OFFICE OF THE MUNICIPAL CIVIL
REGISTRAR SERVICES
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1. Issuance of Certified Copies of Birth, Marriage and Death Certificates

Office of the Municipal Civil Registrar

Simple Transaction

Government to Citizens (G2C)

Valid ID of the document owner and
authorized representative

The General Public (local and foreign)- not only those from the
municipality but also residents of other municipalities and Provinces
who were born, died and had their wedding ceremonies here.

Document owner and authorized representative

owner:

Authorization Letter
Valid ID

If the requesting party is not the document

Special Power of Attorney (SPA),

Lawyer/Notary Public
from the document owner

Official Receipt

Municipal Treasury Office

AGENCY FEES TO | PROCESSIN PERSON
CLIENT STEPS ACTIONS BEPAID | G TIME RESPONSIBLE
1. Verify/Request for | Verifies availability 10 minutes MCR STAFF
the civil registry of document
document being requested.
needed. Advise client to
pay if records are
available. Inform
also if no record
can be found.
Prepare the
requested
document
2. Client pays the Issue official Php120.0 | 3 minutes MTO STAFF
required fee at receipt 0
the Municipal Doc.
Treasury Office Stamp
(MTO) 30.00
3. Wait for the Receives the 2 minutes MGDH | (MCR) /
requested official receipt. MCR STAFF
document to be Employee signs
signed and and release the
released. document to the
client.
TOTAL: 15 minutes
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2. Registration of Certificate of Live Birth (Timely Registration and
under R.A. 9255)

Office of the Municipal Civil Registrar

Simple Transaction

Government to Citizens (G2C)

Individuals who were born in this municipality.

COLB FORM Civil Registry Office

Valid ID of the Informant

Valid ID of the parents

Affidavit of Acknowledgement/Admission
of Paternity (for non-marital child)
Affidavit to Use the Surname of the Father

(for non-marital child)

AGENCY FEES TO | PROCESSIN PERSON
CLIENT STEPS ACTIONS BE PAID G TIME RESPONSIBLE

1. Client submits the | Receive and 25 minutes MCR STAFF
required review the
documents and fills | submitted
out needed | documents  and
information in the | prepare the civil
draft COLB form | registry document
and wait while the | for registration
document is
prepared.

2. Client reviews and | Advise client to 5 minutes MCR STAFF
signs the prepared | review the
document prepared

document and

assist in affixing

his/her signature.

3.Client pays the | Issue Official | Registrati | 2 minutes MTO STAFF
required fees at the | Receipt on of
Mun. Treasury AAP/AUS
Office F -

P300.00
each

4. Wait for the | The employees’ 3 minutes MGDH | (MCR) /
document to be |signs afterwards, MCR STAFF
signed and | then release the
released copy for the client.

TOTAL:

Lawyer/Notary Public

Lawyer/Notary Public

35 minute
S
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3. Registration of Certificate of Marriage

Office of the Municipal Civil Registrar

Simple Transaction

Government to Citizens (G2C)

The General Public (local and foreign)- not only those from this
municipality but also residents of other municipalities and
rovinces who had their wedding ceremonies here.

Duly accomplished Certificate of Marriage As prepared by the office of the duly
Form authorized solemnizing officer.
Copy of Affidavit of Cohabitation (for marriage .
under Art. 34) Lawyer/Notary Public
PERSON
FEES TO | PROCESSIN
CLIENT STEPS AGENCY ACTIONS BE PAID G TIME RESP?ENSIBL
1. Client submits the | Review and receive 5 minutes MCR STAFF
duly accomplished | the  civil  registry
civil registry form. document for
registration
2. Wait for the | The employee signs 3 minutes MGDH | (MCR)
document to be | afterwards, then /
signed and | release the copy for MCR STAFF
released. the client.
TOTAL: 8 minutes
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4. Registration of Certificate of Death

Office of the Municipal Civil Registrar

Simple Transaction

Government to Citizens (G2C)

Duly accomplished Certificate of Death Form

Funeral homes who render funeral services to
the deceased;
From the hospital within the municipality

Relatives of the deceased person who died in this municipality.

Certificate of Death Form

Local Civil Registry (LCR) Office

FEES TO | PROCESSIN PERSON
CLIENT STEPS AGENCY ACTIONS BE PAID G TIME RESPONSIBLE
1. Client fills out the | Review and prepare 15 minutes MCR STAFF
draft COD. the  civil  registry
e For client with document.
duly accomplished | Receive the  civil
civil registry form, registry document for 2 minutes
submit the form. registration
2. Client reviews and | Advise client to review 5 minutes MCR STAFF
sign the prepared | the prepared
document document and assist
in  affixing his/her
signature
3. Wait for the | The employee signs 3 minutes MGDH | (MCR) /
document to be | afterwards, then MCR STAFF
signed and | release the copy for
released. the client.
TOTAL.: 25 minutes
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5. Petition for Change of First Name/ Correction of Entry in Sex, Month
and Day of Birth

Office of the Municipal Civil Registrar

Highly Technical

Government to Citizens (G2C)

Photocopy of the following documents (2
copies each):

*Please bring original copy of the documents
for verification.

Individuals born in this municipality with discrepancies in their first names or
nicknames, sex and month and day of birth.

1.

Certificate of Live Birth to be
corrected (PSA Copy)

Philippine Statistics Authority

NBI Clearance

NBI Office

Affidavit of Unemployment
subscribed by lawyer (if
unemployed)

Lawyer/Notary Public

Police Clearance

PNP Station

Clearance from Employer (if
employed)

Employer

Affidavit of Publication

Medical Certificate (for correction of
entry in month/day of birth)

Medical Certificate with authenticity
(for correction of sex)

Rural Health Unit

School Record (Elementary)

School attended

. At least two (2) public or private

documents showing the correct
entry/entries upon which the
correction or change shall be
based.

to be prepared

AGENCY FEES TO | PROCESSING PERSON
CLIENT STEPS ACTIONS BE PAID TIME RESPONSIBLE
1. Applicant submit Receive and verify 5 minutes MGDH | (MCR)
copies of the authenticity and
requirements completeness of the
requirements
2. Wait for the petition | Prepare the petition 10 minutes MGDH | (MCR)

3. Pay fees at the Issue Official Filing fee - | 2 minutes MTO STAFF
Treasury office Receipt 3,000.00
(Service fee for
migrant petition) -
1,000.00
4. Client reviews and Inform client that 10 days/ MGDH | (MC
signed the petition the petition shall be 2 weeks MCR STA
posted for 10 days.
Published for 2
weeks, after which
the MCR will act on
it.
5. Wait for the action of | Forward documents MGDH | (MCR)
the MCR/PSA on to the PSA.
the petition PSA grants the
petition; if not,
inform the 3 months
petitioner.

Page | 5
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Wait for the said
documents to be
returned by the PSA

6. Return to the MCR
Office and receive

Prepare Certificate
of Finality upon

MGDH | (MCR) /
MCR STAFF

copy of the affirmed | receiving the
document. affirmed petition.
Release to the
client his/her copy. 3 minutes
20 minutes/

TOTAL:

3 months
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6. Petition for Correction of Clerical Error Pursuant to R.A. 9048

Office of the Municipal Civil Registrar

Highly Technical

Government to Citizens (G2C)

Individuals born and married in this municipality and relatives of the deceased, whose
record has typographical errors.

Photocopy of any 2 of the following documents
(2 copies each):
*Please bring original copy of the documents for
verification.
1. Photocopy of Certificate of Live Philippine Statistics Authority
Birth/Marriage/Death to be corrected
2. Baptismal Certificate Church where baptized
3. Atleast two (2) public or private documents
showing the correct entry/entries upon which
the correction or change shall be based.
PERSON
CLIENT STEPS AGENCY ACTIONS FEES TOBE PAID | T"ROCESSIN | pesponsi
G TIME BLE
1. Applicant Receive and verify 5 minutes MGDH |
submit copies | authenticity and (MCR)
of the completeness of
requirements | requirements
2. Wait for the Prepare the petition 10 minutes MGDH |
petition to be (MCR)
prepared
3. Pay required | Issue Official Receipt Filing fee — 1,000.00 2 minutes MTO
fees at the Other Fees: STAFF
Treasury Certified Photocopy —
office 50.00
Finality/DST — 230.00
Birth/Death/ Marriage
Certificate with Doc. Stamp -
300.00
Endorsement Fee - 100.00
(Service fee for
migrant petition)-
500.00
4. Client reviews | Inform client that the petition 10 days MGDH |
and signed shall be posted for 10 days. (MCR)/
the petition After which the MCR will act MCR
on it. STAFF
5. Wait for the Forward documents to the MGDH |
action of the | PSA. (MCR)
MCR/PSA on | PSA grants the petition; if
the petition not, inform the petitioner.
Wait for the said documents
to be returned by the PSA
3 months
6. Return to the | Prepare Certificate of Finality
MCR Office upon receiving the affirmed
and receive petition.
copy of the Release the petitioner’s file
affirmed copy
document 3 minutes
20 minutes/
TOTAL: 3 months
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7. Late Registration of Certificate of Live Birth

Office of the Municipal Civil Registrar

Highly Technical

Government to Citizens (G2C)

Individuals born in this municipality but has no record of birth here and at the
PSA.

PSA Negative Certification PSA Office

Duly Notarized Joint Affidavit of two
disinterested persons

Affidavit of Late Registration Lawyer/Notary Public

National ID PSA

Barangay Certification issued by Punong
Barangay as proof of residency (attach
photocopy of the Punong Barangay’s ID with
signature)

Any two (2) applicable documentary
evidence which may show the name of the
child, date and place of birth and name of
parents

Certificate of Live Birth/s of
child/children/sibling

Latest photo of the registrant/document
owner (2x2 size, white background)
Affidavit of the owner or registrants in case the
document owner is deceased

Certificate of Marriage, if married PSA, Local Civil Registry Office

Affidavit of whereabouts of the mother (for
non-marital child)

Lawyer/Notary Public

Office of the Punong Barangay

PSA or Local Civil Registry Office

Lawyer/Notary Public

Lawyer/Notary Public

Affidavit of Paternity (for non-marital child) Lawyer/Notary Public
Affidavit to Use the Surname of the Father

(non-marital child)
Passport of both parents (if one of parents is

Lawyer/Notary Public

FOREIGNER)
Birth Certificate of parents (if one of parents is
FOREIGNER)
Personal Appearance, for 18 years old and
above.
Registrant’s Affidavit
Refer to PSA/DILG JMC-2021-01 and PSA .
MC 2024-17 PSA Website
AGENCY FEES TO | PROCESSING PERSON
CLIENT STEPS ACTIONS BE PAID TIME RESPONSIBL
1. Present the required | Check 3 minutes MCR STAFF
documents. completeness of the
documents
presented
2. Client fills out Type/encode the 12 minutes MCR STAFF
information in the information needed
draft COLB and in the prescribed
submit to the staff. form.
(for 80 years old
and above)
Documents

submitted will be
forwarded to PSA
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Main Office for
approval.

Wait for the
approved
documents for
registration.

3. Pay fees at the Issue Official Late 3 minutes MTO STAFF
Treasury Office Receipt Registration
Fee - 200.00

. Review the Inform applicant 10 days MGDH | (MCR) /
prepared document, | regarding the 10- MCR STAFF
sign afterwards. days posting period

for late registration
. Return to the MCR | Signs and release 2 minutes MGDH | (MCR) /

Office and receive
the copy of the
COLB.

the document after
10 days.

MCR STAFF

TOTAL:

20 Minutes/ 10
days
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8. Late Registration of Certificate of Death

Office of the Municipal Civil Registrar

Highly Technical

Government to Citizens (G2C)

Relative of a person who died in this municipality whose Certificate of Death
could not be issued because it could not be found in the Register of Death
nor with the records of the NSO/PSA

PSA Negative Certification Philippines Statistics Office
Duly Notarized Joint Affidavit of two L .
disinterested persons awyer/Notary Public
Affidavit of Late Registration Lawyer/Notary Public
Death Certificate issued by the Church fChurch where the deceased was entered for the
uneral mass.
Other documents pertaining to the death of the
person
AGENCY FEES TO | PROCESSING PERSON
CLIENT STEPS ACTIONS BE PAID TIME RESPONSIBLE
1. Present the required | Check the 5 minutes MGDH | (MCR) /
documents documents MCR STAFF
presented
2. Wait while the civil Type/encode the 10 minutes MCR STAFF
registry document is | information needed
prepared in the prescribed
form.
3. Pay fees at the Issue Official Late 3 minutes MTO STAFF
Treasury Office Receipt Registratio
n Fee -
300.00
4. Review the Inform applicant 10 days MGDH | (MCR) /
prepared document, | regarding the 10- MCR STAFF
sign afterwards. days posting period
for late registration
5. Return to the MCR | Signs and release 2 minutes MGDH | (MCR) /
Office and receive the document. MCR STAFF
the copy of the COD
. 20 Minutes/
TOTAL: 10 days
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9. Late Registration of Certificate of Marriage

Office of the Municipal Civil Registrar

Highly Technical

Government to Citizens (G2C)

Couples who were married in this municipality but has no record of marriage
here and at the PSA.

PSA Negative Certification Philippines Statistics Authority Office

Certificate of No Marriage (CENOMAR) Philippines Statistics Authority Office
Affidavit of delayed registration of Notary Public/Lawyer
reconstructed marriage contract (Affiant- both
husband and wife) stating all the facts in the
marriage contract
*If one of the spouses is already deceased,
the surviving spouse will be the affiant
*If both (husband & wife) were already
deceased, their child/children will be the
affiant.
Affidavit of delayed registration of the marriage | Notary Public/Lawyer
(Affiant -both husband and wife)
*If one of the spouses is already deceased,
the surviving spouse will be the affiant
*If both (husband & wife) were already
deceased, their child/children will be the
affiant.
Affidavit of two disinterested wedding Notary Public/Lawyer
withesses
Certificate of Live Birth/s of child/children PSA/LCR
Death Certificate of spouse/s PSA/LCR
AGENCY FEES TO | PROCESSING PERSON
CLIENT STEPS ACTIONS BE PAID TIME RESPONSIBLE
1. Present the required | Check the 5 minutes MCR STAFF
documents completeness of the
documents
presented
2. Client fills out draft | Type/encode the 15 minutes MCR STAFF
COM, submit and information needed
wait while the civil in the prescribed
registry document is | form.
prepared
3. Pay fees at the Issue Official Late 3 minutes MTO STAFF

. : Registration
Treasury Office Receipt Fee - 300.00

4. Review the Inform applicant 10 days MGDH | (MCR) /
prepared document, | regarding the 10- MCR STAFF
sign afterwards. days posting period

for late registration

5. Return to the MCR | Signs and release 2 minutes MGDH | (MCR) /
Office and receive the document. MCR STAFF
the copy of the COM

25 minutes/

TOTAL: 10 days
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10.

Issuance of Marriage License

Office of the Municipal Civil Registrar

Highly Technical

Government to Citizens (G2C)

Female)

a. Birth Certificate (both Male and

Couples (one or both couples are residents of Villasis) of legal age.

PSA/ MCR where the contracting party was born

Male & Female

b. CENOMAR (Certificate of No
Marriage) for Filipino Citizens, both

Philippine Statistics Authority

c. Valid ID - both M

ale & Female

old)

d. Parent’s Advice (for 21-25 years

Local Civil Registry Office

e. Parent’s Consent (for 18 - 20 years

Local Civil Registry Office

(CMC) for 18-25

years old

old)
Certificate of Compliance (PMO) RHU
g. Certificate of Marriage Counseling DSWD

h. Death Certificate of deceased
spouse, if Widow/Widower

PSA/Local Civil Registry Office

(FOREIGNER)

i. Legal Capacity to Marry

Concerned Embassy (Philippine Office)

j.- Divorce Papers/Decree, if divorced

Place where divorce was granted

k. Judicial Decree of

Annulment/Nullity of Marriage, if Court
annulled
AGENCY FEES TO | PROCESSIN PERSON
CLIENT STEPS ACTIONS BE PAID G TIME RESPONSIBLE
1. Clients present Verify authenticity 20 minutes | MCR STAFF
documents and completeness
required and fill in | of documents
necessary presented and
information in the | review the
application form accuracy of the
information in the
application form
2. Pay required fees | Issue Official PMOC/A | 3 minutes MTO STAFF
at the Treasurer's | Receipt ML -
Office. 220.00
3. Submit required Inform client of the 10 days MGDH | (MC
documents 10-days posting MCR STAF
period.
4. Return after ten Release of the Marriage | 2 minutes MGDH | (M
(10) consecutive marriage license. License -
days for the 2.00
release of the
marriage license.
25 minutes/
TOTAL: 10 days
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11. Registration of Certificate of Live Birth of Persons with No Known
Parents

Office of the Municipal Civil Registrar

Simple

Government to Citizens (G2C)

The General Public

Duly accomplished Certificate of Live Birth | Local Civil Registry Office
(OCRG Form 101)

Affidavit of Finder Lawyer/Notary Public
Certification from Barangay / Police Barangay Hall/Police Station
Blotter, whichever is applicable
NACC summary Case Study NACC through RACCO or other NACC social
worker
AGENCY FEES TO | PROCESSIN PERSON
CLIENT STEPS ACTIONS BE PAID G TIME RESPONSIBLE
1. Social worker fills Receives and 20 minutes MGDH | (MCR)
out and submits the | review the
application, draft documents
COLB and submitted as to
supporting completeness,
documents. consistency and
accuracy.
2. Wait for the COLB | Prepare the COLB 10 minutes MCR STAFF
to be prepared
3. Client reviews the | Tell the client to 5 minutes MCR STAFF

prepared COLB review the
document and
assist in affixing
his/her signature
4. Client waits for Receive the 5 minutes MGDH | (MCR)
his/her file copy documents and
after the concerned | the MCR signs
employee affixed afterwards then
her signature release the copy
of the client.

TOTAL: 40 minutes
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12. Registration of Court Decree/Order

Office of the Municipal Civil Registrar

Simple

Government to Citizens (G2C)

Petitioner, or his/her duly authorized representative, whose petitions
are already approved at the Regional Trial Court here in the
Municipality and those from other Cities/Municipalities provided that
their birth, marriage and death were registered in the office.

Court Decree/Decision Regional Trial Court where the petition was filed
and approved.
Certificate of Finality Regional Trial Court where the petition was filed
and approved
Entry of Judgement Regional Trial Court where the petition was filed
and approved
Decree of Adoption (for Adoption) Regional Trial Court where the petition was filed
and approved
Recognition of Foreign Divorce (for Regional Trial Court where the petition was filed
Divorce) and approved
Absolute Decree of Nullity of Marriage Regional Trial Court where the petition was filed
(Annulment) and approved
Certificate of Live Birth/ Death/Marriage Philippine Statistics Authority
Official Receipt Municipal Treasury Office
AGENCY FEES TO | PROCESSIN PERSON
CLIENT STEPS ACTIONS BE PAID G TIME RESPONSIBLE
1. Present the Review the 5 minutes MCR STAFF
required documents
documents presented
2. Pay fees at the Issue Official Registrati | 3 minutes MTO STAFF
Treasury Office Receipt on—
500.00
Certificati
on Fee —
140.00
Birth/
marriage/
death
certificate
with Doc.
Stamp —
150.00
Certified
photocopy
—50.00
3. Wait while Prepare 20 minutes MCR STAFF
necessary certifications,
documents are endorsements,
prepared and annotated
copy.
4. Wait for the Review and sign 10 minutes MGDH | (MCR)
release of the the prepared
needed documents
documents
TOTAL: 38 minutes
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13. Registration of Legitimation

Office of the Municipal Civil Registrar

Simple

Government to Citizens (G2C)

Non-marital children born in this municipality.

Advisory of marriages Philippine Statistics Authority
Certificate of Live Birth Philippine Statistics Authority
Certificate of Marriage of Parents Philippine Statistics Authority
Affidavit of Legitimation Notary Public/Lawyer

Affidavit of Acknowledgement/Admission of Notary Public/Lawyer
Paternity (if not acknowledged at the time of
birth)

AGENCY FEES TO | PROCESSING PERSON
CLIENT STEPS ACTIONS BE PAID TIME RESPONSIBLE
1. Present/submit the | Receives and 5 minutes MCR STAFF
required documents | review the
documents as to
completeness and
accuracy.
2. Pay fees at the Issue Official Registration | 3 minutes MTO STAFF
Treasury Office Receipt of Legal
Instrument —
300.00
Certification
Fee —140.00
Certified
photocopy -
50.00
Birth Cert.
Fee — 150.00
Endorsement
Fee -100.00
3. Wait while Prepare 20 minutes MCR STAFF
necessary certifications,
documents are endorsement and
prepared annotated copy.
4. Wait for the release | Review and sign the 10 minutes MGDH | (MCR)
of the owner’s file prepared
copy. documents.
TOTAL: 38 minutes
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14. Issuance of Supplemental Report

Office of the Municipal Civil Registrar
Simple
Government to Citizens (G2C)
Individuals who were born/married here in the municipality.
Affidavit of Supplemental Report Notary Public/Lawyer
Photocopy of Birth/Marriage/Death issued | Philippine Statistics Authority
by NSO/PSA
Official Receipt Municipal Treasurer’s Office
Medical Certificate (if for sex/gender) MHO
Any applicable documents to support the
omitted entry/entries.
AGENCY FEES TO | PROCESSIN PERSON
CLIENT STEPS ACTIONS BE PAID G TIME RESPONSIBLE
1. Present/submit the | Check the 20 minutes MCR STAFF
required documents
documents presented/submitt
ed and prepare
the documents
needed
2. Pay fees at the Issue Official Birth/ 3 minutes MTO STAFF
Treasury Office Receipt Marriage/
Death
Certificate
with Doc.
Stamp —
150.00
Certified
photocopy
— 50.00
Endorsem
ent Fee —
100.00
3. Wait for the Signs and release 5 minutes MGDH | (MCR)
release of the the document.
owner’s copy.
TOTAL: 28 minutes

Page | 16



D 4

15. Registration of Legal Instruments

Office of the Municipal Civil Registrar
Simple
Government to Citizens (G2C)
Document owner/Petitioner/Affiant whose legal documents are to be
registered.
Affidavit to Use the Surname of the Father | Lawyer/Notary Public
Affidavit of Acknowledgement/Admission Lawyer/Notary Public
of Paternity
Affidavit of Legitimation Lawyer/Notary Public
Certificate of Live Birth NSO/PSA
Official Receipt Treasury Office
AGENCY FEES TO | PROCESSIN PERSON
CLIENT STEPS ACTIONS BEPAID | GTIME RESPONSIBLE
1. Submit the Receive and 10 minutes MCR STAFF
documents review the
documents
presented
2. Pay fees at the Issue Official Registrati | 3 minutes MTO STAFF
Treasury Office Receipt on Fee —
P300.00
Certificati
on w/
Doc.
Stamp —
140.00
Certified
Photocop
y fee —
100.00
Birth
Certificate
with DS —
150.00
Endorsem
ent Fee —
100.00
3. Wait while Prepare 10 minutes MCR STAFF
necessary certifications
documents are
prepared
4. Wait for the Review and sign 5 minutes MGDH | (MC
release of the the prepared
owner’s copy. documents
TOTAL: 28 minutes
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