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1. SECURING BUILDING PERMIT

The policy of the State to safeguard life, health, property, and public welfare, consistent with the 
principles of sound environmental management and control; and to this end, make it the purpose of this 
Code to provide for all buildings and structures, a framework of minimum standards and requirements 
to regulate and control their location, site, design, quality of materials, construction, use, occupancy and 
maintenance. 

Office or Division: MUNICIPAL ENGINEERING OFFICE 

Classification: SIMPLE 

Type of Transaction: G2C -- GOVERNMENT TO PUBLIC 
G2B -- GOVERNMENT TO BUSINESS ENTITY 
G2G – GOVERNMENT TO GOVERNMENT 

Who may avail: APPLICANTS 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Duly notarized Unified Application Forms for 
Building Permit   -  4 copies 

- Office of the Municipal Engineer 

Four (4) sets of Plans and 
specifications prepared, signed and sealed. 

a.)  Geodetic Engineer, in case of lot 
survey plans; 

b.) Architect, in case of architectural 
documents; in case of 
architectural interior/interior 
design documents, either and 
architect or interior designer may 
sign; 

c.)  Civil Engineer, in case of civil/ 
structural  documents; 

d.) Professional Electrical 
Engineer, in case of Electrical 
documents; 

e.) Professional Mechanical 
Engineer, in case of 
mechanical documents; 

f.)  Sanitary Engineer, in case of 
sanitary documents; 

g.) Master Plumber, in case of 
plumbing documents; 

h.) Electronics Engineer, in case of 
electronics documents. 

3 copies of specifications 
3 copies of estimated project cost 
3 copies of Professional License (PRC card) 

and current PTR of the designing 
professionals 

Applicant will be the one to secure signature of 
appropriate professionals 

- www 



1. In case the applicant is the registered
owner of the lot:

a.) Certified true copy of TCT -1 
true copy and 2 - photo copies 
b.) Tax declaration, and 

Current Real Property Tax 
Receipt/Tax Clearance - 3 photo 
copies 

2. In case the applicant is not the
registered owner of the lot: 3 -
copies
a. ) Duly notarized copy of the

contract lease, or
b. ) Duly notarized copy of the

deed of absolute sale, or 
c. Duly notarized Consent and

Authority

Registry of Deeds 

- Office of the Municipal Treasurer 

 -  Lot Owner 

-

  Community Tax Certificate - Office of the Municipal Treasurer 

  Boring Test  for 3 or more storey residential 
buildings, and 
 Boring Test and  Plate Load Test for 2 or more 
storey commercial buildings 

- Licensed Soil Test/Plate Load Test Laboratory 

Structural Design Analysis for 2 or more storey 
buildings - 3 copies 

- Licensed Structural Engineer/Designer 

Zoning Certificate 
- Office of the Municipal Planning and Development 

Coordinator 

 Locational Clearance - Department of Human Settlements and Urban 
Development 

Fire Safety Evaluation Clearance - Bureau of Fire Protection 

   MENRO Clearance - for commercial & 
agricultural buildings and all buildings/ structures 
located along the shoreline and environmental 
critical areas 

- Office of the Municipal Environment and natural 
Resources Officer 

 Environmental Compliance Certificate (ECC)/ 
Certificate of Non-Coverage (CNC)  for poultry, 
piggery, rice mill, cemetery, gasoline stations, 
resorts, iron, steel mills, refineries, power 
plants, subdivisions and housing projects, sugar 
mills, water refilling stations 

- Department of Environment and Natural Resources 
(DENR) - Region VII 

  Height Clearance Permit for Towers - heights 
above 45 meter/validated affidavit of undertaking 

- ATO/CAAP 



   Clearance from DPWH for structures along the 
national road 

- Department of Public Works and Highways, 
Medillen, Cebu 

  Clearance from Provincial Engineering Office - 
for structures along the provincial road 

- Provincial Engineering Office 

  Clearance from DOH/Bureau of Health Devices 
for Cell sites and other communication towers; 
Water potability for water refilling stations 

- Department of Health 

  DAR Clearance for structures constructed on 
lands under CARP 

- Department of Agrarian Reform 

  NWRB Clearance for projects involving drilling or 
extraction of water 

- Office of the National Water Resource Board 



The policy of the State to safeguard life, health, property, and public welfare, consistent with the 
principles of sound environmental management and control; and to this end, make it the purpose of this 
Code to provide for all buildings and structures, a framework of minimum standards and requirements 
to regulate and control their location, site, design, quality of materials, construction, use, occupancy and 
maintenance. 

Office or Division: MUNICIPAL ENGINEERING OFFICE 

Classification: SIMPLE 

Type of Transaction: G2C -- GOVERNMENT TO PUBLIC 
G2B -- GOVERNMENT TO BUSINESS ENTITY 
G2G – GOVERNMENT TO GOVERNMENT 

Who may avail: APPLICANTS 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Duly notarized Unified Application Forms 
for Building Permit   -  4 copies 

- Office of the Municipal Engineer 

Four (4) sets of Plans and 
specifications prepared, signed and sealed. 

a.)  Geodetic Engineer, in case of 
lot survey plans; 

b.) Architect, in case of 
architectural documents; in 
case of architectural 
interior/interior design 
documents, either and architect 
or interior designer may sign; 

c.)  Civil Engineer, in case of civil/ 
structural  documents; 

d.) Professional Electrical 
Engineer, in case of Electrical 
documents; 

e.) Professional Mechanical 
Engineer, in case of 
mechanical documents; 

f.)  Sanitary Engineer, in case of 
sanitary documents; 

g.) Master Plumber, in case of 
plumbing documents; 

h.) Electronics Engineer, in case of 
electronics documents. 

3 copies of specifications 
3 copies of estimated project cost 
3 copies of Professional License (PRC 

card) and current PTR of the designing 
professionals 

Applicant will be the one to secure signature of 
appropriate professionals 

- 

2. SECURING BUILDING PERMIT ( for Passive Telecommunication tower Infrastructure  - PTTI )
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3. In case the applicant is the registered
owner of the lot:

a.) Certified true copy of TCT -1 
true copy and 2 - photo copies 
b.) Tax declaration, and 

Current Real Property Tax 
Receipt/Tax Clearance - 3 photo 
copies 

4. In case the applicant is not the
registered owner of the lot: 3 -
copies
d. ) Duly notarized copy of the

contract lease, or
e. ) Duly notarized copy of the

deed of absolute sale, or 
f. Duly notarized Consent and

Authority

Registry of Deeds 

- Office of the Municipal Tresurer 

 -  Lot Owner 

-

  Community Tax Certificate - Office of the Municipal Treasurer 

Structural Design Analysis - Licensed Structural Engineer/Designer 

Zoning Certificate 
- Office of the Municipal Planning and Development 

Coordinator 

 Locational Clearance - Department of Human Settlements and Urban 
Development 

Fire Safety Evaluation Clearance - Bureau of Fire Protection 

   MENRO Clearance  for towers/structures 
located along the shoreline and environmental 
critical areas 

- Office of the Municipal Environment and natural 
Resources Officer 

 Environmental Compliance Certificate (ECC)/ 
Certificate of Non-Coverage (CNC)  for cell 
sites/communication towers 

- Department of Environment and Natural Resources 
(DENR) - Region VII 

  Height Clearance Permit for Towers - heights 
above 45 meter/validated affidavit of undertaking 

- ATO/CAAP 

   Clearance from DPWH for structures along the 
national road 

- Department of Public Works and Highways, Medillen, 
Cebu 

  Clearance from Provincial Engineering Office - 
for structures along the provincial road 

- Provincial Engineering Office 

  Clearance from DOH/Bureau of Health Devices 
for Cell sites and other communication towers;  

- Department of Health 



  DAR Clearance for structures constructed on 
lands under CARP 

- Department of Agrarian Reform 

  NWRB Clearance for projects involving drilling 
or extraction of water 

- Office of the National Water Resource Board 

STEPS CLIENTS 
AGENCY 
ACTION 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1 Submission of 
required documents 
for validation 

Validate the 

submitted 

documents 

Conduct 

inspection and 

verification 

Compute 

building fees 

None 3 days 

Eunice Cañete 
Administrative Aide III 

Haidee Rodrigo 
Draftsman I 

Shirly Divinagracia 
Admiinistrative Aide I 

Genhel Campos 
Engineering Assistant 

Marina Arcenal 
Municipal Engineer 

2 Receive Order of 
Payment 

Issue order of 
payment 

None 
5 minutes 

Haidee Rodrigo 
Draftsman I 

Shirly Divinagracia 
Admiinistrative Aide I 

Marina Arcenal 

Municipal Engineer 

3  Pay building permit 
fees at the Treasury 
Office 

Receive 
payment 
and issue 
Official 
Receipt 

Fees shall be 
subject to the 
rate as 
prescribed 
under PD 
1096 

 15 minutes 
Municipal Treasury 
Staff - Revenue 
Collection Clerk 

4  Return to 
Engineering Office 
and claim the 
approved Building 
Permit 

Recording 
of 
payments 

Sign and 
release of 
permit 

None 20 minutes 

Eunice Cañete 
Administrative Aide III 

Haidee Rodrigo 
Draftsman I 

Shirly Divinagracia 
Admiinistrative Aide I 

Marina Arcenal 

Municipal Engineer 

TOTAL: 3 days and 40 

mins. 



Page 
103 

3. SECURING OCCUPANCY PERMIT

The policy of the State to safeguard life, health, property, and public welfare, consistent with the 

principles of sound environmental management and control; and to this end, make it the purpose of this 

Code to provide for all buildings and structures, a framework of minimum standards and requirements 

to regulate and control their location, site, design, quality of materials, construction, use, occupancy and 

maintenance 

Office or Division: MUNICIPAL ENGINEERING OFFICE 

Classification: SIMPLE 

Type of Transaction: G2C --GOVERNMENT TO CLIENTS 
G2B – GOVERNMENT TO BUSINESS ENTITY 
G2G – GOVERNMENT TO GOVERNMENT 

Who may avail: APPLICANTS 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Duly accomplished unified
application Form for Certificate of
Occupancy - 2 copies

2. Notarized Certificate of Completion - 3 copies 

3. Construction logbook
4. As-built plans and specifications
5. Fire Safety Inspection Certificate for

Occupancy
6. Real Property (Building)

Assessment from the Assessor

- Office of the Municipal 
Engineer 

-  
- Applicant will provide 
- Applicant will provide 
- Applicant will provide 

- BFP 
  Office of the Mun. Assessor 

STEPS CLIENTS 
AGENCY 
ACTION 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1 

Submit duly 
accomplished 
application forms 
and documentary 
requirements 

Assess/ 
Validate the 
submitted 

Documents 

Conduct 
inspection 
and 
verification 

None 

2  days 

Eunice Cañete 
Administrative Aide III 

Haidee Rodrigo 
Draftsman I 

Shirly Divinagracia 
Admiinistrative Aide I 

Genhel Campos 
Engineering Assistant 

Marina Arcenal 

Municipal Engineer 

2 Receive order 
of payment 

Issue order of 
payment 

None 5 minutes 

Eunice Cañete 
Administrative Aide III 

Haidee Rodrigo 
Draftsman I 

Shirly Divinagracia 
Admiinistrative Aide I 

3 

Pay Occupancy 
Fee at the 

Treasury Office 

Receive 
payment 
and issue 

Official 
Receipt 

Fees shall 

be subject 

to the rate 

as pres-

cribed 
under   
PD 1096 

15 minutes 

Mun. Treasury Staff 
- Revenue Collection 
Clerk 
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4. SECURING FENCING PERMIT

4 
Return to 
Engineering 
Office and claim 
the approved 
Occupancy 
Permit 

Recording of 
payments 

Sign and 
release of 
permit 

None 20 minutes 

Eunice Cañete 
Administrative Aide III 

Shirly Divinagracia 
Admiinistrative Aide I 

Marina Arcenal 
Municipal Engineer 

TOTAL: None 2 days and 40 
mins. 

Office or Division: MUNICIPAL ENGINEERING OFFICE 

Classification: SIMPLE 

Type of Transaction: G2C --GOVERNMENT TO CLIENTS 
G2B – GOVERNMENT TO BUSINESS ENTITY 
G2G – GOVERNMENT TO GOVERNMENT 

Who may avail: APPLICANTS 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Duly accomplished application
form for Fencing Permit - 3 copies 
2. In case the applicant is the registered owner
of the lot: 

a.) Certified true copy of TCT -1 true 
copy and 2 - photo copies 

b.) Tax declaration, and 
Current Real Property Tax 
Receipt/ Tax Clearance - 3 photo 
copies 

3. In case the applicant is not the
registered owner of the lot: 3 - copies 

a) Duly notarized copy of the contract lease,
or 

b) Duly notarized copy of the deed of
absolute sale, or 

c) Duly notarized Consent and
Authority 

4. Sketch Plan of Lot (lot survey)

- Office of the Municipal 
Engineer 

- 

    Registry of Deeds 

Office of the Mun. Assessor 

Office of the Mun. Treasurer 

Lot owner 

Lot owner 
 

Lot owner 

The policy of the State to safeguard life, health, property, and public welfare, consistent with the 

principles of sound environmental management and control; and to this end, make it the purpose of 

this Code to provide for all buildings and structures, a framework of minimum standards and 

requirements to regulate and control their location, site, design, quality of materials, construction, use, 

occupancy and maintenance 



 
5 

5. Zoning Certification

6. MENRO Clearance for lots along shoreline,
swamps and rivers 

7. DPWH Clearance for lots along the national
road 

8. Provincial engineering Office Clearance for
lots along the provincial road 

9. Plans and specifications of Fence duly signed 
and sealed by the professionals - 3 sets 

Office of the Municipal Planning and Development 
Coordinator 
- Office of the Municipal Environment and Natural 
Resources Officer 

- DPWH, Medillen, Cebu 

- Provincial Engineering Office, Capitol, Cebu City 

- Applicant will provide 

STEPS CLIENTS 
AGENCY 
ACTION 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1 

Submit duly 
accomplished 
application forms 
and documentary 
requirements 

Assess/ 
Validate the 
submitted 

Documents 

Conduct 
inspection 
and 
verification 

None 

2  days 

Eunice Cañete 
Administrative Aide III 

Haidee Rodrigo 
Draftsman I 

Shirly Divinagracia 
Admiinistrative Aide I 

Genhel Campos 
Engineering Assistant 

Marina Arcenal 

Municipal Engineer 

2 Receive order 
of payment 

Issue order of 
payment 

None 5 minutes 

Eunice Cañete 
Administrative Aide III 

Haidee Rodrigo 
Draftsman I 

Shirly Divinagracia 
Admiinistrative Aide I 

3 

Pay Fencing 
Fee at the 

Treasury Office 

Receive 
payment 
and issue 

Official 
Receipt 

Fees shall 

be subject 

to the rate 

as pres-

cribed 
under   
PD 1096 

10 minutes 

Mun. Treasury Staff 
- Revenue Collection 
Clerk 

4 
Return to 
Engineering 
Office and 
claim the 
approved 
Fencing Permit 

Recording of 
payments 

Sign and 
release of 
permit 

None 15 minutes 

Eunice Cañete 
Administrative Aide III 

Shirly Divinagracia 
Admiinistrative Aide I 

Marina Arcenal 
Municipal Engineer 

TOTAL: one 2 days and 30 
mins. 



5. SECURING ELECTRICAL PERMIT

Office or Division: MUNICIPAL ENGINEERING OFFICE 

Classification: SIMPLE 

Type of Transaction: G2C --GOVERNMENT TO CLIENTS 
G2B – GOVERNMENT TO BUSINESS ENTITY 
G2G – GOVERNMENT TO GOVERNMENT 

Who may avail: APPLICANTS 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Duly accomplished Electrical
Completion - 2 copies 

2. In case the applicant is the registered owner
of the lot: 

a.) Certified true copy of TCT -1 true 
copy and 2 - photo copies 

b.) Tax declaration, and 
Current Real Property Tax 
Receipt/ Tax Clearance - 3 photo 
copies 

3. In case the applicant is not the
registered owner of the lot: 3 - copies 

a) Duly notarized copy of the contract lease,
or 

b) Duly notarized copy of the deed of
absolute sale, or 

c) Duly notarized Consent and
Authority 

4. Occupancy Permit (for new building)

5. Fire Safety Inspection Clearance

- Office of the Municipal 
Engineer 

- 

 - Registry of Deeds 

- Office of the Mun. Assessor 

- Office of the Mun. Treasurer 

 - Lot owner 

 - Lot Owner 

 - Lot owner 

 - Provided by client 

 - Bureau of Fire Protection 

The policy of the State to safeguard life, health, property, and public welfare, consistent with the 

principles of sound environmental management and control; and to this end, make it the purpose of 

this Code to provide for all buildings and structures, a framework of minimum standards and 

requirements to regulate and control their location, site, design, quality of materials, construction, use, 

occupancy and maintenance 



STEPS CLIENTS 
AGENCY 
ACTION 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1 

Submit duly 
accomplished 
application forms 
and documentary 
requirements 

Assess/ 
Validate the 
submitted 

Documents 

Conduct 
inspection 
and 
verification 

None 

2  days 

Eunice Cañete 
Administrative Aide III 

Haidee Rodrigo 
Draftsman I 

Shirly Divinagracia 
Admiinistrative Aide I 

Genhel Campos 
Engineering Assistant 

Marina Arcenal 

Municipal Engineer 

2 Receive order 
of payment 

Issue order of 
payment 

None 5 minutes 

Eunice Cañete 
Administrative Aide III 

Haidee Rodrigo 
Draftsman I 

Shirly Divinagracia 
Admiinistrative Aide I 

3 

Pay Electrical 
Fee at the 

Treasury Office 

Receive 
payment 
and issue 

Official 
Receipt 

Fees shall 

be subject 

to the rate 

as pres-

cribed 
under   
PD 1096 

10 minutes 

Mun. Treasury Staff 
- Revenue Collection 
Clerk 

4 
Return to 
Engineering 
Office and 
claim the 
approved 
Electrical 
Permit 

Recording of 
payments 

Sign and 
release of 
permit 

None 15 minutes 

Eunice Cañete 
Administrative Aide III 

Shirly Divinagracia 
Admiinistrative Aide I 

Marina Arcenal 
Municipal Engineer 

TOTAL: None 2 days and 30 
mins. 



6.REQUEST THE PREPARATION OF PLAN AND PROGRAM OF WORKS

The office of the Municipal Engineer is mandated to help the Barangay Officials in the preparation of 

plan and program of works. 

Office or Division: MUNICIPAL ENGINEERING OFFICE 

Classification: COMPLEX 

Type of Transaction: G2G - GOVERNMENT TO CLIENTS 

Who may avail: BARANGAY LGU 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Letter request specifying the service
needed

- From the requesting person 

STEPS CLIENTS 
AGENCY 
ACTION 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1 

Approach the 

Municipal Engineer 

together with the 

letter request 

Received the 

letter 
5 mins. Municipal Engineer 

2 Survey / 
Preparation of 

DED 

Perform the 
requested 
services 13 working 

days 

Municipal Engineer 

TOTAL: 13 days and 5 
minutes 



7. ISSUANCE OF PLUMBING PERMIT

The Office of the Municipal Engineer is mandated for the maintenance of streetlights within the 

Municipality of Daanbantayan. 

Office or Division: MUNICIPAL ENGINEERING OFFICE 

Classification: SIMPLE 

Type of Transaction: G2C-GOVERNMENT TO CLIENTS 

Who may avail: APPLICANTS 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Valid ID/ Proof of Ownership
2. Approved building permit

- From the requesting person 

STEPS CLIENTS 
AGENCY 
ACTION 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1 
Request 
Plumbing Permit 
(verbal/written) 

Received 
request 

(written/verbal) 
None 

5 mins. Admin Aide I 

2 

Perform the 
requested 
services. 

None 

2 working days Municipal Engineer 

TOTAL: 2 days & 5 
minutes 



8. REQUEST FOR REPAIR AND MAINTENANCE (MINOR)

The Office of the Municipal Engineer is mandated in the maintenance of drainage system within the 
Municipality of Daanbantayan. 

Office or Division: Municipal Planning and Development Office 

Classification: SIMPLE 

Type of Transaction: G2C-GOVERNMENT TO CLIENTS 

Who may avail: APPLICANTS 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

STEPS CLIENTS 
AGENCY 
ACTION 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1 

Request Repair 
and Maintenance 

Works 
(verbal/written) 

Received 
request 

(verbal/writte 
n) 

None 5 mins. Admin Aide I 

2 

Request necessary 
materials 

Prepare 
Estimates 

None 3 days Admin Aide III 

3 

Act on the request. 

*May vary
depending on the 

scope of work 

Perform the 
requested 
services. 

None 7 working days Carpenter / Skilled 
Worker 

TOTAL: 10 days & 5 
minutes 









50,000.00 










