
15 Processing of Petition for Correction of Clerical or Typographical 
Error Pursuant to RA 9048 
 
 To grant the Petition for Correction of Clerical or Typographical Error filed pursuant 

to RA 9048 

 

OFFICE OR DIVISION LOCAL CIVIL REGISTRAR, RECORDS DIVISION 

CLASSIFICATION HIGHLY TECHNICAL 

TYPE OF 
TRANSACTION G2C 

Who may avail     1.  Owner of the Civil Registry Document (CRD) 

   2.  Owner's spouse, children, parents, brothers, sisters, 
grandparents,  

guardian or any other person duly authorized by law or by the 
document owner 

Checklist of Requirements Where to Secure 

1.2 Photocopies of PSA and Certified copy of 
Birth or Death  Certificate of the owner 
2. 2 Photocopy of Baptismal Certificate of 
Document Owner and Siblings  
3. 2 photocopies of PSA copy of the birth 
certificate of mother and father 
4. 2 photocopy of LCR or PSA copy of Marriage 
Certificate Parents  
5. 2 Photocopy of Marriage Certificate of 
Document Owner  
 6. 2 photocopy of Birth Certificate of 1 Sibling  
7. 2 Photocopy of Marriage Certificate of Sibling  
8. 2 photocopy of Voter Certificate or Document 
owner and Parents  
9. 2 photocopy of available valid ID's of 
Document Owner and Parents  
10. 2 photocopy of School record  
11. 2 Original Affidavit of Explanation  
12. 2 photocopy of Community Tax Certificate / 
Cedula 
13. 2 Original Copy of Special Power of 
Attorney (if the petitioner is not the document 
owner 
14. 2 Affidavit of Explanation (original) 

1. LCR and PSA  
 
2. Church/Client  
 
3. PSA  
 
4. PSA or LCR  
5. PSA or LCR  
6. PSA or LCR  
7. PSA or LCR  
8. COMELEC  
9. CLIENT  
 
10. Client or School  
11. Notary Public  
12. Barangay Hall or City Hall  
13. Notary Public  
 
14. Notary Public  

Client Steps Agency Action 
Fees to be 

Paid 
Processing 

Time 

PERSON  
Responsibl

e 



1 

Proceed to LCR 
PACD BOOTH 
and get a priority 
number. Wait for 
the number to be 
called. If your 
number is called,  
proceed to LCR 
WINDOW 5. 
  
 

1. Evaluate 
documents and if 
found sufficient, 
issue tax order of 
payment and instruct 
client to proceed to 
at the City 
Treasurer’s Office.  
Instruct client to 
photocopy the 
documents and 
Official Receipt in 2. 
Issue checklist of 
requirements if no 
documents 
presented. 

Filing Fee: 
PHP 

1,000/CCE; 
PHP  PHP 

150-
Certified 

Copy; PHP 
30- 

Documenta
ry Stamp 
Tax: PHP 

30.00 

10 minutes  

 Registration 
Officer III; 

Admin Aide 
IV,                  

Records 
Division, 

LCR Room 4  

2 Present OR and 
submit photocopied 
documents to 
person responsible 

2. Instructs client to 
go back to LCRO  
Window 5 after 2 
working hours to sign 
the petition. Provide 
client with the copy 
of petition. Issue 
Notice of Posting. 

NONE 2 Hours Registration 
Officer III; 

Admin Aide 
IV,                  

Records 
Division, 

LCR Window 
5 

   2.1 Post the Notice 
of Posting in 10 days 
The City Civil 
Registrar, as Quasi 
Judge, shall act on 
the petition within 5 
days after the 10 
days posting period. 

NONE 15 days Registration 
Officer III; 

Admin Aide 
IV,                  

Records 
Division, 

LCR Window 
5 
 
 

Department 
Head 

II,Room 1 

3 Go back to LCRO 
Window 5 and 
present claim 
stub/copy of petition 
after 15 days 

3. Release the 2 sets 
of approved petition 
and instruct the client 
to mail the 1 set of 
approved petition to 
PSA-QC through 
their choice of 
courier 

NONE 10 minutes Registration 
Officer III; 

Admin Aide 
IV,                  

Records 
Division, 

LCR Window 
3 



4
. 

Receive copy of 
approved petition 
and mail the 
approved petition to 
PSA-Quezon City, 
photocopy courier 
OR and present  to 
LCRO Personnel 
In-charge of the 
Petition 

4.Accept 
photocopied  OR of 
courier and advise   
client to go back to 
LCR Window 5 for 
follow up after 3 
months. 

NONE 15 minutes 

Registration 
Officer III; 

Admin Aide 
IV,                  

Records 
Division, 

LCR Window 
3   

TOTAL 

PHP 1210 15 days, 2 
Hours and 
35 Minutes        

. 

  

"Service Covered Under R. A. 9048" 

END OF TRANSACTION 

 


