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11. Submission of Communication 

 

The process of receiving a letter, memorandum or similar communications, with 
or without attachments and providing a reply to said letter, with corresponding 
attachments, as needed. 

Office/Division: Office of the Building Official/Administrative Unit  

Classification: Complex 

Type of 
Transaction: 

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

Who may avail: 

Any person or entity writing the office for technical or administrative 
concerns including seeking conformity to structural stability certificate and 
electrical design analysis with voltage drop calculation for existing 
structures 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Communication/Letter/Request/Endorsement with 
or without attachments (2 copies) 

Client 

 
For Structural Stability/ Electrical Design Analysis 
with Voltage Drop Calculation: 

- Annual Inspection Report (previously 
issued by OBO) (1 photocopy) 

- Tax Declaration 
- Structural Stability Report and Certificate 

(following prescribed guidelines, see 
Annex 5 except B & C) duly signed and 
sealed by a civil engineer with at least 10 
years of professional practice/ Electrical 
Design Analysis with Short Circuit and 
Voltage Drop Calculation duly signed and 
sealed by professional electrical engineer 
(3 original copies) 

- Plans duly signed and sealed by 
respective professionals (3 original 
copies) 

- Approved electrical plan for voltage drop 
calculation (3 original copies) 

- Pictures (3 original copies) 
 
 

Client/ Assigned Professionals 
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CLIENT STEPS AGENCY ACTION 
FEES 
TO BE 
PAID 

PROCESSING 
TIME 

PERSON RESPONSIBLE 

  1. Submit (Or Email to 
obo_lgugsc@yahoo.com) 
Communication/ Letter/ 
Request at Window 1 
  

1.1a  Receive the 
documents and 
return the client’s 
copy stamped and 
signed “received”. 
Ask for contact 
number and note 
in the 
communication.  

 
None  

 
5 minutes 

Admin Aide II 
Office of the Building 

Official 

1.1b  If FROM EMAIL: 
Acknowledge, 
download, and 
print, then back to 
step 1.1.a 

Legal Assistant I 
Office of the Building 

Official 

1.2 

 

Encode, log, 
attach routing slip 
and forward to 
Building Official 

None 5 minutes 
Admin Aide II  

Office of the Building 
Official 

1.3 

 

Evaluate and 
Route the 
communication to 
Division 
Chiefs/Unit Head 
concerned 

None 
10 

minutes 

City Building Official                          
Office of the Building 

Official 

1.4 

 

Get the 
communications 
from the Building 
Official and 
endorse to 
Division 
Chiefs/Unit Head 
and update the e-
records 

None 
5 

minutes 

Admin Aide II  
Office of the Building 

Official 

 

1.5 

 

Receive the 
communication 
and sign the 
logbook signifying 
receipt. 

None 
5 

minutes 

Engineer IV/  
Administrative Officer II 

Office of the  
Building  
Official 

1.6   

 

Assign an 
inspector to 
conduct a site 
inspection or 
technical staff to 
evaluate the 
document 

None 
10 

minutes 

Engineer IV 
Office of the  

Building  
Official 

1.7 

 

Research and 
verify records, 
schedule the 
activities and 
conduct a site 

None 
5 

days 

Engineer I/ Building 
Inspector/ Engineer II/ 

Legal Assistant I 
Office of the  

Building  
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inspection and 
submit Inspection 
Report with 
recommendation/ 
evaluate the 
document and 
submit report to 
the Division Chief 
for endorsement to 
the Building 
Official 

Official 

1.8 

 

Prepare the Draft 
Reply letter and 
endorse to the 
Engineer IV/ 
Administrative 
Officer II for review 

None 
10 

minutes 

Legal Assistant I 
Office of the  

Building  
Official 

1.9 

 

Review and 
approve letter for 
endorsement to 
the City Building 
Official 

None 
10 

minutes 

Engineer IV/  
Administrative Officer II  

Office of the  
Building 
 Official 

1.10 

 

Review and 
approve for 
preparation of 
Final Letter 

None 4 hours 

City Building Official 
Office of the  

Building  
Official 

 

1.11 

 

Prepare the 
printed Final 
Letter/ 
Endorsement and 
forward to City 
Building Official for 
signature 
 
(If for email, affix 
the E-Signature of 
the City Building 
Official and save 
as pdf or scan the 
signed document 
before emailing) 

None 
10 

minutes 

Legal Assistant I  
Office of the  

Building 
 Official 

1.12 

 

Sign the Final 
Letter/ 
Endorsement  
 
For Email and 
delivery/pick-up of 
communication 
forward to Admin. 
Unit for release 

None 
10 

minutes 

City Building Official 
Office of the  

Building  
Official 
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1.13a 

 

Log in the record 
book of Outgoing 
Communications 
and update the 
status in the 
system 
 
Contact thru SMS 
or call the client if 
for pick-up 

None 
10 

minutes 

Admin Aide II 
Office of the  

Building Official 

 

1.13b 

 

If THROUGH 
EMAIL: Attach and 
send the scanned 
reply letter  

None 
10 

minutes 

Legal Assistant I  
Office of the  

Building 
 Official 

2. Pick up or Receive the 
Communication 

2.1 

 

Release or deliver 
the communication 
if within the 
premises of City 
Hall and ask to 
sign the logbook 
signifying receipt 

None 
30 

minutes 

Admin Aide II 
Office of the  

Building Official 

2.2 

 

Forward the 
received letter to 
the Records 
Personnel for filing 
of communication 

None 
5 

minutes 

Admin Aide II 
Office of the 

Building  
Official 

2.3 

 

File the received 
documents and 
update the 
records. 

None 
5 

minutes 

Admin Aide II 
Office of the  

Building  
Official 

 

 

 

TOTAL None 
7  

working 
days 

 

END OF TRANSACTION 

 
 

 
 


