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I. 	OBJECTIVES 

a. To establish a reliable records management system that will 
enable the systematic tracking of and monitoring of all 
requests for Legal Opinion and Contract Review 

b. To effectively and efficiently deliver all Legal Opinions and 
Contract Reviews to client corporations 

c. To provide statistics that will aid the management in making 
office policies for more improved services to client 
corporations 

d. To provide statistics for reportorial requirements of the 
Department of Justice, Department of Budget and 
Management, and the Office of the President 

II. 	SCOPE OF WORK 

a. Receipt of requests for Legal Opinion and Contract Review 
i. through mail 
ii. through personal delivery 

b. Dispatch of Legal Opinion and Contract Review 
c. Receipt-to-Release Process (20 Working-day Cycle) 
d. Internal Audit for Compliance/Non-compliance with the 20 

Working-day Cycle 
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RECEIPT OF REQUESTS 
FOR LEGAL OPINION AND CONTRACT REVIEW 

Objective: 

To ensure that all requests for Legal Opinion and Contract Review are 
attended to accordingly, and are delivered to the proper OGCC 
addressees on time. 

Process Flowcharts: (illustrated in the following pages) 

1. Flowchart Overview of Incoming Letters Requesting for Legal 
Opinion or Contract Review 

2. Detailed Flowchart of Incoming Letters Requesting for Legal Opinion 
or Contract Review 
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FLOWCHART OVERVIEW 
FOR PROCESSING OF REQUEST FOR LEGAL OPINION AND CONTRACT REVIEW 

START 

• 
Messenger: Pick-up of mails 

from UP Post office before 

8:00am, from Monday to 

Thursday. 

AND/OR 

 

• 
Walk-in/Personal delivery of 

documents to OGCC from 

8:00am to 5:00pm, from 

Monday to Friday. 

 

• 
Receiving Staff: Sorting of mails/delivered documents and 

stamping of date/time of receipt 

Records Officer III: 
Classification of documents/ 
Verification if request is for 

Legal Opinion/ Contract 
PI/IP%A/ 

REQUEST FOR OPINION / CONTRACT REVIEW 
Receiving /Staff: 

1.Encoding of the necessary details of the documents in 

corresponding databases 
2.Preparation of Tracking Form No. CR-1/0-1 (Annex A & 

Annex B respectively) 
3. Delivery of the request-letter to the proper recipient 

• 
END 
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DETAILED FLOWCHART 
FOR PROCESSING OF REQUEST FOR LEGAL OPINION AND CONTRACT REVIEW 

FLOW 

Start 

• 

Pick-up of mailed 
letter from UP Post 

Office 

• 

Receipt of letter 

RESPONSIBLE 	 OUTPUT DETAILS 

1. Picks-up mailed letters from the UP Post 
office before 8:00am, from Monday to 

Thursday, (AND/OR — Documents are 

personally delivered to OGCC from 

8:00am to 5:00m, Monday to Friday) 

1. Stamps date & time of receipt, and 
document number; affixes signature to 
acknowledge receipt of the letter 

2. Brings the letter to the Records Officer Ill 

for classification 

Messenger 

Receiving Staff 

Records Officer III 1. Determines classification of letter 

1. Encodes the details of the letter-request 
in the General Logbook and the 
corresponding MSAccess Database 

2. Prepares Routing Form No. CR-1/0-1 and 

attaches it to the letter-request. 

3. Delivers the request-letter to the GCC's 
office and makes sure that receipt of which 
is properly acknowledged by the GCC's 

staff in the logsheet 

Processing of 
received letter Receiving Staff 

V 

End 
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DISPATCH OF FINAL AND OFFICIAL 
LEGAL OPINION AND CONTRACT REVIEW 

Objective: 

To effectively and efficiently deliver the final and official Legal Opinion 

and Contract Review to client corporations 

Process Flowcharts: (illustrated in the following pages) 

1. Flowchart Overview of Dispatch of the final and official Legal Opinion 

and Contract Review 

2. Detailed Flowchart of the final and official Legal Opinion and Contract 

Review 
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FLOWCHART OVERVIEW 
FOR PROCESSING OF DISPATCH FOR LEGAL OPINION AND CONTRACT REIVIEW 

Dispatch Staff: 
Receipt of Legal Opinion and Contract Review from secretary/lawyer; and 

Encoding in the appropriate databases 

By Mail Personal Delivery 

Dispatcher: Evaluation if 
delivery is to be done by mail 
or by personal service 

Dispatch Staff: 

1. Preparation of documents for 

mailing 

2. Encoding in appropriate database 

3. Messenger assignment 

Messenger: 
Mailing of documents at the 

UP Post Office 

Dispatch Staff: 

1. Preparation of documents for 

delivery 

2. Encoding in appropriate database 

3. Messenger assignment 

Messenger: 
Delivery of documents to client 

corporations 

1 

Dispatch Staff: 
Receipt and processing of file copies of the Legal Opinion and Contract 

Reviews from Messengers 

• 

END 
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DETAILED FLOWCHART 
FOR PROCESSING OF DISPATCH OF LEGAL OPINION AND CONTRACT REVIEW 

(Delivery by Mailing) 

Dispatch Staff 

DispatchER 

Dispatch Staff 

FLOW 

START 

• 

Receipt of letter / 

opinion / contract 
review from 

secretary /lawyer or 
other personnel 

concerned 

Preparation of 
document to be 

mailed 

1. Receives document from secretary/ 

lawyer or other OGCC personnel 

concerned 

2. Fills-up appropriate boxes in the 

attached Form CR-1/0-1, detaches and 

gives the form to Records Officer Ill for 

auditing 

3. Encodes details of the document in the 

appropriate excel log and MSAccess 

database. 

4. Places corresponding Control Number 
on the upper left-hand corner of the 

OGCC File Copy of the document 

5. Refers encoded document to the 

Dispatcher 

1. Determines if document is to be 
delivered personally or by mail, and 
identifies particular Messenger to serve 

the document 

1. Prepares document for mailing (sticks 
appropriate number of stamps on the 

envelope with return card). 

2. Encodes details of mailing of document 

to Dispatch Log. 

3. Gives document to the messenger 

assigned for mailing. 

RESPONSIBLE 	 DETAILS 

A 
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-CONTINUATION OF DETAILED FLOW CHART- 

(Delivery by Mail) 

FLOW 

 

RESPONSIBLE 	 DETAILS 

     

Mailing of document Messenger 

1.  
2.  

Delivers document to the post office 
Returns to the Dispatch Clerk the 
OGCC File Copy of document with the 
attached Registry Return Receipt. 

1.  Notes receipt of OGCC File copy of 
document in the appropriate excel log. 

(there should always be 2 File Copies) 
Processing of file 
copy of mailed 

document 
Dispatch Staff 

2.  Retains one of the 2 File Copies for 
Records' keeping; the other to be given 
back to the OGCC personnel-sender 

3.  Forwards the remaining File Copy to 
the library 

END 



START 

Receipt of letter / 

opinion / contract 

review from 
secretary /lawyer or 

other personnel 

concerned 

Dispatch Staff 

Dispatcher 
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DISPATCH OF OUTGOING LETTERS 
By Personal Delivery 

-DETAILED FLOW CHART- 

FLOW RESPONSIBLE 	 DETAILS 

1. Receives document from secretary/ 

lawyer or other OGCC personnel 
concerned 

2. Encodes details of the document in the 
appropriate excel log and MSAccess 

database. 
3. Fills-up appropriate boxes in the attached 

Form CR-1/0-1, detaches and gives the 
form to Records Officer Ill for auditing 

4. Places corresponding Control Number on 

the upper left-hand corner of the OGCC 
File Copy of the document 

5. Refers encoded document to the 

Dispatcher 

1. Determines if document is to be 
delivered personally or by mail and 
identifies particular Messenger to serve 

the document 

Preparation of 
document to be 

delivered 

Dispatch Staff 

1.  
2.  

3.  

Prepares document for delivery. 

Encodes details of delivery of document 
to Dispatch Log. 
Gives document to the messenger 
assigned for delivery. 

A 



OFFICE OF THE GOVERNMENT CORPORATE COUNSEL 
Receipt-to-Release Process (R2R) Work Instructions Manual  

-CONTINUATION OF DETAILED FLOW CHART- 

(By Personal Delivery) 

FLOW 

 

RESPONSIBLE 	 DETAILS 

    

     

C 
Delivery of 

document 

Messenger 

1.  

2.  

Delivers document to the addressee 

concerned 

Returns to the Dispatch Staff the OGCC 

File Copy of document 

• 

1.  Notes 	receipt of OGCC File copy of 
document in the appropriate excel log. 

Processing of file 
copy of delivered 

document 

Dispatch Staff 
2.  

(there should always be 2 File Copies) 

Retains one of the 2 	File Copies for 

Records' keeping; the other to be given 

back to the OGCC personnel-sender 

3.  Forwards the remaining File Copy to the 

Library 

• 

END 
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RECEIPT-TO-RELEASE PROCESS 
(20- WORKING DAY CYCLE) 

Objective: 

To ensure effective and expedient processing of clients' requests for 
Legal Opinion and Contract Review 

Process Flowcharts: (illustrated in the following page ) 

1. Narrative Flowchart for Legal Opinion 
2. Narrative Flowchart for Contract Review 
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NARRATIVE OF FLOWCHART 

FOR LEGAL OPINION (0-1) AND CONTRACT REVIEW (CR-1) 

DIVISION or 

PERSONNEL 

RESPONSIBLE  

OUTPUT PRESCRIBED PERIOD 

Receiving Unit; 
Records Section 

Stamps receipt and makes appropriate 
entries/ encoding; Attaches Form CR-1 
or OP-1, whichever is applicable 

Within 3 hours from 
receipt of document 

GCC's Office Assigns the request to the team 

concerned 

Within 1 working day 

from receipt of 
document 

Team Leader Assigns the request to a handling lawyer Within 1 working day 
from receipt of 

document 

Handling Lawyer Reviews the request and prepares initial 

draft 

Within 7 working 
days from receipt of 

document 

REVIEW PROCESS 

Team Leader Reviews of the draft prepared by the 

handling lawyer 

Within 10 working 
days from receipt of 

of the draft 

AGCC for Legal 
Opinion and 
Contract Review 

Reviews the draft as earlier reviewed/ 

corrected by the Team Leader 

DGCC Reviews the draft as re-evaluated by the 
AGCC for Legal Opinion and Contract 

Review 

GCC Gives a final review of the draft 

Handling 
Lawyer; 
Handling 
Lawyer's 
Secretary; GCC's 

Office  

Finalizes the draft 

Dispatch Unit; 
Records Section 

Dispatches/delivers final and official 
Legal Opinion and Contract Review 

Within 1 working day 
from receipt of the 
final and official Legal 
Opinion and Contract 

Review 
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MONITORING OF NON-COMPLIANCE 
WITH THE 20-WORKING DAY CYCLE 

1. On a daily basis, the Records Officer III (RO III) gathers all Forms CR-1 and OP-1 which are 

attached to the final Opinion and Contract Review submitted to the Records section for 

dispatch. 

2. He/she evaluates whether each request for review was done within the specified time to 

complete the R2R Process (20 Working Days). 

3. If the review is accomplished within the 20 working day period, the RO III stamps the form 

with the word "COMPLYING", and files the form in its proper folder. 

4. If the review is non-complying, the RO III stamps the form with the word "NON-

COMPLYING", and further studies where the non-compliance occurred/started to occur. 

5. NON-COMPLIANCE matters 

a. During the Management Committee meeting which is held every Monday after 

the flag ceremony, the RO III gives an update on R2R matters which includes, 

among others, Non-Compliance to the R2R cycle and pending reviews beyond the 

20 working day cycle. The Team Leaders of concerned handling lawyers will take 

the responsibility to address the matter by conferring with their lawyers. Further 

monitoring will be conducted by the ISO Internal Quality Audit Committee on a 

quarterly basis. 

b. For Non-Compliance findings on a lawyer, First until Third Offenses have their 

corresponding penalties that will be imposed on the lawyer, as defined by the 

Personnel section. 

c. The Handling Lawyer's output will be graded by the reviewing authority involved 

in the entire R2R Process. On a semi-annual basis, the RO III will give copies of the 

lawyer's grades to the Personnel section, as reference for the lawyer's 

performance appraisal and filing in his 201. 

d. In case the non-compliance is the responsibility of the Administrative Staff involved in 

the process (Secretary or Messenger) 

• Secretary — the RO III brings the matter to Secretary's Team Leader for 

information and appropriate action 

■ Messenger — the RO III reminds the messenger concerned about his allotted 

time within the 20 Working Day Cycle 

For habitual "NON-COMPLYING" R2R of output of the Administrative Staff 

concerned, First until Third Offenses have their corresponding penalties that will 

be imposed, as defined by the Personnel section. 

e. In case the non-compliance is the responsibility of Reviewing Authority involved in the 

process, 

• Prospectively, for drafts requiring a longer time for review - a corresponding Stop 

Cycle will be issued to avoid non-compliance to the R2R cycle. 
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