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Flow Chart 

Requestor 

Request for Information/Document. 

Start 

End 

Requestor 
 

Fill up Information Requisition Form and submit 

it to the relevant Manager or In-Charge. 

Is the Information requested is 

confidential information?  

Manager/In-Charge 

Provide the information to the 

Requestor within 15 working days. 

No Yes 
 

 

Manager/In-Charge 

Forward the Information Requisition Form to 

Director for decision within 10 working days.  

Director 

Make decision and return the Form to 

Manager or In-Charge for further action 

within 30 working days.  

Manager/In-Charge 

Arrange to file the completed 

Form properly in his/her office. 

Manager/In-Charge 

Response/Inform the Requestor within 10 

working days. 

Note: The management has the right or is not obliged to entertain any request of information/ 
document or any kind of demand which is damaging/detrimental to the company. 


