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I. Technical Assistance to On-Site Researchers 
Assistance is provided to assist students in the completion of academic requirements 
and other researchers in the field of internal audit. 

 

Office or Division: Internal Audit Service 

Classification: Highly Technical 

Type of Transaction: G2C – Government to Citizen 

Who may avail: All 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

None None 
  

  

CLIENT STEPS IAS ACTIONS 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

Request for interview/ 
data 

Grants request/ 
schedules 
interview and 
provides data 
needed. 

None One (1) hour Head of Internal Audit 
(HoIA) / Internal 

Auditor III / 
Administrative 

Assistant V 

 
 

 

II. Technical Assistance to Online Researchers 
Assistance is provided to online researchers in the field of internal audit. 

 

Office or Division: Internal Audit Service 

Classification: Highly Technical 

Type of Transaction: G2C – Government to Citizen 

Who may avail: All 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

None None 
  

  

CLIENT STEPS IAS ACTIONS 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

Request for interview/ 
data 

Grants request/ 
schedules 
interview and 
provides data 
needed. 

None One (1) hour Head of Internal Audit 
(HoIA) / Internal 

Auditor III / 
Administrative 

Assistant V 
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I. Technical Assistance to City Officials and Chiefs of 
Offices/Divisions/Sections 
Assistance is provided to supervisors to help them carry out their office mandates in 
consonance with internal audit findings/ recommendations. 

 

 

Office or Division: Internal Audit Service 

Classification: Highly Technical 

Type of Transaction: G2G – Government to Government 

Who may avail: City Officials/ Chiefs of Offices/Divisions/Sections 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

None None 
  

  

CLIENT STEPS IAS ACTIONS 
FEES TO 
BE PAID 

PROCESSIN 
G TIME 

PERSON 
RESPONSIBLE 

Request for data/ 
internal audit opinion/ 
verbal advice 

Grants request/ 
analyzes given 
data and 
situationers/ 
schedules 
meeting/ provides 
information 
needed and/or 
makes appropriate 
opinion/ advice 

None One (1) hour Head of Internal Audit 
(HoIA) / Internal Auditor 

III / Administrative 
Assistant V 

 
II. Technical Assistance to Rank-and-File Employees 

Assistance/ advice is provided to employees of the City Government of Legazpi to 
guide them in the performance of their duties. 

 

 

Office or Division: Internal Audit Service 

Classification: Highly Technical 

Type of Transaction: G2G – Government to Government 

Who may avail: Rank-and-File Employees of the City Government of Legazpi 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

None None 
  

  

CLIENT STEPS IAS ACTIONS 
FEES TO 
BE PAID 

PROCESSIN 
G TIME 

PERSON 
RESPONSIBLE 
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Request for data/ 
internal audit opinion/ 
verbal advice 

Grants request/ 
analyzes given 
data and 
situationers/ 
schedules 
meeting/ provides 
information 
needed and/or 

   makes 
appropriate 
opinion/ advice 

None One (1) hour Head of Internal Audit 
(HoIA) / Internal Auditor 

III / Administrative 
Assistant V 
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FEEDBACK AND COMPLAINTS MECHANISM 

 How to send feedback Answer the client feedback form and drop it at the designated drop 

box at the Public Assistance and Complaint Desk. 

How feedbacks are 

processed 

In the Client Satisfaction Measurement (CSM) Survey Form, the 

client (online/walk-in) can air their complaints/suggestions through 

online or face to face. These complaint/s are assessed as to what 

action/s shall be taken. 

How to file a complaint Complaints may be filed in writing or in person to: 

Honorable HISHAM B. ISMAIL 

BagongLegazpi24@gmail.com 

(052) 732-7988 

 
 JOAN E. JAMISAL 

CGDH I – Internal Auditor 

(052) 742-3484 

How complaints are 

processed 

  Upon evaluation and investigation, the LCE shall call the attention of 

both parties for consultation and appropriate action. 

Contact Information of 

CCB, PCC, ARTA 

ARTA: complaints@arta.gov.ph 

1-ARTA (2782) 

CCB: 0908-881-6565 (SMS) 

mailto:BagongLegazpi24@gmail.com
mailto:complaints@arta.gov.ph

