
9.Request for Legal Advice and other9.Request for Legal Advice and other
related Legal Internal Servicesrelated Legal Internal Services



The Legal Unit of the LBRDC provides legal services, including but not limited to
legal opinions, guidance, and contract review.

This procedure outlines all requests for legal opinions, guidance, review, and
other legal services requested by departments or divisions.

Office/Division: Legal Unit
Classification: Highly Technical
Type of Transaction: C2C – Citizen to Citizen
Who may avail: LBRDC Employees



The original or electronic copy of the signed
memorandum requests for a legal opinion, guidance,
contract, or other related material.

Requesting Party



CLIENT STEPS 
AGENCY ACTION

FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE

1. Submit one (1) signed request memorandum 1.1 Receive the request None 5 minutes Legal Assistant

1.2 Record the receipt of the request. None 5 minutes Legal Assistant

1.3 Conduct an initial assessment of the request None 1 day

1.4 Research on relevant laws, rules, and regulations None 3 working days

1.5 Draft legal opinion, guidance, position paper, 
or other similar material as requested and submit 
the sameto the Legal Counsel

None 6 working days

1.6 Review the draft legal opinion, guidance, position
paper, or other similar materials.

IF APPROVED: 1.6.1 Return the signed legal opinion,
guidance, position paper, or other similar materials
for transmittal to the requesting party.

IF DISAPPROVED: 1.6.2 Return draft legal opinion
guidance, paper, or other similar materials to the
Legal Officer for further review and/or revisions.

None 3 working days



CLIENT STEPS 
AGENCY ACTION

FEES TO BE PAID PROCESSING TIME PERSON RESPONSIBLE

2. Receive the signed legal opinion, guidance,
position paper, or other similar material via
email or physical or hard copy.

Transmit the signed legal opinion, guidance, position
paper, or other similar material, and scan all documents
as necessary.
IF VIA ELECTRONIC MAIL:
2.1.1 Scan the letter and save it as a PDF file.

None 10 Minutes

2.1.2 Prepare the attachments for sending. 10 Minutes

2.1.3 Send the PDF to the nominated email of the client. 10 Minutes

2.1.4 Record the action using the Action Logbook. 10 Minutes

IF VIA PHYSICAL OR HARD COPY:
2.1.5 Prepare attachment(s) to be included in the copy.

10 Minutes

2.1.6 Prepare the document(s) for transmittal. 10 Minutes

2.1.7 Forward to the requesting party 10 Minutes


