
12 Processing and Registration of Presumptive Death 

Processing and Registration of Court Order-Presumptive Death 

Office or Division: Local Civil Registrar, Records Division 

Classification: Complex 

Type of Transaction: G2C 

Who may avail: Any person with Court Order-Presumptive Death   

CHECKLIST OF REQUIREMENT/S WHERE TO SECURE 

1. Court Order-Presumptive Death (1 original 
and 4 certified copies)   
2. Certificate of Finality (1 original)   
3. Authenticity/Certificate of registration (1 
original)   
4. Authorization Letter from the Petitioner with 
Photocopy     
of one valid ID with fresh signature (1 original) 
(if the transacting client is not the petitioner) 
  

1. RTC 
 

2. RTC 
3. LCR of Jurisdiction 

 
4. Owner of the document 

CLIENT STEPS AGENCY ACTIONS 
FEES TO BE 

PAID 
PROCESSI
NG TIME 

PERSON 
RESPONSIBLE 

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 and 
present the Court 
Order/Decree.  

1.1.Interview 
customer. Evaluate 
documents if 
documents are 
complete. Issue order 
of payment if 
documents are 
sufficient and instruct 
client to pay City 
Treasurer’s Office. 
Issue checklist of 
requirements if no 
documents presented.  

LFC Toolkit 
(PHP 1313.00) 

30 minutes 
 
 
 
 

Registration Officer 
III, Administrative 
Assistant III  

 
Window 3, Records 
Division 

 

2. Pay at City 
Treasurer’s Office. 

2.1 After payment, 
petitioner proceeds 
directly to Window 5. 
Issue claim stub and 
advise petitioner to 
return after 3 days.   

 30 minutes Cashier, City 
Treasurer’s Office 

 2.2.Prepare the 
documents. 

None 2 Days Admin Asst. III, 
Records Division, 

Room 4.  
 

Department Head 
II, LCR Room 1 

3. Go back to LCR 
WINDOW 5 and 
present claim stub. 
Receive the 
documents and 
review entries as to 
the correctness, mail 

3.1. Give further 
instructions to client 
on the mailing of the 
document to PSA 
Quezon City. Release 
the client's copy. 
Advise client to verify 

None 10 minutes Admin Aide IV or 
Registration Officer 
III,  

 
Records Division, 
Window 5 
. 



the PSA copy to PSA 
Quezon City 

at any PSA Serbilis 
Outlet after 3 months 

 

TOTAL 
PHP 
1313.00/Court 
Order 

2 Days1 hr 
and 
10 minutes/ 
transaction 

 

END OF TRANSACTION 

 


