C LT ENT

FLOW CHART FOR APPLYING DELAYED REGISTRATION OF CIVIL REGISTRAR RECORDS

If lack of Information

A

Presentation of

documents
Present
document for
delayed
registration

2

Payment of Fees

8

Release of Documents

A

The EIC releases the
duly signed registered
documents

A 4

Pay the Required Fees
at the City Treasurer’s
Office

3

Verification

EIC verifies from

7

Review and
Approval
The CCR or
Asst. City Civil
Registrar
reviews then
signs the
documents

A 4

Database whether the
record is  already
available

4

Submission of Requirements

6

Publication

EIC records the

A 4

Submit the supporting
documents

EIC examine the
documents

A 4

A

documents in a record
book. Come back after
the 10-days
reglamentary
publication records

5

Interview and Oath
see the City Civil
Registrar or Assistant
City Civil Registrar
for Interview




C LT ENT

If lack of documents

FLOW CHART FOR APPLYING FOR MARRIAGE LICENSE

A

Application

examination
requirements

and
of

Present the required

supporting
documents

A

6
Release of License
EIC Releases the

duly Signed Marriage
License.

A 4

2

Preparation of Application
Form

EIC types the required
information on the
application form

Review the typed
information on the form.
Afterwards, sign the same.
Parents must also sign the
form if parental
consent/advice is reauired.

A

5
Review and Approval
The Civil Registrar

Reviews the Signs the
Documents

A 4

3
Payment of Fees
Pay the required fees

at the City Treasurer’s
Office

>
l

City Civil
Registrar
Subscription
and Publication




C LT ENT

FLOW CHART FOR SECURING REGISTRATION OF BIRTH AND MARRIAGE CERTIFICATES

If the documents have
problems

A

Presentation and examination
> of documents

Employee-in-charge (EIC)
examines the document, checking
whether it is being submitted on
time and the entries are properly
filled up

Releases the Documents to the Client

A

2
Verification
EIC verifies from Database

whether the record is already
available

Signature of the
Civil Registrar or
Assistant City Civil

\ &

Registrar and Signs
the registered Civil
Registry Documents

A 4

A

4

Registration of Documents

EIC registers the documents copies of
the registry document are retained as
file copies of the office and the
National Statistics office




FLOW CHART FOR REQESTING ENDORSEMENTS OF REGISTRY RECORDS TO THE CIVIL REGISTRAR-GENERAL

C LT ENT

If the
have problems

documents

If not available

1
i

Submit Request
Approach the employee-
in-charge (EIC) and
request for an

endorsement of your
record to the NSO.

Show your NSO Negative Result
Certification. This must have
been issued within the past 6
months.

A

6

Release of Documents

EIC  Release the [
documents to the

Client

A 4

2
Verification

City Civil Registrar
staff verifies from a
computer Database
whether the requested
record is available

5

Review and
Approval

The City Civil
Registrar or Asst. City
Civil Registrar reviews
then signs the
documents

A 4

3

Payment of Fees

Pay the required
endorsement fee at the City
Treasurer’s Office and
Philippine Post Office for
Money Order to the NSO
for security Paper (SECPA)

A 4

A

4

Preparation of Endorsement

EIC prepares a certification
or certified machine copy of
the documents as well as an
endorsement letter to the
NSO




C LT ENT

FLOW CHART FOR FILING PETITION FOR CHANGE OF FIRST NAME (CFN) OR CORRECTION OF CLERICAL ERRORS (CCE)

If he/she can 2 3 5 6
il RA 9048 List of requirements
avai ];iscusislilotr’l of remedi(;:s CCR or EIC hands
< 9‘}11 ";11 © pf;tseme over a list of Submit of Payment of fees Preparation  of
Presentation with the remedies supporting documents Requi ts Petiti
of Problem available-whether to required in filing the equirements . etition

» /' Approach the » file apetiti(.)n for P petition. Submit all the required Pay the reqUIred » Go back to LCR
employee-in-charge or change of first name or Complete these supporting documents to the fees at the Clty .
the city civil registrar a petition for ; EIC. The EIC or CCR will , EIC prepares the

CCR}: and inf ) . requirements  before . . Treasurer’s T .
ihem ;h?:lt ;l)lr]oﬁggnmq in correction of clerical proceeding to the next éhed(l if lhzsz alre aul.l;.enélc' . petition. Slgn the

your registry record. CITOrS. step. ompiete and duly certifiec: Office. same.
If lack of supporting documents
Y
13 11 10 9 8 _
If the petition affirmed T ittal £ Publicati d Review and
Release of Review and . ¢ petition affirme ransmitta 0 ublication an administration of
approval the civil PI'Cp aration of by the NSO. The petition to NSO posting oat
< documents registrar  review documents - petitioner will pay the |4 P EIC  prepares  the |g Bring the petition
A EIC an%i sion - required fees at the | CC_R_ approves the < required  publication. and all supporting
documents & CTO and  secure petition. Then The publication will be documents to the
releases the : EIC prepares the money order to post send thru LBC to posted for: CCR for review and
ffice for payment o * 2 weeks — for CFN ’
nts o pay .
documents docume SECPA to NSO NSO * 10 days — for CCE




FLOW CHART FOR REQUESTING CERTIFIED COPY AND CERTIFICATION OF BIRTH, MARRIAGE AND DEATH

I E N T

L

Lack of Data

A

If no Record

Request fill up a service

request and submit it to
the employee-in-charge
(EIC)

Issuance of documents

A

Claim the  requested
document of the releasing
window and sign the
logbook.

A

A 4

2

LCR staff verifies
availability of the civil
registry  documents in
their computer database.

3

Order of payment if the
record is available EIC
issues an order of payment

Approval of  civil
registrar Actg. City
Civil Registrar or Asst.
City Civil Registrar
signs the documents.

\ A

A 4

4
Payment of fees present
the order of payment to
the CTO and pay the
required fees. You will be
issued an official receipt.

A 4

5

Go back to the CCRO and
present your official receipt
EIC. The O.R. and request are
the forward to the Achieves

A 4

A

6

Preparation of requested civil registry
documents. The Certified machine copy
and certification of the requested civil
registry document is prepared.

EIC checks/reviews the correctness of
the entries in the civil registry
documents.




