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PROCEDURE
TITLE

RENDITION OF LEGAT OPINION

SCOPE

The procedure starts from the receipt of request for interpretation of the provision of RA.
7160 and other related laws and issuances from the Department Official, Local Elective
and Appointive Officials and General Public up to either release of approved legal opinion
to the requesting party, copy furnished the concerned Provincial Director and/or Local
Government Operations Officer or referral to the Central Office and posting at the agency
website.

PURPOSE
To clearly define the process to effectively address the concerns/issues on the request and
guide the letter-sender on the proper course ofaction under the circumstances

PROCESS DESCRIPTION

INPUT PROCESS OUTPUT

Requesting
Party

Lefter-request
RENDITION OF LEGAL

OPINION

Requesting Party,

LegalOpinion PD/LGOO,

# website

Endorsemenl CentralOffice

DESCRIPTIVE STATEMENT:

The Regional Office receives request for legal opinion, assigns the request to the legal officer who evaluates the
request, drafu the legal opinion and forwards the draft legal opinion to the Assistant Regional Director for review
and recommendation for approval by the Regional Director. The approved Iegal opinion is released to the requesting
party copy furnished the concerned Provincial Director and/or Local Government Operations Officer and posting at
the agenry website. All generated records are retained in accordance with Control of Retained Documented
Information Procedure and Masterlist of Records.

Step
No.

Responsible
Personnel

PROCESS/ACTTVTTY Details References

1 Records Officer Receive the request o Stamp "RECEIVED" on the
document and write date and
time of receipt and affix
signature

r Scan documentand encode
the details of request in the
Communication Tracking
System (ComTracks)

o Forward to ORD Secretary

o Letter-request
for legal opinion
with
attachment, if
any.

2 ORD Secretary Receive the request o Attach routing slip to the
Ietter request and forward
request to Regional Director

o Record details ofthe request
in Logbook

o Routing Slip
o Logbook
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Step
No,

Responsible
Personnel

PROCESS/ACTTVTTY Details References

3 Reglonal Dlrector Assign the request o Assign the requestto the
Legal Officer and provide
instructions in the routing
slip

o Routing Slip

4 ORD Secretary Forward request o Forward requestto Legal
Officer and record the date
and time when delivered

o Logbook

5 Legal Officer Evaluate the request o Determine issue/s based on
the submitted request

o *lfthere is a need for fact-
finding see procedure for
fact-finding investigation

o *lf subject-matter is novel and
complicated, prepare
endorsement to Central Office

o Categorize request for legal
opinion as to:
o 15 days - those requests

which will be endorsed to
the central office

o 30 days - those requests
that need minimal
research or the ref'erences
are available within the
office

o 60 days - those requests
that need fact-finding

r Conduct research on
applicable laws,
jurisprudence, rulet
regulations and other
issuances

o Draft the legal opinion
o Forward the draft legal

opinion to the ARD for review

o Letter request
o Routing Slip
o Draft legal

opinion

6 ARD Initial review of draft legal
opinion

o Conduct initial review of the
draft legal
opinion/endorsement

o Letter request
o Routing Slip
o Draft legal

opinion/
Endorsement

7 Legal Officer Incorporate correction o Incorporate correction, ifany.
o Forward the draft legal

opinion/Endorsement to ARD

o Letter request
o Routing Slip
o Draft legal

opinion/Endors
ement
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Step
No.

Responsible
Personnel

PROCESS/ACTMTY Details References

I ARD Final reiew ofdraft legal
opinion and recommend
approval

o Conduct final review of the
draft. /endorsement

o Recommend approval or
revision

. *if for approval, forward to
RD

o *if fbr revision, go back to
steps Tand 8

o Lefter request
o Routing Slip
o Draft legal

opinion/
endorsement

9 RD Review and approve legal
opinion

o If the opinion/endorsement is
acceptable, approve/sign the
legal opinion/endorsement;
otherwise, refer back to Steps
7and8

o Letter request
o Routing Slip
o Legal opinion/

Endorsement

10 Legal Officer Assign control number o Assign control number
o Photocopy approved legal

opinion/endorsement and
tbrward to Records Officer for
release

o Approved legal
opinion/endors
ement

IL Record Officer Release legal opinion o Stamp "RELEASED" with date
and time of release and affix
signature on the approved
legal opinion/endorsement

o Send approved legal opinion
to requesting party with
customer-satisfaction suryey,
copy furnished the concerned
PD and/or MLGOO and
approved endorsement to CO

o Provide soft copy to ITO for
posting at website

o Retain all records generated
in accordance with Control of
Retained Documented
Information Procedure and
Masterlist of Records

o Approved legal
opinion/
endorsement

. Logbook
o Customer-

satisfaction
Survey

o Control of
Retained
Documented
Information
Procedure

o Masterlist of
Records (FM-
sP-R13-02-01)

t2 ITO Post Legal Opinion o Post Legal Opinion at the
agency website

o Approved Legal
Opinion

1 Records Officer Receive the request o Stamp "RECEIVED" on the
document and write date and
time of receipt and affix
signature

o Scan documentand encode
the details of request in the
Communication Tracking
System (ComTracl<s)

o Forward to ORD Secretary

. Letter-request
for legal opinion
with
attachment, if
any.
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Step
No.

Responsible
Personnel PROCESS/ACTMTY Details References

2 ORD Secretary Receive the request o Attach routing slip to the
letter request and forward
request to Regional Director

o Record details ofthe request
in Logbook

o Routing Slip
. Logbook

3 Reglonal Dlrector Assign the request o Assign the requestto the
Legal Officer and provide
instructions in the routing
slip

o Routing Slip

4 ORD Secretary Forward request o Forward requestto Legal
Officer and record the date
and time when delivered

. Logbook

5 Legal Ofiicer Evaluate the request r Determine issue/s based on
the submitted request

o *lfthere is a need for fact-
finding see procedure for
fact-fi ndi ng investigation

o *lf subject-matLer is novel and
complicated, prepare
endorsement to Central Office

o Categorize requestfor legal
opinion as to:
o 15 days - those requests

which will be endorsed to
the central office

o 30 days - those requests
that need minimal
research or the references
are available within the
office

o 50 days - those requests
that need fact-finding

o Conductresearch on
applicable laws,
jurisprudence, rules,
regulations and otler
issuances

o Draft the legal opinion
r Forward the draft legal

opinion to the ARD for review

o Letter request
o Routing Slip
o Draftlegal

opinion

6 ARD Initial review of draft legal
opinion

o Conduct initial review of the
draft legal
opinion/endorsement

o Letter request
o Routing Slip
o Draftlegal

opinionl
o Endorsement
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Step
No.

Responsible
Personnel PROCESS/ACTTVTTY Details References

7 Legal Officer Incorporate correcrion o Incorporate correction, ifany.
o Forward the draft legal

opinion/Endorsement to ARD

o Letter request
c Routing Slip
o Draft legal

opinion/
Endorsement

A ALLEN M.
GASULAS
ATTY IV

OI
D SERONAY

Director
LILIB CESO III

irectorRegional

Process Owner Deputy QMR Regional QMR
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DIVISION/FOU ORD-Legal

QUALITY PROCEDURE
TITTE Rendition of Legal Opinion

Key Performance Indicators (KPD

Functlon
Obfective Target lndlcator/Formula

(lf appllcable)

Frequenry of
Monitorlng

Results

Responslble for
Monitoring

Applicable
Documents (e.g.

Tracker,
Monltorlng Log
Sheet Summary

Log Sheef, Report,

To endorse
request to PO/CO
within 5 working
days from receipt
of request

To answer
request within 15
working days
from receipt of
request

BOo/o

BOo/o

Total number ofrequest endorsed
within 5 days / Totalnumber of
request received

Total number of request answered
within 15 days / Totalnumber of
request received

Monthly

Monthly

LegalOfficer

Legal Officer

r Request for
Legal
Opinion

o Answer to
request

o Routing Slip
r PSL

IV, Officer Director
cEso III

Director

Process Owner Deputy QMR Deputy QMR

Preparecl By Reviewed Br lroved By
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DrvlsoN/FOU ORD-Legal

TITTE Rendition of Legal Opinion
oBrECTrvE
STATEMENT To render legal opinion within the prescribed number of
CURRENTPERIOD

Feb Mar un Oct Nov Dec Totalt8Ao/oof on rendered within the bed number ofA otalT ofno. cumdo ents acted withinupon INwith the
ed number of

B uest for o received
Total No. of

C

B

F'ormula: A x 1OO Target Result:80%o

D In caseGap Analysis: the ISective notobj met, put your
it notts etm

Obiecrive 2:

A

B

C Formula: Target nesuii:

D Gap lnAnalysisr case the ob lsrjective ot met, rput you
it ls not met

OblecHve 3:

A

B

C Target result

D Ana IGap lysis case the lsectiveobj not met, put your
ISt not met

the DILG-XIil
r the

Actlonwlll

(

oo

days

W.

lenovo
Rectangle



?rLG REGToN xrrr (cARAcA)

I$BtTf ,g%fi Hr('6fl,Ti'oRING

-

I eMr-ep-nrs-onn-86 I

(

74.76.17 2 of2
Rev. No. Eff. Date page

GASULAS
Officer

M
IV,

Director
AY CESO III

Process Owner
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