OPERATIONS MANUAL

SERVICE REQUESTS

(i.) SERVICE REQUEST FOR ISSUANCE OF CERTIFICATION/CLEARANCE

Step Applicant/Client Frontline Services Fee Form/s to Fill-up Processing Time Office/Person Responsible
1 Letter request for issuance Receive request for possible 3 mins All office personnel
of certification immediate action
2 Forward the request to GM 3 mins General Manager
for approval
3 Issuance of Certtifcation 1 day General Manager
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