
1. RECEIVING OF REQUEST FOR PUBLIC CONSULTATION / 

DIALOGUE 

Description of the service: Address SWM concerns raised during conduct of consultation and dialogue 
 

Office or Division 
Waste Management Office  
- Solid Waste Enforcement and Education 
-Technical Services Division 

Classification SimpleTransaction 

Type of Transaction 
G2G: Government to Government 
G2B: Government to Business 
G2C: Government to Citizen 

Who may avail All 

Checklist of Requirements Where to Secure 

Invitation Letter with the following information: 
* subject of consultation or dialogue 
* date and time 
* location with sketch 
* contact person and number 

proponent 

Client Steps Agency Action 
Fees 
to be 
Paid 

Proces
sing 
Time 

Person Responsible 

1. Submit Letter 
Request 

1.1 Checks the 
submitted documents.  

None 
3 

minutes 
Receiving Clerk/ PACD 

 1.2 If incomplete, return 
the request to the client 
and instruct the client of 
the needed action 

None 
2 

minutes 
Receiving Clerk/ PACD 

 1.3. If complete, 
receives and time 
stamp the letter 
request. 

None 2 
minutes 

Receiving Clerk/ PACD 

1.4 Attach Document 
Action Sheet for routing 

None 
2 

minutes 
Receiving Clerk/ PACD 

 1.5 Informs client that 
the letter request is 
approved and shall be 
forwarded to the 
Department Head for 
action and the Division-
in-charge shall 
coordinate with them for 
the public consultation/ 
dialogue schedule.. 

None 
3 

minutes 
Receiving Clerk/ PACD 

Total Processing Time None 
12 

minutes 
 

 

 
END OF TRANSACTION 

 
 


