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Staff asks the visitor for the type of service required. 

To contact with departments/personnel 

If information is 
available. 

Staff informs 
the visitors. 

If information is 
not available. 

Staff will coordinate with 
concerned department 
to acquire information. 

Staff informs the visitors. 

For general information 

Staff calls the department/personnel 

Ask the visitors to wait in the hall, 1st 
floor. 

Staff informs the 
visitors. 

Ask the visitors to meet at the 
department. 

In case of meeting with 
judges/executives of OAC 

Inform the security 
guards to lead the 
visitors. 

In case of meeting 
with officials 

If meeting on B1 or 
1st – 3rd floor: Give 
directions. 

If meeting on 4th – 11th 
floor: Notify the 
officials to receive the 
visitors. 

Request for PR document 

Staff examines the 
request. 

Allocation of 
documents 

Request for general information, 
judgment or administrative order 

Staff receives and examines the 
request. 

Staff informs the 
visitors. 

 

No information or 
classified information 

Request for duplicate Request for general 
information 

Request for 
judgment or 

administrative order 

Provide the document 
as requested 

Notify the visitors 
to pay fee 

Receive payment and 
issue receipts 

Staff duplicates   
information, judgments, or 
administrative orders. 

Notify the visitors to pay fee 

 Receive payment and 

issue receipts  Receive payment and issue 
receipts 

 

Unclassified information 


