
1
PRESENTS REQUEST LETTER FOR

CERTIFICATION AND OTHER
REQUISITE DOCUMENTS FOR ITS

ISSUANCE AND PAYS
CERTIFICATION FEE

2
CHECKS THE COMPLETENESS OF
THE DOCUMENTS AND CONDUCTS

PRELIMINARY EVALUATION OF
THE DOCUMENTS PRESENTED,

CHECKS AND VERIFIES THE
CORPORATE RECORDS FOR THE

INFORMATION NEEDED,
PREPARES THE REQUESTED

CERTIFICATION, AFFIXES INITIALS

3
REVIEWS AND EVALUATES THE
PREPARED CERTIFICATION AS

PER REQUEST AND COMPARES IT
WITH THE DATA AT THE

CORPORATE RECORDS OF THE
HOMEOWNERS' ASSOCIATION,

AFFIXES SIGNATURE

4
AFFIXES SIGNATURE AT THE

CERTIFICATION ON THE
HOMEOWNERS' ASSOCIATION
REQUESTED BY THE CLIENT

5
RELEASES THE CLIENT'S COPY
OF THE CERTIFICATION ON THE
HOMEOWNERS' ASSOCIATION

6
RECEIVES THE CLIENT'S COPY OF

THE CERTIFICATION OF THE
HOMEOWNERS' ASSOCIATION

CLIENT RECORDS OFFICER HOA UNIT HEAD REGIONAL DIRECTOR

FLOW CHART OF THE ISSUANCE OF VARIOUS CERTIFICATIONS OF
HOMEOWNERS' ASSOCIATIONS

 


