


 

 

NAME OF SEVICE TOTAL FEES TO BE 
PAID 

TOTAL PROCESSING 
TIME 

EXTERNAL SERVICES 
1. ISSUANCE OF BUILDING PERMITS PhP  250.00 + 

approved assessment  
fees for applied 
building structures 

5 hours, 20 minutes 

2. ISSUANCE OF ANCILLARY AND ACCESSORY 
PERMITS 

PhP  150.00 + 
approved assessment  
fees for applied 
building structures 

3 hours, 30 minutes 

3. ISSUANCE OF CERTIFICATE OF OCCUPANCY PhP  150.00 + 
approved assessment  
fees for applied 
Certificate of 
Occupancy 

1 day, 5 hours   

4. ISSUANCE CERTIFICATIONS/ CERTIFIED 
TRUE COPY OF LOST DOCUMENTS 

PhP 100.00 1 hour 

5. TECHNICAL ASSISTANCE IN THE 
PREPARATION OF DETAILED ENGINEERING 
DESIGN AND PROGRAM OF WORKS   

None POW - Small amount - 2 
days, 20 minutes 
 
POW - Large amount - 4 
days, 20 minutes 
 
DED & POW - 8 days, 20 
minutes 

6. CONDUCT OF LOT SURVEY FOR DONATED 
LOT / ROAD RIGHT OF WAY 

None 2 days, 1 hour for the 
conduct of survey for 
donated lot for 
barangay site 
 
3 days, 1 hour for the 
conduct of survey for  
donated lot for 
barangay site 

 

 



 

 

 



 

 

ISSUANCE OF BUILDING PERMITS 
The issuance of a Building Permit is a service provided by the Local 
Government Unit to individuals, corporations, or other entities who 
intend to construct, repair, renovate, alter, or expand building 
structures within the territorial jurisdiction of the municipality. 
 
This permit ensures that all proposed construction projects comply with 
the provisions of the National Building Code of the Philippines and 
other applicable laws, ordinances, and safety standards. It also aims 
to ensure that building plans and specifications are properly reviewed 
and evaluated by the authorized municipal officials to guarantee the 
safety, structural stability, and suitability of the proposed structure 
for its intended use. 

 

OFFICE/DIVISION OFFICE OF THE MUNICIPAL ENGINEER 
CLASSIFICATION Simple 
TYPE OF TRANSACTION G2B – Government to Business 

G2C – Government to Citizen 
G2G – Government to Government 

WHO MAY AVAIL All 
 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
1. Five (5) original copies Application 

form 
Office of the Municipal Engineer/Local Building 
Official 

2. Five (5) original sets of complete 
Detailed Building Plans and Bill of 
Materials & Cost Estimates duly 

Designing professionals hired by the client 
 



 

 

signed & sealed by licensed 
professionals 

3. One (1) original copy Locational 
Clearance/Zoning 

Office of the Zoning Officer - MPDC 

4. One (1) original copy Fire Safety 
Inspection Certificate 

Office of the Municipal Fire Marshall 

5. Email Address By the Client/Applicant 
 

CLIENT STEPS AGENCY ACTIONS FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submission of 
Building 
Permit 
Applications 
with complete 
supporting 
documents at 
the Office of 
the Building 
Official. 

1.1 The receiving clerk 
will check and 
evaluate the 
submitted 
application with 
documents. 
 

1.2 If completed, 
Engineering 
Assistant will 
compute the 
permit 
assessment fees 
based on 
Integrated 
Business Permit & 
Licensing System 
(iBPLS). 

None 30 minutes 

 
ROMULO R. 
DACOYLO 

Administrative 
Aide I 

Office of the 
Municipal Engineer 

 
OR 

 



 

 

 
ENGR. PEOLITO 

G. ORIOQUE 
Municipal 
Engineer 

Office of the 
Municipal Engineer 

2. Payment of 
Assessment 
Fees at the 
Office of the 
Municipal 
Treasurer. 

2. The Collection 
Clerk will receive 
and accept 
payments for the 
applied building 
permit based on 
Integrated 
Business Permit & 
Licensing System 
(iBPLS) and issue 
official receipt. 

 

Mayor’s  
Certification -    
PhP 100.00 
 
Filing Fee -          
PhP 100.00 
 
Building:  
 Excavation 
 Line & Grade 
 Sanitary/ 

Plumbing 
 Occupancy 

 
(Depends on what 
kind of building 
structures 
Example: 
Residential: 
 20 m² -50 m²  - 
2.40/m²  

10 minutes 

 
MARICEL C. 

REVILLA 
Administrative 

Aide III 
Office of the 

Municipal 
Treasurer 

 
OR 

 



 

 

50m² - 100m²  - 
4.00/m²  
100m² -150 m² -
6.00/m²  
Above 150m²  -  
7.20/m²  
Commercial: 
  Up to 500 m² - 
23.00/m² 
500m² - 600m² -
22.00/m² 
600m² - 700m² -
20.50/m² 
 
Inspection Fee -    
PhP 50.00 

 
JOSEPH N. 
BALONGA 

Administrative 
Aide I 

Office of the 
Municipal 
Treasurer 

 
OR 

 

 
MARIALY P. 

BALUCA 
Revenue 

Collection Clerk 
Office of the 

Municipal 
Treasurer 

 



 

 

3. Request for 
Fire Safety 
Evaluation 
Certificate 
(FSEC) at 
Municipal Fire 
Marshall. 

3. The BFP Officer 
will evaluate and 
inspect if the 
building plan is in 
conformity to the 
Fire Code of the 
Philippines. If so, 
he will issue Fire 
Safety Evaluation 
Certificate. 

Computation of 
Payment based on 
their existing laws 
(Fire Code of the 
Philippines) 

30 minutes 

 
Bureau Of Fire 

Protection Officer 
(BFP) 

On Duty 
 
 

4. Approval of 
Building 
Permit 
Applications. 

4.1 The Building 
Official and/ or 
Building Inspector 
will conduct site 
inspection for 
building 
construction. 

None 4 hours 

 
ENGR. 

TEOFOMIRO R. 
BALONGA 
Engineer II 
Office of the 

Municipal Engineer 
 
 
 



 

 

 4.2 The Building 
Official approves 
the building permit 
application after all 
the above steps 
have been done. 

None 10 minutes 

 
ENGR. PEOLITO 

G. ORIOQUE 
Municipal 
Engineer 

Office of the 
Municipal Engineer  

5. The applicant 
claims the 
building 
permit. 

5. The clerk records 
and releases the 
approved building 
permit to the 
client. 

None 10 minutes 

 
ROMULO R. 
DACOYLO 

Administrative 
Aide I 

Office of the 
Municipal Engineer 

TOTAL PhP  250.00 + 
approved  

assessment  fees 
for applied 

building 
structures 

5 hours, 20 
minutes 

 



 

 

ISSUANCE OF ANCILLARY AND ACCESSORY 
PERMITS 

Ancillary Permits are issued in relation to a Building Permit and form an 
integral part of the approval process for building construction. A Building 
Permit shall be considered null and void if it is not accompanied by 
the required Ancillary Permits corresponding to the specific scope of 
work involved in the construction project. These permits ensure that the 
technical components of the building project comply with the provisions 
of the National Building Code of the Philippines and other applicable 
laws, rules, and regulations. 
 
Ancillary Permits include, but are not limited to, the following: 
Architectural Permit, Civil/Structural Permit, Electrical Permit, 
Mechanical Permit, Sanitary Permit, Plumbing Permit, and 
Electronics Permit. Each of these permits certifies that the plans and 
specifications related to their respective disciplines have been properly 
reviewed and approved by the authorized technical personnel of the 
Office of the Municipal Engineer. 

 

OFFICE/DIVISION OFFICE OF THE MUNICIPAL ENGINEER 
CLASSIFICATION Simple 
TYPE OF TRANSACTION G2B – Government to Business 

G2C – Government to Citizen 
G2G – Government to Government 

WHO MAY AVAIL All 
 



 

 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
1. Five (5) original copies of 

Application form 
Office of the Local Building Official 

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

 

a. Two (2) xerox copies of OCT/TCT 
and/or Tax Declaration 

Office of the Municipal Assessor  

b. Two (2) xerox copies Current 
Real Property Tax Clearance 

Office of the Municipal Treasurer 

In case the applicant is not the 
registered owner of the lot: 

 

a. Two (2) xerox copies of OCT/TCT 
and/or Tax Declaration 

Office of the Municipal Assessor 

b. Two (2) xerox copies Current 
Real Property Tax Clearance 

Office of the Municipal Treasurer 

c. Two (2) xerox copies of Contract 
of Lease, or Deed of Absolute 
Sale, Written Consent of the 
owner/heirs 

Client’s documents and/or Written consent duly 
notarized by a lawyer 

3. One (1) xerox copy of Approved 
Building permit (if there’s any) 

Office of the Local Building Official/Client 

4. 4.Five (5) original sets of complete 
Detailed Plans duly signed & 
sealed by licensed professionals 

Designing professionals hired by the client 

5. One (1) original copy of Fire Safety 
Inspection Certificate 

Office of the Municipal Fire Marshall 

 

 

 

 

 



 

 

CLIENT STEPS AGENCY ACTIONS FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submission of 
Ancillary 
Permit 
(Electrical 
Permit) 
Applications 
with complete 
supporting 
documents at 
the Office of 
the Building 
Official. 

1.1 The receiving clerk 
will check and 
evaluate the 
submitted 
application with 
documents. 
 

1.2 If completed, 
Engineering 
Assistant will 
compute the 
permit 
assessment fees 
based on 
Integrated 
Business Permit & 
Licensing System 
(iBPLS). 

None 30 minutes 

 
ROMULO R. 
DACOYLO 

Administrative 
Aide I 

Office of the 
Municipal Engineer 

 
OR 

 

 
ENGR. PEOLITO 

G. ORIOQUE 
Municipal 
Engineer 

Office of the 
Municipal Engineer 



 

 

2. Payment of 
Assessment 
Fees at the 
Office of the 
Municipal 
Treasurer. 

2. The Collection 
Clerk will receive 
and accept 
payments for the 
applied building 
permit based on 
Integrated 
Business Permit & 
Licensing System 
(iBPLS) and issue 
official receipt. 

 

Mayor’s  
Certification -    
PhP 100.00 
 
(Depends on what 
kind of 
Ancillary/Accessory 
permit to be 
applied:  
Example: 
Electrical:  
Residential: 
 
5outlets/ lights – 
PhP 180.00 
 
Excess –  
PhP 1.50/ outlet 
 
Commercial: 
 
5outlets/ lights – 
PhP 230.00 
 
Excess –  
PhP 2.00/ outlet 
 
Inspection Fee – 
PhP 50. 00 

10 minutes 

 
MARICEL C. 

REVILLA 
Administrative 

Aide III 
Office of the 

Municipal 
Treasurer 

 
OR 

 

 
JOSEPH N. 
BALONGA 

Administrative 
Aide I 

Office of the 
Municipal 
Treasurer 

 
OR 



 

 

 
MARIALY P. 

BALUCA 
Revenue 

Collection Clerk 
Office of the 

Municipal 
Treasurer 

3. Request for 
Fire Safety 
Evaluation 
Certificate 
(FSEC) at 
Municipal Fire 
Marshall. 

3. The BFP Officer 
will evaluate and 
inspect if the 
building plan is in 
conformity to the 
Fire Code of the 
Philippines. If so, 
he will issue Fire 
Safety Evaluation 
Certificate. 

 
 
 

Computation of 
Payment based on 
their existing laws 
(Fire Code of the 
Philippines) 

30 minutes 

 
Bureau Of Fire 

Protection Officer 
(BFP) 

On Duty 



 

 

4. Approval of 
Ancillary 
(Electrical) 
Permit 
Applications. 

4.1 Electrical 
Inspector will 
conduct site 
inspection for 
Electrical Wiring 
installation. 

None 2 hours 

 
ARIEL E. 

TURTOGA 
Administrative 

Assistant II 
Office of the 

Municipal Engineer 
 4.2 The Building 

Official will 
approve Ancillary 
(Electrical) permit 
applications after 
all above steps 
had been done. 

None 10 minutes 

 
ENGR. PEOLITO 

G. ORIOQUE 
Municipal 
Engineer 

Office of the 
Municipal Engineer  



 

 

5. The applicant 
claims the 
building 
permit. 

5. The clerk records 
and releases the 
approved building 
permit to the 
client. 

None 10 minutes 

 
MARY MIA D. 

MUMAR 
Engineering Aide  

Office of the 
Municipal Engineer 

TOTAL PhP  150.00 + 
approved assess-

ment  fees for 
applied building 

structures 

3 hours, 30 
minutes 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

ISSUANCE OF CERTIFICATE OF OCCUPANCY 
The Certificate of Occupancy is issued to individuals, corporations, or 
other entities who intend to occupy or use a completed building or 
structure within the territorial jurisdiction of the municipality. 
 
This certificate is granted aƞer the building or structure has been 
inspected and verified by the Office of the Municipal Engineer and 
other concerned offices to ensure that the construction has been 
completed in accordance with the approved building plans, issued 
building permits, and the provisions of the National Building Code of 
the Philippines, as well as other applicable laws, ordinances, and safety 
regulations. 

 

OFFICE/DIVISION OFFICE OF THE MUNICIPAL ENGINEER 
CLASSIFICATION Simple 
TYPE OF TRANSACTION G2B – Government to Business 

G2C – Government to Citizen 
G2G – Government to Government 

WHO MAY AVAIL All 
CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Four (4) original copies of 
Certificate of Occupancy 
Application form with 
attachments: 

Office of the Municipal Engineer/Local Building 
Official 
 
 

a. Four (4) original copies of duly 
filled Certificate of Completion 
duly notarized   

Designing professionals hired by the client 



 

 

b. Two (2) original copies of As-
built Plans @ specifications, 
duly signed and sealed by 
respective professional 
discipline 

Designing professionals hired by the client 

c. One (1) Daily Construction 
Works Logbook Supervising professionals hired by the client 

2. One (1) xerox copy of Approved 
Building permit (if there’s any) Office of the Local Building Official/Client 

3. One (1) original copy Fire Safety 
Inspection Certificate 

Office of the Municipal Fire Marshall 

4. Email Address By the Client/Applicant 
 

CLIENT STEPS AGENCY ACTIONS FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submission of 
Certificate of 
Occupancy  
Applications 
with complete 
supporting 
documents at 
the Office of 
the Building 
Official. 

1.1 The receiving clerk 
will check and 
evaluate the 
submitted 
application with 
documents. 
 

1.2 If completed, 
Engineering 
Assistant will 
compute the 
certificate of 
Occupancy 
assessment fees 
based on 
Integrated 
Business Permit & 

None 30 minutes 

 
ROMULO R. 
DACOYLO 

Administrative 
Aide I 

Office of the 
Municipal Engineer 

 
OR 

 



 

 

Licensing System 
(iBPLS). 

 
ENGR. PEOLITO 

G. ORIOQUE 
Municipal 
Engineer 

Office of the 
Municipal Engineer 

2. Payment of 
Assessment 
Fees at the 
Office of the 
Municipal 
Treasurer. 

2. The Collection 
Clerk will receive 
and accept 
payments for the 
applied Certificate 
of Occupancy 
based on 
Integrated 
Business Permit & 
Licensing System 
(iBPLS). 

 

Mayor’s  
Certification -    
PhP 100.00 
 
Occupancy Fee 
(Depends on total 
cost of the 
completed 
structures) 
Example: 
Division A-1 & A-2 
Buildings 
 
Costing up to 
150,000.00  -  
PhP 100.00  
 
Costing more than 
150,000 up to 
400,000-  
PhP 200.00  

10 minutes 

 
MARICEL C. 

REVILLA 
Administrative 

Aide III 
Office of the 

Municipal 
Treasurer 

 
OR 

 



 

 

Costing more than 
400,000 up to 
850,000- 
PhP 400.00  
 
Costing more than 
850,000 up to 
1,200,000-  
PhP 800.00 
 
Every Million or 
portion thereof in 
exceed of 
1,200,000 -  
PhP 800.00 
 
Divisions B-1/E-1, 
2, 3/F-1 /G-
1,2,3,4,5/H-1,2,3,4/ 
and I-1 Buildings: 
Costing up to 
150,000.00  -  
PhP 200.00  
 
Costing more than 
150,000 up to 
400,000. – 
P400.00 Costing 
more than 400,000 
up to 850,000-  
PhP 800.00  
 
 

 
JOSEPH N. 
BALONGA 

Administrative 
Aide I 

Office of the 
Municipal 
Treasurer 

 
OR 

 

 
MARIALY P. 

BALUCA 
Revenue 

Collection Clerk 
Office of the 

Municipal 
Treasurer 

 
 



 

 

Costing more than 
850,000 up to 
1,200,000-  
PhP 1,000.00 
 
Every Million or 
portion thereof in 
exceed of 
1,200,000 – 
PhP 1,000.00 
 
Inspection Fee -   
PhP 50.00 

 

3. Request for 
Fire Safety 
Evaluation 
Certificate 
(FSEC) at 
Municipal Fire 
Marshall. 

3. The BFP Officer 
will evaluate and 
inspect if the 
building plan is in 
conformity to the 
Fire Code of the 
Philippines. If so, 
he will issue Fire 
Safety Evaluation 
Certificate. 

Computation of 
Payment based on 
their existing laws 
(Fire Code of the 
Philippines) 

30 minutes  

 
Bureau Of Fire 

Protection Officer 
(BFP) 

On Duty 

4. Approval of 
Certificate of 
Occupancy 
Applications. 

4.1 The Building 
Official and/ or 
Building Inspector 
will conduct site 
inspection for 
building 
occupancy. 

None 10 minutes 

 
ENGR. 

TEOFOMIRO R. 
BALONGA 
Engineer II 



 

 

Office of the 
Municipal Engineer 

 4.2 The Building 
Official will 
approve Certificate 
of occupancy 
applications after 
all above steps 
had been done. 

None 10 minutes 

 
ENGR. PEOLITO 

G. ORIOQUE 
Municipal 
Engineer 

Office of the 
Municipal Engineer  

5. The applicant 
claims the 
approved 
certificate of 
occupancy. 

5. The clerk records 
and releases the 
approved building 
permit to the 
client. 

None 10 minutes 

 
ROMULO R. 
DACOYLO 

Administrative 
Aide I 

Office of the 
Municipal Engineer 

TOTAL PhP  150.00 + 
approved assess-
ment  fees for 
applied Certificate 
of Occupancy 

1 day, 5 
hours 

 



 

 

ISSUANCE CERTIFICATIONS/CERTIFIED 
TRUE COPY OF LOST DOCUMENTS 

The Issuance of Certifications and Certified True Copies is a service 
provided to individuals, corporations, or other entities who wish to obtain 
an official certification or a certified true copy of documents and 
records filed or issued by the office. 
 
This service is commonly requested when the original document has been 
lost, misplaced, or when an official copy is required for legal, 
administrative, or other legitimate purposes. The certified true copy 
serves as an authenticated reproduction of the original document kept on 
file in the office and is duly verified, stamped, and signed by the 
authorized personnel to attest to its accuracy and authenticity. 

 

OFFICE/DIVISION OFFICE OF THE MUNICIPAL ENGINEER 
CLASSIFICATION Simple 
TYPE OF TRANSACTION G2B – Government to Business 

G2C – Government to Citizen 
G2G – Government to Government 

WHO MAY AVAIL All 
CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

None N/A 
 

 

 

 



 

 

CLIENT STEPS AGENCY ACTIONS FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Identification 
of 
certifications / 
Certified True 
Copy to be 
secured. 

1.1 The receiving clerk 
interview the client 
what kind of 
certifications/ 
Certified True 
copy to be 
needed. 
 

1.2 If identified, 
Engineering 
Assistant will look 
for the documents 
to be copied and 
certified. 

None 30 minutes 

 
ROMULO R. 
DACOYLO 

Administrative 
Aide I 

Office of the 
Municipal Engineer 

2. Payment of 
Assessment 
Fees at the 
Office of the 
Municipal 
Treasurer. 

2. The Collection 
Clerk will receive 
and accept 
payments for the 
Certification and 
issue official 
receipt. 

Certification Fee -    
PhP 100.00 

10 minutes 

 
MARICEL C. 

REVILLA 
Administrative 

Aide III 
Office of the 

Municipal 
Treasurer 

 
OR 

 



 

 

 
JOSEPH N. 
BALONGA 

Administrative 
Aide I 

Office of the 
Municipal 
Treasurer 

 
OR 

 

 
MARIALY P. 

BALUCA 
Revenue 

Collection Clerk 
Office of the 

Municipal 
Treasurer 



 

 

3. Release of 
Certifications/ 
Certified True 
Copy. 

3.1 The Building 
Official will certify 
the true copy of 
the document. 

None 10 minutes 

 
ENGR. PEOLITO 

G. ORIOQUE 
Municipal 
Engineer 

Office of the 
Municipal Engineer 

 3.2 The clerk records 
and releases the 
Certifications/ 
Certified True 
Copy to the client.. 

None 10 minutes 

 
ROMULO R. 
DACOYLO 

Administrative 
Aide I 

Office of the 
Municipal Engineer 

TOTAL Certification Fee -    
PhP 100.00 

1 hour  

 

 

 

 

 



 

 

TECHNICAL ASSISTANCE IN THE 
PREPARATION OF DETAILED ENGINEERING 

DESIGN PROGRAM OF WORKS  
Technical Assistance is provided to barangay governments of the 
municipality, as well as other authorized requesting entities, that require 
professional support and expertise in the preparation of Detailed 
Engineering Design (DED) and Program of Works (POW) for proposed 
infrastructure projects. 
 
This service includes the provision of technical guidance, preparation of 
engineering plans and specifications, cost estimates, and other 
supporting documents necessary for the planning, evaluation, and 
implementation of infrastructure and development projects. The 
preparation of the Detailed Engineering Design and Program of Works 
ensures that proposed projects are technically feasible, properly 
designed, and supported with accurate cost estimates in accordance 
with existing engineering standards, government regulations, and 
applicable policies. 

 

OFFICE/DIVISION OFFICE OF THE MUNICIPAL ENGINEER 
CLASSIFICATION Simple 
TYPE OF TRANSACTION G2G – Government to Government 
WHO MAY AVAIL  All Barangay governments in the municipality 

 Other national government agencies in the 
municipality 



 

 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
1. Letter of Intent approved/noted by 

the Municipal Mayor Client concerned 
 

CLIENT STEPS AGENCY ACTIONS FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Visit the Office 
of the 
Municipal 
Engineer and 
request for 
technical 
assistance in 
the 
preparation of 
Engineering 
Designs and 
Program of 
works of your 
proposed 
project. 

1.1 Visit the Office of 
the Municipal 
Engineer and 
request for 
technical 
assistance in the 
preparation of 
Engineering 
Designs and 
Program of works 
of your proposed 
project. 

None POW - Small 
amount-1 day 
 
POW - Large 
amount-3 days 
 
DED & POW-  
7 days 
 
1 day for the 
conduct of 
survey for the 
road right of 
way 

 
ENGR. PEOLITO 

G. ORIOQUE 
Municipal 
Engineer 

Office of the 
Municipal Engineer 

 1.2 The engineer 
assigned will 
facilitate the 
request for 
technical 
assistance and its 
approval. 

None 10 minutes 

 
ENGR. 

TEOFOMIRO R. 
BALONGA 
Engineer II 



 

 

Office of the 
Municipal Engineer 

 

 
FLORENCIO R. 

CAJES 
Construction and 

Maintenance 
General Foreman 

Office of the 
Municipal Engineer 

2. Release of 
approved 
requests’ 
technical 
assistance’s 
(DED & 
POWs) 

2. The Engineering 
Assistant will 
release the 
approved DED 
and POWs to the 
client. 

None 10 minutes 

 
ROMULO R. 
DACOYLO 

Administrative 
Aide I 

Office of the 
Municipal Engineer 

 



 

 

TOTAL None POW - Small 
amount - 
 2 days, 20 
minutes 
 
POW - Large 
amount -  
4 days, 20 
minutes 
 
 
DED & POW -  
8 days, 20 
minutes 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

CONDUCT OF LOT SURVEY FOR DONATED 
LOT / ROAD RIGHT OF WAY 

Surveying services are provided to Barangay Local Government Units 
(BLGUs) and/or private individuals who intend to donate a portion of 
their property for public use, such as for a barangay site, public 
facility, or road right-of-way. 
 
This service involves the conduct of an actual lot survey and technical 
verification by the Office of the Municipal Engineer to determine the 
exact location, boundaries, measurements, and area of the portion of 
land being donated. The survey ensures that the donated property is 
properly identified, documented, and suitable for its intended public 
purpose. 
 

 

OFFICE/DIVISION OFFICE OF THE MUNICIPAL ENGINEER 
CLASSIFICATION Simple 
TYPE OF TRANSACTION G2G – Government to Government 
WHO MAY AVAIL All Barangay governments in the municipality 

 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
1. Letter of Intent approved/noted by 

the Municipal Mayor Client concerned 
 

 

 



 

 

CLIENT STEPS AGENCY ACTIONS FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. For the 
conduct of 
survey for 
road right of 
way, submit 
letter request 
approved by 
the Municipal 
Mayor with 
Notarized 
Deed of 
Donation of 
land. 

1.1 The Engineer will 
evaluate the 
request letter and 
refer to the 
surveying team to 
conduct survey as 
requested. 

None 1 hour 

 
ENGR. 

TEOFOMIRO R. 
BALONGA 
Engineer II 
Office of the 

Municipal Engineer 
 1.2 The Survey Team 

will schedule the 
requested survey 
and notified the 
requesting party 
to facilitate and 
coordinate the 
proposed survey. 

None 1 day for the 
conduct of 
survey for 
donated lot for 
barangay site 
 
2 days for the 
conduct of 
survey for the 
road right of 
way   

 
FLORENCIO R. 

CAJES 
Construction and 

Maintenance 
General Foreman 

Office of the 
Municipal Engineer 



 

 

 1.3 The Engineering 
Assistant will 
release the 
approved DED 
and POWs to the 
client. 

None 1 day 

 
FLORENCIO R. 

CAJES 
Construction and 

Maintenance 
General Foreman 

Office of the 
Municipal Engineer 

TOTAL None 2 days, 1 
hour for the 
conduct of 
survey for 
donated lot 
for barangay 
site 
 
3 days, 1 
hour for the 
conduct of 
survey for  
donated lot 
for barangay 
site 
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