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1. Granting a Building Permit 
Issuance of a building permit prior to construction, erection, alteration, major repair, 
renovation or conversion of any building/structure owned by government or private entities. 

 

Office/Division: Engineering Office 

Classification: Simple 

Type of Transaction: G2C – Government to Citizen 

Who may avail: Any Individuals, Government or Private Entities prior to 
construction, erection, alteration, major repair, renovation or 
conversion of any building/structure. 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Certified True Copy of Certificate of Zoning 
Compliance/Locational Clearance (1 copy 
original) 

2. Fire safety evaluation clearance (1 copy 
original) 

3. Duly accomplished application form 

• Building Permit, 1 set original 

• Electrical Permit, 1 set original 

• Sanitary/Plumbing Permit, 1 set original 

• Mechanical Permit, 1 set original 
4. Blue print of plans, specifications and forms 

duly signed and seal (5 sets) 
5. Structural analysis and design (for 2 storey 

building and above) duly signed and sealed (3 
copies 1 original & 2 photocopy) 

6. Technical specifications duly signed and sealed 
(3 copies original) 

7. Detailed cost estimate – duly signed and sealed 
(3 copies original) 

8. Construction Logbook (1 piece) 
9. SPA if representative  
10. DPWH clearance if the location of the proposed 

structure is along National Road 
 

MPDC Office 
 
 
BFP 
 
 
Engineering Office 
Engineering Office 
Engineering Office 
Engineering Office 
Design Professional 
 
Design Professional 
 
 
Design Professional 
 
Design Professional 
 
Design Engineer 
Applicant 
DPWH 

CLIENT STEPS AGENCY ACTION 
FEES TO BE 

PAID 
PROCESSING 

TIME 
PERSON 

RESPONSIBLE 

1. Present 

application at the 

office of the 

building official 

1.1 Evaluate 

application if all the 

requirements is 

complete 

None 

 

30 Minutes Acting Building 

Official 

Engineering Office 

 

    

2.Pay the assess 

fees at the 

Municipal 

Treasurer’s 

Office with order 

of payment 

2.1 Issue official 

receipt base on the 

order of payment 

Building Permit 

Fee depends 

on building 

area 

10 Minutes Revenue 

Collection Clerk II 

Treasury Office 

3. Submit the 

application with 

complete 

3.1 Received 

complete 

documents and re-

None 30 Minutes Acting Building 

Official 
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 1.2 Assess fees  

and Issue order of 

payment 

None 1 Hours 30 

Minutes 

Acting Building 

Official 

Engineering Office 

 

2.Pay the assess 

fees at the 

Municipal 

Treasurer’s 

Office with order 

of payment 

2.1 Issue official 

receipt base on the 

order of payment 

Building Permit 

Fee depends 

on building 

area and 

classification 

10 Minutes Revenue 

Collection Clerk II 

Treasury Office 

3. Submit the 

application with 

complete 

documents, plans 

Fire Safety 

Evaluation 

Clearance, 

Locational 

Clearance and 

other documents 

to the office of 

the Building 

Official 

3.1 Received 

complete 

documents and re-

evaluate 

None 30 Minutes Acting Building 

Official 

Engineering Office 

 

TOTAL 

As assessed. 

Schedule of 

fees below 

3 Hours 10 

Minutes 
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2. Granting an Electrical Permit and Certificate of Final Electrical 
Inspection and Completion 
This permit is required before changing, altering or adding to the approved electrical 
installations. 

Office/Division: Engineering Office 

Classification: Simple 

Type of Transaction: G2C – Government to Citizen 

Who may avail: Any individuals prior to new installation, altering, adding, 
completion to the approved electrical installations. 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Duly accomplished Electrical Permit form and 
Certificate of Final Electrical Inspection and 
Completion Form (1 set original) 

2. 5 copies original– electrical plans & 
specifications signed by professional electrical 
engineer 

Engineering Office 
 
 
Professional Electrical Engineer 
 

CLIENT STEPS AGENCY ACTION 
FEES TO BE 

PAID 
PROCESSING 

TIME 
PERSON 

RESPONSIBLE 

1. Submit 

application at the 

office of the 

building official 

1.1 Receives 

application 

1.2 Evaluate plans 

None 

 

30 Minutes Acting Building 

Official 

Engineering Office 

1.3 Assess fees  

1.4 Issue order of 

payment 

None 30 Minutes Acting Building 

Official 

Engineering Office 

1.5 Processes 

application based 

on the 

completeness and 

correctness of 

related documents 

None 1 Hour Acting Building 

Official 

Engineering Office 

2.Pay the assess 

fees at the 

Municipal 

Treasurer’s 

Office with order 

of payment 

2.1 Issue official 

receipt base on the 

order of payment 

Electrical 

Permit Fee 

depends on 

connected 

loads, etc 

10 Minutes Revenue 

Collection Clerk II 

Treasury Office 

3.Receive the 

permit 

3.1 Release permit None 10 Minutes Acting Building 

Official 

Engineering Office 

TOTAL 

As assessed. 

See schedule 

of fees below 

Service 1 

2 Hours 20 

Minutes 
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3. Granting a Fencing Permit 
This permit is required prior to the actual construction of a fence. 

Office/Division: Engineering Office 

Classification: Simple 

Type of Transaction: G2C – Government to Citizen 

Who may avail: Any individuals prior to construct fence. 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Duly accomplished Fencing Permit application form (I set original) 
2. 3 copies original– fencing plan duly signed and sealed 
3. 3 copies original – bill of materials and cost estimates duly signed 

and sealed 
4. 1 photocopy – lot plan 
5. 1 photocopy – land title/ tax declaration 
6. 1 photocopy – deed of sale/lease/contract to sell or affidavit of 

consent of lot owner if the title is not in the name of the 
owner/applicant 

7. Certified True Copy of Certificate of Zoning 
Compliance/Locational Clearance (1 copy original) 

Engineering Office 
 
Design Engineer 
 
Design Engineer 
 
Assessor’s Office 
Assessor’s Office 
Assessor’s Office 
MPDC Office 

CLIENT STEPS AGENCY ACTION 
FEES TO BE 

PAID 
PROCESSING 

TIME 
PERSON 

RESPONSIBLE 

1. Submit 

application at the 

office of the 

building official 

1.1 Receives 

application 

1.2 Evaluate plans 

None 

 

30 Minutes Acting Building 

Official 

Engineering Office 

1.3 Assess fees  

1.4 Issue order of 

payment 

None 30 Minutes Acting Building 

Official 

Engineering Office 

1.5 Processes 

application based 

on the 

completeness and 

correctness of 

related documents 

None 1 Hour Acting Building 

Official 

Engineering Office 

2.Pay the assess 

fees at the 

Municipal 

Treasurer’s Office 

with order of 

payment 

2.1 Issue official 

receipt base on the 

order of payment 

Fencing 

Permit Fee 

depends on 

linear meter, 

etc. 

10 Minutes Revenue 

Collection Clerk II 

Treasury Office 

3.Receive the 

permit 

3.1 Release permit None 10 Minutes Acting Building 

Official 

Engineering Office 

TOTAL 

As assessed. 

See schedule 

of fees below 

Service 1` 

2 Hours 20 

Minutes 
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4. Granting a Demolition Permit 
This permit is required prior to the systematic dismantling or demolition of a building or 
structure in whole or in part. 

 
Office/Division: Engineering Office 

Classification: Simple 

Type of Transaction: G2C – Government to Citizen 

Who may avail: Any individuals prior to the systematic dismantling or 
demolition of a building or structure in whole or in part. 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Duly accomplished Demolition Permit form (1 
set original) 

2. 1 photocopy – land title or tax declaration of the 
building to be demolished 

3. 1 photocopy – certificate of non tax delinquency 
4. 1 photocopy – affidavit of consent of the owner 

of the building to demolished if the applicant is 
not the owner 

Engineering Office 
 
Assessor’s Office 
 
Treasury Office 
Assessor’s Office 
 

CLIENT STEPS AGENCY ACTION 
FEES TO BE 

PAID 
PROCESSING 

TIME 
PERSON 

RESPONSIBLE 

1. Submit 

application at the 

office of the 

building official 

1.1 Receives 

application 

1.2 Evaluate plans 

None 

 

30 Minutes Acting Building 

Official 

Engineering Office 

1.3 Assess fees  

1.4 Issue order of 

payment 

None 30 Minutes Acting Building 

Official 

Engineering Office 

1.5 Processes 

application based 

on the 

completeness and 

correctness of 

related documents 

None 1 Hour Acting Building 

Official 

Engineering Office 

2.Pay the assess 

fees at the 

Municipal 

Treasurer’s 

Office with order 

of payment 

2.1 Issue official 

receipt base on the 

order of payment 

Demolition 

Permit Fee 

depends on 

building area, 

classification, 

etc 

10 Minutes Revenue 

Collection Clerk II 

Treasury Office 

3.Receive the 

permit 

3.1 Release permit None 10 Minutes Acting Building 

Official 

Engineering Office 

TOTAL 

As assessed. 

See schedule 

of fees below 

Service 1 

2 Hours 20 

Minutes 
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5. Granting a Temporary Service Connection Permit 
This permit is required for temporary service connection to a power utility for lighting and for 
construction purposes such as temporary lighting for carnivals/fiestas, lighting of 
cemeteries, Christmas decorative lighting, etc. 

Office/Division: Engineering Office 

Classification: Simple 

Type of Transaction: G2C – Government to Citizen 

Who may avail: Any individuals prior to temporary service connection to a power 
utility for lighting. 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Duly accomplished Temporary Service 
Connection Permit form (1 set original) 

2. 3 copies of temporary service connection 
plan, 3 copies of electrical plan/lay out duly 
signed and sealed 

Engineering Office 
 
Engineer 

CLIENT STEPS 
AGENCY 
ACTION 

FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit 

application at the 

office of the 

building official 

1.1 Receives 

application 

1.2 Evaluate 

plans 

None 

 

30 Minutes Acting Building 

Official 

Engineering Office 

1.3 Assess fees  

1.4 Issue order of 

payment 

None 30 Minutes Acting Building 

Official 

Engineering Office 

1.5 Processes 

application based 

on the 

completeness and 

correctness of 

related 

documents 

None 1 Hour Acting Building 

Official 

Engineering Office 

2.Pay the assess 

fees at the 

Municipal 

Treasurer’s 

Office with order 

of payment 

2.1 Issue official 

receipt base on 

the order of 

payment 

Temporary 

Service 

Connection 

Permit Fee 

depends on 

connected loads 

10 Minutes Revenue 

Collection Clerk II 

Treasury Office 

3.Receive the 

permit 

3.1 Release 

permit 

None 10 Minutes Acting Building 

Official 

Engineering Office 

TOTAL 

As assessed. 

See schedule 

below Service 1 

2 Hours 20 

Minutes 
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6. Granting an Occupancy Permit 
 

The office of the municipal engineer issue an occupancy permit before any building or    
structure is used or occupied. It is usually secured after the completion of the structure. 

 
Office/Division: Engineering Office 

Classification: Simple 

Type of Transaction: G2C – Government to Citizen 

Who may avail: Any individuals before the structure is used or occupied 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Duly accomplished Certificate of Completion 
form (1 set original) 

2. Logbook of building construction (1 piece) 
 

3. Building inspection sheet duly accomplished by 
the contractor (if undertaken by contract) (1 
photocopy) 

4. Fire Safety Inspection Certificate (1 copy 
original) 

Engineering Office 
 
In-charge Professionals and Design 
Professionals/Supervisor 
In-charge Professionals Contractor 
(if undertaken by contract) 
 
Bureau of Fire Protection  

CLIENT STEPS AGENCY ACTION 
FEES TO BE 

PAID 
PROCESSING 

TIME 
PERSON 

RESPONSIBLE 

1. Present 

application at the 

office of the 

building official 

1.1 Evaluate 

application if all 

the requirements 

is complete 

None 

 

1 Hour Acting Building 

Official 

Engineering Office 

1.2 Assess fees  

1.3 Issue order of 

payment 

None 1 Hour Acting Building 

Official 

Engineering Office 

2.Pay the assess 

fees at the 

Municipal 

Treasurer’s 

Office with order 

of payment 

2.1 Issue official 

receipt base on 

the order of 

payment 

Occupancy 

Permit Fee 

depends on 

cost estimates 

10 Minutes Revenue 

Collection Clerk II 

Treasury Office 
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3.Submit the 

application with 

complete 

documents, 

plans, Fire Safety 

Inspection 

Certificate and 

other documents 

to the office of 

the building 

official 

4.1 Receive 

complete 

documents and re-

evaluate 

None 30 Minutes Acting Building 

Official 

Engineering Office 

4.Receive 

occupancy permit 

3.1 Release 

occupancy permit 

None 30 Minutes Acting Building 

Official 

Engineering Office 

TOTAL 

As assessed. 

See schedule 

of fees below 

Service 1 

3 Hours 10 

Minutes 

 

 
 

7. Granting a Repair Permit 
 

Office/Division: Engineering Office 

Classification: Simple 

Type of Transaction: G2C – Government to Citizen 

Who may avail: Any individuals prior to repair structure 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Duly accomplished application form for repair 
permit (1 set original) 

2. Sketch Plan duly signed and sealed (5 sets 
original) 

3. Detailed cost estimate – duly signed and sealed 
(3 copies original) 

Engineering Office 
 
Design Engineer 
 
Design Engineer  

CLIENT STEPS AGENCY ACTION 
FEES TO BE 

PAID 
PROCESSING 

TIME 
PERSON 

RESPONSIBLE 

1. Present 

application at the 

office of the 

building official 

1.1 Evaluate 

application if all the 

requirements is 

complete 

None 

 

1 Hour Acting Building 

Official 

Engineering Office 

1.2 Assess fees  

1.3 Issue order of 

payment 

None 1 Hour Acting Building 

Official 

Engineering Office 

2.Pay the assess 

fees at the 

Municipal 

Treasurer’s 

Office with order 

of payment 

2.1 Issue official 

receipt base on the 

order of payment 

Repair Permit 

Fee depends 

on percentage 

of cost 

10 Minutes Revenue 

Collection Clerk II 

Treasury Office 
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2.Pay the assess 

fees at the 

Municipal 

Treasurer’s 

Office with order 

of payment 

2.1 Issue official 

receipt base on the 

order of payment 

Repair Permit 

Fee depends 

on percentage 

of cost 

10 Minutes Revenue 

Collection Clerk II 

Treasury Office 

3.Submit the 

application with 

complete 

documents, 

plans, Fire Safety 

Inspection 

Certificate and 

other documents 

to the office of 

the building 

official 

3.1 Receive 

complete 

documents and re-

evaluate 

None 30 Minutes Acting Building 

Official 

Engineering Office 

4.Receive Repair 

Permit 

4.1 Release repair 

permit 

None 30 Minutes Acting Building 

Official 

Engineering Office 

TOTAL 

As assessed. 

See schedule 

of fees below 

Service 1 

3 Hours 10 

Minutes 

 

 


