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21. Securing Certification of Business Payment/Business Status or 

Business Tax Clearance 

Service Information: The Office of the City Treasurer may issue Certification to any 

taxpayer or his authorized representative of the status of his business whether it is still 

active, updated, or already retired. 

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

Classification: Simple 

Type of Transaction: G2B - Government to Business, G2C - Government to Citizen 

Who may avail: Any person or entity conducting business in General Santos 

City. 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

 

1. Official Receipt of  
Certification Fee or Business Tax 
Clearance Fee Payment (1 copy) 

 

 

City Treasurer’s Office City Hall or 

Investment Action Center 

CLIENT STEPS AGENCY ACTIONS 
FEES TO 

BE PAID 

PROCES

SING 

TIME 

PERSON 

RESPONSIBLE 

1. Proceed to City 

Treasurer’s Office 

Investment Action 

Center or City Hall 

and pay the 

Certification Fee or 

Business Tax 

Clearance Fee. 

 

If paying at 

Investment Action 

Center: 

 

Get queuing priority 

number for Payment 

located at the main 

entrance, ground floor 

of the GSC 

1. Issue priority 

number for 

Payment and 

advise the taxpayer 

to wait for their 

number to be 

called. 

None 1 Minute Administrative 

Aide III (Clerk I) 

City Treasurer’s 

Office 
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Investment Action 

Center and wait at the 

CTO lounge for turn to 

pay at Windows 15 - 

18. 

 

 

If paying at City Hall: 

 

Proceed to City 

Treasurer’s Office 

located at the 

ground floor of the 

City Hall building.  

 

Get queuing 

priority number for 

Payment located 

at the Public 

Assistance and 

Complaints Desk 

(PACD) and wait 

at the CTO lounge 

for turn to pay at 

Windows 46 - 48. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Administrative 

Aide III (Clerk I) 

City Treasurer’s 

Office 

2. Proceed to the 

payment window 

where the number 

was called and pay 

the Certification Fee 

or Business Tax 

Clearance Fee. 

 

Receive the Official 

Receipt and proceed to 

2. Accept payment 

and issue the 

computer-printed 

Official Receipt. 

 

Instruct the 

taxpayer to 

proceed to the 

Business Taxes 

and Fees Division 

For 

Certificati

on: 

 

Documen

tary 

Stamp - 

PHP 

30.00 

10 

Minutes 

Ticket Checker 

Revenue 

Collection Clerk 

I, II, III 

Cash Receipts 

Division 
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the Business Taxes and 

Fees Division (BTFD) 

located at Windows 20 - 

21, ground floor of the 

GSC Investment Action 

Center.  

(BTFD) located at 

Windows 20 - 21, 

ground floor of the 

GSC Investment 

Action Center for 

the Certification or 

Business Tax 

Clearance. 

 

Certificati

on Fee - 

PHP 6.00 

 

For 

Business 

Tax 

Clearanc

e: 

 

Documen

tary 

Stamp - 

PHP 

30.00 

 Business 

Tax 

Clearanc

e 

Certificati

on Fee - 

PHP 

10.00 

3. Present to the 

BTFD personnel the 

Official Receipt as 

proof of payment of 

the required 

Certification Fee or 

Business Tax 

Clearance Fee. 

 

3. Receive the 

Official Receipt 

from the taxpayer. 

None 1 Minute Ticket Checker 

Administrative 

Aide IV, VI 

Local Treasury 

Operations 

Officer I, II 

Business Taxes 

and Fees 

Division 

4. Wait for the 

Certification or 

Business Tax 

Clearance. 

4.1 Prepare the 

Certification of 

Business 

Payment/Business 

Status or Business 

Tax Clearance. 

 

None 

 

 

 

 

12 

Minutes 

 

 

 

 

Ticket Checker 

Administrative 

Aide IV, VI 

Local Treasury 

Operations 

Officer I, II 
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4.2 Review the 

Certification of 

Business 

Payment/Business 

Status or Business 

Tax Clearance. 

 

 

 

4.3 Sign the 

Certification or 

Business Tax 

Clearance. 

 

 

 

 

 

 

None 

 

 

 

 

 

 

 

 

None 

 

 

 

 

3 Minutes 

 

 

 

 

 

 

 

 

2 Minutes 

Business Taxes 

and Fees 

Division 

 

Local Treasury 

Operations 

Officer IV / Local 

Treasury 

Operations 

Officer III 

Business Taxes 

and Fees 

Division 

 

City Treasurer 

City Treasurer’s 

Office 

5. Receive the signed 

Certification or 

Business Tax 

Clearance. 

5. Give to the 

taxpayer the 

signed Certification 

of Business 

Payment/Business 

Status or Business 

Tax Clearance. 

None 1 Minute Ticket Checker 

Administrative 

Aide IV, VI 

Local Treasury 

Operations 

Officer I, II 

Business Taxes 

and Fees 

Division 

 TOTAL: PHP 

36.00 for 

Certificat

ion 

PHP 

40.00 for 

Busines

s Tax 

Clearanc

e 

30 

Minutes 

 

 

End of Transaction 


