
 
 

Office of the City Planning and Development Office 
Quezon National Highway, Pajo, Lapu-Lapu City        Telephone No. 340-7323 

 

Lapu-Lapu City Citizen’s Charter 
 
 
 

FRONTLINE SERVICE 
 

 

A.  Issuance of Locational Clearance for Building Permit 
 

   WHO MAY AVAIL THE SERVICE: 
- Individual residents /lot owners/with consent from lot owner/lessee of Lapu-Lapu City 

- Contractors 

- Corporations 
 

   REQUIREMENTS: 
- One (1) certified true copy and One (1) photocopy of Transfer Certificate of Title (TCT/OCT) or One (1) certified 

true copy & One (1) photocopy of Tax Declaration  
(If applicant is not the registered owner, submit any colorable rights/claim/authority) 
 

- Two (2) photocopies of Current Realty Tax Clearance 
 

- One (1) original copy & One (1) photocopy of Barangay Construction Clearance 
 

- Two (2) photocopies of Lot Plan 
 

- Six (6) blueprints/whiteprints of Site Plan duly signed and sealed by  
a Licensed Architect and the owner/representative,  
One (1) blueprint/whiteprint of Plumbing Plan with Rain Water Catchment Detail,  
One (1) blueprint/whiteprint of Floor Plan,  
and One (1) blueprint/whiteprint of Rain Water Catchment Detail of Plumbing Plan  
(20 inches X 30 inches sizes) 

 

- Two (2) copies of Bill of Materials 
 

- One (1) copy and one (1) photocopy of additional other document/s  
required for commercial, apartment, institutional, and special projects 

 

- Billing Slip 
 

    HOW TO AVAIL OF THE SERVICE: 
 

STEPS FOLLOW THESE STEPS IT WILL 
TAKE YOU 

PLEASE APPROACH 

CLIENT PERSONNEL 
 

1 Secure application form 
with list of requirements 

Provides application 
form and give 
instructions 

20 mins. Jestoni Berame 
Celia Degamo 
Joseph Stanley Baguio 

2 A. FOR 
RESIDENTIAL 

Submit duly 
accomplished/notarized 
Application Form with 
supporting documents 

Evaluates  
and bills Filing Fee 
(See HLURB Revised 
Schedule of Fees 
Resolution No. 912 
Series of 2013) 

40 mins. Celia Degamo 
Jestoni Berame 
Kyle Fuentes 
John Michael Benavides 

B. FOR COMMERCIAL, 
APARTMENT, 
INSTITUTIONAL, ETC. 

Submit duly 
accomplished/notarized 
Application Form with 
supporting documents 

3 Submit the application for 
the Schedule of Inspection 

Schedules the LC 
Application  for 
inspection 

20 mins. Gellan B. Casinillo 



 
4 Be present during the 

ocular inspection or if 
applicant is not available, 
authorized representative 
with SPA may allowed 

Conducts ocular 
inspection 

Half day TEAM A:  
Jovenal Baguio  
& John Michael Benavides 
 
TEAM B:  
Engr. Marilou Malinao & 
John Michael Benavides 

5 Re-submit the inspected 
site application for re-
evaluation and billing 

Re-evaluates the 
application  
and issues bills once 
completed (See 
HLURB Revised 
Schedule of Fees 
Resolution No. 912 
Series of 2013)  

30 mins. Jestoni Berame 
Celia Degamo 
Joseph Stanley Baguio 
John Michael  
   Benavides 

6 Pay corresponding fees to 
the Cashier 

Collects Payment and 
Issue OR 

1 hr.  

7  Prepares reports for 
encoding   

30 mins. Celia Degamo 

Encodes Locational 
Clearance and 
Inspection Report 

30 mins. Imelda Abing 

Encodes 
Recommendation for 
Approval and re-check 
the documents for 
Locational Clearance 
application 

30 mins Joseph Stanley D. 
Baguio 

Reviews the 
documents, 
recommends approval 
and countersigns the 
Locational Clearance 

40 mins. Romeo T. Berame 

Department Head 
approves and 
signs the 
Locational 
Clearance and 
plan 

40 mins. Engr. Perla Amar 

The City Mayor 
signs the 
Locational 
Clearance 

2 days Hon. Ma. Cynthia “Cindi” 
King-Chan 

8 Claiming of Locational 
Clearance 

Releases clearance to 
client 

30 mins Jestoni Berame 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

B. Issuance of Zoning/Land Use Certification 
 

   WHO MAY AVAIL THE SERVICE: 
 

- Individual residents /lot owners/with consent from lot owner/lessee of Lapu-Lapu City 
 

- Contractors 
 

- Corporations 
 

   REQUIREMENTS: 
- Letter request 
 

- One (1) photocopy of certified true copy of Transfer Certificate of Title (TCT/OCT) and One (1) photocopy of 
certified true copy of Tax Declaration 
 

- One (1) photocopy of Vicinity Map 
 

- Billing Slip 

 

   HOW TO AVAIL OF THE SERVICE: 
 

 

STEPS FOLLOW THESE STEPS IT WILL 
TAKE 
YOU 

PLEASE APPROACH 

CLIENT PERSONNEL 

 

1 Submit letter request Receives and 
conducts technical 
evaluation for 
Zoning/Land Use 
Certification 
application 

40 mins. Joseph Stanley D. Baguio 

Determine the 
amount of fees to be 
paid (See HLURB 
Revised Schedule of 
Fees Resolution No. 
912 Series of 2013) 

40 mins. 

2 Pay corresponding Fees to 
the Cashier 

Receives payment 
and issue O.R. 

1 hr. Revenue Collection Officer on 
duty 

3 Submit the Official 
Receipt (OR) 

Prepares Zoning 
Certification 

40 mins. Joseph Stanley D. Baguio 

4  Reviews and 
countersigns the 
Zoning Certification 

40 mins. Romeo T. Berame 

5  CPDC Signs the 
Certification 

40 mins Engr. Perla T. Amar 

6  Releases certification 
to the client 

30 mins Joseph Stanley D. Baguio 



 

C. Issuance of Locational Clearance & Development Permit for 
Complex Subdivision Application 

 

WHO MAY AVAIL THE SERVICE: 
- Land Developers 

REQUIREMENTS: 
- Duly accomplished application form 

- Subdivision Scheme Plan (Standard size) 

- Roadway Lay-out 

- Drainage Plan 

- Electrical Plan 

- Proof of Lot Ownership 
- Certified True Copy of Certificate of Tile(s) 
- Sangguniang Barangay Endorsement 
- Current Realty Tax Clearance 

HOW TO AVAIL OF THE SERVICE: 
 

STEPS FOLLOW THESE STEPS IT 
WILL 
TAKE 
YOU 

PLEASE APPROACH 

CLIENT PERSONNEL 

 

1 Secure application 
form with list of 
requirements 

Provides application form and 
gives instructions 

30 mins 1. Romeo T. 
Berame 

2 Submit duly 
accomplished 
application form 
together with 
supporting documents 

Conducts technical evaluation 5 days 

 Endorses to City Mayor for 
appropriate action 

1 day 

3  City Mayor, through 
Local Zoning Board 
will endorses the 
application to 
Sangguniang 
Panlungsod for 
approval 

5 days  

4  Legislative Action/SP 
Approval 

  

5  Issues billing to clients for 
payment of PALC and DP Fees 
(See HLURB Revised Schedule 
of Fees Resolution No. 912 
Series of 2013) 

1 hour Celia Degamo 
Romeo T. Berame 

6 Pay corresponding fees 
to the cashier 

Receives payment and issue 
O.R. 

1 hour Revenue Collection 
Officer on duty 

7  Prepares PALC & DP Approval 1 day  Romeo T. Berame 

8 
 

 CPDC signs PALC & DP 1 day Engr. Perla T. Amar 

9  City Mayor signs PALC & DP 3 days Hon. Ma. Cynthia 
“Cindi” King-Chan 

10  Releases approval PALC & 
DP 

1 hour Romeo T. Berame 

 
 
 
 
 
 



 

D. Subdivision Approval Application 
     WHO MAY AVAIL THE SERVICE: 

 

- Individual residents /lot owners/with consent from lot owner/lessee of Lapu-Lapu City 
 

- Corporations 
 

     REQUIREMENTS: 
- Duly accomplished and notarized application form 
 

- Six (6) blueprints/whiteprints Subdivision Scheme Plan (Standard size) 
 

- One (1) certified true copy and Two (2) photocopies of Transfer Certificate of Title (TCT/OCT)  
 

- One (1) certified true copy & Two (2) photocopies of Tax Declaration  
 

- Three (3) photocopies of supporting documents If applicant is not the registered owner, submit any colorable 
rights/claim/authority 

 

- Three (3) photocopies of Current Realty Tax Clearance 
 

- Once (1) piece long brown envelope 
 

- Billing Slip 

    HOW TO AVAIL OF THE SERVICE: 
 

 

STEPS FOLLOW THESE STEPS IT WILL 
TAKE 
YOU 

PLEASE APPROACH 

CLIENT PERSONNEL 

 

1 Secure application form with 
list of requirements 

Provides application form 
and gives instruction 

30 mins. 
 

Joseph Stanley D. Baguio 

2 Submit duly accomplished 
application form together with 
supporting documents 

Conducts technical 
evaluation 

40 mins. 

3 Issues billing to clients 
for requisite processing 
and filling fees (See 
HLURB Revised Schedule 
of Fees Resolution No. 
912 Series of 2013) 

20 mins. 

4 Pay corresponding fees to the 
cashier 

Collects fees and issue 
O.R. 

1 hour Revenue Collection Officer 
on duty 

5  Prepares Subdivision 
Approval 

40 mins Joseph Stanley D. Baguio 

6  Reviews documents of 
Subdivision Approval 
application 

40 mins.  Romeo T. Berame 

7  CPDC signs the 
Recommendation for 
Subdivision Approval 

40 mins. Engr. Perla T. Amar 

8  City Mayor signs the 
Recommendation for 
Subdivision Approval 

3 days Hon. Ma. Cynthia “Cindi” 
King-Chan 

9  Legislative Action/SP 
Approval and 
Resolution 

20 days  

10  CPDC signs the 
Subdivision Approval 

40 mins. Engr. Perla T. Amar 

11  Release the 
Subdivision Approval 
to the client 

40 mins. Joseph Stanley D. Baguio 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
  



 
 

  



 
 

  



 
 

  



 
 

 


