5 Issuance of Endorsement of Civil Registry Document to
Philippine Statistics Authority

Issuance of Endorsement of Civil Registry Document to PSA (For
Negative/Unannotated PSA Record of Birth, Marriage and Death Certificate with
Affirmed Petition, and Processed Court Decree or Legal Instrument) to the Client

Local Civil Registrar, Records Division
Simple

G2C

Document Owner of legal age (18 years old or above),
his/her Legal Spouse, parent/s, children (of legal age),
Guardian or Authorized Representative

1. Fully filled-out Request Form | 1. Local Civil Registrar
(Original/1 copy)

2. Official Receipt (OR) (Original | 2. City Treasurer's Office
1 copy)

3. Valid Identification (ID) Card /
Identity Document of 3. lIssuing company, agency or institution
the Requesting Party /
(Original)

4. Authorization Letter / Special
Power of Attorney (Original .
Copy), if Authorized 4. Document Owner / Notary Public
Representative

5. Valid Identification (ID) Card /
Identity Document of the 5
Authorized Person/Guardian, '
identity and signature
matches the document
(Original)

6. Negative / Unannotated PSA Philioi tatistics Authority (PSA
Certification (Original) 6. lippine Statistics Authority (PSA)

Issuing company, agency or institution

PERSON
AGENCY PROCESS
CLIENT STEPS ACTIONS FEES TO BE PAID ING TIME RESFI’_?ENSIB
1. Proceed to LCR | 1. Interview None 10 minutes | Administrativ
PACD BOOTH. | client, issue e Aide Il
Get a priority priority number Records &
number. Wait and instruct Archiving
for the number | client to Division,
to be called. proceed to LCR PACD
When your Window 4 when BOOTH
number is the number is
called, proceed | called.
to Window 4.
2. Proceed to 2. Interview None 30 minutes | Administrativ
WINDOW 4 and | client, issue e Aide IV
get Request Request (Job Order);




Form/Checklist | Form/Checklist Administrativ
of of e Aide Il;
Requirements/ | Requirements/ Records &
Order of Order of Archiving
Payment. Fill Payment and Division,
out the form, instruct client to Window 4
comply the fill-out form,

requirements comply

and proceed to | requirements

Cashier’'s and pay at the

Window at the City Treasurer’s

City Treasurer's | Office

Office for

payment.

3. Pay at the City PHP 200/ CTO
Treasurer’s verification Collector
Office fee;

PHP 120/
Documentary Stamp
Tax

4, 3. Receive and | None 1 day Administrativ
Upon  comple | record request e Aide V
tion of and issue claim (Job Order);
requirements, stub. Advise Administrativ
go back to client to go e Aide Il;
Window 4, back after 2 Administrativ
submit them days for the elV;
with the release of Administrativ
Request form, documents. e Assistant.
documentary Verify the Il Registrati
requirements requested Civil on Officer
and OR and go | Registry Il; Registratio
back after 2 Document. Pull n Officer IV;
days for the out and Records &
release of reproduce in 2 Archiving
documents. copies all Division

attachments.

Prepare

endorsement Department

documents. Head Il

Attach the CRD Asst.

and documents Department

to the Request Head Il

Form, Registration

Requirements Officer IlI-

and OR, and Birth and

submit to the Death

signatory for Division,

authentication. LCR Room 1

4. After 2 days, 4. Retrieve the None 10 minutes | Administrativ
submit the claim claim stub, let e Aide IV

stub and receive
the authenticated

the client sign
the tracking

(Job Order)




document at LCR
PACD

BOOTH and
forward the
documents to PSA
Sargen Office or/
mail the CRD to
PSA

form. Release
the
authenticated
civil registry
document to the
customer and
advise the
customer to
forward to PSA
Sargen Office

Records &
Archiving
Division,

LCR PACD
BOOTH

or mail to PSA

Manila
2 days and

TOTAL PHP 320/ Request | 20
minutes/
transaction

"Service Covered under RA 9255 and its Revised IRR"

END OF TRANSACTION




