Electronic Endorsement allows PSA Serbilis Outlets to accept documents of previously registered
copy as well as advance submission to the PSA Central Office. The civil registry documents are
scanned at the PSA CRS Outlet and electronically forwarded to the central back-end processing

for verification and approval.
Checklist of Requirements:

1. Letter of endorsement from the LCROs

2. Endorsed birth, marriage, or death document (OCRG
Copy or Certified Photocopy of the document)

LCRO of the place of registration and

occurrence

City/Municipal Civil Registrar (C/MCR) or his/her
designated liaison officer, or through courier transmit the
document for electronic endorsement at the PSA CRS
Outlet

CLIENT FEES TO |[PROCESSING
STEPS AGENCY ACTION BE PAID |TIME PERSON RESPONSIBLE
1

LCRO
endorsed |PSA CRS DAVAO REGION OUTLET
the
document|l. Receive and review the endorsed Variable Receipt and Control
thru documents and its attached proof of Clerk
nearest urgency using the Electronic
CRS Endorsement Transmittal Form

Outlet
Regional Director/Chief
2. Approval and disapproval of the EE Variable Statl.f.tlc_:al |
requests Specialist/Officer-In-
Charge

3. Scan the civil registry document 1 hour per
using the Electronic Endorsement batch of 20
Module documents

Electronic Endorsement
In-Charge

Reviewed by: Digitally

REPUBLIC OF THE PHILIPPINES
PHILIPPINE STATISTICS AUTHORITY

CITIZEN’S CHARTER

PSA RSSO XI DAVAO REGION
EXTERNAL SERVICES

Processing of Electronic Endorsement thru CRS Davao Region Outlet

BAGONG PILIPINAS

Office or Division: Regional Statistical Services Office XI
Classification: Complex

Type of Transaction: G2C - Government to Citizen
Who may avail: General public of legal age (18 years old and above)

Electronic Endorsement
Approver, PMU
Supervisor RO Ill, PMU Chief,

CRMD-Production and Maintenance Unit (PMU)

1 hour per batch of
4. Receipt and control of endorsed scanned 20 documents

RMD
CRD in the Central Back-End thru EE system ¢

Electronic Endorsement
1 hour per batch |Approver, PMU
of 20 documents |[Supervisor RO Ill, PMU Chief,

5. View the submitted documents using EE
system

6. Verify the submitted documents using
CRD/CDLI Search and CRQS/DVSS
6.1 If verification in the CRS database vield
negative result and the scanned record from
the outlet has clear and readable entries,
proceed to Step 5
6.2 If the scanned image from the Outlet has Electronic Endorsement
] ] i 1 hour per batch |Approver, PMU
blurred or unreadable, vield negative result in i )
L of 12 documents |[Supervisor RO Ill, PMU Chief,
the database but positive in the CRQS or CRMD
DVSS, request for manual retrieval from the
Central Archives (Amparo) the original
documents
6.3 Upon receipt of the manually retrieved
document from the Archives, match the
pulled out documents with the scanned
image from the outlet

Recommended by:

signed by
Alid Baby
Jean

Pulido
BABY JEAN P. ALID RANDOL
Chief Administrative Officer (Chief Sta
Regional Statistical Services Xl Officer-In-

Regional Statistical Services Xl

Office or Division: Regional Statistical Services Office Xl

Classification: Complex

Type of Transaction: G2C - Government to Citizen
Who may avail: General public of legal age (18 years old and above)

CLIENT STEPS |AGENCY ACTION EilEg TO BE :FMOECESSING PERSON RESPONSIBLE

6.3.1 If there are discrepancies of
entries between the endorsed
document and the original document
from the archive, the document
pulled-out from the archives, and if
clear copy, will scanned and
approved

6.3.2 If the original pulled-out from
the archives has blurred entries and
with discrepancy of entries, indicate
in the evaluation form the
discrepancies

6.3.3 Prepare a feedback notice to
indicate the disapproval of the EE
document using EE system

7. Verify the specimen signature of
the issuing LCR/CCR

Electronic Endorsement
Approver, PMU
Supervisor RO I, PMU
Chief, CRMD

7.1 If the specimen signhature of the
scanned documents passed the
verification, approved the document

1 hour per
batch of 12
documents

7.2 If document image did not pass
specimen verification, disapproved
with feedback

TOTAL ESTIMATED PROCESSING TIME FOR SERVICE : 7 WORKING DAYS
Special Cases: Those for manual retrieval at the Central Archives which requires two (2) working days to
pulled-out the original document will be adjusted to 10 working days

SCAN ME

Digitally signed

Approved by:
M@ by Mapa Claire

P Looking for other PSA Services?
Dennis Sioson Scan the GR code and browse /

CLAIRE DENNIS S. MAPA, PhD search for other available PSA

UNDERSECRETARY Services through our
NATIONAL STATISTICIAN AND CIVIL REGISTRAR GENERAL Digitized Citizen's Charter.
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