
20 Registration of Certificate of Naturalization 

Registration and Endorsement to PSA of Certificate of Naturalization 

Office or Division: Local Civil Registrar, Records Division 

Classification: Simple 

Type of Transaction: G2G and G2C 

Who may avail: Any person with Certificate of Naturalization 

CHECKLIST OF REQUIREMENT/S WHERE TO SECURE 

1. Certificate of Naturalization (1 original copy)
  
   
  

1. Owner of the Document 
 

CLIENT STEPS AGENCY ACTIONS 
FEES TO BE 

PAID 

PROCES
SING 
TIME 

PERSON 
RESPONSIBLE 

 
  

1.Upon receipt of  
copies of the petition 
and its supporting 
documents, the 
office shall have the 
copies of the petition 
posted in the bulletin 
board and shall, 
within thirty (30) 
days from receipt of 
the petition, submit 
to the Special 
Committee on 
Naturalization a 
report on the 
Compliance of 
Posting 
Requirement and 
Report on No 
Derogatory Report 
within 30 days from 
the receipt of the 
Petition. 
 

 1 hour 
and 30 
minutes 
 
 
 
 

Registration Officer III, 
Administrative Aide IV  

 
Window 5, Records 
Division 

 

2. 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 
Certificate of 
Naturalization. 
 

2.  Interview 
customer. Evaluate 
the certificate of 
naturalization. Issue 
order of payment if 
documents are 
sufficient and instruct 
client to pay at the 
City Treasurer’s 
Office. 

PHP 300.00 
 
 
LFC Toolkit 
(PHP2,500.00) 

10 
minutes 

Registration Officer III, 
Admin Aide IV 
Records Division 
Window 5 
 
 



 
 

3. Wait at customer’s 
waiting area  

3. Instruct client to 
wait at customer’s 
waiting area. Register 
the Certificate of 
Naturalization and 
prepare certificate of 
registration.  

 30 
minutes 

Admin Aide IV or 
Registration Officer III,  

 
Records Division, 
Window 4 

 
Department Head II, 

LCR Room 1 

4. Receive the 
registered 
documents and 
certificate of 
registration at PACD 
Booth if name is 
called 

4. Release the client's 
copy and certificate of 
registration. 

None 
5 
minutes 

Admin Aide IV or 
Registration Officer III,  

 
Records Division, 
Window 3 
 

 

TOTAL PHP 300.00/CN 

2 hours 
and  
15 
minutes/ 
transacti
on 

 

"Service Covered under Act 3753 and R.A. 9139” 

END OF TRANSACTION 

 


