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CITIZEN’S CHARTER .
.

1IRd R \. ested Documents, Data and, “\\\'\w\?\\'w\\-:ku\\\\w\

Steps Action Taken Feti)sati(& be Processing Time Person/Office Responsible

APO PRODUCTION UNIT, INC.

% 1.1) Receive the letter
_ % request from the None 5 minutes (already included in the processing time for Personnel Officer
/ former APO-PUI agency action under 1.5) APO-PUI HRAD
Former Employees of APO-PUI employee ’

Describes the procedure on the preparation and % ......................................................................................................................................................... é
releasing of requested documents from the HRADby =

the requesting former employee which include the = , , L

i Wi . . = 2 hours (already included in the processing time for agency Manager

following: 1) Certllflcate O.f ]?mplo.yment, 2.) S.erv1ce Z 1.2) Approval of request None action under 1.5) APO-PUI HRAD

Record; 3) No pending administrative or criminal case,  —

Office in-charge @ ZZZ27 K R O O A

Human Resources and Administrative Services Division
1.3) Prepare the requested Personnel Officer

Type of transaction 1) Submit the Letter fia;a/doc‘ument/ None 2 working days APO-PUI HRAD
G2C - Government to Client Request to APO-PUI Information
(Simple Transaction) HRAD

1.4) Check/review/sign

Checklist of requirements the prepared

1) Letter Request - 1 original data/document/ None Personnel Officer
(to be coordinated with APO-HRAD) information. Make APO-PUI HRAD
the necessary revisions
if any.
_______________________________________________ lworkingday |
3 working days
1.5) Release the requested
document to the None Personnel Officer
former APO-PUI APO-PUI HRAD

employees

&






