
FLOR CHART FOR REGISTRATRION OF DEATH CERTIFICATES 
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1 
 
For deaths  outside a hospital 
only 
 
 
The EIC prepares the death 
certificate  

2 
 
For deaths outside the hospital 
 
 
The City Health Officer 
reviews/examines and signs the 
document. He takes note of the 
cause of death 

3 
 
Certification of 
Embalmer  
 
 
To be signed by 
the Embalmer 
 

9 
 
Releases 
Documents to 
Clients 

8 
Registration of 
Documents 
submit the 
Document for 
Registration and 
keeps copies for 
City Civil 
Registrar and 
NSO 

5 
 
Reviewed by 
the City 
Health 
Officer  

4 
Payment of fees 
 Pay the 
corresponding 
fees at the City 
Treasurer’s 
Office 
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Signature 
of the civil 
registrar or 
Assistant  

 Examination of documents 
EIC examines the 
documents presented 
he/she properly filled up 
and is being submitted 
on time  

67

If the document have problem 



Flow Chart for Registration of Legal Instruments 
 
 

         
                                           
        
 
 
        
 
 
 
 
 
 
 
 
               
 
                                                 
 
 
 
 
 
 
 
 
 
 
 
 
 

2 
 
Examination of 
documents  
 
EIC examines the 
presented documents 
to authority 

3 
 
Payment of the pay 
the required fees at 
the city treasurer’s 
office 

4 
 
Recording of request 
show your official 
receipt to the EIC 
who records the 
request in a logbook 

8 
 
Release of documents  
 
EIC release the 
documents to the client 

7 
 
Registration of legal 
instrument and 
annotation to the 
affected civil registry 
record 

5 
 
Preparation of annotated 
records CCR staff 
prepares the annotated 
civil registry records 

 
 
 

Presentation of 
documents present 
the required 
documents to the 
EIC 

 

1

Review and Approval 
the city civil registrar 
or Asst. City Civil 
Registrar reviews then 
signs the documents  
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If the documents is lack 
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Flow Chart for Registration of Court Orders/Degrees and Request for Annotated Record 

 
 
 

 
 
 

2 
 

Examination of 
documents  
 
EIC examines the 
presented documents 
for registration and 
annotation.  

3 
 

Payment of fees 
 
Pay the 
corresponding fees 
at. The City 
Treasurer’s Office 
 

6 
 

Release of requested 
record 
EIC records the 
processed court 
registration; and 
release the document. 
Sign the receiving 
logbook. 

4 
Registration of court 
order and annotation on 
affected civil registry 
record 
Show your Official 
Receipt to the EIC who 
enters the court order in 
registry book. And 
annotates the same to the 
record . 

If lack of documents 

Presentation of 
documents  present the 
required documents to 
the employee-in-
charge (EIC) 

1

Review  and 
approval  the  City 
Civil  Registrar  or 
assistant   City Civil 
Registrar  Review 
and  sign  the 
documents  

5
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