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DILG - REGION 12 (SOCCSKSARGEN)
QUALITY QP-R12-LGMED-41
PROCEDURE (QP)

PROCESSING OF LOCAL OFFICIALS REQUEST FOR CERTIFICATE OF
FROLEDURETITLR SERVICES RENDERED FOR CIVIL SERVICE COMMISSION (CSC)ELIGIBILITY
This process starts from the receipt of request from Local Officials up to the
SCOPE issuance of the Regional Certificate of Services Rendered by Local Officials for
CSC Eligibility
To provide standard in processing the request of Local Officials for Certificate
PURPOSE of Services Rendered for CSC Eligibility in accordance with existing CSC rules
and regulations
PROCESS DESCRIPTION
INPUT PROCESS OUTPUT
k Processing of Local Officials Certificate of Service  Requesting
Request.mg Letter Request Request for Certificate of Rendered of Local Official [ g¢al
Local Official > Services Rendered for CSC " Official
Eligibility

DESCRIPTIVE STATEMENT: The requesting Local Officials submit letter request and supporting
documents to the C/MLGOO/Provincial Focal Person/Regional Focal Person for validation of its
compliance on CSC Policies for Issuance of Certificate of Services Rendered for CSC Eligibility.

Step Responsible PROCESS r
St 2} Bireoniid e el SRR
1 Records Officer Receive and record e Receive, log and e CSForm
(Regional/ the request route to the 101-E with
Provincial/ Provincial supporting
City/ Municipal Director/ Regional documents
Office Director
e Endorsement
e Refer to the from
operating unit MLGOO/Prov
concerned ince
e Routing Slip
2 Provincial Provide necessary e Forward copy to ¢ Endorsement
Director/ instructions Program Manager/ from
Regional Division Chief for Province/
Director actions MLGOO
e (CSForm
101-E with
supporting
documents
e Routing Slip
3 Program Route to Focal e Forward to Focal e Endorsement
Manager/ Person with Person for from
Division Chief instruction appropriate action
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Province/
MLGOO
CS Form
101-E with
supporting
documents
Routing Slip
4 Records officer Release the Log and release the Endorsement
of Province documents endorsement with from
supporting Province/
documents to MLGOO
Regional Office
CS Form
101-E with
supporting
documents
Routing Slip
REGIONAL LEVEL
8 Focal Person Take action Prepare Certificate Endorsement
of Services
Rendered Certificate of
Service
Stamp the Rendered
certificate with dry
seal of the office
once appoved by
the Regional
Director
Prepare
endorsement
6 Regional Review and Affix signature Endorsement
Director approval the action
taken Forward to records Certificate of
officer for release Service
Rendered
7 Records Officer | Record and release Log and release Endorsement
of documents endorsement with
supporting Certificate of
documents Services
Rendered
Refer to the
procedure of
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Handling Incoming
and Outgoing
Communication
8 Process Owner Retain records e Update the e (Certificate
process Logsheet
e Process
e Retain Summary
documented Log Sheet
information and
Masterlist of e Masterlist of
Retained Retained
Documented Documented
Information Information
Prepared by: ! Reviewed by: l Approved by:

-

PEMBAYONG A. KADATUAN | MUSARAPHA A. ALIM, MPA LAILYN A. m CESE | REYN M. BUNGUBUNS, CESO IV

Process Owner 7ivision Chief/ Deputy Regional QMR / Regionall)i)ctm/
QMR
v \_/
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QUAL]TY Rev. No. Eff. Date Page
OBJECTIVE (QO) V- T

| LOCAL GOVERNMENT MONITORING AND EVALUATION DIVISION

_ OFFICE

e coblti s T PROCESSING OF LOCAL OFFICIALS REQUEST FOR CERTIFICATE OF SERVICES RENDERED FOR CIVILS SERVICE COMMISION (CSC) ELIGIBILITY {
e e R N Key Performance Indicators (KPIs) | a i S L | Applicable Documents |
A | J , _ Frequency of Responsible for | (e.g. Tracker,
Function Objective Target | Indicator/Formula Monitoring Results Monitoring | Monitoring Log Sheet,
’ (if applicable)
SRS S PSL AL 96/ PoN) e LR TESVERNE S s i SR AN | Report, Memo, etc.)
Requests issued with ' 4
To issue Certificate of Certificate of Services 100% No. of requests issued with Certificate Quarterly Focal Person Endorsement
Services Rendered for CSC Rendered within 7 Of Services Rendered i
Eligibility of local officials working days x 100 Certificate of Services
No. of Requests for issuance of Rengﬁrﬁgﬂfﬁr i
Certificate of Services Rendered il
received Monitoring Log Sheet
. . | Process Summary Log
ks e a2t B S B o ;G S P e % W Bt Bves: | Sheet |

!
ANNE A. CASTRE _ - = MUJRAPHAA. ALIM, MPA 'T  LAILYN ,CESOV JOSEPHINE CABRIDO-LEYSA, CESO V &/ __j

____Regiofal QMR Lo —_____Regional Director o

e IR, i

A Process Owner o i Dixfiun(:hief/ Deputy QMR

P S

CONTROLLED CURY
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PROCESS QUALITY MONITORING AND
EVALUATION (QME)

I

QME-QP-R12-LGMED-41

rcument Code

Gos |

VIL SERVICE COMMISSION (CSC)

4 Quarter

OFFICE LOCAL GOVERNMENT MONITOI_!_IEQ‘AND EVALUATION DIVISION
PROCESSING OF LOCAL OFFICIALS REQUEST FOR CERTIFICATE OF SERVICES RENDERED FOR Cl
PROCEDURE TITLE
il i ELIGIBILITY e e LB oy i e
L OBJECTIVE STATEMENT 1. 100% Requeqte issued with of Certificate Service Rendered within 7 workmg days
| CURRENT PERIOD ; - s i B iﬁm B
s S R A . NP 27 O R Py M . S e A el A TN -
INDICATORS 7 1%t Quarter !_ 2'“' Quarter _}- 3le Quarter ;
Objective 1: 100% Requests issued with of Certificate Service Rendered within 7 working days ;
A | Total number of requests issued with Certificate of Services ]
_| Rendered within 7 workingdays - i . TR T £ 5 85 Nl
B | Total number of Requests for issuance of Certificate of Services |
Rendered received
Formula:g i Target Result : 100% T
D | Gap Analysis—(ﬂl-h_aa-sémt—l-l.e dbjective is not met, put youTa-nalysis i R o e St NG T s A
_why it is not met) oz, T S l___u IO . _L J

Note For unmet targets of two (2) cunsenut:ve Q wds éo:icerned D'eHuLv_QMR initiate correction and correcuve action using the Corrective Action Re

port [CARJ and attach lt w thls form

il

| Division Chief f / Deputy QMR

Process Owner

r

MUSARAPHA A. ALIM, MPA

LAILYN A.%. CESOV

___Regional QMR

JOSEPHINE CABRIDO-LEYSA, CESO V}
~ Top Management '

O »l""ROL'. ED COPRY
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DILG REGION 12 (SOCCSKSARGEN
2 : ) FM-QP-R12-LGMED-41-01
[ oma | iafl

QUALITY OBJECTIVE. 1. 100% Requests issued with of Certificate Service Rendered within 7 working days
FREQUENCY OF MONITORING: Quarterly
COVERED PERIOD:
Due Date of Submission:
No | Control No. gl " Requesting Party % 5 ’ e =Y OBJECTIVENO. 1 RESULTS g =

| 1 Date received | Date of Issuance of T Met 1 Unmet T e Remarks, if unmet

| Certificate of Service | |
1 | Rendered |
+ ) + { 4 i &
I 4 } - } '

Do W N e

Process Owner i Division Chief / Deputy Q,MR

A CASTRE
Process Owner

=3t 1

| JOSEPHINE CABRIDO-LEYSA, CESO v

! ua&mu.!,rag
on Chief / Deputy QMRZg | Top Management

DILG Xil aMs

LS B

v

CONTROLLED CCPY
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Division: LOCAL GOVERNMENT MONITORING AND EVALUATION DIVISION
MASTER LIST OF INTERNAL DOCUMENTS

REVISION
Cu T TIT
DOCUMENT CODE DOCUMENT TITLE o0 | o1 l 02 | 03 | 04 I 05
Processing of Local Officials Request for Certificate of Services Rendered for CSC Eligibility
QP: Processing of Local Officials Request for Certificate
P-RL2-MED-EL of Services Rendered for CSC Eligibility 100
S . QO: Processing of Local Officials Request for Certificate
CO-GP 1 MED-41 of Services Rendered for CSC Eligibility it
. QME: Processing of Local Officials Request for
QNIE-QREEL BRI Certificate of Services Rendered for CSC Eligibility HT
FM-QP-R12-MED-41-01 QSL: Processing of Local Officials Request for Certificate 10.01.17

of Services Rendered for CSC Eligibility

RRO: Risk Registry Objective of Processing of Local
FM-SP-R12-02-01A Officials Request for Certificate of Services Rendered 10.01.17
for CSC Eligibility

RRP: Risk Registry Process of Processing of Local
FM-SP-R12-02-01B Officials Request for Certificate of Services Rendered 10.01.17
for CSC Eligibility




Prepared by:

Noted by:

| Document Code

FM-SP-R12-03A-01

10.01.17

{

CA{MV\/

HERINE A, MACION

MUSARAPHA A. ALIM, MPA

Regignal Document Controller

Division Chief / Deputy QMR
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Eff
10.01.17

Division: LOCAL GOVERNMENT MONITORING AND EVALUATION DIVISION
MASTER LIST OF EXTERNAL DOCUMENTS

REVISION
00 | o1 [ o2 T 03 | o4 | o5

DOCUMENT CODE DOCUMENT TITLE

Processing of Local Officials Request for Certificate of Services Rendered for CSC Eligibility

CSC MC No. 12,s.2013 Grant of Civil Service Eligibility to Members of 3.6.13
Sangguniang Bayan, Sangguniang Panlungsod, and
Sangguniang Panlalawigan

CSCMC No. 13,s. 2012 Policies onService Requirement for Grant of 8.1.12
Barangay Official Eligibility and other Related
Matters

m__

CA/I:HERINE A. MACION MUSARAPHA A. ALIM, MPA
Regipnal Document Controller Divigion Chief / Deputy QMR
[
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Division: LOCAL GOVERNMENT MONITORING AND EVALUATION DIVISION
MASTERLIST OF RETAINED DOCUMENTED INFORMATION

DOCUMENT CODE DOCUMENT TITLE CUSTODIAN LOCATION il el L BRLENTION LR DISPOSAL
FOLDER I SCHEME ACTIVE |STORAGE| TOTAL

Processing of Local Officials Request for Certificate of Services Rendered for CSC Eligibility

QME-QP-R12-LGMED-41  |QME: Processing of Local Focal Person Filing Cabinet CSC Eligibility Sequential by date Shredding/
Officials Request for Certificate Re-use
of Services Rendered for CSC Z years 2 years 4 years
Eligibility

FM-QP-R12-LGMED-41-01 |QPSL: Processing of Local Focal Person Filing Cabinet CSC Eligibility Sequential by date Shredding/
Officials Request for Certificate Re-use
of Services Rendered for CSC 2 years 2 years 4 years
Eligibility
Enc.lorsement Letter to Central Process Owner Filing Cabinet CSC Eligibility Sequential by date L e . war 2y Shredding/
Office Re-use
lci)r;;ji:;sement Letter to Field Process Owner Filing Cabinet CSC Eligibility Sequential by date %y 1y & yeurs ;l::zcsi:ing/

PEMBAYONG A, MUSARAPHA A. ALIM, MPA
Process Qyner Divi[:ion Chief / Deputy Q MR
{
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DEPARTMENT OF THE INTERIOR AND LOCAL GOVERNMENT

REGION XI1I _Cp. -02-01A
Prime Regional Government Center, Carpenter Hill, Koronadal City, 9506 M-SR s 021 .

e

Tel/Fax Nos.: (083)228-6660 ¢ (083)228-1421 ¢ Email: dilg ro12@yahoo.com » Website: region12.dilg.gov.ph 07,0118
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 0 UATION DIVISION
PROCEDURE: Processing of Local Officials Request for Certificate of Services Rendered for CSC Eligibility
RELEVANT RISK ASSESSMENT RISK CONTROL PLAN
INTERESTED EXISTING RISK ACTION
OBJECTIVE Rl?s‘fj‘é?gT PARTIES (referto | POTENTIALRISK | RISK TRIGGER (Pocs?;"/ ii?%i:::ve) CONEROL | meack | uenes: [oersoron) mamig |PEEE oo | oty | OONGHE | TEONIE | s | i | mespnnes
1P Matrix for MEASURE LM, H) 2 o |Pricrity oy | 7% — : "
Requirements) significant
0% of requests Political Requeﬁlpg Nen-compliance . Cf)ordme?te with| 3 5 2 30 M NS N/A 2 N/A N/A N/A N/A
; Parties, Civil Incomplete Request will notbe | field office and
were endorsed | lobbying and : : to the .
. ; Service requirements . endorsed to CSC XII requesting
to CSCXII accommoadation o requirements X
Commission parties
. ' Incomplote Non-compliance Delay in the (?c;;dufm;te wn(:jh 3 5 2 30 M NS N/A Z N/A N/A N/A N/A
eque‘stmg o to the issuance of R
Parties requirements o s requesting
requirements Certificate )
90% of requests parties
wele E.“:ted Approving Absence of approving | Late receipt of Pelay e Designation of 3 . e ¥4 M L bz = N N e L
within 7 e e issuance of
; authorities authorities the request s OICs
working days Certificate
Process owner is on : Delay in the Alternate will 3 5 2 30 M NS N/A 2 N/A N/A N/A N/A
- Late receipt of i
Process owner leave or Official thoremod issuance of acton the
Business qu Certificate request
RISK ASSESSMENT: RISK RATING RISK LEVEL RISK DESCRIPTION ACTION REQUIRED RPN
(TPATT — TnSTEATHEs At 2INGF, 3 Mo daTate; e e e T
| 1-25 5 I LOMRE v e IR Not Significant informed declsion) 3
< 5 % s i 26-40 MODERATE Not Significant Alertlevel but no further action required for now 2
(DETECTION —T=véry e 2ty T rowr A —Remote] R T e
g i >40 ST HIGH R S B Significant Control (e.g.. TreatMitigate Transfer, Terminate ) 1
Risk Rating = Impact X Likelihood X Detection

Prepared by: | Reviewed by: ‘ Recommending | Approved by:

¢

PEMBAYONG A. KADATUAN MUS4ARAPHA A. ALIM, MPA IAN JONS. ENTE LAILYN m CESE
Process Owner | Deputy QMR Risk Review Committee Head Regional QMR / Regional Director |
|
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RISK REGISTRY
(B) PROCESS RISK ASSESSMENT

Document Code

DIVISION: CALG NMENT (] ALUATION DIVISIO
PROCEDURE: Pracessing of Local Officials Request for Certificate of Services Rendered for CSC Eligibility
RISK ASSESSMENT RISKCONTROL PLAN
PROCESS STEP (Based on the CONSEQUENCE (Positive or EXISTING RISK CONTROL RISK RISK ACTIONPLAN
procedure's key process steps) ROTENTIALRISK RISKTRIGGER Negative) MEASURE IMPACT | LIKELIHOOD | DETECTION | RATING | LEVEL S,NS PHRP“.' m,(fk CONTROL | (if risk rating |RESPONSIBLE| TIMELINE RESOURCE
(LM, H) orityNe | acrion | is significant)
Preparation of Incomplete Non-compliance of 3 5 2 30 M NS 2 NA NA NA NA NA
Endorsement Letter by the requirements the requirements Request will not be Coordinate with the
MLGOO endorsed to province requesting parties
inscomplets Non-compllance of Request will be retuned to In'forrm afld 3 5 2 30 M NS 2 NA NA NA NA NA
. : the requirements : . coordinate with the
Preparation of requirements the requesting parties MLGOO
Endorsle WENCREBET b?’ thg Lack of endorsement ; Inforrm and 3 5 2 30 m NS 2 NA NA NA NA NA
Province Focal Person Request will be retuned to . ;
of the MLGOO e roonactit b coordinate with the
e MLGOO
Non-compliance of Request will not be Inforrm and 3 5 2 20 M NS 2 NA NA NA NA NA
the requirements endorsed to CSCXII Office | coordinate with the
Provincial Focal
Person
. Lack of endorsement | Request will be returned to Inforrm and 3 5 2 30 M NS 2 NA NA NA NA NA
Preparation of ) i
| Incomplete by the MLGOO province coordinate with the
Endorsement Letter by the . -
; requirements Provincial Focal
Regional Focal Person
Person
Lack of endorsement | Request will be returned to Inforrm and 8 5 2 3 M NS 2 NA NA NA NA NA
by the Provincial province coordinate with the
Focal Person Provincial Focal
Person
RISK ASSESSMENT: RISK RATING RISK LEVEL RISK DESCRIPTION ACTION REQUIRED RPN
IMPACT: 1-Insignificant; 2-Minor; 3- 1-25 R ToW R 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 2
DETECTION 1-Verylikely, 2 - Likely; 34 >40 Significant Control (e.g.. Treat/Mitigate Transfer, Terminate) 1
Risk Rating = Impact X Likelihood X Detection

| Reviewed by:

. Recommending Approval:

Prepared by:

~ a P
PEMBAYdN A. KADATUAN MUSARAPHA A. ALIM, MPA IAN JON S. CLEMENTE LAILYN ATOHRTIZ CESE REYNA M. BUNGUBUNG, LESO IV
Process Owner Risk Review Committee Head Regional QMR

I] Deputy QMR




