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8. Securing a Certificate of Occupancy/ Use  
 

The process of securing a Certificate of Occupancy/Use to ascertain that a 

newly constructed building or structure complies with stringent safety and 

sanitary requirements for occupancy/ use, based on the building permit issued. 

The process of securing a Certificate of Occupancy, as required for complex 

application comprising of: 1) Interior Renovations covered by an appropriate 

Building Permit; 2) Conversion of existing building occupancy classification; 3) 

Multiple unit residential houses (such as row houses, townhouses, and the like); 

4) Single detached residential house, not more than 7 storeys; 5) Commercial 

buildings not more than 9 storeys 6) Warehouses not more than 9 storeys; 7) 

Market buildings not more than 9 storeys; 8) Demolition (any type of occupancy/ 

use with area of more than three hundred (300) square meters); 9) Billboard 

structures; 10) All other types of Occupancy not more than 9 storeys and 

communication towers (based on JMC 1, s. 2020); and Highly Technical 

applications comprising of: 1)  Commercial buildings exceeding 9 storeys; 2) 

Market buildings exceeding 9 storeys; 3) All applications belonging to Group D 

of NBCP; 4) All applications belonging to Group H and I of NBCP; 5) All other 

types of occupancy of more than 9 storeys; 6) Special structures such as but 

not limited to Aerodome facilities, before construction work or operation can 

commence in compliance with the National Building Code of the Philippines 

(PD 1096), its IRR and Referral Codes, other pertinent laws, and directives. In 

addition, building permit application for energy-related projects shall be covered 

by 15-calendar day timeline in accordance to Energy Virtual One-Stop Shop 

(EVOSS) guidelines/ RA 11234. 

 

Office/Division: Office of the Building Official  

Classification: Complex/ Highly Technical; 
EVOSS (based on RA 11234) 

Type of 
Transaction: 

G2C (Government to Citizen); G2G (Government to Government); 
G2B (Government to Business) 

Who may avail: All applicants with issued building permits 
 

CHECKLIST OF REQUIREMENTS 
 

WHERE TO SECURE 

⚫ Technical Documents   

Fire Safety Inspection Certificate (FSIC) (1 
photocopy) 
 
Note: No FSIC for telecommunications and 
internet Infrastructures; The ancillary building of 
the towers are for maintenance purposes only. 
Hence, no FSIC to towers with or without 
ancillary building (JMC 2023-01 series of 2023) 

Bureau of Fire Protection 
 

Approved Building Plans (1 set of original/ 
photocopy) if issued before 2021. 

Client 
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Note: A3 size or Blueprint Only 

Approved Permits (1 photocopy) if issued 
before 2021. 

Client 

        A. Unified Application Form Permit  Client  

        B. Electrical Permit  

        C. Plumbing/Sanitary Permit  

        D. Electronics Permit (if applicable) 

        E. Mechanical Permit (if applicable) 

        F. Fencing Permit (if applicable) 

        G. Sign Permit (if applicable) 

        H. Civil/Structural Permit Form 

        I. Architectural Permit Form  

Filled-out Certificate of Completion Form for 
Certificate of Occupancy; signed, sealed, and 
duly notarized (3 original copies) 

 

www.filipizen.com 
 

One (1) photocopy of valid PRC ID & current 
PTR with seal and 3 specimen signatures of 
the professional 

 
Assigned Professionals   

Colored photos of the completed structure 
showing Front, Sides, and Rear Areas (1 
original copy)  

 
Assigned Professionals   

Construction Logbook (Record Book), signed 
and sealed by the Architect or Civil Engineer 
for full-time inspection and conformed by the 
owner (1 original copy) 

 
Assigned Professionals   

⚫ Legal Documents  
(1 original and 1 Photocopy) 

  

If a Representative is applying in behalf of the 
applicant: 
Notarized Authorization letter to Transact with 
OBO (with Valid ID of applicant and 
representative) 
 
If a Representative is signing in behalf of the 
applicant: 
 
Notarized Special Power of Attorney (with 
Valid ID of applicant and representative 

Client 
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If the signatory in the Certificate of Completion 
is not the same with what is in the 
building/ancillary/accessory permits: 

 
Notarized Waiver (1 original copy) 

 
 

Assigned Professionals/Client 

One (1) Pc Long size folder with fastener: 
 
Blue Folder – Complex Applications 
Green Folder – Highly Technical Applications 
White Folder – EVOSS (Energy-related 
projects) 

 
 

Client 

 
The POST CLEARANCES (if applicable) 
    
Post-requirement clearances shall be submitted 
in original copies and will be returned upon the 
release of the Certificate of Occupancy for 
verification. 
 

 
 

Client 

Reminder:  
ALL NECESSARY DOCUMENTS MUST 
BE COMPLETED, SIGNED, AND SEALED 
BY PROFESSIONALS 

 

CLIENT STEPS AGENCY ACTION FEES TO 
BE PAID 

PROCESSI
NG TIME 

PERSON 
RESPONSIBLE 

Pre-register 
application and 
professionals 
involved in the 
project through 
the link: 
www.filipizen.com 
 
Encode all the 
required details 
and information. 
Ensure the 
correctness of 
details provided. 
Download and 
Print the 
Application 
Forms, sign, seal 
and notarize (if 
applicable) 
 
Get a priority 
number thru the 
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queuing machine 
and forward to the 
designated 
window when 
called or 
prompted. 

  1. SUBMIT 
APPLICATION 
and all required 
documents for 
verification at 
Counter 1 
and receive the 
claim stub that will 
be issued. 

1.1 Receive the 
required documents 
check the 
completeness as 
per checklist, verify 
the entries from the 
system compared 
to the hard copies 
submitted, ask for 
contact number, 
and issue the claim 
stub.    

None 30 
minutes 

for 
complex 

 
  
 

45 
minutes 

for highly 
technical 

 
  

 
40 

minutes 
for 

EVOSS 
 

 

 

 

 

 

Admin Aide II  

Office of the 
Building 
Official 

 1.2 
  

Update the system 
and click the 
'Submit' button from 
the system to 
prompt the 
Occupancy Team 
for the new 
occupancy 
application. 

None 15 
minutes 

for 
complex 

  
 

30 
minutes 

for highly 
technical 

 
 

25 
minutes 

for 
EVOSS 

 

 

 

 

 

Admin Aide II  

Office of the 
Building 
Official 

 1.3 Endorse the 
documents to 
Occupancy Team. 

None 5 minutes 
for 

complex 
 

10 
minutes 

for highly 
technical 

 

 

 

Admin Aide II  
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10 

minutes 
for 

EVOSS 

Office of the 
Building 
Official 

 1.4 Receive the 
documents and 
forward other 
required documents 
to CASSO thru 
online platform. 

None 4 hours 
for 

complex 
 

8 hours  
for highly 
technical 

 
6 hours 

 for 
EVOSS 

 

 

   Engineer I  

Office of the 
Building 
Official 

*Online Activity 
 
Receive schedule 
of inspection and 
give confirmation 
or ask for 
rescheduling thru 
email to 
obooccupancygsc
@gmail.com 

1.5 Set schedule of 
inspection thru 
ETRACS. 
 
Note: The system is 
in wait-state from 
the time the 
schedule of 
inspection was set 
up to inspection 
time.  

None 
 

15 
minutes 

for 
complex 

  
 

45 
minutes 

for highly 
technical 

 
 

30 
minutes 

for 
EVOSS 

 

 

 

 

Engineer I  

Office of the 
Building 
Official 

 1.6 Conduct Inspection 
on the confirmed 
date and time. 
 
Issue Notice of 
Violation, if 
applicable 

None 8 hours 
for 

complex 
 

16 hours  
for highly 
technical 

 
12 hours  

for 
EVOSS 

4-Engineer I, 
Architect III  

Office of the 
Building 
Official 

 
 
 
 

 1.7 Evaluate and 
assess documents. 
Finalize comments, 
if any, and update 
the system 
(ETRACS) for 
respective aspects: 

None 8 hours 
for 

complex 
 
 

16 hours  

4-Engineer I, 
Architect III  

Office of the 
Building 
Official 

 



  

 
 

80 

Land Use, 
Architectural, Fire 
Safety, Line & 
Grade, Structural, 
Plumbing/ Sanitary, 
Electrical, 
Electronics, and 
Mechanical. (Attach 
file, e.g Notice of 
Violation, into the 
system, if needed) 
 
Add Administrative 
Fine if with 
violations. 
 

for highly 
technical 

 
 

12 hours  
for 

EVOSS 

 
 

 1.8 Forward 
Documents 
together with other 
attachments to 
Division Chief. 

None 30 
minutes  

for 
complex 

  
 

1 hour  
for highly 
technical 

 
 

45 
minutes 

for 
EVOSS 

 

 

 

4-Engineer I/ 
Architect III  

Office of the 
Building 
Official 

 1.9 Review, Sign the 
quality standard 
form, and Update 
the system. 

None 1 hour 
for 

complex 
 
 

4 hours  
for highly 
technical 

 
 

2 hours  
for 

EVOSS 

 

 

 

Engineer IV  

Office of the 
Building 
Official 
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 1.10 Receive the 
documents, 
consolidate 
assessments, 
generate, print the 
Order of Payment, 
recommend for 
approval and 
update the system 

See 
Annex 2 

1 hour 
for 

complex 
 

 
4 hours  

for highly 
technical 

 
 

2 hours  
for 

EVOSS 

 

 

Admin Aide II  

Office of the 
Building 
Official 

*Online Activity 
 
Receive email 
notification either 
for the Order of 
Payment or for 
the revision 
needed. 

1.11 Validate the 
application and 
approve Order of 
Payment in the 
system. 
 
(Notify client thru 
email). 

 

None 30 
minutes 

for 
complex 

 
 

1 hour  
for highly 
technical 

 
45 

 minutes 
for 

EVOSS 

 

 

 

City Building 
Official                                   

Office of the 
Building 
Official  

2. PAY THE 
FEES at City 
Treasurer's Office 
 
Or 
 
Pay Online thru 
www.filipizen.com
/partner/gensan_g
ensan/services 
(Click OSCP 
Online Billing and 
Payment) 

2.1 Receive the 
payment and Issue 
the Official Receipt 
(OR) / Sales 
Invoice. and update 
system  

Refer to 
Order of 
Payment 

 
30 

minutes 

 

Revenue 
Collection 

Clerk 

City 
Treasurer’s 

Office 
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* Online Activity 
 
Receive email 
notification and 
View the Soft 
Copy of the 
Approved 
Certificate of 
Occupancy and 
other Clearances 
(Advance Copy). 

2.2 Print the Certificate 
of Occupancy, 
Certificate of Final 
Electrical Inspection 
and update the 
system. Endorse to 
Archive Personnel. 
 
Notify client thru 
email. 

None 30 
minutes 

for 
complex 

 

1 hour for 
highly 

technical 
 

45 
minutes 

for 
EVOSS 

 

Admin Aide II  

Office of the 
Building 
Official  

 2.3 Prepare the 
necessary actions 
needed for the 
application (Stamp, 
Segregate, and 
endorse all 
documents to the 
Building Official for 
signature) 

None 15 
minutes 

for 
complex 

 
1 hour  

for highly 
technical 
 

30 
minutes 

for 
EVOSS 

Admin Aide II  

Office of the 
Building 
Official  

 2.4 Sign the certificates 
and forward to 
archive officer for 
the release of 
certificates. 
Validate the 
application and sign 
the Certificate of 
Occupancy. 

None 30 
minutes 

for 
complex 

 

1 hour 
for highly 
technical 

 

45 
minutes 

for 
EVOSS 

City Building 
Official                                   

Office of the 
Building 
Official  

 2.5 Get the signed 
documents from the 
Building Official for 
final steps. 

None 15 
minutes 

for 
complex 

 

30 
minutes 

for highly 
technical 

 

20 
minutes 

for 
EVOSS 

 

 

 

Admin Aide II  

Office of the 
Building 
Official  
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3. CLAIM THE 
APPROVED 
CERTIFICATES, 
together with 
other documents, 
and sign in the 
logbook for 
acknowledgment 
at Counter 6. 
 
 
 

3.1 Receive and 
validate the claim 
stub from the 
applicant. Perform 
the necessary 
actions, release the 
documents to the 
applicant, and ask 
to sign the logbook 
signifying receipt. 
 

None 
 
 
 
 
 
 
 
 
 

15 
minutes 

for 
complex 

 

30 
minutes 

for highly 
technical 

 

20 
minutes 

for 
EVOSS 

 

 

 

 

 

Admin Aide II  

Office of the 
Building 
Official  

   Total Refer to 
Order of 
Payment 

 

7 
working 
days for 
complex  

 

 20 
working 
days for 
highly 

technical 
 

15 days  
for 

EVOSS 

  

 
END OF TRANSACTION 

  


