
FLOWCHART FOR DISPOSITION OF CASES

APPLICANT/
COMPLAINANT RESPONDENT RECORDS OFFICER (RO) DIRECTOR

START

Files
Complaint

Receives Complaints
Issues/Sends Summons

to Respondent

Checks
completeness of

documents

1

2 4 5

Complete
?

3

Receives Summons
Files Answer to

Cmplainant

Indexes
transaction,

Retrives
pertinent docket

& foward
application w/

supporting
documents

Receives Answer
Personally or by
Registered Mail

9

10

Reviews/Evaluates
Documents

8

ARBITER PARA-LEGAL

Mails Summons

Reviews/Signs
Summons

Signs
Notices

Receives Notice of
Preliminary Hearing

Receives/Signs
Summons & Forward to

RO for Mailing

6

7

11

14
15

Conducts
Hearing

(Steps 5 to 8) 3 Days

(Step 9)
7 days (Receipt)
20 days (Reply)

1 Day  ( Steps 1 to 3)

Steps 12 -16)  4 Days

Prepares draft of
decision/forward

decision Div. Head

Reviews decision
together w/ inspection

report

1213

Day 6-7 (Step 12 to 13)

Report in
Order?

Finalizes decision
and initials
duplicate

Prepares & initials
duplicate of

decision indorse to
head

Incorporates
comments and

returned to
evaluator for
finalization

YES

NO

Head Initials
report & indorses

to RO

14

15

16

17 a

Gives comments/
additional

conditions, if
necessary

Signs
Decision

w/Comments/
conditions

YES

NO17

17 b

Day 8 (Step 14 to 17)

Releases decision
together with Notice of
Violationm Notice of
non-compliance, etc.

Acknowledges
Receipt of
Decision

END

1819

20

Day 9 (Step 18 to 20)

Assigns/Raffles
among Arbiters

No

Yes

3 Day ( Steps 4)

Step 10-11) 7 days
Issues Notice of

Preliminary Hearing

12

13
Releases Notices of

Hearing to Both Parties

Receives Notice of
Preliminary Hearing


