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DOCUMENTARY REQUIREMENTS FOR 
APPLICATION FOR CERTIFICATE OF OCCUPANCY 

 
  Name of Applicant / Owner  : __________________________________________________________________ 
  Project Title / Description   :  __________________________________________________________________ 
  Location of Project       : __________________________________________________________________ 

  
SUBMISSION GUIDELINES: To ensure efficient evaluation, all submitted documents must be securely fastened 
within a long folder and arranged strictly according to the sequence provided in this checklist. 

 DOCUMENTARY REQUIREMENTS 
COPIES 

REQUIRED GUIDELINES 

 APPLICATION FORMS AND SUPPORTING DOCUMENTS   

□ 1. Unified Application Form for Certificate of Occupancy 2 
All copies of Application Forms must be duly 

filled out, notarized (where applicable), 
bearing the original signatures and seals of 

corresponding professionals and the 
Applicant/Owner 

□ 2. Certificate of Completion (B-10) 3 

□ 3. Request for Certificate of Occupancy 2 

□ 4. Daily Construction Works Logbook 1  

□ 5. As-Built Plans  4 Signed and sealed by respective 
professionals □ 6. Project Technical Specifications, if there are major deviations from approved plan 4 

□ 7. Professional’s PRC ID and PTR (for all involved professionals) 3 Clear, colored copies, original signed 

 8. Affidavit of Change of Professional, as applicable 2 Notarized, bearing the original signatures 
and seals of corresponding professionals 

and the Applicant/Owner 

□ 9. Site Photos showing substantial completion showing front, sides, and rear 1 Clear and colored print outs 

□ 10. Notarized Undertaking (Data Privacy) 1  

 11. Application for Certificate of Final Electrical Inspection (CFEI), as applicable 1  
 CLEARANCES FROM OTHER OFFICES / AGENCIES   

□ 1. BFP: Fire Safety Inspection Clearance (FSIC) OSCP  

□ 2. Barangay Clearance 1 Applicant may submit his copy if already 
secured, or if not, it will be processed 

through the OSCP 

 ADDITIONAL SUPPORTING DOCUMENTS    

 1. Authorization of Applicant (if not the Permittee of the Building Permit)   

□ 1.1. Duly Notarized Special Power of Attorney (SPA) from the Building Permittee 1  

□ 1.2. Government Issued ID of the Building Permittee 1 Clear, colored copies, original signed 

 2. Liaison Officer(s) submitting, processing, receiving all documents related to the 
permit application, other than the Applicant himself 

  

□ 2.1. Government Issued ID 1 Clear, colored copies, original signed 

□ 2.2. Duly Notarized Special Power of Attorney (SPA) or Notarized Authorization Letter 
from the Building Permittee 

1 
 

 


