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1. To establish effective practices aimed at the efficient turnaround in the
delivery of services, this Offrce inficrms all concerned personnel on the Frocess
Flow in the Provision of Requested Data and Technical Assistance from the
Planning Section.

2. Division data available from the Planning Section are the following:
a. Educational resources; ald
b. Key Performance Indicators.

3, Technical assistance provided by the Planning Section are the following
Online systems account rnanagement;
Approval of requests at tJle Division level;
Issues for escalation to Regional and Central Offices; and
Other system- related concerns.

4. Requesting Parties are directed to fiIl-out the request slip from the
Receiving Personnel (for walk-ins) or through this link
https: / /tinvurl,com /PSReouestslip (for online requests).

5. A11 requested data are covered by Data Privacy Act of2012. Hence, the
Office has the right to refuse release of information that violate the provisions
ofR.A. 10173.

6. A completion s'lip must be filled out by requesting parties at ttre
Releasing Oflice or through this link https:/ /tinvurl,com / PSComotetionslip
once the transaction is completed.

7 . For immediate dissemination, guidance and compliance.
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Enclogtre No. 1

The Requesting Party submits
request letter and fills-out
request slip at the Receiving
Officer

Planning O{Iicer receives tfie
letter/ request slip with referral

slip

Planning OIIicer provides
requested data/technical

assistance within the period
specified by law

Requesting Party fifls-out the
completion slip from t}te

Releasing Officer once the
transaction is complete.
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