
 

    Page | 0  

  

 

 

 

 

 

 

 

 

 

 

OFFICE OF THE MUNICIPAL 

PLANNING AND DEVELOPMENT 

COORDINATOR SERVICES 
  



 

    Page | 1  

  

1. Issuance of Certificate of Zoning Compliance  
 

 

Office or Division: Office of the Municipal Planning and Development Coordinator 

Classification: Simple Transaction 

Type of Transaction: Government to Citizens (G2C) 

Who may avail: Concerned Citizens 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1) 2 Copies of Duly accomplished and 
notarized Application Form 
2) Requirements relative to Right Over land 
 a. Photocopy of Certificate of Title 
 b. Certified True Copy of the Tax Declaration 
 c. Updated Tax Receipt (Xerox Copy) 
 d. In the absence of the Certificate of Title in 
the name of the applicant, submit pro – forma 
affidavit 
 e. Affidavit of Consent (if the applicant is not 
the owner of the land) 
3) Vicinity Map 
4) Site Development Plan, Floor Plans and 
Elevations 
5) Detailed Cost of materials and 
specifications signed and sealed by a duly 
licensed Civil Engineer / Architect with 
conformity of the owner 
6) Conversion Clearance or Certificate of 
Exemption for Conversion from the 
Department of Agrarian Reform, if the project 
is situated in the agricultural lands (when 
applicable) 
7) Environmental Compliance Certificate 
(ECC) / Certificate of Non-Coverage (CNC) 
issued by DENR (when applicable) 
Note: Special projects are covered by special 
laws and specific location guidelines 
8) Special Power of Attorney /Notarized Board 
Resolution authorizing a representative (if the 
applicant is unavailable) 
9) Photocopy of valid ID of the applicant and 
authorized representative 

1) MPDC Office 
2) Land Owner / Municipal Assessors Office 
3) Licensed Civil Engineer, Architect or 

Geodetic Engineer  
4) Licensed Civil Engineer, Architect or 

Geodetic Engineer  
5) Licensed Civil Engineer / Architect with 

conformity of the owner  
6) Sangguniang Bayan/ Department of 

Agrarian Reform 
7) DENR 
8) Lawyer 
9) From the Document Owner 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES 
TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

Submit all requirements 
to the MPDC Office. 

Receives and 
evaluate 
requirements. 
Advice the client to 
return after the day 
of inspection. 

None 3 minutes Zoning Officer 

 
Inspection and 
evaluation of the 
location 

None 
Every 
Thursday 

MPDC Staff 

Back for the 
assessment of fees. 

Issue assessment 
of fees 

None 1 minute MPDC Staff 

Proceed to Municipal 
Treasury Office to pay 
the assessed amount 
and present the Official 

Prepare and sign 
the documents 

Payme
nt 
depend
s on  

5 minutes 

MTO Staff – Cashier 
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Receipt and wait while 
the documents are 
being prepared and 
signed. 
Present the Official 
Receipt 

the 
assess
ment 

 
 Zoning Officer 

Receive the 
documents. 

Release the 
documents 

None 1 minute MPDC Staff 

TOTAL : 10 minutes  
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2. New Stall Application 
 

 

Office or Division: Office of the Municipal Planning and Development Coordinator 

Classification: Simple Transaction 

Type of Transaction: Government to Citizens (G2C) 

Who may avail: Businessman, Market Vendors 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1) Application to Lease Market Stall 
2) Valid ID 
3) Community Tax Certificate 

10) MPDC Office 
11) Applicant/ Client 
12) Municipal Treasurer’s Office  

CLIENT STEPS AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSIN
G TIME 

PERSON 
RESPONSIBLE 

Inquire as to availability 
of vacant stalls and 
procedure of application 

Answer to client’s 
inquiries on the 
availability of stalls 
 
If there is available, 
present available vacant 
stalls, brief on the 
procedure of application 
and the required 
documents to be 
submitted 
 

None 1 minute MPDC Staff 

Complete the required 
documents mentioned 
above and present 
them to the MPDC Staff 

Review and evaluate the 
completeness of the 
submitted documents 
 
 
Issue assessment of fees 

None 2 minutes MPDC Staff 

Proceed to Municipal 
Treasury Office to pay 
the assessed amount 
and present the Official 
Receipt and wait while 
the documents are 
being prepared and 
signed. 

Prepare the documents 

Payment 
depends 
on the 
area of 
the stall 

5 minutes 

MTO Staff – 
Cashier 
 
 
 
 
MPDC Staff 

Client signs the 
Application to Lease 
Market Stallbooth, 
Certificate of Award and 
Contract of Lease 

Inform documents will be 
signed by the duly 
authorized signatories. 

None 3 minutes MPDC Staff 

Signs the contract and to 
make notarize the same 

None 1 hour Applicant 

None 

Printing of the Stall 
Award Certificate 
 
Signs the Stall Award 
Certificate 

None 5 minutes 

MPDC Staff 
 
 
Municipal Mayor 

Return to the MPDC 
Office 

Release copy of 
Application Form, 
Application to Lease 
Market Stallbooth, 
Certificate of Award for 
personal file of applicant. 

None 2 minutes MPDC Staff 

TOTAL : 
1 hr and 18 

minutes 
 

 


