






ANNEX "A"

STEP NO.

a. Secures Certificate of Zoning

Compliance (CZC)

b. Secures City Environmental Certificate

(CEC)/Issuance order of payment (OP)

c. Secure Veterinary Certificate in case the

building is for Agricultural

a. Claims Certificate of Zoning Compliance

(CZC)

b. Claims City Environmental Certificate

(CEC)/Present official receipt (OR)

Secures Fire Safety Evaluation Clearance 

2 (FSEC) and payment of the Fire Code

Construction Tax

Claims Fire Safety Evaluation Clearance

(FSEC)

Submits duly accomplished application

forms with complete set of requirements,

Certificate of Zoning Compliance (CZC), City

Environmental Certificate (CEC) and Fire

Safety Evaluation Clearance (FSEC) to CEO

table. Come back after two (2) days

Claims Order of Payment and make 

payments @ City Treasurer'rs Office (BOSS)

Presents Official Receipt (OR) and claims

Building Permit

FLOW CHART FOR APPLICATION OF BUILDING PERMIT

For Residential/Commercial/Industrial/Institutional Buildings

City Engineer's Office (CEO) table

3

4

TIME FRAME

Office of the City Veterinary and

Agricultural Services (OCVAS)

Bureau of Fire Protection

City Planning & Development

Office - (Zoning Division)

STEP OF APPLICANTS AGENCY CONCERNED

City Environment and Natural

City Planning & Development

Bureau of Fire Protection

5

Office - (Zoning Division)

City Environment and Natural

Resources Office (ENRO)

City Engineer's Office (CEO) table

City Treasurer's Office (CTO) BOSS

City Engineer's Office (CEO) table

Four (4) days

Three (3) days

1
Resources Office (ENRO)



ANNEX "A"

STEP NO.

a. Submits duly accomplished completion

forms and complete set of requirements

b. Secure Zoning Permit for Occupancy

c. Secure Fire Safety Inspection Certificate

(FSIC) and payment of Fire Safety 

Inspection fee

a. Claims Zoning Permit for Occupancy

b. Claims Fire Safety Inspection Certificate

(FSIC)

Submit Zoning Permit for Occupancy, Fire

2 Safety Inspection Certificate (FSIC) and

complete set of requirements to CEO table

Claims Order of Payment and make 

payments @ City Treasurer'rs Office (BOSS)

Presents Official Receipt (OR) and claims

Certificate of Occupancy Permit
4 City Engineer's Office (CEO) table

Bureau of Fire Protection

FLOW CHART FOR APPLICATION OF OCCUPANCY PERMIT

For Residential/Commercial/Industrial/Institutional Buildings

Bureau of Fire Protection

City Engineer's Office (CEO) table

3
City Engineer's Office (CEO) table

Two (2) days
City Treasurer's Office (CTO) BOSS

Three (3) days

City Planning & Development

Office - Zoning Division

City Planning & Development

Office - Zoning Division

STEP OF APPLICANTS AGENCY CONCERNED

1

TIME FRAME

City Engineer's Office - Building

Permit Division



LGU: Batangas City ANNEX"B"

PROCESS TABLE

Sub-steps/Tasks (per Step)
Automat

ed? (Y 

or N)

Type & 

No. of 

form/s

Automat

ed? (Y 

or N)

No. of 

Forms Required Documents
Automat

ed? (Y 

or N)

Signatory/ies
Automat

ed? (Y 

or N)
(1) (2) (3) (4) (5) (6) (7) (8) (9) (10) (11) (12) (13) (14) (15)

1a Secure zoning Submit all the requirements N Appli- N Batangas Tax Declaration or TCT N Refer to CPDO City Hall City Planning & N 4 days

clearance and pay Zoning fee cation City Comp- Tax Receipt Batangas BPOSS compound Dev. Coordinator

forms rehensive 1 copy of Building Permit City 

Secure Certificate for CZC Land Use & 1 copy of Electrical Permit Revenue

of Zoning Compli- (duly no- Zoning Or- 1 copy of Sanitary Permit Code 2009

ance (CZC) tarized) dinance 1 copy of Bill of Materials for Zoning

(BCCLUZO) 1 copy of Specifications fees

5 copies of Complete Plans

1 copy of Brgy. Clearance

b Secure City Envi- Provide the frontline officer N Guide- N 2 E-Code None N CEC, IMF, CENRO City Hall ESPED SEMS and N

ronmental Certi- with information of the lines (Ord. 16 and ECO BPOSS compound City-ENRO Office

ficate (CEC) applied business for comp- Form S. 2010) accredita-

uter encoding. and ECO tion fees

Secure guidelines for Green appli- None depend  

Building Design and Infras- cation on the 

tructures. Form type of

Secure application form for Accomplished ECO business

Environmental Compliance application form applied

Officer (ECO) Accredation.

Proceed to BOSS with Order None

of Payment Slip for payment

of appropriate fess.

Return after 3 working days Receipt of Payment

to claim the CEC and con-

form to its conditions.

c Secure clearance N N N OCVAS City Hall City Veterenarian N

Office of the City BPOSS compound

Veterinary and

Agricultural Ser-

vices (OCVAS)

APPLICATION FOR A BUILDING PERMIT

Step 

No.

Name of Step

Forms

Legal Basis
Cost 

(Php)
Office Location Processing 

Time

Sub-steps Document Signatory



d Secure fire Secures FSEC  Application N Fire Code 4 sets of Building Plans N One Local BFP Chief, FSES and N

safety clearance form with the list of requi- of the and Specifications tenth of BFP Building City Fire

rements from Customer Philippines 1 set of Bills of Materials one per- Office Rizal Marshall

Relation Officer (CRO). and Cost Estimate. centum ( Infor- Avenue

 Submits duly accomplish- 0.01% mation Ext.

ed application form with estima- Desk)

complete requirements ted value

to the CRO. of bldg.

Wait  for the release of 

Order of Payment (OP).

Pay the FCF to Government

Servicing Bank (GSB)/Local

Treasurer*/BFP Collecting

Officer.

Present Machine Validated

OP/OR as basis for issuance

of Claim Stub

Present claim stub to

CRO for FSEC

2 Secure Building Submit duly accomplished N Appli N 4 NBC 1 set Building Permit N Building CEO Architectural, N 3 days

Permit application forms and cation 1 set Electrical Permit Permit Structural

complete sets of form 1 set Sanitary Permit Division Sanitary

requirements 3 sets Bill of Materials Electrical

3 sets Specifications Mechanical

3 sets Complete Plans

1 copy Brgy. Clearance

2 copies Construction

Safety and Health Pro-

gram/plan

Claims /Receive order Building CEO Chief- Building 

of payment Permit Permit

Division Building Official

Proceed to treasurer office City Tre- CTO

and make payments asurer's

Office



Presents the official receipt Building CEO

and claims the approved Permit

Building Permit Division



LGU: Batangas City ANNEX"B"

PROCESS TABLE

Sub-step/task (per 

step)

Automat

ed? (Y or 

N)

Type & 

No. of 

form/s

Automat

ed? (Y or 

N)

No. of 

Forms

Required 

Documents 

Automat

ed? (Y or 

N)

Signatories
Automat

ed? (Y or 

N)
(1) (2) (3) (4) (5) (6) (7) (8) (9) (10) (11) (12) (13) (14) (15)

1a Secure Zoning Submit duly N Applicat- N 4 City Land Cert. of comple- N Based CPDO Cityhall City Planning N 3 days

Permit for accomplished ion forms Use Plan tion for bldg.,san- on sche- BPOSS compound & Develop-

Occupancy (ZPO) completion for ZPO and Zoning itary, electrical duled menr Coor-

forms and (duly no- Ordinance mechanical compre- dinator

complete set tarized) (BCCLUZO) Photocopy of hensive

of requirements bldg. permit, zoning

electrical, plum- fees or

bing, mechanical stated 

on the 

City Re-

venue

Code

2009

b Secure Fire Safety Submit completion N complet- N 4 Fire Code Certificate of N BFP Rizal Ave. Chief, FSES

Inspection forms, photocopy of ion forms of the completion (Local) Extension and

Certificate Building Permit & Philippines Photocopy of City Fire

Approved plan Building Permit Marshall

2 Secure Certificate Returns the cert- Applica- NBC Building Cityhall Head-Proce- 2 days

of occupancy ificate of occupa- tion Permit compound ssing Section

ncy to receiving forms Division Chief-Build-

section and sub- BPOSS ing Division 

mits the docum- Building Off-

ents for final icial

approval

Location
Processing 

Time

Sub-steps

APPLICATION FOR AN OCCUPANCY PERMIT

Step 

No.

Name of Step

Forms

Legal Basis Cost 

(Php)

Office

Document Signatory



Claims the Order Building BPOSS

of Payment Permit

Division

BPOSS

Proceed to City Division CTO

Treasurer's Office City Tre- BOSS

and make payments asurer's

Office

Presents the Off- Building CEO

icial Receipt and Permit BPOSS

claim the Cert. of Division

Occupancy


