Republic of the Philippines

DILG - REGION 12 (SOCCSKSARGEN) Document Code
QUALITY QP-R12-LGMED-44

PROCEDURE (QP) .

age. -
10.01.17

PROCEDURE TITLE ISSUANCE OF PEACE AND ORDER PROGRAM (POP) CERTIFICATION

This process starts from the receipt of the request of the Local Government Units
SCOPE (LGUs) by the DILG Provincial/City/Municipal Office up to the Issuance of DILG
Regional Office of the Peace and Order Program (POP) Certification

PURPOSE To provide standard procedure on the issuance of POP Certificate of LGUs
PROCESS DESCRIPTION
INPUT PROCESS OUTPUT
Letter Re t/s with
er Reques /s wi Issuance of Peace and POP Certificate LGUs
supporting documents . Order Program (POP)
LGUs » . >
Certificate »
DESCRIPTIVE STATEMENT:

The LGU request for the issuance of POP Certificate as basis for the utilization of fund on their peace and
order program of the LGU and the confidential fund of the LGU.

Ste Responsible PROCESS /
N o? Pell')sonnel ACTIVITS{ Details SslsrenEs
PROVINCIAL/CITY/MUNICIPAL LEVEL
1 C/MLGOO/ Receive request and e Log the request e Letter request
Provincial Focal review supporting of LCE/LGU
Person documents e Conduct initial and supporting
review documents

e [fnot complete
and/or found
inappropriate, return
the request to the
LCE/LGU with
further instruction to
complete the
requirements

e Retain records
(photocopy of the
letter request,
endorsement)

e Route the
endorsement to
Records
Officer/Receiving
Clerk for release
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Step Responsible PROCESS/ .
No. Personnel ACTIVITY e Pl
2 Records Officer/ Release of the Log and release the e Endorsement
Receiving Clerk endorsement endorsement
REGIONAL LEVEL

3 Records Officer

Receive and record
the request

Receive, log and
route to the
endorsement

Forward to Regional
Director

e Letter request
of LCE/LGU
and supporting
documents

e Endorsement
letter from
C/MLGOO or
Province

e Logbook

Routing slip

4 Regional
Director

Provide necessary
instructions

Refer to Division
concerned

e Letter request
of LCE/LGU
and supporting
documents

e Endorsement
letter from
C/MLGOO or
Province

e Routing slip

5 Division’s
Records Officer

Receive and log and
forward to Division
Chief

Receive and log and
route the document
to the Division Chief

e Endorsement
from C/MLGOO
or Province

e Letter request
of LCE/LGU and
supporting
documents

e Routingslip

6 Division Chief

Provide necessary
instruction

Forward to Assistant
Division Chief with
instruction

e Endorsement
from C/MLGOO
or Province

e Letter request
of LCE/LGU and
supporting
documents

e Routing slip
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Ste Responsible PROCESS .
No. | Persomnel e s Sifaipiivas
7 Assistant Receive and Forward to focal e Endorsement
Division Chief forward to Focal Person for from C/MLGOO
Person appropriate action or Province
e Letter request
of LCE/LGU and
supporting
documents
e Routing slip
8 Focal Person Review and prepare Evaluate e Endorsement
certificate completeness  and from C/MLGOO
appropriateness  of or Province
the supporting
documents e Letter request
of LCE/LGU and
If found not complete supporting
and inappropriate, documents
prepare evaluation
findings (letter) for e Routing slip
the LGU
Prepare certificate e Draft
and endorsement Certificate and
and forward to endorsement
Division Chief
9 Division Chief Affix signature Affix signature and e Draft
forward to Division’s Certificate and
Records Officer for endorsement
release
10 Division’s Release, log and Log and route the e Draft
Records Officer route to the Office draft certificate and Certificate and
of the Regional endorsement endorsement
Director
11 Regional Affix signature Approve and sign the e POP Certificate
Director certificate and
endorsement and e Endorsement
forward to Records
Officer for release
12 Records Officer | Receive and release Log and release the e POP Certificate
the POP Certificate POP Certificate and
and Endorsement Endorsement e Endorsement
13 Process Owners Maintain records Update the Process e POP Certificate
Summary Log
e Endorsement
Retain documented
information ¢ Process
(photocopy of the Summary Log
endorsement, e-copy Sheet
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Step Responsible PROCESS/ :
eferences
No. Personnel ACTIVITY Ueizls b
of the supporting
documents) e Masterlist of
Retained
Documented
Information
| Prepared by: Noted by: | Reviewed by: l Approved by:
k]
( l&mm’j ERIE-’\)lAZER MUEARAPHA A. ALIM, MPA LAILYN A%ESE REYNALDQM. BUNGUBUNG, CESO IV
=" Prockss Owner Divfision Chief / Deputy QMR Regional QMR /Regional Diregtor
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DILG - REGION 12 (SOCCSKSARGEN)

QO-QP-R12-LGMED-44 |

QUALITY
Rev. No. Eff. Date Page
OBJECTIVE (QO) S
§ T T LOCAL GOVERNMENT MONITORING AND EVALUATION DIVISION (LGMED) Pl o S CLIEI T
%ﬁ'“ FROCEDURE ISSUANCE OF PEACE AND ORDER PROGRAM (POP) CERTIFICATE
Key Performance Indicators (KPIs) i ; Applicable Documents
E ey Frequency o Responsible for (e.g Tracker,
uncti Objective Target l“‘g:::;{::g:]“h Monitoring Results Monitoring Monitoring Log Sheet,
Report, Memo, etc.)
LGU requests acted/
; issued with certificate E 100% No. of requests acted/ issued with Certificate End i
! within 15 working days within 15 working days | naorsement |
To issue POP Certificate - x 100 Quarterly Process Owner Monitoring Log Sheet |
to requesting LGU (C/MLGOO-2 WD I No. of LGU Requests for issuance of certificate '
| e iy | iadiadt Process Summary Log |
1 . | Sheet |

ANNE A. CASTRE

RO-11 WD

MU@W@ MPA

 LAILYN A% CESO V

JOSEPHINE CABRIDOLEYSA, CESO V&

.

Digision Chief / Deputy QMR 95

E)!LG Xit QMSs

CONTROLLED COPY

S _L'[ Process Owner

____Regiondl QMR _

Regional Director |
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Document Code

PROCESS QUALITY MONITORING AND QME-QP-R12-LGMED-44
EVALUATION (QME)
[OFFICE | LOCALGOVERNMENT MONITORING AND EVALUATIO DIVISION LT
| PROCEDURE TITLE | ISSUANCE OF PEACE AND ORDER PROGRAM (POP) CERTIFICATIONﬁ B T T o T
-: OBJECTIVE STATEMENT I 1. 100% of requests acted/ issued with certificate within 15 workmg days
| CURRENT PERIOD | l R AL _ P e B Sty i
s T r——— - o - G apcs T“ _— — e e o e ne——— T R — an iy - "“"“TL‘A—";’* S —
IN D[CATORS 1 15t Quarter ; 2 Quarter 3“1 Quarter [ 4t Quarter i TOTAL
L
1. Objective 1: 100% of requests acted/issued with certificate within 11 working days
A No. of requests acted/issued with Certificate within 15 working ‘
days :
P TR IRE SRR S W (ORI, TR RN ik | i BSNI0. MMMk uri U N | JOC L 4
B No. of LGU Requests for issuance of certificate received j
i
bt R T, G 2 SN i e - e e i e !
C Formula.g 3108 Target Result : 100% ; j f
D | Gap Analysis: (In case the ob;ectlve is nut'ﬁrrﬁé‘t.‘;ut you‘r—a_l;alyswv”ﬁ e ‘ e R
| | whyitisnotmet) i s bl e A s
Note For unmet targets of two [2] consecutive penods concerned Deputy QMR initiate correction and corrective action usmg the Corrective Acnon quort (CAR) and attach it to this Iorm .

|
|
R ———, —_—

D|v1smn Chlef/ DeputngR .

: i y

|
|
|

_ProcessOwner |

_ MUSARAPHA A. ALIM, MPA o LAILYN A. ORT1Z, CESO V | ___JOSEPHINE CABRIDO-LEYSA, CESO %/ |
ml sion Chief / Deputy §MR@V b Reglonal QMR i Regional Director ]

CONTROLLED COPY
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Rev. No. Eff. Date

07.01.19

Page

QUALITY OBJECTIVE: 1.100% of requests acted/ issued with certificate within 15 working days

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

OBJECTIVE NO. 1 RESULTS
No | Controt Province/
; No City/ 5 PROVINCIAL LEVEL (PFP) REGIONAL LEVEL (RFP)
S Municipahty | | No. of | | ‘
‘ Date : Date Date No. of days I | ) ‘ et | |
Date | focwseded days ) Met Geinst Remarks, If acuiss - | sivarde (Target=2 | Met Un Remarks, I?ale DnAn issued of days | Met | Un | Remarks,
| Received | to PO (Target= unmet d d to RO WD) | met If unmet Received certificate (Target= | t If unmet
2 WD) l 11WD) | | -
| | |
I '
e t—— —— : — S —_ — e e l | [ — - e e :‘ il
‘ : ! .
| i
VS R
|
d
)
!
- e O e e i S
’ - Frocess Owner o e S ., Dl\nsmn (‘hlef Sl
DILG Xil aM

LA PRIOR Ly

LONTROLLED

E A. CASTRE

MUSARAPHA A. ALIM, MPA

{/ Process Owner

COPY

2

LAILYN WIZ CESO V

Regional QMR

Divifsion Chief / Deputy QMR’

|

JOSEPHINE CABRIDO-LEYSA, CESO Vr,di

|
|
o |
|

__TopManagement |




Republic of the Philippines Document Code
DEPARTMENT OF THE INTERIOR AND LOCAL GOVERNMENT FM-SP-R12-03A-01
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 e 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

MASTER LIST OF INTERNAL DOCUMENTS

REVISION
DOCUMENT CODE DOCUMENT TITLE
00 | o1 [ 02 [ 03 | 04 | 05
ISSUANCE OF PEACE AND ORDER PROGRAM (POP) CERTIFICATE
QP-R12-LGMED-44 QP: Issuance of Peace and Order Program (POP) Certificate 10.01.17
Q0-QP-R12-LGMED-44 QO: Issuance of Peace and Order Program (POP) Certificate 10.01.17
QME-QP-R12-LGMED-44 QME: Issuance of Peace and Order Program (POP) Certificate 10.01.17
FM-QP-R12-LGMED-44-01  |QPSL: Issuance of Peace and Order Program (POP) Certificate 10.01.17
FM-SP-R12-02-01A RRO: Risk Registry Objective of Issuance of Peace and Order Program 10,0117
(POP) Certificate -
FM-SP-R12-02-01B RRP: Risk Registry Process of Issuance of Peace and Order Program
- 10.01.17
(POP) Certificate




Document Code

ME-QP-R12-LGMED-44

o A _4 ST

e e N

10.01.17

Prepared by: | Noted by:
Process Owner Division Chief / Deputy QMR
Prepared by: Reviewed by:
UE&MIE ﬁ El;},L-jEAGER MUJRAPHA A. ALIM, MPA LAILYN A, 1Z, CESE REYNALD UNGU G, CESO IV
Process Owner Diviﬁion Chief / Deputy QMR QMR 7613 Managemen):




Republic of the Philippines

DEPARTMENT OF THE INTERIOR AND LOCAL GOVERNMENT Loctinentode
REGION XII FM-SP-R12-03C-01
Prime Regional Government Center, Carpenter Hill, Koronadal City, 9506 fDat
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/Unit: LOCAL GOVERNMENT MONITORING & EVALUATION DIVISION

MASTERLIST OF RETAINED DOCUMENTED INFORMATION

FILING SYSTEM
DOCUMENT CODE DOCUMENT TITLE CUSTODIAN LOCATION BETERYICH TERIGD DISPOSAL
FOLDER I SCHEME ACTIVE ISTORAGE TOTAL
ISSUANCE OF PEACE AND ORDER PROGRAM (POP) CERTIFICATE
QME: Issuance of Peace and Order e - Y Shredding/
-QP- -LGMED-44 P Filing C t C B

QME-QP-R12-LGMED-4 Progps [FOF] Geartificd Focal Person iling Cabine POP Certificate y LGUs 2 years 2 years 4 years .
FM_QP_ng'lLGM Llgeg QPSlgssgiﬁcfpgfpzeg::;}?iimer Focal Person Filing Cabinet POP Certificate| By LGUs | 2years | 2years | 4 years Sh;ii?;zg/
.- - . g Shredding/

POP Certificate Focal Person Filing Cabinet POP Certificate| By LGUs 1 year 1 year 2 years Re-use
. Y . : i Shredding/

Endorsement Letter to Field Office Focal Person Filing Cabinet POP Certificate| By LGUs 1 year 1 year 2 years Bigsisn

Prepared by: Noted by:

- )
Mﬂn‘ m?ﬁ:
&E IE A. ERIE-YEA&GER MUBSARAPHA A, ALIM, MPA

g "

Process Owner Division Chief / Deputy QMR




Republic of the Philippines

DEPARTMENT OF THE INTERIOR AND LOCAL GOVERNMENT Document Gode
REGION XII FM-SP-R12-03B-01
Prime Regional Government Center, Carpenter Hill, Koronadal City, 9506 3

Tel/Fax Nos.: (083)228-6660 ¢ (083)228-1421 ¢ Email: dilg_ ro12@yahoo.com » Website: region12.dilg.gov.ph e T 100117
ADMIN (083) 228-7960 « FINANCE (083) 228-7959 « LGMED (083) 877-2969 « LGCDD (083)877 2971 —

Division/Unit: LOCAL GOVERNMENT MONITORING & EVALUATION DIVISION

MASTER LIST OF EXTERNAL DOCUMENTS

REVISION
o1 | o2 [ 03 [ o4 [ o5

DOCUMENT CODE DOCUMENT TITLE 00 r

ISSUANCE OF PEACE AND ORDER PROGRAM (POP) CERTIFICATE

Guidelines on the Formulation of Peace and Order And
THLE ML o J005-118 Public Safety Plan (POPS Plan) e
Guidelines on the Functions of the Peace and Order
DILG MC No. 2015-130 Councils, Barangay Peace and Order Committees and the| 11.3.15
Peace and Order Council Secretaries

COA DBM DILG GCG DND |Guidelines on the Entitlement, Release, Use, Reporting

JMC 2015-01 and Audit of Confidential and/or Intel Funds

1.8.15

Amending DILG MC No. 2017-64 Entitled Compliance to

Peace and Order and Anti-1lllegal Drug Related Issuances S

DILG MC No. 2017-67

Clarificatory Guidelines on Peace and Order Programs
or Projects as Basis for the Computation of the 11.25.16
Confidential Fund
Compliance to Peace and Order and Anti-Illegal Drug
Rrelated Issuance

NPOC Advisory No. 2016-
02

4.27.17

DILG MC No. 201764

Prepared by: Noted by:

CA HERINE A. MACION MUYJARAPHA A. ALIM,

Regilonal Document Controller Divisign 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 e (083)228-1421 e 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

RISK REGISTRY
(A) OBJECTIVE RISK ASSESSMENT
DIVISION: 18] GOVERNMEN V. TION DIVISION
PROCEDURE: ISSUANCE OF PEACE AND ORDER PROGRAM (POP) CERTIFICATE
RELEVANT RISK ASSESSMENT RISK CONTROL PLAN
INTERESTED EXISTING RISK ACTION
RN RIESZE;‘J‘;];; PARTLES frerer FRENITALECK RISK TRIGGER (P:S(i) : ;Ezglll\ligfive) CONERDL IMPACT |LIKELIHOOD [pETRCTION| RATING |RSKEEVEL| o o co[r:lTSKon RN (Rl pltA . (: RESPONSIBLE | TIMELINE | RESOURCE
to IP Matrix for MEASURE (L M, H) / oy \riorityo.y | ™ i s :
Requirements) significant)
C, 9 N
0% of rgquests Political Requestmg Noti- Non-approval or Infqrm an@ 3 5 30 M NS N/A 2 N/A N/A N/A N/A
were reviewed lobbying and parties, COA, Endorsement of cormplianeeto issuance of coordinate with
and issued POP ATE A DBM, DILG |incomplete documents P e requesting
o accommodation requirements cerificate R
Certificate parties
. . Non- Delay in the Cs)ordlna}te with 3 5 2 30 M NS N/A 2 N/A N/A N/A N/A
Requesting Delayed processing of i ; field office and
Parties the request compliance to issuance of requesting
requirements Certificate ;
parties
90% of requests | Endorsement of .2bsir:‘:;:not ety inthe 3 - _ o9 M NS N/A 2 N/A N/A M R
were acted field officer Approving Delayed processing of pp e -elay Designation of
e = authorities due issuance of
within 7 beyond agreed authorities the request e e OICs
s A to official Certificate
working days timeline 2
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 . act on the
Process owner § - issuance of
the request due to official o request
. Certificate
undertakings
RISK ASSESSMENT: RISK RATING RISK LEVEL RISK DESCRIPTION ACTION REQUIRED RPN
IMPACT: 1-Insignificant; 2-Minor; 3-Maderate; 5 i’ No further action required (Retain risk by
4-Major; S-Extreme 1-25 Not Significant informed decision) 2
LIKELIHOOD: 1-Rare; 2-Unlikely; 3-Moderate; 4-Likely;
S5-Almost Certain 26-40 MODERATE Not Significant Alert level 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:

Reviewe

d by:

Recommending Approval:

' Approved by:

REYNALDO M.BUNGUBUNGQ, CESO IV

SE
Kegional Directoy/

LAILYN A. 1Z,

IAN JONS. CLEMENTE
Regional QMR

Risk Review Committee Head

MJJSARAPHA A. ALIM, MPA
Deputy QMR

(e e

Process Owner |




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 e Website: region12.dilg.gov.ph

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

RISK REGISTRY
(B) PROCESS RISK ASSESSMENT

FM-SP-R12-02-01B

Dd

D
10.01.17

DIVISION: LOCAL GOVERNMENT MONITORI ALUATION DIVISIO
PROCEDURE: ISSUANCE OF PEACE AND ORDER PROGRAM (POP) CERTIFICATE
RISK ASSESSMENT RISK CONTROL PLAN
PROCESS STEP (Based onthe T TRRER T AR CONSEQUENCE (Posttive or EXISTING RISKCONTROL RISK - RISK | ACTION PLAN
procedure’s key process steps) Negative) MEASURE IMPACT | LIKELIHOOD | DETECTION | RATING | LEVEL s,ns | REN@sk | oo (if risk rating |RESPONSIBLE| TIMELINE | RESOURCE
Priority No.) e
(1,M.H) ACTION _| issignificant)
Non-compliance to
the requirements by
LGUs
Preparation of : Incomplete Informand
Delayed processing : ; .
Endorsement Letter by the requirements from Delayed endorsement coordinate with the 3 5 2 30 M NS 2 NA NA NA NA NA
of the request : ; , :
MLGOO requesting party/ies requesting parties
Absence of the
C/MLGOO due to
official undertakings
Non-compliance to
Preparation of Bel el e e reqx:(r}(:}n:ents by Inforrmand
Endorsement Letter by the $ i - Delayed endorsement coordinate with the 3 5 2 30 M NS 2 NA NA NA NA NA
: of the request Incomplete
Province Focal Person : MLGOO
requirements from
requesting party/ies
. Non-compliance of Inforrm and
Preparationaf Delayed processing| _the requi t coordinate with th
Endorsement Letter by the yedp 61 therequirements Delayed endorsement oL ¢ 3 5 2 30 M NS 2 NA NA NA NA NA
. of the request Incomplete Provincial Focal
Regional Focal Person s
requirements Person
RISK ASSESSMENT: RISK RATING RISK LEVEL RISK DESCRIPTION ACTION REQUIRED RPN
IMPACT: 1-Insignificant; 2-Minor; 3- 1-25 EU oW i Not Significant No further action required (Retain 1isk by informed decision) 3
UKELIHOOD: 1-Rare; 2-Untikely; 3- 26-40 MODERATE Not Significant Alert level but no further action required for now 2
DETECTION 1-Verylikely, 2- Likely; 3 >40 s ‘HIGH 5 Significant Control (e.g.. Treat/Mitigate Transfer, Terminate) 1

Prepared by:

)
, N
s Bt

W

MUSARAPHA A. ALIM, MPA

| Reviewed by:

IANJON S.

MENTE

Recommending Approval:

i

v

LAILYN % CESE

Approved by:

REYNALD

BUNGUBUNG, CESO IV

Proce¥s Owner

Deputy QMR

Risk Review Committee Head

Regional QMR

_Kegional Directoy

|
f






