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PERSON IN-CHARGE DETAILS OF ACTIVITIES

information from
the clerk

A

PERSONAL >0

® The client the clerk in-
charge and tell his/her purpose, and
present marriage certificate (PSA) for
change of civil status, Then signs the
logbook at the clerk’s window.

Clerk

Clerk
* If processed personally the client fiills
outtherequestandc!a&nfo:msand
proceeds to the cashiers office for

payment.
Record officer, Clerk and
Cashier * f processed by an
4 representative, the client proceeds to

Fills out the Request
and Claim Formm

(Freedom of
Information)

meReoordOﬂiceandﬁusomtheFOl
Fonn,menproceedstotheRegistmr’s
ofﬁceandﬁﬂsupmerequestanddaim
forms and proceeds to the cashier's

4

Pays at the Cashier's
Office then goes
back to the Clerk

Gives the
form (with OR,
Clearance) to the Clerk
in-Charge

.

Prepares the

office for payment.

* The client presents the accomplished
fonnwithomcialReceipuomeChfkin
charge and the dlerk prepares the
dowmentlsrequestedbymedient

« The documents with official receipt
(OR) will be presented to the Registrar
for signature.

A Clerk

Clerk and registrar

Releasing officer and the

record officer

» For authorized representative, s/he
signs the releasing logbook in the
registrar's office and proceeds to the
Records Office to receive histher

Releasing officer req ‘ nt/s.

requested

document/s s

* Forpersonal transaction, s/he proceeds
fo the releasing officer's logbook for the
detailscfmedoctments(thedate, OR
No., name of the client, purpose), signs

RELEASE

and receives the
. oG
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