Republic of the Philippines
Province of Southern Leyte
MUNICIPALITY OF ST. BERNARD
FoAK

LOCAL CIVIL REGISTRY OFFICE

MUNICIPALITY OF SAINT BERNARD
LOCAL CIVIL REGISTRY OFFICE
CITIZENS CHARTER
ON TIME REGISTRATION OF LIVE BIRTH
Schedule of Availability of Service:
Monday to Friday
8:00 AM -5:00 PM

Who may avail: Parents and any authorized individual

What are the requirements: Accomplished Municipal Form 102 and Residence Certificate or
ID’s of parents (for illegitimate children only)

The birth of a child, being a vital event of a person must be registered within thirty (30) days
from time of birth at the Local Civil Registry Office where the birth occurred.

How to avail the service:



Duration Person In-
Step |Applicant/ Client Service Provider Fees |of Forms
I Charge
Activities
1 Verb.al|ze request. of list of lee.the list of None 1Day |Office Staff
requirement (Optional) requirements
Receive & Examine the i
. Office
Present document for document, checking Receivin
2 : : whether it is submitted on  |None 1 Day 9 Same MF
registration . . Clerk/MCR
time and entries are Esquit
properly filled up Squijo
If child is illegitimate and Administer the aoth of
parents are willing to acknowleging parents, if
acknowledge the child, child is illegitimate and MCR Same
3 |acknowledging parents shall [cause the registration of  [None | 1 Day Esquiio MF 102
signed the back page of the |documents, indicating qul Form
COLB before the MCR; If MCR's signature and
legitimate, client shall wait registry number
for the release of document
receive the registered release owner's copy of the Same
4 g9 , . Py None 1 Day |[Office Staff| MF 102
document (owner's copy) registered doccument Form
Note: 2 coples of the registered document are retained as file copy of the oftfice and for OCRG,
PSA, Manila; the other copy shall be the attendant/informant

DELAYED REGISTRATION OF BIRTH

Schedule of Availability of Service:
Monday to Friday
8:00 AM — 12 NOON
1:00 PM - 5:00 PM

Who may avail: Parents, document owner (if of legal age)

What are the requirements: Accomplished Municipal Form 102, negative result from PSA, joint
affidavit of disinterested person, marriage contract (if married), Residence Certificate of the
informant, National ID, Certificate of Residency, 2x2 ID picture, affidavit of authenticity of
document submitted, and any two of the following: Medical Records, Baptismal Certificate,
DepEd permanent records (Elementary or primary), Voter’s registration records, and/or any
legal documents which may show the facts of birth of the child.

How to avail the service:

dais

Applicant/ Client

Service Provider

Fees

Dutn
of
Actvs

Person In-
Charge

Forms




Verbalize request of list

Give prepared list of

1 Day

1 | of requirements requirements with None Office Staff | None
(Optional) proper explanation
Examine the
documents, check
Present required whether all entries are 1Da Receiving
2 | documents for delayed | properly filled up and None Y| ClerkkMCR | MF 102
registration supporting documents Esquijo
are authentic; type
COLB when needed
If child is illegitimate and Administer the oath of the
parents are willing to acknowledging parents at
acknowledg_e the child, the ba_ck page of the_ MCR Same
3 acknoyvledglng parents prescrlbe_d form; review None 1 Day Esquijo MF 102
shall signed the back the veracity of all entries Form
page of COLB before the and of the supporting
MCR,; documents
Posting for 10 days of Notice
4 | Waiting for proper notice to the publicfor None 30 of
instruction delayed registration Days | Office Staff | Posting
Proceed to MTO for Issue Official receipt 700 for above aged 20 yrs. | 1 Day | MTO- Form
500 for aged 15 to 20 yrs.
5 payment of the based on Mun. Tax 400 for aged 10 to 15 yrs, Revenue 051
prescribed fee Code 300 for aged 5 to 10 yrs Coll. Clerk
200 for aged 1-5 yrs. Old
100 for 31 days to 1 year
Review, final signing of 1 Day
5 document and None
assigning of Registry MCR Form
Waiting for release No. Esquijo 102
receive the registered
6 | (owner's copy) of release owner's copy None 1 Day Same
document of the document Office Staff | MF 102

Note: 2 copies of the registered document are retained as file copy of the office and for OCRG, PSA,
Manila; the other copy shall be the attendant/informant

END OF THE TRANSACTION

ON TIME REGISTRATION OF MARRIAGE AND DEATH

Schedule of Availability of Service:

Monday to Friday
8:00 AM —5:00 PM

Who may avail: Document owner and any person who is responsible to report the event.

What are the requirements: Accomplished Municipal Form 103 (Certificate of
Death)/Municipal Form 97 (Certificate of Marriage) and its proper attachment

For marriage contracted with license, registration shall be within fifteen days from date of
solemnization and within 30 days from date of solemnization for marriage exempt from

license requirements.

Death Certificate shall be registered within 30 days from time of death to the Local Civil
Registry Office of place of occurrence.




How to avail the service:

Durat
. . . . ion of | Person In-
Step Applicant/ Client Service Provider Fees Activi Charge Forms
ties
Examine the
Present document for document and 1Da Receiving ME
1 registration and its check whether all None Y| Clerk/MCR
. . ; - 103/97
attachment, if there is. entries are properly Esquijo
filled up
Review and final
signing of
" document, and to 1 Day | MCR Same
2 Waiting for release o None - Form
indicate the Esquijo
) . 103/97
assigned Registry
Number
Receive owner's copy 1 Day Same
3 : release owner's None Office Staff | MF
of registered document.
g . copy thereafter 103/97
Note: 2 copies of the registered document are retained as file copy of the office and for OCRG,
PSA, Manila; the other copy shall be the attendant/informant
END OF THE TRANSACTION

DELAYED REGISTRATION OF MARRIAGE AND DEATH

Schedule of Availability of Service:
Monday to Friday
8:00 AM —5:00 PM

Who may avail: Document owner and any person who is responsible to report the event.

What are the requirements: Accomplished Municipal Form 103 (Certificate of

Death)/Municipal Form 97 (Certificate of Marriage) and its proper attachments

How to avail the service:

(Optional)

with proper
explanation

Duratio
. . . . n of Person In-
Step Applicant/ Client Service Provider Fees Activiti Charge Forms
es
Verbalize request of list Sfl\:g pJﬁg%r;?tlsm
1 of requirements d None 1 Day Office Staff | None




Receive & Examine
Present document for the document, and Receiving ME
registration and its check whether all None 1 Day Clerk/MCR 103/97
attachment, if there is. entries are properly Esquijo

filled up

Review, and 1 Day

examine the

authenticity of

supporting

- documents; affect MCR Same

Waiting for release . ; None - Form

the registration of Esquijo 103/97

document, and

indicate the

assigned registry

number
receive owner's copy of release owner's 1 Day f/lz'a:me
registered document copy thereafter None Office Staff | 103/97
Note: 2 copies of the registered document are retained as file copy of the office and for OCRG,
PSA, Manila; the other copy shall be the attendant/informant

END OF THE TRANSACTION

APPLICATION FOR MARRIAGE LICENSE

Schedule of Availability of Service:
Monday to Friday

8:00 AM —5:00 PM
Who may avail: Applicant for marriage license issuance.

What are the requirements: Accomplished Municipal Form 90, Birth Certificate, Parental
Consent (for 18 yrs. to 21) and/or Parental Advice (for 21 yrs. to 25), Pre-Marriage
Counselling Certificate, CENOMAR of both parties, death certificate (for widow applicant).
If one of the applicant is foreigner, same is required to present Certificate of Legal Capacity to
Contract Marriage with someone (Filipino Citizen’s name) issued from consul of Foreign
Embassy of their country in the Philippines.

Contracting party must be 18 yrs old and above, should be male and female, and has no legal

impediment to contract marriage.

How to avail the service:

(%)) -
3 Applicant/ Client Service Provider Fees D:(;[?ng Pecrﬁ:rr;]Ln Forms
. Give prepared list of
1 Verb_al request of |.'St of requirements with None | 1 Day Office Staff | None
requirements (Optional) proper explanation




Type, Examine and 1 Day
receive the document,
Present needed documents check whether all Receiving
supporting client’s application for entries are properly None Clerk/MCR | MF 90
the issuance of marriage license filled up and presented Esquijo
documents are
authentic
Sign the prepared application for Let clients sign the None | 1 Da MCR Same
Marriage License prepared application y Esquijo MF 90
Municipal Civil 1 Day
Waiting for MCR’s action Registrar shall sign None I\E/lscii'o ,\SA?:WIC,%
same document quil
Proceed to MTO for payment of the | Issue Official receipt P 1 Day MTO- Form
prescribed fee based on Mun. Tax 350. Revenue 051
Code Coll. Clerk
- - 1Da
Present the requested official Attf_icth regelpt th Clt'_e nts None y Office Staff SameF
receipt to Civil Registry Clerk registered appiication orm 51
for marriage license
Waiting for instruction & receive .
owner’s copy of Application for Posting for 10 davs of 30 cl:lfotlce
Marriage License with prescribed ng 1o y None Office Staff :

: - public notice days Posting
assigned registry number and duly form
signed by the Mun. Civil Registrar

. Issuance of Marriage MCR MF
Waiting for release License on the 11" day None | 1 Day Esquijo 54/F10

1 Da
receive marriage license issued by release the duly signed | P y . Same
. ; Office Staff MF
MCR marriage license 2.00 54/10

Note: 2 copies of the registered application for marriage license are retained as file copy of the office and

for OCRG, PSA, Manila;

END OF THE TRANSACTION




ISSUANCE OF BIRTH, DEATH, MARRIAGE CERTIFICATE AND CERTIFICATE

OF REGISTRATION TO THE REGISTER OF LEGAL INSTRUMENT

Schedule of Availability of Service:
Monday to Friday
8:00 AM —5:00 PM

Who may avail: Document owner, parents and any authorized person (for birth)

What are the requirements: Identification card and/or authorization, when needed.

Though public document, Birth Certificate is confidential, such that only authorized person is

allowed to get a copy of said document, per RA3753 (Civil Registry Law) and Presidential
Proclamation No. 603 (Child’s and Youth Welfare Act).

How to avail the service:

Dutn

)
o Applicant/ Client Service Provided Fees of Person In- Forms
° Charge
Actvs
fill up the requisition slip and Advise client to pay 1 Day ' Requ_lsm
1 o ; None Office Staff | on slip
present client’s ID, when needed prescribed fee at MTO form
Proceed to MTO for payment of Issue Official receipt P 1 Day | MTO-
2 X Revenue Form 051
the prescribed fee based on Mun. Tax Code | 200. Coll. Clerk
Receive MTO Official 1 Day CR Form
receipt presented & 1A/2A/3A
3 Pres.ent the_rgques_ted official verify, type/print None Office Staff | @ .
receipt to Civil Registry Clerk requested negative
Certificate/verification certificati
result on
Examine and checking of 1 Day
the veracity of the entries
4 | Waiting for release of issued document. MCR | None '\EACR.. Same
) : squijo Form
shall sign the issued
document
. - 1 Day ' Same
5 | Still waiting for release Seal the document None Office staff Form
1 Day
6 | Receive the requested document | Release the document None Office staff | Same

END OF THE TRANSACTION




PETITION FOR CORRECTION OF CLERICAL ERROR IN THE CERTIFICATE
OF LIVE BIRTH, MARRIAGE AND DEATH PURSUANT TO R.A 9048

Schedule of Availability of Service:

Monday to Friday

8:00 AM —5:00 PM

Who may avail: Document owner, parents and any authorized person

What are the requirements: Document issued from Philippine Statistics Authority and from
Local Civil Registry Office containing erroneous entry wherein needs to be corrected, and not
less than two of the following documents containing concrete evidence, proving petitioner’s
allegation: Baptismal Certificate, DepEd permanent records, Transcript of Records, Voter’s
registration records, Birth Certificate of ascendance, marriage contract, and/or any other legal

documents containing true and correct information that could somehow support the
petitioner’s declaration, Notice and Certificate of Posting, Residence Certificate of the

Petitioner.

How to avail the service:

@ Dutn Person In-
o Applicant/ Client Service Provider Fees of Forms
© A Charge
ctvs
Air problem to office staff . . : 1 Day
or to MCR with regards to Séi%unizé? gﬁrelgon&pgz?llgrg\?:rc Office
1 | the records that needs to the list of su orti); documents None StaffMCR None
be corrected & ask for the Stot supp g docu Esquijo
i ; required in filing the petition
ist of requirements
Present required Examine submitted documents if 1 Day | Office
2 documentsq these are authentic and complete; | None StaffMCR None
and present all to MCR Esquijo
MCR check the completeness 1 Day MCR
3 | Waiting for advise and authenticity of presented None . None
documents Esquijo
Proceed to MTQ for Issue Official receipt based on Php 1 Day | MTO-
4 | payment of the Revenue Form 051
i Mun. Tax Code 1,000
prescribed fees Coll. Clerk
Present the requested . - . 1 Day Same
5 | official receipt to Civil Rreezzl;l/teezlﬂo Official receipt None Office Staff | Form no.
Registry Clerk P 51
i i ' 1 Da iti
6 | Waiting for instruction Pre_p_aratlon and/or receive filed None y MCR__ Petition
petition Esquijo Form
Advise petitioner to read diligently 1 Day
Petitioner review and the prepared petition; Review and MCR Same
7 ) . e administration of oath, and None Esquijo Petition
Sign the filed petition . L
thereafter assign petition number form
and seal the document
1 Day Public
8 | Wait for 10 days posting Posting of Notice to the Public None Office Staff | Notice
Form
MCR approves the petition after ?50 MCR Same
9 | Still waiting the required posting of notice to | None | °®° " Petition
. Esquijo
the public Form




. , . " 1 Day | Office
Receive owner’s copy of Transmit approved petition to Same
10 - None StaffMCR
approved petition PSA Esquijo Form
30
Days
11 | Waiting for final result OCRG- PSA to execute proper None Ambatali Same
action Form
. ) . . U
Receive OCRG’s affirmation of f)ays MCR
12 | Wait for proper instruction | MCR’s decision and shall notify None Esquiio
petitioner of OCRG’s action. qul
2
Proceed to MTO for certiific
payment of the ations i
prescribed fees upon MTO to Issue Official receipt P200 | 1 pay MTO
13 . ) &2 Revenue Form 051
receipt of OCRG’s based Mun. Tax Code certifie Coll. Clerk
affirmation of the MCR’s d '
action copies
100.
Issue certificate of finality. After 1 Day
the approval of the petition has
. become final, the document CR Form
14 Zﬁﬁ:ﬁ;rﬁ?lease of sought to be corrected is finally None 'I\E/Isczi'o 1A and
annotated with corrections, hence quil 111
the annotated documents
forwarded to PSA
. 1 Day
15 (I?ecelve the requested Release the document None Office Staff | Same
ocument

END OF THE TRANSACTION

PETITION FOR CHANGE OF FIRST NAME PURSUANT TO R.A 9048

Schedule of Availability of Service:

Monday to Friday

8:00 AM -5:00 PM

Who may avail: Document owner, parents and any authorized person

What are the requirements:

1. Document issued from Philippine Statistics Authority and from Local Civil Registry
Office,

2. Not less than two of the following documents containing concrete evidence, proving
petitioner’s allegation: baptismal certificate, DepEd permanent records, transcript of
records, voter’s registration records, marriage contract, and/or any other legal
documents containing true and correct information that could somehow support the
petitioner’s declaration.

3. Clearance from authorities (NBI and Police Clearance)

4. Residence certificate of the petitioner




newspaper of general circulation)

How to avail the service:

6. Certificate of employment and/or affidavit of non-employment

5. Proof of publication (clippings and certificate of publication issued by publisher of

Dutn

)
2 Applicant/ Client Service Provider Fees of Person In- Forms
A Charge
ctvs
Air problem to office staff ([j)(l)sccuuni;? ::elﬁr;gon&prr]c;?llgr;\\?élrc 1 Day Office Staff
1 | orto MCR & ask for the ! y None orto MCR | None
X . the list of supporting documents -
list of requirements . " Esquijo
required in filing the petition
Present required Examine submitted documents if 1 Day | Office
2 documentsq these are authentic and complete; | None StaffMCR None
and present all to MCR Esquijo
MCR check the completeness 1 Day MCR
3 | Waiting for proper advise | and authenticity of presented None - None
Esquijo
documents
Proceed to MTO for . . 1Day | MTO-
4 | payment of the Issue Official receipt based on Php Revenue Form 051
. Mun. Tax Code 3,000
prescribed fees Coll. Clerk
Present the requested . - . 1 Day Same
5 | official receipt to Civil Rricszlr\fegﬂo Official receipt None Office Staff | Form no.
Registry Clerk P 51
i ive fi 1 Da iti
6 | Waiting for instruction Pre_paratlon and/or receive filed None y MCR__ Petition
petition Esquijo Form
Advise petitioner to read diligently 1 Day
. . the prepared petition; Review and Same
7 giet::'?hn;};"rg;'egizgg administration of oath, and None '\E/lsczi'o Petition
9 P thereafter assign petition number qul form
and seal the document
. 30
Proceed to publisher of Days | Newspaper
newspaper of general of general
circulation for publication circulation Public
8 | of filed petition in two Posting of Notice to the Public None Publisher Notice
consecutive weeks and and Office Form
Wait for LCRO 10 days Staff for
public notice posting posting
30 Days
MCR to take action on the filed Same
9 | Still waiting petition gfter the req_uwgq None MCR.. Petition
publication and posting; issue Esquijo
o ) Form
certificate of posting
i ' i iti 1 Da
10 Receive owner’s copy of Transmit approved petition to None y Office Staff Same
approved petition PSA Form
30
Days
11 | Waiting for final result OC.RG'PSA to execute proper None Ambatali Same
action Form




from

receipt
. , , . 30
Receive OCRG'’s affirmation of Davs | MCR
12 | Wait for instruction MCR’s decision and shall notify None 4 Esquiio
petitioner of OCRG'’s action. quly
2 1 Da
Proceed to MTO for certiific y
payment of the ations i
prescribed fees upon MTO to Issue Official receipt P 200. MTO
13 . ) &2 Revenue Form 051
receipt of OCRG'’s based Mun. Tax Code certifie Coll. Clerk
affirmation of the MCR’s d '
action copies
100.
Issue certificate of finality. After 1 Day
the approval of the petition has
. become final, the document CR Form
14 \é\éi'fj;?;:]?lease of sought to be corrected is finally None '\Eﬂfﬁi'o 1A and
annotated with corrections, hence qul 111
the annotated documents
forwarded to PSA
. 1 Day
15 Receive the requested Release the document None Office Staff | Same

document

END OF THE TRANSACTION




PETITION FOR CORRECTION OF CLERICAL ERROR PURSUANT TO R.A 10172
(Correction of Child’s Gender and Date of Birth, particularly Month and Day only)

Schedule of Availability of Service:

Monday to Friday

8:00 AM —5:00 PM

Who may avail: Document owner, parents and any authorized person

What are the requirements:

Both the PSA copy and LCRO copy shall be submitted to determine consistency of entries in both copies.
2. Earliest school record or earliest school documents. In case where the petitioner / document

The petition shall be posted by the concerned C/MCR in a conspicuous place for ten (10) consecutive

1. Certified true copy of the birth certificate or certified transcription or the certified true copy of

the page of the registry book containing the entry or entries sought to be corrected.

owner never entered school, an affidavit attesting to the facts shall be submitted.

3. Medical records. In case where the petitioner / document owner has no medical records, an

affidavit attesting to the facts shall be submitted

4. Baptismal certificate and other documents issued by religious authorities. In case where the
petitioner/ document owner has no baptismal certificate or similar documents, an affidavit

attesting to the facts shall be submitted.
5. Certificate of employment / Affidavit of Non employment, if unemployed
6. NBI Clearance
7. Police Clearance
8. Notice or Certification of Posting

days after she/he finds the petition and its supporting papers sufficient in form and substances

THOSE WITH CRIMINAL RECORDS OR THOSE WITH PENDING ADMINISTRATIVE, CIVIL OR CRIMINAL
CASE ARE PROHIBITED FROM FILING APETITION UNDER R.A. 10172 FOR THE CORRECTION ON THE DAY
AND / OR MONTH IN THE DATE OF BIRTH AS WELL AS CORRECTION IN THE ENTRY FOR SEX IN THE BIRTH

9. Proof of Publication
a. Copy of the newspaper clipping of the published petition
b. Affidavit of publication from the publisher.
10. Medical Certification issued by an accredited government physician

a. In the case of correction of sex, the petition shall be supported with a certification
issued by an accredited government physician that the petitioner has not undergone

sex change or sex transplant.

b. In addition, the C/MCR shall issue a certification of authenticity of the medical

certification issued by the accredited government physician.

11. Other documents which the petitioner or the C/MCR, or the CG may relevant and necessary for

the approval of the petition.

CERTIFICATES.

12. FILING FEE PHP 3,000.

« NOTE: SUBMIT THE REQUIRED DOCUMENTS IN 3 CERTIFIED COPIES.

How to avail the service:

dais

butn Person In-
Applicant/ Client Service Provider Fees of
Actvs Charge

Forms




Air problem to office staff Séi%umszr:? gﬁggon&pggalgrg\?:rc 1 Day Office Staff
1 | orto MCR & ask for the ! y None orto MCR | None
list of requirements the “.St of_sup_portlng d0(_:L_1ments Esquijo
required in filing the petition
Present required Examine submitted documents if 1 Day | Office
2 documentsq these are authentic and complete; | None StafffMCR None
and present all to MCR Esquijo
MCR check the completeness 1 Day MCR
3 | Waiting for proper advice | and authenticity of presented None Esquii None
documents squijo
Proceed to MTO for - . 1 Day | MTO-
4 | payment of the :\ji?]e _?;QCéa:)Idrzcelpt based on g T)F())O Revenue Form 051
prescribed fees ' ' Coll. Clerk
Present the requested . - . 1 Day Same
5 | official receipt to Civil Rree(;i':teelc\jﬂo Official receipt None Office Staff | Form no.
Registry Clerk P 51
X — 1 Da —
6 | Waiting for instruction Prepara’uon and/or receive filed None y MCR_ Petition
petition Esquijo Form
Advise petitioner to read diligently the 1 Day
. . : prepared petition; Review and Same
7 'I[Dhetl;_llor;er ral_lew and sign administration of oath, and thereafter | None l\EACR.. Petition
€ Tiled petiuon assign petition number and seal the squijo form
document
Proceed to publisher of 3D(;ys Newspaper
newspaper of general of general
circulation for publication circulation Public
8 | of filed petition in two Posting of Notice to the Public None Publisher Notice
consecutive weeks and and Office Form
Wait for LCRO 10 days Staff for
public notice posting posting
MCR to take action on the filed 30
petition after the receipt of the Day
proof of publication (Clippings of S MCR Same
9 | Still waiting publication and Publisher’s None Esquiio Petition
affidavit of publication) of the quil Form
required publication and posting;
issue certificate of posting
i ' i iti 1 Da
10 Receive owner’s copy of Transmit approved petition to None y Office Staff Same
approved petition PSA Form
30
Days
11 | Waiting for final result OC_RG-PSA to execute proper None I\/I_a_mbe_th Same
action Pilimpinas Form
Receive OCRG’s affirmation of 30
. . . , o . Days | MCR
12 | Wait for instruction MCR’s decision and shall notify None Esquiio
petitioner of OCRG'’s action. quly
Proceed to MTO for 2 1 Day
payment of the certiific MTO
H o] H ations -
13 presprlbed fees upon MTO to Issue Official receipt b 150, Revenue Form 051
receipt of OCRG’s based Mun. Tax Code &2 Coll. Clerk
affirmation of the MCR’s certifie '
action d




copies
100.
Issue cert. of finality. After the 1 Day
approval of the petition has become CR Form
14 Wait for release of final, the document sought to be None MCR 1A and
document corrected is finally annotated with Esquijo
corrections, hence the annotated 11.1
documents forwarded to PSA
Receive th ted 1 Day
15 ecelve the requeste Release the document None Office Staff | Same
document
END OF THE TRANSACTION
CHILD’S CHANGE OF SURNAME THROUGH LEGITIMATION/
CHILD’S LEGITIMATION PROCESS
Schedule of Availability of Service:
Monday to Friday
8:00 AM —5:00 PM
Who may avail: Document owner, parents and any authorized person
What are the requirements: Copy of child’s birth certificate; Affidavit of acknowledgement/
admission of paternity (in case child was registered indicating father unknown), affidavit of
legitimation signed by father and mother of the child (state in the affidavit: the name of
parents; that at the time when the child was conceived and born, both parents has no legal
impediment to marry each other and that they subsequently contracted marriage; the
municipality where such marriage was recorded; the name of child to be legitimated and other
facts of birth; date and place of birth of the child and where it was registered), certificate of no
marriage record (CENOMAR), marriage contract of child’s parents.
Only children conceived and born out of wedlock from parents, who at the time of conception,
parents were not disqualified by any legal impediment to marry each other may be
legitimated, except of age.
How to avail the service:
@ Dutn Person In-
o Applicant/ Client Service Provider Fees of Forms
© A Charge
ctvs
Verball  of list Discuss to client the process of 1 Day | Office Staff
1 oferre aulizrirrnegr:]tgs otlis legitimation & hand over the list | None / MCR None
q of documents needed Esquijo
P tth ired Examine the submitted 1 Day
2 dresen te require documents of its authenticity None Office Staff | None
ocuments and present all to MCR
MCR review the completeness 1 Day MCR
3 | Waiting for advice and authenticity of presented None Esquii None
. squijo
documents and register




immediately the legal
instrument document.
Leg. 1 Day )
Proceed to MTO for Issue Official receipt based on P100.00/ MTO
3 | payment of the Revenue Form 051
prescribed fees Mun. Tax Code 3 Cert. Coll. Clerk
P200.00 )
Present the requested , . . 1 Day Same
4 | official receipt to Civil R;(;(Z|X$e(I;ATO Official receipt None Office Staff | Form no.
Registry Clerk P 51
Preparation of child’s birth 1 Day
certificate with legitimation Form
- annotation, Typing of 1A & , 102/1A/
5 | Waiting for release Certificate of registration to the None Office Staff Cert.
register of legal instrument, and form
annotation to affected records.
6 | Still waiting Review and signing of prepared None Yy MCR“ Same
document Esquijo form
i ient’ 1 Da
7 Receive client's Release the document None y Office Staff Same
document copy form
END OF THE TRANSACTION
CHILD’S CHANGE OF SURNAME PURSUANT TO RA 9255
Schedule of Availability of Service:
Monday to Friday
8:00 AM —-5:00 PM
Who may avail: Document owner, parents and any authorized person.
What are the requirements: Copy of child’s birth certificate; Affidavit of acknowledgement/
admission of paternity (in case child was registered indicating father unknown), affidavit to
use surname of the father.
Republic Act No. 9255. An act allowing illegitimate children to use surname of their father,
amending for the purpose Article 176 of Executive Order No. 209, otherwise known as The
Family Code of the Philippines.
The law applies to illegitimate children whose birth are either registered or not yet registered,
born August 3, 1988 and onward.
How to avail the service:
& butn Person In-
£ Applicant/ Client Service Provider Fees of Charae Forms
Actvs 9
Verbalize request of Discuss to client the process of 1 Day | Office
1 list of re uirgments RA 9255 & hand over the list of | None Stafff MCR | None
q documents needed Esquijo




Present the required Examine the submitted 1 Day | Office
2 documents qui documents of its authenticity None Staff/mcer None
u and present all to MCR Esquijo
MCR review the completeness 1 Day
. and authenticity of presented
3 Wal_tlng for proper documents and register None MCR.. None
advise ) ) Esquijo
immediately the legal
instrument document.
Change of | 1 Day
Proceed to MTO for Issue Official receipt based on surn. 200./ MTO-
4 | payment of the Revenue Form 051
. Mun. Tax Code 3 Cert.
prescribed fees 200 Coll. Clerk
Present the 1 Day Same
5 requgsted off!C|aI Receive MTO Official receipt None Office Staff | Form no.
receipt to Civil presented 51
Registry Clerk
Preparation of child’s birth 1 Day
certificate with change of
. . Form
surname annotation, Office 102/1A/
6 | Waiting for release Preparation of 1A, Certificate None StaffMCR Cert
of registration to the register of Esquijo f '
. orm
legal instrument, and
annotation to affected records.
. o 1 Day
7 | still waiting Review and signing of prepared None MCR“ Same
document Esquijo form
i ient 1 Da
8 Receive client's Release the document None y Office Staff Same
document copy form
END OF THE TRANSACTION

REQUESTING ENDORSEMENT OF CIVIL REGISTRY RECORDS TO THE CIVIL
REGISTRAR GENERAL- FILE NOT FOUND TO OCRG, NATIONAL STATISTICS
OFFICE, MANILA

Schedule of Availability of Service:
Monday to Friday
8:00 AM -5:00 PM

Who may avail: Document owner, parents and any authorized person.

What are the requirements: PSA Negative Result Certification with PSA receipt attached.

wn Dutn = |
@ Applicant/ Client Service Provider Fees of gﬁ onIn- Forms
Actvs arge
Receive and verifies office 1 Day
Present NSO records: when not found in the Office
1 | Negative result with office archives, advice client to None Staff MCR None
receipt apply for delayed registration; Esquijo
when found, proceed. . .




prepare Birth Certificate 1 Day 553'})22
endorsement to NSO; present Office Mun
2 | Wait for instruction to MCR the prepared None StaffMCR Forrﬁ
document; advice client to pay Esquijo 102/103/
the prescribe fee to MTO 97
Proceed to MTO for 1 Day | MTO-
3 | payment of the Issue Official receipt P 200.00 Revenue Form 051
prescribed fees Coll. Clerk
Review and signing of 1 Day MCR Same
4 | Wait for instruction gning None -
document Esquijo form
Receive owner’s
copy of prepared Transmit to NSO, OCRG copy 1 Day
5 document and of pre?ared document; lee None Office Staff Same
personally follow up owner’s copy to client with form
endorsed doc to NSO | proper instruction
(for immediate need)
END OF THE TRANSACTION
REQUESTING SUPPLEMENTAL REPORT
Schedule of Availability of Service:
Monday to Friday
8:00 AM -5:00 PM
Who may avail: Document owner, parents and any authorized person.
What are the requirements: PSA Verification Result with PSA receipt attached, affidavit of
supplemental report and at least two legal documents to support requester’s allegations.
@ Dutn Person In-
) Applicant/ Client Service Provider Fees of h Forms
Actvs Charge
Discuss to client the process of 1 Day Office
1 \_/erballze request of supplemgntal report & hand None Stafff MCR | None
list of requirements over the list of documents -
Esquijo
needed
. . . 1 Day | Office
> Present the required Recelve_ _PSA v_er|f|cat|on rfesult None Staff/MCR None
documents and verifies office records: Esquii
squijo
prepare supplemental report 1 Day CR Form
accomplishing form 102, Form Office 1A/3A/2A
3 | Wait for instruction 1A with supplementa! report, None StafffMCR Mun.
endorsement to PSA; advice Esquiio Form
client to pay the prescribe fee to qul 102/103/
MTO 97
Proceed to MTO for P 200.00 + 1 Day | MTO-
4 | payment of the Issue Official receipt 200 ' Revenue Form 051
prescribed fees Coll. Clerk
Review and signing of 1 Day. MCR Same
5 | Wait for instruction document None Esquijo form




Receive owner’s
copy of prepared
document and
personally follow up
endorsed doc to NSO
(for immediate need)

Transmit to PSA, OCRG copy
of prepared document; Give
owner’s copy to client with
proper instruction

None

1 Day

Office Staff

Same
form

END OF THE TRANSACTION




BATCH REQUEST QUERY SYSTEM

Allowing this LGU to receive request from client for issuance of PSA Civil Registry documents
in SecPa form through an off-line system of encoding request. For those clients needing
CENOMAR in support to their application for marriage and legitimation, and other clients in
need of security paper will now be transacting at the Local Civil Registry Office of this LGU.
This system or scheme would also ease client’s hassle of joining the long queues at the SerBilis
outlets or transacting through commercial providers.

Schedule of Availability of Service:
Monday to Friday
8:00 AM —5:00 PM

Who may avail: Document owner, parents and children of document owner and any
authorized person.

What are the requirements: Accomplished prescribed form, Identification Card and SPA( for

those authorized person only).

& Dutn Person In-
2z Applicant/ Client Service Provider Fees of h Forms
Actvs Charge
Afgscrzglelzhf%?m and Guide and check if 1 Day Office CRS
1P L accomplished form has been None Stafff MCR | request
present client's ID roperly filled u Esquijo forms
and SPA (optional) properly P qul
Proceed to MTO for 1 Day | MTO-
2 | payment of the Issue Official receipt 200 Revenue Form 051
prescribed fees Coll. Clerk
Review and signing of 1 Day MCR Same
3 | Wait for instruction gning None .
document Esquijo form
Wait for the SD%ys MCR
scheduled release of | Transact LGU-BREQS to PSA .. Same
4 o 15b0/doc Esquijo
the requested Serbilis outlet form
documents
END OF THE TRANSACTION

Respectfully yours,

CATALINA LIBATO ESQUIJO

Municipal Civil Registrar
March 2, 2026




