
 

 

11. Request for Correction of Name and Change of Status 

 
This process of correcting clerical or typographical errors in the Certificate of Live Birth is 
governed by the provisions of Republic Act(R.A.) No. 10172 and updating or changing the 
marital status. 

 

Office or Division: Personnel Unit 

Classification: Simple 

Type of Transaction: Government to Government (G2G) 

Who may avail: DepEd SDO employees 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

BIR Form 1905 (duly received by BIR) and PSA 
Marriage Certificate (for Change of Status). (1 
original and 1photocopy) 

Employee/ BIR 

PSA Birth Certificate (for Correction of Name) 
(1 original and 1 photocopy) 

Employee/ PSA 

CLIENT STEPS AGENCY ACTION 
FEES 
TO BE 
PAID 

PROCESSIN 
GTIME 

PERSON 
RESPONSIBL 

E 

1. Submit the complete 
documents 

1.1 Receive and 
check the 
complete 
document 

None 
3 

minutes 
Personnel Unit 

1.2 Preparation of 
updates and 
submission of 
attachments to 
Deped Region 
Office 

None 1 day 

 

TOTAL None 1 day and 3minutes 


