1. Registration of Birth - Timely Registration of Birth Born at a

Birthing Institution

Processing and Timely Registration of the Birth of a Person Born at a Birthing

Institution born to married and unmarried parents

LOCAL CIVIL REGISTRAR, BIRTH AND DEATH DIVISION

SIMPLE

G2C

1. Four (4) original copies of Accomplished Certificate of Live
Birth

1. A father/mother/brother/sister/guardian of the new born
2. Any authorized agency/individual who have knowledge of the birth

Birthing Institution

2.For married parents, One (1) photocopy of the
original/LCR/PSA copy of the Certificate of Marriage of parents

LCR/PSA

3.For unmarried parents,

3.1-Four (4) Registered original copies of the Affidavit to Use
the Surname of the Father (executed by the mother for 0-6 yrs
old child)

3.2- Four (4) Original copies of the Affidavit to Use the
Surname of the Father Executed by the Mother/Guardian

3.3- Four (4) Registered original copies of Affidavit of
Acknowledgement of Paternity (for father residing outside the
city limits at the time of registration)

3.4 Affidavit of the Whereabout of the Mother/Affidavit of
Guardianship (if applicable) executed by the Guardian as
Informant.

3.5 Government Issued ID with signature of the father (2
photocopy with 3 specimen signature)

3.6 Current Barangay Certification of Residency with 2x2
picture and signature of the father ( 1 original and 1 photocopy
with 3 specimen signature)

3.7 National ID in the absence of Government Issued ID with
signature (2 photocopy with 3 specimen signature)

3.8 Current CEDULA of the father (2 photocopy with 3
specimen signature)

3.9 If residence is outside the Philippines, secure the Affidavit
of Acknowledgement of Paternity at the Philippine Embassy of
the respective country.

3.10 Notarized Admission of Paternity (Page 2 of the
Accomplished COLB)

3.1 Notary Public, LCRO

3.2 Notary Public

3.3 Notary Public/LCRO

3.4 Notary Public

3.5 Any Gov'’t Agency

3.6 Barangay

3.7 PSA
3.8 Barangay LGU

3.9 Philippine Embassy

3.10 Notary Public

Client Steps Agency Action Fees to | Processing PERSON
be Paid Time Responsible
1. Proceed to the Office | Collect the unregistered None 5 minutes Admin Assistant

of the Local Civil
Registrar, drop the
COLB for registration in

COLB in the dop box.




LOCAL CIVIL REGISTRAR, BIRTH AND DEATH DIVISION

SIMPLE

G2C

1. Four (4) original copies of Accomplished Certificate of Live
Birth

1. A father/mother/brother/sister/guardian of the new born
2. Any authorized agency/individual who have knowledge of the birth

Birthing Institution

2.For married parents, One (1) photocopy of the
original/LCR/PSA copy of the Certificate of Marriage of parents

LCR/PSA

3.For unmarried parents,

3.1-Four (4) Registered original copies of the Affidavit to Use
the Surname of the Father (executed by the mother for 0-6 yrs
old child)

3.2- Four (4) Original copies of the Affidavit to Use the
Surname of the Father Executed by the Mother/Guardian

3.3- Four (4) Registered original copies of Affidavit of
Acknowledgement of Paternity (for father residing outside the
city limits at the time of registration)

3.4 Affidavit of the Whereabout of the Mother/Affidavit of
Guardianship (if applicable) executed by the Guardian as
Informant.

3.5 Government Issued ID with signature of the father (2
photocopy with 3 specimen signature)

3.6 Current Barangay Certification of Residency with 2x2
picture and signature of the father ( 1 original and 1 photocopy
with 3 specimen signature)

3.7 National ID in the absence of Government Issued ID with
signature (2 photocopy with 3 specimen signature)

3.8 Current CEDULA of the father (2 photocopy with 3
specimen signature)

3.9 If residence is outside the Philippines, secure the Affidavit
of Acknowledgement of Paternity at the Philippine Embassy of
the respective country.

3.10 Notarized Admission of Paternity (Page 2 of the
Accomplished COLB)

3.1 Notary Public, LCRO

3.2 Notary Public

3.3 Notary Public/LCRO

3.4 Notary Public

3.5 Any Gov't Agency

3.6 Barangay

3.7 PSA
3.8 Barangay LGU

3.9 Philippine Embassy

3.10 Notary Public

Client Steps Agency Action Fees to | Processing PERSON
be Paid Time Responsible
the designated drop
box.
1. The LCRO Staff shall None 25 minutes | Il

record or encode the
collected unregistered

2. Collected COLBs shall be
enrolled in the QMIS and
attached filled out to each
COLB.




3. COLB shall be segregated
by married parents and
unmarried parents.

4. COLBS shall be
forwarded to assigned
reviewer.

5. The reviewer shall
forward the reviewed
unregistered COLB to
registration in-charge for
stamping.

6. Stamped unregistered
COLB shall be forwarded to
assigned signatory for
approval.

7. The registration in-
charge shall retrieve the
approved COLB for
registration.

Registered COLB is now
ready for release at
Window 8.

3.Go back to LCRO-
Window 8 on the 2™
working day from
submission day.

Receive the registered
COLB.

Release the registered
COLB to the client.

None

5 minutes

Administrative
Assistant Ill

"Service is covered under Act 3

753."

END OF TRANSACTION




