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Division: OFFICE OF THE REGIONAL DIRECTOR - PLANNING UNIT

MASTER LIST OF RETAINHD DOCUMENTED INFORMATION 

FILING SYSTEM 
DOCUMENT CODE DOCUMENT TITLE CUSTODIAN LOCATION 

FOLDER SCHEME 

iSPMS: Perrformance, Planning and C::ommitment 
Quality Monitoring and Evaluation 

Planning 
QME-QP-R12-0RD-01 (QME}: SPMS: Performance Planning QMS Cabinet QMS Foder Sequential 

and Commitment 
Officer 

SPMS: Performance Planning and 
Planning 

lFM-QP-R12-0RD-01-'01 Commitment(PSL) Process Summary QMS Cabinet QMS Foder Sequential 
Officer 

Logsheet 

OPCR 
Planning Records Planning 

Sequential 
Officer Cabinet Folder 

DPCR 
Division Records Planning 

Sequential 
Chiefs Cabinet Folder 

IP,CR 
Individual Records 

Sequential 
Emolovees Cabinet 

Prepared by: , : , · , Note<;! by: : · · 

IAN ON S. CLEMENTE M 

Process Owner 

l I 

FM-SP-R12-03C-01 

RETENTtO N PERIOD 
DISPOSAL 

ACTIVE STORAGE TOTAL 

Z:years 
2 yrs Shredding 

after audit 

2.years
2 yrs Shredding 

after audit 

Permanent Permanent 

Permanent Permanent 

Permanent Permanent 





--
RELEVANT 

RELEVANT 
INTERESTED 

OBJECTIVE PARTIES (re/er to 
lSSUE(S) 

IP Matiix /'or 

Requirements) 

3.90 % of 1. Overlapping 1. Regional 

DPCRs/OPCRs of regional and Management 

submitted central activities (RD,ARD,) 

within 15 days for the Regional and 

after receipt of implementation Provincial 

the documents Department's Office personnel 

Program; 2. 

Numerous PP As 

being 

implemented by 

a single 

employee 

RISK ASSESSMENT: 

IMPACT! 1-lnsignific.-:int; 2-Minor; 3-Moderate; 

4--Major; S-Extreme 

LIKELIHOOD: !-Rare; 2-Unllkely; 3-Moderate; 4-Llti:-ely; 

S-AlmostCcrtain 

DETECTION 1-Verv liltely; 2 -Likely; 3 - Low; .!.-Remote; 

S -Very remote 

Risk Rating = htpac! X Likelihood X Detection 

fAN ON S. CLEMENTE 

Process Owner 

POTENTIAL RISK 
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• r ..,...., RISK ASSESSMENT 

CONSEQUENCE 
EXISTING RISK 

RISK TRIGGER CONTROL RISKLEVB. (Positive or Negative) 
MEASURE 

Jllo1l'ACT LIKE[Q{OOD DETECTION RATING 
[L,M,H) 

Delayed submission of 1) Signatories non compliance of 4 4 2 32 M 

the O /D /lPCRs are conducting the staff and 

/attending personnel to the 

different timelines and 

activities or is deliverables of the 

on official Region 

travel/business; 

2) Planning 

Officer/Plannin 

g Link ison OB 

or leave of 

abs-ence and 3) 

Delay in the 

conduct of

review 

RISK RATING RISK LEVEL RISK DESCRIPTION ACTION REQUIRED RPN 

ii' 
ii 

.. 
No further action requlted(P.e-t,>in 1isk by 

l -25 cow ., Not Significant informed dec.ision) 3 

26-40 MODERATE Not Significant Alert le,•el but no further d(tkn1 required for now 2 

>40 HIGH Significant Control (e.g .. Treat/Mitigate Transfer, lerrnirt<1le) 1 

, . I • ' I 

!AN ON S. CLEMENTE 

Risk Review Committee Head 

FM-SP-R12-02-01A 

- RISK CONTROL PLAN 

ACTION 

RISK 
RPN (Risk 

PLAN[if 

S,NS CONfROL 
Priority No) 

risk rating RESPONSIBLE'. Tl MELINE RESOURCE 

ACTION is 

sbmifi1.--antl 

NS ALERT 2 NA NA NA NA 

I I 

REYNALDO M. BUNGUBUNG, CESO IV 

Re ional Director 





PROCB--S STEP (Based on the 
procedure's key proce_ss steps) 

POTIWTI.AL msK 

4. Prepares O/0/IPCR of the Operating units in 

Divisions/Sub Regional Office the 

and Personnel region/provinces 

not well informed of 

the targets 

5. Consolidates the Delay in the 

approved O/D/IPCRs of the submission of SPMS 

region and provincial offices documents to 

and personnel appropriate offices 

at the Central Office 

6) Receives, logs and submits Delay in the 

the O/D/IPCRs to concerned transmission of 

offices at the Central Office required SPMS 

doruments 

7) Retain all records Document not easily 

retrievable. No secured 
place for important 

documents in case of 

disaster (fire, floodings, 
etc! 

RISK ASSESSMENT: 

IMPACT: 1-lnslgnificant; 2-Mioor, 3· 

LIKELIHOOD: l·Rare; 2-Unlikely; 3-

DETECTION 1. • Very likely, 2 • likely; 3 

Risk Rating= Impact X Likelihood X Detection 

- . - . .

IAN ON S. CLEMENTE 

Process Owner 

RlS.KTRJGGF.R 

Personnel/DCs are on 

leave, in official 

business or 

conducting various 

activities 

Personnel are 

attending meetings 

{inter-agencv or CO 

directive) and other 

activities or on official 

business {field visits, 

project monitoring, 

etc) during the period 

of submission 

Records officer 

attending intra offices 

meetings and other 

actvitiies conducted by 

the region or Records 

officer is on 

leave/absent. 

No system of records, 

lack of storage facilities, 

storage facility not fire 

proof, no database of 

records 

RISK RATING 

1- 25 

26-40 

>40 
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RISK ASSESS�fENT 

CONSEQUENCE (Posltfrt:: nr ID(JSTING RISK CONTROL 

Negative} MEASURE 

No consultations conducted ISSUANCE OF MEMO 

to discuss the targets among RE CONDUCT OF 

employees and division CONSULTATION PRIOR 

TO THE FORMULATION 

OF O/D/IPCRs 

Delayed submission of SPMS Memorandum re: 

documents Submission of SPMS 

documents 

Regional office unable to Designation of an 

beat the dead line of alternate records 

submission officer 

documents not retrievable in NONE 

case of disaster/no maintained 

records 

RISK LEVEL RISK DESCRIPTION 

lOW II Not Significant 

MODERATE Not Significant 

HIGH Significant 

IAN ON S. CLEMENTE 

Risk Review Committee Head 

RISK 

IMPACT I.IKEI.11-JOOD DETEC:TI.ON RATING UVIJ. 

rl .. M.H) 

4 3 3 36 M 

4 4 2 32 M 

4 1 5 20 l 

4 3 3 36 M 

ACTION REQUIRED 

No further action required (Retain risk by informed decision) 

Alert level but no further action required for now 

Control (e.g .. Treat/Mitigate Transfer, Terminate) 

- . - . .. 

FM-SP·R12-02-01B 

RJSKCONTROL l'LAN 

RISK ACTfONPLAN 
Rl'N(lllsk 

S, NS CONTIWI. (if1-isk r:iting RESPONSIBLE TIMELINE RI-SOURCE 
Pn'oJl()' No.) 

ACTION h: skrnific-mtl 

NS ,\LERT 2 l�A NA NA NA 

NS 1\LE.IIT 2 NA NA NA NA 

NS NA 3 NA NA NA NA 

NS ALERT 2 NA NA NA NA 

RPN 

3 

2 

1 

. . 

REYNALDO M. BUNGUBUNG, CESO IV 

Re ·anal Director 




