


 

 

NAME OF SEVICE TOTAL FEES TO BE 
PAID 

TOTAL PROCESSING 
TIME 

EXTERNAL SERVICES 
1. SECURING LOCATIONAL CLEARANCE Locational 

Clearance fee:  
Will vary according 
to type, 
classification, and 
building cost. 
 
Mayor's 
Certification fee =  
PhP 100.00 
 
Inspection Fee =  
PhP 100.00  
(1-5KM),  200.00 
(more than 5KM)   

2 days, 1 hour, 5 
minutes 

2. SECURING ZONING CERTIFICATE PhP 150.00 55 minutes 
 



 

 

 



 

 

SECURING LOCATIONAL CLEARANCE 
A Locational Clearance is required prior to the start of construction or establishment of any 
building or business to ensure that the proposed project is allowed and compliant with the 
designated land use of the chosen location. 
 
This service verifies that the proposed structure or business activity conforms with the 
Comprehensive Land Use Plan (CLUP) and the Zoning Ordinance of the municipality. 
Securing a Locational Clearance is a prerequisite for the issuance of other permits, such as 
building permits and business permits, ensuring orderly development and proper land 
utilization within the municipality. 

 

OFFICE/DIVISION OFFICE OF THE MUNICIPAL PLANNING AND 
DEVELOPMENT COORDINATOR 

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. Filled-up Application Form for 

Locational Clearance, LC (1 
original copy) 

Office of the Municipal Planning and Development 
Coordinator 

2. Vicinity Map & Site Development 
Plan (showing all lot boundaries) 
(1 original copy) 

Office of the Municipal Assessor 

3. Photocopy of Title / Deed of Sale 
and latest Tax Declaration, (1 
copy) 

Lot owner/Applicant 



 

 

4. Photocopy of latest Tax Clearance 
(same year of the filling of the LC 
form) (1 copy) 

Office of the Municipal Treasurer 

5. Notarized Affidavit of Consent if 
the applicant is not the owner of 
the lot (1 original copy) 

Lawyer will notarize the Affidavit of Consent 

6. Valid ID of owner   Client concerned 
7. Residence Certificate (Cedula) of 

applicant or authorized 
representative 

Office of the Municipal Treasurer 

8. Certificate of Non-Coverage (CNC) 
for non-critical projects. (Ex. 
Galingan, Baboyan) (1 original 
copy) 

DENR-EMB 

9. Environmental Compliance 
Certificate (ECC) for critical 
projects (1 original copy) 

DENR-EMB 

10. Bill of Materials (1 original copy) Architect/Engineer who prepared the plan and 
estimates. 

11. Building Plan (1 original copy) Architect/Engineer who prepared the plan and 
estimates. 

12. Barangay Clearance (clearing the 
project and project proponent/s 
from all related barangay 
ordinances, fees and or dues) (1 
original copy) 

Barangay Local Government Unit (BLGU) where 
the project is located  

13. For timberland area/zone (secure 
first Special Land Use Permit and 
other Lawful purpose from DENR 
CENRO before securing LGU 
requirements) (1 original copy) 

DENR CENRO 

 



 

 

CLIENT STEPS AGENCY ACTIONS FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submission, 
Evaluation & 
Computation. 
Secure and fill 
out application 
form. 

1. Provide 
application form 
and explain 
requirements. 

 

None   10 minutes 

 
ANNA MAE A. 

GONZALES 
Planning  
Officer I 

Office of the MPDC 
 

OR 
 

 
JECEL T. MATA 
Administrative 

Aide 
Office of the MPDC 



 

 

2. Review of 
application & 
Assessment. 
Submit 
accomplished 
form and 
required 
documents. 

2. Receive and 
check 
completeness of 
documents. 

None 10 minutes 

 
ENGR. MARVIS G. 

DELLOSA 
Municipal 

Planning and 
Development 
Coordinator 

Office of the MPDC 
3. Site 

Inspection. 
Inform the 
client of the 
schedule site 
inspection. 

3. Conduct actual 
site inspection of 
the area. 

None 2 days 

 
ENGR. MARVIS G. 

DELLOSA 
Municipal 

Planning and 
Development 
Coordinator 

Office of the MPDC 
 

OR 



 

 

 
ANTHONY S. 
BONCALES 

Planning 
Assistant 

Office of the MPDC 
4. Payment of 

fees. 
4. The Collection 

Officer receives 
the payment and 
issue Official 
Receipt. 

Locational 
Clearance fee:  
 
Will vary according 
to type, 
classification, and 
building cost. 
 
Mayor's 
Certification fee =  
PhP 100.00 
 
Inspection Fee =  
PhP 100.00  
(1-5KM),  200.00 
(more than 5KM)   

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 



 

 

5. Submit official 
receipt to the 
Office of the 
MPDC. 

5.1 Locational 
Clearance 
prepared. 

None 10 minutes 

 
ANNA MAE A. 

GONZALES 
Planning  
Officer I 

Office of the MPDC 
 5.2 The MPDC sign 

the Locational 
Clearance 
prepared. 

None 10 minutes 

 
ENGR. MARVIS G. 

DELLOSA 
Municipal 

Planning and 
Development 
Coordinator 

Office of the MPDC 



 

 

 5.3 The Municipal 
Mayor/Municipal 
Administrator sign 
the Locational 
Clearance 
prepared. 

None 10 minutes 

 
ATTY. ROBERTO 
C. CAJES, PhD 

Municipal Mayor 
Office of the 

Municipal Mayor  
 

OR 
 

 
AVERIL BRIAN S. 

TINIO 
Municipal 

Administrator 
Office of the 

Municipal Mayor 



 

 

6. The client 
claims the 
requested 
locational 
clearance. 

6. The Office of the 
MPDC releases 
the locational 
clearance to the 
client. 

None 5 minutes 

 
ANNA MAE A. 

GONZALES 
Planning  
Officer I 

Office of the MPDC 
 

OR 
 

 
JECEL T. MATA 
Administrative 

Aide 
Office of the MPDC 

TOTAL Locational 
Clearance fee:  

Will vary 
according to 

type, 
classification, 

2 days, 1 
hour, 5 

minutes 

 



 

 

and building 
cost. 

 
Mayor's 

Certification 
fee =  PhP 

100.00 
 

Inspection Fee 
=  PhP 100.00  

(1-5KM),  200.00 
(more than 

5KM)    
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

SECURING ZONING CERTIFICATE 
A Zoning Certificate is issued to individuals, taxpayers, or property owners for purposes 
such as land titling, purchase or sale of property, and construction of buildings, among 
others. 
 
This service allows the applicant to determine the zoning classification and permitted 
land use of a specific parcel of land in accordance with the approved Comprehensive Land 
Use Plan (CLUP) and the Zoning Ordinance of the municipality. 
 
The Zoning Certificate serves as an official reference to ensure that the intended use of the 
property is compliant with existing land use regulations, thereby guiding proper 
planning, development, and investment decisions. 

 

OFFICE/DIVISION OFFICE OF THE MUNICIPAL PLANNING AND 
DEVELOPMENT COORDINATOR 

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. Latest Vicinity Map & Site 

Development Plan (showing all lot 
boundaries) (1 original copy) 

Office of the Municipal Assessor 

2. Latest Real Property Tax 
Declaration /Title / Deed of Sale (1 
original copy) 

Office of the Municipal Assessor 

 

 



 

 

CLIENT STEPS AGENCY ACTIONS FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Request for 
Zoning 
Certification. 
Proceed to 
MPDC Office 
& request for 
zoning 
certification. 

1. Receive and 
check 
completeness of 
documents. 

 

None   10 minutes 

 
ANNA MAE A. 

GONZALES 
Planning  
Officer I 

Office of the MPDC 
 

OR 
 

 
JECEL T. MATA 
Administrative 

Aide 
Office of the MPDC 



 

 

2. Submit the 
required 
documents & 
wait while the 
map presented 
will be 
reviewed 
based in CLUP 
for its zoning 
and land use. 

2. Receive and 
check 
completeness of 
documents. 

None 10 minutes 

 
ENGR. MARVIS G. 

DELLOSA 
Municipal 

Planning and 
Development 
Coordinator 

Office of the MPDC 
 

OR 
 

 
ANTHONY S. 
BONCALES 

Planning 
Assistant 

Office of the MPDC 



 

 

3. Payment of 
fees. 

3. The Collection 
Officer receives 
the payment and 
issue Official 
Receipt. 

PhP 150.00 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 

4. Submit official 
receipt to the 
Office of the 
MPDC. 

4.1 MPDC Staff 
prepares the 
certification duly 
reviewed & signed 
by the MPDC/ 
Zoning Officer. 

None 10 minutes 

 
ANNA MAE A. 

GONZALES 
Planning  
Officer I 

Office of the MPDC 
 

OR 



 

 

 
JECEL T. MATA 
Administrative 

Aide 
Office of the MPDC 

 4.2 The MPDC sign 
the Zoning 
Certificate 
prepared. 

None 10 minutes 

 
ENGR. MARVIS G. 

DELLOSA 
Municipal 

Planning and 
Development 
Coordinator 

Office of the MPDC 



 

 

5. The client 
claims the 
requested 
Zoning 
Certificate. 

5. The Office of the 
MPDC releases 
the Zoning 
Certificate to the 
client. 

None 5 minutes 

 
ANNA MAE A. 

GONZALES 
Planning  
Officer I 

Office of the MPDC 
 

OR 
 

 
JECEL T. MATA 
Administrative 

Aide 
Office of the MPDC 

TOTAL PhP 150.00 55 minutes  
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