
Service Name:
Office or Division:

Classification:

Type of Transaction:

Who may Avail:

CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE

1. Submit application forms and complete
documentary requirements to the OBO
processing counter.

Receive, check completeness of documents based on
the checklist. Stamped receive the application if
complete.

If incomplete, return documents and inform applicant of
missing requirements.

None 30 minutes
Neil G. Pureza

(Municipal Engineering Office)

2. Submit application forms and complete
documentary requirements

Receive, check completeness of documents. Compute
Locational and Zoning Clearance fees None 1 Hour Office Staff

(Municipal Planning & Development Coordinator Office)

3. Pay the assessed fees at the Treasurer's
Office.

Receive payment, encode transaction, and issue
Official Receipt (OR). Amount based on computed fees 10 minutes

Cashier Staff
(Municipal Treasurer's Office)

4. Submit documents and issued Official
Receipt (OR)

Verify payment receipt and Issuance of Clearance for
signing of the Mayor None 30 minutes Office Staff

(Municipal Planning & Development Coordinator Office)

5 Submit Zoning Clearance for Mayor's
Signature

Documents for Mayor's review and signing
None 1 Working Day   Office Staff

(Municipal Mayor's Office)
6. Submit Zoning Clearance and other
documents

Checking and approval of zoning clearance and
drawing plans None 30 minutes Office Staff

(Municipal Planning & Development Coordinator Office)

7. Pay the Fire and Safety  Evaluation
Clearance (FSEC) fees.

Receive payment and Issuance of Fire and Safety
Evaluation Clearance (FSEC). Amount based on computed fees 10 minutes Cashier Staff

(Bureau of Fire Protection Office)

Receive, check completeness of documents based on
the checklist. None 30 minutes

Neil G. Pureza
(Municipal Engineering Office)

Schedule and conduct physical site inspection to verify
actual construction against approved blueprints and
National Building Code compliance.
Assess final occupancy fees based on actual
dimensions/usage and issue the formal Order of
Payment / Assessment Form.

None 1-3 Working Days Building /Project  Inspector
(Municipal Engineering Office)

9. Pay the assessed fees at the Treasurer's
Office.

Receive payment, encode transaction, and issue
Official Receipt (OR). Amount based on PD 1096 Schedule of Fees 10 minutes

Cashier Staff
(Municipal Treasurer's Office)

10. Submit copy of Official Receipt to the OBO
processing counter.

Verify payment receipt, process final approval, and
route to the Building Official for signature. None 1 Hour

Neil G. Pureza / Rene L. Tiay
(Municipal Engineering Office)

11. Receive building permit and approved
plans.

Release signed Building Permit Certificate and
approved blueprints. None 10 minutes

Neil G. Pureza / Rene L. Tiay
(Municipal Engineering Office)

END OF TRANSACTION

8. Submit application forms and complete
documentary requirements to processing
counter

Highly Technical

Registry of Deeds

CHECKLIST OF REQUIREMENTS

Municipal Engineering Office / Office of the Building Official (OBO)

City / Municipal Assessor's Office and Treasurer's Office

WHERE TO SECURE

Municipal Engineering Office / Office of the Building Official (OBO)

Landowners, authorized representatives, or developers intending to construct, alter, repair, or renovate structures.

ISSUANCE OF BUILDING PERMIT

3. Certified True Copy of Transfer Certificate of Title (TCT) (6 copies)

Applicant’s hired Civil / Structural Engineer
Applicant’s hired Licensed Architect / Engineers

8. Clearances: Zoning / Locational Clearance, Barangay Construction Clearance, and Fire Safety Evaluation Clearance (FSEC)

Applicant’s hired Licensed Architect / Engineers
6. Bill of Materials, Cost Estimates, and Technical Specifications (6 sets) signed and sealed

Municipal Engineering Office / Office of the Building Official (OBO)

2. Ancillary Permit Forms(Architectural,Civil/Structural, Electrical, Plumbing,Sanitary, Mechanical, Sign) signed and sealed

Municipal Planning & Development Office, Local Barangay, and Bureau of Fire
Protection (BFP)

5. Detailed Construction Plans / Blueprints (6 complete sets) signed and sealed by professionals

1. Unified Building Permit Application Form (7 original copies) duly accomplished, signed and sealed by relevant licensed professionals

7. Structural Design Analysis and Computation (for structures 2 storeys and above) (6 sets)

Government to Citizen / Government to Business

4. Tax Declaration of Property and Current Real Property Tax Receipt / Clearance (6 copies)


