
3.  Registration of Death - Delayed Registration of Death Who Died 
at Home or By External Cause 
 
Processing of Late Registration of the Death of a Person Who Died at Home or by 
External Cause  
 

Office or 
Division: 

LOCAL CIVIL REGISTRAR, BIRTH AND DEATH DIVISION 

Classification: HIGHLY TECHNICAL 

Type of 
Transaction: 

G2C 

Who may 
avail: 

   1.  A father/mother/brother/sister/guardian of the deceased      
   2.  Any authorized agency/individual who have knowledge of the death  

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Original with Official Receipt and one (1) photocopy 
of the Philippine Statistics Authority copy of the 
Negative Certification of Death 

PSA 

2. Certificate of No Record of Death from the Office of 
the Local Civil Registrar 

LCR 

3. Affidavit for delayed registration of death executed by 
the nearest kin/informant of the deceased 

Notary Public 

4. Original/LCR/PSA copy of the Certificate of Live Birth 
or Certificate of Marriage of the deceased 

LCR/PSA 

5.Affidavit of Facts of Birth executed by nearest kin or 
informant in the absence of nearest kin (with PSA No 
Record of Birth of the deceased and without marriage 
certificate) 

Notary Public 

 

5. Extract police blotter (For death by external cause) or 
Coast Guard/Maritime Report (For death that occurred 
at the high seas) 

Police Precinct/Coast Guard 

6. Residence certificate of the nearest kin/informant 
(current year) 

City Hall/Barangay Hall 

Client Steps Agency Action Fees to 
be Paid 

Processin
g Time 

PERSON  
Responsible 

1 Proceed to the 
Office of the Local 
Civil Registrar, secure 
a priority number, and 
sign the client log 
sheet. 

1 The Public 
Assistance and 
Complaints Desk 
Officer will call the 
priority number. 

None 3 minutes Public Assistance and 
Complaints Desk 
Officer 

2 Inform the Public 
Assistance and 
Complaints Desk 
Officer on the 
occurrence of the 
death of a person and 
present the Negative 
Certification of Death 

2 The Public 
Assistance and 
Complaints Desk 
Officer will provide a 
death certificate 
verification form and 
instruct the client to 
completely fill it out 
then proceed to the 

None 3 minutes Public Assistance and 
Complaints Desk 
Officer 



from the Philippine 
Statistics Authority 

City Treasurer's 
Office collector for 
payment 

3 Proceed to the City 
Treasurer's Office 
collector and pay the 
corresponding fee 

3 The City 
Treasurer's Office 
collector will receive 
the payment and 
issue a 
corresponding 
official receipt 

PHP 50.00 
- 

Verificatio
n 

PHP 30.00 
- 

Document
ary Stamp 

- City Treasurer's 
Office Collector 

4 Proceed back to the 
Office of the Local 
Civil Registrar, secure 
a priority number 
 
Note: For same day 
transactions, no need 
to secure a priority 
number. 

4 The Public 
Assistance and 
Complaints Desk 
Officer will review 
the document and 
endorse the client to 
window 3 - Records 
division 
administrative aide 
VI/administrative 
aide 
IV/administrative 
aide II for the 
verification of the 
possible registration 
of the death of the 
deceased 

None 3 minutes Public Assistance and 
Complaints Desk 
Officer 

 
5 Proceed to window 
3 - Records division 
administrative aide 
VI/administrative aide 
IV/Administrative 
Aide II and present 
the death certificate 
verification form and 
the official receipt  

5 The administrative 
aide 
VI/administrative 
aide 
IV/administrative 
aide II will advise the 
client to proceed to 
the waiting area 
while the document 
is being verified.  

None 2 minutes Administrative Aide 
VI/ 
Administrative Aide 
IV/  
Administrative Aide II 



  5.1 The 
administrative aide 
VI/administrative 
aide 
IV/administrative 
aide II will verify 
from the archive 
section on the 
possible registration 
of the death of the 
deceased. Upon 
confirmation of the 
non-existence of 
such registration, the 
administrative aide 
VI/administrative 
aide 
IV/administrative 
aide II will stamp the 
verification slip 
indicating "No 
record" and will 
endorse the 
document to the 
Public Assistance and 
Complaints Desk 
Officer. 

None - Administrative Aide 
VI/ 
Administrative Aide 
IV/  
Administrative Aide II 

  5.2 The Public 
Assistance and 
Complaints Desk 
Officer will call the 
client, provide a 
death certificate 
interview form, then 
endorse the client to  
window 2 - Birth and 
Death division 
registration officer 
I/administrative aide 
VI for interview 

None 3 minutes Public Assistance and 
Complaints Desk 
Officer 

 
6 Proceed to window 
2 - Birth and Death 
division registration 
officer 
I/administrative aide 
VI for interview and 
present the following 
documents: 
 
1. Original and one (1) 

6 The registration 
officer 
I/administrative aide 
VI will conduct a 
thorough interview 
and verification of 
the entries in the 
death certificate 
interview form 
having the Certificate 

None 8 minutes Registration Officer 
I/ 
Administrative Aide 
VI 



photocopy of the 
Philippine Statistics 
Authority copy of the 
Negative Certification 
of Death    
2. Certificate of No 
Record of Death from 
the Office of the Local 
Civil Registrar    
3. Affidavit for 
delayed registration 
of death executed by 
the nearest 
kin/informant of the 
deceased    
4. Original/LCR/PSA 
copy of the Certificate 
of Live Birth or 
Certificate of 
Marriage of the 
deceased    
5. Extract police 
blotter (For death by 
external cause) or 
Coast Guard/Maritime 
Report (For death that 
occurred at the high 
seas)    
6. Residence 
certificate of the 
nearest kin/informant 
(current year) 

of Live Birth or the 
Certificate of 
Marriage as 
reference, check all 
the necessary 
attachments, then 
instruct the client to 
proceed to the 
waiting area while 
the document is 
being prepared. 

7 Proceed to the 
waiting area 

7 The registration 
officer 
I/administrative aide 
VI will endorse the 
document to the 
administrative aide 
IV/administrative 
aide II for the 
preparation of the 
Certificate of Death 

None 2 minutes Registration Officer 
I/ 
Administrative Aide 
VI 

 

  7.1 The 
administrative aide 
IV/administrative 
aide II will encode 
and sign the 
Certificate of Death 
and then endorse the 
document to the 

None 8 minutes Administrative Aide 
IV/  
Administrative Aide II 



Public Assistance and 
Complaints Desk 
Officer 

  7.2 The Public 
Assistance and 
Complaints Desk 
Officer will call the 
surname of the 
informant 

None 2 minutes Public Assistance and 
Complaints Desk 
Officer 

8 Proceed to the 
Public Assistance and 
Complaints Desk 
Officer 

8 The Public 
Assistance and 
Complaints Desk 
Officer will have the 
client review and 
sign the document as 
informant, then 
endorse the client to 
the assigned City 
Treasurer's Office 
collector for 
payment. The Public 
Assistance and 
Complaints Desk 
Officer will also 
advise the client to 
proceed to the City 
Health Office and 
then to the 
embalmer/imam to 
have the Certificate 
of Death signed 

None 3 minutes Public Assistance and 
Complaints Desk 
Officer 

 
 
 
 
 
 
 
 

9 Proceed to the City 
Treasurer's Office 
collector and pay the 
corresponding burial 
and certification fees 

9 The City 
Treasurer's Office 
collector will receive 
the payment and 
issue a 
corresponding 
official receipt 

PHP 50.00 
- 

Certificatio
n 

PHP 30.00 
- 

Document
ary Stamp 
PHP 10.00 

- Burial 
Permit/Tra

- City Treasurer's 
Office Collector 



nsfer of 
Cadaver 

10 Proceed to the City 
Health Office and 
have the Certificate of 
Death signed by the 
authorized signatory 

10 The authorized 
signatory will sign 
the Certificate of 
Death 

None - City Health Office 
authorized signatory 

11 Proceed to the 
embalmer/Imam (for 
Islam) and have the 
Certificate of Death 
signed by the 
authorized signatory 

11 The authorized 
signatory will sign 
the Certificate of 
Death 

None - Embalmer/Imam (for 
Islam) 

12 Proceed back to 
the Office of the Local 
Civil Registrar, secure 
a priority number 
 
Note: For same day 
transactions, no need 
to secure a priority 
number. 

12 The Public 
Assistance and 
Complaints Desk 
Officer will review 
the document and 
endorse the client to 
window 2 - Birth and 
Death division 
registration officer 
III/registration officer 
I for the receiving of 
the document 

None 5 minutes Public Assistance and 
Complaints Desk 
Officer 

13 Proceed to window 
2 - Birth and Death 
division registration 
officer III/registration 
officer 
I/administrative aide 
VI to have the 
Certificate of Death 
for final review 

13 The registration 
officer III/registration 
officer I will review 
the documents and 
attachments, then 
will issue a claim stub 
to the client for the 
10-day posting 
period for delayed 
registration 

None 8 minutes Registration Officer 
III/ 
Registration Officer I 

 
 
 
 
 



  13.1 After 10 days, 
the registration 
officer III and the 
department head will 
review, sign, and 
register the 
Certificate of Death, 
then endorse the 
document to the 
administrative aide 
VI/administrative 
aide IV for the 
stamping of the 
Office of the Local 
Civil Registrar seal 
and assignment of 
the registration 
number 

None 8 days Department Head/ 
Assistant 
Department Head/ 
Registration Officer 
III/ 
Administrative Aide 
VI/  
Administrative Aide 
IV 

14 After 10 days, 
proceed back to the 
Office of the Local 
Civil Registrar, secure 
a priority number, and 
sign the client log 
sheet. 

14 The Public 
Assistance and 
Complaints Desk 
Officer will call the 
priority number. 

None 5 minutes Public Assistance and 
Complaints Desk 
Officer 

15 Present to the 
Public Assistance and 
Complaints Desk 
Officer the claim stub 

15 The Public 
Assistance and 
Complaints Desk 
Officer will endorse 
the client to  window 
2 - Birth and Death 
division registration 
officer 
I/administrative aide 
VI  

None 5 minutes Public Assistance and 
Complaints Desk 
Officer 

16 Proceed to window 
2 - Birth and Death 
division registration 
officer 
I/administrative aide 
VI and drop the claim 
stub in the box 
provided 

16 The registration 
officer 
I/administrative aide 
VI/administrative 
aide IV will instruct 
the client to proceed 
to the waiting area 
while the registered 
document is being 
retrieved 

None 2 minutes Registration Officer 
I/ 
Administrative Aide 
VI 

  16.1 The registration 
officer 
I/administrative aide 
VI/administrative 
aide IV will retrieve 
the registered 

None 8 minutes Registration Officer 
I/ 
Administrative Aide 
VI 



document and 
endorse the 
document to the 
Public Assistance and 
Complaints Desk 
Officer 

 

  16.2 The Public 
Assistance and 
Complaints Desk 
Officer will call the 
surname of the client 

None 1 minute Public Assistance and 
Complaints Desk 
Officer 

17 Proceed to the 
Public Assistance and 
Complaints Desk 
Officer 

17 The registered 
document is turned 
over to the client. 

None 1 minute Administrative Aide 
VI/  
Administrative Aide 
IV 

Total Php 170.00 10 days, 1 
hour, and 

17 minutes 

  

"Service is covered under Act 3753." 

END OF TRANSACTION 

 


