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QUALITY
PROCEDURE (QP)

00 10.01.17

EIOCEDURE TITLE LGU REQUEST FOR ENDORSEMENT TO CENTRAL OFFICE FOR APPROVAL OR
ISSUANCE OF CERTIFICATE
This process starts from the receipt of request letter from LGU as endorsed by the
C/MLGOO up to the endorsement by the Regional Director to the Central Office of the
following:
e - Approval of Additional Confidential Fund
- Authority to Purchase Motor Vehicle
- Approval of Death Benefit Claim of Barangay Officials
- Issuance of Certificate of Compliance to Full Disclosure Policy
PURPOSE To provide standard procedure in processing the LGU request for Endorsement to
Central Office for Approval or Issuance of Certificate
PROCESS DESCRIPTION
INPUT PROCESS OUTPUT
Letter Request with LGU Request for
supporting documents . Endorsement to Central ERDORSEMENT Cen'tral
LGuU Office for Approval or ” Office
Issuance of Certificate
DESCRIPTIVE STATEMENT:
This will describe the process in facilitating the LGU request for endorsement to Central Office for Approval or
Issuance of Certificate from the moment it is received by our field officer (C/MLGOO) until such time that the
said request is endorsed by the Regional Director to DILG Central Office.
Step Responsible PROCESS/ .
No. Personnel ACTIVITY o e
1 Records Officer | Receive and record e Receive, log and e Letter request of
(Regional/ the request route to the LCE/LGU and
Provincial/City/ Provincial Director/ supporting
Municipal Office Regional Director documents
e Refer to the e Endorsement
operating unit letter from MLGOO
concerned
e Logbook
e Routing slip
2 Provincial Provide necessary e Forward copy to e Letter request of
Director/ instructions Program Manager/ LCE/LGU and
Regional Division Chief for supporting
Director action documents
e Endorsement
letter from MLGOO
e Routing slip
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Mo | Paritst SCTTTY tetsills AL G
3 Program Route to Focal Forward to Focal e Endorsement from
Manager/ Person with Person for MLGOO
Division Chief instruction appropriate action
e Letter request of
LCE/LGU and
supporting
documents
¢ Routing slip
4 Focal Person/ Take action Evaluate and e Endorsement from
City/Municipal preapre MLGOO
Local endorsement
Government e Routing slip
Operations Check completeness
Officer of requirements e Letter request and
(C/MLGOO) supporting
MLGOO will prepare documents
endorsement to
Provincial Office e Drafk
(PO) Endorsement
PO Focal Person will
prepare
endorsement to
Regional Office (RO)
RO will prepare
endorsment to
Central Office (CO)
If not complete
and/or found
inappropriate,
return to Focal in
the province with
further instruction
to complete the
requirements
5 Program Review the action Affix initial in the e Endorsement from
Manager/ taken and endorsement MLGOO
Division Chief recommend
approval Forward to e Letter request and
Provincial Director/ supporting
Regional Director documents
for approval
e Routing slip
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Step Responsible PROCESS/ ;
No. Personnel ACTIVITY e e
e [fthere is revision,
return the e Draft
endorsement to the Endorsement
Focal Person for
appropriate action
6 Provincial Review and e For RD, refer first to e Endorsement
Director/ approval of action Assistant Regional letter of the
Regional taken Director (ARD) for MLGOO
Director review
e Letter request and
e Affix signature supporting
documents
e Forward to Records
Officer for release e Endorsement
letter of the
e Ifthere is revision, Province
return the ) ,
endorsement to the * Routing slip
Program Manager/
DC for appropriate
action
7 Records Officer | Record and release e Logand release e Endorsement
the documents endorsement with letter of the
supporting Province
documents
e Endorsement
e Forward to Regional letter of the
Office MLGOO
e Refer to the e Endorsement
prgcedure of letter of the
Handling Incoming Regional Office
and Outgoing
Communications e Letter request and
(QP-R12-FAD-01) supporting
documents
e Logbook
8 Process Owner Maintain records e Update the process e Endorsement of
Logsheet the Regional Office
e Retain documented
Information and
Masterlist of
Retained
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Step Responsible PROCESS/ J
No. Personnel ACTIVITY Details References
Documented
Information

l PiﬁL;}')aredrbry: . - 1 Reviewed by: - I Appfrpvicd' by: .

CESO IV

No. / Plocess Owner ¥ Diviion Chief / Deputy QMR Regional QMR / _Regional Directgy/
I —
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fev. No. M. Date Page
OB]ECTIVE (QO) 01 0701.19 lof 1
¥ R | LOCAL GOVERNMENT MONITORING AND EVALUATION DIVISION (LGMED) o .
QR e 4 LGU REQUEST FOR ENDORSEMENT TO CENTRAL OFFICE FOR APPROVAL /ISSUANCE OF cr:a'rmcus |
l_______ o ¥ 1
Frequency Responsible for | Tracker, Mon
Function Indicator/Formula itoring Log |
Bk LR te _ s i (fspplicable) | Mowtoringlessies | Mositoring | Shest, Report, Momo, etc) |
i { = .1 1 E B e
! LGU requests endorsed | 100% Total number of requests endorsed to Provincial | | e Endorsement
to  Provincial Office/ Office/ Regional Office/Central Office within 5
' Regional ()fﬁce/(‘cmml | days _ " e Monitoring Lo
| Office within 5 days ‘ AT . X100 R e Sheet e
Total number of requcsl received
To endorse the LGU [ ; | ! i :‘;;c;:;b'tummary
'l"q“‘f"' for ;\Cp!)ro:al T Endorsed reduosts with 100% | No. of returned requests due to incomplete ' 1 : e FEndorsement
R (S ——— complete requirements documents endorsed at all levels
| *  Monitoring Log
Quarterly Process Owner Sheet

RAPHA A. ALIM, MP. —
__Diglision Chief / Deputy QMR e

-

LAILYNAJORY1Z, CESOV
 ReglnalQMR

!
! * Process Summary |
Log Sheet

JOSEPHINE CABRIDO-LEYSA, CESOVY |
_ Regional Director ars !
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PROCESS QUALITY MONITORING AND
EVALUATION (QME)

' QME-QP-R12-LGMED-38

Rev, No.

e LOCAL GOVERNANCE MONITORING & EVALUATION DIVISION

PROCEDURE TITLE

OBJECTIVE STATEMENT 2. 100% Endorsed requests with complete requirements

LGU REQUEST FOR ENDORSEMENT TO CENTRAL OFFICE FOR APPROVAL OR

1. 100% of LGU‘fe‘ciuests'endorséd to Provinciél‘Ofﬁce/ Regional Ofﬂcé/Cexlii'él Office within 5 cﬁys

CURRENT PERIOD

ISSUANCE OF CERTIFICATE

INDICATORS T 1% Quarter

S - - ——e PR

2rd Quarter

3 Quarter

Objective 1: 100% of LGU requests endorsed to Provincial Office/

| A | Total Number of requests endorsed to Provincial Office/ Regional
Office/Central Office within 5 days

B_| Total number of requests received
Formula: A x 100

B — —
D | Gap Analysis: (In case the objective is not met, put your analysis
why it is not met)

e —————— e e e el e

Target Result: 100%

onal Office/Central opm within 5 days

2: 100% Endorsed requests with complete requirements

0
A | No. of returned requests due to incomplete documents endorsed at
| all levels i AR - .
B | Gap Analysis: (In case the objective is not met, put your analysis
| why it is not met) 5 :

il LA, N SR

|
S

Division Chief / Deputy QMR

-

PRI BERAL)] RV

I1Z, CESOV

Note: For unmet targets of two (2) _c___ongecutive- periods, cgr_lh_cerned Deputy QNi'Rii_g itiate correction and corrert_i@ action"usir!gj:‘ll_ej(_;al_:_l_:ectivé Action Report (CAR) and attach ;t_t;mtl-ﬁ;f?)rm S

|
JOSEPHINE CABRIDO-LEYSA, CESO V¥ .

Process OWner

___Di\a'isloq{;hlef / Deputy QM,Ri' [

/c | ¥ 5
ilgNTﬁR MUSARAPHA A. ALIM, MPA ; ‘ LAILYN A.

Regiohal QMR

CONTROLLED COPY

Top Manag'_eTnEn_tu o

SR |
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LissSeoreale Sl te ol 0
REQUEST FOR ENDOR | FM-QP-R12-LGMED-38-01 |

Sl weay | ey ]

QUALITY OBJECTIVE: 1.100% of LGU Requests endorsed to Provinclal Office, Regional Office/ Central Office within 5 days
2. 100% Endorsed requests with complete requirements

FREQUENCY OF MONITORING: Quarterly
COVERED PERIOD:
Due Date of Submission:

OBJECT IVENO. I RESULTS
OBJECTIVENO. 2 RESULTS

Mo.| Comtruta, | P/ ERR/ ___ PROVINCIAL LEVEL (PFP) el mmﬂ.gl‘)
bae | Mool A ome | Naof Towne [T
u.-h::-l ";’:’:;:‘ (1:.:.4 We | Veww ':m Rt ':":;::’ g‘r:‘:’t ) e ':f::n: vt iy H:r::-1 L b :‘:-::1 AL ':::;;z s e "'3:::"'
Wi WD) oW
Vl
-
K] -
: SETH A
5
L]
7
B
a
10
TOTAL g

SRR — e | E—— - e —— p— -
ProcessOwnmer | Division Chief / Next Higher Supervisor

| |OSEPHINE CABRIDO-LEYSA, CESOV §
A TopMmagemest == |
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DEPARTMENT OF THE INTERIOR AND LOCAL GOVERNMENT
REGION XII

Prime Regional Government Center, Carpenter Hill, Koronadal City, 9506
Tel/Fax Nos.: (083)228-6660 ¢ (083)228-1421 ¢ Email: dilg ro12@yahoo.com  Website: region12.dilg.gov.ph
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| Document Code

FM-SP-R12-03A-01

10.01.17

Division/Unit: LOCAL GOVERNMENT MONITORING & EVALUATION DIVISION

MASTER LIST OF INTERNAL DOCUMENTS

REVISION
D D ENT TITLE
DOCUMENT CODE OCUMENT TIT 50 o1 5 0 ” 0%
LGU REQUEST FOR ENDORSEMENT TO CENTRAL OFFICE FOR APPROVAL OR ISSUANCE OF CERTIFICATE
QP-R12-LGMED-38 QP: LGU Request For Endorsement to Central Office for Approval or
Issuance of Certificate 15002
Q0-QP-R12-LGMED-38 QO: LGU Request For Endorsement to Central Office for Approval or
Issuance of Certificate 10.01.17
QME-QP-R12-LGMED-38 QME: LGU Request For Endorsement to Central Office for Approval or
.l 10.01.17
Issuance of Certificate
FM-QP-R12-LGMED-38-01  [QPSL: LGU Request For Endorsement to Central Office for Approval or
i 10.01.17
Issuance of Certificate
FM-SP-R12-02-01A RRO: Rsik Registry Objective of LGU Request for Endorsement to 10117
Central Office for Approval or Issuance of Certificate -
FM-SP-R12-02-01B RRP: Rsik Registry Process of LGU Request for Endorsement to Central
] 5 10.1.17
Office for Approval or Issuance of Certificate
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Noted by:
4
L
CATHERINE A. MACION MUSKRAPHA A. ALIM, MPA
Regional Document Controller Dividion Chief / Deputy QMR
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Document Code

Division/Unit: LOCAL GOVERNMENT MONITORING & EVALUATION DIVISION

MASTER LIST OF EXTERNAL DOCUMENTS

REVISION
CODE DOCUMENT TITLE
ERRUSENE 00 [ o1 [ o0z J 03 J 04 [ o5

LGU REQUEST FOR ENDORSEMENT TO CENTRAL OFFICE FOR APPROVAL OR ISSUANCE OF CERTIFICATE

Guidelines Relative to the Utilization of Funds fro Intel 724.98

or Confidential Purposes
Guidelines Relative to the Utilization of Funds fro Intel 4.23.99

or Confidential Purposes
Guidelines on the Entitlement, Release, Use, Reporting
and Audit of Confidential and/or Intel Funds

Prepared by: Noted by:

{

T/J\m/w{v\/
CA

HERINE A. MACION MUBARAPHA A. ALIM, MPA
Regional/Document Controller Divisipn Chief / Deputy QMR
{

DILG MC No. 98-136

DILG MC No. 99-65

COA DBM DILG GCG DND JMC 2015-01 1.8.15

LY




Republic of the Philippines
DEPARTMENT OF THE INTERIOR AND LOCAL GOVERNMENT
REGION XII

Prime Regional Government Center, Carpenter Hill, Koronadal City, 9506
Tel/Fax Nos.: (083)228-6660 » (083)228-1421 ¢ Email: dilg_ro12@yahoo.com » Website: region12.dilg.gov.ph
ADMIN (083) 228-7960 « FINANCE (083) 228-7959 « LGMED (083) 877-2969 « LGCDD (083)877 2971

Division/Unit: LOCAL GOVERNMENT MONITORING & EVALUATION DIVISION

MASTERLIST OF RETAINED DOCUMENTED INFORMATION

Document Code

FM-SP-R12-03C-01

S

FILING SYSTEM
DOCUMENT CODE DOCUMENT TITLE CUSTODIAN LOCATION SREHUIDN FECION DISPOSAL
FOLDER I SCHEME | ACTIVE I STORAGE l TOTAL
LGU REQUEST FOR ENDORSEMENT TO CENTRAL OFFICE FOR APPROVAL OR ISSUANCE OF CERTIFICATE
QME: LGU Request for Endorsement to ’ ; : ;

QME-QP-R12-LGMED-38 Central Office for Approval and Focal Person Filing Cabinet Comlasmual | Sequettidl 2years | 2years | 4years SO

- Fund by date Re-use

Issuance of Certificate
QPSL: LGU Request for Endorsement

FM-QP-R12-LGMED-38- to Central Office for Approval and . . Confidential | Sequential Shredding/

01 Issuance of Certificate Process it L BilingGabinet Fund by date Ayems | Ayears | dyeas Re-use

Summary Log Sheet

Endorsement Letter to Central Office | Focal Person Filing Cabinet oy e i 1 year 1year 2 years Shredding/

Fund by date Re-use
Endorsement Letter from/to Field . . Confidential | Sequential Shredding/

Office Focal Person Filing Cabinet Fund —— 1 year 1year 2 years T

Prepared by: Noted by:
[N
UHA G. NANDING, JR. MUSARAPHA A. ALIM, MPA
¢ Process Owner Divi/sion Chief / Deputy QMR




Republic of the Philippines
DEPARTMENT OF THE INTERIOR AND LOCAL GOVERNMENT
REGION XII
Prime Regional Government Center, Carpenter Hill, Koronadal City, 9506
Tel/Fax Nos.: (083)228-6660 ¢ (083)228-1421 ¢ Email: dilg_ro12@yahoo.com ¢ Website: region12.dilg.gov.ph

| FM-SP-R12-02-01A

o1 i 070118 | 1of 1
ADMIN (083) 228-7960 » FINANCE (083) 228-7959 ¢ LGMED (083) 877-2969 » LGCDD (083)877 2971
RISK REGISTRY
(A) OBJECTIVE RISK ASSESSMENT
DIVISION:  LOCAL GOVERNMENT MONITORING AND EVALUATION DIVISION
PROCEDURE: LGU REQUEST FOR ENDORSEMENT TO CENTRAL OFFICE FOR APPROVAL OR ISSUANCE OF CERTIFICATE
RELEVANT RISK ASSESSMENT RISK CONTROL PLAN
INTERESTED EXISTING RISK ACTION
OBJECTIVE Rfsl‘s%‘g‘g; PARTIES (refer POTENTIAL RISK RISK TRIGGER (P;?;iEerll{liN;gvz] CONTROL o TN RISKLEVEL RISK | ponmisk | PLANGE s e
to IP Matri for g MEASURE IMPACT DETECTION| RATING | =" M,H) S, NS cxg;%z;: Priority No,) | TEK :‘:tmg RESPONSIB TIMELINE | RESOURCE
Requirements) slnificant
90% of requests - Requesting ) ; . Inform and 3 5 2 30 M NS N/A 2 N/A N/A N/A N/A
with complete Poh.tlcal parties, COA, Endorsement of N.On Nop\ ApEFOvel.ar coordinate with
lobbying and ' compliance to issuance of i
documents ) : DBM, DILG |incomplete documents . s requesting
) accommodation requirements cerificate ;
were endorsed parties
. ' Non- Delay in the C(.)ordmi\te with 3 5 2 30 M NS N/A 2 N/A N/A N/A N/A
Requesting Delayed processing of . - field office and
i compliance to issuance of :
Parties the request . oo requesting
requirements Certificate .
parties
90% of requests | Endorsement of ‘:bsigf:n()f Delayizithe . 5 . 20 L H& i, 2 L N N/&. B
were acted field officer Approving Delayed processing of ﬂl]) pr'tieq g lia 1y f Designation of
within 7 beyond agreed authorities the request e ies due ESUBICE O OICs
working days diiaiing to official Certificate
undertakings
Absence of the ; Alternate will 3 5 2 30 M NS N/A 2 N/A N/A N/A N/A
. Delay in the
Delayed processing of | process owner i acton the
Process owner o issuance of
the request due to official Certificate request
undertakings
RISK ASSESSMENT: RISK RATING RISK LEVEL RISK DESCRIPTION ACTION REQUIRED RPN
IMPACT: 1-Insignificant; 2-Minor; 3-Moderate; No further action required (Retain risk by
4-Major; 5-Extreme 1-25 Not Significant informed decision) 3
LIKELIHOOD: 1-Rare; 2-Unlikely; 3-Moderate; 4-Likely;
5-Aimost Certain 26-40 Not Significant Alert leve| but no further action required for now 2
DETECTION 1 -Verylikely; 2 -Likely; 3 -Low; 4 -Remote;
5-Veryremote >40 Significant Control (e.g.. Treat/Mitigate Transfer, Terminate) 1
Risk Rating = Impact X Likelihood X Detection
Prepared by: ' Recommending Approval:
. NANDING, ]é. MUS. PHA A. ALIM, MPA IANJONS. MENTE LAILYN &OKTIZ, CESE }
\\_ [ Progess Owner ¢ Risk Review Committee Head Regional QMR |

II Deputy QMR
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DEPARTMENT OF THE INTERIOR AND LOCAL GOVERNMENT
REGION XII
Prime Regional Government Center, Carpenter Hill, Koronadal City, 9506

Document Code

FM-SP-R12-02-01B

Tel/Fax Nos.: (083)228-6660 « (083)228-1421 ¢ Email: dilg_ro12@yahoo.com » Website: region12.dilg.gov.ph =3 100117 | iof1 |
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RISK REGISTRY
(B) PROCESS RISK ASSESSMENT
DIVISION: C OVE, EN' 1 UATIO VISIO
PROCEDURE: LGU REQUEST FOR ENDORSEMENT TO CENTRAL OFFICE FOR APPROVAL OR ISSUANCE OF CERTIFICATE
RISK ASSESSMENT RISKCONTROL PLAN
PROCESS STEP (Based on the . . CONSEQUENCE (Positive or EXISTING RISKCONTROL RISK i RISK ACTIONPLAN
procedure’s key process steps) ECERALREE RISK TRIGGER Negative) MEASURE IMPACT | LIKELIHOOD | DETECTION | RATING | LEVEL S, NS PI‘.P"!(RI':}‘ CONTROL | (if risk rating |RESPONSIBLE| TIMELINE | RESOURCE
(LM, H) rorityNo) | “actioN | issignificant)
Non-compliance to
the requirements
Preparation of Delayed ne ot Inform and
Endorsement Letter by the | processing of the re?;tgf‘r:r)nz:ts Delayed endorsement coordinate with the 3 5 2 30 M NS 2 NA NA NA NA NA
MLGOO rerquest Absence of the requesting parties
C/MLGOO due to
official undertakings
Non-compliance to
Preparation of Delayed therequirements Inforrm and
Endorsement Letter by the | processing of the Delayed endorsement coordinate with the 3 5 2 30 M NS 2 NA NA NA NA NA
) Incomplete
Province Focal Person rerquest . MLGOO
requirements
Proparation of Delayed | N rements e
Endorsement Letter by the | processing of the quirem Delayed endorsement s 3 5 2 30 M NS 2 NA NA NA NA NA
Incomplete Provincial Focal
Regional Focal Person rerquest ;
requirements Person
RISK ASSESSMENT: RISK RATING RISK LEVEL RISK DESCRIPTION ACTION REQUIRED RPN
IMPACT: l-Insignificant; 2-Minor; 3- 1-25 ; LOW Ji i By Not Significant No further action required (Retain risk by informed decision) 3
LIKELIHOOD: 1-Rare; 2-Unlikely; 3- 26-40 MODERATE Not Significant Alertlevel but no further action required for now
DETECTION 1-Verylikely, 2 -Likely; 3 >40 Significant Control (e.g.. Treat/Mitigate Transfer, Terminate) 1
Prepared by: | Reviewed by: Recommending Approval:
- Ay
| % Wy :
| MUH, AD k. NANDIN% MUSARAPHA A. ALIM, MPA IAN JON S MENTE LAILYN AMESE
{_Process Owner Dfputy QMR Risk Review Committee Head Regional QMR






