Document Code
DILG - REGION 12 (SOCCSKSARGEN) W
QUALITY E——

PROCEDURE (QP)

PROCEDURE TITLE PPA IMPLEMENTATION MONITORING AND REPORTING

This procedure commence from the time the Targets and Commitments for the
SCOPE year has been approved by the Regional Director up to monitoring of the
implementation of programs and activities.

PURPOSE To provide standard procedure in the monitoring of programs, projects and
. activities of each division /unit.
PROCESS DESCRIPTION
INPUT PROCESS OUTPUT

PLANNING OFFICERg /opcr/ DPCR PREPARATION OF DILG PPA REGIONAL
» |IMPLEMENTATION ACCOMPLISHMENT
MONITORING REPORT PER » co

OPB
DESCRIPTIVE STATEMENT:

Upon approval of the targets and deliverables for the given year, division chiefs and heads of units shall
implement and monitor the planned programs, projects and activities.

Step Responsible
No. Personnel

DILG PPA Implementation Monitoring Report per OPB

PROCESS/ACTIVITY Details References

1 PLANNING Dissemination of Targets | e Upon receipt of the e OPB/OPCR
OFFICER and Deliverables for the approved OPB, the
Period Planning Officer shall
furnish all Division
Chiefs and Unit Heads

of the programs,
projects and activities
(PPAs) to be
implemented

e For preparation of
OPCR/DPCR, refer to
the QP on SPMS

2 DIVISION Preparation of e The Division Chiefs e OPB/OPCR

CHIEFS/UNIT Accomplishment Report and Unit Heads shall

HEADS assign to the Planning
Link the preparation
of monthly
narrative/quarterly
OPB accomplishment
report

e Submit report {excel
and narrative) to the
Planning Unit thru
email




DILG - REGION 12 (SOCCSKSARGEN)

QUALITY

Document Code
QP-R12-ORD-24

PROCEDURE (QP)

Responsible
Personnel

PROCESS/ACTIVITY

Details

References

PLANNING
OFFICER

Consolidation of
Quarterly Reports

e Collect monthly and
quarterly
accomplishment
reports (narrative and
OPB) from
Divisions/Units

e Check the OPBvisa
vis accomplishment

e Prepare Regional
Quarterly
Accomplishment
Report per OPB

e Submit to Budget
Section for Percentage
of Utilization of Funds

e Draft quarterly
accomplishmen
treport

BUDGET
OFFICER

Review of Fund
Utilization

e Check submitted
report of planning
officer with the funds
utilized

e Affix Signature

e Submit to Planning
Unit

e Draft quarterly
accomplishmen
treport

PLANNING
OFFICER

Preparation of Quarterly
Narrative Report

e Prepare Draft
Quarterly Narrative
Report

e Check submitted
report of Budget
Officer

o Affix signature and
submit
accomplishment
report (OPB and
Narrative) to ARD for
review

Draft quarterly
accomplishme
nt report

ARD

Review of Draft Quarterly
Report

e Review the OPB and
narrative
accomplishment
report

e [ffound in order, affix
initials thereon,
otherwise, return the
same to the Planning
Officer for correction

Draft quarterly
accomplishme
nt report




DILG - REGION 12 (SOCCSKSARGEN) RD -
(T ATEY s e

PROCEDURE (QP)

Sl:l:ep R PROCESS/ACTIVITY Details References
0. Personnel
7 RD Approval of the Quarterly | e Review OPB and e Draft quarterly
Report narrative report accomplishme
¢ If found in order, affix nt report
signature thereon,
otherwise, return the
report to the Budget
Officer and/or
Planning Officer for
revisions
e Cause the submission
of report to the
Central Office (Refer
to the QP on Handling
of Incoming and
Outgoing
Communication)

8 REGIONAL Receive, log and releases | e Scan and send e Approved
RECORDS memorandum to CO memorandum to CO Quarterly
OFFICER Accomplishme

nt Report

9 PROCESS Retain records e Update the Process | e Process
OWNER Summary Log Sheet Summary Log

Sheet
e Retain records in
accordance with the | e Control of
Control of Retained Documented
Documented Information
Information Procedure Procedure
and the Masterlist of
Records e Masterlist of
Records
Definition of Terms:
e RD/ARD - Regional/Assistant Regional Director
e (COS - Chief of Staff
e ORD - Office of the Regional Director
e (O - Central Office
e PPAs - Programs, Projects and Activities
e OPB - Operations, Plans and Budget




DILG - REGION 12 (SOCCSKSARGEN) “ RD 34
QUALITY R

PROCEDURE (QP)

Approved by

Reviewed by ’ Noted by

7/ :

JA | 6*4\;{6
BAUTISTA | LAILYN A. ORTIZ, CESE REYNALDO M. BUNGUBUNG, CESO IV

Process Owner Chief of Staff QMR Top Management

IAN ] MENTE




Republic of the Philippines
DILG - REGION 12 (SOCCSKSARGEN)

Document Code
Q0-QP-R12-ORD-24

QUALITY
OBJECTIVE (QO)
OFFICE OFFICE OF THE REGIONAL DIRECTOR
AP ITEROCERR PPA IMPLEMENTATION MONITORING AND REPORTING
Key Performance Indicators (KPI) Applicable Documents
Frequency of Responsible {e.g. Tracker,
Function L Indicator /Formula Monitoring for Monitoring Log Sheet,
Objective Target (if applicable) Results Monitoring Summary Log Sheet,
Report, Memo, etc.}
e Monitoringof | e Timely 100% Timeliness: Quarterly Planning QPSL
PPA submission Quarterly Accomplishment report Officer
implementati of submitted not later than the 15th
on accomplish day of the month following the end
ment of each quarter
reports
Annual Accomplishment Report Annually Planning QPSL
submitted not later than January 30 Officer
of the ensuing year
Prepared by: Reviewed by: Approved by:

b
IAN IOﬁENTE LAILYN A. ORTIZ, CESE REYNALDO NG, CESO IV
Process Owner Chief of Staff Quality Management Representative

/'T(Op Manageg;ént



Republic of the Philippines
DILG - REGION 12 (SOCCSKSARGEN) TS

PROCESS QUALITY MONITORING AND QME-QP-R12-ORD-24

Ly
27

o

OFFICE OFFICE OF THE REGIONAL DIRECTOR

PROCEDURE TITLE DILG PPA IMPLEMENTATION MONITORING AND REPORTING
100% Timely Submission of accomplishment reports

OBJECTIVE STATEMENT

CURRENT PERIOD

t d d th
INDICATORS 1st Quarter 2nd Quarter 3rd Quarter 4t Quarter TOTAL

Objective 1: 100% Timely Submission of accomplishment reports

A | Accomplishment report timely submitted 0 0 0

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

C | Formula: Target Result: 100%
A-B

Note: For unmet targets, concerned Secretariat initiate correction and corrective action using the Corrective Action Report (CAR) and attach it to this form.

| Prepared by I Reviewed by

Process Owner Chief of Staff




Republic of the Philippines
DILG - REGION 12 (SOCCSKSARGEN) S |

PROCESS QUALITY MONITORING AND QME-QP-R12-0RD-24
EVALUATION (QME) i

Prepared by Reviewed by Approved By

IAN JO ENTE Mi 3 LAILYN A. %, CESE REYNALDO'MBUNGURUNG, CESO IV

o
Process Owner Chief of Staff QMR Top Management




| Document Code

Republic of the Philippines
DILG - REGION 12 (SOCCSKSARGEN) QP-R12-0ORD-24-01

DILG PPA IMPLEMENTATION MONITORING AND REPORTING cf bate
uality Process Summaryv Logsheet (QPSL

QUALITY OBJECTIVE: 100% timely submission of accomplishment reports

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

No. Particulars OBJECTIVE NO. 1
Date Submitted Target Date Met Unmet Remarks, If Unmet

** For Catch-Up Plan, Semestral

Prepared by:
4
IAN] . CUEMENTE SAD.BAUTISTA
Process Owner Chief of Staff




Docuament Code

Republic of the Philippines
DILG - REGION 12 (SOCCSKSARGEN) FM QP R12 ORD 24 01

DILG PPA IMPLEMENTATION MONITORING REPORT
Quality Process Summary Logsheet (QPSL)

| Reviewed by: Approved by:

"@nf" “ . BAUTISTA LAILYN A.ORTIZ, CESE REYNALDO M. BUNGUBYNG, CESO IV

Chief of Staff Quality Management Representative Tpf) Managepént

Prepared by:

IANﬁEMENTE

Process Owner




Republic of the Philippines
DEPARTMENT OF THE INTERIOR AND LOCAL GOVERNMENT | Document Code
REGION XII
Prime Regional Government Center, Carpenter Hill, Koronadal City, 9506 FM-SP-R12-03A-0
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: OFFICE OF THE REGIONAL DIRECTOR - PLANNING UNIT
MASTER LIST OF INTERNAL DOCUMENTS

REVISION
DOCUMENT CODE DOCUMENT TITLE 00 l o1 02 03 o2 | 05
DILG PPA IMPLEMENTATION MONITORING AND REPORTING

QP-R12-ORD-24 Quality Procedure: DILG PPA IMPLEMENTATION MONITORING AND 10.01.17

REPORTING e
QO0-QP-R12-ORD-24 Quality Objective: DILG PPA IMPLEMENTATION MONITORING AND

10.01.17

REPORTING

Quality Monitoring and Evaluation (QME): DILG PPA
QUIE-QE-EL12-ORD-24 IMPLEMENTATION MONITORING AND REPORTING 1eadir

Quality Process Summary Logsheet (QPSL) : DILG PPA
F-QE-RL 2GR IMPLEMENTATION MONITORING AND REPORTING L
FM-SP-R12-03A-01 Masterlist of Internal Documents 10.01.17
FM-SP-R12-03B-01 Masterlist of External Documents 10.01.17
FM-SP-R12-03C-01 Masterlist of Retained Documented Information 10.01.17
FM-SP-R12-02-01A Risk Registry - Objective Risk Assessment 10.01.17
FM-SP-R12-02-01B Risk Registry - Process Risk Assessment 10.01.17

\

CA]W]%ME MACION . BAUTISTA

Region/al Document Controller " Chief of Staff




Republic of the Philippines

REGION XII

Division/Unit: OFFICE OF THE REGIONAL DIRECTOR - PLANNING UNIT
MASTER LIST OF EXTERNAL DOCUMENTS

DEPARTMENT OF THE INTERIOR AND LOCAL GOVERNMENT

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

Document Code

FM-SP-R12-03B-01

?\)

10.01.17

DOCUMENT CODE

DOCUMENT TITLE

REVISION

00

[

01 |

02 [ 03 [

04

05

DILG PPA IMPLEMENTATION MONITORING AN

D REPORTING

Unnumbered Memorandum re Submission of
1st Quarter Accomplishment Report per
Operations, Plan and Budget for CY 2018
dated April 6, 2018

Unnumbered Memorandum re Submission of
2nd Quarter Accomplishment Report per
Operations, Plan and Budget for CY 2018
dated July 9, 2018

Unnumbered Memorandum re Submission of
2nd Quarter Accomplishment Report per
Operations, Plan and Budget for CY 2018
dated October 9, 2018

Prepared by:

CATHERINE MACION

MAR

Noted by:

A D. BAUTISTA

Regio;fal Document Controller

Chief of Staff




Republic of the Philippines

DEPARTMENT OF THE INTERIOR AND LOCAL GOVERNMENT Juaunant Lot
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 0311

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

Division/Unit: OFFICE OF THE REGIONAL DIRECTOR - PLANNING UNIT
MASTERLIST OF RETAINED DOCUMENTED INFORMATION

FILING SYSTEM
DOCUMENT CODE DOCUMENT TITLE CUSTODIAN | LOCATION S DISPOSAL
FOLDER | SCHEME | ACTIVE |STORAGE| TOTAL

DILG PPA IMPLEMENTATION MONITORING AND REPORTING
Quality Monitoring and Evaluation (QME): )

QME-QP-R12-ORD-50 DILG PPA IMPLEMENTATION Planning Officer | FilingCab |QMS Folder Sequential 2 i Y ear;_t 4 Permanent
MONITORING REPORT PER OPB R
Quality Process Summary Logsheet (QPSL) 2

FM-QP-R12-ORD-50-1 DILG PPA IMPLEMENTATION Planning Officer | FilingCab |QMS Folder Sequential 2 " y ear;_t 4 Permanent
MONITORING REPORT PER OPB S
Quarterly Accomplishment Report Planning Officer Filing Cab |QMS Folder Sequential 2 o fie}:' e:J;it 4 Permanent

; ; : - . 2 years

Annual Accomplishment Report Planning Officer Filing Cab |QMS Folder Sequential 2 after audit 4 Permanent

IAN ]@NTE : delx " ’AUTISTA

Regional Document Controller " Chief of Staff




Prime Regional Government Center, Carpenter Hill, Koronadal City, 9506

Republic of the Philippines

DEPARTMENT OF THE INTERIOR AND LOCAL GOVERNMENT

REGION XII

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

RISK REGISTRY

(B) PROCESS RISK ASSESSMENT

Documenk Codi

M-SP-R12-02-01B

100117 |

DIVISION: OFFICE OF THE REGIONAL DIRECTOR-PLANNING UNIT
PROCEDURE: ONITORING AND ING
P(};OCEdSS S'I;‘EP RISK ASSESSMENT RISK CONTROL PLAN
ased on the CONSEQUENCE (Positive or | EXISTING RISK CONTROL
POTENTIAL RISK RISK TRIGGER 4 g ACTION PLAN

procedure’s key E Negative) MEASURE IMPACT | LIKELIHOOD | DETECTION | RATING RI(SLK\;EX)EL S,NS P':Z:g;}f ) RIS};(S%ZLROL (ifriskrating | RESPONSIBLE | TIMELINE | RESOURCE

nrocess stens) s - is significant)
Preparation of delayed preparation Planning Link ison . ]
Accomplishment |of Accomplishment official travel or is on delayedisubmissionof] Tectmical Staffiassumes 4 3 2 24 NS 3 N/A

PPAs preparation
Report report sick leave
Regional Director is on
delayed approval of i
PpIOWRL o vecapp official travel or sick delayed submissignict OIC assumes approval 4 3 2 24 NS 3 N/A
Quarterly report |report reports
leave

RISK ASSESSMENT: RISK RATING RISK LEVEL RISK DESCRIPTION ACTION REQUIRED RPN
IMPACT: 1-tnsignificant; 2-Minor; 1-25 e b e P Not Significant No further action required (Retain risk by informed decision) 3
UKEUKOOD: 1-Rare; 2-Unlikely; 3- 26-40 MODERATE Not Significant Alert level but no further action required for now 2
DETECTION 1- Very likely, 2 - Likely; >40 !.?\"-m_r B Significant Control(e.g.. Treat/Mitigate Transfer, Terminate} 1

Prepared by:

| Reviewed by:

| Recommending Approval:

Approved by:

Y
<
| T ¢
TAN J MENTE ATHERESA'BAUTISTA TAN JONS. CLENIENTE WLV@M, CESE REYNALPO M. BUNGUBUNG, CESO IV
Process Owner Divjion Chief/Next Higher Supervisor Risk’Rgv_i'gvgl\‘_{gmﬁtt_eg Head Regional QMR / Regional Diregfor




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 % 1 10017 ] VR '°|
ADMIN (083) 228-7960 « FINANCE (083) 228-7959 « LGMED (083) 877-2969 « LGCDD (083)877 2971
RISK REGISTRY
(A) OBJECTIVE RISK ASSESSMENT
DIVISION: 1 ION 1 - ING UNI
PROCEDURE: PPAIMPLEMENTATION MONITORING AND REPORTING
I;}f;i::—?gn EXISTING RISK ASSESSMENT RISK CONTROL PLAN
RELEVANT CONSEQUENCE RISK RISK ) ACTION
OBJECTIVE 1SSUE(S) PARTIES (refer POTENTIAL RISK RISK TRIGGER (Positive or Negative) | CONTROL | mpact | LkEmOOD | pETECTION| RATING RISKLEVEL| oo | conprow | RPN(Risk |PLAN Qfriskl posnons mie | pMELINE | RESOURCE
to IR Matrix for; (L. M. H) Priority No.} | ratingis
v MEASURE AGHPN significant)
Requirements) 8
Overlapping of
100% Timely regional afld Plannlng U-nmz.et (?MS
Submissi ¢ central ativities Delafedistbimission of link/focal Objective; Late
Al: mlSSl{OkI: 0 for the DILG-CO Y repoLts personsis on submission of 4 3 2 24 NS
R compiishment implementation ef P ofticial travel or | accomplishment
CROFN Department's sick leave report
Program

RISKASSESSMENT: R:'ll'slll:G RISK LEVEL RISK DESCRIPTION ACTION REQUIRED RPN
IMPACT: 3 2-Minor; 3-) 4-Major; 5-Excti 1-25 | Not Significant No further action required (Retain risk by it 3
LIKELIHOOD: 1-Rare; 2-Unlikely; 3-Moderate; 4-Likely; 5-Al most Certain 26-40 MODERATE Not Significant Alert level but no further action required for n4 2
DETECTION 1 - Very likely. 2 - Likely; 3- Low, >e0 | HIGH Significant Control (eg. Treat/Mitigate Transfer, Terming 1

Reviewed by: Recommending Approval; Approved by:

Prepared by:

. s i L]
1aN Jo(s: ENTE RESA BAUTISTA 1AN LEMENTE _— LAILYN AJORTIZ, CESE REYNALD@'M. BUNGUBUN®Q, CESO IV
ProcesTOwiier ) ief/Next Higher Supervisor Risk Revicw-Camfnittee Head | ___Regional QMR / Regional Director/

.






