
INTERNAL SERVICES
Human Resources and Administrative Services Division (HRAD)
	 1.	 Preparation and Releasing of Requested Documents, 
		  Data and/or Information (internal client)
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Preparation and Releasing of Requested Documents, Data and/or Information
from Human Resources and Administrative Services Division (HRAD)
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Who may avail?

Of�ice in-charge

Type of transaction

Checklist of requirements

Employees of APO-PUI

Human Resources and Administrative Services Division 

G2C – Government to Client 
(Simple Transaction )

Total time duration

3 working days

1)  Letter Request  – 1 original
(to be coordinated with APO-HRAD)

Describes the procedure on the preparation and 
releasing of requested documents from the HRAD by 

the requesting employee which include the following: 
1) Certi�icate of Employment; 2) Service Record;             
3) No pending administrative or criminal case.
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- -  END OF TRANSACTION  - -




