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22. Securing Quarterly Business Tax Billing Statement 

Service Information: Any person doing business in the city may ask for his billing 

statement during renewal period or on or before every quarterly due before he 

proceeds to pay his taxes or at any time should he wish to know his total business 

taxes due to the city. 

Office or Division: City Treasurer’s Office - Business Taxes and Fees Division 

Classification: Simple 

Type of 

Transaction: 

G2B - Government to Business 

Who may avail: Any person doing business in the City of General Santos. 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

 

Business Name or Taxpayer Name 

 

Taxpayer/Customer 

CLIENT STEPS 
AGENCY 

ACTIONS 

FEES TO 

BE PAID 

PROCESSIN

G TIME 

PERSON 

RESPONSIBLE 

1. Proceed to City 

Treasurer’s Office - 

Business Taxes and 

Fees Division (BTFD) 

located at Windows 

20 - 21, ground floor 

of the GSC 

Investment Action 

Center. 

 

Request for the 

Business Tax Billing 

Statement by giving 

the BTFD personnel 

the business name or 

taxpayer name. If 

requesting for 

multiple businesses 

or taxpayer names, a 

list may be provided. 

 

1. Receive the 

business name or 

taxpayer name 

and generate the 

Business Tax 

Billing Statement 

from ETRACS. If 

the customer is 

requesting for 

multiple 

businesses or 

taxpayer names, a 

list may be 

provided. 

 

 

 

 

 

 

 

None 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

2 Minutes per 

billing 

statement 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Ticket Checker 

Administrative Aide 

IV, VI Local 

Treasury 

Operations Officer 

I, II 

Business Taxes 

and Fees Division 
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2. Receive the printed 

Business Tax Billing 

Statement. 

2. Print the 

Business Tax 

Billing Statement 

and give it to the 

customer. 

 

 

 

 

 

 

None 

 

 

 

 

2 Minutes per 

billing 

statement 

 

 

 

Ticket Checker 

Administrative Aide 

IV, VI Local 

Treasury 

Operations Officer 

I, II 

Business Taxes 

and Fees Division 

 TOTAL: None 4 Minutes  

 

End of Transaction 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


