A. Processing of Leave Application

Office of the Mayor

Simple

G2G-Government to Government
Government Officials and Employees

Application for Leave Form

CLIENT AGENCY FEES | PROCESSING PERSON
STEPS ACTIONS TO BE TIME RESPONSIBLE
PAID
1. Fill-up 1.1 Verify the 15 Minutes HRMO |

application client's available
forleave and | leave credits, and
submit to the | record them on the
HRMO leave application
form. Sign and
endorse it to the
Mayor for approval
or disapproval

2. Receive 21 Release the 5 Minutes HRMO |
your file copy | applicant's file
copy. If
disapproved,
inform the applicant
of the reason for
the disapproval
TOTAL 20 Minutes

None
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