14. Payment of Real Property Tax

Service Information: Payment of Basic Realty Tax at the rate of 1.125% for land and
0.80% for building, machinery, and other improvement, and additional 1% for Special
Education Fund on the assessed value of all properties (lands, buildings, machineries
and other improvements affixed or attached to real properties) on or before March 31

of each year.

Office or Division:

City Treasurer’s Office

Classification:

Simple

Type of
Transaction:

G2C - Government to Citizen, G2B — Government to Business

Who may avail:

Real Property Owners or person having legal interest

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. Filled-out Service Request Form (SRF):

a. Name of Property Owner; or

c

Lot No. and Survey Number; or

c. Tax Declaration Number

Public Assistance Complaints Desk (PACD) at
GSC Investment Action Center or City
Treasurer’s Office-Ground Floor, City Hall for

Service Request Form (SRF).

FEES TO | PROCESSING PERSON
CLIENT STEPS AGENCY ACTIONS BE PAID TIME RESPONSIBLE
1. Proceed at the | 1.1 |Issue priority None 1 minute Administrative
City Treasurer’s | number for Land Tax Aide IV
Office located at City | and Service Request City Treasurer’s
Hall Building Ground | Form (SRF). Office
Floor. Get priority
number, fill-out the | 1.2 Press queuing
Service Request | system and ask the None 1 minute Local Treasury
Form (SRF), and |taxpayer to present Operation
wait for the number | the filled-out SRF. Officer I, 1l
to be called or Administrative
flashed on the TV Assistant Il
monitor. Administrative
Aide 1V, VI
Land Tax
Division
2. Proceed to| 2.1 Receive the None 15 minutes Local Treasury
Windows 1 - 10 | filled-out SRF and Operation
(CTO-City Hall) and | search the details in Officer I, 1l
present the filled-out | the E-TRACS and in Administrative
Service Request | WinRoll  for any Assistant Il
Form (SRF). improvements. Administrative
If no data is found in Aide IV, VI
the system, inform Land Tax
the taxpayer and Division
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advise them to
secure the
necessary details at
the City Assessor’s
Office.

If there is/are
available data,
proceed in
computing the real
property tax.
2.2 Generate/ print None 1 minute per Local Treasury
the statement of billing Operation
account, issue Officer I, Il
priority number for Administrative
payment, release it Assistant Il
to the taxpayer and Administrative
advise them to wait Aide IV, VI
for their number to Land Tax
be called for Division
payment.
A. If the taxpayer None 10 minutes Local Treasury
wants to secure a Operation
Real Property Tax Officer I, Il
Clearance, RPT Administrative
related Certification Assistant Il
and Certified True Administrative
Copy of Tax Aide IV, VI
Declaration: Land Tax
Issue order  of Division
payment if the real
properties, both land
and improvement/s,
are paid for the
current year.
B. If not paid, see
Step 2.2, then issue
order of payment for
clearance and tax
declaration.
If paying over-the-
counter
3. Receive the | 3.1 Press the None 1 minute Ticket Checker
statement of account | queuing system and Revenue

and order of
payment, proceed to
the payment waiting

ask the taxpayer to
present the
statement of account

Collection Clerk
[, 11, 1l
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area and wait for the | and order of Cash Receipts
number to be called | payment. Division
for payment at
Windows 1 - 10
(CTO-City Hall). 30 minutes
3.2 Receive | Refer to Ticket Checker
payment either table Revenue
cash/cashier or | below for Collection Clerk
manager’s check RPT; [, 1, 1l
and issue Official | P 40.00 Cash Receipts
Receipts. Give the | pertax Division
official receipts to the | clearance
taxpayer and advise | P 70.00
them to go back to per
Windows 1 - 10| -certified
(CTO-City Hall) for | true copy
the issuance of real of tax
property tax | declaratio
clearance. n
4. Receive the |4.1 Receive the None 5 minutes per | Local Treasury
Official Receipt and | official receipt, tax clearance Operation
proceed to Windows | prepare and Officer I, Il
1 - 10 (CTO-City | generate the real Administrative
Hall) and present the | property tax Assistant Il
official receipt for the | clearance. Sign the Administrative
issuance of real | “prepared by” Aide IV, VI
property tax | portion of the tax Land Tax
clearance. clearance and Division
forward to the City
Treasurer or
Authorized
Representative  for
signature.
4.2 Sign real None 1 minute per City Treasurer
property tax tax clearance Local Treasury
clearance and give Operation
back to the Officer IV / Local
personnel who Treasury
prepared the Operation
clearance. Officer 1l
Land Tax
Division
1 minute
4.3 Release the real None Local Treasury

property tax
clearance with the
official receipt to the
taxpayer and inform
them to proceed to

Operation
Officer I, 1l
Administrative
Assistant Il
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the City Assessor’s
Office for the
issuance of the
certified true copy of
tax declaration.

Administrative
Aide 1V, VI

Land Tax
Division

If paying online (for
real property tax
only):

5.1 Access web

browser (like
Chrome, Mozilla, or
Explorer) using

personal computer,
laptop, tablet or
smartphone then
type on the address
bar
www.filipizen.com

5.2 Select General
Santos City as
partner LGU and
click go to Services.

5.3 Click the Real
Property Online
Billing under the
Real Property
Transaction.

5.4 Register valid
email address and
phone number and
encode the 6-digit
validation code sent
to your email
address to proceed.

5.5 Encode the Tax
Declaration No. on
the box provided
then click NEXT.

5.6 Review the
Biling  Statement,
click “‘Payment

Option” to select the
year and quarter to
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http://www.filipizen.com/

pay, then click
“Confirm Payment”.

5.7 Enter Paid by
and Address detalils,
then press
continue. Check
the “BOX” for
acknowledgement

and agreement to
the terms and
conditions of Your
Order and Select a
payment method.

5.8 Confirm the
Payment Detail and
Click the “Proceed
Payment”. Input the
payment details and
the otp sent to your
mobile no or email
address.

5.9 Finish the
Payment by clicking
the “Pay Amount”. A
downloadable eOR
will be sent on your
Verified “Email
Address”.

TOTAL: Refer to 1 Hour, 6

table Minutes
below
(RPT)

P 40.00/
tax
clearance

P 70.00/
tax dec

End of Transaction

TABLE OF FEES TO BE PAID

1. For BASIC, 1.125% of assessed value for LAND and 0.80% of assessed value for building, machinery, and
other improvement plus 1% of assessed value for SEF or a total of 2.125% of assessed value of the property
for LAND or 1.80% of assessed value of the property for BUILDING, MACHINERY, and OTHER
IMPROVEMENT,; plus

2. Two percent (2%) interest per month on the unpaid amount in case of failure to pay on time however, that in
no case shall the total interest on the unpaid tax or portion thereof exceed thirty-six (36) months
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