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Conduct of Fact-Finding InvestigationPROCEDURE TITLE

The procedure starts
and ends with the rel

from the receipt the request or o

ease of fact-fi nding investigation
rder for fact-fi nding investigation
report to requesting party, copy

furnished t}le endorsi
SCOPE

To clearly define the process ofconducting Fact-finding tnvestigation
PURPOSE

PROCESS DESCRIPTION

PROCESSINPUT

CONDUCT OF FACT.FINDING
INVESTIGATION

Fact-finding
investigation rePort

Requesting
parw /

endorsing
party

uesting Party for investigation

DESCRJP/TIVE STATEMET{T:
The Regional ofnce receives complaint or request for fact-finding investigation- and endorses the same to t-Ire

concerned field oflice which conau'cts tne ract-nnding investigation ind prepires the report for the Regional offlce'

i;;;;;;;il;i th" .upo.t rro* tt 
" 

Reld office, the R-egional office prepares the fact-finding investigation report for

release to the requesting anaTor endorsing party/ieslAt the regional level, drafu of request for endorsement and

i".t-nnaing .upo.t 
"." irepaiea "na 

.o..J.i"a accordingly by the legal officer, reviewed by the ARD' and finally

,pp*""J Uy n"gi"nat tiirector. ai ttre held offtce tevet, aiifts of fact-finding investiga$on report and endorsement

are prepared and corrected accordingly by the concerned LGOO, reviewed and endorsed for approval by the PM and

the PD.fi

Step
No.

Responsible
Personnel

PROCESS/ACTMTY Details References

1 Records OfEcer '
RO

Receive the
Complaint/Request

Stamp "RECEIVED" on the
complaint/Request for
fact-fi nding investigation
with date and time of
receipt and affix signature

Scan document and encode
the details ofthe
Complaint/Request for
fact-finding investiSation in
the Communication
Tracking System
(ComTrackS)

Forward to ORD

Complaint /
Request

ComTrackS /
Incoming
Communications
Logbook

, Receive the Complaint /
Request

Attach routing slip to tle
Complaint / Request for
fact-finding and forward to
Regional Director

Record details ofthe
Complaint / Request in
Incoming Communications
Logbook

Complaint /Request
for fact-finding
investigation
Routing SIip

Incoming
Communications
Logbook

3 Regional Director Assign Complaint / Request
for fact-fi nding investigation
to the Legal Officer and

Complaint /
Request
Routing Slip

OUTPUT

Complaint or request

ORD Secretary

Assign Complaint / Request


