Republic of the Philippines
Quezon City

OFFICE OF THE MAYOR

%ﬁ,

/% jﬂ(él&.ﬂ‘d W 7250

OFFICE ORDERNR /28
Series of 2013

takpave r“ ”U:"z::’yt';’;'v:""]:e tta):‘ Period for Fiscal Year 2014 and anticipating the influx of
i g 3ppllcataonse? ereby adopts and implements the foliowing steps in the
< S Or renewal and collection or acceptance of paymemnfos
e apter 3, Book I, RA7160, as amended; Chapter 2, Book Five,
'ury Manual and Ordinance Nr SP-91, series of 1993, as amended, including the
Favment of Real Property Taxes. The purpose of this guidance is to ensure ease in doing

tu ness, efficiency, transparency and accountability in our official dealings and
ansactions with our taxpaymg chents

- SECTION 1. PROCESS FLOW. Treasury Department Officers and Staff, including
cuivmnzed representatives of the Office of the Mayor are directed to observe the
~ [olowing orocess flow in the Business Tax collections:

i1 First Step (Step 1} — Initial Evaluation. Initial evaluation including
cetermination of gross sales shall be performed by employees of the Inspection and
Luammation Division, Treasury Department. They shall require the raxpayer to present
the tollowjng documents: .
A 1.1.1 Complete Set of Audited Financial Statement (FS), Y2012
| frowde(;, liowever that the accountant signing the audited FS is duly accredited by the
Fureau of Internal Revenue, Board of Accountancy-PRC or the Securities and Exchange
Commession (SEC);
1.1.2 Income Tax Returns, FY2012;
1.1.3 Original Copy of the Value Added Tax Returns/Percentage Tax
'.etums, FVi013;
114 Original Copy of the Letter of Confirmation, if applicable;
!.1.5 CeniﬂedSoles Breakdown lfconsollda!ed. Financial Statement.

1 .,a ‘q\.‘ "

: mg an the remmmendwon of the City Treasuref, the Evaluation Team, unde
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shall becomposeddﬂ\ebﬂovdng‘




12 Second Step (Step 2) - Assessment and Billing. This involves the
Preparation of the Business Tax Assessment, including Corporate or Single Proprietorship
Community Tax Certificates pursuant to Art 6, Ch 2, Title |, Bk Il, RA7160, as amended and
Ordinance Nr SP-91, 5.1993, as amended.

{3  Third Step (Step 3) - Final Evaluation and Review. Pursuant to
Memorandum Circular Nr 8, s. 2013 and Office Order Nr 122, s, 2013, the Review and
Audit Team shall perform final evaluation and review of all assessments and billings
performed under the preceding number, Provided:

1.3.1 In case of loss, the Original Billing for FY2014 may only be reprinted
once.  Succeeding reprinting of Original Billing shall be subject to evaluation and
submission of a sworn statement of such loss;

1.3.2 The QC Information Technology Development Office shall submit to
and provide the Review and Audit Team a certified Assessment History of all registered

businesses covering a period of Five (5) Years, ie, FY2008-2013;
1.3.3 Validation through the SEC i-View, and;
1.3.4  Rebilling, if necessary, may only be entertained upon the written
authorization of the authorized representative of the Mayor.

Provided, finally, Blocking and Unblocking Procedures of tax accounts may only be
performed by the concerned Heads of Offices and accountable career employees of the
Business Permits and Licensing Office and the Treasury Department, at the Assessment
Lounge, Second Floor, QC Hall Main Building.

Acting on the recommendation of the City Treasurer, the Final Evaluation and
Rebilling Teams, under this Step, shall be composed of the following:

FINAL EVALUATION nEn e~ .
14  Fourth Step (Step 4) — Approval for Payment. The Mayor, through his

authorized representative, in this instance, the Business Permits and Licensing Office
Chief and the Treasurer shall cause the approval of the Final Billing and Order of Payment,

in that order. Fiertet &
i 15 Fifth Step (Step 5) — Renewal of Business Permits. Upon payment, the

: B i ief, is hereby authorized to renew or cause the
: g::’:,ﬁ :efm::i:::su::nr:?ti offt:'cel-'s;:;:l's Providid, however, that. ali registered
~ businesses have a period of Ten (10) days within which to secure Locational Clearances -
~ fromthe City Planning and Development Office. .
s For the ehtir; duration of the taxation period, only career employees 'a’?"f..;
authorized to perform functions, duties and responsibilities ?n re!a-tion to the revenue
generation efforts of the city, unless authorized by the Mayor, in writing,

Section 2. BRANCH OPERATIONS; AUTHORITY. The Five (5) Treasury Department
branches are hereby authorized to assess, levy and collect all forms of taxes with an
annual gross sales value of Five Hundred Thousand Pesos (PhPS500,000.00) and below,
and shall be limited to retailers of goods (Sari-Sari Stores) and Apartment lessors,
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Section3. M N
. MODES OF PAYM ?
of 2013 dated 07 June 2013 l o ook o
B in the paviment and subject to its prescribed lel ircular Nr 7. series
R -md‘.hm,:,;l:“ llllu;'., Checks may be
2Dle 355 10 the government

Section 4. REAL

: PR

Ordinance Nr SP-2228, serie: ?:’E?RTY TAX PAYMENTS. Subject to the provision ﬁ

Property Tax "aymcn'p hjes ) 013‘.“\(1 its iImplementing Rules and R\\pu\»“‘\(:nr R()
3 5, without delinquencies, may be ntel i h R

means ., may be accepted through electronic

Blockir '
g ;{ér?(v)l:in Ul;blockmg prqcedures for Real Property Tax Accounts of records
) . 1ed by the City Treasurer and City Assessor at the Office of the City

As5e550r.

Section 5. COORDINATION; INTER-DEPARTMENT - The General Services public
Order and Fiafety Departments, QC Hall PNP Detachment-QCPD are directed to ’provide'a
assistance in the deployment of its personnel and augment security and crowd control
measures wi‘thin the QC Hall Compound and all Treasury Department Branches.

The Communications Coordination Center and Public Affairs and Information
f the Business Renewal and Application

service Office must ensure widest dissemination 0

Process. This includes availability of non-accountable forms, downloadable from the
official website of the city. Information dissemination on the continuing operations, even
during weekends, of the Treasury Department and its satellite branches is directed.

Section 6. SANCTIONS. The City Administrator and the QC Information
random sudit of transactions

Technology Development Officer shall regularly conduct
performed under item number 1.1, 1.2, 1.3.4 of this Order, t0 determine a trend of
assessment Of billing

discrepancies, malfeasance or misfeasance in the evaluation,
process. Once established, they are auf;horized to recommend to the Mayor, the relief of
assigned Trea from their work stations pending investigation

sury Department employees
and institution of appropriate d administrative action, pursuant to

disciplinary an
; Memorandum Circular NT 10, series of 2013 dated 19 September 2013.

oyees are strictly prohibited from loitering

or unauthorized employes _
of all Revenue Generation Offices. Their unauthorized

hall be dealt with the fullest extent of

B Non-organic of
\within of around the premises of
p(esénCé‘sh‘éll" be presurned as upcts of Fixing” and s

the law.
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Rk e
| BUSINESS
TAX BILL

DATE BILLED

AssesseDgy  0W/13/2014 - B
TAX DUE OTHERTAX TOTAL U
100,00
625.00
30.00
450,00
50.00
20.00
7.00
50.00
200,00
230.00
A5.00
0.00
0.00
100.00
APFLIT 0.00
0.00
i 230.00
CIC (Please clais CTC after payment)

A0.00
Total Due and Payable EEEEND>
TAXPAYER REFERENCE

\ v

WUMBER = B-2014-05-13-K4-004135  TOTAL => 3,357.00 L




OFFICIAL RECEIPT
Repubiic of the Philippines
Office of the City Treasurer

Quezon City

Computerized Otficial Receipt ORIGINAL

' No.A1COR3363056- 1
Machine Valisaton No “ 2014- 000—025-0005334 WYLYN

BTN 001209 ™

8% Number B-2016-05-13-K4-006135 2014 1-4(&)
16006918 PROSYNERGY INC.

T —— FUND AND
NATURE OF COLLECTIO .
NATURE OF COLLECTION ACCOUNT CODE




