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I. Mandate  

 

City Civil Registrar 

1. Responsible for the civil registration program pursuant to the Civil Registry Law, the Civil Code, 
and other pertinent laws, rules and regulations. 
 

2. Take charge of the Office of the Civil Registry; Develop Gender-responsive plans and 
strategies on civil registry programs and projects; 
 

3. Accept all registrable documents and judicial decrees affecting the civil status of persons; 
 

4. Transcribe and enter immediately upon receipt all registrable documents and judicial decrees 
affecting the civil status of persons in the appropriate civil registry books; 
 

5. Issue certified transcripts or copies of any certificate or registered documents upon payment of 
the prescribed fees; 
 

6. Receive applications for the issuance of a marriage license and, after determining that the 
requirements, supporting certificates and publication thereof for the prescribed period have 
been complied with, issue the license upon payment of the authorized fee; 
 

7. Coordinate with the Philippine Statistics Authority Office in conducting educational campaigns 
for vital registration and assist in the preparation of gender-based demographic and other 
statistics for the City Government 

 

II. Vision 

 

Established a seamless registration program, creating a community and gender-based 
information system and indicators to local statistics as input to the City’s development 
programs, projects and activities 

 

III. Mission 

 

To implement a GAD-responsive roles and responsibilities in addressing the needs of all 
partner stakeholders and mainstreaming gender and development in all civil registration 
policies, programs and activities 

 
 

IV. General Outcome 

 

1. Gender-balance registration policies and Gender-mainstreaming of civil registration programs, 
projects and activities; 

2. Develop plans and strategies for the efficient and effective implementation of Civil registration 
programs 

3. Seamless civil registration management information system 
 

V. Service Pledge 

 

 We pledge and commit to serve our clients with utmost efficiency, courtesy and promptness. 

 



LIST OF SERVICES 

 

                                                   Frontline Services 

 

Page Number 

1 Registration of On-Time Certificate of Live Birth 2 

2 Delayed Registration of Certificate of Live Birth 

* Out-of-Town Delayed Registration of Birth 

3 

3 Legitimation 6 

4 Registration of On- Time Certificate of Death 7 

5 Delayed Registration of Certificate of Death 8 

6 Application and Issuance of Marriage License  9 

7 Registration of On-Time Marriage Certificate 10 

8 Delayed Registration of Marriage Certificate 

* Reconstruction of Marriage Certificate 

11 

9 Issuance of Certified True/ Xerox Copies of                                          
Civil Registry Records 

12 

10 Electronic Endorsement 13 

11 Processing of Petitions under R.A.9048 and                                             
R.A. 10172 (Change of first name and correction of Clerical Error in Civil 
Registry Records) 

14 

12 Processing of the Application for Change of Surname under R.A. 9255 16 

13 Registration of court Decrees/Order: Adoption,                                    

Nullity of marriage, legal Separation/ Court Issuances 

17 

14 Supplemental Report 18 

15 Issuance of other Certificates Relative to Registration 19 

16. Email Assisted-Online Inquiry/ Verification for Birth, Death and Marriage 

Certificates 

20 
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1. On-Time Registration of Certificate of Live Birth 

Declaration of facts and circumstances surrounding the birth of a child born in Legazpi City, to be 

registered within thirty (30) days from the date of birth. 

Office or Division: Birth Registration Section 

Classification: Simple 

Type of Transaction: G2C-Government to Client 

Who may avail: General Public, Government and Private Hospital and Lying-in/ other 
birth attendants 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Duly Accomplished Birth Certificate(4copies) 1.Hospital/ Lying-in/ other birthing 
facilities 

2. For Marital Child: Marriage Contract - ONE certified copy 
    For Non-Marital Child: AUSF (Affidavit to Use the 

Surname of the Father & Admission of Paternity) original 
copy, Birth Certificate of Parents 

2.Philippine Statistics Authority/Local 
Civil Registrar Office 
 

3.Information sheet - original copy 3.Hospital/ Lying-in 

4.Valid I.D.   - (1) photocopy with signature 
 

4.Government/ Private sectors 
 

CLIENT STEPS AGENCY ACTIONS 
FEES TO BE 

PAID 
PROCESSING 

TIME 
PERSON 

RESPONSIBLE 

1. SUBMIT Checks for correctness and 
completeness of entries 
and attachment; register 
and sign  

NONE 2 hours Civil Registrar 
Birth Registration 
Section Staff 
Registration Officer 
II - M. Loria 
Admin AIde IV - D. 
Abejuro 
Admin Aide I - M. 
Azcune 

2. PAY Issues Official Receipt Marital child - 
none 
 
Non-Marital 
child: 
AUSF P 
200.00 
Admission of 
Paternity 
P100.00 

 
 
Cashier:  
I. Mendones;  
J.K. Nunez 

3. CLAIM Issue Registered COLB NONE Registration Officer 
II - M. Loria 
Admin AIde IV - D. 
Abejuro 
Admin Aide I - M. 
Azcune 

TOTAL P300.00 Two (2) 
hours 

 

 

 

 

 

 



2. Delayed Registration of Certificate of Live Birth 

When the birth of a child is reported for registration after the thirty (30) days reglementary period or 

those who have no existing record from the Local Civil Registrar and PSA.  

2.1 Out-of-Town Delayed Registration Pursuant to Rule 20 of Administrative Order No.1, 

Series of 1993- The process of registering a Certificate of Live Birth of a person born outside 

of Legazpi City and have no existing record from the Local Civil Registrar and PSA. 

2.2 Delayed Registration under Birth Registration Assistance Project (BRAP)- is a program 

of Philippine Statistics Authority (PSA) that aims to increased birth registration in marginalized 

communities such as Indigenous People (IPs), Muslim Filipinos, and the poorest sector in the 

country. 

 

Office or Division: Birth Registration Section 

Classification: Complex 

Type of 
Transaction: 

G2C-Government to Client 

Who may avail: General Public, Government and Private Hospital and Lying-in/ other birth 
attendants 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Four(4) copies of duly accomplished Certificate of Live 
Birth 

Hospital/ Lying-Ins, Birthing Homes/ 
Clinics/Local Civil Registrar’s Office 

PSA Negative Certification - 1 original copy and 1 
photocopy 

Philippine Statistics Authority 

Two (2) documentary evidences: 1 certified photocopy  
e.g Baptismal Certificate, School Records, Voter’s 
Registration(COMELEC), Medical Records, Pagibig 
Beneficiary Nomination Form, PhilHealth MDR, SSS 
Membership Static Information, COLB of children, 
NBI/Police clearance 

Government/ Private Sector 

Affidavit of 2 Disinterested Persons/ Joint Affidavit 
With 1 photocopy of IDs of affiant, with signature 

Local Civil Registrar’s Office 
 

Marital child: Marriage Certificate of Parents - 1 
photocopy 

Non-Marital Child: Acknowledgement/ Admission of 
Paternity, Affidavit to use the Surname of the Father & 
Sworn Attestation of mother/guardian (7-17 yrs. Old), 
with 1 photocopy of IDs of parents and child 

Local Civil Registrar’s Office / Philippine 
Statistics Authority 

National ID/ Philsys Transaction Slip - 1 photocopy Philippine Statistics Authority 

Barangay Residency - 1 original or certified photocopy Office of the Punong Barangay 

2x2 picture with white background Photo Studio/ applicant  

Valid ID of the registrant/ informant/ with personal 
appearance 

Government/ Private sector 

Parent’s valid ID/ Birth certificate/ Death Certificate (if 
deceased) - 1 original to be presented and 1 certified 
photocopy 

Local Civil Registrar’s Office / PSA 

For foreigner parent: 
Valid passport/BI Clearance Certificate/ACR-ICR Card 
of the foreign parent - 1 original to be presented and 1 
certified photocopy 

 
Philippine Embassy/ Department of 
Foreign Affairs (DFA) 

IF Under Birth Registration Assistance Project(BRAP): 

Negative Omnibus certification - 1 original and 1 
photocopy 

Philippine Statistics Authority 
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Affidavit of Two Disinterested persons - with 1 
photocopy of IDs with signature of affiant 

Local Civil Registrar’s Office 

Certificate of Indigency - 1 original  Punong Barangay 

Any proof of identity such as Barangay certification, 
Driver’s License, among others, if applicable - 1 
photocopy 

Mandatory personal appearance 

Government/ Private sector 

 

 

 

CLIENT 
STEPS 

AGENCY ACTIONS 
FEES TO BE 

PAID 
PROCESSING 

TIME 
PERSON 

RESPONSIBLE 

For 0-79 years old 

1. SUBMIT Verify and sign after 
checking the correctness 
of entries and 
completeness of required 
documents; prepare for 
filing and posting of 
notice 

NONE  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
THREE (3) 
Hours 

Civil Registrar 
Birth Registration Section 
Staff 
Registration Officer II - M. 
Loria 
Admin Aide IV - D. 
Abejuro 
Admin Aide I - M. Azcune 

2. PAY Issues OR and claim stub 
indicating the date and 
time of release/ 
registration of document. 

If under 
BRAP: FREE 

Service Fee: 
500.00 

 

For non-
marital child 
additional 
fees: 

Admission of 
Paternity: 
100.00 

AUSF: P 
200.00 

 
 
Cashier:  
I.Mendones;  
J.K. Nunez 

3. CLAIM  Registration and released 
of document after 
compliance of ten (10) 
days’ notice of posting. 

NONE Registration Officer II - M. 
Loria 
Admin AIde IV - D. 
Abejuro 
Admin Aide I - M. Azcune 

Total BRAP: none 
P500.00 for 
marital child 
P800.00 for 
non-marital 
child 

3 HOURS 
10 calendar 
days (posting 
period) 
 

 
 



 

3. Legitimation 

Process by which a child is granted by law of being legitimate, by legal fiction and upon compliance 
of certain requirements; This is a Legal Instrument on legitimation of a child by subsequent marriage 
of parents, where the birth of child was registered 
 

Office or Division: Court Decrees and Legal Instrument Unit 

Classification: Complex 

Type of 
Transaction: 

G2C-Government to Client 

Who may avail: General Public, Clients/Applicants 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Birth Certificate (Original 2 Certified xerox 
copies) 

1. Local Civil Registrar’s Office / Philippine 
Statistics Authority  

2. Marriage Contract of Parents - 1 certified 
photocopy 

 

2. Local Civil Registrar’s Office / Philippine 
Statistics Authority 

3. CENOMAR of mother & father (PSA) (3 
xerox copies each) 

3. Philippine Statistics Authority  

For 80 years old & above 

1. SUBMIT Verify and sign after 
checking the correctness 
of entries and 
completeness of required 
documents; attachments 
forwarded to PSA 
through email for 
evaluation 

NONE  
 
 
THREE (3) 
Hours 

Civil Registrar 
Birth Registration Section 
Staff 
Registration Officer II - M. 
Loria 
Admin Aide IV - D. 
Abejuro 
Admin Aide I - M. Azcune 

2. PAY Issue Official Receipt and 
Registration to proceed 
upon PSA confirmation 
and ten (10) days notice 
of posting 

If under 
BRAP: FREE 

Service Fee: 
500.00 

 

 

 
Cashier:  
I.Mendones;  
J.K. Nunez 

3. CLAIM  Released of COLB  after 
compliance of ten (10) 
days notice of posting. 
 
For Out-of-Town 
Delayed registration: 
Upon PSA confirmation 
to proceed,  the 
document is transmitted 
to PSA Regional Office to 
be forwarded to 
concerned LCR where 
the documents should be 
registered. 

NONE Registration Officer II - M. 
Loria 
Admin Aide IV - D. 
Abejuro 
Admin Aide I - M. Azcune 

Total P500.00 
 
 

Three (3) 
hours 
10 calendar 
days (posting 
period) 

 



4. Valid ID or Community Tax Certificate - 1 
photocopy with signature 
 

4.Government/Private Sector 
 

5.Affidavit of Legitimation(notarized) - original 
copy 

5. Local Civil Registrar’s Office/ Any Notary Public 

6.Admission of Paternity (declared on the 
COLB as unknown Father) - original copy 

6. Local Civil Registrar’s Office/ Any Notary Public 

7.Mandatory personal appearance of couple  
 

 

4. On-Time Registration of Certificate of Death 

Registration of Certificate of Death of a person who died in Legazpi City within thirty (30) days from 

the time of death. 

Office or Division: Death Registration Section 

Classification: Simple 

Type of 
Transaction: 

G2C-Government to Client 

Who may avail: General Public, Government and Private Hospital 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

CLIENT 
STEPS 

AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. SUBMIT Checks for the correctness 
and completeness of 
submitted requirements, 
process the legal 
instrument, sign and 
transmit copy to PSA 

  
 
 
 
 
 
 
 
 
 
 
Three (3) 
hours 

Civil Registrar 
 
Legal Instrument & 
Judicial Decrees Section 
Staff 
 
SAO, J. Yuson 
Asst. Registration Officer 
- L. Casquejo 
Admin Aide I - A. Vargas 

2. PAY Issue Official Receipt P250.00 
endorseme
nt fee  
 
P155.00 - 
mail fee 
 
P5.00/page 
certified 
copy by the 
LCR 

 
 
Cashier:  
I.Mendones;  
J.K. Nunez 

3. CLAIM  Issue annotated COLB and 
attachment 

 SAO, J. Yuson 
Asst. Registration Officer 
- L. Casquejo 
Admin Aide I - A. Vargas 

Total P410.00 
(total 
amount 
varies from 
the total no. 
of pages) 

3 hours  



1 Duly Accomplished Death Certificate reviewed by 
City Health Office - 4 original copies 

1. Hospital/City Health Office/other 
Medical facilities 
 

2.Burial Permit Fee/Transfer Permit Fee - 1 original 
copy 

2.City Treasurer’s Office 

3.Certification of Not Embalmed (if not embalmed) - 
1 original copy 

3.Funeral Parlor/ Informant 

4.Certificate of Cremation(if cremated) - 1 original 
copy 

4.Funeral Parlor 

5.Registration of Death Certificate 5.Local Civil Registrar’s Office 

CLIENT 
STEPS 

AGENCY ACTIONS 
FEES TO BE 

PAID 
PROCESSING 

TIME PERSON RESPONSIBLE 

1. SUBMIT Checks for the 
correctness and 
completeness of  
submitted 
requirements, assign 
registry number and 
signs the Death 
Certificate 

  
 
 
 
 
 
 
 
 
 
 
One (1) hour 

Civil Registrar 
 
Death Registration 
Section Staff 
 
Admin Aide IV - J.P. 
Pasano 

2. PAY Issue Official Receipt P30.00 burial 
fee  
 
P60.00 - 
transfer fee 
 
P30.00 - 
issuance of 
death 
certificate 

 
 
Cashier:  
I.Mendones;  
J.K. Nunez 

3. CLAIM  Issue registered 
Death Certificate 

 Admin Aide IV - J.P. 
Pasano 
Admin Aide III - 
R.A.Olimpo 

Total P120.00 One hour  

 

5. Delayed Registration of Certificate of Death 

Registration of the Certificate of Death of a person who died in Legazpi City, beyond thirty (30) days 

from the time of death or those who have no existing record from the Local Civil Registrar or PSA.  

Office or Division: Death Registration Section 

Classification: Complex 

Type of 
Transaction: 

G2C-Government to Client 

Who may avail: General Public, Government and Private Hospital / other Death attendants 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Duly Accomplished Death Certificate reviewed by City 
Health Office (Notarized) - 4 copies original  

1. Hospital/City Health Office/other 
Medical facilities 

2.Burial Permit Fee/Transfer Permit Fee - 1 original 
copy 

2.City Treasurer’s Office 

3.Certification of Not Embalmed (if not embalmed) - 1 
original copy 

3.Funeral Parlor/ Informant 

4.Certificate of Cremation (if cremated) - 1 original copy 4.Funeral Parlor/ Crematorium  



5.Burial Certificate - 1 original copy 5.Cemetery/ Church where the 
deceased was buried 

6. PSA Negative Result - 1 original copy 6.PSA 

7.Registration of Death Certificate 7. Local Civil Registrar’s Office 

CLIENT 
STEPS 

AGENCY ACTIONS 
FEES TO BE 

PAID 
PROCESSING 

TIME 

PERSON 
RESPONSIBLE 

1. SUBMIT Checks for the 
correctness and 
completeness of  
submitted requirements, 
prepare posting of Notice 
for ten (10) calendar 
days 

none  
 
 
 
 
 
 
 
 
 
 
One (1) hour 

Civil Registrar 
 
Death Registration 
Section Staff 
 
Admin Aide IV - J.P. 
Pasano 

2. PAY Issue Official Receipt P30.00 burial 
fee  
 
P60.00 - 
transfer fee 
 
P30.00 - 
issuance of 
death certificate 
 
P500.00 - 
service fee 

 
 
Cashier:  
I.Mendones;  
J.K. Nunez 

3. CLAIM  Issue late registered 
Death Certificate after 
compliance to ten (10) 
days notice of posting 

 Admin Aide IV - J.P. 
Pasano 

Total P620.00 1 hour & 10 
calendar 
days 

 

 

6. Application and Issuance of Marriage License 

Official document issued by the Civil Registrar giving authority to the applicant to marry. A process 

of applying for a license to contract marriage of couple subject to the existing laws. 

Office or Division: Marriage License and Certificate Registration 

Classification: Complex 

Type of 
Transaction: 

G2C-Government to Client 

Who may avail: General Public,  

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Birth certificate - 1 certified photocopy 1. Local Civil Registrar’s Office/ Philippine 
Statistics Authority 

2.CENOMAR - 1 original 2. Philippine Statistics Authority 

3.Valid ID - 1 photocopy with signature 3.Government/Private sectors 

4.Parental Advice (21-24 yrs. Old) - 1 original copy 
with 1 photocopy of parent’s ID 

4. Local Civil Registrar’s Office 

5.Consent (18-20 yrs. Old) - 1 original copy with 1 
photocopy of parent’s ID 

5. Local Civil Registrar’s Office 

6. Death Certificate of Spouse (for widow/widower) 
- 1 certified photocopy 

6. Local Civil Registrar’s Office/ Philippine 
Statistics Authority 



7. Legal Capacity to Marry (for foreign national) - 1 
original 

7.respective embassy 

8.Original/Certified True copy of Judicial Decree of 
Absolute Divorce/ Nullity of Marriage (for 
annulled/divorcee) - 1 certified photocopy 

8.Court 
 

9.Mandatory personal appearance  
 

 

 

 

CLIENT 
STEPS 

AGENCY 
ACTIONS 

FEES TO BE PAID 
PROCESSING 

TIME 

PERSON 
RESPONSIBLE 

1. SUBMIT Interview 
couple, 
prepares 
Parental 
Advice/ 
Consent (if 
applicable) 
and 
schedule of 
family 
planning 
and 
marriage 
counselling 
session 
 

  
 
 
 
 
 
 
3 hours 

Civil Registrar 
 
Marriage Registration 
Section Staff 
 
Admin Aide IV - V. 
Macasinag 
 
Admin Aide III - M. 
Lorilla 

2. PAY and 
attend the 
Family 
Planning/ 
Marriage 
Counselling 
Seminar as 
scheduled  

Issue 
Official 
Receipt; 
prepares 
Marriage 
License 
application, 
issue claim  
stub  and 
post/mail 
Notice of 
Publication 
within 10 
days 

Family Planning fee: 100.00 
 
Application fee: 300.00 
 
Marriage license fee:P 
200.00 
 
Solemnization fee 

Cashier:  
I.Mendones;  
J.K. Nune 

3. CLAIM Release 
Marriage 
License 
after 10 
days notice 

 10 days Civil Registrar 
 
Admin Aide IV - V. 
Macasinag 
 
Admin Aide III - M. 
Lorilla 

Total P1, 100.00 3 hours 
10 days 
posting 
period 

 



7. Registration of On-Time Marriage Certificate 

A process of registering Certificate of Marriage solemnized in Legazpi City within fifteen (15) days 
with Marriage License and thirty (30) days with Affidavit of Cohabitation/ P.D 1083. 
 

Office or Division: Marriage License and Marriage Certificate Registration 

Classification: Simple 

Type of 
Transaction: 

G2C-Government to Client 

Who may avail: General Public,  

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Duly Accomplished Marriage Certificate (4 copies) 

  -with attachment of: 

    For Article 34- Affidavit of Cohabitation 

    Dowry Agreement Form, Marital Settlement Agreement/ 
Prenup 

Local Civil Registrar Office 
 
 
Applicant 

CLIENT 
STEPS 

AGENCY 
ACTIONS 

FEES 
TO BE 
PAID 

PROCESSING 
TIME PERSON RESPONSIBLE 

1. SUBMIT Checks for the 
correctness of 
entries and 
completeness of  
submitted 
requirements, 
assigns Registry 
number and sign 

 
 
 
 
 
 
 
 
 
 
none 

 
 
 
 
 
 
 
 
 
 
One (1) hour 

Civil Registrar 
 
Marriage Registration Section 
Staff 
 
Admin Aide IV - V. Macasinag 
 
Admin Aide III - M. Lorilla 

2. CLAIM Issue Registered 
Certificate of 
Marriage 

Admin Aide IV - V. Macasinag 
 
Admin Aide III - M. Lorilla 

Total None 1 hour  

 

8. Delayed Registration of Marriage Certificate 

A process of registering a Certificate of Marriage solemnized in Legazpi City beyond fifteen (15) 
days with Marriage License and thirty (30) days with Affidavit of Cohabitation/ P.D.1083. 
  

8.1 Reconstruction of Marriage Certificate 

A process of reconstructing Marriage Certificates based on unregistered Marriage certificate/ 

Matrimony of marriage  

 

Office or Division: Marriage License and Certificate Registration 

Classification: Complex 

Type of 
Transaction: 

G2C-Government to Client 

Who may avail: General Public 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

• Delayed Registration: 
1. Duly Accomplished Marriage Certificate 
(4copies)/ Affidavit of Delayed Registration 

   2. Negative Result of Marriage - 1 original 

1. Church/ Mayor’s Office/ RTC 
2. PSA 

• Reconstruction of Marriage Certificate 
1.CENOMAR - 1 original 
2.Negative Result of Marriage - 1 original 
3.Certificate of Marriage/Matrimony - 1 original 

1.PSA 
2.PSA 
3.Church/Mayor’s Office/RTC 
4.Client/LCR/PSA 



4.Birth certificate of children with correct date of 
Marriage - 2 certified photocopies 
5. Affidavit of 2 Disinterested Person- 1 original 

5.Notary Public/ Civil Registrar 
 

CLIENT 
STEPS 

AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSING 
TIME  PERSON RESPONSIBLE 

1. SUBMIT Checks for the 
correctness of entries 
and completeness of  
submitted 
requirements, prepare 
Certificate of Marriage, 
post notice of 
publication; register 
and signs the 
Marriage Certificate 
after 10-day posting 
period 

 
Service fee: 

P500.00 
 
 
 
 
 
 
 
 

none 

 
 
 
 
 
 
 
 
 
 

One (1) hour 

Civil Registrar 
 
Marriage Registration 
Section Staff 
 
Admin Aide IV - V. 
Macasinag 
 
Admin Aide III - M. Lorilla 

2. PAY Issue Official Receipt 
and claim stub 

Cashier:  
I.Mendones;  
J.K. Nune 

3. CLAIM Release Marriage 
Certificate after 10-day 
posting period  

none 10-day notice 
of posting  

Civil Registrar 
 
Admin Aide IV - V. 
Macasinag 
 
Admin Aide III - M. Lorilla 

 Total P500.00 1 hour 
10-day 

posting period 

 

 

9. Issuance of Certified True/Xerox Copies of Civil Registry Records 

A process of acquiring certified true/photocopy of Birth, Marriage, Death Certificates and other civil 
registry records, registered in Legazpi City. 
 

Office or 
Division: 

Archives Section 

Classification: Simple 

Type of 
Transaction: 

G2C-Government to Client 

Who may avail: General Public 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1.Verification Form - properly filled-up and signed 
by the requesting party 

1. Local Civil Registrar Office 
 

2. Valid ID - 1 photocopy with picture and 
signature 

2.Government/Private Sector 

4. Authorization Letter of the document owner / 
Affidavit of Kinship 

3.Owner of the Document/Authorized 
person 
 

 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO BE 
PAID 

PROCESSING 
TIME  PERSON RESPONSIBLE 

1. SUBMIT Verify and sign 
the requested 

  
 

Civil Registrar 
 



Civil Registry 
Document 
(CRD) 

 
 

1 hour 

Archives, Admin  & 
Information Division staff 

Admin Officer I - C.K. 
Nemir 
Asst. Registration Officer - 
L. Casquejo 

2. PAY Issue Official 
Receipt 

Local: P100.00 
Abroad: 
P200.00 
 

 
Cashier:  
I. Mendones 
J.K. Nunez 

 
 

3. CLAIM Release of 
requested CRD 

 Information staff 

Total Local: P100.00 
Abroad: 
P200.00 

1 hour  

 

10. Electronic Endorsement 

A process of submitting the newly registered copy of Birth, Marriage, and Death certificate to PSA 
in the current month for immediate PSA copy in SECPA (security paper). This also includes 
endorsing a copy to PSA for negative issued certification but available at the Local Civil Registrar 
including those who have blurred/ unreadable copies. 
 

Office or 
Division: 

 Archives Section 

Classification: Simple 

Type of 
Transaction: 

G2C-Government to Client 

Who may avail: General Public 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

A. ADVANCE ENDORSEMENT:  

1.3 copies of Transmittal Letter Local Civil Registrar 

2. OCRG copy of Municipal Form 102/103/97 Local Civil Registrar 

3. Client’s Proof of Urgency Government/Private Sector 

4. 3 copies of Letter Request Local Civil Registrar 

5. Valid ID Government/Private Sector 

B. NEGATIVE TO PSA CRS  

1. PSA Negative Certification PSA 

2. 3 copies of Transmittal Letter Local Civil Registrar 

3. 1 copy of Form 1A/2A/3A Local Civil Registrar 

4. 1 certified copy of Registry Book Local Civil Registrar 

5. 1 certified copy of Municipal Form 
102/103/97 

Local Civil Registrar 

6. 3 copies of Letter Request Local Civil Registrar 

7. Valid ID Government/Private Sector 

C. BLURRED/ ILLEGIBLE ENTRIES  

1. Blurred PSA-SECPA PSA 

2. 3 copies of Transmittal Letter Local Civil Registrar 

3. 1 copy of Form 1A/ 2A/ 3A Local Civil Registrar 

4. 1 certified copy of Registry Book Local Civil Registrar 

5. 1 copy of Municipal Form 102/103/97 Local Civil Registrar 

6. 3 copies of Letter Request Local Civil Registrar 

7. Valid ID Government/Private Sector 



CLIENT 
STEPS 

AGENCY 
ACTIONS 

FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON RESPONSIBLE 

1. SUBMIT Verify the Civil 
Registry 
Document (CRD) 
and sign/ transmit 
endorsement letter 
to PSA 

  
 
 
 

1 hour 

Civil Registrar 
 

Archives, Admin  & 
Information Division Head 

 
Admin Officer I - C.K. Nemir 
 
Asst. Registration Officer - L. 
Casquejo 

2. PAY Issue Official 
Receipt 

Electronic 
Endorsementf
ee: P100.00 

 
Certified copy 
per page 
(registry 
book): 
5.00/page 

 
Cashier:  
I.Mendones 
J.K. Nunez 

 
 

3. CLAIM Release of PSA 
SECPA after 1 
month 

  

Total P100.00 1 hour 
4 weeks from 
PSA 

 

 
11. Processing of Petitions for R.A 9048 and R.A 10172 
      (Change of First Name and Correction of Clerical Error in Civil Registry Records)  
      Administrative procedure on correction of erroneous entries in the Civil Registry documents.  

 

Office or 
Division: 

Court Decrees and Legal Instrument Unit 

Classification: Complex 

Type of 
Transaction: 

G2C-Government to Client 

Who may avail: General Public, Clients/Applicants 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

CHANGE IN FIRST NAME  

1. Child’s COLB - 2 certified photocopies PSA/ LCR 

2. NBI and Police clearance with specific purpose, 
Change in First Name - 2 original copies 

NBI/ PNP 

3. Employer’s certification of No Pending Administrative 
Case/Charge if employed - 2 original copies 

Applicant’s employer 

4. Affidavit of Non-Employment/ Self Employment (if 
applicable)  - 2 original  copies 

Law Office 

5. Newspaper clippings & Publisher’s Affidavit of 
Publication - 2 original copies 

Local Newspaper 

6. At least 3 of the following documents: 2 original/ 
certified photocopies 

    Baptismal certificate; School Records, Driver’s 
License/ IDs/ Certificate of Marriage/ Children’s 
COLB, BIR Record, SSS/Pag-Ibig Record, 
Passbook/Bankbook 

Church/ School/ LTO/ PSA/ LCR/ 
BIR/ SSS/ Pag-ibig/ Bank 



CORRECTION OF CLERICAL ERROR  

1. Civil Registry Documents with erroneous item 
subject for correction - 2 PSA copy/certified photocopy 

LCRO and PSA 
 

2.Petitioner’s parents and sibling’s COLB (Birth 
Certificate) - 2 certified photocopies 

LCRO and PSA 
 

3.Petitioner’s Marriage Certificate (if married) and 
his/her children’s COLB (Birth certificate) - 2 certified 
photocopies 

LCRO and PSA 
 

4. Petioner’s personal documents bearing the correct 
items in reference to his civil registry documents sought 
to be corrected - 2 certified photocopies 

(e.g. Baptismal certificate; School Records, Driver’s 
License/ IDs/ Certificate of Marriage/ Children’s COLB, 
BIR Record, SSS/Pag-Ibig Record, 
Passbook/Bankbook) 

Church/ School/ LTO/ PSA/ LCR/ 
BIR/ SSS/ Pag-ibig/ Bank 

MANDATORY REQUIREMENTS FOR Correction of 
Gender/Sex/ Date of Month and Birth Date per Rule 
7.1 of RA 10172 

 

1. Certified true copy of the Certificate or certified 
transcription of the certified true copy of the page of the 
registry book containing the entry/ies sought to be 
corrected/change. 

PSA/ Local Civil Registrar 

2. Earliest school record/ school documents/ affidavit 
that the document owner never entered school 
(Elementary and High School) 

School 

3. Medical record/ Baptismal certificate Hospital/ Physician 

4. Baptismal certificate/affidavit if none; other 
documents issued by religious authorities 

Church 

5. Clearance or certification that the owner of the 
document has no pending administrative, civil or 
criminal case or no criminal record, which shall be 
obtained from the following: 

5.1 Employer if employed/ Affidavit of non-
employment/self employment 

5.2 National Bureau of Investigation 

5.3 Philippine National Police  

 
 
 
Government/private entity 
NBI 
PNP 

6. Affidavit of Publication from the publisher that the 
petition has been published for at least once a week for 
two(2) consecutive weeks, and a copy of the 
newspaper clipping 

Local Newspaper publisher 

7. Notice and certificate of Posting  Local Civil Registrar 

8. Certification issued by the City/Municipal Health 
Officer where the petition for the correction on the entry 
of sex was filed certifying that the petitioner has not 
undergone sex change or sex transplant 

Government Health Officer 

5.Additional documents which the petitioner or the 
Local Civil Registrar may consider relevant and 
necessary for the approval of the petition 

 
 

NOTE: Petition shall not be accepted unless all the 
requirements and supporting documents are complied 
and complete 

 

 

 



CLIENT 
STEPS 

AGENCY ACTIONS 
FEES TO BE 

PAID 
PROCESSING 

TIME  
PERSON 

RESPONSIBLE 

1. SUBMIT Interview, evaluate, 
prepare, sign and 
post the petition at 
the City Hall bulletin 
board 

none 2 hours Civil Registrar 
 

Legal Instrument & 
Judicial Decrees 
Division Staff 

 
Supervising 
Administrative Officer, J. 
Yuson 
Asst. Registration 
Officer, L. Casquejo 
Admin Aide I, M.Binas 

 

2. PAY Issue Official receipt P3,200.00 
change of 
First 
name/Correcti
on of Sex, 
date of birth 
and month 
 
P1,200.00 
Correction of 
Entry 
 
(Additional of 
P300.00 for 
endorsement 
fee to PSA, 
Legal)  
 
Petitioner with 
Certificate of 
Indigency is 
exempted 
from payment 
of filing fee 
 
P5.00 per 
page for 
authentificatio
n fee of 
supporting 
documents 

Cashier: 
 

Admin Aide I, 
I.Mendones 
Admin Aide I, J.K. Nunez 

3. Submit the 
clippings and 
publisher’s 
affidavit of 
publication 
within the 
prescribed 
period 

Approval of petition 
and   send it to PSA 
Legal Service, 
Quezon City for 
AFFIRMATION  

Publication 
fee paid to the 
publisher 

Publication is 
Within 2 
consecutive 
weeks; 
PSA 
affirmation is 2-
5 months 

Publisher 
 
 
 
Local Civil Registrar/ 
PSA 



4. Receives a 
certified Xerox 
copy of the 
AFFIRMED 
Petition with 
certificate of 
Finality and 
the 
annotated/corr
ected civil 
registry 
documents 
subject of 
petition 

Upon receipt of the 
OCRG AFFIRMED 
Petition, prepares 
certificate of Finality 
and annotated copy 
of the 
subject civil registry 
record; Endorses a 
copy to PSA CRS for 
up-dating of the 
client’s records on 
PSA Data thru 
Decap 
(decentralized copy 
annotation). 

Certified true 
copy: P150.00 
 
P5.00/page 
authentication 
fee 

 Local Civil Registrar/ 
PSA 
Legal Instrument & 
Judicial Decrees 
Division Staff 

 
Supervising 
Administrative Officer, J. 
Yuson 
Asst. Registration 
Officer, L. Casquejo 
 

 

12.Processing of the Application for Change of Surname per R.A 9255  

Administrative process of petition for change of Child’s surname registered in Local Civil Registrar 

Legazpi City 

Office or 
Division: 

Court Decrees and Legal Instrument Unit 

Classification: Complex 

Type of 
Transaction: 

G2C-Government to Client 

Who may avail: General Public, Clients/Applicants 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Certified Xerox copy of the child’s LCRO and PSA 
Copy - 1 

1. LCRO and PSA 

2. Subscribed Affidavit to Use the Surname of the 
Father: - 3 original copies/ PERSONAL 
APPEARANCE 
a. For the child age 0-7 years old   -   mother/legal 
guardian 
b. For the child age 7 – 17 years old   -  child with 
notarized attestation of the mother/ legal guardian 
c. For the Child 18 years above - child 

2. LCRO or any Notary Public 
 

1. Notarized  Father’s Admission of Paternity for 
child unrecognized by the natural father in the 
child’s COLB - 3 original copies 

3. LCRO or any Notary Public 
 

CLIENT 
STEPS 

AGENCY ACTIONS 
FEES TO BE 

PAID 
PROCESSING 

TIME  PERSON RESPONSIBLE 

1. SUBMIT Evaluate the 
completeness and 
veracity of entries on 
the documents 
submitted and the 
real filiation and   
true identity of the   
father executing the 
Affidavit of 
Admission   of 
Paternity; prepare 
the Certificate of 
Registration and 

  
 
 
 
 

2 hours 

Civil Registrar 
 

Legal Instrument & Judicial 
Decrees Division Staff 

 
Supervising Administrative 
Officer, J. Yuson 
Asst. Registration Officer, 
L. Casquejo 
Admin Aide I, M.Binas 

 



Annotated   birth 
certificate of the 
child 

2. PAY Issue Official 
Receipt 

P200.00 
(Authentication 
Fee) 
 
P100.00 
 (if with 
Paternity) 
 
P155.00 
(Mailing Fee) 
 
P5.00/page 
(Certified 
Photocopy 
from the 
Original by the 
LCR) 

 

Cashier: 
 

Admin Aide I, I.Mendones 
Admin Aide I, J.K. Nunez 

3. CLAIM a 
copy of the 
child’s 
annotated 
COLB 

Endorse to PSA a 
copy of the   same 
registered   
documents for up-
dating in PSA data 
of the child’s record 
on PSA database 

  Civil Registrar 
Supervising Administrative 
Officer, J. Yuson 

 TOTAL  2 hours  

 

13.Registration of Court Decrees/Order: Adoption, Nullity of Marriage, Legal Separation 
Court Issuances  
 

Registration of court processes affecting civil status of a person and issuance of annotated civil 

registry records effecting a court decree 

 

Office or 
Division: 

Court Decrees and Legal Instrument Unit 

Classification: Complex 

Type of 
Transaction: 

G2C-Government to Client 

Who may avail: General Public 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Certified Xerox copies of the Court Decision - 4 
original copies 
2. Certified Xerox copy of the Certificate of Finality, 
Entry of Judgment, Decree of Adoption and 
Nullity/Annulment of Marriage - 4 original copies 
Additional requirement if DECISION was not issued 
by RTC, Legazpi City  
3. Certificate of Registration and Authenticity of 
Court Decision issued  by the Local Civil Registrar 
where the  Court is located 

1. Court where the DECISION was issued 
2. Court where the DECISION   was 
issued  
 
 
3. Local Civil Registrar where the issuing 
the ORDER/DECISION is located 

 



CLIENT 
STEPS 

AGENCY ACTIONS 
FEES TO BE 

PAID 
PROCESSING 

TIME  PERSON RESPONSIBLE 

1. SUBMIT 
the Court 
DECISION/O
RDER, 
together with 
the 
Certificate of 
Finality/Entry 
of 
Judgment/De
cree  

Examine and 
evaluate  the 
completeness and 
veracity of Court 
Decree; Register in 
the Registry Book of 
Court Decree; 
Prepare and sign the 
Certificate of 
Registration and 
annotated civil 
registry documents 
subject of the Court 
Order/Decree 

  
 
 
 
 

2 hours 

Civil Registrar 
 

Legal Instrument & Judicial 
Decrees Division Staff 

 
Supervising Administrative 
Officer, J. Yuson 
Asst. Registration Officer, 
L. Casquejo 
Admin Aide I, M.Binas 

 

2. PAY Issue Official 
Receipt 

P500.00 
(Registration 
of Application 
of Foreign 
Decree or 
Adoption) 
 
P700.00 
(Registration 
of annulment/ 
declaration of 
nullity of 
marriage) 

 
P5.00/page 
(Certified 
Photocopy 
from the 
Original) 

Cashier: 
 

Admin Aide I, I.Mendones 
Admin Aide I, J.K. Nunez 

3. CLAIM the   
annotated 
civil registry 
documents 
subject of the 
Court Action 

Endorse subject 
document to PSA, 
Quezon City for 
updating in PSA 
database 

  Civil Registrar 
Supervising Administrative 
Officer, J. Yuson 

 Total  
 

 
 

2 hours  

 

14.Supplemental Report  

Additional report on civil registry document filed for the purpose of supplying information that was 

omitted at the time the certificate was originally registered.  

 

Office or Division: Court Decrees and Legal Instrument Unit 

Classification: Complex 

Type of Transaction: G2C-Government to Client 



Who may avail: General Public, Clients/Applicants 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Certified copy of the LCRO and OCRG birth, death 
and marriage certificate - 1 original, 1 certified 
photocopy 

1. CRO and PSA 

2. Subscribed Affidavit of Supplemental Report 
stating the reason why the entry was not properly 
filled up during registration - personal appearance, 2 
original copies 

2. LCRO or Notary Public  
 

3. Any document bearing the correct information for 
the item to be supplemented/added - 1 original copy 

3. Issuing Office/agency 
 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO BE 
PAID 

PROCESSING 
TIME  

PERSON 
RESPONSIBLE 

1. SUBMIT Evaluate   
the 
document   
submitted 
and prepare 
the   
supplementa
l item in 
Municipal 
Form No. 1A; 
Prepare the 
annotated    
civil registry 
records and 
endorsement 
to PSA for 
the needed 
up-dating in 
PSA data 
base 
effecting the 
supplementa
l data.  

 2 hours Civil Registrar 
Supervising 
Administrative Officer - 
J.B. Yuson 
Asst. Registration Officer 
- L.Casquejo 
Admin Aide ! - A.Vargas 

2. PAY  
Issue Official 
Receipt 

P200.00 Cashier: 
I. Mendones, 
 J.K. Nunez  

3. CLAIM Release 
copy  

 Admin Aide I - A.Vargas 

Total P200.00 2 hours  

 

15.Issuance of Other Certificates Relative to Civil Registration  

Issuance of Civil-Registry related certifications requested by the client for legal and reference 

purposes. 

 

Office or 
Division: 

 Birth, Marriage, Death and Archives Section 

Classification: Simple 
 

Type of 
Transaction: 

G2C-Government to Client 

Who may avail: General Public, Clients/Applicants 



CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

 

1. Application/Verification Form - 1 original copy 

2. Letter-request - 1 original copy 

 

 
1.LCRO 
2.Government/Private agency 
 

CLIENT 
STEPS 

AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME  PERSON RESPONSIBLE 

1. SUBMIT Search record, 
prepare and sign 
certification 

  
 
 
 

1 hour 

Civil Registrar 
Admin Officer IV - C.K. 
Nemir 

2. PAY Issue Official 
Receipt 

P100.00 Cashier: 
I.Mendones, 
J.K. Nunez 

3. CLAIM Release the 
document 

 Admin Officer IV - C.K. 
Nemir 

Total P100.00 1 hour  

 

16. Email Assisted-Online Inquiry/Verification for Birth, Death and Marriage Certificates 

A process of addressing online inquiries/verification about birth, death and marriage certificates. 

Provide relevant details regarding the full name of the individual, date/place of birth/marriage/death 

and other helpful information. 

Office or Division:  Birth, Marriage, Death and Archives Section 

Classification: Simple 
 

Type of Transaction: G2C-Government to Client 

Who may avail: General Public, Clients/Applicants 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Email Request Letter provided with complete 
information 

1.Individual/owner 

2.Verification Form 2.Local Civil Registrar 

3.Authorization Letter (if the requester is not the 
owner of the document) 

3. Individual/Owner of the document 

4.Valid ID 4.Government/Private Sector 

CLIENT 
STEPS 

AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESS
ING TIME  

PERSON RESPONSIBLE 

 SUBMIT Received and verify 
inquiry 

None  
 2 hours 

 
 

Civil Registrar 
Admin Officer I 
 - C.K. Nemir 

Total None 2 hours  

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

FEEDBACK AND COMPLAINTS MECHANISM 

How to send Feedback Accomplish/ Fill-up the Customer Feedback form available at 
Information Desk of our office.  

How feedbacks are processed Once the feedback is received, it will be forwarded and endorsed 
to the concerned section/ person for appropriate action. 

How to file a complaint 
 
 

Accomplish Client’s Complaint/ Feedback Form with Public 
Assistance and Complaints Desk (PACD) 
Clients inquiries, feedback mechanisms, suggestions, 
recommendation as well as complaints may be sent to: 
1. Priscilla L. Galicia(OIC-CCR)- 09954697747  
2. Juan B. Yuson (SAO) - 09358185300 
3. Corazon Kim E. Nemir (Admin.Officer I)-  09369700665 
Email Address: legazpicivilregistrar@gmail.com 

How complaints are processed The office evaluates the Accomplished PACD Form and 
interviews the complainant; endorses the complaint to the 
concerned staff/ Local Civil Registrar. 
The Local Civil Registrar calls the attention of the concerned 
person being complained for appropriate action and provides 
feedback. 

Contact Information of CCB, 
PCC, ARTA 

LCRO Office- CP# 09606884345 
Email Address: legazpicivilregistrar@gmail.com 
Ground Floor, City Hall Building, Rizal St. Legazpi City 
 

mailto:legazpicivilregistrar@gmail.com

