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CHAPTER |

This chapter covers the legal mandates of the Department of
Finance, the Bureau of Local Government Finance as well as the
Organizational Structure, Appointment and Designation, Duties
and Responsibilities and Delegation of Provincial Assessor to
component city and Municipal Assessors
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THE DEPARTMENT OF FINANCE AND THE
BUREAU OF LOCAL GOVERNMENT FINANCE
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Chapter I. The Department of Finance, The Bureau of Local Government Finance, and the Office of

the Local Assessor

DEPARTMENT OF FINANCE (DOF)

« Shall promulgate rules and regulations and procedural
guidelines for the proper classification, appraisal, and
assessment of real property, pursuant to Section 201
of LGC of 1991.

« Shall be responsible for the supervision of the revenue
operations of LGUs, with the objective of strengthening
local revenue administration and fund management.
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Chapter I. The Department of Finance, The Bureau of Local Government Finance, and the Office of

the Local Assessor

BUREAU OF LOCAL GOVERNMENT FINANCE (BLGF)

Executive Order No. 292 Book IV and Section 201, Book Il of Republic
Act No. 7160

e Assist in the formulation and implementation of policies on
local government revenue administration

« Exercise technical supervision and coordination over the
assessment operations of local government, authority to
examine, enforce and monitor compliance  with
the assessment laws, rules and regulations through the
regular conduct of assessment evaluation, examination,
and monitoring and the review of proposed SMV under the
Compliance Reporting System
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Chapter I. The Department of Finance, The Bureau of Local Government Finance, and the Office of

the Local Assessor

“‘Real Property Valuation and Assessment Reform Act” (RPVARA), and its
Implementing Rules and Regulations (IRR) shall perform the following:

Section 5. Powers and Functions of the Bureau of Local Government Finance
(BLGF). - The BLGF of the Department of Finance (DOF) shall be the primary
agency to lead the implementation of the provisions of this Act. In addition to the
powers vested upon it by Executive Order No. 292, otherwise known as the
"Administrative Code of 1987"

Highlighting, item (i) Formulate and provide for uniform procedures on the
different transactions in the assessor's office, including the transfer,
annotation, and issuance of tax declarations.
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THE OFFICE OF THE LOCAL ASSESSOR
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The Office of the Local Assessor

Section 1. Organizational Structure

For the efficient and effective operations of the Office of the Local Assessor, a
minimum number of organic personnel shall be maintained. The minimum
gualification requirements of each position within the organizational structure
shall be subject to existing guidelines, rules and regulations on position
classification and related personnel matters by relevant authorities.

In case of increase in the volume of transactions, considering the number of
real property units (RPUs) and the availability of resources, LGUs may create
additional divisions/units/sections and plantilla positions, as may be necessary.
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The Office of the Local Assessor

Section 1. Organizational Structure

OFFICE OF THE CITY ASSSESOR

City Assessor

Assistant City
Assessor
T

Tax Mapping
Operations Unit

2 Tax Mappers

1 Drafisman/GIS Oparator
1 Tax Mapping Aidae'GIS
Encoder

1 Bookbinder/
Administrative Aide

Appraisal Uniftr Assessment Unit

2 Propearty Appraisens: 2 Local Assessment
2 Clerks Operations Officers

2 Assessment Clerks

Electronic Data
Processing Unit

1 Information Technology
Officar

2 Computer Operators

1 Data Controller

[

Real Property
Valuation Unit

l

|

Records Management
Uit

2 Property Appraisers
1 Statistician
1 Assessment Clerk

3 Administrative Officei s
1 Administrative Assistant
2 Bookbmder/Admin Aade

Administrative Unit

2 Administratine Officers
1 Administrative Assistant

1 Administrative Aide




The Office of the Local Assessor

Section 1. Organizational Structure

OFFICE OF THE PROVINCIAL ASSSESOR

[ Provincial Assessor

[ Acsistant Provincial

Assessor
- 1
Tax Mapping Appraisal Unit Assessment Unit Electronic Data
Operations Unit Processing Unit
4 Tax Mappers 2 Property Appraisers 2 Local Assessment ] 1 Information Technology
1 Draftsma rll.n'GIS. Operator 2 Clarks Operations Officers Officer
1 Tax Mapping Aide/'GIS 2 Assessment Clerks 2 Computer Operators
Encoder 1 Data Controller
1 Bookbinder/ |
Administrative Aide
{
I 1 ' /
&
7
Real Property Records Management Administrative Unit Y
Valuation UWnit Unit y
2 Property Appraisers 3 Administrative Officers 2 Administrative Officers F
1 Statistician 1 Administrative Assistant T Administrative Assistant P
1 Assessment Clerk 2 Bookbinder/Admin Aide T Administrative Adide y
/‘),
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The Office of the Local Assessor

Section 1. Organizational Structure

OFFICE OF THE MUNICIPAL ASSSESSOR

Municipal Assessor

Assessor

Assistant Municipal ;
i

Tax Mapping Operations Administrative anmnd .
Unit itstulaet Records Management Unit
1 Tax Mappers 1 Administrative Officer
1 DraftsmanyCartographenGlsS 1 Computer Opaeratorn/Date
O perator Controller
1 Bookbindar/Administrative
Hide
4

I o l ___________ T ;/,""

L
Appraisal amnd Electronic Data ] Real Property |
Assessment Unit Processing E Waluation Wnit .

1 Property Appraiser
1 Statistician
1 Assessment Clerk

1 Property Appraisers 1 Electronic Data Operator
1 Local Assessrment
Operations Officer

1 Assessment Cleric




The Office of the Local Assessor

Section 1. Organizational Structure

B. Highly Urbanized / Independent/ Independent
Component City

Shall have full autonomy to establish their own plantilla
positions, as they may deem necessary, as long as the
number of positions shall not be lesser than the minimum
prescribed for the province.
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The Office of the Local Assessor

Appointment and Designation, Duties and Responsibilities of Assessor and
Assistant Assessor

LEGAL BASIS

Section 472 of R.A. No.

7160;

Section 25 of
R.A. No. 12001;

Section 30 of R.A. No.

9646; and

CSC laws, rules and

regulations.

Section 473 of R.A. No.

7160;

Section 25 of R.A. No.

12001;

Section 30 of R.A. No.

9646;
and

CSC laws, rules, and

regulations.

POSITION

Mandatory:
Provincial
Assessor and
City Assessor

Optional:
Assistant
Provincial
Assessor and
Assistant City
Assessor

APPOINTING
AUTHORITY

LCE

LCE

EXPERIENCE

Five (5) years
experience in
real property
assessment
work or in any
related field

Three (3) years
experience in
real property
assessment
work or in any
related field

RESIDENCY

Within the
region

Within the
region
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EDUCATION

College degree preferably in
Civil or Mechanical
Engineering,

Commerce, Real Estate
Management/Service or any
other related course

Licensed Real Estate Appraiser
pursuant to Sections 3(b) and
30 of R.A. No. 9646

College degree preferably in
Civil or Mechanical
Engineering,

Commerce, Real Estate
Management/Service or any
other related course

Licensed Real Estate Appraiser
pursuant to Sections 3(b) and
30 of R.A. No. 9646

OTHER REQUIREMENTS

. Citizen of the Philippines
. Good moral character

. Citizen of the Philippines
. Good moral character




The Office of the Local Assessor

Appointment and Designation, Duties and Responsibilities of Assessor and

LEGAL BASIS

Section 472 of R.A. No.
7160;

Section 25 of R.A. No.
12001;

Section 30 of R.A. No.
9646;
and

CSC laws, rules, and
regulations.

Section 473 of R.A. No.
7160;

Section 25 of R.A. No.
12001;

Section 30 of R.A. No.
9646;
and

CSC laws, rules, and
regulations.
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APPOINTING
AUTHORITY

Municipal LCE
Assessor

Within

Metropolitan

Manila Area
(Mandatory)

POSITION

Assistant LCE
Municipal

Assessor

within

Metropolitan

Manila Area
(Optional)

Three (3)
years
experience in
real property
assessment
work or in any
related field

One (1) year
experience in
real property
assessment
work or in any
related field

Assistant Assessor
~ APPOINTMENT OF LOCAL ASSESSORS

EXPERIENCE RESIDENCY

Within the
region

Within the
region

Finance | BUREAU OF LOCAL GOYERNMENT FINANCE

EDUCATION

College degree preferably in
Civil or Mechanical Engineering,
Commerce, Real Estate
Management/Service or any
other related course

Licensed Real Estate Appraiser
pursuant to Sections 3(b) and
30 of R.A. No. 9646

College degree preferably in
Civil or Mechanical Engineering,
Commerce, Real Estate
Management/Service or any
other related course

Licensed Real Estate Appraiser
pursuant to Sections 3(b) and
30 of R.A. No. 9646

OTHER
REQUIREMENTS

Citizen of the
Philippines
Good moral
character

Citizen of the
Philippines
Good moral
character




The Office of the Local Assessor

Appointment and Designation, Duties and Responsibilities of Assessor and
Assistant Assessor

LEGAL BASIS POSITION APPOINTING EXPERIENCE RESIDENCY EDUCATION OTHER REQUIREMENTS
AUTHORITY
Section 472 of R.A. No. 7160;  Municipal LCE Three (3) years within the College degree preferably in ¢ Citizen of the
Assessor experience in real province Civil or Mechanical Philippines
Section 25 of R.A. No. 12001;  (Mandatory) property Engineering, . Good moral
assessment work or Commerce, Real Estate character
Section 30 of R.A. No. 9646; in any related field Management/Service or any
and other related course
CSC laws, rules, and Licensed Real Estate
regulations. Appraiser pursuant to
Sections 3(b) and 30 of R.A.
No. 9646
Section 473 of R.A. No. 7160;  Assistant LCE One (1) year within the College degree preferably in Citizen of the
Municipal experience in real province Civil or Mechanical Philippines
Section 25 of R.A. No. 12001;  Assessor property Engineering, . Good moral
(Optional) assessment work or Commerce, Real Estate character

Section 30 of R.A. No. 9646,
and

CSC laws, rules, and

in any related field

Management/Service or any
other related course

Licensed Real Estate

regulations. Appraiser pursuant to
Sections 3(b) and 30 of R.A.
No. 9646
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The Office of the Local Assessor

Appointment and Designation, Duties and Responsibilities of Assessor and
Assistant Assessor

Minimum Requirements in the Designation of an Assessor

The concerned LCE has the authority to designate
an Assessor and Assistant Assessor in an acting
or temporary capacity, observing the appointment
gualification requirements. In the absence of a
licensed and qualified Real Estate Appraiser in a
component city or municipality, all transactions
shall be submitted to the Provincial Assessor for
final action.
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The Office of the Local Assessor

Appointment and Designation, Duties and Responsibilities of Assessor and
Assistant Assessor

Duties, Functions and Responsibilities of an Assessor

The officlal duties and functions of
assessors are considered as acts
constituting the practice of real estate
service pursuant to R.A. No. 9646. As such,
unless a holder of valld real estate
appraiser’s license, no person shall use the
title of an assessor or sign any document
tending to convey the impression that one
IS an assessor.
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The Office of the Local Assessor

Duties and Responsibilities

Other provisions of the LGC and other existing laws:

a. Appraise all real property, whether taxable or exempt, at
the current market value prevailing in the locality where the
property is situated in accordance with the necessary rules and
regulations on the classification, appraisal and assessment of
real properties promulgated by the DOF (Sec. 201, LGC);

b. Facilitate the sworn declaration of real property by the owner
or administrator (Secs. 202, 203, and 208, LGC);

c. Declare the property in the name of the defaulting owner,
If kKnown, or against an unknown owner, and assess the property
for taxation purposes (Sec. 204, LGO);
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The Office of the Local Assessor

Duties and Responsibilities
Other provisions of the LGC and other existing laws:

d. Prepare and maintain ARs for taxable and for exempt
real properties located within the territorial jurisdiction of the
LGU concerned (Sec. 205, LGC);

e. Furnish the Local Treasurer, on or before the thirty-first
(31st) day of December of each year, with a copy of the AR for
taxable and for exempt properties (Sec. 248, LGC), except in
cases where the Assessor’'s records are computerized and the
same are directly and operationally connected to the Office of
the Provincial, City or Municipal Treasurer (Secs. 27 and 28,
R.A. No. 8792, or the “Electronic Commerce Act”);
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The Office of the Local Assessor

Duties and Responsibilities of Assistant Assessor

D. Duties, Functions and Responsibilities of an Assistant

Assessor
As provided under Sec. 473 of the LGC.:

1. Assist the Assessor in the performance of official
functions;

2. Administer oaths on all declarations of real property
for purposes of assessments;

3. Perform such other duties as may be assigned by the
Assessor.
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The Office of the Local Assessor
Functions of the Units in the Office of the Local Assessor

1. Prepare, update and maintain real property
identification and accounting system, such as the
updating of Section Maps and assignment of
Property Identification Number (PIN);

1. Conduct ocular inspections to verify and determine
whether all real properties are properly valued and
listed in the ARs;

1. Accomplish the FAAS accurately indicating the assessed
value and the period of effectivity of assessment;

2. Accomplish accurately the Field Appraisal and
2. Prepare, update and maintain a system of tax ~Assessment Sheet (FAAS), including taxability,
mapping that shows graphically all properties applicable adjustment factors and the number of
subject to assessment year(s) covering back taxes for newly declared
properties, if there are any;

2. Prepare the corresponding Tax Declaration (TD) and
assign a TD number;

3. Conduct regular ocular inspections to verify and
determine whether all real properties are properly
identified and listed in the Tax Map Control Roll

3. Ensure the proper execution of all laws, rules and
regulations governing the appraisal of
real properties for taxation purposes;

3. Prepare ARs, Records of Assessment (ROA), Ownership
Record Form (ORF) and Notice of Assessment (NOA);

(TMCR);
4. Ensure the proper execution of all plans and 4. Ensure the proper execution of all laws, rules and
4. Conduct regular inventory of idle lands; programs, techniques, procedures and regulations governing the assessment of real properties for
practices for valuation of real properties; and taxation purposes;

5. Ensure the proper execution of all plans and programs,
techniques, procedures and practices for valuation of real
properties; and

5. Ensure the proper execution of all laws, rules
and regulations governing the tax mapping
operations of real properties for taxation purposes;

5. Perform such other duties and functions as may be
assigned by the Assessor.

6. Ensure the proper execution of all plans and
programs, techniques, procedures and practices
for tax mapping operations; and

7. Perform such other functions as may be
assigned by the Assessor.
10; ) / cov&\
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6. Perform such other duties and functions as may be
assigned by the Assessor.




The Office of the Local Assessor
Functions of the Units in the Office of the Local Assessor

1. Facilitate proper coordination and collaboration

with the other departments within the LGU, other 7. Furnish an updated inventory of idle lands within

LGU levels, and national government agencies the territorial jurisdiction of the LGU to the provincial 1. Plan and implement the updating of SMV;
concerning the function of the Office of the or city treasurer concerned;

Assessor;

2. Take charge of the preparation of the data for the
purpose of budget deliberation and other
administrative concerns of the assessment office,
such as, but not limited to, personnel, property and
supplies accounting and procurement
requirements;

3. Receive applications for declaration of real 9. Ensure timely submission of all ARs, as may be
properties; required by government agencies;

8. Ensure timely submission of all ARs, as well as
cancellations and modifications of assessments, to 2. Conduct market studies of all kinds of real properties:
the LCE and the Sanggunian concerned;

3. Collection of sales data and other relevant information; and

4. Receive sworn statements of property owners, 10. Ensure the proper execution of all laws, rules and

administrators or persons with legal interest; regulation relating to administrative functions; o (PHREEESIAE) Eliel G @1 SIS e OL BT IS EVEIT G

11. Ensure the proper execution of all plans and
programs, techniques, procedures and practices for 5. Maintain an updated database of values of real properties;
valuation of real properties; and

5. Ensure the proper issuance and service of the
NOA, together with TDs;

6. Furnish copy of the AR on all taxable and
exempt properties to the local treasurer concerned
except in cases where the assessor’s records are
computerized and linked to the Office of the
Treasurer;

' 12. Perform such other duties and functions as may

be assigned by the Assessor. 5 (PRI (12 [PEposEel S
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The Office of the Local Assessor
Functions of the Units in the Office of the Local Assessor

1. Ensure the proper execution of all laws, rules and regulations
relating to records management, as well as the preservation and
safekeeping thereof;

9. Ensure the proper execution of all laws, rules and

falaEhi iz susiti s il il regulation relating to valuation functions;

10. Ensure the proper execution of all plans and

2. Conduct market studies of all kinds of real : .
programs, techniques, procedures and practices for

2. Establish and maintain a systematic method of filing, labeling

properties: valuation of real properties: and and preservation of real property records and assessment reports;
3. Collection of sales data and other relevant 11. Perform such other duties and functions as may 5 [, L] GBS @ Ay mtere_sted PELTLY GRINER GoplEn 0
| . . assessment records of real properties and all other real property
information; and be assigned by the Assessor. .

records;
4. Processing and analysis of sales and other 4. Annotate levies on real properties, court orders, and other
relevant data. permissible legal documentations or information in the TD;
5. Maintain an updated database of values of real 5. Maintain and keep an inventory of idle lands within the territorial
properties; jurisdiction of the LGU; and

6. Perform such other duties and functions as may be assigned by
the Assessor.

6. Prepare the proposed SMV;

7. Conduct valuation testing;

8. Prepare revenue and tax impact report;
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The Office of the Local Assessor
Functions of the Units in the Office of the Local Assessor

1. Install and maintain appropriate information system, including
electronic records management;

2. Ensure that all prescribed forms and records instituted or
installed in the assessment office and Information Technology (IT)
systems are compliant with this Manual;

3. Process data entries through automation or applicable IT
systems;

4. Ensure the security, availability and accessibility of automated
data;

5. Ensure that appropriate protocols for security, storage, back-up
and archival of all

assessment data and records are in place and properly
maintained;

6. Maintain and recommend the updating of computer hardware
and installed systems; and

7. Perform such other duties and functions as may be assigned by
the Assessor.
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The Office of the Local Assessor

Technical Supervision, Visitorial Functions, Coordination and Assistance of Provincial Assessors over
Component City/Municipal Assessors

(a) exercise technical (c) provide all forms
supervision and visitorial of assistance and
functions over Component City thereafter monitor proper and full

compliance with reportorial
requirements.

and Municipal Assessors

(d) conduct a field visit/inspection of
(b) ensure proper coordination with the municipality concerned within
Component City or Municipal thirty (30) days upon receipt of the
Assessors in the conduct of tax E AR and the Record of Approved and

mapping operations and other Cancelled Assessments from the
assessment activities; Municipal Assessor.
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The Office of the Local Assessor

Delegation by Provincial Assessors to Component City and Municipal
Assessors

Authority of the Provincial Assessor to Delegate Functions tothe
Component City and/or Municipal Assessor

The Provincial Assessor shall delegate the

conduct of tax mapping operations anc 69]
all other assessment activities upon ful

provision by the component City and

Municipality concerned to its Assessor’s Office
of proof of compliance with the minimum g 8
personnel, equipment and funding

reguirements.
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The Office of the Local Assessor

Delegation by Provincial Assessors to Component City and
Municipal Assessors

C. Procedure for Delegation of Function

1. The Component City or Municipal Assessor shall submit a written request for the delegation
of functions to the Provincial Assessor, noted by the Mayor, copy furnished the Provincial
Governor and BLGF Regional Office, with the following attachments:

a. Photocopy of the current Professional Regulation Commission (PRC), Real
Estate Appraiser, ldentification Card (PRC ID);

b. Current Annual Approved Budget Appropriation, including plantilla of the
Assessor’s Office duly certified by  the Budget Officer; and

c. Certification of Existence and Number of Equipment available to Assessor’s
Office by the General Services Office (GSO)/Property Officer.
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The Office of the Local Assessor

Delegation by Provincial Assessors to Component City and Municipal
Assessors

D. Delegated Functions by the Provincial Assessor to the Component City and
Municipal Assessor

Upon delegation of functions by the Provincial Assessor to the Component City or
Municipal Assessor, the latter shall have the authority to approve the following:

1. Tax maps showing graphically all properties subject to assessment and all
necessary data concerning the same,;
2. Real property identification and accounting system; and
3. Appraisal and assessment primarily for taxation purposes of all real properties in the
LGU concerned. y
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CHAPTER Il: RECORDS MANAGEMENT

This chapter covers the processes and procedures, safekeeping and
maintenance and disposition of the records. It also presents the different
tools and prescribed forms used in the appraisal and assessments
operations of the LGUs.

; V DEPARTMENT OF FINANCE | BUREAU OF LOCAL GOVERNMENT FINANCE




Instituting a process of
converting of appraisal data
into assessment data and

records (RPTA)

Establishment and
maintenance of permanent
official records and files, so
that an updated and regular
listing of all properties are
readily available
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Establish the important link
bet ween the assessment

and tax collection operations

J

IT also serves as a basis for
more accurate collection of
real property tax




Chapter Il
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Chapter Il. Records Management

A. Tax Map

What is Tax Map? e T

Graphical representation of a portion of the B
/> Earth’s surface drawn to scale on standard | \ /’\
size drawing material.
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Chapter Il. Records Management

Tax Map Presentations
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Chapter Il. Records Management

Tax Map Presentations
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Chapter Il. Records Management

Tax Map Presentations
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Chapter Il. Records Management

B. Tax Map Control Roll (TMCR)

E Definition
The TMCR is a master list of all RPUs reflected in the tax map.

Information Contained in the TMCR

« Location

* Property ldentification Number (PIN)

* Previous PIN

e Survey Number

» Classification

 Name of Owner

 Area

 Market Value

« Count of buildings, machinery, and other structures
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Chapter Il. Records Management

Preparation of

Metro Manila Area

[ « Two Copies } < A

* Original and Duplicate for City/Municipal Assessors’ Office.

Component Cities/Municipalities

[  Three Copies }

« Original and Duplicate for City/Municipal Assesso
Office.
» One copy for Provincial Assessors’ Office

L
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Frequency and Manner of Filing

Preparation Frequency

* Prepared during general
revision

* Re-sectioning

* Reconstruction of tax maps

I or Financt | BUREAU OF LOCALGOVYERNMENT FINANCE

Manner of Filing

« Hard copy filed with the
corresponding tax map

« Organized by section

« Organized by barangay
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Annex |-D - Field Appraisal and Assessment Sheest - Land/ Other improvements

A. Field Appraisal and Date Prmvaey Notoe.
Assessment Sheet (FAAS) e T e

Property Identification Mo, {(PIM):

TRAMNSACTICON CODE:

PROPERTY DETAILS (Fill up which applicakls)
Registration Type: CUnttled [ Titled

Pur Ose Tithe Typee:- 1 OCT 1 TCT 1 CLOWA
Title Mo.:

Registered Date:
Survey Mo Lot Mo : Block Mo

To record all information pertaining to e b— T
appraisal and assessment of real Cimtale  CFemae PRSnemMobile Phone No.-

Plailing Address:

property, including the sketch of the Email Address:
land or the floor plan of the building.

4 OAdministrator [ Beneficial User [ Possessor: Tk
This enables the Assessor to account Hameis: —
g . - Phone/Mobile Phone Mo._:
for all RPUs in a locality. — o reens

PROPERTY LOCATIMHOMN
Mo fStreet:

BarangawDistrict:

Flunicipality: PronwvinoefiC iy

PROPERTY . X

BOUNDARIE S LAMD SKETCH: (ANof necessanmy drawrn fo scale)
MNorth:

Derariment or Financte | BUREAU OF LOCALGOVYERNMENT FINANCE
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A. Field Appraisal and Assessment Sheet (FAAS)

The FAAS covers all transactions for the following kinds of properties:

Land and Other Improvements;

Buildings and other structures; and

Machinery.

Derariment or Financte | BUREAU OF LOCALGOVYERNMENT FINANCE
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Preparation of the FAAS
APPRAISED BY: ASSESSED BY: RECOMMENDING
8

Municipalities APPROVAL:

m « Accomplished by: Municipal Assessor
« Approved by: Provincial Assessor

Name and Position Date Name and Posttion Date Name and Position
Date
Cities and the lone municipality within MMA MEMORANDA:
(Metro Manila Area)
 Accomplished by: City Assessor and
Municipal Assessor
\E If no appointed/designated Municipal Assessor APPROVED BY:

» The Provincial Assessor may initiate the
accomplishment of the FAAS and furnish it to FrovincialCityMunicipal Assessor
the Office of the Municipal Assessor.

R~ 7 ‘\....,j V DErARIMENT OF FINANCE | BUREAU OF LOCAL GOVERNMENT FINANCE
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Chapter Il. Records Management

l'_ II II

nfk(\ A

—'] Distribution/Repository of

Records — Original Copy
Retained by the originating office for
recording purposes.

C ? Distribution — Provincial Copy

Duplicate copy shall be provided to the

( k)] Frequency
Prepared for each RPU and every
transaction subject to assessment.

V DEPARIMENT OF FINANCE | BUREAU OF LOCAL GOVERNMENT FINANCE
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Filing of the FAAS

i#}; Non-Tax Mapped LGUs: FAAS and the
corresponding TDs must: < v

® Segregate by barangay.

e Arrange alphabetically by the surname of the property owner.

147l Building FAAS Placement

® Assign Tax Declaration (TD) numbers.
FAAS for a building shall be filed next to the

® Record in Record of Assessments (ROA).
FAAS of the land.

® Applies regardless of separate ownership.

-..’
- ./&
=] subsequent FAAS Numbering -

3

All subsequent Field Appraisal and Assessment Sheets

(FAAS) are numbered chronologically.
¥~ Machinery FAAS Placement

FAAS for machinery shall be filed next to the building
FAAS where it is installed.

GOV
o 5’?4"
o

Op

f%\
%Ww

14 4
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Filing of the FAAS

L DN
g} Filing Location o5V ;\, et g
'ss S 2 K R .
FAAS documents are filed at the Office of the f _~‘+¢";’f_"”*5" o pw
City or Municipal Assessor according to PIN. No* e R o
1. FAAS-Land
FAAS-Land shall be filed first, followed by
The FAAS-Buildings and Other Structures, J
and lastly the FAAS-Machinery.
‘ ) - —

CER s | . _

3. FAAS-Machinery

f("%
§ j V DerarimMment o Financte | BUREAU OF LOCALGOYERNMENT FINANCE
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B. Tax Declaration (TD):

gy Cities/Municipalities within MMA

] * Assessor's Office
properties. * Property Owner

(i) Purpose

) Establish a permanent assessment record for

& Inform property owners about their assessment

details. . . e
% Independent/Highly Urbanized Cities

O M. Property Idenification No:.
Trangacion Gode (TC)
Owner T

- G
e 3 Fende
™ * Ascessor's Office
i S S 0 * Property Owner
OCTITCTICLOA No: Suey No.
oo e
Date Issued: Block Mo.: Py
Boundaries: ,
North: South:
East West N
N0 O ROPERTY sz (| Component Cities/Municipalities )/
O a0 O suiome [ macHneRY O others A
y
pr e - T ~ ,
e T R I il el A O m
T I + Provincial Assessor
S
i) * Compeonent City/Municipal Assessor
it e _
[———— - * Property Owner
Taxability: h =
Tasate [ ] Eempt
—
B ProvincaltC tyMunicipal Assessor Date
ToNe o
ot oo

0
7
2
g
S
5
2
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Chapter Il. Records Management

B. Tax Declaration (TD):

TAX DECLARATION OF REAL PROPERTY

0 No. ma«y!amm%rq.n:
Year of General Revision o Sy
Four-digit year of tax declaration approval. e — i
feston s Preery: (Numiber and Streef) (Barangay/District) (Mumicipaiity & Province/City)
e.g., 2023 OCTITCTICLOA No: St
\ s N )
Municipallcity Index O LANDPm D:::D:em‘ [] MACHINERY [J oTHers
& Unique code for the city or municipal jurisdiction. Co oty | G| e | U | L) | i
e.g., 01 L i I
Pefiod Covered by Back Taxes: M::“H" o vvmr
Taxgity: - - |
Taxable Exempt o
Barangay Index gt 5
Specific four-digit identifier within the locality. Y —
ProvincislCiyMunicipal Assessar Dae
e.g.’ 0005 'Pl'::iwsm TD No. Previous Assessed Value Php
1
Parcel Count
Four-digit sequential number for each parcel. 2023 -01 - 0005 -0123
e.g., 01234 .
Sample Tax Declaration Number (TDN)

V Derariment o Financt | BUREAU OF LOCALGOYERNMENT FINANCE
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B. Tax Declaration (TD):

General Revision of Assessments

Newly Discovered or Declared for
the First Time Property

Upon Declarant's Request for Changes

k. Area, classification, actual use, ownership.

t4 Location (in case of machinery), physical change in
the property.

Restoration/Revival Orders

Updates mandated by an appropriate court and
other valid instances.

According to Barangay

=

Sequence of the parcel count




Chapter Il. Records Management
Section 3. Non-Technical

A. Assessment Roll (AR)

1. Purpose:

a. To serve as a permanent listing of all assessments of real
properties whether taxable or exempt; and

b. The assessment roll shall be provided to the Treasurer at the
end of every general revision and shall be updated on or before
December 31 of every year. It may be in hard copy or electronic

copy.
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Section 3. Non-Technical

A. Assessment Roll (AR)

For the Lone Municipality of Metro Manila

Original copy of the Office of the Municipal Assessor
Two (2) copies within Metro Manila Area (MMA,)

Duplicate copy of the Office of the Municipal Treasurer

For Cities

Original Copy of Office of the City Assessor’s
Duplicate Copy of the Office of the City Treasurer
For Provinces and Municipalities

Two (2) copies

Original Copy of the Office of the Provincial Assessor
Copy of the Office of the Provincial Treasurer

Copy of the Office of the Municipal Assessor
Copy of the Office of the Municipal Treasurer

Four (4) copies

NT O Gove
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A. Assessment Roll (AR)

Manner of Filing of the AR
The AR shall be filed by barangay, together with the supplemental update which shall be in the same form.

Chapter Il. Records Management
Section 3. Non-Technical

ASSESSMENT ROLL

Taxable Properties
General revision Year

Provincial /City:

Property Owner

| Administrator/Beneficial
User/Professor

Mailing

Namé _Address

V Derariment of Finance | BUREAU OF LOCAL GOYERNMENT FINANCE
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A. Assessment Roll (AR)

Chapter Il. Records Management

Section 3. Non-Technical

jdwax3 - |0y

FPage Mo
ASSESSMENT ROLL
i
General revision Year
Frowvincial fCity: Index Mo.
BAun_ s/ District: Index Mo,
Indeax Mo, Date Prapared:
Administrator/Bemneficial
Froperty Owrer User/Professor Assessed
@il e KIND Effectivity Remarks
Mame ilinmg Name Mailing Walue
Address Address

= || Xauuy

jualussassy
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Section 3. Non-Technical

B. Ownership Record Form (ORF)

1. Purpose:
ORF records the total real property ownership/holdings of individuals or
corporations within an LGU

2. Frequency of Preparation:

a.An ORF shall prepared for every property owner in the
municipality/city/province.

b.It is Initially prepared when a person declares/ acquires a property in a
locality for the first time.

c.It shall be updated whenever the person acquires a property in that locality.
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Section 3. Non-Technical

B. Ownership Record Form (ORF)
3. Number of Copies

For the Lone Municipality of Metro Manila

Original copy of the Office of Municipal Assessor of the
lone municipality of Metro Manila

One (1) copy

For Cities

One (1) copy Original copy of the Office of the City Assessor

For Provinces and Municipalities

Copy of the Office of the Provincial Assessor — for input
One (1) copy into the province-wide consolidated list of properties
owned by a person

One (1) copy Original copy of the Office of the Municipal Assessor

a2y (§OP :
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Chapter Il. Records Management
Section 3. Non-Technical

B. Ownership Record Form (ORF)

4. Special Instructions:
The following ORs may be separated from the rest of the ORFs to be disposed after 5 years:

(@) ORFs of persons who have died and whose properties have been transferred to their
respective heirs;

(b) (b) ORFs of persons who have moved out of the locality permanently; or

(c) (c) ORFs of people who have sold out their properties.

5. Filling:

- Alphabetical order based on the surnames of property owners, by municipality, city or
province.

b Wiy
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Section 3. Non-Technical

B. Ownership Record Form (ORF)

OWNERSHIP RECORD FORM

Name of Real Property Owner

Surname First/Given Name Middle Initial
Mailing Address Email Address:
Telephone/Mobile No.: TIN No.:
Province/City: Index No.:
Municipality: Index No.:
Kind Classification TD Location of Area Brand/Model/Rated Market Assessed Notice of Remarks
(RACIMTS) No. Property {has/sq.m.}) Capacity Value Value Assessment

No.

W04 p102ay diysiaumQ - =] Xauuy

RUNNING TOTAL

GovE;

& %

-§0¢:

> 3

& &
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Section 3. Non-Technical

C. Records of Assessment (ROA)

1. Purpose:
The ROA is used to record assessment transactions and serves as source of statistical data for reporting.

2. Frequency of Preparation:
The Assessor shall update the ROA every time an assessment transaction is made

3. Number of Copies
The Assessor shall prepare and maintain one copy of ROA.

4. Filing of ROA

a. For provinces: The ROA shall be filed starting from the Capital Town, followed by the other municipalities
arranged alphabetically.

b. For cities and municipalities: The ROA shall be filed starting with the barangay, followed by the other
barangays based on the PIN

2 (5
2 (3
3
Y
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| TD
No.

Name
of

owner

Section

Parcel
Number

Location
of

Property

C. Records of Assessment (ROA)

RECORDS OF ASSESSMENT

Chapter Il. Records Management
Section 3. Non-Technical

Pages No.

Province/City: Index Mo.
Mun./District: Index Mao.
Index Mo.

CLASSIFICATION: Transaction

Code
) B TAXABLE . 1 Exempt
Land @ Bldg. Market Assessed Effectivity Land Market Assessed
Value | value | Area Value Value |
B M | L B M B M L B M

Balance Carried Forward

Provincial/City/Municipal Assessor
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Chapter Il. Records Management
Section 3. Non-Technical

D. Notice of Assessment (NOA)
1.Purpose:
a. To notify property owners of the market value and assessed value of their properties; and

b. To comply with due process on real property tax assessment (Sec. 223, LGC).

2. Number of copies:
- Three (3) copies of the NOA shall be prepared by the
a. declared real property owner, and
b. City/Municipal Treasurer, and
c. Assessor to form part of their records.
3. Frequency of Preparation:
(a) assessments are made for the first time,

(b) general revision of assessments is conducted, or

(c) there are changes in the values and assessment.
4. Manner of Filling:

The NOA shall be filed according to the sequence of the control numbers, by city, municipality, ang
barangay.
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Section 3. Non-Technical

D. Notice of Assessment (NOA)

REPUBLIC OF THE PHILIPPIMNES
Frronwimaee:
Rty PA L mici iy :

MNOTICE OF ASSESSMEMT

Pd e Pl
Crate:

(FProparty Owwrneer, Beneficiary Usenr,
Fossaessor)

(Acdress)
il

Ermail Aaddress )
SirShviachsarm s
This. is o inform yowus that the real properiylies) indicated. hereunder is (arm=s) assessaed for tascation

puUrposes,. declaraed under your narme. This Notice is serve pursuant o Section 223 of R.A. MNo. 71680,
oiaervwisae kKreownm as the Local SGowvwermrment Code: of TS 1

P o e iy
T MNo. il Iclenmntificatiom Propaerity Loocaticom SAvctunal Uisae ssessed EfTectiwity
Walue (FPhp) |Acssesscmeernit
Muarmukrer
Tt

FPrimted marme and signature
FProwincial./ Tty yPluniicipal Assessor
Prooat Of Saereice

D= liiwermec] By

DCDate deliversed:

(Pprinted mname and sigmnatuarne)
Receiwed s

Date receiveecds

(printed mnane and sigmabure)

Registeraed PMail PNl Date rmrailed:

Ermail Address of the Declaranmt:

Crate
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Section 3. Non-Technical

E. Abstract of Registered Real Property Transaction

This Form Is to be maintained by all Assessors in their respective offices to
support the review and validation of the proposed SMVs submitted. The form
records transactions on real properties involving sales, transfer, conveyances,
leases or mortgages of real property as required under Article 300 of the IRR.

This Form is to be maintained by all Assessors in their respective offices to
support the review and validation of the proposed SMVs submitted. The form

records all building permits transmitted to the Assessor’s office pursuant to Sec.
290 of the LGC of 1991.

PARITMENT Of Finance | BUREAU OF LOCAL GOYERNMENT FINANCE
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Section 3. Non-Technical

F. Abstract of Building Permit

¢
s
&

Abstract of Building Permit

GOV
%
%

BAGONG PILIPINAS
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As of
Location of Property| Scope of
p;:::fd E;:::: Perminee Address of | Block Work ineal g of  [Structural
Date 3 " | Permit |[Owrer/Marm - [ Bar Canstassth, o Mo.of | Total Floor | Estimated - .
lssued | CONStucti [Completiol  po | e of Owner [VRP/TON | Permittee/O (o, 51 o I:Ee ﬂ:n ~ Argan Building | Type | siory Ares  [Bullding Cog| JiRssification
o " Appicant ] e i
(1) 2) (3) (a) ) () 7 (8) 8 (10 ) 1 aa [ s f14) {15)
Prepared by:
Date Provincial/City/ Municipal Assessor

siiwlag Bulp|ing Jo joenSqY - N-| Xauuy
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Section 3. Non-Technical

G. Abstract of Certificate of Registration of Installation of Machinery

Abstract of Certificate of Registration of Installation of Machinery
As of

Certificate of Registration or Installation
[Wear acquired] c

urrent Assessed

- A bk - Type of Brandf
Date lssued | CrHTAte | o, Location of | ypy Machinery | Maddel Cost of Machinery | condition Value |Date of Installation

Number Owner | Machinery

Manufacturer

) 12) 13) 1) (s) (s} @) (2) 9 (10) uy (2) (13)

Prepared by:

Date Provincial /City/ Municipal Assessor

fiaujyoep jo uopejeisy) jo uopesns|Bay Jo ejea|NIeY JO JIBASAY - O] XSUUY

This Form is to be maintained by all Assessors in their respective offices to support the review and validation of the proposed SMVs submitted. _
The form records all Certificate of Registration of Machinery Installed transmitted to the Assessor’s office as defined in Sec. 210 of the LGC,
1991. ’
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Chapter Il. Records Management

Section 4. Numbering System in Real Property
Assessment Records Management

The various numbering systems In real property
assessment records management are:

(a) Property Index Numbering System,
(b) Property Identification Numbering System;
(c) Tax Declaration Numbering System; and

(d) Notice of Assessment Numbering System

or Financt | BUREAU OF LOCALGOVYERNMENT FINANCE
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Section 4. Numbering System in Real Property
Assessment Records Management

TD Numbering System

The assignment shall be done every general revision or upon issuance of a new TD
which consists of fifteen (15) digits:

a. For the Province

0000 00 0000 00000
Year of GR Municipality Barangay Assessment Count

(1) The four (4)-digits represent the year of General Revision (GR).

(2) The two (2)-digits represent the municipal index number.

(3) The four (4)-digits represent the barangay index number.

(4) The five (5)-digits represent the Assessment Count, starting from 00001 for the first
RPU assessed for every barangay, and followed by the next barangay, starting with
00001 RPU count, until the last RPU, in chronological order.

V DeraRimMeNT of Financt | BUREAU OF LOCAL GOVERNMENT FINANCE w 7\
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Section 4. Numbering System in Real Property
Assessment Records Management

TD Numbering System

The assignment shall be done every general revision or upon issuance of a
new TD which consists of fifteen (15) digits:

b. For the City and the Municipality of Pateros

0000 000 0000 00000
Year of GR City/Municipality Barangay Assessment

1) The four (4)-digits represent the year of GR.

2) The three (3)-digits represent the city/municipal index number.

3) The four (4)-digits represent the barangay index number.

4) The five (5)-digits represent the Assessment Count, starting from 00001 for the first
RPU assessed for every barangay, and followed by the next barangay, starting with
00001 RPU count, until the last RPU, in chronological order.

A .
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Section 4. Numbering System in Real Property
Assessment Records Management

Notice of Assessment Numbering System

d A NOA number shall follow the Assessment Count reflected
In the corresponding TD. The assignment shall be done
every general revision or upon issuance of a new TD.

1 NOA number consist of eleven (11) digits.
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Section 4. Numbering System in Real Property
Assessment Records Management

Notice of Assessment Numbering System

a. For the Province

00 0000 00000

Municipality Barangay Assessment Count

(1) The two (2) digits represent the municipality index number.

(2) The four (4)-digits represent the barangay index number.

(3) The five (5)-digits represent the Assessment Count, as reflected in
the TD.

V DerARTMENT OF FINANCE | BUREAU OF LOCAL GOVERNMENT FINANCE “f
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Section 4. Numbering System in Real Property
Assessment Records Management

Notice of Assessment Numbering System

b. For City and Municipality of Pateros

000 0000 00000

City/Municipality of Pateros Barangay Assessment Count

(1) The three (3) digits represent the municipality index number.
(2) The four (4)-digits represent the barangay index number.

(3) The five (5)-digits represent the Assessment Count, as reflected in
the TD.
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Section 5. Reportorial Requirements

A. Quarterly Report on Real Property Assessment (QRRPA)
1. Purpose
To provide an updated report on the aggregate market and assessed values of all real properties according
to:
» property classification
« type and size
» corresponding collectible basic real property tax (RPT)
« additional levy on real property for the special education fund (SEF)
« others.
2. Frequency of Preparation and Submission of the QRRPA
» Preparation: every quarter of the calendar year
« Submission through electronic uploading into the LGU Integrated Financial Tools (LIFT) System:
a. For the first three quarterly reports — on or before the 15th of the month following the end of the
guarter.
b. For the year-end report — on or before the 28th of February of the subsequent fiscal year.
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Chapter Il. Records Management

Section 5. Reportorial Requirements

B. Monthly Report on Real Property Assessment (MRRPA)
1. Purpose
To provide an updated report on the aggregate market and assessed values of all real properties according
to:
 property classification
type and size
corresponding collectible basic real property tax (RPT)
additional levy on real property for the special education fund (SEF)
others.
2. Frequency of Preparation and Submission of the MRRPA
Preparation: every month of the calendar year
Submission through electronic uploading into the LIFT System: same as QRRPA
C. Annual Report of Lowest to Highest Recorded Sales of Real Properties
Submission to the respective BLGF RO: on or before 31 January of each year
D. Status of General Revision of Real Property Assessment and Property Classifications
Submission to the respective BLGF RO: upon the completion of the GR
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Chapter Il. Records Management

Section 6. Annotations in the Tax Declaration (TD)

The Assessor shall cause the annotation in the TDs:

e Issued levy on the real properties (Section 176, LGC);

e The electronic Certificate Authorizing Registration (CAR) Number, date of issuance, BIR Revenue District
Office Number, name of the Revenue District Officer, AO No. for conveyed properties;

e Court Orders, writ of preliminary attachments, writ of executions affecting the real property covered by

the TD;

e Deed of Restrictions (e.g., subdivisions, improvements)/cancellation by virtue of a court order or any orders
from appropriate government agencies;

e Lis pendens affecting the property covered by the TD; and

e Easements, roads, riverbanks, foreshore, and other waterways.

Bases to cause the cancellation of annotations in the TD:

e Cancellations annotated in the title;

e Cancellation of the warrant of levy;

e Cancellations due to satisfactory compliance by the property owner or declarant of (a) mechanic’s lien; and
(b) tax lien; and

e Cancellations by virtue of a court order.
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CHAPTER Illl: DIGITALIZATION OF THE OFFICE OF
LOCAL ASSESSOR

Pursuant to Section 22 of R.A. No. 12001, all provinces, cities, and
municipalities shall automate their real property tax administration
operation such as, but not limited to, tax mapping technology, maintain
software-enabled valuation systems, undertake regular data cleansing,
and computerize records management, with the guidance of the BLGF,
In coordination with the Department of Information and Communications

Technology (DICT).
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Chapter lll. Digitalization of the Office of Local Assessor

DOF Department Order No. 54.2024, entitled “Instituting the Policy and Guidelines for ICT
and the Adoption of Electronic Transactions for the Local Treasury and Assessment
Operations of LGUs and BLGF Operations and Services” aims to integrate, simplify, and
harmonize revenue operations, financial management processes and information systems, which
shall cover the treasury and assessment operations of LGUs in an efficient manner.

THE GOAL OF DIGITALIZATION
» To strengthen the capacity of LGUs to optimize and stabilize their revenue generation through
automated and streamlined appraisal and assessment of real properties.

» To increase the taxpayers’ satisfaction as it enables fast, convenient and quality provision of
services, helping them to improve their compliance with the regulations and their tax
obligations.

» To promotes uniformity and fairness in assessing real properties.
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Chapter lll. Digitalization of the Office of Local Assessor

DOF Department Order No. 54.2024

Digitalization Strateqgies

Scope of Functionality and Implementation

Data Management and Integration

System Security, Back-up, and Workflow

Reporting Requirement

= Support Services
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Chapter lll. Digitalization of the Office of Local Assessor

DOF Department Order No. 54.2024

Digitalization Strategies

Scope of Functionality and Implementation

Data Management and Integration

System Security, Back-up, and Workflow

Reporting Requirement

= Support Services
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Chapter lll. Digitalization of the Office of Local Assessor

DOF Department Order No. 54.2024

Digitalization Strategies

Scope of Functionality and Implementation

Data Management and Integration

System Security, Back-up, and Workflow

Reporting Requirement

= Support Services
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Chapter lll. Digitalization of the Office of Local Assessor

DOF Department Order No. 54.2024

« Digitalization Strategies
 Scope of Functionality and Implementation

« Data Management and Integration

« System Security, Back-up, and Workflow
 Reporting Requirement

» _Support Services
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Chapter lll. Digitalization of the Office of Local Assessor

DOF Department Order No. 54.2024

Digitalization Strategies

Scope of Functionality and Implementation

Data Management and Integration

System Security, Back-up, and Workflow

Reporting Requirement

= Support Services
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Chapter lll. Digitalization of the Office of Local Assessor

DOF Department Order No. 54.2024

Digitalization Strategies

Scope of Functionality and Implementation

Data Management and Integration

System Security, Back-up, and Workflow

Reporting Requirement

e Support Services
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Chapter lll. Digitalization of the Office of Local Assessor

DOF Department Order No. 54.2024

« Digitalization Strategies

« Scope of Functionality and Implementation
« Data Management and Integration

« System Security, Back-up, and Workflow

 Reporting Requirement

e Support Services
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Chapter lll. Digitalization of the Office of Local Assessor

DOF Department Order No. 54.2024

« Acquisition of Developed Systems from Private Firm

 Transfer of Technology

 The Geographic Information System
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Chapter lll. Digitalization of the Office of Local Assessor

DOF Department Order No. 54.2024

« Acquisition of Developed Systems from Private Firm

 Transfer of Technology

 The Geographic Information System

W3 < Gon
P ﬁ» >
2\ (§ %)

)

R~ 7 \*‘ﬁ V DEPARIMENT OF FINANCE | BUREAU OF LOCAL GOVERNMENT FINANCE




Chapter lll. Digitalization of the Office of Local Assessor

DOF Department Order No. 54.2024

« Acquisition of Developed Systems from Private Firm

 Transfer of Technology

« The Geographic Information System @
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Chapter lll. Digitalization of the Office of Local Assessor

Take away:

Implementation

Monitoring

Maintenance

v Derariment of Finance | BUREAU OF LOCAL GOYERNMENT FINANCE

The Rule of the Three-Fold Process (Implement, Monitor, Maintain)

This rule emphasizes that a security measure is not complete after the
Initial setup.

Implementation: Designing and installing the security solution, from
analysis and building to testing and deployment.

Monitoring: Continuously checking the security system for alerts and
potential threats, as security is not fully automated and requires human
iIntervention to be effective.

Maintenance: Regularly updating and patching the system to fix
vulnerabilities and ensure it remains effective against new threats.




Chapter lll. Digitalization of the Office of Local Assessor

Take away. The CIA Triad (Confidentiality, Integrity, Availability)

This is the foundational model for information security, and each
principle is a core goal for protecting data.

Confidentiality: Ensures that sensitive information is only accessible
to authorized users.

protected

by CIA Traid Integrity: Guarantees that data is accurate, complete, and has not

been altered or tampered with.

Availability: Makes sure that authorized users can access information /
and systems when they need them.

Availability
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Chapter lll. Digitalization of the Office of Local Assessor

Section 9. The Geographic Information System

For more detailed guidance on digitalization of tax related functions in the Local
Government Units, LGUs should refer to the following reference: (1) DOF
Department Order No. 54.2024; and (2) Bureau of Local Government

Finance. (2009). LINKING UP LGU OPERATIONS: A Guide to

Computerization of Tax Related Functions in the Local Government Units.
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THANK YOU

AND HAVE A PRODUCTIVE WEEK!
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