
   

Files verified 
complaint

Transmits to the Office of 
the Chancellor; For PGH 

cases if more than 
jurisdiction

Complainant Respondent Deans/Heads of 
Units Legal OfficeChancellor

Prima 
facie?

YES

Preliminary Investigator

Sec. 10

Sec. 13

Sec. 10

FLOWCHART FOR ADMINISTRATIVE CASES 
FOR

PRELIMINARY INVESTIGATION 
& FORMAL INVESTIGATION

Creates investigating 
Committee or designates 
preliminary investigator 

within 5 days from receipt of 
complaint and terminated 

within 20 days

Sec. 17, 20

Require counter-affidavit

Ex-parte evaluation of 
records

Clarificatory meetings

Require counter-
affidavit

Notice of clarificatory 
meeting

Notice of 
clarificatory 

Issues Show 
Cause OrderVerified Answer

Preliminary 
Investigation Report 
within 5 days from 

termination of the PI

Signs Formal Charge (DA) or 
Notice of Charge

Review by Chief 
Legal Officer

NO

Order of DismissalReceives Notice of 
Dismissal

Receives Notice of 
Dismissal

A

Sec. 21

Sec. 22Files verified Answer 
in not < 3 days or 

> 5 days

Secs. 23, 24

Settlement?

Decision based on 
Settlement

Secs. 59-60

Sec. 19



Pre-Hearing Conference 
(Formal Investigation 

Complainant Respondent Deans/Heads of 
Units

Legal OfficeChancellor
Administrative 

Disciplinary Tribunal or 
Hearing Officer

A

Files verified Answer 
in not < 3 days or 

> 5 days

Secs. 23, 24

Order of preventive 
suspension 

(maximum of 90 days)

Motion for 
preventive 
suspension

Secs. 28, 29
Sec. 29

Sec. 32

Signs A.O. constituting the 
Administrative Disciplinary 

Tribunal or Hearing Officer (FI 
shall be conducted not earlier 
than 5 days nor later than 10 
days from receipt of Answer)

Sec. 34

Sec. 36

Issuance of Formal 
Investigation Report

Secs. 37- 45

Issuance of Formal 
Investigation Report within 

15 days from submission

Sec. 47

Dismissed?Order of Dismissal

Decision; Final if 
suspension or fine  < 30 

Sec. 48-49Secs.49

YES Review by Chief 
Legal Officer

NO

Motion for Reconsideration within 15 days

Affirm/Reverse

Civil Service Commission

Complainant/Respondent

Rule 13 Appeal within 15 days

Rule 12


