
COMMUNICATIONS FOR SIGNATURE/RECEIPT

REQUIREMENTS


Communication Letter

START

Transmit the letter to CAWADI Office.

CLIENT

Greet the client and receive the letter.
Duration: 2 mins.

UTILITIES/CUSTOMER SERVICE
ASSISTANT E

Record the communication on the
logbook.
Duration: 2 mins.

SECRETARY OF THE GM

Transmit the letter to the Secretary of the
GM for recording purposes.

CLIENT

Leave the document in the OGM.

CLIENT

Turn-over the communication to GM.
Duration: 2 mins.

SECRETARY OF THE GM

Return the communication to the secretary
with a corresponding action.
Duration: 2 mins.

GENERAL MANAGER (GM)


DELIVERY

TYPE

DIRECT DELIVERY OF ACTION TO THE
LETTER SENDER

DELIVERY OF PROMPT AND
APPROPRIATE ACTION TO THE

PERSON RESPONSIBLE (EMPLOYEE)

Contact the sender and deliver the
response, as per GM's instruction, thru
formal letter/email.
Duration: 2 mins.

SECRETARY OF THE GM


Receive a response from the CAWADI
Management thru a  formal letter/email.

CLIENT

Logbook the outgoing communication from
the OGM.
Duration: 2 mins.


SECRETARY OF THE GM


Forward the communication to the person
responsible for immediate appropriate
action, as per GM's advice.
Duration: 2 mins.

SECRETARY OF THE GM


Logbook the handover of communication
to the person responsible and its
appropriate action executed.
Duration: 2 mins.


SECRETARY OF THE GM


Receive the letter from the OGM and carry
out immediate appropriate action.

CLIENT

END OF TRANSACTION

B

B


