and
verification. conduct initial
assessment.
MILAGROS F.
JABALDE
Administrative
Aide llI
Office of the
Municipal
Treasurer
2. Payment. 2. Receive and PhP 100.00 / page | 10 minutes
transact the PhP 30.00 for
payment of documentary

corresponding fee |stamp
at Windows 1, 2 &

4 and issue PhP 25.00/

Official Receipt to |additional copy

the client.
REVILLA

Administrative
Aide llI
Office of the

Municipal
Treasurer

OR
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JOSEPH N.
BALONGA
Administrative
Aide |
Office of the
Municipal
Treasurer

OR

MARIALY P.
BALUCA
Revenue

Collection Clerk

Office of the
Municipal
Treasurer




Republic of the Philippines
Province of Bohol

MUNICIPALITY OF TRINIDAD

Present the
official receipt
to the in-
charge.

3.1

Prepare, print and
stamp official seal
to the Tax
Clearance/Certific
ate for Real
Property,
countersigned and
forward the same
to the Municipal
Treasurer for
approval.

None

10 minutes

MILAGROS F.
JABALDE
Administrative

Aide lll
Office of the
Municipal
Treasurer

3.2

Prepare, print and
stamp official seal
to the Tax
Clearance for
Business,
countersigned and
forward the same
to the Municipal
Treasurer for
approval.

None

10 minutes

RYAN P. MAYOL
Administrative
Assistant |
Office of the
Municipal
Treasurer
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4. Waitforthe |4. The Municipal None 5 minutes
release of tax Treasurer affixed
clearance. her signature to
the clearance/
certificate.
EVELYN P.
RESANE
Municipal
Treasurer
Office of the
Municipal
Treasurer
5. Receivethe |5. The concerned None 5 minutes
tax clearance. staff will release
the requested
document.

RYAN P. MAYOL
Administrative
Assistant |
Office of the
Municipal
Treasurer

OR
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Vais

MILAGROS F.
JABALDE
Administrative
Aide lll
Office of the
Municipal
Treasurer
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PROCESSING OF RENEWAL OF THE CONTRACT OF LEASE

This service involves the processing of the renewal of lease contracts for registered
stallholders at the Trinidad Public Market. All stallholders are required to renew their
contracts annually to formalize the terms and conditions of their continued occupancy.

The process includes the submission and verification of necessary documents, assessment
of compliance with market rules and regulations, and preparation of the updated lease
agreement outlining the rights, obligations, and guidelines governing the use of the
assigned stall.

OFFICE/DIVISION OFFICE OF THE MUNICIPAL TREASURER

CLASSIFICATION Complex
TYPE OF TRANSACTION G2B - Government to Business
WHO MAY AVAIL All Business Establishments
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Updated payment of Market Office of the Municipal Treasurer
Rental
2 Ingn{i(;r photocopy of Business Business Permit and Licensing Office

3. Photocopy of Community Tax

Certificate Office of the Municipal Treasurer
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1. Submission of 1.1 Receive the 5 minutes

requirements. complete and
accurate
documents for
verification and
completeness.

1.2 Prepare the None 20 minutes

contract of lease

after the 1st THADDEUS S.
quarterly payment EVANGELISTA
of business Market
license. Administrator
Office of the
Municipal Mayor

2. Contract 2.1 The Municipal None 2 days
signing. Treasurer and the
Market
Administrator will
countersign the
contract of lease.

THADDEUS S.
EVANGELISTA
Market
Administrator
Office of the
Municipal Mayor
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EVELYN P.
RESANE
Municipal
Treasurer

Office of the

Municipal

Treasurer

2.2 The Local Chief |None 1 day
Executive will sign
for approval of the
contract of lease.

ATTY. ROBERTO
C. CAJES, PhD
Municipal Mayor
Office of the
Municipal Mayor
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3. Notarization of |3. Submit the None 1 day
documents. document to the
Legal Officer for
notarization.
Legal Officer
Office of the
Municipal Mayor
4. Receivethe |4. The Market None 5 minutes
documents. Administrator calls

the client about
the status of the

request and

subsequently

releases the

notarized

documents. THADDEUS S.
EVANGELISTA

Market
Administrator
Office of the

Municipal Mayor
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CALIBRATION OF WEIGHING SCALE

This service involves the testing and calibration of weighing scales and measuring
instruments used by all business establishments within the Municipality of Trinidad.
Business owners are required to have their equipment regularly inspected to ensure
accuracy in weight and measurement, thereby protecting consumers and promoting fair
trade practices.

The process includes the verification and sealing of weighing and measuring devices to
confirm that goods and commodities sold are accurate in weight and in proper condition.
Compliance with this requirement is mandatory in accordance with existing laws and
municipal ordinances.

The following rates apply based on weighing capacity:

. Php 25.00 - not more than 30 kilograms

. Php 30.00 - more than 30 kilograms but not exceeding 300 kilograms

. Php 40.00 - more than 300 kilograms but not exceeding 3,000 kilograms
. Php 50.00 - more than 3,000 kilograms

OFFICE/DIVISION OFFICE OF THE MUNICIPAL TREASURER

CLASSIFICATION Simple
TYPE OF TRANSACTION G2B - Government to Business
WHO MAY AVAIL All Business Establishments
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
L. Mayor's / Business Permit for the Business Permit and Licensing Office (BPLO)
current year
2. Weighing scale to be calibrated Client
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Submission of |1.  The revenue 10 minutes
requirements. collector will
receive the

weighing scale

and conduct

testing.
2. Paythe 2. After the precise | PhP 25.00 - not 10 minutes
required testing the more than 30 kgs. /
amount as per revenue collector | 30kgs.
computed/ will transact the REVILLA
assessed payment and issue | PhP 30.00 - 30 Administrative
value. an official receipt | kgs. but not more Aide Il
to the Client. than 300 kgS Office of the
Municipal
PhP 40.00 - 300 Treasurer
kgs. but not more
than 3,000 kgs.

PhP 50.00 - more
than 3,000 kgs.

JOSEPH N.
BALONGA
Administrative
Aide |
Office of the
Municipal
Treasurer

nO OO & caf 0w
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MARIALY P.
BALUCA
Revenue
Collection Clerk
Office of the Mun.
Treasurer
3. Wait for the 3. The Municipal None 10 minutes
release of the Treasurer will seal
calibrated the weighing scale
weighing before releasing it
scale. to the client..

EVELYN P.
RESANE
Municipal
Treasurer

Office of the

Municipal

Treasurer
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PAYMENT OF MARKET STALL RENTAL

This service involves the collection of rental payments from registered stallholders at the
Trinidad Public Market, as administered by the Municipal Treasurer’s Office. All stallholders
are required to pay their monthly rental fees in accordance with the terms and conditions
stipulated in their Contract of Lease.

Payments must be made within the prescribed period to avail of applicable incentives and
to avoid penalties. A discount is granted to stallholders who settle their rental payments
promptly and have no outstanding arrears.

The following terms apply:

. 20% discount - for payments made on or before the 5th day of the month, provided
there are no arrears

. 2% penalty - imposed monthly on unpaid balances or late payments

OFFICE/DIVISION OFFICE OF THE MUNICIPAL TREASURER

CLASSIFICATION Simple
TYPE OF TRANSACTION G2B - Government to Business
WHO MAY AVAIL All Market stall occupants
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Official receipt from previous Office of the Municipal Treasurer - Windows 1,2, &
quarter 4
2. Ledger card Office of the Municipal Treasurer
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Approach the Verify to the ledger 10 minutes
incharge and card and to the e-
request for TRACS ledger as
verification of to what month was
payments. last paid by the
client.
R.
AUTENTICO
Administrative
Aide |
Office of the
Municipal
Treasurer
2. Paymentof |21 The Revenue None 10 minutes
rental. Collector will
transact the
payment and
issue an official
receipt to the
Client.
RANDY L.
CEMPRON
Administrative
Aide |
Office of the
Municipal
Treasurer
OR
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JEFDEE N.
SENTILLAS
Local Legislative
Staff Assistant |
Office of the
Municipal
Treasurer

2.2 Post payment to
client’s ledger
card.

None

10 minutes

REGINA R.
AUTENTICO
Administrative
Aide |
Office of the
Municipal
Treasurer
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RETIRING A BUSINESS

This service involves the formal closure or cessation of business operations within the
Municipality of Trinidad. Business owners may apply for retirement of their business due to

circumstances.

various reasons such as financial losses,

The process includes the submission of a request for business closure, settlement of all
outstanding obligations such as taxes, fees, and other liabilities, and verification of records
by the concerned offices prior to approval.

low profitability, change in ownership, or other valid

OFFICE/DIVISION

OFFICE OF THE MUNICIPAL TREASURER

CLASSIFICATION

Simple

TYPE OF TRANSACTION

G2B - Government to Business

WHO MAY AVAIL

All Business Establishments

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. Letter of Intent (LOI) for retirement
of business (1 copy original)

Business Owner

> ApPl|cat|on form for business Office of the Municipal Treasurer
retirement
3. Sworn Statement of the gross
sales/receipts for the current
calendar year within 30 days Bureau of Internal Revenue (BIR)
following the closure and upon
termination of the business
4. Mayor’s Permit of the last year Business Permit and Licensing Office (BPLO)
Renewed
5. Barangay certification indicating | Barangay where the business establishment is
the last day of business operation |situated
6. Business Tax Clearance Office of the Municipal Treasurer
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Fill up . Receive the 10 minutes
application application form
form and together with the e
submit complete and
complete and accurate
accurate requirements for b
documents verification and %
required. validation. S
RYAN P. MAYOL
Assistant
Licensing Officer
Business Permits
and Licensing
Office
2. Paymentof |2. The revenue PhP 100.00 10 minutes
rental. collector will
transact the Plus

payment and issue | PhP 30.00
an official receipt | documentary
to the client. stamp

MARICEL C.
REVILLA
Administrative
Aide lll
Office of the
Municipal
Treasurer

OR
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JOSEPH N.
BALONGA

Administrative

Aide |

Office of the
Municipal
Treasurer

OR

MARIALY P.
BALUCA
Revenue

Collection Clerk

Office of the
Municipal
Treasurer
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3. Wait for 3. The Municipal None 1 day
inspection Treasurer endorse

the application to

an inspector who

will conduct
immediate
inspection to the
address of the 4% :
business on RYAN P. MAYOL
record to verify if it Assistant
s really not Licensing Officer
operating. Business Permits
and Licensing
Office
4. Waitforthe [4.1 The Municipal None 5 minutes

LCE’s Treasurer affixed

approval of her signature to

the request the application

form and endorse
it to the Local
Chief Executive
for approval. >y i
EVELYN P.
RESANE
Municipal
Treasurer
Office of the
Municipal
Treasurer
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4.2 The Local Chief |None 1 day
Executive affixed
her signature to
approve the
application form.

ATTY. ROBERTO

C. CAJES, PhD
Municipal Mayor
Office of the
Municipal Mayor

5. Waitforthe |6. Theincharge None 5 minutes

release of prepare and print

business the business

retirement or retirement or

closure closure

certification. certification and
indorse to the S
Municipal ‘ J
Treasurer for RYAN P. MAYOL
approval. Assistant

Licensing Officer
Business Permits
and Licensing
Office
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gz Y\ i

EVELYN P.
RESANE
Municipal
Treasurer
Office of the
Municipal
Treasurer
6. Receive the 6. The concerned None 5 minutes
business staff will release
retirement or the certification.
closure
certification.

Assistant
Licensing Officer
Business Permits

and Licensing
Office




Republic of the Philippines
Province of Bohol

MUNICIPALITY OF TRINIDAD

REGISTRATION OF BRAND MARK - PATIK

This service involves the registration of livestock brand marks (locally known as patik) within
the Municipality of Trinidad. Livestock branding is a method used to mark animals for
identification purposes, thereby establishing ownership and preventing disputes or loss.

The process includes the submission of an application for brand registration, verification of
ownership details, and approval of the proposed brand mark design in accordance with
municipal guidelines. Once approved, the registered brand mark serves as an official
identifier of livestock ownership within the municipality.

OFFICE/DIVISION

OFFICE OF THE MUNICIPAL TREASURER

CLASSIFICATION Simple
TYPE OF TRANSACTION G2B - Government to Business
WHO MAY AVAIL All residents

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. Design brand - * Make sure that
the said design is different from
the others.

Owner / Client

2. Community Tax Certificate
(CEDULA)

Residents address (Barangay Hall)

3. Certificate of Ownership of Large
Cattle

Office of the Municipal Treasurer
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Submit the Receive the 10 minutes

design of the required

brand mark. documents and
check for
completeness.

Conduct initial

assessment, e %
compare the JOSEPH N.
design brand mark BALONGA
with list of th_e | Administrative
brand mark file if Aide |
there is the same Office of the
design. Municipal

. Treasurer
The employee will

prepare the
facsimile form of
the brand mark
approve and let
the applicant sign
the form.

Start processing
the request
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2. Wait for 2.1 The Municipal None 5 minutes
approval of Treasurer will affix
the her signature and
registration of forward to Local
the brand Chief Executive
mark. for Approval. 4
EVELYN P.
RESANE
Municipal
Treasurer
Office of the
Municipal
Treasurer
2.2 The Local Chief |None 1 day

Executive will affix
his signature for
Approval.

ATTY. ROBERTO
C. CAJES, PhD
Municipal Mayor
Office of the
Municipal Mayor
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3. Releasethe |3. The staff will None 5 minutes
approved release the
registration of approved
brand mark. registration of
brand mark.

JOSEPH N.
BALONGA
Administrative
Aide |
Office of the
Municipal
Treasurer




Republic of the Philippines
Province of Bohol

MUNICIPALITY OF TRINIDAD

PAYMENT OF SCHOOL FEES AND TUITION FEES

This service involves the collection of school fees, tuition fees, and other miscellaneous
charges for students of Trinidad Municipal College, a local college managed by the Local
Government Unit (LGU). All payments are processed through the Office of the Municipal
Treasurer, as authorized by a municipal ordinance, which also mandates the issuance of
official receipts for all transactions.

The process ensures proper recording, safekeeping, and accountability of all collected fees
in accordance with government accounting and auditing rules. It also provides students with
a secure and transparent payment system for their educational expenses.

OFFICE/DIVISION OFFICE OF THE MUNICIPAL TREASURER
CLASSIFICATION Simple
TYPE OF TRANSACTION G2C - Government to Citizen
WHO MAY AVAIL All TMC Students
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. TMC School ID Client/Student

Present 1.1 Receive the 10 minutes
School ID to Student’s ID and
the Revenue check the
collector. student's ledger
for assessment.
2. Paythe 2. Transact the Total Assessment | 10 minutes
required payment and issue | for the semester: & 53
amount as per Official Receipt to MARICEL C.
assessment. the client. Registration Fee- REVILLA
PhP 350.00
e Gl ok T s 2 ah O, ®
MM EN |

2026 Citizen’s Charter, 1st Edition
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Administrative
Athletic Fee- Aide lll
PhP 200.00 Office of the
Municipal
Computer Fee - Treasurer
PhP 200.00
OR

Computer Lab -
PhP 800.00
Cultural Fee-
PhP 50.00
CWTS/ ROTC (for
first year students
only) - o3 :
PhP 457.50 JOSEPH N.

BALONGA
Development Fee Administrative
— PhP 500.00 Aide |

Office of the
Energy Fee- Municipal
PhP 200.00 Treasurer
Guidance Fee - OR
PhP 100.00
Library Fee-
PhP 250.00
Medical/Dental
Fee-PhP 150.00
School Publication-
PhP 50.00
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Security Fee -
PhP 100.00

Student Affair Fee
— PhP 125.00

Student Manual(for

first year students z :
only) - MARIALY P.
PhP 250.00 BALUCA

3y Revenue
Tuition Fee- Collection Clerk
305.00 per unit x Office of the
number of units Municipal

enrolled Treasurer
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COLLECTION OF WATER BILL

This service involves the collection of monthly water consumption payments from
concessionaires of the Trinidad Water System. Payments are made based on the actual
water usage recorded through installed water meters and are billed in accordance with
approved municipal rates and policies.

The collection process is facilitated by the designated municipal office, ensuring accurate
billing, proper recording of payments, and issuance of official receipts for all transactions.
This service supports the continuous operation, maintenance, and improvement of the
municipal water supply system.

OFFICE/DIVISION OFFICE OF THE MUNICIPAL TREASURER

CLASSIFICATION Simple
TYPE OF TRANSACTION G2C - Government to Citizen
WHO MAY AVAIL All Trinidad Waterworks consumers
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1 Waterbill Office of the Municipal Mayor-Trinidad Waterworks
System




Present water

Republic of the Philippines
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Process

5 minutes

bill to the transactions for
revenue payment.
collector.
Payment of Transact the Total consumption |10 minutes
water bill. payment and issue | x 40.00 per cubic

Official Receipt to | meter

the client.

Plus 5% penalty of

total monthly bill for
delayed payment

<3

MARICEL C.
REVILLA
Administrative
Aide lll
Office of the
Municipal
Treasurer

JOSEPH N.
BALONGA
Administrative
Aide |
Office of the
Municipal
Treasurer
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MARIALY P.
BALUCA
Revenue

Collection Clerk

Office of the
Municipal
Treasurer
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RELEASE OF CLAIMS THRU CASH

This service involves the disbursement of cash payments for various government assistance
and incentive programs of the Municipality of Trinidad. It includes the release of petty cash
claims such as birthday cash gifts for senior citizens and persons with disabilities (PWDs), as
well as quarterly incentives for barangay-based workers such as barangay tanods, Barangay
Health Workers (BHWs), and Barangay Nutrition Scholars (BNS).

The process ensures that eligible beneficiaries receive their entitled financial assistance in a
timely, accurate, and transparent manner, in accordance with approved municipal
ordinances, budget allocations, and accounting and auditing rules and regulations. Proper
documentation and validation of beneficiaries are strictly observed prior to the release of
cash assistance.

OFFICE/DIVISION
CLASSIFICATION Simple

TYPE OF TRANSACTION G2C - Government to Citizen

WHO MAY AVAIL All registered senior citizens, PWDs, barangay

Tanods, BHWs and BNS.

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. ValidID Client
2. Approved petty cash voucher or

payroll Office of the Municipal Treasurer

3. Authorization letter if thru
representative
4, Valid ID of representative Client

Client
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Presentvalid |1. Check for the petty 5 minutes
id or cash voucher or

authorization payroll.

letter and

valid id of the

representative

at window 3.

2. Signonthe |2. Letthe clientaffix |None 5 minutes ;
petty cash his/her signature EVELYN A.
voucher or on Petty cash ABABON
payroll. voucher or payroll. Disbursing

3. Receive cash. |3. Release claimsto |None 5 minutes Officer Designate

clients. Office of the
Municipal
Treasurer
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RELEASE OF CLAIMS THRU CHECK

This service involves the processing and issuance of payments through checks to suppliers,
contractors, and other service providers of the Municipality of Trinidad. It forms part of the
Local Government Unit’s (LGU) disbursement process, ensuring that financial obligations
arising from procurement of goods, infrastructure projects, and services are properly settled
in accordance with approved contracts, purchase orders, and applicable government
accounting and auditing rules.

The process includes the verification of supporting documents, validation of
accomplishments or deliveries, and approval through the prescribed financial workflow
prior to check issuance. This ensures that all payments are legitimate, properly authorized,
and accurately recorded.

OFFICE/DIVISION OFFICE OF THE MUNICIPAL TREASURER

CLASSIFICATION Simple
TYPE OF TRANSACTION G2C - Government to Citizen
WHO MAY AVAIL All suppliers, contractors of LGU
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. ValidID Client
2. Authorization letterif claimisthru | . .
: Client
representative




Republic of the Philippines
Province of Bohol

MUNICIPALITY OF TRINIDAD

Present valid Verify the name on 5 minutes

id or the check and ID, y

authorization validate if the

letter and check has an 4

valid id of the approved

representative Accountant’s

to the advice.

Municipal 55

Treasurer. EVELYN P.
2. signonthe Let the client affix | None 5 minutes RESANE

disbursement his/her signature Municipal

voucher. on Disbursement Treasurer

Voucher. Office of the

3. Receive Release check to |None 5 minutes Municipal

check. clients. Treasurer
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