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This is to share with you the approved Process Flow Chart on Handling Request for Reassignment/
Transfer of Staff of Human Resource and Development Section as per result of the Monitoring and
Evaluation Workshop on the Preparation of Business Process and requirements Analysis and Process
Flow Chart held on July 21, 2017 at icon Hotel.

For your information and guidance.

T. LEYSON

up/w\c;/,fg‘f‘



HANDLING REQUEST FOR REASSIGNMENT/TRANSFER OF STAFF PROCESS FLOW CHART

Receipt of Request for
Mapping/Transfer of
Assignment
Admin Assistant il /RDsOffice
2 mins

Endorsed fForward of Request Letter
Admin Assistant
Human Resource Development Section
2 mins

Swap/
replacement?

Issuance of Regret Letter
Admin Officer li
5 mins

Prepare notice of the meeting and set schedule to

convene Organizational Development Committee

Meeting Adrin
Officer It

Review and affix initial on the draft notice of the
meeting
Administrative Officer V
2 minutes

J

Recommend for approval on the draft notice of the
meeting
DD Chief
2 minutes

!

Approval of Notice of the Committee Meeting
Regional Director
5 minutes

r

Conduct of Organizational Development Committee
Meeting/ Deliberation of request
Administrative Officer V/AO i
3 Hours

No

Issuance of Regret Letter
Admin Officer i
5 mins

Prepare Confirmation of Agreements ion
Reassignment of staff and Regional Special Order
for approval of the Regional Director
Administrative Officer It
30 minutes

Issuance and discussion of agreements to
requesting party
Human Resource Officer
10 minutes

Dissemination/circulation of
RSO/RAO thru Records Section
Admin Aide IV




