CITIZEN'S CHARTER (LGU - Saint Bernard)

BAGONG PILIPINAS

Application for Building Permit
(Kind of Service/s)

Schedule of Availability of Service:

Monday to Friday 8:00 AM - 5:00 PM (No Noon Break)

Office or Division:

Municipal Engineering Office

Classification:

Simple / Complex / Highly Technical

Type of Transaction:

Government to Citizen (G2C)

Who may avail

Citizens who will propose to construct residential, commercial, industrial buildings, & other infrastructures.

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Certified true copy of OCT/TCT

Registry of Deeds / Land Owner Copy

Tax Declaration

Municipal Assessor’s Office

Current Real Property Tax Receipt

Municipal Treasurer’s Office

Photocopy of Community Tax Certificate (CTC)

Barangay Treasurer’s Office

Duly notarized Contract of Lease or Deed of Absolute Sale

Private transaction (notary public)

5 sets of complete plans (AutoCAD blueprint on A3 size)

Licensed Civil Engineer / Architect

Duly notarized Bill of Materials/Project Cost

Owner and Licensed Civil Engineer/Architect

Photocopy of PRC ID, PTR of Civil Engineer/Architect

Professional Concerned

CLIENT STEPS

AGENCY ACTIONS

PERSON RESPONSIBLE

Receive and check completeness of required documents
and plans

Submit copies of documents to MPDO & BFP

Submit application & complete documentary requirements

Review plans and conduct site inspection

Compute, prepare & consolidate fees including MPDO &
BFP

Pay the necessary fees

Receive payment (MTO & BFP)

Claim Building Permit Certificate

Release Building Permit Certificate

Mun. Engineering Office Clerk

Mun. Engineering Office Clerk

MEO - Engr. Alberto P. Bulagsac
MPDO - Engr. Ceilito Bulagsac
BFP Personnel

Mun. Engineering Office Clerk

Revenue Collection Clerk (MTO) and BFP Personnel

FEES TO BE PAID PROCESSING TIME

1day

1day
Fees vary depending on

project scope and 1day
assessment of submitted

|

plans 1day

1day

1 day

OBO - Engr. Alberto P. Bulagsac

**XXXEND OF TRANSACTION*****

Submitted by:

ALBERTO P. BULAGSAC
Municipla Engineer




CITIZEN'S CHARTER (LGU - Saint Bernard)

BAGONG PILIPINAS

Application for Occupancy Permit
(Kind of Service/s)

Schedule of Availability of Service: Monday to Friday 8:00 AM - 5:00 PM (No Noon Break)
Office or Division: Municipal Engineering Office

Classification: Simple / Complex / Highly Technical

Type of Transaction: Government to Citizen (G2C)

Who may avail Owners who have completed the construction of their building or structure and apply for a Certificate of Occupancy prior to its actual use, as required by the National Building Code

(PD 1096).
CHECKLIST OF REQUIREMENTS WHERE TO SECURE

Application of Certificate of Occupancy Licensed Civil Engineer

Certificate of Completion, duly notarized Licensed Civil Engineer

Daily Construction Works Logbook Licensed Civil Engineer

As-Built Plans and Specifications Licensed Civil Engineer / Architect

CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE
Receive and check completeness of documents and plans 1day Mun. Engineering Office Clerk
. — . Fees vary depending on MEO — E Alb P. Bul
Submit application & complete documentary requirements i ite i ; ) i ngr. Alberto P. Bulagsac
PP P ryreq Review plans and conduct site inspection project scope and 1 working day BFP Personnel

Compute, prepare & consolidate fees including BFP assessment of submitted 1day Mun. Engineering Office Clerk

Pay the necessary fees Receive payment (MTO & BFP) plans 1 day Revenue Collection Clerk (MTO) and BFP Personnel

Claim Occupancy Certificate Release Occupancy Permit 1day OBO —Engr. Alberto P. Bulagsac




CITIZEN'S CHARTER (LGU - Saint Bernard)

BAGONG PILIPINAS

Waterworks Services
(Kind of Service/s)

Schedule of Availability of Service:

Monday to Friday 8:00 AM - 5:00 PM (No Noon Break)

Office or Division:

Municipal Engineering Office

Classification:

Simple / Complex / Highly Technical

Type of Transaction:

Government to Citizen (G2C)

Who may avail

Residents or property owners within the municipality who wish to apply for a new water service connection & needs water repair and maintenance.

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Community Tax Certificate (CTC) (for new applicants) Barangay Treasurer's Office
CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE
FOR NEW INSTALLATION / TAPPING/ TRANSFER /
RECONNECTON
Fill out Water Service Contract and Meter Installati . .
11 out Water Service Contract and Mleter Installation Provide and assist in filling out application forms Registration Fee-#150.00 1day Mun. Engineering Office Clerk
Agreement Form .
New Tapping Fee-#150.00

Conduct short interview to verify location and

) . Meter Installation Fee-150.00 1day Municipal Engineer Alberto P. Bulagsac
applicant details

Transfer Meter - 150.00

" 1d - " " "
— - :rep?re and issue ;')\;\r/(r)nent order form Transfer Tapping Fee - 150.00 . day :Iun Engéne”en:g Ogmekclne/lr]l-(o

ay the necessary fees eceive payment ( ) Reconnection Fee - 150.00 ay evenue Collection Clerk ( )
Wait for scheduled service Record and schedule the installation 1day Mun. Engineering Office Clerk

FOR REPAIR & MAINTENANCE
Fill out & Submit form for service needed Receive req.uest, identify type of service needed, and 1day Mun. Engineering Office Clerk
record details
NONE

Wait for scheduled service Record and schedule service 1day Mun. Engineering Office Clerk




CITIZEN'S CHARTER (LGU - Saint Bernard)
Engineering Services
(Kind of Service/s)

Schedule of Availability of Service: Monday to Friday 8:00 AM - 5:00 PM (No Noon Break)

Office or Division: Municipal Engineering Office

Classification: Simple / Complex / Highly Technical

Type of Transaction: Government to Citizen (G2C)

Who may avail Barangay Local Government Units (BLGUs) and Department of Education (DepEd) requesting technical assistance, estimates, and program of works for
y infrastructure or maintenance projects.
CHECKLIST OF REQUIREMENTS WHERE TO SECURE
Official Request Letter BLGU / DepEd Office (signed by authorized personnel)
CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE

Receive and log the request 1day

Submit d official t lett

ubmit approved official request fetter Conduct site inspection based on request none 1 working day Municipal Engineering Office Staff

Prepare cost estimate based on actual site condition 1 working day

Claim Program of Works Release of the prepared Program of Works 1 day

*#++*END OF TRANSACTION***++



CITIZEN'S CHARTER (LGU - Saint Bernard)

BAGONG PILIPINAS

Business Permit
(Kind of Service/s)

Schedule of Availability of Service:

Monday to Friday 8:00 AM - 5:00 PM (No Noon Break)

Office or Division:

Municipal Engineering Office

Classification:

Simple / Complex / Highly Technical

Type of Transaction:

Government to Citizen (G2C)

Who may avail

Individuals or entities applying for a new or renewal of business permit in the municipality.

Duly accomplished Business Permit Application Form

CHECKLIST OF REQUIREMENTS

Approved Building Permit (for new commercial structures only)

WHERE TO SECURE
Municipal Business Permits and Licensing Office
Municipal Engineering Office / Office of the Building Official

CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE
FOR NEW APPLICANTS

Submit duly accomplished Business Permit Application Form |Receive and check completeness of the application 1day MEO Office Staff-BPCO endorser

Undergo interview for \{erlflcatlon of business details Condt.xc't short interview and verify approved building Certification Fee 1 day Municipal Engineer Alberto P. Bulagsac

(location, nature of business, etc.) permit if needed & Issue payment order 120.00

Pay Certification fee Receive payment (MTO) ’ 1 day Revenue Collection Clerk (MTO)

Wa.|t for o'nllne BPCO. endorsement Endorse a.ppllcatlon via system 1 day MEO Office Staff-BPCO endorser

Claim Business Permit Clearance Release signed clearance 1 day

FOR RENEWAL APPLICANTS

Submit Business Permit Application Form & wait for online Receive request, identify type of service needed, and 1 day

endorsement record dem"? - - none MEO Office Staff-BPCO endorser
Endorse application via system 1 day

Claim Business Permit Clearance Release signed clearance 1 day

*#+*+*END OF TRANSACTION*****




