1. Application for Retirement of Business

Service Information: Section 182 of Ordinance 1, series of 1996 or the GSC Revenue
Code of 1996 provides that “When taxpayer retires from business, it shall be his duty
to file a return of statement of gross receipts with the Office of the City Treasurer
within 10 days from the date of the last entry in his books of accounts. The City
Treasurer shall thereafter assess and collect any taxes due and payable, including
interest and surcharges, if any, from the taxpayer concerned.”

Office or Division:

City Treasurer’s Office

City Mayor’s Office - Business Permits and Licensing Division

Classification: Simple

Type of
Transaction:

G2B - Government to Business

Who may avail:

Any person or business entity that shall intend to close or retire
his business operation in the City of General Santos.

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. Application for Retirement of Business
Form (3 copies)

2. Sworn Statement of Annual Gross
Sales/Receipts (2 copies)

3. If business is a Corporation,
Partnership, or Cooperative:

- Board Resolution of Closure duly
signed by all Board of Directors or
Partners; to include the

City Mayor’s Office - Business Permits and
Licensing Division (BPLD) located at
Windows 1 - 2, Ground Floor, GSC
Investment Action Center, City Hall Drive,
Gen. Santos City

City Treasurer’s Office - Business Taxes and
Fees Division (BTFD) located at Window 19,
Ground Floor, GSC Investment Action
Center, City Hall Drive, Gen. Santos City

Taxpayer




Branch/Store Name, Business
Address, Date of Closure, Reason
for Closure, and the Authorized
Representative processing the
business retirement (1 copy)

- Photocopy of 1 valid ID with 3
specimen signatures of the Board
of Directors or Partners (1 copy for
each BOD or Partner)

- Photocopy of 1 valid ID with 3
specimen signatures of the
Authorized Representative (1 copy)

4. Certification from Lessor if space is
rented and if lease contract is already
terminated (1 copy)

5. Sketch/Map of Business Location (1
copy)

6. For Single Proprietorship, if business
owner is unable to affix signature on the
forms:

- Special Power of Attorney for the
Authorized Representative (1 copy)

- Photocopy of 1 valid ID with 3
specimen signatures of the
Authorized Representative (1 copy)

7. For Single Proprietorship, if business
owner is deceased:

- Photocopy of Death Certificate (1
copy)

8. Books of Accounts (Original copy)

Lessor or Owner of Building or Space

Taxpayer

Authorized Representative




9. Financial Statements and ITR
(Annual/Quarterly) (1 set photocopy with
original copy for verification)

10. Official Receipts/Invoices (used and
unused)

11. Vat or Percentage Tax Return (1 set
photocopy with original copy for
verification)

Authorized Representative

From the office of the requesting business

taxpayer

From the office of the requesting business

taxpayer

From the office of the requesting business

taxpayer

From the office of the requesting business

taxpayer
AGENCY FEES TO | PROCESSIN PERSON
CLIENT STEPS ACTIONS BE PAID G TIME RESPONSIBLE
1. Submit the duly 1. Receive the None 5 Minutes Administrative

filled-out
Application for
Retirement of
Business with the
supporting

duly filled-out
Application for
Retirement of
Business and

documents to City verify the
; . completeness
Treasurer’s Office -
. of the
Business Taxes SUDDOTtN
and Fees Division PP 9
documents.

(BTFD) located at
Window 19, ground
floor of the GSC

Aide IV, VI

Local Treasury
Operations Officer
[

Business Taxes
and Fees Division




Investment Action
Center.

2. Wait for the
Inspectorate Team
for the conduct of

2. Conduct
inspection of
the business

Administrative
Aide IV, VI

Local Treasury

the inspection. establishment None within 2 days | Operations Officer
subject for [, 1l
retirement .
Business Taxes
based on the o
. and Fees Division
given sketch
map.
Administrative
) _ Aide IV, VI
3. Wait for the 3.1 Prepare the None 15 Minutes
Inspection Report. Inspection Local Treasury
Report. Operatlcl)nlf Officer
Business Taxes
and Fees Division
Local Treasury
Operations Officer
IV / Local
. h Treasury
5.2 ReV|e\(vt € _ Operations Officer
Inspection None 10 Minutes Il
Report and affix
signature. Business T.a_xgs
and Fees Division
4. Claim the 4. Release to the None 1 Minute Administrative

Application for
Retirement of
Business with the
Inspection Report
and other
supporting
documents from
BTFD located at
Window 19, ground
floor of the GSC
Investment Action
Center.

taxpayer the
Application for
Retirement of
Business with
the Inspection
Report.

Aide IV, VI

Local Treasury
Operations Officer
(1

Business Taxes
and Fees Division




5. Proceed to the 5. Instruct the None 3 Minutes Administrative
Revenue taxpayer to Aide IV, VI
Examination Unit proceed to the Local Treasury
(REU) located at Revenue Operations Officer
the City Treasurer’s Examination Ll
Office, ground floor Unit (REU) _
of the City Hall located at the Business T_a_xgs
. , , and Fees Division
building. City Treasurer’s
Office, ground
floor of the City
Hall building for
evaluation and
approval of the
Sworn
Statement of
Annual Gross
Sales/Receipts.
6. Submit to the 6. Receive the None 2 Minutes Deputized
Revenue Application for Examiner
Examination Unit Retirement of Revenue
the Application for Business Examination Unit
Retirement of together with
Business together the supporting
with the supporting documents for
documents for evaluation of
evaluation of the the Sworn
Sworn Statement Statement of
of Annual Gross Annual Gross
Sales/Receipts. Sales/Receipts.
7. Present to the 7.1 Review/ None 15 Minutes Deputized
Deputized evaluate the Examiner
Examiner the entries in the Revenue
books of accounts Gross Sales Examination Unit
and other pertinent Statement and
documents. its attachments;
and examine
the books of
accounts and
other pertinent
documents.
None 7.2 Compute the None 15 Minutes Deputized
Examiner

Tax Deficiency
(TD) if any, and




forward the
Statement of Tax
Deficiency (STD)
to LTOO IV -
Division Chief for
review; and the
STD together
with the Gross
Sales Statement
and its
attachments to
the City
Treasurer for
approval.

Revenue
Examination Unit

None

7.3 Approve the
Gross Sales
Statement and the
Statement of Tax
Deficiency and
return the
complete set of
documents to the
Deputized
Examiner for
release to the
taxpayer.

None

5 Minutes

City Treasurer

City Treasurer’s
Office

None

7.4 Release the
Statement of Tax
Deficiency/Tax
Order of Payment
for any tax due
and instruct the
taxpayer to
proceed for
payment.

None

2 Minutes

Deputized
Examiner

Revenue
Examination Unit

8. Get queuing
priority number for
payment and wait
for turn to pay at
Windows 46 - 48
located at the City
Treasurer’s Office
City Hall, or at
Windows 15 - 18
located at the

8. Receive the
Statement of
Tax
Deficiency/Tax
Order of
Payment,
accept payment
in cash, and
issue the

computer-

Total
amount
stated in
the
Statement
of Tax
Deficiency
[Tax

10 Minutes

Ticket Checker

Revenue
Collection Clerk

Cash Receipts
Division




ground floor of the

generated

Order of

GSC Investment Official Receipt. | Payment
Action Center.
9. Proceed to the . Sign the
Land Tax Division Application for
(LTD) located at Retirement of
Windows 11 - 13 of Business Form
the GSC signifying that
Investment Action the business
Center for real has been
property tax cleared of any
clearance, and the obligation, and
Business Taxes instruct the
and Fees Division taxpayer to
(BTFD) located at proceed to the
Window 19 of the City Treasurer
GSC Investment for
Action Center for signature/appro
business tax val.
clearance. If the
business is located
at the Public a. For LTD:
Market, proceed to
the Public Market
Division for market Check if the
rental clearance. business has
any real
property tax
arrearages.
Real Administrative
Property 5 Minutes Ade V.V
Tax, if any Local Treasury
Operations Officer
[
After the

business has
been cleared of
any obligation,
affix signature
on the Land
Tax portion of
the Application

Land Tax Division

10




for Retirement
form.

b. For BTFD:

Check if the
business has
any arrearages
or unpaid
business taxes
and fees.

After the
business has
been cleared of
any obligation,
fill out the table
(w/ columns
Period
Covered, Gross
Receipts, Tax
Paid, Tax Due,
etc.) on the
form, prepare
and issue a
Business Tax
Clearance, and
affix signature
on the
Business Taxes
and Fees
portion of the
Application for
Retirement
form.

Business
Taxes and
Fees, if
any

For
Business
Tax
Clearance

Document
ary Stamp

1 Minute

5 Minutes

Local Treasury
Operations Officer
IV / Local
Treasury
Operations Officer
1]

Land Tax Division

Administrative
Aide IV, VI

Local Treasury
Operations Officer
I

Business Taxes
and Fees Division

Administrative
Aide IV, VI

11




If business is
located in
Public Market:

c. For Public
Market:

Check if the
business has
any market
rental
arrearages.

After the
business has
been cleared of
any obligation,
affix signature
on the Public
Market portion
of the
Application for
Retirement
form.

- PHP
30.00

Business
Tax
Clearance
Certificati
on Fee -
PHP
10.00

Market
Rental
Fee, if any

15 Minutes

Local Treasury
Operations Officer
(1

Business Taxes
and Fees Division

Local Revenue
Collection Officer
i

City Treasurer’s
Office Public
Market

Local Revenue
Collection Officer
11

City Treasurer’s
Office Public
Market
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5 Minutes

receive the
Cetrtification on
Retirement.

1 Minute
10. Proceed to City 10. Approve the None 3 Minutes City Treasurer
Tr_easurer’s_Ofﬁce, Application for City Treasurer's
City Hall building Retirement of Office
for signature of the Business and
City Treasurer. release the
documents.

11. Proceed to City 11. Approve the For 20 Minutes City Mayor’s
Mayor’s Office - business Certificati Office - Business
Business Permits retirement and on on ~ Permits and
and Licensing issue the Retiremen Licensing Division
Division (BPLD), Certification on t:

Windows 1 - 2, Retirement.

ground floor of

the GSC Document
Investment Action ary Stamp
Center for - PHP
encoding and the 30.00
City Mayor’s final

approval of the

business Certificati
retirement by the on Fee -
BPLD Chief and PHP 6.00
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12. Give to BTFD the
City Treasurer’s copy
of the approved
Application for
Retirement of
Business.

12. Receive a
copy of the
approved
Application for
Retirement
Business.

None

1 Minute

Administrative
Aide IV, VI

Local Treasury
Operations Officer
(1

Business Taxes
and Fees Division

TOTAL:

Total
amount
stated in
the
Statement
of Tax
Deficiency
/Tax Order
of
Payment

Real
Property
Tax, if any

Business
Taxes and
Fees, if
any

Market
Rental
Fee, if any

PHP 40.00
for
Business
Tax
Clearance

PHP 36.00
for
Certificati
on on
Retiremen
t

2 Days, 2
Hours, 19
minutes

End of Transaction




