Building Maintenance Division
External Services
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A. BUILDING MAINTENANCE

To provide technical and working expertise to different requests made by different Departments and
Quezon City as a whole.

Building Maintenance Division

Highly Technical

G2G (Government to Government)

Government Offices

1. Letter-Request (job description and pictures) | Applicant/Client
2. Thru Phone Request and/ or verbal
iemerienci or urient requesti
1. Submit request | 1.1 Receive and record 1 Day Administrative
letter/report request letter. Officer V
through the (Records Officer Ill)
department’s AdrSi.n!sFrative
1CI i Ivision
ngg:;: ;? a 1.2 Conduct site 6 Days Engineer Il
engineering@ inspection, prepare Site Building
: Inspection Report Maintenance
quezoncity.gov. ph. P port, e
Program of Works, Ivision
Walk-in Requisition and Issue Slip, None
and construction
schedule.
1.3 Approve Requisition 2 Days Supervising
and Issue Slip. Administrative Officer
Administrative
Division
1.4 Inform client of 1 Day Engineer Ill
scheduled maintenance Building
works. Maintenance
Division
TOTAL: None 10 Days
Note:

Processing time may vary depends on availability of materials.
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B. DEMOLITION PERMIT

Issuance of Demolition Permit for Quezon City Government buildings.

Building Maintenance Division
Highly Technical

G2G (Government to Government)
Government Offices

1. Demolition Permit Application Form / Daily Applicant/Client
Accomplish signed and sealed by the Civil
Engineer/Architect

2. ITRUP - General Form No. 12

3. Site Development Plan of Building to be
demolished

4. Demolition Clearance

5. Demolition Request Letter

6. Recent photos of Subject Structure

7. Demolition Procedure (signed by Civil
Engineer/Architect)

8. Demolition schedule of work

9. Demolition Cost Estimate

10. Photocopy of PRC ID and PTR of Civil

Eniineer/Architect in charie

1. Submit request | 1.1 Receive and record 1 Day Administrative
letter/report request letter. Officer V
through the (Records Officer Ill)
department’s Admi_n?sf[rative
official e-mail Division
address at

engineering@
quezoncity.gov.ph

Walk-in 1.2 Conduct site None 6 Days Engineer il
inspection, preparation of Building Maintenance
report and issuance of Division
Demolition Permit.

1.3 Approve Demolition 1 Day City Government

Permit. Department Head Il
Quezon City
Department of
Engineering

1.4 Record and scan 4 Hours Engineer Il

approved demolition Building Maintenance

permit. Division
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1.5 Release of Demolition
Permit to concerned

agency.

1 Day

Building Maintenance
Division

Administrative
Officer V
(Records Officer Ill)
Administrative
Division

TOTAL:

None

9 Days, 4 Hours
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C. MECHANICAL PERMIT

Issuance of Mechanical Permit of Quezon City Government building.

4. Cost Estimate

Building Maintenance Division

Highly Technical

G2G (Government to Government)

1. Designed plan and specification with
sign and seal of PME.

2. Brochure / Machine Specification.

3. Accomplished Mechanical Form with
sign and seal of PME.

Government Offices

Applicant/Client

5. Proiram of Works

1. Submit request | 1.1 Receive and record 1 Day Administrative
letter/report request letter. Officer V
through the (Records Officer Ill)
department’s Adr[r;i.n?sj(rative
. . IVISion
Zg:f;:'sg ;? a 1.2 Conduct site 6 Days _ Engineer Il
engineering@ in_spection a_nd prepare BUIIdIn%_IVI_a!ntenance
quezoncity.qov. Site Inspection Report, Ivision
ph evaluate plans and
prepare Mechanical
; Permit.
Walk-in 1.3 Approve Mechanical None 1 Day City Government
Permit. Department Head Il
Quezon City
Department of
Engineering
1.4 Record and scan 4 Hours Engineer Il
approved Mechanical Building Maintenance
Permit. Division
1.5 Release approved 1 Days Administrative
Mechanical Permit. Officer V
(Records Officer Il
Administrative
Division
TOTAL: None 9 Days, 4 Hours
Note:

For city-owned establishments within the Quezon City Hall Compound, City General Services Department

(CGSD) is in charge of issuing the Mechanical Permit.
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D. PERMIT TO OPERATE

Inspection of elevators and gensets in the City Government buildings.

S
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Building Maintenance Division

Highly Technical

G2G (Government to Government)

Completion form signed and sealed by PME
Load Test Certificate (Elevator/Escalator)
Generators ATS and Electrical Function Test
Safety Device Test

: Sumi Pumi Test iif reiuiredi

Government Offices

Applicant/Client

1. Submit request | 1.1 Receive and record 1 Day Administrative
letter/report request letter Officer V
through the (Records Officer 1ll)
department’s Adnsi_n?sftrative
ci i IvVISion
Z];ﬁdcrlzlsse :s ail 1.2 Conduct site 6 Days _ Engineer Ill
engineering@ inspection, evaluate plans Bunldln%_l\/!a!ntenance
quezoncity.gov.ph. and prepare Permit to Ivision
Operate.
K 1.3 Approve Permit to 1 Da City Government
Walkin Opergtz None Y Department Head Ill
Quezon City
Department of
Engineering
1.4 Record and scan 4 Hours Engineer Il
approved Permit to Building Maintenance
Operate. Division
1.5 Release approved 1 Day Administrative
Permit to Operate. Officer V
(Records Officer Il
Administrative
Division
TOTAL.: None 9 Days, 4 Hours

17




