Administrative Division
External Services
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A. ISSUANCE OF CERTIFIED TRUE COPY OF DOCUMENT/S

To provide clients with certified true copy of document/s.

Records Section, Administrative Division
Simple

G2B (Government to Business)

G2C (Government to Citizen)

G2G (Government to Government)
General Public

1. Letter of concern with attachment from the Applicant/Client

ieneral iublic

1. Submit letter 1.1 Receive and record Administrative
request. letter request and forward Officer V
to the concerned division 2 Hours (Records Officer Il)
Administrative
Division
1.2. Verify availability of None Administrative
document/s. Officer V
4 Hours (Records Officer Ill)
Administrative
Division
1.3. Release signed Administrative
certified true copy of Officer V
document/s. 2 Hours (Records Officer Il
Administrative
Division
TOTAL.: None 1 Day
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