2. Registration of Birth - Delayed Registration of Birth Born at a

Birthing Institution

Processing of Late Registration of the Birth of a Person Born at a Birthing Institution

to Married and Unmarried Parents

LOCAL CIVIL REGISTRAR, BIRTH AND DEATH DIVISION

HIGHLY TECHNICAL

G2C

old and above)

civil registry document

1. Original with Official Receipt and one (1) photocopy of the
Philippine Statistics Authority copy of the Negative Certification
of Birth

3. Any authorized agency/individual who have knowledge of the birth

1. A person who owns the civil registry document (must be 18 years

2. A father/mother/brother/sister/guardian of the person who owns the

PSA

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

Birthing Institution

3. Certificate of No Record of Birth from the Office of the Local
Civil Registrar

LCR

4. Affidavit of two (2) disinterested persons who might have
witnessed the birth of the registrant

Notary Public

5. Authorization Letter (in case the informant is not a direct kin
of the registrant)

Registrant/Nearest Kin

6. Residence certificate of the registrant/informant (current
year)

City Hall/Barangay Hall

i. Medical Record

j. Passport (photocopy)

k. Marriage Certificate of the Registrant

I. Immunization Card (for 0-6 years old)

m. New-Born Screening (for 0-6 years old)

n. Barangay Certification of Birth (for 0-6 years old)
0. Pre-Natal Record (for 0-6 years old)

7. Valid ID of the father and mother/guardian Client
8. One (1) photocopy of at least two (2) documentary
evidences that bear the name, birth date, birth place, and
parents of the registrant from the following:
a. Baptismal/ Dedication Certificate Owner's copy/Church
b. Form 137/Pupil's Profile/Enrolment Record/Certifications School attended
c. Voter's Affidavit/Voter's Registration Application Comelec
d. Member's Data Record (MDR) Philhealth
e. Member's Data Form (MDF) Pag-Ibig
f. Form E-1/RS-1 SSS
g. Service Record/Employee's Profile Employer
h. Baptismal Certificate of Siblings/Children LCR/PSA/Church

Owner's copy/Hospital/Clinic
Owner's copy
LCR/PSA
Owner's Copy/BHC/Clinic
Hospital
Barangay
Owner's Copy/BHC/Clinic
Owner's Copy/SSS/GSIS




Birth Certificate of Siblings (PSA copy if born outside GSC, 2 PSA
photocopies). Original copy shall be presented for verification.

ADDITIONAL REQUIREMENTS AS NEEDED:

Copy of SSS/GSIS Maternity Claim (for 0-6 years old) SSS/GSIS

Ultrasound or Pre-Natal Record (for 0-6 years old child; for
mother 40 years old and above)
Medical Certificate (for mother 40 years old and above)

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

LCRO/PSA

3. For unmarried parents,

3.1 Four (4) Registered original copies of the Affidavit to Use
the Surname of the Father (AUSF) executed by the mother or
guardian or child, whichever is applicable

3.2 Sworn Attestation of the Mother or Guardian if the AUSF is
executed by the child, 7-17 years old.

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

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

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

Notary Public

Notary Public

Notary Public

Notary Public/LCRO

Philippine Embassy

ADDITIONAL REQUIREMENTS FOR DELAYED
REGISTRATION OF BIRTH PURSUANT TO PSA MC 2024-17
1. Personal appearance before the C/MCR for 18 years
old and above applicants

2. For OOT, personal appearance before the receiving
C/MCR for 18 years old and above applicants.

3. Personal appearance of parents or judicially appointed
guardians or persons exercising substitute parental authority
for marital minor applicants. minor child shall not be required to
appear.

4, Personal appearance of the mother for non-marital
minor child. if the mother is not the applicant, an affidavit of the
whereabouts of the mother and the reason of her inability to
appear before the C/MCR shall be required.

ADDITIONAL MANDATORY DOCUMENTARY
REQUIREMENTS

1. Current Barangay Certification issued by Punong
Barangay as proof of residency (1 original and 1 photocopy)
2. National ID (2 photocopy). If not registered yet with
PhilSys, the applicant shall be required to register before
processing the delayed registration of his/her birth and shall
submit a certified copy of his/her filled out application form and
2 photocopy of claim stub.

3. Any 2 photocopy of documentary evidences showing
the identity of the parents (birth certificate, marriage certificate,
death certificate, any valid id issued by the government).

BARANGAY HALL

PHILIPPINE STATISTICS
AUTHORITY

PSA, LCRO OR ANY
GOVERNMENT AGENCY




Original copy shall be presented the original copy for

verification.

4, 2x2 unedited photo of the registrant with white

background, name and date taken within 3 months from the

date of registration.

5. Death Certificate (PSA copy for death outside GSC; 1
original & 1 photocopy) or 2 LCRO certified copies of death
certificate (for death in GSC) of the registrant if deceased.

FOR A PARTY SEEKING LATE REGISTRATION OF BIRTH

WHOSE ONE OF THE PARENTS IS A FOREIGNER:

1. Marriage Certificate of parents (PSA copy for marriage
outside GSC; 1 original and 1 photocopy) or 2 LCRO certified
copies (if married in GSC) for marital child.
2. Birth Certificate of parents (PSA copy if born outside

GSC; 1 original and 1 photocopy) or 2 LCRO certified copies (if

born in GSC).

3. Valid passport or Bl clearance certificate or ACR I-Card

of the foreign parent.

Original copy shall be presented for verification (2

photocopies).

FOR NON-MARITAL CHILDREN WHO WILL BE AVAILING
OF R.A. 9255 OR ACKNOWLEDGEMENT UNDER THE CIVIL

CODE:

1. Affidavit of Admission of Paternity and/or Affidavit to

use the Surname of the Father (AUSF) under Republic Act No.
9255 (4 original photocopies).
2. Affidavit of Acknowledgement in case of a non-marital

child born before 03 August 1988 (4 original copies)

PSA/LCRO

PSA/LCRO

PSA/LCRO

ISSUING GOVERNMENT
AGENCY

NOTARY PUBLIC

NOTARY PUBLIC

. . Fees to | Processing PERSON
Client Steps Agency Action be Paid Time Responsible
1 Proceed to the Office 1 The Window 2 In-charge None 5 minutes PACD Officer
of the Local Civil through the queuing
Registrar, secure a system will call the
priority number at PACD | priority number.
for delayed registration
of birth.
2 Once your number is If documentary None 10 minutes | PACD Officer,

called, proceed to
Window 2. Submit the
requirements.

requirements are lacking,
advise the client to
comply the lacking
document.

If documentary
requirements are
complied, order of
payment will be issued to
pay at CTO.

Registration
Officer 1,
Registration
Officer I,
Administrative
Aide (BDM
Division, LCRO)




3 Proceed to the City
Treasurer's Office
collector and pay the
corresponding fee

3 The City Treasurer's
Office collector will
receive the payment and
issue a corresponding
official receipt

PHP 50.00
Verificatio
n
PHP 30.00
Document
ary Stamp

Php150.00

for delayed

registratio
n

City Treasurer's
Office Collector

4 Proceed back to the
Office of the Local Civil
Registrar at Window 2,
secure a priority number

Note: For same day
transactions, no need to

secure a priority number.

The Window 2 in-charge
will receive the
application with complete
requirements. The
application will be
recorded in the logbook
and will be forwarded to
the reviewer for review. If
there are errors in the
entry of the COLB or there
is lacking requirement
upon review of the
reviewer, the application
will be returned to the
client for correction or
compliance.

Issue claim stub to
applicant and advise client
to go back to LCRO on the
day indicated in the claim
stub or after the 10 days
posting period.

The application will be
forwarded to the encoder
for the preparation of
NOTICE FOR POSTING.

None

15 minutes

Registration
Officer 1,
Registration
Officer I,
Administrative
Aide (BDM
Division, LCRO)

Implement the 10 days
posting period.

None

10 days

Administrative
Aide, Admin
Assistant




After 10 days posting, the
COLB will be stamped and
forwarded to assigned
signatory for approval.
Once approved, the COLB
will be registered.

None

10 minutes

5 On scheduled day of
release, go back to LCRO
and secure priority
number at PACD for
Window 2.

5 The PACD will call the
priority number to
proceed to Window 2.
The Window 2 in-charge
will receive the claim stub
and release the registered
COLB.

None

5 minutes

Administrative
Aide

Total

Php 230.00

10 days, 45
minutes

"Service is covered under Act 3753."

END OF TRANSACTION




