
 
 

 

1. Issuance of Building Permit 
The Issuance of Building Permit is a service of the Municipal Engineering 

Office that authorizes the construction, alteration, or repair of buildings and 

structures within the municipality. This ensures that the proposed project 

complies with the standards and requirements of the Presidential Decree No. 

1096 and other applicable regulations to promote public safety and orderly 

development. 

 

Office or Division: Municipal Engineering Office  

Classification: Complex 

Type of 

Transaction: 

G2C Government to Citizen, G2B Government to Business, G2G 

Government to Government 

Who may avail: All applicants 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1.  Plans – FOUR (4) Sets  

(Original Signed & Sealed) 

Client 

1.1  Architectural – signed & sealed by  

1.2 Structural (Two Storey) – signed & sealed 

1.3 Structural (Three Storey & above) – signed 

& sealed 

1.4 Plumbing/Sanitary – signed & sealed 

1.5 Electrical – signed & sealed 

1.6 Mechanical – signed & sealed 

Registered Architect 
Registered Civil Engineer 
Registered Structural Engineer 
Master Plumber/Sanitary Engr. 

Professional Electrical Engineer 

Mechanical Engineer 

2.  Supporting Documents – FOUR (4) 

Copies 

Client 

2.1 Specifications & Cost Estimate – signed & 

sealed 

2.2 Structural Analysis 

 

2.3 Lot Plan 

Architect / Civil Engineer 

Civil Engineer for 2-storey & Structural 

Engineer for 3-storey & above 

Client 

 

3. Photocopy of the Following FOUR (4) 

Photocopy  

Client 

3.1 Transfer Certificate of Title (TCT) Certified 
thru copy 
3.2  Tax Declaration / Tax Receipt (current 
year) / Authorization Letter 
3.3 Barangay Clearance – Permit to Construct 
3.4 Community Tax Receipt (CTC) & Valid I.D. 

Client 
 
Client 
 
Barangay 
 



 
 

 

3.5  Zoning / Locational Clearance 
3.6  F.E.S.E.C. 

MPDO 
Fire Department 

4. Forms – THREE (3) Sets  
(Original Signed & Sealed) Client 

4.1 Building 
4.2 Architectural & Structural 
4.3 Sanitary 
4.4 Electrical 
4.5 Mechanical 

 

 

5. PTR & PRC ID - THREE (3) Photocopy 
each signatories 
With original signed and sealed 

Client  

5.1 Civil Engineer 
5.2 Architect  
5.3 Professional Electrical Engineering  
5.4 Sanitary Engineer  
5.5 Master Plumber 
5.6 Mechanical Engineer 
5.7 Professional M.E 

Civil Engineer 
Architect  
Professional Electrical Engineering  
Sanitary Engineer   
Master Plumber 
Mechanical Engineer 
Professional M.E 

 

6. OTHER SUPPORTING DOCUMENTS  
Client 

6.1 Soil Boring Test (Three Storey & above) 
6.2 Environmental Compliance Certificate (ECC 
for industrial & Commercial) 

Client 

CLIENT STEPS AGENCY ACTIONS 
FEES TO 

BE PAID 

PROCES

SING 

TIME 

PERSON 

RESPONSIBLE 

1. Submit 

accomplished 

building permit 

application form with 

complete plans and 

documents  

1. Receive application, 

check completeness, 

assign reference 

number 

 

   None 

 

    1 hr    

 
 
Administrative 
Aide I 

 
 

2. Pay required fees 

at Treasury / Cashier 

2.Issue Official Receipt 

and forward application 

to Engineer 

 

Based on   

the Fee 

Schedule  

  

1 hr 

 

Cashier / 

Accounting Staff 

 



 
 

 

3. Evaluation of plans 

and supporting 

documents 

3. Review plans for 

compliance with PD 

1096, BP 344, and 

other standards 

 

  None 

 

 

5 working 

days 

 
Municipal 

Engineer 

4. Site inspection (if 

required) 

4. Inspect site to verify 

plan compliance and 

construction feasibility 

 

    None 

2 working 

days 

 
Administrative 

Aide I 
 

5. Approval and 

issuance of Building 

Permit 

5. Endorse to Municipal 

Engineer for approval; 

issue Building Permit 

Based on 

the Fee 

Schedule  

 

1 day 

 

Municipal 

Engineer 

 TOTAL  Based 

on the 

Fee 

Schedul

e  

 8 days 

and 2 

hours  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

 

2. Issuance of Electrical Permit 

The Issuance of Electrical Permit is a service of the Municipal Engineering Office that 

authorizes the installation, alteration, or repair of electrical systems in buildings or 

structures. This ensures that all electrical works comply with the provisions of the 

Presidential Decree No. 1096 and the Philippine Electrical Code to promote safety 

and proper electrical installation. 

Office or Division: Municipal Engineering Office  

Classification: Simple 

Type of 

Transaction: 

G2C Government to Citizen, G2B Government to Business, 

G2G Government to Government 

Who may avail: Property Owners, Authorized Representatives and Contractors 

applying for Electrical Permit 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1.  Barangay Clearance (Original 

copy) 

Barangay Captain within the Vicinity  

2.  Residence certificate (CEDULA) Client  

3.  Tax Receipt latest (1 Photocopy ) Client 

4.  Wiring permit Client 

  

 

CLIENT 
STEPS 

AGENCY ACTION FEES 
TO 

PAID 

PROCESSI
NG TIME 

PERSON 
RESPONSIBLE 

1. Log in to 
Logbook and 
tell the intent 
to the office 

1. Verify entry as per 
SDD requirements and 
determine type of service 
requested 

 
    None 

 
   10 
minutes 

 
Administrative 

Aide I 

2. Submit 
requirements 

2.1 Check completeness 
of documents 
 
2.2 Technical evaluation 
of electrical plans 

 
 
    None 

 
 
      1 day 

 
Administrative 

Aide I 
 

 

3. Pay 
assessed fees 

3. Prepare Order of 
Payment 

 
350.00 

 
   20 
minutes 

 
- Administrative 
Aide I  
 



 
 

 

4. Present 
Official Receipt 

4. Approval and signing 
of Electrical Permit 

 
   None 

 
      1 day 

 
Municipal 
Engineer 

5. Request 
inspection 
after 
installation 

5.1 Conduct Final 
Electrical Inspection 
  
5.2 Preparation and 
signing of CFEI 
 
5.3 Transmission of CFEI 
to Meralco via official 
email for service 
connection processing 

 
   None 
 
 
    None 

 
 
 
 
      1 day 
 
 
 

 
 

Administrative 
Aide I 

 
Municipal 
Engineer 

 
Administrative 

Aide I 

 TOTAL    Php 
350.00 

3 days and 
30 minutes 

 

 

 


