Office or Division:

Classification:

Type of
Transaction:

Who may avail:

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Office or Division:

Classification:

Type of

Transaction:

Who may avail:

CHECKLIST OF REQUIREMENTS

5. ANNOTATION OF CIVIL REGISTRY DOCUMENTS SUBJECT OF
COURT DECREE/ORDER

One of the functions of the Municipal Civil Registry Office headed by the Municipal
Civil Registrar is to comply with the court order /decision regarding the annotation of
the civil registry document subject of the court decision.

Upon submission of the client of the complete requirements and payment of
prescribed fees, an annotated copy is issued to the owner.

WHERE TO SECURE

Office or Division:

Classification:

Type of
Transaction:

Who may avail:

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Office or Division:

Classification:

Type of

Transaction:

Who may avail:

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

Office or Division:

Municipal Civil Registry Office

(1 photocopy)
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the client to
present it when
securing PSA
issued copy to
regional outlet,
once notified.

TOTAL:

PHP 30 minutes
400.00

Classification:

Complex Transaction

Type of
Transaction:

Government-to-Citizens

Who may avail:

General Public

Registry Office
3. Pay the prescribed | 3.1 Make the PHP 20 minutes Administrative Aide
fees to MTO (on the | order of payment 500.00 Mu“gicipa;l Civil
ifi egistrar
Sf;i‘fnsﬁf,ﬂ;'ed on the 3.1 Annotate the Municipal Civil
record original Registry Office
and duplicate
Cashier
3.2 Prepare and Municipal
sign certified Treasurer's Office
copies
4. Receive the 4. Issue the None 3 minutes Administrative Aide
annotated copy annotated Municipal Civil
document Registry Office
TOTAL: PHP 7 days,
500.00 40 minutes

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. Court decision/order (2 original)

RTC where the decision was issued

2. Certificate of Finality (2 original)

RTC where the decision was issued

3. Certificate of Authenticity (2 original)

Civil Registrar where the court is functioning

4. Certificate of Registration (2 original)

Civil Registrar where the court is functioning

6. ELECTRONIC ENDORSEMENT OF CIVIL REGISTRY DOCUMENT

Generally, civil registry documents registered by MCRO during a particular month are
submitted to OCRG PSA Provincial Office every 10" day of the following month and It
will take 8 months before these documents are uploaded to PSA database.

However, to accommodate client’s request for a faster release of PSA issued
certificate, this office transmit the concerned document ahead of the other
documents thru a courier (LBC), to PSA Regional Office who endorse the said
document electronically to PSA Quezon City and once approved in about 10 working
days , the client is notified by Regional outlet thru text that the document is now

available.

7. OUT- OF-TOWN REPORTING OF BIRTH

Out-of- town reporting of birth occurs when the Certificate of Live Birth is presented to
the civil registrar of a city or municipality which is not the place of birth, not for
registration but to be forwarded to the civil registrar of the city or municipality where
the birth occurred and where it should be registered.

If the client is residing in Porac, Pampanga and cannot anymore go to the civil
registry office of his birthplace to file for the delayed registration of his birth record
because of time and long distance, then this is the service offered by the LGU Porac

thru the MCRO.

Office or Division:

Municipal Civil Registry Office

Classification:

Simple Transaction

Office or Division:

Municipal Civil Registry Office

Classification:

Simple Transaction

Type of
Transaction:

Government-to-Citizens, Government-to-Government

Who may avail:

General Public, Government Agencies

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

If requesting party is not the owner
Bring :

Type of
Transaction:

Government-to-Citizens, Government-to-Government

Who may avail:

General Public, Government Agencies

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. Affidavit declaring therein, among other
things, the facts of birth and the reasons
why said birth was not recorded in the civil
register of the city or municipality where it
occurred. The affidavit which must be
attested by at least two (2) witnesses,
shall serve as an application. (1 original)

Notary Public

1. Authorization Letter (1 original)

Client/authorized representative

2. Valid ID of the owner (1 photocopy)

Client/authorized representative

3. Valid ID of authorized representative

Client/authorized representative

8. APPLICATION FOR MARRIAGE LICENSE

The Municipal Civil Registrar is authorized to issue marriage license before any
contracting parties can contract marriage provided all the requisites mandated by law

is submitted and complied with.

2. At least two (2) document showing the
name, date of birth and place of birth of
the applicant. (1 original)

Client

3. Joint Affidavit of two (2) disinterested
persons. (1 original)

Notary Public

4. Negative certification of birth from PSA
(1 original, 1 photocopy)

Philippine Statistics Authority
Diosdado Macapagal Government Center
Maimpis, City of San Fernando, 2000 Pampanga

Office or Division:

Municipal Civil Registry Office

Classification:

Simple Transaction

Type of
Transaction:

Government-to-Citizens

Who may avail: General Public

AGENCY FEES TO | PROCESSING PERSON
R ACTIONS BE PAID TIME RESPONSIBLE
1. Submit 1.1Examine and None 5 minutes Administrative Aide
requirements to Accept, if Municipal Civil
Window 2 complete Registry Office
1.2. Verify and 10 minutes
retrieve record if
existing in MCRO
file1.3. Get .
contact no. of 3 days_ ,if
client within
Pampanga
1.4. Inform client 7 davs or more
to return after the aays ¢
if outside of
court order has Pampanga
been verified to pang
RTC /Registrar
2. Get claim stub 2. Issues claim None 2 minutes Administrative Aide
stub Municipal Civil
500.00
Outside
Pampang
a
Minimum
of PHP
1,000.00
4. Receive the 4. Release to None 3 minutes Administrative Aide
registered document | client the Municipal Civil
at Window 3, once document Rt_egistrar_ _
notified. registered and Municipal Civil
sent back by the Registry Office
record keeping
civil registrar.
TOTAL: | More or 53 minutes
less
PHP
400.00
courier's
fee, to
and from
record
keeping
civil
registrar
Amount of
PMO
within
Pampang
a
Minimum
of PHP
500.00
Outside
Pampang
a
Minimum
of PHP
1,000.00

CHECKLIST OF REQUIREMENTS WHERE TO SECURE
1. Applicants must be a male and female | Client
2. One of the applicant is a resident of Client

Porac

3. Certificate of No Marriage (CENOMAR)
issued by PSA (1 original, 1 photocopy)

Philippine Statistics Authority

Diosdado Macapagal Government Center
Maimpis, City of San Fernando, 2000 Pampanga

the completion of the | marriage license
10-day posting period
to Window 4

TOTAL:

license Registrar
Municipal Civil
Registry Office
PHP 37 minutes
502.00

9. SUPPLEMENTAL REPORT

A supplemental report is used to supply entries or information in the Certificate of
Live Birth, Certificate of Marriage, Certificate of Death/Fetal Death which are
inadvertently omitted when the document was registered.

To supply the missing information or entry\ies a Supplemental Report may be filed by
interested party to MCRO where the event was registered

Office or Division:

Municipal Civil Registry Office

Classification:

Simple Transaction

4. Certificate of Pre Marriage counseling
and Responsible Parenthood
(1 original, 1 photocopy)

Population Office , Porac, Pampanga

5. Parental Consent (between ages18-21)

Applicant’s father, in default mother or guardian

6. Parental Advice (between ages21-25)
(2 original)

Applicants’ parents, if both alive

7. If widowed, death certificate of spouse
(1 original, 1 certified true copy)

Client

Type of
Transaction:

Government-to-Citizens

Who may avail: General Public

CHECKLIST OF REQUIREMENTS

WHERE TO SECURE

1. Certified copy of the registered
document with omitted entry/ies

(1 original, 1 photocopy)

Municipal Civil Registry Office

1% Floor, Municipal Hall, Poblacion, Porac,
Pampanga

8. If previous marriage is annulled , copy
of court decision with Finality and Judicial
Decree of Annulment (1 original, 1 certified
true copy)

Client

9. If divorced, copy of final decree of
absolute divorce
(1 original, 1 certified true copy)

Client

10. If foreigner, Certificate of Legal
capacity to marry issued by his Diplomatic
Consular in the Philippines

(1 original, 1 photocopy)

Consular Office of client’s respective embassy

2. Affidavit for Supplemental Report
indicating the facts of events, like name of
the document owner, date and place of
event, entry/ies omitted and reason for
failure to supply the missing information at
the time of registration. (2 original)

Client/Notary Public

11. Community Tax Certificate (1 original)

Municipal Treasurer’s Office of their respective

residences

3. Marriage certificate of parents, (if the
affected document is a certificate of Live
Birth) (2 certified true copy)

Philippine Statistics Authority

Diosdado Macapagal Government Center
Maimpis, City of San Fernando, 2000 Pampanga
or

Municipal Civil Registry Office

18t Floor, Municipal Hall, Poblacion, Porac,
Pampanga

AGENCY FEES TO | PROCESSING PERSON
CLIENT STERS ACTIONS BE PAID TIME RESPONSIBLE
1. File request to 1. Get the Courier's 5 minutes Administrative Aide
Window 3 requirements and | fee more Municipal Civil
retrieve document | or less Registry Office
requested for PHP
endorsement. 200.00
2.Review the 2.1 Have the None 20 minutes Administrative Aide
document for any document Municipal Civil
error photocopied Registrar
Municipal Civil
2.2 Certify the Registry Office
copies and sign
2.3 Prepare and
sign transmittal
letter
2.4 Have the
client fill up the
notice form
3.Pay the prescribed | 3. Prepare the PHP 3 minutes Administrative Aide
fees to MTO order of payment 150.00 Municipal Civil
Endorse- Registry Office
ment fee .
Cashier
Municipal
:OHOPO Treasurer’sp Office
Notarial
fee
PHP 50
certified
true copy
per
document
4. Receive copy of 4. Furnish the None 2 minutes Administrative Aide
the transmitted client copy of the Municipal Civil
document , courier's | transmitted Registry Office
receipt and document,
transmittal letter courier’s receipt
and transmittal
letter and instruct
AGENCY FEES TO | PROCESSING PERSON
CHIENTSTEES ACTIONS BE PAID TIME RESPONSIBLE
1.Go to Window 4 1.1 Check the None 20 minutes Administrative Aide
and submit requirements, if Municipal Civil
requirements complete Registrar
Municipal Civil
1.2 Interview the Registry Office
parties
1.3 Prepare and
Accomplish the
Application Form
1.4 Prepare the
notice of posting
and post it in the
bulletin board for
10 consecutive
days
2.Review and sign 2.Register the None 10 minutes Administrative Aide
the Application Form | Accomplished Assistant
Application Registration Officer
Municipal Civil
2.1 Assign Registrar
Registry Number Municipal Civil
) Registry Office
2.2 Sign the
application
2.3 Enter the
application in the
Registry Book
3. Pay the authorized | 3. Prepare the PHP 3 minutes Administrative Aide
fee to MTO order of payment 500.00 Assistant
application Registration Officer
fee Municipal Civil
Registry Office
Cashier
Municipal
Treasurer’s Office
4. Receive a copy of | 4. Release a None 2 minutes Assistant
the registered copy of the Registration Officer
application to window | registered Municipal Civil
application Registry Office
5. Receive the 5. Sign and PHP 2.00 2 minutes Assistant
marriage license after | Release the marriage Registration Officer
Municipal Civil

AGENCY

CLIENT STEPS ACTIONS

PERSON
RESPONSIBLE

FEES TO | PROCESSING
BE PAID TIME

T

AGENCY FEES TO | PROCESSING PERSON
CLIENTSTEFS ACTIONS BE PAID TIME RESPONSIBLE
1. Submit the 1.1 Review the None 20 minutes Administrative Aide
required documents documents Municipal Civil
to Window 3 submitted, if Registrar
complete and Mummpal C!VI|
sufficient. Registry Office
1.2 Interview the
client for
information to be
entered in the
birth certificate
and get his
contact no. for
notification
purpose
1.3 Prepare and
accomplish the
form
2. Review the 2.1 Sign the birth None 15 minutes Administrative Aide
prepared Birth certificate Municipal Civil
certificate for any Registrar
error, and sign it 2.2 Prepare and Municipal Civil
afterwards sign the Registry Office
transmittal letter
3.Buy postal money 3.1 Transmit the More or 15 minutes Administrative Aide
order (PMO) payable | document less Municipal Civil
to POST Office together with the PHP Registrar
payable to MTO of money order or 400.00 Municipal Civil
the place of birth or | cash padala to the | courier's Registry Office
LBC Cash Padalato | record keeping fee, to
be sent to the record | civil registrar and from
keeping civil registrar. record
3.2 Furnish client keeping
of the transmittal civil
letter and advise registrar
him to wait for
about a month or | Amount of
more or until PMO
notified. within
Pampang
a
Minimum
of PHP




