
1

Duration/

Client Service Provided
Processing 

Time

1 Fill up the request slip.
Assist client to fill up request slip

and receive the same.
5 minutes Reysabelle J. Luarez

2

Wait for feedback on the 

verification of the document. Pay 

the required fee at the Municipal 

Treasury Office (MTO). 

Search/Verify document/s

records on file/Book of Register (if

negative, advice the client to get

a copy from any PSA CRS

Outlets). 

Prepare needed document/s

and instruct the client to pay the

required fee at the Municipal

Treasury Office.

10 minutes Reysabelle J. Luarez

Staff-in-ChargeSTEP

CITIZEN'S CHARTER

LOCAL CIVIL REGISTRY OFFICE

          We, the employees of the Local Civil Registry Office commit to maintain the highest degree of honesty, 

integrity, competence, hard work, responsiveness, innovativeness, team work, open-minded and respect in the 

performance of our duties.

FRONTLINE SERVICES:

1. Issuance of Certified True/Machine Copy of Birth, Marriage, and Death Certificate

2. Registration of Vital Events (Timely Registration)

     2.1	  Registration of Birth

     2.2 	  Registration of Marriage

     2.3	  Registration of Death

3. Delayed Registration of Birth, Marriage and Death

4. Application for Marriage License

5. Legitimation of a Natural Child

6. Correction of Entry/ies of Civil Registry Documents

7. Preparation of Annotation of Birth Certificate of an Illegitimate Child to Use the Surname of the Father

8. Registration and Annotation of Court Decision and Legal Instruments

9. Endorsement of Civil Registry Records to the Civil Registrar General (PSA)

10. Issuance of Supplemental Report

11. Request of Security Papers thru BREQS

Request for Certified True/Machine Copy of Birth, Marriage, and Death Certificate

Civil Registry Documents such as Birth, Marriage and Death of clients securing a certified transcript from the

Civil Registry Office.

Requirements:

a. Valid ID

b. Authorization Letter (if other than the document owner, spouse, parents, direct descendants)

Fees: 

Certified True/Machine Copy of Birth, Death and Marriage Certificates - Php 100.00

Steps or Process



3 Present the Official Receipt.

Receive the Official Receipt.

Present the requested document

to the Municipal Civil Registrar

(MCR) for signature.

3 minutes Reysabelle J. Luarez

4
Wait for the document being

prepared/processed.
MCR reviews/signs the document. 2 minutes

Anthony Teofilo S. 

Arreo

5

Get/Receive certified copy of

document/s. Client signs Logbook

upon receipt of document/s

Record in the Logbook and

release certified copy/ies of

document/s. 

3 minutes
       Reysabelle J. 

Luarez

2.1

Duration/

Client Service Provided
Processing 

Time

1

Submit duly accomplished 

Information Sheet (Facts of Birth) 

from MHO Birthing Facility.

Receive/Review the 

document/entries according to 

guidelines.

3 minutes
Arcelina A. Bucalon /

Leslie Marie R. Cutillar

2
Wait for the document being 

prepared/processed.

Prepare the Certificate of Live 

Birth. Present the document to 

the client for review and 

correction of any error/s of 

entry/ies and signature by the 

Informant/Attendant at birth.

15 minutes
Arcelina A. Bucalon /

Leslie Marie R. Cutillar

3

Review and make necessary 

correction/s; if all entries are 

correct, affix signature on the 

document.  Return the duly 

accomplished/signed document 

to the Staff In-Charge.

Assign Registry Number to COLB 

and forward COLB for signature 

by the MCR. 

7 minutes
Arcelina A. Bucalon /

Leslie Marie R. Cutillar

4 MCR reviews/signs the COLB. 2 minutes
Anthony Teofilo S. 

Arreo

5
Get/Receive copy of document 

and sign in the Log Book.

Staff-In-Charge segregates and 

releases document owner’s copy 

to parent/representative.

3 minutes
Arcelina A. Bucalon   

Leslie Marie R. Cutillar

2.2

Duration/

Staff-in-Charge

Staff-in-Charge

Step

Step

Requirements:

a. Four (4) copies of the Certificate of Live Birth (COLB-Form 102) - duly accomplished.

Fees: None

Steps or Process

Registration of Marriage (Timely Registration)

The Certificate of Marriage of a civil or church wedding shall be registered within fifteen (15) days after the 

solemnization of marriage in the Office of the Civil Registrar of the municipality where the marriage took 

place.

Requirements:

a. Four (4) copies of Certificate of Marriage (Form 97) – duly accomplished

Fees: None

Steps or Process

Registration of Live Birth (Timely Registration)

Republic Act 3753 mandates that acts, events, legal instruments and court orders/decrees concerning the 

civil status of persons shall be recorded. The birth of a child shall be registered within thirty (30) days from 

the time of birth in the Office of the Civil Registrar of the municipality where the birth occurred.



Client Service Provided
Processing 

Time

1

Submit 4 copies of duly 

accomplished Certificate of 

Marriage (COM).

Receive document and review 

for possible error/s.
5 minutes

Arcelina A. Bucalon   

Leslie Marie R. Cutillar

2
Wait for the COM to be 

registered. 

Complete registration process 

with Registry Number.
5 minutes

Arcelina A. Bucalon   

Leslie Marie R. Cutillar

3 MCR reviews/signs the COM. 2 minutes
Anthony Teofilo S. 

Arreo

4
Get/Receive copy of document 

and sign in the Log Book.

Clerk segregates and releases 

owner’s and solemnizing officer’s 

copy.

3 minutes
Arcelina A. Bucalon   

Leslie Marie R. Cutillar

2.3

Duration/

Client Service Provided
Processing 

Time

1 Fill up and submit the request slip.

Assist client to fill up request slip 

and receive the same.

Upon completion, instruct the 

client to pay the required fee. 

10 minutes
Arcelina A. Bucalon           

Leslie Marie R. Cutillar

2

Pay the required fee at the 

Municipal Treasurer’s Office 

(MTO) and present to the Staff-In-

Charge. Wait for the document 

being prepared/processed.

Prepare the Certificate of Death 

and present the document to the 

client for review and correction of 

any error/s of entries. Accomplish 

signature of the 

Informant/Municipal Health 

Officer/Embalmer. 

20 minutes
Arcelina A. Bucalon   

Leslie Marie R. Cutillar

3

Review and make necessary 

correction/s; if all entries are 

correct, affix signature (Informant) 

on the document.  

4
Proceed to the Municipal Health 

Officer/Embalmer for signature.

Certify and affix signature on the 

Certificate of Death.  
10 minutes

Dr. Tomas B. Cruiz, MD, 

RMT, MCHM, FPSMS

Embalmer

5

Return the duly 

accomplished/signed document 

to the Staff In-Charge. Wait for 

the COD to be registered.

Receive document and 

complete registration process 

with Registry Number. Present the 

document to the MCR for 

signature.

5 minutes
Arcelina A. Bucalon   

Leslie Marie R. Cutillar

7
Get/Receive copy of document 

and sign in the Log Book.

Clerk segregates and releases 

owner’s copy.
3 minutes

Arcelina A. Bucalon   

Leslie Marie R. Cutillar

MCR reviews/signs the Certificate 

of Death. 
2 minutes

Staff-in-Charge

Staff-in-Charge

Anthony Teofilo S. 

Arreo

Step

STEP

6

Fees: None

Steps or Process

Registration of Death (Timely Registration)

The death of a person shall be registered within thirty (30) days from the time of death in the Office of the

Civil Registrar of the municipality where it occurred.

Requirements:

a. Four (4) copies of Certificate of Death (Mun. Form 103)

b. Four (4) copies of Certificate of Fetal Death (Mun. Form 103-A)



3

Duration/

Client Service Provided
Processing 

Time

1 Fill up and submit the request slip.
Assist client to fill up request slip 

and receive the same.
5 minutes

Arcelina A. Bucalon   

Leslie Marie R. Cutillar

2 Submit the required documents.

Review the completeness and 

authenticity of the documents 

submitted.  Advice client to pay 

the required fee at the Municipal 

Treasury Office.

15 minutes

                                     

Arcelina A. Bucalon   

Leslie Marie R. Cutillar

3
Pay the required fee at the 

Municipal Treasury Office.
Issue Official Receipt. 5 minutes Treasury Personnel

Staff-in-ChargeSTEP

Steps or Process

Delayed Registration of Birth, Marriage, and Death

Delayed Registration of Birth, Marriage and Death must be filed at the Municipal Civil Registry Office 

following the lapse of the prescribed period of fifteen (15) for Marriage/thirty (30) days for Birth/Death after 

the occurrence of the event.

Requirements:

a. Negative Certification from PSA

b. Affidavit of Two (2) Disinterested Persons (Delayed Registration) 

Additional Requirements:

For Birth Certificate

a. Any two (2) of the following:

    - Baptismal Certificate                                               - Voter's Registration Record

    - School Records                                                        - Medical/Immunization Record

    - Barangay Certification (Facts of Birth)

b. Certificate of Marriage, if married

c. Barangay Residency Certification

d. Philippine ID

e. Valid ID / Cedula

f. 2 copies 2x2 photo ID (un-edited, white background, taken within 3 months)

g. Any two (2) documentary evidences showing the identity of the parents:

    - Parents' Certificate of Baptism/Live Birth, Valid ID

    - Parents' Certificate of Death (for the deceased)

    - Parents' Certifiate of Marriage (if married)

    - Sibling's Certificate of Live Birth (at least one)

h. Certificate of Death of the Document Owner, if deceased

i. Affidavit of Discrepancy

For Death Certificate

a. Church Certificate of Death

b. Burial/Grave picture (showing the name and date of death)

c. Certificate of Burial/Cremation or other means of corpse disposal

d. Barangay Certification (Facts of Death)

d. Informant's Valid ID

For Marriage Certificate

a. Certification from the Church or Court where the event was solemnized

b. Old Marriage Certificate, if available

c. Child's Certificate of Live Birth with Date and Place of Marriage of Parents

d. CENOMAR of both parties

e. Barangay Certification (Facts of Marriage)

f. Informant's Valid ID

Fees:

Late Registration of Birth, Death and Marriage – Php 15.00 per year



4 Present the Official Receipt.

Receive and record the receipt.  

Prepare the document and 

present the document to the 

client for review/correction of any 

error/s of entries/signature of the 

client.

10 minutes
Arcelina A. Bucalon   

Leslie Marie R. Cutillar

5

Review and make necessary 

correction/s; if all entries are 

correct, affix signature on the 

document.  Return the duly 

accomplished/signed document 

to the Staff In-Charge.  

Receive document and advice 

client to return after 10 days. 

Prepare Notice to be posted for 

10 days.

For 80 years old and above, ask 

for contact details. Advise the 

client to claim the Certificate of 

Live Birth once they receive a text 

message from the Staff In-

Charge.

5 minutes/10 

days posting 

period

Arcelina A. Bucalon   

Leslie Marie R. Cutillar

6

Return after 10 days to the 

Municipal Registry Office for the 

release of the document. 

Get/Receive copy of document 

and sign in the Log Book.

Register Birth/Marriage/Death 

Certificate duly signed by MCR. 

Clerk segregates and releases 

owner’s copy.

3 minutes

Anthony Teofilo S. 

Arreo            

Arcelina A. Bucalon   

Leslie Marie R. Cutillar

4

Application for Marriage License

All couples (either one or both must be a resident of Cantilan, SDS.) of legal ages intending to get married

must apply for marriage license at the Municipal Civil Registry Office. A Marriage License is valid in any part

of the Philippines for a period of One Hundred Twenty (120) days from the date of issue.

Requirements (original documents)

a. Certificate of No Record of Marriage – CENOMAR/PSA (both parties)

b. Birth Certificate of the Contracting Parties (LCRO/PSA)

c. At least two (2) Valid IDs of applying couple upon their personal appearance (strictly required)

d. Parental Consent (18-21 years old) or Parental Advice (22-25 years old) – duly verified and taken oath to

in front of the Municipal Civil Registrar 

e. Valid ID of parents upon personal appearance (strictly required)

f. Pre-Marriage Counseling Seminar Certificate

g. Affidavit of Cohabitation (for couples living together for five (5) years or more)

Additional Requirements:

Widow/Widower Applicants

a. Death Certificate of deceased Spouse (LCRO/PSA)

Annulled Marriage

a. Certificate of Marriage with Annotation

b. Certificate of Finality of Annulment issued by the Court

c.  Certificate of Registration from the Civil Registrar who registered the annulment papers 

Foreign Applicants

a. Passport ID

b. Stamped or printed Date of Arrival (latest) on the Passport

c. Certificate of Legal Capacity to Contract Marriage issued by the foreigner’s diplomatic official 

in the Philippines



Duration/

Client Service Provided
Processing 

Time

1 Fill up and submit the request slip.

Receive the request slip and 

interview the client. Give checklist 

of documentary requirements.

15 minutes Leslie Marie R. Cutillar

2 Submit the required documents.

Review the completeness and 

authenticity of the documents 

submitted. Instruct the client to 

pay the required fees.

10 minutes Leslie Marie R. Cutillar

3
Pay the required fees at the 

Municipal Treasury Office.
Issue Official Receipt. 5 minutes Treasury Personnel

4

Present the Official Receipt to the 

Staff-In-charge. Review and 

make necessary correction/s; if all 

entries are correct, affix signature 

on the document.  

Receive and record the receipt. 

Prepare the document and 

present the document to the 

client for review/correction of any 

error/s of entries/signature of the 

client.

10 minutes Leslie Marie R. Cutillar 

5

Return the duly 

accomplished/signed document 

to the Staff In-Charge.

Receive and record Application 

for Marriage License & set 

schedule for the issuance of 

license. Advice applicants to 

return after 10 days. Prepare 

Notice to be posted for 10 days

5 minutes/

10 days 

posting 

period

Leslie Marie R. Cutillar 

Anthony Teofilo S. 

Arreo

6

Return after 10 days to the 

Municipal Registry Office for the 

release of the document. 

Get/Receive copy of document 

and sign in the Log Book.

Release the Marriage License. 3 minutes Leslie R. Cutillar

5

Staff-in-ChargeSTEP

Steps or Process

Legitimation of a Natural Child

Legitimation is a remedy by means of which those in fact were not born in wedlock and should, therefore,

be considered illegitimate, are, by fiction, considered legitimate, it being supposed that they were born

when their parents were already validly married. Only children conceived and born outside of wedlock of

parents who, at the time of conception of the former were not disqualified by any impediment to marry

each other, may be legitimated. Legitimation of children by subsequent marriage of parents shall be

recorded in the civil registry office where the birth was recorded.

Divorced Applicant/s

a. Divorce Decree (translated if in Non-English content)

b. If foreigner is widow/widower, same requirements above applies

c. If applicant is naturalized citizen, Naturalization Papers

Fees:

a. Application Fee – Php 400.00

b. Pre-Marriage Counseling/Orientation – Php 300.00

c. Solemnizing Fee – Php 300.00



Duration/

Client Service Provided
Processing 

Time

1 Fill up and submit the request slip.

Receive the request slip and 

interview the client. Give checklist 

of documentary requirements.

15 minutes Reysabelle  J. Luarez

2 Submit the required documents.

Check the completeness and 

authenticity of the documents 

submitted. Advice client to pay 

the corresponding fee at the 

Municipal Treasury Office.

10 minutes Reysabelle  J. Luarez

3
Pay the required fee at the 

Municipal Treasury Office.
Issue Official Receipt. 5 minutes Treasury Personnel

4

Present the receipt. Wait for the 

processing of the annotated 

registry document.

Receive the receipt. Make the 

necessary annotation on the civil 

registry document (COLB) and 

prepare all the other necessary 

attachments for the MCRs 

signature.

15 minutes Reysabelle  J. Luarez

5 Review/Sign document/s. 5 minutes
 Anthony Teofilo S. 

Arreo

6
PSA-OCRG annotates the civil 

registry document (COLB)
30 days PSA-OCRG Personnel

7
Get/receive the annotated 

registry document (COLB).

Record and release the 

document/s (owner’s file copy).
3 minutes Reysabelle  J. Luarez

6

Staff-in-ChargeSTEP

Requirements:

a. PSA Certificate of Live Birth of the Child 

b. Joint Affidavit of Legitimation of Parents

c. Affidavit of Admission of Acknowledgement

d. Affidavit of Consent, if child is of legal age

d. Certificate of Marriage of Parents

e. Certificate of No-Marriage (CENOMAR) of both Parents

f. Valid IDs of both Parents

c. Affidavit of Paternity, if not acknowledged by the Father

Fees:

Legitimation Fee – Php 400.00

Steps or Process

Correction of Entry/ies of Civil Registry Documents

Republic Act No. 9048 authorizes the Municipal Civil Registrar to correct clerical or typographical error/s in

an entry and/or change of first name or nickname in the civil register without need of judicial order.

Republic Act 10172 further authorizes the Municipal Civil Registrar to correct clerical or typographical

error/s in the day and month in the date of birth or sex.

Requirements:



Duration/

Client Service Provided
Processing 

Time

1 Presentation of the Problem.

Assist/Advice for remedy/ies to 

the problem. Give checklist of 

documentary requirements.

15 minutes Lyzza Marie C. Royo 

2 Submit the required documents.

Review the completeness and 

authenticity of the documents 

submitted. Instruct the client to 

pay the required fees.

10 minutes Lyzza Marie C. Royo 

3
Pay the required fees at the 

Municipal Treasury Office.
Issue Official Receipt. 5 minutes Treasury Personnel

Staff-in-ChargeSTEP

Fees:

a. Filing Fee

    - CCE                                                     - Php 1,000.00

    - Change of Name/Date of Birth/Sex    -  Php 3,000.00

b. Migrant Petition (Service Fee):

     - CCE                                                     - Php 500.00

     - Change of Name/Date of Birth/Sex    -  Php 1,000.00

c. Mailing Fee - Php 300.00

d. Other Fees (Migrant Petition) - Php 500.00

Steps or Process

I. Petition for Correction of Clerical Error

a. Accomplished Petition Form RA9048 1.1(CCE)

b. If Petitioner is not the document owner or parents or siblings, attach Special Power of Attorney

c. Certificate of Live Birth (PSA Copy)

d. Two (2) Valid IDs / Community Tax Certificate (latest)

e. Any two (2) of the following documents:

    - Baptismal Certificate

    - Earliest School Record

    - Certificate of Marriage, if married

    - COMELEC Voter’s Certificate/Registration Record

    - GSIS/SSS PhilHealth Member’s Data Record

    - Others (as required by the Civil Registrar)

II. Petition for Change of Name / Correction of entry on the DAY and/or MONTH in the Date of Birth and SEX

a. Accomplished Petition Form RA9048 / RA10172

b. If Petitioner is not document owner or parents or siblings, attach Special Power of Attorney.

If correction of Sex, personal appearance is strictly required.

c. Certificate of Live Birth (PSA Copy)

d. Two (2) Valid IDs / Community Tax Certificate (latest)

e. Any two (2) of the following documents:

    - Baptismal Certificate

    - Earliest School Record

    - Certificate of Marriage, if married

    - COMELEC Voter’s Certificate/Registration Record

    - GSIS/SSS PhilHealth Member’s Data Record

    - Others (as required by the Civil Registrar)

f. Required Clearances:

    - Certificate of Employment with no pending administrative case (for employed) or 

      Affidavit of Unemployment (for unemployed applicants)

    - NBI Clearance

    - National Police Clearance

g. Medical Certificate (No Sex Transplant) issued  by a Government Physician (for correction of sex)

h. Old Medical Records / Affidavit of No Medical Records (for correction of sex)



4

Present the Official Receipt to the 

Staff-In-charge. Review and 

make necessary correction/s; if all 

entries are correct, affix signature 

on the Petition.  

Receive the receipt. Prepare the 

Petition with assigned Petition 

Number and record in the Log 

Book. Present the document to 

the client for review/correction of 

any error/s of entries/signature of 

the client.

20 minutes Lyzza Marie C. Royo 

5
Return the duly signed Petition to 

the Staff In-Charge.

Receive duly signed Petition. 

Advice applicant to return after 

10 days. Prepare Notice to be 

posted for 10 days.

5 minutes/

10 days 

posting 

period

Lyzza Marie C. Royo 

6

MCR evaluates and decides on 

the Petition 

(approve/disapprove).

after the 10 

days posting 

period 

Anthony Teofilo S. 

Arreo

7

Return after 10 days to the 

Municipal Registry Office for the 

release of the document. 

Get/Receive copy of document 

and sign in the Log Book.

Release the 

Approved/Disapproved Petition 

(MCR level) with attachments 

(petitioner’s file copy).

3 minutes Lyzza Marie C. Royo 

8
Approved petition forwarded to 

PSA-OCRG for affirmation. 
1-2 days Lyzza Marie C. Royo 

9

Petition evaluated by PSA-OCRG 

and approval/disapproval 

returned via mail to Civil Registrar.

5 months PSA-OCRG Personnel

10
Mailed Petition received and 

logged.
3 minutes

Reysabelle J. Luarez

Lyzza Marie C. Royo

11

Approved/Disapproved Petition 

segregated and Certificate of 

Finality prepared.

20 minutes Lyzza Marie C. Royo

12

Certificate of Finality and other 

pertinent documents forwarded 

to PSA Regional Office - Butuan 

City  for annotation.

1-2 days Lyzza Marie C. Royo

13

PSA Regional Office – Butuan City 

annotates the civil registry 

document

30 days
PSA-Butuan City 

Personnel

14

Get/receive the final Approved 

Petition(PSA-OCRG) with 

attachments for annotation.

Final Approved Petition with 

attachments (petitioner’s file 

copy) released to Petitioner

3 minutes Lyzza Marie C. Royo

7

Birth Registration Process of an Illegitimate Child to Use the Surname of the Father

The Municipal Civil Registry Office processes birth registration of an Illegitimate Child to Use the Father’s

Surname pursuant to R.A. No. 9255.

Requirements:

For Birth Not Yet Registered:

a. Four (4) copies of duly accomplished Certificate of Live Birth (COLB) with Affidavit of Admission of

Paternity (AAP) at the back of the COLB signed by the father.

b. Affidavit to Use the Surname of the Father



Duration/

Client Service Provided
Processing 

Time

1
Presentation of the required 

documents.

Review the completeness and 

authenticity of the documents 

submitted. Instruct the client to 

pay the required fees.

5 minutes
Reysabelle J. Luarez

Leslie Marie R. Cutillar

2
Pay the required fee at the 

Municipal Treasury Office
Issue Official Receipt 5 minutes Treasury Personnel

3 Present the Official Receipt

Receive the receipt.  Prepare the 

Certificate of Live Birth. Present 

the document to the client for 

review and correction of any 

error/s of entry/ies  and signature 

by the Informant/Attendant at 

birth or make the necessary 

annotation on the civil registry 

document (COLB) submitted and 

prepare all the other necessary 

attachments for the MCRs 

signature.

15 minutes
Reysabelle J. Luarez

Leslie Marie R. Cutillar

5

Review and make necessary 

correction/s; if all entries are 

correct, affix signature on the 

document.  Return the duly 

accomplished/signed document 

to the Staff In-Charge (for birth 

not yet registered).

Assign Registry Number to COLB 

and forward COLB for signature 

by the MCR. 

7 minutes
Reysabelle J. Luarez

Leslie Marie R. Cutillar

6

Wait for the processing of the 

Certificate of Live Birth (COLB) or 

annotated registry document (for 

birth previously registered under 

the surname of the mother).

MCR reviews/signs the 

document/s and prepares 

transmittal letter to PSA-OCRG for 

annotation

5 minutes
Anthony Teofilo S. 

Arreo

7
Forward/Mail the documents to 

PSA-OCRG for annotation 
1 day Reysabelle J. Luarez

8
PSA-OCRG annotates the civil 

registry document
30 days PSA-OCRG Personnel

9

Receive the COLB/Annotated 

Certificate of Live Birth and other 

supporting documents

Record and release the 

documents (document owner’s 

copy)

5 minutes Reysabelle J. Luarez

Staff-in-ChargeSTEP

For Birth previously registered under the Surname of the Mother

a. Certificate of Live Birth (PSA copy)

b. Affidavit of Admission of Paternity

c. Private Handwritten Instrument (in lieu of Affidavit of Admission of Paternity) - shall be supported by any

two (2) of the documents to wit:

    - GSIS/SSS/PhilHealth Records

    - Employment Records

    - Insurance Policy

    - Statement of Assets and Liabilities (SALN)

    - Certificate of Death (if the Father is deceased)

d. Affidavit to Use the Surname of the Father

e. Valid IDs of both Parents

Fees:

Registration of AUSF – Php 150.00

Steps or Process



8

Duration/

Client Service Provided
Processing 

Time

1
Submit the requirements needed 

for endorsement/annotation.

Receive the documents. Review 

the completeness and 

authenticity of the documents 

submitted.

Advice client to pay the 

corresponding fee at the 

Municipal Treasury Office.

5 minutes Lyzza Marie C. Royo

2
Pay the required fee at the 

Municipal Treasury Office.
Issue Official Receipt. 5 minutes Treasury Personnel

3 Present the Official Receipt.

Receive the receipt. Prepare the 

Certification and Registration of 

Court Orders/Legal Instruments or 

amendment of the affected 

documents. Assign Registry 

Number to the documents. 

Records are searched from files. 

Update documents. Prepare and 

segregate 3 copies. Prepares 

transmittal/ endorsement letter to 

PSA-OCRG for annotation of the 

Civil Registry Document. 

Documents forwarded to MCR for 

signature.

25 minutes Lyzza Marie C. Royo

4
Wait for the processing of the 

annotated registry document.

MCR reviews and signs 

document/s. 
10 minutes

Anthony Teofilo S. 

Arreo

5
Forward/Mail Transmittal Letter to 

PSA-OCRG for annotation 
1 - 2 days Lyzza Marie C. Royo

6

PSA-OCRG annotates civil registry 

document affected by court 

decree

30 days PSA-OCRG Personnel

7

Receive the annotated registry 

document and supporting 

documents for endorsement to 

PSA-OCRG

Record and release the 

document/s (document owner’s 

copy)

3 minutes Lyzza Marie C. Royo

STEP Staff-in-Charge

Requirements:

a. Court Decision - 1 original, 3 certified true copies

b. Certificate of Finality – 1 original, 3 certified true copies

c. PSA Certificate of Live Birth/Marriage

Note:

a. If the Petition is filed outside of Cantilan, a Certificate of Registration from the CCR/MCR of the

City/Municipality is required and all documents must be certified true copies from the Civil Registrar of the

City/Municipality.

b. All Documents submitted shall be Certified True Copies from the Clerk of Court where the petition is filed.

Fees:

a. Annulment of Marriage                                         - Php 1,200.00

b. Divorce/Legal Separation                                     - Php 1,200.00

c. Naturalization                                                        - Php 1,200.00

d. Cancellation of Birth/Correction of Entries           - Php 100.00

Steps or Process

Registration of Court Decrees and Legal Instruments/Annotation of Civil Registry Documents

Court Decision/Order covering the status of a person must be registered in the Civil Registry Office where

the court is functioning within ten (10) days after the court decree/order has become final and executory.



9

Duration/

Client Service Provided
Processing 

Time

1
Present the Negative Certification 

of Birth/Marriage/Death from PSA.

Receive the document. 

Search/Verify records from file.

Advice client to pay the 

corresponding fee at the 

Municipal Treasury Office.

5 minutes Lyzza Marie C. Royo

2
Pay the required fee at the 

Municipal Treasury Office
Issue Official Receipt 5 minutes Treasury Personnel

4 Present the Official Receipt

Receive receipt. Prepare 

document and segregate 2 

copies. Prepares transmittal letter 

to PSA-OCRG for electronic 

endorsement. Documents 

forwarded to MCR for signature.

15 minutes Lyzza Marie C. Royo

5
Wait for the document being 

prepared/processed.

MCR reviews and signs 

document/s. 
3 minutes

Anthony Teofilo S. 

Arreo  

6

Forward/Mail the documents to 

PSA-OCRG for uploading of civil 

registry document in the 

database.

1 day Lyzza Marie C. Royo

PSA-OCRG uploads civil registry 

document in the database.
30 days PSA-OCRG Personnel

7
Receive the civil registry 

document.

Record and release the 

document/s (document owner’s 

copy)

3 minutes Lyzza Marie C. Royo

10

STEP Staff-in-Charge

Electronic Endorsement of Civil Registry Records to the Civil Registrar General (PSA)

Request for Electronic Endorsement of Civil Registry Records to the Office of Civil Registrar General (OCRG)

is the remedy when the Philippine Statistics Office does not have available record/s on civil registry

documents of clients in its database.

Requirements:

a. Negative Certification of Birth/Marriage/Death (PSA)

Fees:

a. Secretary’s Fee - Php 100.00

b. Mailing Fee      - Php 150.00

Steps or Process

Issuance of Supplemental Report

A Supplemental Report of Birth, Death and Marriage may be filed to supply information/s inadvertently

omitted when the document was registered. Every supplemental report shall contain the following items

except in the case of Certificate of Marriage wherein items (f) and (g) are not applicable:

a. Province

b. City/Municipality

c. Registry No.

d. Information inadvertently omitted in the original registration

e. Name (of child, deceased or containing parties, as the case may be)

f. Information (of the supplemental report)

g. Prepared by

h. Received at the Office of the Civil Registrar



Duration/

Client Service Provided
Processing 

Time

1
Presentation of the required 

documents.

Receive and review the 

submitted documents.
5 minutes Lyzza Marie C. Royo

2

Advice client to pay the 

corresponding fees at the 

Municipal Treasury Office.

2 minutes Lyzza Marie C. Royo

3
Pay the required fee at the 

Municipal Treasury Office
Issue Official Receipt 5 minutes Treasury Personnel

4 Present the Official Receipt

Receive receipt.

Prepare the Affidavit of 

Supplemental Report and secure 

signature of the client.

Prepares other supporting 

documents and transmittal letter 

to PSA-CRS / PSA-Butuan.

Documents forwarded to MCR for 

signature.

20 minutes Lyzza Marie C. Royo

5
Wait for the document being 

prepared/processed.

MCR reviews and signs 

document/s. 
3 minutes

Anthony Teofilo S. 

Arreo  

6

Forward/Mail the documents to 

PSA-CRS / PSA Butuan for 

annotation of civil registry 

document in the database.

1 day Lyzza Marie C. Royo

PSA-CRS / PSA-Butuan annotates 

the civil registry document.
30 days

PSA-CRS Personnel

PSA-Butuan Personnel

7
Accept the civil registry 

document.

Record and release the 

document/s (document owner’s 

copy)

3 minutes Lyzza Marie C. Royo

11

Duration/

Client Service Provided
Processing 

Time

Staff-in-Charge

Staff-in-Charge

Requirements:

a. Certificate of affected Birth, Marriage or Death Certificate (PSA Copy)

b. At least 2 documentary evidences to support the supplemental report

c. Valid ID

Fees:

a. Secretary's Fee - Php 100.00

b. Mailing Fee - Php 150.00

Steps or Process

Request of Security Papers thru BREQS

The Batch Request System (BREQS) is a scheme where the Philippine Statistics Authority authorizes a partner

to receive requests for PSA-issued copies and certifications of civil registry documents from the public and

issue the documents to its clientele.

Requirements:

a. Valid ID

b. If the requester is not the document owner / parents / siblings, attach authorization letter

Fees:

a. Certificate of Live Birth, Marriage, and Death - Php 195.00

b. CENOMAR / Advisory on Marriages - Php 250.00

Steps or Process



1 Fill-up the application form.

Receive and review the 

application form.

Ask the client for the payment 

and issue claim stub indicating 

the date of release.

5 minutes Reysabelle J. Luarez

2 Wait for the schedule of release. Process the request.
10-15 working 

days

PSA Outlet - Tandag 

Personnel

3

Claim the requested civil registry 

documents by presenting the 

claim stub. Check correctness 

and completeness of the issued 

civil registry documents. Sign in 

the Receipt and Control 

Logbook.

Hand-over the requested civil 

registry documents.
5 minutes Reysabelle J. Luarez


