
 
 
13. PLANNING AND DEVELOPMENT OFFICE 
 

EXTERNAL SERVICE 
 
A. DEVELOPMENT PERMIT 

 
An enterprise/ private person developing any kind of project above mentioned is 
required to secure a Preliminary   Approval/Locational   Clearance/Development   
Permit   at   the   Municipal   Planning   &    Development Office thru the Zoning 
Division prior to the start of the project. This should be done before the start of 
construction/development to ensure that the project is allowed in the chosen 
location and is in conformity with the Comprehensive Land Use Plan and Zoning 
Ordinance of the municipality. 

 

Office or Division: PLANNING AND DEVELOPMENT OFFICE 

Classification: Simple 

Type of Transaction: G2C - Government to Client 

G2G - Government to Government 

G2B - Government to Business Entity 

Who may avail: Any person, whether natural or juridical, with lot/property 

within the municipality  

and have the intention to apply for Building Permit. Locational 

Clearance is a  

requirement for securing Building Permit 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Transfer Certificate of Title (Deed of 

Sale or Contract of Lessee) (Original 

Copy) 

Registry of Deeds / LRA / DENR 

 

Tax Declaration (Original Copy) Assessor's Office 

Realty Tax Payment Receipt (Current 

Year) (Original Copy) 

Municipal Treasurers Office 

Lot Plan (Original Copy) Civil Engineer / Geodetic Engineer 

Barangay Permit to Develop (Orig. 

Copy) 

Designated Barangay 

SB Resolution (approval of 

reclassification) (Original Copy) 

Sangguniang Bayan 

Site Development Plant (Original Copy) Municipal Planning and Development Office 



CLIENT STEPS 
AGENCY 

ACTIONS 

FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1.   Submit 

complete 

requirements. 

 

1.  Check 

documents 

submitted for 

assessment and 

corresponding 

fees. 

 

As 

provided 

in 

resolution 

no. 912 

series of 

2013 of 

HLURB 

5 Minutes 

 

Clerk  (MPDO) 

 

2.   Pay the 

correspondin

g fee. 

 

 

 

 

 

3.  Present proof 

of payment 

2. Accept payment 

and issue OR  

 

 

 

 

                                 

3. Print and record 

document 

 

4. Sign by MPDC 

and Local Chief 

Executive 

(depends on 

availability) 

 

 

5. Release 

requested 

documents 

As 

provided 

in 

resolution 

no. 912 

series of 

2013 of 

HLURB 

 

none 

 

 

none 

 

 

 

3 Minutes 

 

 

 

 

 

 

5 Minutes 

                               

 

15 Minutes 

 

 

 

 

 

5 Minutes 

Revenue 

Collection   

Clerk III 

(Treasury 

Office) 

 

 

 

Clerk (MPDO) 

 

 

 

Municipal 

Planning &  

Development 

Coordinator 

(MPDC) and 

Municipal Mayor 

 

Clerk (MPDO) 

  

TOTAL: 

 

none 

 

33 minutes 

 

 

 

 

 

 

 



B. LOCATIONAL CLEARANCE FOR BUILDING PERMIT 
 
An enterprise and private person constructing a new building or applying for 
expansion/renovation/alteration is required to secure a Locational/Zoning Clearance 
at the Municipal Planning & Development Office (Zoning Division) prior to the 
application for Building Permit. This should be done before the start of construction to 
ensure that the construction/building is allowed in the chosen location and is in 
conformity with the Comprehensive Land Use Plan and Zoning Ordinance of  
the municipality. 

 

Office or Division: PLANNING AND DEVELOPMENT OFFICE 

Classification: Simple 

Type of Transaction: G2C - Government to Client 

G2G - Government to Government 

G2B - Government to Business Entity 

Who may avail: Any person, whether natural or juridical, with lot/property within the 

municipality  

and have the intention to apply for Building Permit. Locational 

Clearance is a  

requirement for securing Building Permit 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Duly Accomplished and Notarized Locational 

Clearance Application Form (Original Copy) 

Municipal Planning and Development Office 

 

Transfer Certificate of Title (Original Copy) Registry of Deeds / LRA / DENR 

 

Tax Declaration (Original Copy) Assessor's Office 

Realty Tax Payment Receipt (Original Copy) Municipal Treasurers Office 

 

Lot Plan (Original Copy) Civil Engineer / Geodetic Engineer 

Building Plans and Specification (Original 

Copy) 

Civil Engineer / Geodetic Engineer 

Electrical Engineer / Sanitary Engineer 

Bill of Materials (Original Copy) Civil Engineer / Geodetic Engineer 

Barangay Permit to Construct (Original 

Copy) 

Concerned Barangay 

Photo of Project Site (Original Copy) Client 

Sketch of Exact Site Location (Original 

Copy) 

Civil Engineer 

 

Long Expandable Envelope(BLUE) (Original 

Copy) 

Bookstore 

 



CLIENT STEPS AGENCY ACTIONS 
FEES TO 

BE PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1. Submit 

complete 

requirements. 

 

1. Check documents 

submitted for 

assessment and 

corresponding 

fees. 

 

As provided 

in resolution 

no. 912 

series of 

2013 of 

HLURB 

 

5 Minutes 

 

Clerk (MPDO) 

 

2. Pay the 

corresponding 

fee. 

 

 

2. Accept payment 

and issue OR  

 

 

 

 

3. Print and record   

document 

 

4. Sign by MPDC 

and Local Chief 

Executive 

(depends on 

availability) 

 

5. Release 

requested 

documents 

As provided 

in resolution 

no. 912 

series of 

2013 of 

HLURB 

 

 

 

 

none 

 

 

 

 

 

none 

 

3 Minutes 

 

 

 

 

 

                        

5 Minutes 

 

 

 

15 Minutes 

 

 

 

 

 

 

5 Minutes 

 

 

Revenue 

Collection  Clerk 

III (Treasury 

Office)      

 

 

 

Clerk (MPDO) 

 

 

 

Municipal 

Planning &  

Development 

Coordinator 

(MPDC) and 

Municipal Mayor 

 

Clerk (MPDO) 

 

  

TOTAL: 

  

33 Minutes 

 

 

 

 

 

 

 

 

 



 

 

C. ZONING CERTIFICATE FOR RESIDENTIAL PATENT 
 

The Residential Patent is requested by a taxpayer and/or any individual for them to 
know the land use of the lot they own, whether residential, commercial, industrial or 
institutional. This is being issued for the purpose of ensuring compliance to the 
Comprehensive Land Use Plan and Zoning Ordinance of the Municipality. The 
Residential Patent can be secured at the Municipal Planning and Development Office 
(Zoning Division). 

 

Office or Division: PLANNING AND DEVELOPMENT OFFICE 

 

Classification: Simple 

 

Type of Transaction: G2C - Government to Client 

G2G - Government to Government 

G2B - Government to Business Entity 

 

Who may avail: Any person/legal entity who owns a parcel of lot in the 

Municipality of Pulilan 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Request Letter Addressed to MPDC 

(Original Copy) 

Client 

Transfer Certificate of Title (Original 

Copy) 

Registry of Deeds / LRA / DENR 

Tax Declaration (Original Copy) Assessor's Office 

Realty Tax Payment Receipt (Original 

Copy) 

Municipal Treasurers Office 

Proof of Ownership (Deed of Sale, 

Pamana, etc) (Original Copy) 

Client 

*FOR REPRESENTATIVE ONLY  

*Authorization Letter from the Owner 

(Original Copy) 

Client 

*Photo copy of Valid ID (Representative 

& Owner) 

 

Client 



CLIENT STEPS 
AGENCY 

ACTIONS 

FEES 

TO BE 

PAID 

PROCESSING 

TIME 

PERSON 

RESPONSIBLE 

1. Submit 

complete 

requirements. 

 

1.    Check 

documents 

submitted for 

assessment 

and 

corresponding 

fees. 

 
 

As 

provided 

in 

resolutio

n no. 

912 

series of 

2013 of 

HLURB 

5 Minutes 

 

Clerk  (MPDO) 

 

2. Pay the 

corresponding 

fee. 

 

2. Accept payment 

and issue OR  

 

 

 

 

 

3. Print and record 

document 

 

4. Sign by MPDC 

and Local Chief 

Executive 

(depends on 

availability) 

 

5. Release 

requested 

documents 

 

As 

provided 

in 

resolutio

n no. 

912 

series of 

2013 of 

HLURB 

 

None 

 

 

 

None 

 

 

3 Minutes 

 

 

 

 

 

 

 

 

 

5 Minutes 

 

 

15 Minutes 

 

 

 

 

 

 

5 Minutes 

Revenue 

Collection  Clerk 

III (Treasury 

Office) 

 

 

 

 

 

 

Clerk (MPDO) 

 

 

Municipal 

Planning &  

Development 

Coordinator 

(MPDC) and 

Municipal Mayor 

 

Clerk (MPDO) 

 

  

TOTAL: 

  

33 minutes 

 

 

 

 

 

 



 

 

A. LOCATIONAL CLEARANCE FOR GARAGE 

An enterprise and private person applying for LTFRB Franchise needed to secure a 
Locational Clearance for Garage as a requirement for the said franchise. 

 

Office or Division: Planning and Development Office 

Classification: Simple 

Type of Transaction: G2G – Government to Client 

G2G – Government to Government 

G2G – Government to Business Entry 

Who may avail: Any person/company who owns or lease a parcel of lot in 

the Municipality to be used as parking space for a vehicle 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Request Letter Addresses to the Mayor Client 

Transfer Certificate of Title Registry of Deeds / LRA / DENR 

Tax Declaration Assessor’s Office 

Tax Receipt/Clearance Municipal Treasurer’s Office 

Sketch of Location Client 

Barangay Permit Concerned Barangay 

Mayor’s Permit/ Business Permit Mayor’s Office 

Blue Long Expandable Envelope Bookstore 

Contract of Lessee/Deed of Sale Client 

CLIENT STEPS AGENCY ACTIONS 
FEES TO 

BE PAID 

PROCESSI

NG TIME 

PERSON 

RESPONSIBLE 

1. Submit 

complete 

requirements 

1. Check documents 

submitted for 

assessment and 

corresponding 

fees. 

As 

provided in 

resolution 

no. 912 

series of 

2013 of 

HLURB 

5 minutes 

 

 

 

Clerk (MPDO) 

 



2. Pay the 

corresponding 

fee 

1. Accept payment 

and issue OR 

As 

provided in 

resolution 

no. 912 

series of 

2013 of 

HLURB 

3 minutes Revenue 

Collection Clerk 

III (Treasury 

Office) 

 

 1. Print and record 
documents 

As 

provided in 

resolution 

no. 912 

series of 

2013 of 

HLURB 

5 minutes Clerk (MPDO) 

 2. Sign by the MPDC 
and Local Chief 
Executive 
(depends on 
availability) 

None 15minutes Municipal 

Planning and 

Development 

Coordinator 

(MPDC) and 

Municipal Mayor 

 3. Release requested 
documents 

None 5 minutes Clerk (MPDO) 

 TOTAL: none 33 minutes  

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 



 

 

 

 

 



 

 

 

 



 

 

 

 

 



 

 

 

 



 

 

 

 

 



 

 

 

 

 



 

 

 

 

 


