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SUBJECT: Automatic Denial of Transactions with Incomplete Documents

WHEREAS, the Land Registration Authority ("LRA") is a government agency under
the Department of Justice mandated by law to preserve the integrity of the land
registration process, protect the sanctity of the Torrens System, and act as a central
repository of records relative to original registration of land titled under the Torrens
System, including subdivision and consolidation plans of titled lands and, through its
Registry of Deeds Offices nationwide, be the repository of records of instruments affecting
registered and unregistered lands and chattel mortgages in the province and the city
wherein such office is situated;

WHEREAS, the LRA endeavors to serve the public in an efficient and most
expeditious way by facilitating the timely processing of transactions. The Registries of
Deeds (Registries) are mandated to receive and enter only transactions with complete
documents. However, there are registrants who are insistent to have their kansactions
entered notwithstanding the documents presented are incomplete;

WHEREAS, the Registries are duty-bound to explain to the registrants that entry
of incomplete documents will result to the denial of their registration and forfeiture of the
corresponding fees thereof ;

WHEREAS, in order for the RDs to acquire jurisdiction over the subject transaction
and to comply with the due process requirements of the law regarding the denial of
transactions, it is imperative to allow entry thereof; and

WHEREAS, in the interest of the service and for the LRA to establish harmonious
link with the transacting public, the herein procedures are hereby formulated for
implementation:

1. The Regiskation lnformation Officer ("RlO") shall review all transactions prior
to entry in the Electronic Primary Entry Book as to completeness of bocuments:

a. When the tfansaction documents presented are mmplete, the RIO
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WHEREAS, the entry of transactions with incomplete documents causes delay in
the registration process in the Regiskies. Further, under the circumstance, the Registers
of Deeds (RDs) are left with no recourse but to use their discretion instead of performing

their ministerial function ;
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shall use the Registration Evaluation Form ("REF") for Transactions
with Complete Documents and check the box provided in the REF
indicating such fact, subject however to further verification and

examination.

b. On the other hand, if the documents presented are incomplete, the
RIO shall use the REF for Transactions with lncomplete Documents
and mark the box specified therein and list down the lacking
requirements. The registrant in that case should be notified through
the said REF that should he demand entry of his transaction but the
same was treated as not registrable by the Register of Deeds or his

Deputy, the fees he already paid may no longer be reimbursed. He

should be further notified that the notice of denial may be served
through the email address that he provided in the REF. ln any case,
the RIO and the Registrant shall be required to sign on the original
REF that will be retained by the office.

2. Upon entry of the aforesaid transaction, when the Entry Clerk flnds just the
same that there are indeed lacking requirements, the transaction should then
be forwarded to the Examination Module of the Examiner who acted as the
"RlO of the day." Consequently, the Register of Deeds or his Deputy shall deny
outright in the Approval Module all transactions with incomplete documents.
When these forwarded transactions with incomplete requirements reaches the
Volume Threshold of five (5) transactions, or Time Threshold of five (5) days

after it is forwarded, or Subsequenf Transaction Threshold in relation to item 4

of this Circular, all other transactions in the queue of the Approval Module may

not be processed until all transactions with incomplete documents are first
acted upon so as discourage the practice of submifting lacking documents after
the entry of transactions.

3. Upon denial by the Register of Deeds or his Deputy, the Notice of Non-

Registrability will be printed and released to the registrant. Otherwise, the

Notice will be sent to the registrant through registered mail, courier, or through

its email address which shall be one of the Requirements by the Registry of
Deeds. Within five (5) days from receipt of the Notice, the registrant has the

right to appeal en consulta the denial to the LRA Central Office in which case

the notice of consu/ta will appear in the title, but if the regiskant fails to appeal,

the denial will become final.

4. ln case a subsequent transaction on the subject title/s is entered pending

release in the system of the denied transaction covering said subject title/s, the

Subsequent Registrant will be notified of the pendency of prior transaction
through a notice printed in the AFPO in this manner:

"Please be informed of the pendency of a pior transaction
which was already denied by fhls Registry. However, due to

failure of the registrant to personally receive the Notice of Non-
Registrability the same was senf through mail and a peiod of
five (5) days from its receipt is given to the registrant to appeal
the denial, as provided in Presidential Decree 1529. At any rate,
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5. Violations of the above instructions shall be subject to appropriate disciplinary
action.

6. The following instructions are further issued to enforce the above:

b) The Entry Module shall be revised to include an electronic certification
to be made by the Entry Clerk with respect to the completeness or
incompleteness of the submitted documents, prior to the printing of the
Assessment Form and Payment Order ("AFPO"). The AFPO shall also
be revised to include the fact of the certification. The revised AFPO is
provided herewith as Annex "G".

c) The Office of the Deputy Administrator for Operations is instructed to
form an Audit Team, within ten (10) days after the effectivity of this
Circular, composed of thirty (30) members to validate the submifted
documents by checking the database of uploaded supporting
documents on random basis. Each member of the team shall do an audit
of at least ten (10) transactions per month. Further, the members of the
Audit Team shall conduct their audits individually, and not as a
committee. All exceptions noted shall be immediately reported to the
undersigned for appropriate disciplinary action.

d) LARES is instructed to provide the necessary System enhancements
and technical personnel to support the procedures enumerated herein.
Further, LARES is instructed to assign thirty (30) of its personnel to
support LRA in the audit of transactions to be undertaken by the Audit
Team, within the same period specified in 6 (c).

WHEREFORE, in consideration of the foregoing premises, this guidelines
pertaining to Automatic Denial of rransactions with lncomplete Documents is hereby
issued for the guidance of all concerned.

w Centna! Reeords Se;t?o

afterthe lapse of said peiod your transaction will be acted upon
by this Registry."

a) The REF used by the RIO shall be considered as an official LRA Form
and shall form part of the Records of the Registry Office ("RRO"), and
any misrepresentation made by the RIO or any other person with respect
to the mmpleteness or incompleteness of the submifted documents
shall be subject to existing LRA policies on insubordination and other
pertinent laws. The revised REF for Transactions with Complete
Documents is provided herewith as Annex,,A',, and shall be designated
as LRA REF 00'l-A. Meanwhile, the REF for Transactions with
lncomplete Documents is provided herewith as Annex ,,B,,, and shall
be designated as LRA REF 001-8.

This Circular shall take effect after fifteen (15) days from its publication in a
newspaper of general circulation, and the filing of three (3) copies hereof with the
University of the Philippines Law Center.
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lssued on SP e o ::zq 2020, Quezon City, Philippines.
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Annex A

REF for Transactions with Complete Documents (Presenter's Copy)
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Registry of Deeds: Date:

A. Transa€tion Details be filld out the lnfomdtion Officer

B, Evaluation Rcsrh
tr This certifies that the documents presented for the
above transaction are complete,

By;

Name and Signan rE of the RIO/ Da'€

C. Presente/s Information tu filled out

llame aN SignaarrE of PrEsenEr / tt te

RIO Assessment I{o: l,lajor Transaction i Minor Transaction:

ptesente/s l{am€: (Last Name, First Name, Middle Name) l,lobile l{o.:

DkEihrtion List: Copy l - RD / Copy 2 - Preserter Presenter's Copy

t.rid rdlng co6Frr.riz.dor k!r..t
Reg astration Evaluation Form

for Transactions with Complete DocumenE

l{oticc: This is an initial assessnent only bas€d on all the documertary requirernents submitted, $brect to
turther verification, examination and approval by the Regislrar of Deeds or his or her deputy, applying $le 1987
Constitution, P.D. 1529, R.A. 26, Ad 496, R.A. 6712, Gvll Code, .lurisprudence, LRA Circular and issuaffes,
Consuhta RulirEs and all other laws and reguhbon pertaining to tnnd Registration.

8f:

E-.nailAddress:



REF for Transactions with Complete Documents (Registry Copy)

t zsed,,sret rV trE .,apeerE s ol eanats prtx to aty d ffiffi n df, Elattu .c hindr
Ns6qwi& h UUAa*rtn stbJxt'Aud,'ldt Dtt tl olf. lt,rt*n fuWi i tE R!9i9,6 dott,ll'b ltfrtdcb Dd'rrw,6-- nit tum
t@E e/ft*# dntui bydtRqitn ,in lnwi&q1ic..ddt Rcti*y.

Registry of Deeds: Date:

A. Transaction Details b frlled out the Informahon Officer

B. Ev.lu.tion R.€gllt

tr This certifies that the documents pres€nted for the
above transaction are cornplete.

Ay:

llame and Signature of the RIO/ Date

C. Preiefl te/s Information tu frlkd out the

tloticg This is an initial ass€ssment only based on all tfie documeftary requirernents submitted, gJbject to
further verification, examinaboo and approval by the Registrar of Deeds or his or her deputy, aMying the 1987
Constibtion, P.D. 1529, R.A. 26, Act 496, R.A. 6732, Civil Code, lurisprudence, tRA Crolar and issuances,
Crnsulta RulirEs and all otfier la$6 ard regulation pertainirE to Land Registration.

BY:

tlame and Signaturc of Prcsenhr / Date

RIO Assessment No: l'lajor Transaction: Minor Transactionl

Flesente/s l{.me: (Last Name, Firl Nane, Middle tlame) l.lobile o.: E-inail Addressi

DisEibution List: Copy I - RD / Copy 2 - Presenter Regrstly Copy

ud Itllng coor{t riztLn ahld
Reg istration Evaluauon Form

for Transactions wiur Complete Documents
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Annex B

REF for Transactions with Incomplete Documents (presenter,s Copy)

Lla lta ml-!

st: 000000t 01

in lged!, trE .drptrwir.s of butats prtt lo atof nanxl*n h tE ELdrofic PrrtBy Ettd!
oL1145 .s Ftowxa n LM @alt dn suhicct: ",oElnaic Dedat of fdlsadit s */e'lnt.d r lrr9 AclE ,cs dllr6.6 wiah lo{,,rr't.l! Oodnal6". ,nis fotm
shnl! b safi",cpl d1d N by dp Rqlf,tat n ltno.nrajd, qTtc$ d tE Re9t*.1.

Registry ot De€ds: Datei

RfO Assegsment No: Major Transactioni ,.tinor Trarliaction:

A. Transaction D€tails tu tilled out the lnfomabon Officer "RlO

8. Evaluation Result

The lading documents are as follows

! This certifies that ttle documents presented for the
above t -dnsaction are incomplete.

8yi

Ndme and Signature of the RIO/ Datc

C. Pres€nte/s Informauon Mfi ed out the

ode: Failure to comply or submit any of the mandatory documentary requiremerts for registsation may resuft
into the oubight denial of your transaction, neverthehss you are informed that yoo have the right to erter tlte
b-ansaction before tie Entry Oerk to be reflected in ttle Pimary Ertry Book. Hovre\rer, in @se the sarne is de ed
registation by the Registrar of Deeds or his or her deflJty, the fees you paid may no bngef be reimbursed.

Ay;

Name and Signatur. of t,,e Prenter / Da,t

Pr€sente/s N.me: (Last Name, Ft* Name, Middle Name) l.lobile No.: E-mailAddr€6s:

Distribution List Copy 1 - RD / Copy 2 - Registrant Presenterl Copy

l..rd IdtB C..w{r..t don prolGr

R€g istration Evaluation Form
for Transactions with Incomplete Documents



REF for Transactions with Incomplete Documents (Registry Copy)

lbid slBl E u*4 in @iviv dp .drp't'ts,€{r orddrrrE,tr gw to ewt d nxxatfrrc h tl,E E7€rtdr Pliwt Enty W /h the /9€girri:s of
M 6 FtxaA n LIU <ta* *th et4<t 'Aubwti Dsi.l d fd*,in 

'r'anlxrl 
n tE Reqtut, d W dth In Dttr,.f Doant,rE-- n* tum

shal b e]&*zo, zn fld q dt Rqd,atin ltfi,ttdin m.a 6 tE Rqi*y.

Registry of De€dsr Datel

RIO Asiessmcnt No: l.lajor Transaction: l,linor Transaction:

A. Transaction Details befr dout the Infomatton Ofrcer

B. Evaluation Resxlt

The lading documents are as follows:

: This .ertifies that the documents presented for the
above transaction are incomplete.

8y:

Nede and Signature of lhe RIO/ Date

C. Presenter's Information M frlled out the

Lotice: Failure to comply or submit any of the mandatoly docurnentary requirements for regisbatbn may resuh
into tie outsight denial of your trarEaction, nevertieless you are informed that yciJ have the roht to etter the
tsan3dion before the Entsy Oerk to be reflected in tf|e Primary Entry Book. tlowever, in (ase the sarne is denied
regi*atbn by the R€gistuar of Deeds or his or her deputy, the fees you paid may no h{Eer be reimbu.s€d.

8y:

Name and Signature of tlre Pre*nter / DaE

PEsente/s ,{ame: (Last Nanre, Firg Name, Middle t'lame) Mobile llo.: E-mail Addre.s:

Disbibution List Copy I - RD / Copy 2 - Registrant Registy Copy

ffi
brn lrdina CoiTrrt riEaidr lt! ct

R€glstration Evaluation Form
for Transactions with lncomplete Documents
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Annex C

Refer..c.No 2020000361-m1 Prht.d o.le 80&310 10 23 3,6 Anl
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P \l-(;.\SI \\',.\.\\ S.\ P-tT,\L\.\\ i\*(; l.t'P_ll\
(t,.\\t) RI,:(;t s't'lt.\'n()\ .\r'1 t Iollll lJ

Ll|$t .\r cnu( (or. ),ll-\ llord
Qurzon ('it1

It(gi\lr) ol lhrds lirr Quc,'rtl ( it]

lmportant Notice: The Registered Owner is .eminded to upgrade
the "Paper Title" to "Computerized Title" (previously called eTatle)

to enable the computerizalion of his/her registty transactions,

Booki Regisiered Land EPEB No.:202000036! EPEB Dater 09/0812020 t0:18:42AM

Presenter Name
JUAN DELA CRUZ

Pt€sentor Address
PH1 BAGONG SLANG CALOOCAN

Regidry ol Deeds
Ouezon Crty
Ouezon City

Title Classrfication
PaDer Trtle

Compulenzed Ttle

Tlfle Type Tlfle No.

TCT N-134679
TCT m20(n0067

TlIe Date
7/16/1998 10 00 AM
7/16/1998 11.00 AM

Transactrgn Detatls
EPEB No.: 2020000361
a)nolalton on certicale ol lfe rn subsequenl
Regrslraton
r AtrdaMl

Consideration : 0 00 Assessed: 000

Documentary Rcguiremenlg ory Receav6d No. of Copies
1 1

Owmrs Duplicrl. Copy ot Tille 1

R.rjsl.i.d L.^d 202m0O361 Or.ro^ Cily Prge 1 of 3

ASSESSMENT FORM ANO PAYIVENT ORDER



EPEB No : 2020000240
I-ees assessment
Fee Type

hsranc? or-ll!e Fee

tssuance ol]iie Fee'

Lega Re!e.rd! Fund

Fec ror Addtr.aal Paqe

Fee Description Amount (PhP)

TUP- For each cailitcate otltla ise/ed
TUP - rT S.Nc. F.. p.l Trtle

F.e tor edd lm.lpaqe

30 00

30 00

384 32

60 00

24r 45

r000
30 00

Total Fees in Words: Php Soven Hundred Eighty,Seven And n I t00 lold : 787.77

For Check Paymenl please prepare separate Mcs as follows

a For LRA Fees - the lvanaoer's Check shall be m the na.ne of Regtstry of Deeds of Quezon
City" rn the amount of P160.00 and

AEIATAEES;

, Pltase checl llla delals a&ve belo/P- poyihg You nay N a *ta d b/ea,<&trn d the assessed rges
trcn he Reg,st6lon lntornalbn Ofier FIO)

2 N! requesls lv rcglsrelJon aNfu mfdfialan submtltd lo LRA and tts Rog/stdes d kds shall utderyo
pfixessng m&f lhe LRA'9 CompuleEed Sysle,ars ard aE lhus conscbt€d as /endercd se/vice
rcgatdess ol lhe .esull

Regislres d Deeds sha?/ nol elund Eymanls lo. semces redetd Feg,strat o, fees aN otr'et chaqes
nay lE bfuiM bl lhe Cenlal Offce uqn lhe request cl lhe cl6ht n a@otdance vllh extshtv peflineat
,aws

3 Xndy ptese lhts lofin t h tlF- Ofitbl Recepl al lhe Rereasng Counw when claimng |tte(s) BNlt
tE{lsbedd@udE (s)

4 Any l@nsaEion lell uopaid ahet 10 days shall E automatEally ro$led

5 fhe ,aes idtcaEd abve rral @ subpcl d a /Hssess,yEr? basd @ etual t!$ufi d lhe tnnsaclrf,t
,Bguesled lrerern.

Reg,slered Land 20?0000?80 Ove?on Cily P.ge 2 of 3

b for lT Seru1ce Fees - the Manager's Check shall be rn the name of ''Registry oI Deeds of
Ouezon City - for the account of PNB Trust Bankng Group as Escrow Agent for Trust
Account No. l6ll44TA0l" rn the anro!nt of P627.77



EPEB No : 2020@0280
lees assesshent
Fee TYpe

lssuanc. of'I'ide F€e

bir'nc! or T,Ue FeC

t.gd Rcgcar.rr Fund

Fc! lc, Addin..'.| P.gc

Fee Description Amount (PhP)

30 00

30 00

386 32

m00
2,tr 45

10 00

30 00

TUP. ror ..ch c.rll6c.tc oltiU.ilar.d
TUP. lT S..rvcc F.. p6 Tnb

F€e 
' 
. .dd io.r.lc.ge

Total Fees in Wordsr Php Seven Hundred Eighty-Seven And n, t00 Tord: 787.77

on

"Vrlue Added ld lvAl)on rT 5.N(. reet P6,/ 26

For Check Payment please prepare separate MCs as lollovtE

a For LRA Fees . the Manager's Check sha I be n the narne ol "Regasfry of Deeds c Quezon
Caty" rn the amount of P160.00 and

b For lI Servrce Fees, the Manager s Check shal be Ln the nam€ of 'Regtsfry of Deeds of
Ouezon City - for the account of PNB T.ust Bankang Group as E$row Agent for Trust
Accounl No- l6ll44TA01" Ln lhe anrount of P627.77

RFI'4IAI'FFS

1 tbdse chek the delEtlr above Ddo'e paytng You iby qet a &lai]€d brcaxdodn d the assesseJ /ees
lrcmlhe Reg$l@lan lhloltqtpn Offi.Er (RIO)

2 N reg/'€sls fu regnslrallo,t andfu nfon@lton subtutlled lo IRA and rts Regslnes d D€ea,s sha underyo
priiressng u*t lhe LRA s Conptlenzd Syslems ard afe lhrs cof,s,fued as ,erdered ser!4ce
,qardess d the ,P-s,./,l

Reg,sl/,es oaoeeds shar/ nol eluod .9/menls tot setwces reNet& Regslraron Fees anct olter ct,atges
nay b refundd b! lbe Cenllal Otae upott lhe equesl d lhe cl1e.i't n accddance vith ex$ht g peiinent

3 Ktldy ptesenl lhts lom t th llE Olllcal RecP-pt al lre Relss,rg Coontq vthqt clainng ttg(s) drntu
,eg6lered docurlrerl(s)

4 Any tals*t,on tell unpa'd afur 10 days shall b autonatcdly .i6lEte<!

5 TE leer td,/c,Ed abve n ay b suqecl d a /+€ssess?Er[ Dasd dl &lual esull d the nansadot
rcqueslecl he,efi.

R.g'sl.r.d L.nd ?02mm28o Ouczon C,ty P.g, ?ol3



NOTICE:

P|ea6n b inffi of dE Fn&*y ol a qi* lranxtbt whln *as aMy &dd by
hh Regi*ty. ttot\cver, du€ to hituE o( tlP- rlgitaot b Ersoaltl rectYr,r! lfie r{o{i-.e o/
,btRf9iJ,/*ility tlE en e was si throogh n ail and a perird of frve (5) days ftun tE
,t::ci4 is gi}Ert b tl!€ tqituaot to a#al dE &n/dll, 6 Noyitd in Mial he
1529. At any raE, afrq tl1E lary of eid Etird Wt ttao*tioti will b xtd uN, by
this Rqil,y.

MPgBABLILLQL
grasa !c,r,,E rEd tn l rE ,rrrrurlly-.35rrcd lrtb suqEd or r,,3 trnsact oa, sr,a,r 0c dcaat vrlrd
.rf d srDd !r conrrlrd lb @e.<t W on 'd''nb' gutsu.nl b LRA Crculrr No A-N1l .s
aratfrd W LRA Crcuw No 02-A1f

R c! t sw ecl Ott id /Aullr,t ced Rc F c s e nle I t E
Land Regrstratron Authorty - Phrlrpplnes Otfrcral Facebook Page

To gai rrdalaa o.lhc alalua ot Frr tr.n!.ctdt or n Fr h.\i! f,tr rmomi 3u!O61on3 o.
cdnpalnta, pbasa rc, ha OR co& .t !r. nghi ed. d vet
hEtp: //bit.lyllr _oatict.t_t.o!.ott.F lh. 0ln0l Flc.tod( P.C. ot l-'d
R.rrltm Auidity - PhalP!$.a
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