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1. ISSUANCE OF ELECTRICAL PERMITS & BUILDING PERMITS 

Building Permit/Electrical Permit is required to secure before any new 

construction/renovation of building/structure be done as required under the National Building 

Code of the Philippines (P.D. 1096) 

 

Office or Division: MUNICIPAL ENGINEERING OFFICE (MEO) / OBO 

Classification: SIMPLE TRANSACTION 

Type of Transaction: ELECTRICAL PERMIT/CFEI & BUILDING PERMIT 

Who may avail: ALL CONCERNED CITIZENS 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Proof of Ownership (Lot) / Zoning Clearance MPDC Department  

Building Plans, Estimates & Material Specs. Office of the Building Official 

Fire Clearance BFP 

  

     

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO BE 
PAID 

PROCESSI
NG TIME 

PERSON 
RESPONSIBLE 

1. Submit complete 
documents to 
Engineering/Buildi
ng Official Office 

 

Receive and verify 
all documents 
submitted for 
completeness. 
Prepare and issue 
endorsement for the 
issuance of Fire 
Clearance. Start 
review as to 
compliance to 
National Building 
Code (PD 1096) 
 

Depends on 
the Bill of 
Materials & 
Area of the 
Building/Struc
ture. 
 
For Electrical 
Permit: 
Minimum of 
Php 535.00 

30 minutes 

Engineering Staff 
: (Engineers & 
Architects) 
 
MGDH 1 (Municipal 
Engineer) 

2. Receive 1 set 
complete plans 
and letter of 
endorsement for 
submission to 
Bureau of Fire 
Protection and 
wait for the 
issuance of Fire 
Clearance.  

Issue letter of 
endorsement and 1 
set complete plans 
with estimate and 
specification to 
applicant for 
submission at 
Bureau of Fire 
Protection. 
Site Inspection 

Depends on 
the Bill of 
Materials & 
Area of the 
Building/Struc
ture. 
 
For Electrical 
Permit: 
Minimum of 
Php 535.00 

10 minutes 

Engineering Staff 
: (Engineers & 
Architects) 
 
MGDH 1 (Municipal 
Engineer) 

3. Submit Fire 
Clearance, Zoning 
clearance and 
other clearances 
from NGA to the 
Building Official’s 
Office and accept 
order of payment 
to be paid at 
Treasury Office 

Received and verify 
all Clearances. 
Issue order of 
payment for 
Building Permit 
Fees. 

Depends on 
the Bill of 
Materials & 
Area of the 
Building/Struc
ture. 
 
For Electrical 
Permit: 
Minimum of 
Php 535.00 

10 minutes 
 

Engineering Staff 
: (Engineers & 
Architects) 
 
MGDH 1 (Municipal 
Engineer) 

4. Submit payment 
receipt. Received 
1 set approved 
Building Plan and 
permits 

Verify official receipt 
and record. Issue 
approved Building 
Permits and Plans 

Depends on 
the Bill of 
Materials & 
Area of the 
Building/Struc
ture. 

10 minutes 
 

Engineering Staff 
: (Engineers & 
Architects) 
 
MGDH 1 (Municipal 
Engineer) 
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For Electrical 
Permit: 
Minimum of 
Php 535.00 

TOTAL : 
60 minu

tes 
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2. ISSUANCE OF CERTIFICATE OF OCCUPANCY FOR NEW BUILDING 

 
Occupancy Permit is required before any building or structure is used or occupied, it is usually 

secured after completion of structure. It is also required if there is any change in existing use or 

occupancy classification of a building structure or any portion thereof 
 

Office or Division: MUNICIPAL ENGINEERING OFFICE (MEO) / OBO 

Classification: SIMPLE TRANSACTION 

Type of Transaction: OCCUPANCY PERMIT FOR NEW BUILDING 

Who may avail: ALL CONCERNED CITIZENS 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Certificate of Completion Sealed/Signed by 
Engineer in charge 

Engineering Department 

As built plan in case of revisions Engineering Department 

Construction logbook Engineering Department 

  

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit all 
required 
documents to 
the Office of 
Building Official  

Accept and review 
documents for 
completeness 
Endorsement to 
Bureau of Fire for 
final Fire Clearance 
 

 
Depends on the 
Estimate 
provided. 
 
For Residential: 
Min. of Php 400 
 
For 
Commercial: 
Min. of Php 800 
 
 

5 minutes Engineering Staff 
: (Engineers & 
Architects) 
 
MGDH 1 
(Municipal 
Engineer) 

2. Received letter 
of endorsement 
and 1 copy of 
Certificate of 
Completion for 
submission to 
Bureau of Fire 
Protection and 
wait for the 
issuance of 
Final Fire 
Clearance 

Issue letter of 
endorsement and 
one copy of 
Certificate of 
Completion to 
applicant for 
submission at BFP. 
Actual Inspection 

Depends on the 
Estimate 
provided. 
 
For Residential: 
Min. of Php 400 
 
For 
Commercial: 
Min. of Php 800 
 
 

5 minutes Engineering Staff 
: (Engineers & 
Architects) 
 
MGDH 1 
(Municipal 
Engineer) 

3. Submit Fire 
Clearance. 

 Pay Certificate of 
Occupancy Fees 
Received Occupancy 
Permit 

Accept the 
clearance and issue 
payment order  
Issue Occupancy 
Permit 

Depends on the 
Estimate 
provided. 
 
For Residential: 
Min. of Php 400 
 
For 
Commercial: 
Min. of Php 800 
 
 

5 minutes 
 

Engineering Staff 
: (Engineers & 
Architects) 
 
MGDH 1 
(Municipal 
Engineer) 

TOTAL : 15 minutes  
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3. ISSUANCE OF CERTIFICATE OF OCCUPANCY FOR OLD BUILDING 

 
Occupancy Permit is required before any building or structure is used or occupied, it is usually 

secured after completion of structure. It is also required if there is any change in existing use or 

occupancy classification of a building structure or any portion thereof 
 

Office or Division: MUNICIPAL ENGINEERING OFFICE (MEO) / OBO 

Classification: SIMPLE TRANSACTION 

Type of Transaction: OCCUPANCY PERMIT FOR OLD BUILDING 

Who may avail: ALL CONCERNED CITIZENS 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Fire Clearance Engineering Department 

Old Certificate of Occupancy Engineering Department 

  

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit all 
required 
documents to 
the Office of 
Building 
Official 

Accept and review 
documents 
Actual inspection 
of the building 
Issue order of 
payment 
 

 
Depends on the 
Estimate 
provided. 
 
For Residential: 
Min. of Php 400 
 
For 
Commercial: 
Min. of Php 800 
 
 

2 hours Engineering Staff 
: (Engineers & 
Architects) 
 
MGDH 1 
(Municipal 
Engineer) 

2. Pay to cashier 
Occupancy 
Permit Fee 
and present to 
Building 
Official office 

Record 
 

Depends on the 
Estimate 
provided. 
 
For Residential: 
Min. of Php 400 
 
For 
Commercial: 
Min. of Php 800 
 
 

5 minutes Engineering Staff 
: (Engineers & 
Architects) 
 
MGDH 1 
(Municipal 
Engineer) 

3. Received 
Occupancy 
Permit 

Issue Occupancy 
Permit 

Depends on the 
Estimate 
provided. 
 
For Residential: 
Min. of Php 400 
 
For 
Commercial: 
Min. of Php 800 
 
 

5 minutes 
 

Engineering Staff 
: (Engineers & 
Architects) 
 
MGDH 1 
(Municipal 
Engineer) 

TOTAL : 
2 hours & 10 

minutes 
 

 

 


