FLOW CHART OF THE ISSUANCE OF CERTIFIED TRUE COPIES OF RECORDS

OF HOMEOWNERS' ASSOCIATIONS

\ CLIENT

1
FILLS OUT THE REQUEST FORM IN
VERIFYING THE CORPORATE
RECORDS OF THE ASSOCIATION

3
REVIEWS THE RECORDS,
PHOTOCOPIES THE DOCUMENTS
NEEDED TO BE CERTIFIED AND
SUBMITS IT TO THE RECORDS
OFFICER AND RETURNS THE
RECORDS

<

RECORDS OFFICER | \ HOA UNIT HEAD \ | REGIONAL DIRECTOR

2
RETRIEVES THE REQUESTED
CORPORATE RECORDS, ASKS
FOR AN ID FROM THE CLIENT AND
LENDS THE RECORDS FOR
REVIEW AND EXAMINATION

o/ RETURNS THE ID, COMPUTES THE

5
PAYS THE NECESSARY FEE AT
THE CASHIER

4
RECEIVES THE RECORDS,

AMOUNT TO BE PAID BY THE
CLIENT, AND PREPARES THE
ORDER OF PAYMENT

7
STAMPS CERTIFIED TRUE COPY
AND SIGNS ALL THE
PHOTOCOPIED DOCUMENTS
SUBMITTED, RELEASES ALL THE
CERTIFIED DOCUMENTS

6
STAMPS CERTIFIED TRUE COPY
AND SIGNS ALL THE
PHOTOCOPIED DOCUMENTS
SUBMITTED, RELEASES ALL THE
CERTIFIED DOCUMENTS




