
 

 DOCUMENT REQUEST FORM 

 

    

           

                                         Date 

 

Director/Officer-In-Charge  

Human Resource Management and Administrative Service 

Office 

 

Dear Sir/Madam: 

 

I,          , would like to 

request the issuance of: 

 

Certificate of Employment with Salary 

Certificate of Employment without Salary 

Service Record 

Certificate of Leave Credits 

Others  

Purpose 

        

 

 

     ______________________________ 

 Signature 

Human  Resource  Management  and  Administrative  Service

The  Office  of  the  Solicitor  General  (OSG )  collects  some  of  your  personal  data  when  you  transact  with  its  employees  and

 
authorized

 
representatives .

 The  OSG  will  use  this  information  solely  for  documentation  and  processing  purposes  relative

 

to

 

your

 

transaction/s

 

with

 

the

 

Office.

 

By

 

submitting

 

your

 
data

 
to

 
the

 
OSG,

 
you

 
are

 
expressly

 
consenting

 
and

 
authorizing

 

the

 

OSG

 

to

 

collect ,

 

process ,

 

and

 

store

 

such

 

personal

 

and/or

 

sensitive

 

information

 

as

 
may

 
be

 
needed

 
in

 
the

 

course

 

of

 

your

 

transaction/s.

In

 
all

 
instances ,

 
the

 
OSG

 
shall

 
ensure

 
that

 
processing

 
your

 
personal

 
data

 
shall

 
strictly

 
comply

 
with

 
the

 
provisions

 
of

 
the

 

Data

 

Privacy

 

Act

 

and

 

its

 

Implementing

 

Rules

 

and

 

Regulations

 

and

 

shall

 

be

 

consistent

 

with

 

the

 

general

 

data

 

privacy

 

principles

 

of

 

transparency ,

 

legitimate

 

purpose ,

 

and

 

proportionality.
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