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13. Request Data/Information for Research Purposes 
  
This process involves facilitating the client’s request for HR-related or LGU- related data/information who aims 
to use such for research-related purposes. 
  

Office or Division: Human Resource Management and Development Office - Human Resource 
Academy 

Classification: Complex 

Type of Transaction: G2G / G2C 

Who may avail: Any employee/office/department under the Local Government Unit- General 
Santos City 
 
Any external researcher 

CHECKLIST OF REQUIREMENT/S WHERE TO SECURE 

1. Letter of Request 

2. Details about the Study 

3. Data / Information Requested 

1-2 - Client 
3 - Human Resource Academy (HRA) - Human 
Resource Management and Development Office 

CLIENT STEPS AGENCY ACTIONS FEES TO BE 
PAID 

PROCESSIN G 
TIME 

PERSON 
RESPONSIBLE 

1. Sends a letter of 
request or email 
request for 
information/data for 
research purposes 

1. Receives the letter of 
request and refers the 
same to HR Academy 
for appropriate action 

 
 
 
 
 
 
None 

 
 
 
 
 
 
3 minutes 

Receiving Officer, 
Records Management 
Division, 
Human Resource 
Management Officer II, - 
Human Resource 
Academy, Human 
Resource Management 
& Development Office, 
2/F City Hall, General 
Santos City 

 2. Evaluates the 
request and the 
details of the study; 
communicates with 
the requesting client 
should there be 
clarifications 

None 1 day Human Resource 
Management Officer 
II - Human 
Resource Academy, 
Human Resource 
Management & 
Development Office, 2/F 
City Hall, 
General Santos City 

 
3. Denies the request and 
informs the client via 
email or messaging 
platforms if research data 
or information is not 
allowed by the Data 
Privacy Law, data is not 
available, or is beyond 
the scope of LGU - 
Gensan 

 
 
 
 
 
 
None 

 
 
 
 
 
 
1 hour 

Human Resource 
Management Officer II - 
Human Resource 
Academy, Human 
Resource Management 
& Development Office, 
2/F City Hall, General 
Santos City 
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 3. If research request is 
valid, does not violate the 
Data Privacy Law and 
data is available, 
provides data/information 
to the requesting client 

 
 
 
 
None 

 
 
 
 
1 day 

Human Resource 
Management Officer II - 
Human Resource 
Academy, Human 
Resource Management 
& Development Office, 
2/F City Hall, General 
Santos City 

2. Receives the official 
data / information 
requested from the 
HRMDO 

  
 
None 

  

  Total: 2 Days, 1 Hour, 
and 3 Minutes 

 

END OF TRANSACTION 

 
14. Request to Conduct Study for Thesis or Post-Graduate Studies 

 
This process involves facilitating the request to conduct survey or interview on employees of the city 
government as respondents of the study where the client aims to use such for research-related purposes in 
fulfillment of the requirement to  complete a thesis or to obtain a degree in post-graduate studies. 
 

Office or Division: Human Resource Management and Development Office - Human Resource 
Academy 

Classification: Complex 

Type of Transaction: G2G / G2C 

Who may avail: Any employee/office/department under the Local Government Unit- General 
Santos City 

 
Any external researcher 

CHECKLIST OF REQUIREMENT/S WHERE TO SECURE 

1. Letter of Request 

2. Memo to Conduct Research Study 

1- Client 

2- Human Resource Academy (HRA) - Human 
Resource Management and Development 
Office 

CLIENT STEPS AGENCY ACTIONS FEES TO 
BE PAID 

PROCESSIN 
G TIME 

PERSON 
RESPONSIBLE 

1. Sends a letter of 
request or email 
request to conduct 
study through interview 
or survey 

1. Receives the letter of 
request and refers the 
same to HR Academy 
for appropriate action 

 
 
 
 
None 

 
 
 
 
3 minutes 

Receiving Officer, 
Records Management 
Division, 
Human Resource 
Management Officer II, - 
Human Resource 
Management & 
Development Office, 2/F 
City Hall, General 
Santos City 


