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6. Securing a Certificate of Operation for Mechanical 

Equipment 
 

The process of securing a Certificate of Operation for Mechanical Equipment 

to ensure that all mechanical systems, equipment, and installations are in 

compliance with the Philippine Mechanical Code and PD 1096 

Office/Division: Office of the Building Official 

Classification: Complex 

Type of 
Transaction: 

G2C (Government to Citizen); G2B (Government to Business) 

Who may avail: 
Business establishment owners/administrators and others that 
may require the certificates 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Approved Mechanical Permit and 
Mechanical Plan/s of the Equipment/s  
(1 photocopy) 
(For new application only) 

Client 

Mechanical Data Sheet certified, signed 
and sealed by a Professional Mechanical 
Engineer (1 original copy) 

Assigned Professional 

Valid PRC ID & current PTR with seal and 
3 specimen signatures of the Professional 
Mechanical Engineer (1 photocopy) 

Assigned Professional 

Latest Certificate of Operation  
(1 photocopy) 
(For renewal application only) 

Client 

Note: 
Use Brown Folder  
 
The application/s per folder may only be 
limited to the same ownership/ business 
name and business address, otherwise, 
separate folder and application is 
recommended.  
 

Client 

Note:  
 
If a Representative is transacting and/or 
signing in behalf of the client:  
 
Notarized Special Power of Attorney (SPA) 
– (1 original copy) 
 with Valid ID of applicant and 
representative. (1 photocopy) 

 
Client 
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If a representative is sent to receive the 
certificate in behalf of the business owner or 
the authorized representative from the 
Notarized SPA:  
 
Authorization of the owner (1 original copy) 
with Valid ID of owner and representative. 
(1 photocopy) 
 

CLIENT STEPS AGENCY ACTION 
FEES 
TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

Get a priority 
number thru the 
queuing machine 
and forward to the 
designated 
window when 
called or 
prompted. 

 

   

1. SUBMIT 
APPLICATION 
DOCUMENTS for 
Certificate of 
Operations for 
Mechanical 
Equipment and all 
required 
documents at 
Counter 1. Sign 
receiving checklist 
for 
acknowledgement
. 
  
  

1.1 Receive 
documents as 
required and 
secure contact 
number and 
advise client to 
sign the 
Receiving 
checklist. 

None 10 minutes 

Admin Aide II  

Office of the 
Building 
Official 

1.2 Encode details 
of the 
application, print 
a routing slip 
and endorse the 
request to the 
Enforcement 
Division Chief 

None 15 minutes 

Admin Aide II  

Office of the 
Building 
Official 

1.3 Review the 
documents and 
forward it with 
recommendatio
n to the section 
chief for 
appropriate 
action.  
 

None 10 minutes 

Engineer IV  

Office of the 
Building 
Official 

1.4 Validate 
inspection 
report with the 

None 10 minutes Engineer III  
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team concerned 
or assign 
annual 
inspectorate 
team to conduct 
ocular 
inspection for 
the mechanical 
equipment.  
 
If inspection 
report is 
acceptable, skip 
to Step 2.3 by 
forwarding the 
documents to 
the Mechanical 
Inspector 

Office of the 
Building 
Official 

1.5 Plan and 
schedule 
inspection 

None 4 hours 

3-Engineer I/ 
Architect I/ 

Project 
Development 

Officer II/ 
Building 
Inspector  

Office of the 
Building 
Official 

2. PROVIDE the 
necessary 
documents during 
inspection and 
acknowledge the 
explanation of the 
team.  
 
 

2.1 Conduct ocular 
inspection for 
the mechanical 
equipment 
applying for the 
Certificate of 
Operation (New/ 
Renew) or may 
proceed to 
conduct ocular 
(annual) 
inspection for 
the whole 
establishment.  
 
Issue Notice of 
Violation, as 
needed, e.g., if 
Certificate of 
Occupancy/ 
Use/ Operation 

None 8 hours 

3-Engineer I/ 
Architect I/ 

Project 
Development 

Officer II/ 
Building 
Inspector  

Office of the 
Building 
Official 
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was not 
displayed or 
posted. Also, if 
violations under 
the building 
code, for light, 
less grave and 
grave violations, 
are observed 
(See Annex 2). 
 

2.2 Forward a copy 
of inspection 
report to the 
mechanical 
inspector in 
preparation of 
the issuance of 
Certificate of 
Operation.  

None 15 minutes 

3-Engineer I/ 
Architect I/ 

Project 
Development 

Officer II/ 
Building 
Inspector  

Office of the 
Building 
Official 

2.3 Evaluate the 
completeness 
and validity of 
the submitted 
documents   

None 20 minutes 

Engineer I 

Office of the 
Building 
Official 

2.4 Prepare 
Certificate of 
Operation. Sign 
and endorse 
Certificate of 
Operation with 
the attached 
documents to 
Section Chief 

None 20 minutes 

Engineer I 

Office of the 
Building 
Official 

2.6 Review, sign 
and endorse 
Certificate of 
Operation with 
the attached 
documents to 
Division Chief 

None 10 minutes 

Engineer III  

Office of the 
Building 
Official 

2.7 Sign and 
endorse 
Certificate of 
Operation with 
the attached 
documents. 

None 10 minutes 

Engineer IV 

Office of the 
Building 
Official 
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2.8 Receive, 
generate, print, 
and email the 
Order of 
Payment, 
endorse to the 
Building Official 

Php 80  
Certifica
tion Fee 
(inclu-
ding 

docu-
mentary 
stamp) 

 
Per set 

of 
Certifica

tes 

10 minutes 

Admin Aide II  

Office of the 
Building 
Official 

  2.9 Sign the 
documents and 
endorse to the 
Releasing 
Officer 

None 10 minutes 

City Building 
Official   

Office of the 
Building 
Official 

3. PAY THE 
CORRESPON-
DING FEES at 
City Treasurer's 
Office (or thru 
https://www.filipiz
en.com/partner/ge
nsan_gensan/obo
/obobilling) 
 

3.1 Receive the 
payment and 
Issue the 
Official Receipt 
(OR)/ Service 
Invoice.  

Refer to 
the 

Amount 
indicate
d in the 
Order of 
Paymen

t 

30 minutes 

Revenue 
Collector 

City 
Treasurer’s 

Office 

4 CLAIM the 
Certificate of 
Operation from 
the Frontline 
Service Personnel 
(Releasing) and 
sign in the 
logbook and 
Releasing 
Checklist for 
acknowledgement
. 
  

4.1 Receive and 
verify the 
Official Receipt 
(OR) / Service 
Invoice. 

None 5 minutes 

Admin Aide II  

Office of the 
Building 
Official 

4.2 Assign a control 
number to the 
Certificate of 
Operation and 
fill-out the 
Releasing 
Checklist. 
Update logbook 
and/ or 
electronics 
records.  

None 5 minutes 

Admin Aide II  

Office of the 
Building 
Official 

4.3 Release the 
Certificate of 
Operation and 
ask the client to 

None 5 minutes 

Admin Aide II  

Office of the 
Building 
Official 
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sign in the 
logbook and 
releasing 
checklist. Then, 
encourage to 
fill-out the 
Customer 
Survey Form.   

Total  7 working 
days 

 

 
END OF TRANSACTION 

  


