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. Handllng of
Complaints against
Local Govemments

. Complaints acted
within 3 days from
receipt

o Fact-finding
re ports /rep ly
submitted to RA
within S days from
receipt

70oo/o

100%

Timeliness:
No. o[ requests received for the month
acted within 3 days from receipt
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No. Of requests received for the month
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No. of Fact-linding reports/reply
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No. of complainti Reccived due for the
month

x 1000/i,

Monthly

Monthly
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OFFICE OF THE REGIONAL DIRECTOR - LEGAL UNIT
PROCEDURE TITLf, HANDLING OF COMPLAINTS AGAINST LOCAL GOVERNMENTS

OBIICTIVE STATEMENT

CURR[NT PIRIOD

l. 100% of Complaints acted within 3 days from receipt
2. l00o/o of Fact-finding reports/reply subn)itted to RA within .5 d,rys fronr receipt

INDICATORS

of 3 from recei
Numbcr of requests received due for the month acted within

tiom !.eqqtpt
sts received due fol the month

Formula: A x 100
B

Target Result : 100r%

Cap Analysis: (ln case the obiective is not met. put your analysis
wh it is not mel

2: 100% of Fact submitted to RA 5 ttonr
liumber of fact-finding reports/reply submitted within five

,AN APR MAY AU6 ocl' NOV TOTAL

1: I

-.+-
No. of uests received due for the month ___-____+__

(l Formula: A x 100
B

Target Rcsult I 1000%

t) Cap Analysis: ([n case the obiective is not met, put your analysis
wh it is not metl

Note: For unmet targets, concerned QMS Secretariat to initiate correction and corrective action using the Corrective Action Report (CAR) and attach it to this form
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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 
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: OFFICE THE REGIONAL DIRECTOR - LEGAL UNIT 

MASTER LIST OF RETAINED DOCUMENTED INFORMATION 

FILING SYSTEM 
DOCUMENT CODE DOCUMENT TITLE CUSTODIAN LOCATION 

FOLDER SCHEME 

HANDLING OF COMPLAINTS AGAINST LOCAL GOVERNMENTS 

Quality Monitoring and Evaluation (QME): 

QME-QP-R12-0RD-26 HANDLING OF COMPLAINTS AGAINST LOCAL FOCAL PERSON Records Cabinet QMS FOLDER Sequentially 

GOVERNMENTS 

HANDLING OF COMPLAINTS AGAINST LOCAL 

FM-QP-R12-0RD-26-01 GOVERNMENTS (PSL) Process Summary FOCAL PERSON Records Cabinet QMS FOLDER Sequentially 

Logsheet 

Fact-finding Report FOCAL PERSON Records Cabinet FFI FOLDER Sequentially 

Endorsement/Transmittal FOCAL PERSON Records Cabinet FF! FOLDER Sequentially 

RETENTION PERIOD 
DISPOSAL 

ACTIVE STORAGE TOTAL 

2 years from 
As needed Shredding 

revision 

2 years from 
As needed Shredding 

revision 

5 yrs 5 yrs lOyrs Shredding 

5 yrs 5 yrs lOyrs Shredding 
















