
1. Registration of Marriage – Timely 

 

Registration of Marriage to the Authority within 15 days after the date of marriage for 

marriages requiring marriage license and 30 days for those exempted of marriage 

license requirement.  

Office or Division: Local Civil Registrar, Marriage Division 

Classification: Simple 

Type of Transaction: G2C, G2G 

 

Who may avail: The Solemnizing Officer who officiated the marriage, anyone or 

both of the Contracting Parties, or their Authorized 

Representative 

CHECKLIST OF REQUIREMENT/S WHERE TO SECURE 

1. Duly accomplished Certificate of Marriage (4 original 

copies)  

2. Marriage License Application and Marriage License, if 

marriage was solemnized requiring a marriage license 

(1 original copy) 

3. Duly accomplished Muslim Attachment Form, if 

marriage was solemnized pursuant to Presidential 

Decree 1083 (4 original copies) 

4. Duly accomplished Indigenous Peoples Attachment 

Form, if marriage was solemnized pursuant to 

Administrative Order 3, Series of 2004 (4 original 

copies) 

5. Certification that the marriage is solemnized in 

accordance with ICCs/IPs Laws and practices-

Administrative Order 3, Series of 2004 (1 original copy 

and 1 photocopy) 

6. Affidavit of Cohabitation executed by the couple, if 

marriage was solemnized  pursuant to Article 34 of the 

Family Code (2 original copies) 

7. Request to Solemnize marriage in a place other than 

those authorized by law executed by the couple, if 

marriage was solemnized in a place other than those 

authorized by law (2 original copies) 

8. Certificate of Registration of Authority to Solemnize 

Marriage of Solemnizing Officer  with contact number(1 

photocopy) 

9. Original CENOMAR of both couples if Marriage 

License was obtained outside LCR-General Santos 

City (For marriages that will be solemnized by Gensan 

City Mayor) 

1. Solemnizing Officer 

 

2. LCR Office(to be submitted 

to Solemnizing Officer prior 

the wedding) 

3. Solemnizing Officer 

 
 

4. Solemnizing Officer 

 
 
5. National Commission on 

Indigenous Peoples 

 
 
6. Lawyer (to be submitted to 

Solemnizing Officer prior the 

wedding) 

7. Lawyer (to be submitted to 

Solemnizing Officer prior the 

wedding) 

 
8. Issued to Solemnizing 

Officer by Philippine 

Statistics Authority 

 

9. PSA 

 



10. CENOMAR of both spouses if marriage was 

solemnized pursuant to Article 34 of the Family Code 

(1 original and 1 photocopy) 

11. 1 certified copy of Pre-Marriage Orientation & 

Counselling Certificate (PMOC) issued by CPMO for 

Article 34 marriages. 

12. 1 original copy of Parental Advise for ages bride or 

groom ages 23 to 25 for  Article 34 marriages. 

13. Death Certificate of Spouse if marriage was 

solemnized pursuant to Article 34 of the Family Code 

for widow or widower (Original PSA Copy if died 

outside GSC (1 original & 1 photocopy) or 2 LCRO 

Certified copy if died in GSC. 

14. In cases wherein the religion of the groom or bride in 

Marriage License Application (MLA) is different from 

their marriage certificate and the Affiliation of the 

Solemnizing Officer in his/her CRASM is different from 

the declared religious affiliation of the groom or bride in 

the MLA, the Solemnizing Officer shall be required to 

attached in the Marriage Certificate for registration an 

EXPLANATION IN AFFIDAVIT FORM why he/she 

solemnized the couple subscribed by a Notary Public  

and the couple shall be required to submit Certification 

of Religious Affiliation. 

10. Notary Public 

 
 

11. City Population & 
Management Office (CPMO) 
 

12. LCRO/Notary Public 
 

13. PSA/LCRO 
 

 
 
 
 
 

14.NOTARY PUBLIC 

CLIENT STEPS AGENCY ACTIONS 
FEES TO 

BE PAID 

PROCESSIN

G TIME 

PERSON 

RESPONSIBL

E 

1. At the customers 

waiting area, 

secure a priority 

number. Once the 

number is called, 

approach the 

Public Assistance 

Desk Officer and 

inquire where to 

register marriage 

certificate 

Advise client to 

proceed to Window 

1 

NONE 30 minutes Administrative 

Aide II, Admin 

Unit, LCR 

Office 

2. Proceed to 

Window 1. Ensure 

accuracy and 

completeness of 

entries and 

requirements. 

Submit marriage 

certificate for 

Receive, evaluate 
marriage certificate 
and attachments,  
and recommend 
approval by affixing 
signature 

NONE 30 minutes Registration 

Officer III/ 

Registration 

Officer II/ 

Administrative 

Aide VI/ 

Administrative 

Aide IV, 



registration and its 

attachments 

Marriage 

Division, LCR 

Office 

  Review and approve 
registration  

NONE 10 minutes Department 

Head II/ 

Registration 

Officer III, LCR 

Office 

3. Receive registered 

CoM 

Indicate registry 
number and 
statistical codes, 
stamp seal, 
segregate LCR and 
PSA copies, and 
release owner's 
copy of registered 
marriage certificate. 
Let client sign the 
logbook upon 
receipt 

NONE 20 minutes Registration 

Officer III/ 

Registration 

Officer II/ 

Administrative 

Aide VI/ 

Administrative 

Aide IV, 

Marriage 

Division, LCR 

Office 

  TOTAL NONE 

1 hour and 30 

minutes/ 

transaction 

  

END OF TRANSACTION 

 

 


