


 

 

NAME OF SEVICE TOTAL FEES TO BE 
PAID 

TOTAL PROCESSING 
TIME 

EXTERNAL SERVICES 
1. BREQS-BATCH REQUEST ENTRY 

SYSTEM 
PhP 355.00 (birth, 
death and 
marriage) 
 
₱410.00 CENOMAR 

30 minutes 

2. REGISTRATION OF BIRTH PhP 30.00 25 minutes 
3. REGISTRATION OF DEATH PhP 30.00 25 minutes 
4. REGISTRATION OF MARRIAGE None 10 minutes 
5. APPLICATION FOR MARRIAGE 

LICENSE 
PhP 400.00 – 
Resident applicant 
 
PhP 500.00 – Non-
resident applicant 
 
PhP 1,000.00 – 
Foreigner 
applicant 

35 minutes 

6. ISSUANCE OF CERTIFICATIONS OF 
ALL VITAL EVENTS (BIRTH, DEATH 
AND MARRIAGE) 

PhP 100.00 40 minutes 

7. FILING OF PETITION UNDER R.A. 
9048, R.A. 10172 

PhP 1,000.00 – CCE 
 
PhP 3,000.00 – CFN 
& 10172 

1 hour, 25 minutes 

8. DELAYED REGISTRATION OF BIRTH, 
DEATH AND MARRIAGE 

PhP 500.00 40 minutes 

9. LEGITIMATION PhP 500.00 – 
legitimation fee 

35 minutes 



 

 

PhP 500.00 – 
endorsement fee 

10. SUPPLEMENTAL REPORT PhP 500.00 – 
endorsement fee 
 
PhP 100.00 – 
certified true copy 
 
PhP 100.00 – 
supplemental 
affidavit 

35 minutes 

 



 

 

 



 

 

BREQS-BATCH REQUEST ENTRY SYSTEM 
The Batch Request Entry System (BREQS) is a program of the Philippine Statistics 
Authority (PSA) that authorizes partner institutions to accept requests from the public for 
PSA-issued civil registry documents and certifications, and to facilitate the release of these 
documents to clients. 
 
The Municipality of Trinidad, through the Municipal Civil Registrar (MCR) Office, is an 
authorized partner under this program and is recognized as a BREQS user, enabling it to 
provide accessible and efficient civil registry services to its constituents. 

 

OFFICE/DIVISION OFFICE OF THE MUNICIPAL CIVIL REGISTRAR 
CLASSIFICATION Simple  
TYPE OF TRANSACTION G2C – Government to Citizen 
WHO MAY AVAIL All 

 
CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Clients copy of birth, death and 
marriage 

Office of the Municipal Civil Registrar 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

CLIENT STEPS AGENCY ACTIONS FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Client files an 
application for 
his/her requests 
and submit filled 
up form to MCR 
staff. 

1.1 Receive the 
application. 

 

None   5 minutes 

 
ALBINAA. 
SIASON 

Administrative 
Aide I 

Office of the 
Municipal Civil 

Registrar 
 

OR 
 

 
MARILYN P. 
RELENTE 

Administrative 
Aide I 



 

 

Office of the 
Municipal Civil 

Registrar 
 

OR 

 
ROVELYN O. 

BUTAL 
Administrative 

Aide 
Office of the 

Municipal Civil 
Registrar 

 1.2 Screening for the 
completeness of 
data.  

None   5 minutes 

 
MARIETTA S. 
GOYENECHE 

Acting Municipal 
Civil Registrar 

Office of the 
Municipal Civil 

Registrar 



 

 

2. Payment of 
filing fee and 
PSA fee. 

2.1 Give a note to 
client for payment 
of filing fee.  

None   5 minutes 

 
ALBINAA. 
SIASON 

Administrative 
Aide I 

Office of the 
Municipal Civil 

Registrar 
 

OR 
 

 
MARILYN P. 
RELENTE 

Administrative 
Aide I 

Office of the 
Municipal Civil 

Registrar 
 

OR 

 2.2 Issue 
acknowledgement 
Receipt to client 
for PSA fee at the 
Office of the 
Municipal Civil 
Registrar.  

PSA Fee 
PhP 200.00   
 
PhP 155.00 (birth, 
death and 
marriage) 
 
PhP 210.00 
CENOMAR 

10 minutes 



 

 

 
ROVELYN O. 

BUTAL 
Administrative 

Aide 
Office of the 

Municipal Civil 
Registrar 

3. Wait for 
schedule of 
Release. 

3. Advise the client to 
come back within 
2 to 3 weeks for 
their PSA issued 
copies from PSA 
Tagbilaran City. 

None   5 minutes 

 
MARIETTA S. 
GOYENECHE 

Acting Municipal 
Civil Registrar 

Office of the 
Municipal Civil 

Registrar 
TOTAL PhP 355.00 (birth, 

death and 
marriage) 

 
₱410.00 CENOMAR 

30 minutes  



 

 

REGISTRATION OF BIRTH 
The birth of a child must be registered within thirty (30) days from the date of birth at the 
Office of the Municipal Civil Registrar (MCR) in the locality where the birth occurred. Timely 
registration ensures that the child is officially recognized by the government and provided 
with a legal identity, which is essential for accessing basic services such as education, 
healthcare, and social protection. 
 

 

OFFICE/DIVISION OFFICE OF THE MUNICIPAL CIVIL REGISTRAR 
CLASSIFICATION Simple  
TYPE OF TRANSACTION G2C – Government to Citizen 
WHO MAY AVAIL All 

 
CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Certificate of Live Birth (COLB) 
(duly filled up) 

Municipal Birthing Clinic  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

CLIENT STEPS AGENCY ACTIONS FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submission of 
Certificate of 
Live Birth 
(COLB). 

1. Examine the 
document whether 
it is an on time or 
delayed 
registration. 

 

None   5 minutes 

 
ALBINAA. 
SIASON 

Administrative 
Aide I 

Office of the 
Municipal Civil 

Registrar 
 

OR 

 
MARILYN P. 
RELENTE 

Administrative 
Aide I 

Office of the 
Municipal Civil 

Registrar 



 

 

OR 
 

 
ROVELYN O. 

BUTAL 
Administrative 

Aide 
Office of the 

Municipal Civil 
Registrar 

2. Payment of 
filing fee and 
PSA fee. 

2.1 Advise client to 
proceed to MTO 
for payment with a 
note from MCR.  

None   5 minutes 

 
ALBINAA. 
SIASON 

Administrative 
Aide I 

Office of the 
Municipal Civil 

Registrar 
 

OR 
 

 2.2 Issue 
acknowledgement 
Receipt to client 
for PSA fee at the 
Office of the 
Municipal Civil 
Registrar.  

PhP 30.00 10 minutes 



 

 

 
MARILYN P. 
RELENTE 

Administrative 
Aide I 

Office of the 
Municipal Civil 

Registrar 
 

OR 
 

 
ROVELYN O. 

BUTAL 
Administrative 

Aide 
Office of the 

Municipal Civil 
Registrar 



 

 

3. Wait for 
owner’s copy 
of COLB. 

3. MCR sign and 
release the 
document to 
owner. 

None   5 minutes 

 
MARIETTA S. 
GOYENECHE 

Acting Municipal 
Civil Registrar 

Office of the 
Municipal Civil 

Registrar 
TOTAL PhP 30.00 25 minutes  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

REGISTRATION OF DEATH 
The death of a person must be registered within thirty (30) days from the time of death at 
the Office of the Municipal Civil Registrar (MCR) in the locality where the death occurred. 
Timely registration is essential to ensure the legal recognition of death and for the proper 
settlement of legal, administrative, and financial matters. 

 

OFFICE/DIVISION OFFICE OF THE MUNICIPAL CIVIL REGISTRAR 
CLASSIFICATION Simple  
TYPE OF TRANSACTION G2C – Government to Citizen 
WHO MAY AVAIL All 

 
CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Certificate of Death Office of the Municipal Health Officer or Office of 
the Municipal Civil Registrar 

 

CLIENT STEPS AGENCY ACTIONS FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Presentation 
of Certificate 
of Death to 
Office of the 
MCR. 

1.1 Receive the 
required 
documents. 

 
1.2 1.2 Check if 

signed by the 
Municipal Health 
Officer and the 
Embalmer if 
embalmed. 

None   5 minutes 

 
ALBINAA. 
SIASON 

Administrative 
Aide I 

Office of the 
Municipal Civil 

Registrar 



 

 

OR 
 

 
MARILYN P. 
RELENTE 

Administrative 
Aide I 

Office of the 
Municipal Civil 

Registrar 
 

OR 
 

 
ROVELYN O. 

BUTAL 
Administrative 

Aide 
Office of the 

Municipal Civil 
Registrar 



 

 

2. Payment of 
fees. 

2.1 Advise client to 
proceed to MTO 
for payment with a 
note from MCR.  

None   5 minutes 

 
ALBINAA. 
SIASON 

Administrative 
Aide I 

Office of the 
Municipal Civil 

Registrar 
 

OR 
 

 
MARILYN P. 
RELENTE 

Administrative 
Aide I 

Office of the 
Municipal Civil 

Registrar 
 

OR 

 2.2 Issue 
acknowledgement 
Receipt to client 
for PSA fee at the 
Office of the 
Municipal Civil 
Registrar.  

PhP 30.00 10 minutes 



 

 

 
ROVELYN O. 

BUTAL 
Administrative 

Aide 
Office of the 

Municipal Civil 
Registrar 

3. Wait for 
approval and 
release of 
Certificate of 
Death. 

3. MCR sign and 
release owner’s 
copy of the 
Certificate of 
Death. 

None   5 minutes 

 
MARIETTA S. 
GOYENECHE 

Acting Municipal 
Civil Registrar 

Office of the 
Municipal Civil 

Registrar 
TOTAL PhP 30.00 25 minutes  

 

 

 

 



 

 

REGISTRATION OF MARRIAGE 
The Certificate of Marriage must be submitted to the Office of the Municipal Civil Registrar 
(MCR) within fiƞeen (15) days following the solemnization of the marriage. In cases of 
marriages exempt from the marriage license requirement, the certificate must be 
submitted within thirty (30) days from the date of solemnization. 

 

OFFICE/DIVISION OFFICE OF THE MUNICIPAL CIVIL REGISTRAR 
CLASSIFICATION Simple  
TYPE OF TRANSACTION G2C – Government to Citizen 
WHO MAY AVAIL All 

 
CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Certificate of Marriage Solemnizing Officers 
 

CLIENT STEPS AGENCY ACTIONS FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Presentation 
of Certificate 
of Marriage. 

1. Examine whether 
the document 
submitted is an on 
time or delayed 
registration. 
 

None   5 minutes 

 
ALBINAA. 
SIASON 

Administrative 
Aide I 

Office of the 
Municipal Civil 

Registrar 
 

OR 



 

 

 
MARILYN P. 
RELENTE 

Administrative 
Aide I 

Office of the 
Municipal Civil 

Registrar 
 

OR 
 

 
ROVELYN O. 

BUTAL 
Administrative 

Aide 
Office of the 

Municipal Civil 
Registrar 



 

 

2. Wait for 
approval and 
release of 
documents to 
the client. 

2. MCR assign 
registry no., sign 
and release to the 
solemnizing officer 
and owner’s copy.  

None   5 minutes 

 
ALBINAA. 
SIASON 

Administrative 
Aide I 

Office of the 
Municipal Civil 

Registrar 
 

OR 
 

 
MARILYN P. 
RELENTE 

Administrative 
Aide I 

Office of the 
Municipal Civil 

Registrar 
 

OR 



 

 

 
ROVELYN O. 

BUTAL 
Administrative 

Aide 
Office of the 

Municipal Civil 
Registrar 

TOTAL None 10 minutes  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

APPLICATION FOR MARRIAGE LICENSE 
Where a marriage license is required, each of the contracting parties must submit a separate 
sworn application for the license to the Local Civil Registrar (LCR) of the locality where 
either or both of the parties reside. 
 
The application must include all required documents, such as birth certificates, parental 
consent or advice (if applicable), and valid identification. This process ensures that the 
marriage complies with legal requirements, protects the rights of both parties, and allows 
the LCR to verify eligibility before the issuance of the marriage license. 

 

OFFICE/DIVISION OFFICE OF THE MUNICIPAL CIVIL REGISTRAR 
CLASSIFICATION Simple  
TYPE OF TRANSACTION G2C – Government to Citizen 
WHO MAY AVAIL All 

 
CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. At least 18 years of age and above None 
2. For age between 18-21 parental 

consent is needed, 1 original copy 
Office of the Municipal Civil Registrar 

3. For age between 21-25 parent 
advice is needed, 1 original copy 

Office of the Municipal Civil Registrar 

4. Marriage Counselling Certificate 
for age below 25, 1 original copy 

Office of the Municipal Social Welfare and 
Development Officer 

5. Family Planning Certificate for age 
above 25 and up, 1 original copy 

Office of the Municipal Health Officer 

6. PSA copy of birth, 1 original copy Office of the Municipal Civil Registrar 
7. CENOMAR for both parties, 1 

original copy 
Office of the Municipal Civil Registrar 

8. For previously married applicant 
judicial decree of annulment and 
or if deceased spouse, death 

 
Office of the Municipal Civil Registrar 



 

 

certificate of the deceased, 1 
original copy 

For Foreigner Legal Capacity to Marry 
from Consul and/or divorce, decree of 
Nullity of Marriage, 1 original copy 

 
Consular Office 

 

CLIENT STEPS AGENCY ACTIONS FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Presentation 
of all 
requirements. 

1. Examine the 
supporting 
documents 
submitted. 
 

None   5 minutes 

 
MARIETTA S. 
GOYENECHE 

Acting Municipal 
Civil Registrar 

Office of the 
Municipal Civil 

Registrar 
 
 
 
 
 
 
 
 
 



 

 

2. Payment of 
necessary 
fees. 

2.1 Ask clients to pay 
the necessary fees 
to the Municipal 
Treasurer’s Office. 

2.2 Type the 
application form 
for client to sign. 

None   5 minutes 

 
ALBINAA. 
SIASON 

Administrative 
Aide I 

Office of the 
Municipal Civil 

Registrar 
 

OR 
 

 
MARILYN P. 
RELENTE 

Administrative 
Aide I 

Office of the 
Municipal Civil 

Registrar 
 

OR 

 2.3 The Collection 
Officer receives 
the payment and 
issue Official 
Receipt. 

PhP 400.00 – 
Resident applicant 
 
PhP 500.00 – Non-
resident applicant 
 
PhP 1,000.00 – 
Foreigner applicant 

10 minutes 



 

 

 
ROVELYN O. 

BUTAL 
Administrative 

Aide 
Office of the 

Municipal Civil 
Registrar 

3. Wait for 
release of 
client’s copy 
and for 
solemnizing 
officer. 

3.1 Let the client 
review and sign 
the document, 
then MCR 
subscribe the 
application. 

 
3.2 Release client’s 

copy and 
solemnizing copy. 

None   5 minutes 

 
MARIETTA S. 
GOYENECHE 

Acting Municipal 
Civil Registrar 

Office of the 
Municipal Civil 

Registrar 



 

 

4. Issuance of 
marriage 
license (10 
days) after 
posting. 

4. Advice client to 
come back after 
10 days of posting 
from the date of 
release. 

None   5 minutes 

 
MARIETTA S. 
GOYENECHE 

Acting Municipal 
Civil Registrar 

Office of the 
Municipal Civil 

Registrar 
TOTAL PhP 400.00 – 

Resident 
applicant 

 
PhP 500.00 – Non-
resident applicant 

 
PhP 1,000.00 – 

Foreigner 
applicant 

35 minutes  

 

 

 

 

 

 

 

 

 



 

 

ISSUANCE OF CERTIFICATIONS OF ALL VITAL EVENTS 
(BIRTH, DEATH AND MARRIAGE) 

Certified copies of civil registry documents—such as birth, death, and marriage 
certificates—may be obtained from the Office of the Municipal Civil Registrar (MCR). 
Requesters can secure either a certified transcript or a photocopy of the document, 
depending on their requirements. 
 
These certifications serve as official proof of vital events and are oƞen required for legal, 
administrative, educational, and personal purposes. Requests must comply with the 
prescribed procedures, including the submission of valid identification and payment of 
applicable fees, to ensure proper documentation and authenticity. 

 

OFFICE/DIVISION OFFICE OF THE MUNICIPAL CIVIL REGISTRAR 
CLASSIFICATION Simple  
TYPE OF TRANSACTION G2C – Government to Citizen 
WHO MAY AVAIL All 

 
CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Requester owner or his/her 
representative with authorization 
and ID, 1 original copy 

Requesting Party 

 

 

 

 

 

 

 

 

 



 

 

CLIENT STEPS AGENCY ACTIONS FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Client fill up 
the request 
form. 

1. Verify the 
availability of 
records requested. 
 

None   10 minutes 

 
ALBINAA. 
SIASON 

Administrative 
Aide I 

Office of the 
Municipal Civil 

Registrar 
 

OR 

 
MARILYN P. 
RELENTE 

Administrative 
Aide I 

Office of the 
Municipal Civil 

Registrar 



 

 

OR 
 

 
ROVELYN O. 

BUTAL 
Administrative 

Aide 
Office of the 

Municipal Civil 
Registrar  

2. Payment of 
fees. 

2.1 If record is 
available, staff 
gives note to 
requester to pay 
the required fee. 

None   5 minutes 

 
ALBINAA. 
SIASON 

Administrative 
Aide I 

Office of the 
Municipal Civil 

Registrar 
 

OR 
 

 2.2 The Collection 
Officer receives 
the payment and 
issue Official 
Receipt. 

PhP 100.00 10 minutes 

 2.3 Record receipt to 
logbook. 

None   5 minutes 



 

 

 
MARILYN P. 
RELENTE 

Administrative 
Aide I 

Office of the 
Municipal Civil 

Registrar 
 

OR 
 

 
ROVELYN O. 

BUTAL 
Administrative 

Aide 
Office of the 

Municipal Civil 
Registrar 



 

 

3. Wait for 
release of 
document. 

3. MCR review, sign 
and release the 
document to the 
client. 

None   5 minutes 

 
MARIETTA S. 
GOYENECHE 

Acting Municipal 
Civil Registrar 

Office of the 
Municipal Civil 

Registrar 
TOTAL PhP 100.00 40 minutes  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

FILING OF PETITION UNDER R.A. 9048, R.A. 10172 
Republic Act No. 9048 and Republic Act No. 10172 authorize the Municipal Civil Registrar 
(MCR) or the Consul General to correct clerical or typographical errors in entries of the 
Civil Register, as well as to allow the change of first name or nickname, without the need 
for a judicial order. 
 
This procedure simplifies the correction of civil registry records, ensuring accuracy and legal 
validity of vital documents such as birth, marriage, and death certificates. Eligible 
individuals may file a petition with the MCR, submit the necessary supporting documents, 
and comply with prescribed requirements and fees, facilitating a faster and more accessible 
process. 

 

OFFICE/DIVISION OFFICE OF THE MUNICIPAL CIVIL REGISTRAR 
CLASSIFICATION Simple  
TYPE OF TRANSACTION G2C – Government to Citizen 
WHO MAY AVAIL All 

 
CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

For CCE:  
1. PSA copy of birth/death/marriage, 

1 original copy 
Office of the Municipal Civil Registrar 

2. Baptismal Certificate, 1 original 
copy 

Church of the applicant 

3. Marriage Contract of Parents, 1 
original copy 

Office of the Municipal Civil Registrar 

4. Police  & NBI Clearance, 1 original 
copy 

PNP station & NBI office 

5. Voter’s Registration Record, 1 
original copy 

COMELEC office 

6. Earliest School Record, 1 original 
copy 

School 



 

 

7. Mother’s VRR, Birth, Baptismal, 
Marriage Certificate (if error is in 
the mother’s family name) 

COMELEC, MCR Office, Church, MRC Office 

8. Father’s VRR, Birth, Baptismal, 
Marriage Certificate (if error is in 
the father’s family name) 

COMELEC, MCR Office, Church, MRC Office 

9. PHIL ID PHILSYS 
Additional Requirements for R.A. 10172 & CFN: 
10. Medical Record, 1 original copy Clinic/ Hospital 
11. Certificate of Employment with no 

pending case or Affidavit of 
Unemployment  

Applicant’s employer 

12. Medical Certification from MHO, 1 
original copy 

Office of the Municipal Health Officer 

13. Police  & NBI Clearance, 1 original 
copy  

PNP station & NBI office 

14. Publication from Newspaper, 1 
original copy 

Newspaper publication office 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

CLIENT STEPS AGENCY ACTIONS FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Presentation 
of PSA issued 
problem 
document with 
its supporting 
documents. 

1. Examine the 
completeness of 
the supporting 
document. 
 

None   5 minutes 

 
MARIETTA S. 
GOYENECHE 

Acting Municipal 
Civil Registrar 

Office of the 
Municipal Civil 

Registrar 
2. Payment of 

fees. 
2.1 Petitioner is advise 

to pay at the Office 
of the Municipal 
Treasurer. 

None   5 minutes 

 
ALBINAA. 
SIASON 

Administrative 
Aide I 

Office of the 
Municipal Civil 

Registrar 
 

OR 

 2.2 The Collection 
Officer receives 
the payment and 
issue Official 
Receipt. 

PhP 1,000.00 – 
CCE 
 
PhP 3,000.00 – 
CFN & 10172 

10 minutes 

 2.3 Record receipt to 
logbook. 

None   5 minutes 



 

 

 
MARILYN P. 
RELENTE 

Administrative 
Aide I 

Office of the 
Municipal Civil 

Registrar 
 

OR 
 

 
ROVELYN O. 

BUTAL 
Administrative 

Aide 
Office of the 

Municipal Civil 
Registrar 



 

 

3. Sign the 
petition and 
have the 
document 
notarized. 

3.1 Fill up the form 
and ask the 
petitioner to sign 
then have it 
notarized by the 
owner. 

3.2 Advice client to 
come back after 
notarized. 10 days 
posting and 5 
days after 
publication for 
rendering the 
decision. 

3.3  

None   1 hour 

 
MARIETTA S. 
GOYENECHE 

Acting Municipal 
Civil Registrar 

Office of the 
Municipal Civil 

Registrar 

TOTAL PhP 1,000.00 – 
CCE 

 
PhP 3,000.00 – 
CFN & 10172 

 

1 hour, 25 
minutes 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

DELAYED REGISTRATION OF BIRTH, DEATH AND 
MARRIAGE 

Delayed registration refers to the filing of birth, death, marriage, or decree records aƞer 
the prescribed period for registration has passed. Unlike ordinary registration, which is done 
at the time of the event, delayed registration is filed at the Office of the Municipal Civil 
Registrar (MCR) of the locality where the event occurred. 
 
The process requires submission of supporting documents, affidavits, and compliance with 
applicable rules and regulations to ensure the record is officially recognized. This allows 
individuals to secure legal proof of vital events even aƞer the reglementary period has 
lapsed, ensuring access to rights, benefits, and services that depend on accurate civil 
registry records. 

 

OFFICE/DIVISION OFFICE OF THE MUNICIPAL CIVIL REGISTRAR 
CLASSIFICATION Simple  
TYPE OF TRANSACTION G2C – Government to Citizen 
WHO MAY AVAIL All 

 
CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. PSA Negative Certification, 1 
original copy 

Office of the Municipal Civil Registrar 

2. Baptismal Certificate, 1 original 
copy 

Applicant’s church 

3. Voter’s Certification/Police 
Clearance, 1 original copy 

COMELEC Office/ PNP station 

4. Marriage Certificate if married, 1 
original copy 

Office of the Municipal Civil Registrar 

5. Barangay Certification, 1 original 
copy 

Barangay Hall of the applicant 

6. Affidavit of 2 disinterested person, 
1 original copy 

Applicant 



 

 

7. School Record (form 
137/diploma/TOR), 1 original copy 

School 

8. Father’s Birth Certificate (if buhi 
pa), 1 original copy 

Office of the Municipal Civil Registrar 

9. Mother’s Birth Certificate (if buhi 
pa), 1 original copy 

Office of the Municipal Civil Registrar 

10. Father’s Death Certificate ( if patay 
na), 1 original copy 

Office of the Municipal Civil Registrar 

11. Mother’s Death Certificate (if patay 
na), 1 original copy 

Office of the Municipal Civil Registrar 

12. 2x2 Picture, 3 pcs. Applicant 
13. Police  & NBI Clearance, 1 original 

copy  
PNP station & NBI office 

14. Publication from Newspaper, 1 
original copy 

Newspaper publication office 

 

CLIENT STEPS AGENCY ACTIONS FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submission of 
necessary 
requirements. 

1. Verification of the 
requirements and 
availability of 
record in the 
archives. 

None   5 minutes 

 
ALBINAA. 
SIASON 

Administrative 
Aide I 

Office of the 
Municipal Civil 

Registrar 



 

 

OR 
 

 
MARILYN P. 
RELENTE 

Administrative 
Aide I 

Office of the 
Municipal Civil 

Registrar 
 

OR 
 

 
ROVELYN O. 

BUTAL 
Administrative 

Aide 
Office of the 

Municipal Civil 
Registrar 



 

 

2. Payment of 
fees. 

2.1 Advice client to 
proceed to MTO 
for payment. 

None   5 minutes 

 
ALBINAA. 
SIASON 

Administrative 
Aide I 

Office of the 
Municipal Civil 

Registrar 
 

OR 

 
MARILYN P. 
RELENTE 

Administrative 
Aide I 

Office of the 
Municipal Civil 

Registrar 
 

OR 
 



 

 

 
ROVELYN O. 

BUTAL 
Administrative 

Aide 
Office of the 

Municipal Civil 
Registrar 

 2.2 The Collection 
Officer receives 
the payment 
and issue 
Official Receipt. 

PhP 500.00 10 minutes 

 
MARICEL C. 

REVILLA 
Administrative 

Aide III 
Office of the 

Municipal 
Treasurer 

 
OR 

 



 

 

 
JOSEPH N. 
BALONGA 

Administrative 
Aide I 

Office of the 
Municipal 
Treasurer 

 
OR 

 

 
MARIALY P. 

BALUCA 
Revenue 

Collection Clerk 
Office of the 

Municipal 
Treasurer 

 



 

 

3. Wait for 
release of 
document. 

3.1 MCR review, sign 
and release the 
application 

None   10 minutes 

 
MARIETTA S. 
GOYENECHE 

Acting Municipal 
Civil Registrar 

Office of the 
Municipal Civil 

Registrar 

 3.2 Register office file 
at the registry 
book and file the 
same. 

None   10 minutes 

TOTAL PhP 500.00 40 minutes  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

LEGITIMATION 
Legitimation is a legal remedy by which a child born out of wedlock is considered 
legitimate. This occurs under the legal fiction that the child was born aƞer the parents were 
validly married, thereby granting the child the same rights and status as one born within a 
lawful marriage. 
 
This process ensures that children born out of wedlock can enjoy legal recognition, 
inheritance rights, and other civil benefits afforded to legitimate children under the law. 

 

OFFICE/DIVISION OFFICE OF THE MUNICIPAL CIVIL REGISTRAR 
CLASSIFICATION Simple  
TYPE OF TRANSACTION G2C – Government to Citizen 
WHO MAY AVAIL All 

 
CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Birth Certificate of the child, 1 
original copy 

Office of the Municipal Civil Registrar 

2. Marriage Certificate, 1 original 
copy 

Office of the Municipal Civil Registrar 

3. CENOMAR of both parents, 1 
original copy 

Office of the Municipal Civil Registrar 

4. Affidavit of Legitimation Applicant 
5. Affidavit of minority if mother is 

minor at the time of birth 
Applicant 

6. Affidavit of acknowledgement if 
father wasn’t able to sign at the 
back of COLB 

Applicant 

 

 

 

 



 

 

CLIENT STEPS AGENCY ACTIONS FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Presentation 
of the COLB 
of the  child 
and the 
requirements. 

1. Examine the 
completeness of 
the document. 

None   5 minutes 

 
MARIETTA S. 
GOYENECHE 

Acting Municipal 
Civil Registrar 

Office of the 
Municipal Civil 

Registrar 
2. Payment of 

fees. 
2.1 Advice client to 

proceed to MTO 
for payment. 

None   5 minutes 

 
ALBINAA. 
SIASON 

Administrative 
Aide I 

Office of the 
Municipal Civil 

Registrar 
 

OR 



 

 

 
MARILYN P. 
RELENTE 

Administrative 
Aide I 

Office of the 
Municipal Civil 

Registrar 
 

OR 
 

 
ROVELYN O. 

BUTAL 
Administrative 

Aide 
Office of the 

Municipal Civil 
Registrar 



 

 

 2.2 The Collection 
Officer receives 
the payment 
and issue 
Official Receipt. 

PhP 500.00 – 
legitimation fee 
 
PhP 500.00 – 
endorsement fee 
 

10 minutes 

 
MARICEL C. 

REVILLA 
Administrative 

Aide III 
Office of the 

Municipal 
Treasurer 

 
OR 

 

 
JOSEPH N. 
BALONGA 

Administrative 
Aide I 

Office of the 
Municipal 
Treasurer 

 
OR 



 

 

 
MARIALY P. 

BALUCA 
Revenue 

Collection Clerk 
Office of the 

Municipal 
Treasurer 

 2.3 Record receipt 
of payment at 
logbook. 

None   5 minutes 

 
ALBINAA. 
SIASON 

Administrative 
Aide I 

Office of the 
Municipal Civil 

Registrar 
 

OR 



 

 

 
MARILYN P. 
RELENTE 

Administrative 
Aide I 

Office of the 
Municipal Civil 

Registrar 
 

OR 
 

 
ROVELYN O. 

BUTAL 
Administrative 

Aide 
Office of the 

Municipal Civil 
Registrar 



 

 

3. Wait for 
release of 
document. 

3. Sign and release 
of the document 
for endorsement to 
PSA, CRS, 
Manila. 

None   10 minutes 

 
MARIETTA S. 
GOYENECHE 

Acting Municipal 
Civil Registrar 

Office of the 
Municipal Civil 

Registrar 
TOTAL PhP 500.00 – 

legitimation fee 
 

PhP 500.00 – 
endorsement fee 

 

35 minutes  

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

SUPPLEMENTAL REPORT 
A Supplemental Report is used to provide additional information or entries that were 
inadvertently omitted in the original registration of a Certificate of Live Birth, Certificate 
of Marriage, Certificate of Death, or Certificate of Fetal Death. 
 
This process ensures that civil registry records are complete and accurate, allowing 
individuals to obtain official documents that fully reflect the pertinent details of the vital 
event. Proper submission of a supplemental report helps maintain the integrity and 
reliability of civil registry records. 

 

OFFICE/DIVISION OFFICE OF THE MUNICIPAL CIVIL REGISTRAR 
CLASSIFICATION Simple  
TYPE OF TRANSACTION G2C – Government to Citizen 
WHO MAY AVAIL All 

 
CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Birth Certificate of the child, 1 
original copy 

Office of the Municipal Civil Registrar 

2. Baptismal Certificate, 1 original 
copy 

Applicant’s church 

3. Affidavit for Supplemental Report Applicant 
4. Marriage Certificate if married, 1 

original copy 
Office of the Municipal Civil Registrar 

5. Voter’s Certification, 1 original 
copy 

COMELEC Office 

 

 

 

 

 

 



 

 

CLIENT STEPS AGENCY ACTIONS FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Presentation 
of the COLB 
of the child 
and the 
requirements. 

1. Examine the 
completeness of 
the document. 

None   5 minutes 

 
MARIETTA S. 
GOYENECHE 

Acting Municipal 
Civil Registrar 

Office of the 
Municipal Civil 

Registrar 
2. Payment of 

fees. 
2.1 Advice client to 

proceed to MTO 
for payment. 

None   5 minutes 

 
ALBINAA. 
SIASON 

Administrative 
Aide I 

Office of the 
Municipal Civil 

Registrar 
 

OR 



 

 

 
MARILYN P. 
RELENTE 

Administrative 
Aide I 

Office of the 
Municipal Civil 

Registrar 
 

OR 
 

 
ROVELYN O. 

BUTAL 
Administrative 

Aide 
Office of the 

Municipal Civil 
Registrar 



 

 

 2.2 The Collection 
Officer receives 
the payment 
and issue 
Official Receipt. 

PhP 500.00 – 
endorsement fee 
 
PhP 100.00 – 
certified true copy 
 
PhP 100.00 – 
supplemental 
affidavit 
 

10 minutes 

 
MARICEL C. 

REVILLA 
Administrative 

Aide III 
Office of the 

Municipal 
Treasurer 

 
OR 

 

 
JOSEPH N. 
BALONGA 

Administrative 
Aide I 

Office of the 
Municipal 
Treasurer 

 
OR 



 

 

 
MARIALY P. 

BALUCA 
Revenue 

Collection Clerk 
Office of the 

Municipal 
Treasurer 

 2.3 Record receipt 
of payment at 
logbook. 

None   5 minutes 

 
ALBINAA. 
SIASON 

Administrative 
Aide I 

Office of the 
Municipal Civil 

Registrar 
 

OR 



 

 

 
MARILYN P. 
RELENTE 

Administrative 
Aide I 

Office of the 
Municipal Civil 

Registrar 
 

OR 
 

 
ROVELYN O. 

BUTAL 
Administrative 

Aide 
Office of the 

Municipal Civil 
Registrar 



 

 

3. Wait for 
release of 
document. 

3. Sign and release 
of the document 
for endorsement to 
PSA, CRS, 
Manila. 

None   10 minutes 

 
MARIETTA S. 
GOYENECHE 

Acting Municipal 
Civil Registrar 

Office of the 
Municipal Civil 

Registrar 
TOTAL PhP 500.00 – 

endorsement fee 
 

PhP 100.00 – 
certified true copy 

 
PhP 100.00 – 
supplemental 

affidavit 
 
 

35 minutes  

 

 

 

 


	EXTERNAL - OFFICE OF THE MUNICIPAL CIVIL REGISTRAR-2
	EXTERNAL - OFFICE OF THE MUNICIPAL CIVIL REGISTRAR

