[image: image1.jpg]



_1__ Indorsement

_____2______
Respectfully referred to __________3____________, ______4______, _______________5________________, __________6_________________, the request for assistance of Mr./Ms._______7__________, of _________8_________, relative to the latter’s request that ______________9________________________________. It appearing that the matter falls within your jurisdiction.


Advice of the action taken shall be highly appreciated. Thank you and more power.






 __________10____________



            O.I.C, __________11_______________
Copy Furnished:
_____12______

_____________

Received By:

_____13_________
1. State whether it is a 1st, 2nd or 3rd Indorsement.
2. Date of Indorsement

3. Name of officer with whom the person seeking assistance will be referred.

4. Position/Designation of officer with whom the person seeking assistance will be referred.
5. Name of Government Agency/ Office of the officer with whom the person seeking assistance will be referred.

6. Address of the said Government Agency/ Office.
7. Name of the person seeking legal assistance.

8. Address of the person seeking legal assistance.

9. State briefly the nature of the request for assistance.

10. Name of the Head of the Service/Office of PAO.

11. Designation/Position

12. Names and Offices with whom the letter will be furnished.

13. Signature of the person seeking legal assistance as well as the date he/she received the referral.     
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