4. Securing a Certificate of Annual Inspection

The process of securing a Certificate of Annual Inspection to ensure structural
stability of the building and compliance of all architectural, electrical,
mechanical, plumbing/sanitary, electronics, and safety standards.

Office/Division: Office of the Building Official

Classification: Complex

Type of Transaction: | G2C (Government to Citizen); G2G (Government to Government);

G2B (Government to Business)

Who may avail: Business establishment owners/ administrators and other entities

that may need the certificate

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
IMPORTANT REMINDER:
Prerequisite prior forwarding of e-certificate:
o Confirm/ Provide active Email Address
(During inspection or thru communication) Client
o Updated payment for Business Permit
Renewal
Note that the email address from business
permit records in ETRACS will be the reference
email address unless an updated email will be
provided.
CLIENT STEPS AGENCY ACTION FEES | PROCESSING PERSON
TO BE TIME RESPONSIBLE
PAID
CASE I: 1.1 Issue Notice of
Inspection to the
1. ACKNOWLEDGE establishment _
the issued Notice of (Commercial, 3-Engineer I/
Inspection and sign Institutional, and Architect I/
the duplicate copy for Industrial) with Project
office file. the proposed Development
date and time of | None 4 hours Officer Il/
inspection. Ask to Building
receive and sign Inspector

the office copy
and may ask to

address.

include a contact
number and email

Office of the
Building Official
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1.2  Wait/ follow up

3-Engineer I/

confirmation from Architect I/
client regarding Project
schedule of Development
Annual None Wait_state Ofﬁcer ll/
Inspection. Building
Inspector
Office of the
Building Official
CASE II: 1.1 Inform owner/ 3-Engineer I/
representative to Architect I/
1. ACKNOWLEDGE conduct on-the- Project
the verbal notice for spot annual Development
on-the-spot annual inspection None 5 minutes Officer Il/
inspection Building
Inspector
Office of the
Building Official
COMMON TO BOTH
CASES
2. PROVIDE the 2.1 Conduct ocular
necessary documents inspection, verify
during inspection, correctness of list
acknowledge the of equipment and
explanation of the check documents
team, confirm or input and/or permits.
the active email Fill out the
address for the receipt Inspection Report 3-Engineer I/
of e-certificate of form and explain Architect I/
annual inspection, and the findings to the Project
sign & receive the owner or Development
inspection report. authorized . Officer Il/
representative. None | 8hours Building
Documents (as Secure the Inspect
_ , pector
needed): necessary details
a) Certificate of or documentation Office of the
Occupancy of inspection. Building Official

b) Approved permits
(Building Permit,
Electrical Permit,
Plumbing/Sanitary
Permit,
Mechanical
Permit, Electronic
Permit, Fencing

Provide a copy of
the accomplished
inspection report
to the applicant.

Issue Notice of
Violation, as
needed, e.qg., if
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Permit, Sign
Permit,
Excavation
Permit, and
others)

Approved plans
List of equipment
Certificate of
Operation for
machines such as
generators,
elevators,
escalators,
boilers, etc.
Design Analysis
with Voltage Drop
and Short Circuit
calculation for
approved
Electrical Plan
Structural Stability
Report and
Certificate

Rapid Post-
Earthquake
Assessment
Report/ Placard
Certification of
Electrical Safety

Certificate of
Occupancy/ Use/
Operation was
not displayed or
posted. Also, if
violations under
the building code,
for light, less
grave and grave
violations, are
observed (See
Annex 2).

If the business
establishment is
compliant, the
client will receive
the e-certificate
thru the email
address provided
by the applicant,
otherwise, client
needs to comply
noted deficiencies
before they can
be issued with the
e-Certificate of
Annual Inspection

The e-certificate
will be sent within
five (5) working
days after the
inspection date.

2.2
up
to
2.7

SIMULTANEOUS
WITH THE TIME
PRIOR SENDING
OF THE E-
CERTIFICATE.

Compute/ Update
corresponding
fees at the List of
Equipment,
including
administrative
fines, if

See
Annex 1
&2

4 hours

3-Engineer I/
Architect I/
Project
Development
Officer Il/
Building
Inspector

Office of the
Building Official
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applicable.
Encode fees and
update remarks
on the database

Note: Payments
for the computed
fees are collected
during the
business
permitting
process.

2.3

Prepare the
electronic
Certificate of
Annual Inspection

3-Engineer I/

and mpqt Architect I/
electronic Project
signature of the Development
inspectors before |\ o | 30 minutes Officer Il/
sharing the pdf Building
format of the e- Inspector
certificate. ,
Endorse the List O.ﬁ'.ce of the.
of Equipment and Building Official
other required
documents to
Section Chief.

2.4 Inputthe
electronic
signature and
save updates on
the pdf format for Engineer Ill
the e-certificate. None 10 minutes ,
Endorse the List fol_ce of thg
of Equipment and Building Official
other required
documents to
Division Chief.

2.5 Inputthe
electronic
signature and
save updates on Engineer IV
the pdf format for N : ,

one 10 minutes Office of the

the e-certificate.
Review and
approve the List
of Equipment and
endorse other

Building Official
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required
documents to
Building Official.

2.6

Input the
electronic
signature and
save updates on
the pdf format for
the e-certificate.
Endorse the List
of Equipment and
other required
documents to
Administrative
Aide Il.

None

10 minutes

City Building
Official

Office of the
Building Official

2.7

Assign a control
number and verify
updated payment
through Etracs.
Encode the
Official receipt
(OR) number
including the date
and control
number into the
pdf format of the
e-certificate.
Then, save the
updates. Input the
details in the
monitoring
database the
accomplished
Certificate of
Annual
Inspection.

None

15
minutes

Administrative
Aide Il

Office of the
Building Official

3. RECEIVE the
Emailed Electronic
Certificate of Annual.
Respond to email for
acknowledgement.

3.1

Review and
update the
electronic
certificate file &
SEND it to the
active email
provided.

Update the
electronic records
and/or logbook

None

30 minutes

Administrative
Aide Il

or

Engineer I/
Architect I/
Project
Development
Officer Il/
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for the details of Building
the e-Certificate Inspector

;)f AnnE[J.aI . Office of the
nspection an Building Official

7
working
Total days

END OF TRANSACTION
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