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9. Securing a Permit for Temporary Electrical Connection  
 
The process of securing a Permit for Temporary Service Connection in order 
for SOCOTECO II to grant electrical service connection needed for 
installation/connection of temporary lighting facilities such as perimeter and 
construction lightings and other temporary structures and for source of electrical 
power required by construction equipment and tools. 
 

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: All applicants requesting for the issuance of permits  

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Legal Documents & Technical Documents  
        (1 original copy 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)  

Client 

If a Representative is signing in behalf of the applicant: 
 
Special Power of Attorney (with Valid ID of applicant 
and representative 

Client 

Two (2) copies of filled-out Application Form for Permit 
for Temporary Service Connection  

One-Stop Shop for Construction 
Permits (OSCP)/ 2nd Floor, GSC 

Investment Action Center, City Hall 
Compound 

Photographs of site  Client 

Photocopy of Approved Building Permit and Electrical 
Permit 

Client 

Sketch plan (showing location of building subject of 
the permits issued) 

Client 

Reminder:  
ALL NECESSARY DOCUMENTS MUST BE 
COMPLETE, SIGNED AND SEALED BY 
PROFESSIONALS 
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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 
and all required 
documents at 
Counter 4  

1.1 Receive the required 
documents and check 
the completeness as 
per checklist, and ask 
for the contact 
number. 

None 
30  

minutes 

Admin Aide II 
Office of the 

Building 
Official 

  

1.2 Endorse to Building 
Inspector 
 
 

None 
5 

 minutes 

Admin Aide II 
Office of the 

Building 
Official 

1.3 Receive documents, 
verify the location, and 
set schedule for Site 
verification (two days 
after given the bulk of 
applications with only 
one inspector)  

None 2 days  

Building 
Inspector 

Office of the 
Building 
Official 

 

1.4 Conduct inspection 

None 
2 days and 

5 hours 

Building 
Inspector 

Office of the 
Building 
Official 

1.5 Sign Temporary 
Service Connection 
Form  None 10 minutes 

Building 
Inspector 

Office of the 
Building 
Official 

1.6 Receive documents, 
generate, print, and 
sign the Order of 
Payment. 

The 
amount 

indicated 
in the 

Approved 
Electrical 

permit 

15 
minutes 

Admin Aide II  
Office of the 

Building 
Official 
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2. If the application is 
already for payment, 
GET THE ORDER OF 
PAYMENT and all the 
documents; otherwise, 
if the application is for 
compliance, get the 
documents, comply with 
the requirements and 
go back to step 1 to 
resubmit. 

2.1 Release all documents 
including the order of 
payment and advise 
the client to pay the 
required fees (CTO 
and BFP) or return the 
documents to the 
owner, whichever is 
applicable 

 
 
 
 
 

None 

 
 
 
 
 

10 minutes 

 
 
 
 

Admin Aide II 
Office of the 

Building 
Official 

3. PAY THE FEES at 
City Treasurer's Office 

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

Refer to 
Order of 
Payment 

30 minutes 

Revenue 
Collections 

Clerk                   
City 

Treasurer's 
Office 

 

4. Return all documents 
(including documents 
from BFP) and submit 
the Official Receipt 
(OR) / Sales Invoice 
from City Treasurer’s 
Office)  

4.1 Receive documents, 
Validate Official 
Receipt (OR) / Sales 
Invoice. Endorse to 
Technical Personnel 
for signature 

None 
10 

 minutes 

Admin Aide II 
Office of the 

Building 
Official 

 4.2 Sign Temporary 
Service Connection 
Permit and 
recommend for 
approval. 

None 
15 

minutes 

Building 
Inspector 

Office of the 
Building 
Official 

 4.3 Sign Temporary 
Service Connection 
Permit and 
recommend for 
approval. 

None 
15 

minutes 

Engineer III/ 
Engineer IV 
Office of the 

Building 
Official 

 4.4 
 

Perform the necessary 
actions (Write the OR 
Number in the 
Temporary Service 
Connection Permit, 
and date of payment).  
Endorse to Building 
official for approval. 

None 25 minutes 

Admin Aide II  
Office of the 

Building 
Official 

 4.5 Validate and Sign the 
Temporary Service 
Connection Permit None 

15 
minutes 

City Building 
Official 

Office of the 
Building 
Official 
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 4.6 Get the signed 
Temporary Service 
Connection Permit 
from the Building 
Official for final steps 
(Temporary Electrical 
Number assignment, 
segregation of 
Owner's copy and 
OBO copy, updating 
the system). 

None 
20 

 minutes 

Admin Aide II   
Office of the 

Building 
Official 

5. CLAIM THE 
APPROVED PERMIT 
and sign logbook for 
acknowledgment 

5.1 Log and release the 
approved Permit for 
Temporary Service 
Connection 

None 
 

10 minutes 
 

Admin Aide II   
Office of the 

Building 
Official 

 

 

TOTAL  
 

The 
amount 
indicated 
in the 
Approved 
Electrical 
permit 

5  
working 

days  
 

 

END OF TRANSACTION 

 


