1. ISSUANCE OF BUILDING PERMIT

The Municipal Engineer, as the Local Building Official is primarily responsible for the
issuance of Building Permits and other related permits as mandated by law
particularly the National Building Code (P.D. 1096) and its Implementing Rules and
Regulations in order to promote public safety, order and welfare towards a

sustainable and sound environment catering to Porac’s development.

A Building Permit is required by any person, firm or corporation prior to erection,
construction, alteration, major repair or renovation or conversion of any building or
structure.

Municipal Engineer’s Office

Simple Transaction

Government-to-Citizens

General Public

1. Four (4) original copies fully
accomplished application forms, duly
signed and sealed;

1.1. Building Permit Form

1.2. Architectural Permit Form

1.3. Civil/Structural Permit Form

1.4. Plumbing/Sanitary Permit Form

1.5. Electrical Permit Form

1.6. Mechanical Permit Form

1.7. Electronics Permit Form

1.8. Fencing Permit Form

Office of the Municipal Engineer
2nd floor, Municipal Hall, Poblacion, Porac,

Pampanga

2. Four (4) certified true copies of Transfer
Certificate Title (TCT);
**In case the applicant is not the
registered owner of the lot, submit four (4)
copies of any of the following duly
notarized documents showing proof of
ownership;

2.1 Contract of Lease

2.2Deed of Absolute Sale or Contract of

Sale

Client/Applicant

Client/Applicant
Client/Applicant

3. Four (4) photocopies of Current Tax

Municipal Assessor’s Office

13. One (1) photocopy of Fire Clearance
from BFP

Bureau of Fire Protection / Fire Department

14. One (1) photocopy Clearances from
other government agencies such as
DPWH, ATO, DENR, DOH, NHA, etc,, if

necessary

DPWH, ATO,DENR, DOH, NHA (if necessary)

15. Approved Construction Safety and
Health Program (CHSP) (1 original)

Department of Labor and Employment (DOLE)

16. Four (4) original copies of
Authorization/Secretary’s Certificate for
corporation

Client/Applicant ;: Corporate Secretary for

Corporation

2.3 Review and
approve of
permits

None 20 minutes

Municipal
Engineer/Local
Building Official

Municipal

Engineer’s Office

2.4 Notify
applicant to pay
the corresponding
fees via phone
call/SMS

None 3 minutes

Administrative Aide
Municipal
Engineer’s Office

Declaration;

1% Floor, Municipal Hall, Poblacion, Porac,

Pampanga

4. Four (4) original copies of Current Real
Property Tax Receipt or Land Tax
Clearance;

Office of the Municipal Assessor

5. Four (4) original Sets of Building Plans,
all originally signed and sealed by:

5.1 A licensed architect and civil
engineer for architectural and structural
plans.

5.2 A licensed sanitary engineer or
master plumber for sanitary and plumbing
plans.

2.3 A professional electrical engineer for
electrical plans.

5.4 A professional mechanical engineer
for mechanical plans.

5.5 A professional electronics engineer
for electronics plans

Client/Applicant; Licensed Professionals of the
specific fields hired by the Client

6. Four (4) original copies of Location Plan
duly signed and sealed by geodetic
engineer;

Geodetic Engineer hired by the Client

7. Four (4) original sets of Cost
Estimates/Bill of Materials duly signed and
sealed by an architect or civil engineer;

Sanitary Engineer/Master Plumber hired by the

Client

8. Four (4) original sets of Specifications
duly signed and sealed by an architect or
civil engineer;

Professional Electrical Engineer hired by the

Client

9. Four (4) original sets of Structural
Design Analysis and Seismic Analysis for
Two (2) Storey Buildings, duly signed and
sealed by a civil engineer;

Professional Mechanical Engineer hired by the

Client

10. Four (4) original sets of Soil/Boring
Test for 3-storey buildings and higher, duly
signed and sealed by a civil engineer;

Professional Electronics Engineer hired by the

Client

11. One (1) original copy and three (3)
copies of Barangay Clearance;

Barangay Hall where the Building/Structure will

be located

12. One (1) original copy of Locational
Clearance

Office of the Municipal Planning & Development
Coordinator (Zoning Officer)

17. Valid PRC ID and Current Professional
Tax Receipt (PTR) of duly licensed
professional of the specific fields

(1 photocopy each)

Licensed Professionals involve

3. Proceed to the
Cashier for payment.

3. Receive the
copy of official
receipts as proof
of payment

Schedule 3 minutes

of Fees
and
other
Charges
of the
Revised
Impleme
nting
Rules
and
Regulati
ons
(IRR) of
the
National
Building
Code of
the
Philippin
es (PD
1096)

Cashier
Municipal
Treasurer’'s Office

4. Receive the
building permit.

4. Record and
release building
permit

None 5 minutes

Administrative Aide
Municipal
Engineer’s Office

AGENCY FEES TO | PROCESSING PERSON
CLIENT STEPS ACTIONS BE PAID TIME RESPONSIBLE
1.Submit 1.1 Receive and None 10 minutes Building Inspector
documentary Review accuracy Administrative Aide
requirements and and completeness Municipal
complete sets of of requirements Engineer’s Office
Building Plans for and record
review and evaluation | application
1.2 Evaluate plans None 20 minutes Engineer /
and pertinent Building Inspector
documents as to Municipal
technical Engineer’s Office
requirements of
the National
Building Code
(P.D. 1096) and
its Implementing
Rules and
Regulations (IRR)
2. Receive call/advise | 2.1 Conduct on- None 2 days Building Inspector
for the conduct of site | site inspection Municipal
inspection. Engineer’s Office
2.2 Assess and None 20 minutes Administrative Aide
encode applicable Building _In_spector
fees and print Municipal
order of payment Engineer’s Office
Logbook and and completeness Municipal
Certificate of of the application Engineer’s Office
((j)om pletlcin and other 1.2 Conduct None 2 days Building Inspector
ocumentary ocular inspection Municipal
requirements for Engineer’s Office
review. Wait for the _ . _
schedule of ocular 1.3 Assess and None 20 minutes Administrative Aide
inspection encode applicable Municipal
fees and print Engineer’s Office
order of payment
1.4 Review and None 20 minutes Municipal
approve of Engineer/Local
permits Building Official
Municipal
Engineer’s Office
1.5 Notify None 2 minutes Administrative Aide
applicant to pay I_\/Iumgpal |
the corresponding Engineer’s Office
fees via phone
call
2. Proceed to the 2. Receive the Schedule 3 minutes Cashier
Cashier for payment. | copy of official Municipal
receipts as proof of Fees Treasurer’'s Office
of payment and
other
Charges
of the
Revised
Impleme
nting
Rules
and
Regulati
ons
(IRR) of
the
National
Building
Code of

the

TOTAL:

Please
refer to
the
attached
Schedule
of Fees
and
other
Charges
of the
Revised
Impleme
nting
Rules
and
Regulati
ons

(IRR) of
the
National
Building
Code of
the
Philippin
es (PD
1096)

2 days,
1 hours,
21 minutes

2. ISSUANCE OF CERTIFICATE OF OCCUPANCY

The Municipal Engineer, as the Local Building Official is primarily responsible for the
issuance of Certificate of Occupancy/Use before occupying a building or structure, as
mandated by law. It is also a pre-requisite in applying for Business Permit, electric
service connection and in order to avail the assistance of various financial institutions

such as PAG-IBIG, BANKS, etc.

The Certificate of Occupancy is required by any person, firm or corporation who wish
to use or occupy a recently constructed and renovated structure.

Municipal Engineer’s Office

Simple Transaction

Government-to-Citizens

General Public

1.Four (4) original copies Certificate of
Completion form

-duly notarized and all originally signed
and sealed by the architect or engineer in-
charge of construction works;

Office of the Municipal Engineer
2nd floor, Municipal Hall, Poblacion, Porac,
Pampanga

2. One (1) original copy of Construction
Logbook duly signed and sealed by the
architect or engineer in-charge of the
construction works;

Architect/Engineer supervised and in-charged of
construction

3. Two (2) original sets of As-Built Plans
duly signed and sealed by the licensed
architect and engineers involved,;

Licensed Professionals of the specific fields hired
by the Client

4. One (1) photocopy of Fire Safety
Inspection Certificate from BFP;

Bureau of Fire Protection/Fire Department

Philippin
es (PD
1096)

3. Receive the
certificate.

3. Record and
release Certificate
of Occupancy

None 5 minutes

Administrative Aide
Municipal
Engineer’s Office

TOTAL:

Please 2 days,
refer to 1 hour
the
attached
Schedule
of Fees
and
other
Charges
of the
Revised
Impleme
nting
Rules
and
Regulati
ons

(IRR) of
the
National
Building
Code of
the
Philippin
es (PD
1096)

3. ISSUANCE OF SMALL ELECTRICAL PERMIT (CERTIFICATE OF

ELECTRICAL INSPECTION)

The Municipal Engineer, as the Local Building Official issues electrical permit to any
person/individual putting up electrical installations with residential structure of less
than 20.00 sg.m. in order to obain services of the electric utility company based on
the R.A. 7920 known as the Philippine Electrical Code.

5. One (1) photocopy of the Building,
Sanitary/Plumbing, Electrical and
Mechanical Permits;

Client/Applicant

6. One (1) photocopy of unexpired PRC ID
and Current Professional Tax Receipt
(PTR) of duly licensed professional of the
specific fields

Licensed Professionals involve

Municipal Engineer’s Office

Simple Transaction

Government-to-Citizens

General Public

1. One (1) original copy of sketch plan
indicating the name, complete address,
location of the site and contact number of
the applicant

Client/Applicant

2. One (1) original copy of Barangay
Clearance/Certification

Barangay Hall where the Building/Structure is

located

3. One (1) photocopy of Community Tax
Certificate

Office of the Municipal Treasurer
1t Floor, Municipal Hall, Poblacion, Porac,

Pampanga

4. One (1) photocopy of Transfer
Certificate of Title (TCT) to verify
ownership of the property

Client/Applicant

5. One (1) original copy of Authorization to
apply for electric meter duly notarized (if

the applicant is not the registered owner of

the lot/property as reflected in the TCT)

Client/Applicant

6. Two (2) original copy of electrical layout

duly signed and sealed by professional
electrical engineer

Bureau of Fire Protection / Fire Department

AGENCY FEES TO | PROCESSING PERSON
CLIENT STEPS ACTIONS | BE PAID TIME RESPONSIBLE
1. Submit As-Built 1.1 Receive and None 10 minutes Building Inspector
Plans, Construction review accuracy Administrative Aide
inspection 1.2 Conduct None 1 day Building Inspector
ocular inspection Municipal
Engineer’s Office
1.3 Prepare None 5 minutes Administrative Aide
certificate Municipal
Engineer’s Office
1.4 Review and None 5 minutes Municipal
approve of Engineer/Local
certificate Building Official
Municipal
Engineer’s Office
1.5 Notify None 2 minutes Administrative Aide
applicant to pay Municipal
the corresponding Engineer’s Office
fees via phone
call
2. Proceed to the 2. Receive the PHP 3 minutes Cashier
Cashier for payment. | copy of official 100.00 Municipal
receipts as proof Treasurer’s Office
of payment
3. Receive the permit. | 3. Record and None 5 minutes Administrative Aide
release Electrical Municipal |
Permit/Certificate Engineer’s Office
TOTAL.: PHP 1 day,
25 minutes

7. One (1) photocopy of Fire Safety
Inspection Certificate from BFP;

Bureau of Fire Protection / Fire Department

AGENCY FEES TO | PROCESSING PERSON
CLIENT STEPS ACTIONS BE PAID TIME RESPONSIBLE
1. Submit required 1.1 Receive and None S5 minutes Administrative Aide

documents for review | review application
and schedule for

Municipal
Engineer’s Office




