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PROCESSING OF ISSUANCE OF CERTIFICATE OF RECOGNITION OF
R ik INDIGENOUS PEOPLES MANDATORY REPRESENTATIVE (IPMR)
This process starts from the receipt of request of selected IPMR for Issuance of
SCOPE certificate of Recognition as endorsed by National Commission on Indigenous
People (NCIP) 12
PURPOSE To proylde stan('iard in processing the Certificate of Recognition of selected
IPMRs in the region
PROCESS DESCRIPTION
INPUT PROCESS OUTPUT
Frrdorsemem.: A i Processing of Issuance of P ” DILG
ncip  Certificate of Affirmation Certificate of Recognition of ertiticate ot Recogni 10"‘ S
PIndigenous Peoples Mandatory " City
Representative (IPMR)

DESCRIPTIVE STATEMENT: The NCIP 12 endorses the selected IPMR to DILG Region 12 for the
Issuance of Certificate of Recognition.

Step Responsible

N PROCESS/ACTIVITY Details References
0. Personnel
REGIONAL OFFICE
1 Records officer Receive the Receive and e Endorsement
endorsement from record the and Certificate
NCIP 12 endorsement of Affirmation
Route the copy e Routing slip
to the ORD
2 RD Assign the task Forward to the e Routing slip
concerned with attached
division with documents
instruction

3 Division Chief/
Assistant
Division Chief

Read the endorsement

Forward the
endorsement to
ADC with
instructions

ADC assign the
task to Focal
Person with

e Routing slip
with attached
documents

additional
instruction
4 Focal Person Take appropriate Check and verify e Endorsement
actions endorsement as

to completeness
of the
requirements

e Certificate of
Affirmation
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QUALITY
PROCEDURE (QP)
Prepare e Draft
Certificate of certificate
Recognition
e Draft
Prepare endorsement
endorsement
Division Chief/ Affix signature Affix signature e Draft
Assistant and forward to certificate
Division Chief Division’s
Records Officer e Draft
for release endorsement
Records officer | Release the certificate Log the e Draft
and endorsement certificate and certificate and
endorsement in endorsement
the outgoing
logbook
Forward the
certificate and
endorsement to
Regional
Director for
signature
Regional Final Review ARD review the e Certificate of
Director / action taken and Recognition
Assistant affix initial in
Regional the Certificate e Endorsement
Director and
endorsement
RD affix
signature in the
Certification and
endorsement
RD’s Secretary | Release the certificate Log and e Certificate of
Forward to the Recognition
Records officer
the certificate e Endorsement
for release
Records Officer | Release the certificate Log and release o Certificate of
to the requesting party the certificate Recognition

or the Provincial /City
Office concerned copy
furnish Municipal Local
Government
Operations Officer

e Endorsement
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(MLGOO) and the
Division concerned
10 Process Owner Maintain records e Update the e (Certificate of
Process Recognition
Summary and
Loghseet Endorsement
e Retained e Process
documented Summary
information Logsheet
and Masterlist
of Reained
Documented
Infomation
Prepared by: Reviewed by: I Approved by:

it e

MUSARAPHA A. ALIM, MPA LAILYN A. Z, CESE
Divisjbn Chief/ Deputy QMR Regional QMR

REYNAL)| . BUNGUBUNG,XESO IV

/ Regional Directof
M

HA D G. NANDING, JB.

“~Prdcess Owner
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QUALITY e
OBJECTIVE (QO) 070119

| OFFICE __| LOCAL GOVERNMENT MONITORING AND EVALUATION DIVISION i Y T A N 1 "_"_",'_fj
= | PROCESSING OF ISSUANCE OF CERTIFICATE OF RECOGNITION OF INDIGENOUS PEOPLES MANDATORY REPRESENTATIVE (IPMR) A

S T R B T g Do (4

| _ @ ik ¥ requency o ! Responsible for . Tracker, Monitoring Log

| Function Objective ! Target m%ilt?aa:;:l/i : :;Ir:]ula Monitoring Results J» Monitoring Sheet, Report, Memo, etc.)

To issue Certificate of

Requests issued with |

certificate within 7 days
Recognition to selected '
Indigenous Peoples
Mandatory
Representative (IPMR) of
the LGU concerned

100%

No. of requests issued with certificate

within 7 days
x 100

| No.of LGU Requests for issuance of
| certificate received

L 3
MU A A. ALIM, MPA

Quarterly i

LAILYN m%cnso v

Focal Person

{
|

Endorsement

<
JOSEPHINE m;}-mm& CESO Vg

* Certificate of
Recognition

Sheet

_Log Sheet

Process Own¥r

Divisjon Chief / Deputy QMR&-

Regional QMR

Regional Director

¢  Monitoring Log

¢ Process Summary

—

-

| piLG xu ams

CONTROULLED COPY
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DILG - REGION 12 (SOCCSKSARGEN) Document Code

PROCESS QUALITY MONITORING AND QME-QP-R12-LGMED-39
EVALUATION (QME)

| OFFICE N R TR
PROCEDURE TITLE PROCESSING OF ISSUANCE OF CERTIFICATE OF RECOGNITION OF INDIGENOUS PEOPLES MANDATORY REPRESENTATIVE (IPMR) |
OBJECTIVE STATEMENT 1. 100% of requests issued with certificate within 7 days

| LOCAL GOVERNMENT MONITORING AND EVALUATION DIVISION _

f CURRENT PERIOD

[ e e e e e st —— S—

INDICATORS : Q1 " R - R TR Ak "i_""—'_?()_ﬁﬂ_w ‘
i

Objective 1: 100% of request were issued Certificate within 7 days
LA _| Total number of requests issued with Certificate within 7 days , i
| B | Total number of requests received X e Y B e e raas | SEESCERSEEN SECG S S EEN RN
| C | Formula: A T&

20T e X 100% | Target Result: 100% | ‘
o8 SECO. RN e s TN (e |
D | Gap Analysis: (In case the objective is not met, put your analysis why it is not met) | e N - i et ) e s e T
_Note: For unmet targets of two (2) consecutive periods, concerned Deputy QMR initiate correction and corrective action using the Corrective Action Report (CAR) and attach it to this form. Tl

SR AT T

| |
ProcessOwner | Division Chief / Deputy QMR |

A —.

] ' .|
ABDULG:_\__‘l LD. DIPANTAR I MUSARAPHA'A. ALIM, MPA | ;@ll,y_n__;_\_._%cggg_v - | JOSEPHINE CABRIDO-LEYSA, CESO V' |

v d ~
pcess Owner

!-B o xtramspess 0

B Divfsion Chief /_QEPUIX_M‘_,, Regional QMR X S e Top Management

TRTEIOR G

CONTROLLED COPY
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Pr a et

QUALITY OBJECTIVE: 1.100% of Requests issued with certificate within 7 days

FREQUENCY OF MONITORING: Quarterly

COVERED PERIOD:

Due Date of Submission:

""" fikiougea [ ¥ he B OBEJCTIVE NO. 1 RESULTS o A
| No. Control No. | Origin {  Date Received Date of Issuance of ( Met [ Unmet [ Remarks, if unmet

LN S WA ESL R oL ST DM O S i (R e BTV 1. AL DENL N PP
3 % 5 | .

_1. CRSN, i a e R S—— A e S e — —— e SRS
-— e T
BT TN (SIS S, S 2 SN A ORI D S PSRRI S A

; Process Owner o

i Q ﬂﬂ‘x
 MUSARAPHAA.ALIM,MPA _ |  LAILYN A% cesov | | | JOSEPHINE CABRIDO-LEYSA, CESO Vo'

[—DELG i Divi ion n Chief /| ef / D_Puiq MR§ Regional QMR - B Top Management el i

CONTROLLED COPY
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REGION XII FM-SP-R12-03A-01

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: LOCAL GOVERNMENT MONITORING AND EVALUATION DIVISION

MASTER LIST OF INTERNAL DOCUMENTS

REVISION
DOCUMENT CODE DOCUMENT TITLE 00 I o1 I 02 l 03 I 04 | 05
PROCESSING OF ISSUANCE OF CERTIFICATE OF RECOGNITION OF INDIGENOUS PEOPLE MANDATORY REPRESENTATIVE (IPMR)
QP-R12-LGMED-39 QP: Processing of Issuane of Certificate of 10.01.17
Recognition of Indigenous Peoples Mandatory
Q0-QP-R12-LEMED-39 QO: Processing of Issuane of Certificate of 10.01.17
Recognition of Indigenous Peoples Mandatory
QME-QP-R12-LGMED-39 QME: Processing of Issuane of Certificate of 10.01.17
Recognition of Indigenous Peoples Mandatory
FM-QP-R12-LGMED-39-01 QPSL: Processing of Issuane of Certificate of 10.01.17
Recognition of Indigenous Peoples Mandatory
FM-SP-R12-02-01A RRO: Risk Registry Objective of Processing of 10.01.17
Issuance of Certificate of Recognition of Indigenous
Peoples Mandatory Representative
FM-SP-R12-02-01B RRP: Risk Registry Process of Processing of Issuance | 10.01.17
of Certificate of Recognition of Indigenous Peoples
Mandatory Representative




' Document Code

FM-SP-R12-03A-01

10.01.17

Prepared by: Noted by:

{

CAKMV\/

HERINE A. MACION

MUSARAPHA A. ALIM, MPA

Regignal Document Controller

Div['/sion Chief / Deputy QMR
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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

10.01.17

Division: LOCAL GOVERNMENT MONITORING AND EVALUATION DIVISION

MASTER LIST OF EXTERNAL DOCUMENTS

REVISION
C DOCUMENTT
DOCUMENT CODE E ITLE 00 r o1 r e r = r e r oE

Processing of Issuance of Certificate of Rcognittion of Indigenous Peoples Mandatory representative (IPMR)
MC1 Joint Regional NCIP and DILG Implementing | 10.30.17
Guidelines for IP Mandatory Representation
in Region XII

Prepared by: Noted by:
{
C;(;'HERINE A. MACION MUSARAPHA A. ALIM, MPA
Regfonal Document Controller Divislon Chief / Deputy QMR




Republic of the Philippines

DEPARTMENT OF THE INTERIOR AND LOCAL GOVERNMENT PR
REGION XII FM-SP-R12-03C-01
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 10.01.17

ADMIN (083) 228-7960 « FINANCE (083) 228-7959 « LGMED (083) 877-2969 « LGCDD (083)877 2971

Division: LOCAL GOVERNMENT MONITORING AND EVALUATION DIVISION

MASTERLIST OF RETAINED DOCUMENTED INFORMATION

FILING SYSTEM
DOCUMENT CODE DOCUMENT TITLE CUSTODIAN LOCATION P LR PERIDD DISPOSAL
FOLDER I SCHEME ACTIVE I STORAGE I TOTAL
PROCESSING OF ISSUANCE OF CERTIFICATE OF RECOGNITION OF INDIGENOUS PEOPLES MANDATORY REPRESENTATIVE (IPMR)
QME-QP-R12-LGMED-39 |QME: Processing of Issuance Focal Person Filing Cabinet IPMR Sequential by date Shredding/
of Certificate of Recognition Re-use
of Indigenous Peoples Zyears 7 fronms P
Mandatory Representative
(IPMR)
FM-QP-R12-LGMED-39- |QPSL: Processing of Focal Person Filing Cabinet IPMR Sequential by date
01 Issuance of Certificate of
Recognition of Indigenous
Peoples Mandatory
Representative (IPMR) 2 years 2 years 4 years
Process Summary Logsheet
(PSL)
Certificate of Recognition Focal Person Filing Cabinet IPMR Sequential by date 1 year 1 year 2 years
Endorsement Letter to Field Focal Person Filing Cabinet IPMR Sequential by date
Office 1 year year 2 years
Prepared by: | Noted by:
e LY
UH G. NANDING, JR. MUSARAPHA A. ALIM, MPA
Process Owner Diyision Chief / Deputy Q,MR
¥
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REGION XII
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RISK REGISTRY

OBJECTIVE RISK ASSESSMENT

ADMIN (083) 228-7960 » FINANCE (083) 228-7959 » LGMED (083) 877-2969 » LGCDD (083)877 2971

Document Code

FM-SP-R12-02-01A

N

PROCEDURE: PROCESSING OF ISSUANCE OF CERTIFICATE OF RECOGNITION OF INDIGENOUS PEOPLES MANDATORY REPRESENTATIVE (IPMR)

RELEVANT RISK ASSESSMENT RISK CONTROL PLAN
INTERESTED EXISTING RISK ACTION
0 N
OBJECTIVE Rfsg%‘g(l:; PARTIES (refer POTENTIAL RISK RISK TRIGGER ([’o(;i ?;i?_‘fvi :;?VB) CONTROL RISKLEVEL| _ RISK | oon s | PRANGE SSTES i G
to IP Matrix for 4 MEASURE IMBACT RAIING | S wemy | 58S CXSL’;%L Priority No.) | 8K ‘;:”“g R i
Requirements) significant)
909 i ; : :
o\fﬁ:ﬁ ‘;:3:’:3;3 Requesting aieig:e;tcllnf 12 Non-issuance of No Certificate of | Requesting aprty Inform and
Certificate of party is not the p 4 Certificate of Affirmation cannot assume | coordinate with 3 30 M NS N/A 2 N/A N/A N/A N/A
i selected IPMR Recognition from NCIP 12 office NCIP 12
Recognition =
Non- Delay in the Tnform ana
e Delayed processing of ; i f ; ;
Reg;;ufsr\g yth ei aoest 8 compliance to Cesrtsi";?cnactz on d coordinate with 3 30 M NS N/A 2 N/A N/A N/A N/A
4 requirements 2 NCIP 12
endorsement
90% of requests Absencg B Delay in the
4 approving
were acted Endorsement of Approving Delayed processing of issuance of Designation of
R - i e N N/A
within 7 NCIP 12 authorities the request auf;ogégiisa?ue Certificate and OICs % &l - He Dl 4 N/A N /A /
working days ) endorsement
y undertakings
Absence of the Delay in the Alternate will
Delayed processing of | process owner issuance of acton the
e 0 S 2 N/A N/A
BUSe S ey the request due to official Certificate and request o 3 b - Nia N/& My £ /
undertakings endorsement
IRISK ASSESSMENT: RISK RATING RISK LEVEL RISK DESCRIPTION ACTION REQUIRED RPN
IMPACT: 1-Insignificant; 2-Minor; 3-Moderate; R o further action require etainris|
4-Major; 5-Extreme 1-25 Not Significant informed decision) 3
LIKELIHOOD: 1-Rare; 2-Unlikely; 3-Moderate; 4-Likely;
5.-Almost Certai 26-40 MODERATE Not Significant Alertlevel but no further action required for now 2
DETECTION 1 -Verylikely; 2 - Likely; 3 -Low; 4 - Remote;
5-Veryremote >40 Significant Control (e.g.. Trezt/Mitigate Transfer, Terminate) 1
Risk Rating = Impact X Likelihood X Detection

| Reviewed by: . Recommending Approval;

- Approved by:

MUSARAPHA A. ALIM, MPA
| _Deputy QMR
i

IANJONS. CLEMENTE
Risk Review Committee Head |

LAILYN A. ORTY¥Z, €ESE
Regional QMR

M. BUNGUBUNG, CESO IV
(_Regional Director— |
. —
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Republic of the Philippines
DEPARTMENT OF THE INTERIOR AND LOCAL GOVERNMENT
REGION XII
Prime Regional Government Center, Carpenter Hill, Koronadal City, 9506

ADMIN (083) 228-7960 « FINANCE (083) 228-7959 « LGMED (083) 877-2969 « LGCDD (083)877 2971

RISK REGISTRY
(B) PROCESS RISK ASSESSMENT

DIVISION: LOCAL ME ALUATION DIVISIO
PROCEDURE: PROCESSING OF ISSUANCE OF CERTIFICATE OF RECOGNITION OF INDIGENOUS PEQPLES MANDATORY REPRESENTATIVE (IPMR)
RISK ASSESSMENT RISKCONTROL PLAN
PROC!ES‘STEP (Bas‘ed onthe POTENTIAL RISK RISK TRIGGER G)NSEQU'ENCF% (Positive or EXISTING RISKCONTROL RISK RPN (Risk RISK ACTIONPLAN
procedure's key process steps) Negative) MEASURE IMPACT | LIKELIHOOD | DETECTION | RATING | LEVEL S, NS H CONTROL | (if risk rating |RESPONSIBLE| TIMELINE | RESOURCE
(LM, H) PriorityNoJ | “scrion | issignificant)
Non-compliance to
the requirements
" Inform and
Preg? Effé‘;ﬁfﬂﬁ'ﬁm proczsesliag,ge gf 4, | DoGermfcmtent | NepslssumnoeGorticatecl | sterdimteviivie | o 5 2 30 M NS 2 NA NA NA NA NA
Endoresement Lotfer rerquest Affirmation from Recognition requesting parties or
NCIP 12 NCIP 12
Lack of Endorsement
from NCIP 12
RISK ASSESSMENT: RISK RATING RISK LEVEL RISK DESCRIPTION ACTION REQUIRED RPN
IMPACT: 1-nsignificant; 2-Minor; 3- 1-25 S stowd Not Significant No further action required (Retain risk by informed decision) 3
LIKELIHOOD: 1-Rare; 2-Unlikely; 3~ 26-40 MODERATE Not Significant Alert level but no further action required for now 2
DETECTION 1-Verylikely, 2 - Likely; 3 >40 e Significant Control (e.g.. Treat/Mitigate Transfer, Terminate) 1

Risk Rating = Impact X Likelihood X Detection

Prepared by:

| Reviewed by:

' Recommending Approval:

- NANDING, JR.

LY
MUSARAPHA KdALIM, kPA

IAN]O

MENTE

-

LAILYN Ag. OR

7 CESE

Approved by:

| Deputy QMR

Risk Review Committee Head

Regional

QMR

N bﬁ%cess Owner

J

/__Regional Director—
\_/






