Republic of the Philippines
PROVINCE OF SURIGAO DEL SUR
MUNICIPALITY OF CANTILAN

BAGONG PILIPINAS

Municipal Planning and Development Office

l. Issuance of Zoning Certificate

The Zoning Certificate is secured by real property owners of titled lots to verify zoning
classification and structures allowed in the specific area.

Office: Municipal Planning and Development Office
Classification: Simple

Type of . G2C — Government to Citizen

Transaction:

Who may avail: General Public

CHECKLIST OF REQUIREMENTS | WHERE TO ACQUIRE
1. Duly Accomplished and
Signed Zoning Application
Form

Municipal Planning and Development Office
(MPDO)

Licensed Geodetic Engineer, Environmental
Planner, or Cartographer

2. Location/Vicinity Map

3. Proof of Ownership such as
Land Title, Transfer of Rights,
Deed of Sale, etc.

4. Latest Real Property Tax
Declaration

5. Certificate of Real Property
Tax Payment or Latest Tax Municipal Treasurer’s Office
Clearance

6. Special Power of Attorney
(SPA) of land owner’s Notarized document prepared by a lawyer
authorized representative

7. Official Receipt issued by the

Land Registration Authority (LRA) / Registry of
Deeds (ROD) or provided by the property owner

Municipal Assessor’s Office

Office of the Municipal Municipal Treasurer’s Office (upon payment of fees)
Treasurer
AGENCY FEES TO PROCESSING PERSON
CRISNU SIS ACTIONS BE PAID TIME RESPONSIBLE
Submit Zoning RECEIVE None 5 minutes MPDC Staff
Application Form and REVIEW
with the the
requirements requirements
submitted
WAIT for evaluation | EVALUATE None 15 minutes Zoning
the area as to Administrator
its conformity (Municipal
with the Land Planning and
Use Pattern Development
(Zoning Office)
Ordinance)
REQUEST for the PREPARE None 2 minutes Zoning
Order of Payment and ISSUE Administrator
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the Order of (Municipal
Payment Planning and
Development
Office)
PAY at the Treasury | ACCEPT P 100.00 3 minutes Revenue
Office and SECURE | payment and Collection
Official Receipt ISSUE Office Clerk/Officer
Receipt (Municipal
Treasurer’s
Office)
PRESENT OR and | RECORD None 5 minutes Zoning
WAIT while and Administrator
preparing the PREPARE (Municipal
Zoning Certificate Zoning Planning and
Certificate Development
Office)
APPROVE None 1 minute Zoning
Zoning Administrator
Certificate (Municipal
Planning and
Development
Office)
CLAIM the Zoning RELEASE None 1 minute Zoning
Certificate Zoning Administrator
Certificate (Municipal
Planning and
Development
Office)
TOTAL 32 minutes

END OF TRANSACTION
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I. ISSUANCE OF LOCATIONAL CLEARANCE

All  enterprise and private persons constructing a new building or applying for
expansion/renovation/alteration is required to secure a Locational/Zoning Clearance at the Municipal
Planning and Development Office prior to the application for Building Permit. This should be done
before the start of construction to ensure that the building/business is allowed in the chosen location in
conformity with the Comprehensive Land Use Plan and Zoning Ordinance of the municipality.

Office: Municipal Planning and Development Office
Classification: Simple
Type of . G2C — Government to Citizen
Transaction:
Who may avail: General Public
CHECKLIST OF REQUIREMENTS | WHERE TO ACQUIRE
L Bwy Accomphshed and Municipal Planning and Development Office
otarized Locational (MPDO)
Clearance Application Form
2. Zoning Certificate '(\l/l\/lulgll:():g)al Planning and Development Office
3. B“"d'F‘g Plan and Bill of Licensed Civil Engineer or Architect
Materials
4. Official Receipt issued by the
Office of the Municipal Municipal Treasurer’s Office (upon payment of fees)
Treasurer
PROCESSI PERSON
AGENCY FEES TO
CLIENT STEPS ACTIONS BE PAID NG RESPONSIB
TIME LE
SECURE an ISSUE None 1 minute MPDC Staff
Application Form Application
Form
SUBMIT RECEIVE the None 5 minutes | Planning
accomplished accomplished Officer Il
Application Form Application
(Notarized with the | Form,
Requirements) REVIEW and
EVALUATE
the property
as to the
Land Use
Plan and
RECORD the
application
ASSIST the CONDUCT None 20 minutes | Planning
Inspectors for actual Assistant Il
inspection inspection
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WAIT for the REPORT the None 30 minutes | Planning
outcome of the outcome of Assistant Il
inspection the
inspection
with proper
recommendat
ion
REQUEST for Order | PREPARE None 2 minutes | MPDC,
of Payment and ISSUE Planning
the Order of Officer Il
Payment
PAY at the Treasury | ACCEPT HLURB prescribed 3 minutes | Revenue
Office and SECURE | payment and fees adopted thru Collection
Official Receipt ISSUE Ord. No. 15-002 Clerk/Officer
Official (Municipal
Receipt E. Zoning/Locati Treasurer’s
onal Office)
Clearance
A. Single
residential
structure
attached or
detached
1. P100K and
below — PHP
288.00
2. Over P100K
to 200K —
PHP 576.00
3. Over P200K
to P720+(1/10
of 1% in
excess of
200K)
B. Apartments/T
ownhouses
1. P500K and
below — PHP
1,440.00
2. Over P500K
to 2M — PHP
2,160.00
3. Over 2M —
PHP

3,600+(1/10
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of 1% in
excess of 2M)
regardless of
the number of
floors

Dormitories
P2M below —
PHP 3,600.00
2. Over P2M —
PHP
3,600+(1% in
excess of 2M)
regardless of
the number of
floors

=0

D. Institutional
Project Cost
of which is:

1. Below P2M —
PHP 2,880.00

2. Over P2M —
PHP
2,880+(1/10
of 1% in
excess of
P2M)

E. Commercial,
Industrial and
Agro
Industrial
Project Cost
which is :

1. Below 100K —
PHP 1,440.00

2. Over 100K to
500K — PHP
2,160.00

3. Over 500K —
PHP 2,880.00

4. Over P1IMto
P2M - PHP
4,320.00

5. Over P2M —
P7,200+(1%
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in excess of
P2M)

F. Special
Uses/Special
Projects
(Gasoline
Station, Cell
Sites,
Slaughter
House,
Treatment
Plants, etc)

1. Below P2M —
PHP 7,200.00

2. Over P2M —
PHP
7,200+(1/100
of 1% in
excess of
P2M)

Alteration/Expansion
(affected area/cost
only) — same as
original application

PRESENT OR and | RECORD None 10 minutes | Planning
WAIT while and Assistant |l
preparing the PREPARE
Locational Locational
Clearance Clearance
APPROVE None 1 minute MPDC
Locational
Clearance
CLAIM the RELEASE None 1 minute MPDC
Locational Locational
Clearance Clearance
TOTAL 1hr.& 13
minutes

END OF TRANSACTION
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II. ISSUANCE OF LOCATIONAL CLEARANCE FOR BUSINESS PERMIT

Locational Clearance is issued to business owners that serve as a pre-requisite document in
issuance of Business Permit to guarantee that the business is in compliance with the Zoning
Ordinance.

Office: Municipal Planning and Development Office
Classification: Simple
Type of . G2C — Government to Citizen
Transaction:
Who may avail: General Public
CHECKLIST OF REQUIREMENTS WHERE TO ACQUIRE
Application for Business Permit Business Permit & Licensing Office
Barangay Certification / Clearance Barangay where the business is located.
Business / Trade Name Registration DTI
Vicinity Map of Business Client
I(\)/Ifﬁc_la_l Receipt issued by the Office of the Municipal Treasurer’s Office
unicipal Treasurer
AGENCY FEES TO | PROCESSING PERSON
CLIENT STEPS ACTIONS BE PAID TIME RESPONSIBLE
1. SUBMIT 1. RECEIVE None 5 minutes MPDO
Application and Personnel
Form with the REVIEW
requirements the
requirement
s submitted
2. WAIT for 2. EVALUATE None 15 minutes MPDO
evaluation the Personnel
business as
to its
conformity
with the
Land Use
Pattern
(Zoning
Ordinance)
3. REQUEST 3. PREPARE None 2 minutes MPDO
for the Order and ISSUE Personnel
of Payment the Order of
Payment
4. PAY atthe 4. ACCEPT P 100.00 3 minutes Revenue
Treasury payment Collection
Office and and ISSUE Clerk/Officer
SECURE Office (Municipal
Official Receipt Treasurer’'s
Receipt Office)
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5. PRESENT 5. RECORD None 5 minutes MPDO
OR and and Personnel
WAIT while PREPARE
preparing the Zoning
Zoning Clearance
Clearance

5.2 APPRO None 1 minute MPDC
VE
Zoning
Clearanc
e

6. CLAIM the 6. RELEASE None 1 minute MPDC
Zoning Zoning
Clearance Clearance

TOTAL 32 minutes

END OF TRANSACTION
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V. REQUEST OF DATA

Office: Municipal Planning and Development Office
Classification: Simple
Type of

Transaction:

G2C — Government to Citizen

Who may avail:

General Public

CHECKLIST OF REQUIREMENTS

WHERE TO ACQUIRE

e Request Letter (Must state the
purpose of the request and be

addressed to the Municipal Client
Mayor thru MPDC)
AGENCY FEES TO PROCESSING PERSON
GLIENT STIEFS ACTIONS BE PAID TIME RESPONSIBLE
1. Submit the 1.Check the None 10-15 minutes | MPDO
request letter availability of Personnel
the
data/documents
1.1 Submit to
the MPDC the
request for
approval
2. Released of 2. Provide the None 3-5 minutes | MPDO
document/data as documents/ Personnel
requested data
requested
TOTAL 20 minutes

END OF TRANSACTION




