
3. Birth Registration-Timely Registration of Birth Born at Home 
 

 
Processing of Timely Registration of the Birth of a Person Born at Home to Married 

and Unmarried Parents 
 

Office or Division: LOCAL CIVIL REGISTRAR, BIRTH AND DEATH DIVISION 

Classification: HIGHLY TECHNICAL 

Type of 
Transaction: G2C 

Who may avail:    1.  A person who owns the civil registry document (must be 18 years 
old and above)      
   2.  A father/mother/brother/sister/guardian of the person who owns the 
civil registry document      
   3.  Any authorized agency/individual who have knowledge of the birth      

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Filled-out interview Form LCR 

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

City Hall/Barangay Hall 

3. National ID or any Valid ID issued by the government of the 
father and mother/guardian. 

Client 

4. Current Original Barangay Certification of Residency with 
picture if no ID at all. 

Barangay Hall 

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

            LCRO/PSA 

6. For unmarried parents,  
6.1 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 
6.2 Affidavit of the Whereabout of the Mother/Affidavit of 
Guardianship (if applicable) executed by the Guardian as 
Informant. 
6.3 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. 
6.4 Notarized Affidavit of Admission Paternity (Page 2 of 
Accomplished COLB) 
 

 
Notary Public 

 
Notary Public 

 
Notary Public 

 
 

LCRO 
 
 

     Philippine Embassy 
 
      Notary Public 

7. Ultrasound Record or Any Medical Record of Pre-Natal 
Check Up (AS NEEDED) 

Hospital or Clinic 

Client Steps Agency Action 
Fees to 
be Paid 

Processing 
Time 

PERSON  
Responsible 

1 Proceed to the Office of 
the Local Civil Registrar, 
secure a priority number 
at PACD for timely 
registration of birth. 

1 The Window 2 In-charge 
through the queuing 
system will call the 
priority number. 

None 5 minutes PACD Officer 



2 Once your number is 
called, proceed to 
Window 2. Submit the 
requirements. 

Receive complete 
documentary 
requirements.  
 
Issue interview form to 
the applicant-informant. 
 
 

None 10 minutes PACD Officer,  
 
Registration 
Officer 1, 
Registration 
Officer II, 
Administrative 
Aide (BDM 
Division, LCRO) 
 
 

3.Filled out interview 
form and go back to 
Window 2 for screening.  
 

Screen the entries in the 
interview form. 
 
Forward to the encoder 
the interview form with 
complete documentary 
requirements for 
preparation of COLB 

None 10  minutes Registration 
Officer 1, 
Registration 
Officer II, 
Administrative 
Aide (BDM 
Division, LCRO) 
 
 

4.Wait at the customers’ 
waiting area. If name is 
called, proceed to 
Window 2.  
Review the entries in the 
COLB. 
Sign the informant 
portion in the COLB.  

Prepare COLB. 
 
Call the applicant-
informant to sign the 
prepared COLB. 
 
Instruct the applicant-
informant to bring the 
prepared COLB to the 
attendant for signature. 
Further instruct the 
applicant-informant to 
drop the prepared and 
signed COLB and its 
complete documentary 
requirements in the drop 
box located in front of the 
PACD upon return to 
office. 
 
 

None 15 Minutes Registration 
Officer 1, 
Registration 
Officer II, 
Administrative 
Aide (BDM 
Division, LCRO) 
 
 

5.Go back to LCRO-PACD 
and inquire where to 
drop the signed 
unregistered COLB.  
 
Drop the signed 
unregistered COLB in the 
designated drop box. 
 
 

Instruct the customer 
where to drop the signed 
unregistered COLB. 
 
Instruct the customer to 
go back to LCRO Window 
8 after 2 working days to 
claim the registered COLB. 

None 5 Minutes Registration 
Officer 1, 
Registration 
Officer II, 
Administrative 
Aide (BDM 
Division, LCRO) 
 
 



5.Go back to LCRO-
Window 8 after 2 days 
from dropping at the 
drop box  to claim the 
registered COLB.  
 
Present ID or 
authorization letter from 
the owner of the 
document or parent (if 
the document owner is 
minor) and photocopy of 
the ID (with 3 specimen 
signature) of the owner 
of the document. 
 
Receive the registered 
COLB. 

Receive the ID or 
authorization letter (with 
attachments of Photocopy 
of ID’s). 
 
Release the registered 
COLB. 

NONE 7 minutes Registration 
Officer 1, 
Registration 
Officer II, 
Administrative 
Aide (BDM 
Division, LCRO) 
 
 

Total Php 230.00 
2 days, 52 
minutes 

 

"Service is covered under Act 3753." 

END OF TRANSACTION 

 


