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DOCUMENTARY REQUIREMENTS FOR BUILDING PERMIT APPLICATION 
(NEW OR RENOVATION) 

 
  Name of Applicant / Owner  : __________________________________________________________________ 
  Project Title / Description   :  __________________________________________________________________ 
  Location of Project       : __________________________________________________________________ 

  
SUBMISSION GUIDELINES: To ensure efficient evaluation, all submitted documents must be securely fastened 
within a long folder and arranged strictly according to the sequence provided in this checklist. 

 DOCUMENTARY REQUIREMENTS 
COPIES 

REQUIRED GUIDELINES 

 APPLICATION FORMS   

□ 1. Unified Application Form for Building Permit 4 

All copies of Application Forms must be duly 
filled out, notarized (where applicable), 

bearing the original signatures and seals of 
corresponding professionals and the 

Applicant/Owner 

 2. Ancillary Permits, as applicable 2 each 

□ 2.1. Architectural Permit Form (A-01)  

□ 2.2. Civil / Structural Permit (A-02)  

□ 2.3. Electrical Permit (A-03)  

□ 2.4. Mechanical Permit (A-04)  

□ 2.5. Sanitary Permit (A-05)  

□ 2.6. Plumbing Permit (A-06)  

□ 2.7. Electronics Permit (A-07)  

□ 2.8. Green Building Requirements for Pre-compliance Certificate, as applicable  

 3. Accessory Permits, as applicable 2 each 

□ 3.1. Excavation & Ground Preparation Permit (B-02)  

□ 3.2. Fencing Permit (B-03) for fence not exceeding 1.80 meters in height  

□ 3.3. Sidewalk Construction Permit (B-04)  

□ 3.4. Temporary Sidewalk Enclosure Permit (B-05)  

□ 3.5. Scaffolding Permit (B-06)  

□ 3.6. Sign Permit (B-07)  

□ 3.7. Demolition Permit (B-08)  

 CLEARANCES FROM OTHER OFFICES / AGENCIES   

□ 1. LZAO: Application Form for Locational Clearance 1 
All copies of Application Forms must be duly 

filled out, notarized (where applicable), 
bearing the original signature of the 

Applicant/Owner 

□ 2. BFP: Fire Safety Evaluation Clearance (FSEC) Application Form 1 

□ 3. CENRO: Application for Environmental Compliance for New Construction 1 

□ 4. BPLO: Contractor’s Tax Form 1 

□ 5. Barangay Clearance 1 
Applicant may submit his copy if already secured, or 

if not, it will be processed through the OSCP 

□ 6. Other Clearances pursuant to Section 302.12 of PD 1096, as applicable   

 SUPPORTING DOCUMENTS   

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

□ 1.1. Blue Copy of Transfer Certificate Title (TCT) + 3 clear Photocopies As indicated Blue Copy is required 

□ 1.2. Tax Declaration OSCP Latest for lot and improvement, as applicable 

□ 1.3. Current Real Property Tax Receipt OSCP Latest 

 2. In case the applicant is not the registered owner of the lot, in addition to item 1:   

□ 2.1. Duly Notarized Copy of Contract of Lease; OR Deed of Absolute Sale 4  

 3. Identification of Applicant   
Clear, colored copies, original signed 

□ 3.1. Government Issued ID 2 

 4. Authorization of Applicant (if not the Registered Owner)   

□ 4.1. Duly Notarized Special Power of Attorney (SPA) from the registered owner(s), or 
a Secretary’s Certificate/Board Resolution for corporate-owned properties 
authorizing the representative to sign, process, and receive all documents related 
to the building permit application. 

2 

□ 4.2. Government Issued ID of Registered Owner(s)  2 

□ 4.3. Articles of Incorporation for Corporate-owned properties 3 

□ 5. Valid PCAB License of Contractor for projects under contract OR Affidavit of Owner-
Build for projects by administration 

1 
 

□ 6. Notarized Undertaking (Data Privacy) 1  

 7. Liaison Officer(s) submitting, processing, receiving all documents related to the 
building permit application, other than the Applicant himself 

 
 

□ 7.1. Government Issued ID 1 Clear, colored copies, original signed 

□ 7.2. Duly Notarized Special Power of Attorney (SPA) or Notarized Authorization Letter 
from the registered owner(s), or a Secretary’s Certificate/Board Resolution for 
corporate-owned properties, or the Applicant himself, authorizing the 

1 
 



 DOCUMENTARY REQUIREMENTS 
COPIES 

REQUIRED GUIDELINES 

representative to submit, process, and receive all documents related to the 
building permit application. 

 TECHNICAL DESIGN DOCUMENTS   

 1. Architectural Documents  Signed and Sealed by the Design Architect; 
in case of architectural interior / interior 

design documents, either an Architect or 
Interior Designer 

□ 1.1. Architectural Plans/Layout and Details 6 

 2. Civil/Structural Documents  

Signed and Sealed by the Design Civil/ 
Structural Engineer 

□ 2.1. Structural Plans/Layout and Details 6 

□ 2.2. Structural Analysis and Design 
for all buildings/ structures except for one (1) storey and single detached building/ 
structure with a total floor area of twenty (20.00) sq. meters or less 

2 

□ 2.3. Seismic Analysis 2 

□ 2.4. Foundation Investigation Report 
for structures 2 storeys or higher; 
include interpretation and evaluation of the results of the foundation investigation 

2 

□ 2.5. Excavation Methodology 
for excavations more than 50.0 cu. meters and more than 2.0 meters in depth 

2 

□ 2.6. Earthquake Recording Instrument (ERI), as applicable 4 

□ 2.7. Certificate of Structural Stability, Evaluation Report and Joint Certification of 
Owner and Structural Engineer with Analysis and Methodology 
(for legalization of new construction and additional floors) 

2 Signed and Sealed by an accredited 
Structural Engineer 

(attach copy of certificate of accreditation) 

 3. Electrical Documents  

Signed and Sealed by the Design 
Professional Electrical Engineer (PEE) 

□ 3.1. Electrical Plans/Layout and Details 6 

□ 3.2. Electrical Design Analysis (Short Circuit Analysis and Voltage Drop Calculation) 
may already be included in the Electrical Plans 

2 

 4. Mechanical Documents  
Signed and Sealed by the Design 

Professional Mechanical Engineer (PME) □ 4.1. Mechanical Plans/Layout and Details of all Mechanical Systems 6 

□ 4.2. Design Computations, as applicable 2 

 5. Sanitary Documents  
Signed and Sealed by the Design Sanitary 

Engineer □ 5.1. Sanitary Plans/Layout and Details 6 

□ 5.2. Design Analysis, as applicable 2 

 6. Plumbing Documents  
Signed and Sealed by the Design Master 

Plumber  □ 6.1. Plumbing Plans/Layout and Details 6 

□ 6.2. Design Analysis, as applicable 2 

 7. Electronics Documents  
Signed and Sealed by the Design 

Professional Electronics Engineer (PECE) □ 7.1. Electronics Plans/Layout and Details 6 

□ 7.2. Design Analysis, as applicable 2 

 8. Geodetic Documents  Signed and Sealed by a 
Geodetic Engineer □ 8.1. Relocation Survey Plan and Report for New Construction or Extension 4 

 9. Other Technical Documents for ALL ANCILLARY PERMITS applied for:   

□ 9.1. Duly Notarized Bill of Materials / Cost Estimate 4 Must be signed and sealed by a duly licensed 
Architect or Civil Engineer. May be consolidated by 
the AOR/CER or signed separately. Must include 
the signature of the Registered Owner/Applicant 

indicating approval of the estimated value. 
 

□ 9.2. Project Technical Specifications 
A narrative description of the materials, quality, and workmanship standards to be used in a 
construction project 

2 Must be signed and sealed by the respective design 
professionals. May be consolidated into a single 
volume provided each trade-specific section is 

signed and sealed by the responsible professional. 

□ 10. Most recent Certificate of Occupancy for existing buildings/structures that shall 
undergo alterations, additions, conversions, renovations and/or repair 

1 
 

□ 11. Professional’s PRC ID and PTR 
(for all permits applied for, Designer and Supervisor-in-Charge, and for the Geodetic Documents)  

3 Clear, colored copies, original signed and 
sealed 

□ 12. Electronic File Copy of all submitted technical documents in PDF format 
saved in a USB Flash Drive 
Note: Scanned copies must include all visible signatures, seals, and notarization. 

1 
 

 


