
 

 

 

 

 

 

 

 

Office of the Building Official 

External Services 

 

 

 

 

 

 



 

 

1. Issuance of Building Permit 
To enforce and regulate uniform standards for the construction, alteration, repair etc. of buildings pursuant to PD 
1096 as well as enforcement of related orders & decisions. 
Office Or Division: Office Of The Building Official 

Classification: Simple 
Type Of Transaction: G2C/G2B - Government to Citizen/ Government to Business 

Who May Avail: All Government & Private Structures Under Pd 957 
CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Duly Filled-up OBO Forms (by set) Office of the Building Official, G/F New Ormoc City Hall 

Transfer Certificate of Title Registry of Deeds, 3/F New Ormoc City Hall 

Sketch Plan of the Lot Geodetic Engineer 

Building Plans & Specifications Hired Professionals 

CLIENT STEPS AGENCY ACTION 
FEES TO BE 

PAID 
PROCESSING 

TIME 
PERSON 

RESPONSIBLE 

1. Submit all 
accomplished forms with 
plans and other 
documents to the OBO 
receiving desk. 

1.1 Receive the required 
documents and check for 
completeness 

None 1 Hour Admin. Aide I- 
OBO Receiving Officer 

 1.2 (Simultaneous tasks of 
the City Treasurer's Office, 
City Assesor's Office, City 
Planning & Development 
Office) 

 5 Hours & 30 
Minutes 

City Treasurer- CTO         
                                          

City Assessor- CAO  
                                        

Draftsman- 
 City Planning & 

Development Office 

 1.3 Conduct actual site 
inspection. Evaluates land 
use thru desk review or 
undertakes preliminary site 
verification, as needed, thru 
Joint inspection Team (JIT) 

 4 Hours Draftsman-  

City Planning & 
Development Office  

Building Inspector I & 
team- OBO                                                                    



 

 

Bureau of Fire 
Protection 

 1.4 Simultaneous tasks of 
the OBO/ CPDO & BFP)     
Evaluates the plans as to:                                              
-Geodetic requirements                                                          
-Architectural  requirements           
 -Structural  
requirements                   -
Plumbing/sanitary  
requirements                                                    
-Electrical  requirements                                     
-Mechanical  requirements                    
-Electronics  requirements 

 3 Days Draftsman- CPDO 
 

Technical Team- OBO 
 

Building Plan 
Evaluator- BFP 

2. Follow up the 
processing of your 
application (applicant will 
receive a text message 
regarding his/her 
application after 
evaluation) 

2.1 Review and recommend 
order for payment or 
correction, if necessary 

None 

20 Minutes Admin. Aide I- 
OBO Releasing Officer 

 2.2 One-time assessment of 
Taxes, Charges & Fees 

 

1 Hour City Treasurer- CTO                                                  
City Assessor- CAO                                              

Draftsman- City 
Planning & 

Development Office 
Technical Team - OBO 

 2.3 Has applicant sign the 
logbook signifying receipt 

 
10 Minutes Admin. Aide I- 

OBO Receiving Officer 



 

 

3. Payment 
 

3.1 Accept the payment 
based on the order of 
payment 

Varies based 
on 

assessment 

1 Hour Cashier I-  
Office 

 3.2 Receive ORs from the 
Cashier & forwards it to the 
Printing/ Recording 

 30 Minutes Admin. Aide I- 

OBO Receiving Officer 

 3.3 Signs the Bldg& Ancillary 
Permits 

 
1 Hour 

 

 3.4 Collates printed 
clearances and permits 

 
30 Minutes 

 

 3.5 Assign corresponding 
Permit Number, record & 
segregate all documents 

 
30 Minutes 

 

4. Releasing 
 

4.1 Issuance of approved 
building permit 

None 
30 Minutes Admin. Aide I- 

OBO Releasing Officer 

 4.2 Archives the 
issued/released Bldg, Permit, 
clearances & other 
documents for 
documentation 

 

 Admin. Aide I-  
OBO 

TOTAL 

See Schedule 
of Fees of PD 

1096 
(National 
Building 

Code) 

5 Days 

 

 
  



 

 

 



 

 

 



 

 

 



 

 



 

 

 



 

 



 

 

 

 

 

 

 

 

 



 

 

2.   Issuance of Occupancy Permit 
To enforce and regulate uniform standards for the as-built/ actual construction,   of buildings pursuant to PD 1096 
as well as enforcement of related orders & decisions. 
Office Or Division: Office Of The Building Official 
Classification: Simple 

Type Of Transaction: G2C/G2B - Government to Citizen/ Government to Business 

Who May Avail: All Government & Private Structures Under Pd 957 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Duly Filled-up OBO Forms Office of the Building Official, G/F New Ormoc City Hall 

As-Built Plans & Specifications, Construction Logbook Registry of Deeds, 3/F New Ormoc City Hall 

CLIENT STEPS AGENCY ACTION 
FEES TO BE 

PAID 
PROCESSING 

TIME 
PERSON 

RESPONSIBLE 

1. Submit all 
accomplished forms with 
plans and other documents 
to the OBO receiving desk. 

1. Receive the required 
documents and check for 
completeness 

none 1 Hour Admin. Aide I- 

OBO Receiving 
Officer 

 

 1.1 City Planning & 
Development Office 
checks plans to be 
issued with locational 
clearance 

 5 Hrs & 30 Mins. City Treasurer- CTO                                                  
City Assessor- CAO                                               

Draftsman- City 

Planning & 
Development Office 

 1.2 Conduct actual site 
inspection. Evaluates 
land use thru desk review 
or undertakes preliminary 
site verification, as 
needed, thru Joint 
inspection Team (JIT) 

 4 Hrs Draftsman- City 

Planning & 
Development Office                                                           

Building Inspector I & 
team- OBO                                                                                   

Bureau of Fire 
Protection 

 1.3 Simultaneous tasks 
of the OBO/ CPDO & 

 3 Days Draftsman- CPDO 

 



 

 

BFP) Evaluates the plans 
as to:                                                                                                     
-Architectural  
requirements            -
Structural  requirements                
-Plumbing/sanitary  
requirements                                                    
-Electrical  requirements                                     
-Mechanical  
requirements                    
- Electronics  
requirements 

Technical Team- 
OBO 

 
Building Plan 

Evaluator- BFP 

2. Follow up the processing 
of your application 
(applicant will receive a text 
message regarding his/her 
application after evaluation) 

2.Review and 
recommend order for 
payment or correction, if 
necessary 

None 

20 Mins Admin. Aide I- 
OBO Releasing 

Officer 

 2.1 One-time 
assessment of Taxes, 
Charges & Fees 

 

1 Hr City Treasurer- CTO                                                  
City Assessor- CAO                                              

Draftsman- City 
Planning & 

Development Office 
Technical Team - 

OBO 

 2.2 Has applicant sign 
the logbook signifying 
receipt 

 
10 Mins Admin. Aide I- 

OBO Releasing 
Officer 

3. Payment 3 Accept the payment 
based on the order of 
payment 

varies based on 
assessment 

1 Hour Cashier I-  
Treasurer’s Office 



 

 

 3.1 Receive ORs from 
the Cashier & forwards it 
to the Printing/ Recording 

 30 Minutes Admin. Aide I- 
OBO Receiving 

Officer 

 3.2  the Bldg& Ancillary 
Permits 

 
1 Hour 

 

 3.3 Collates printed 
clearances and permits 

 
30 Minutes 

 

 3.4 Assign corresponding 
Permit Number, record & 
segregate all documents 

 
30 Minutes 

 

4. Releasing 
 

4. Receives & validates 
the claim stub of the 
applicant                             
Releases to the applicant 
the Certificate of 
Occupancy and other 
documents. 

None 

30 Minutes Admin. Aide I- 
OBO Releasing 

Officer 

 4.1 Archives the 
issued/released 
Occupancy Permit, 
clearances & others for 
documentation 

 

No Time 
Allocation 

Admin. Aide I 

TOTAL 

See Schedule 
of Fees of PD 
1096 (National 

Building 
Code) 

5 Days 

 

 



 

 



 

 

 


