QUALITY

Republic of the Philippines
DILG - REGION 12 (SOCCSKSARGEN)

PROCEDURE (QP)

i Document Code »

PROCEDURE
TITLE

PROCESSING OF REQUESTS FOR POSTING OF PRESS RELEASES AND
INFORMATION TO DILG-R012 WEBSITE AND SOCIAL MEDIA ACCOUNTS

SCOPE

The process shall commence from receipt of news articles on DILG XII PPAs conducted
and other information up to the processing of requests office.

PURPOSE

To provide guidelines for the posting of the press releases and other information in the
DILG XII website and social media accounts.

PROCESS DESCRIPTION

INPUT

PROCESS

OUTPUT

News article /request for
posting
Concerned
Division/Field Office

PROCESSING OF REQUESTS
FOR POSTING OF PRESS
RELEASES AND

Press Release/

Information

R T
INFORMATION TO DILG-

RO12 WEBSITE AND SOCIAL
MEDIA ACCOUNTS

PROVISION OF
TECHNICAL
ASSISTANCE ON
ICT RESOURCES

DESCRIPTIVE STATEMENT:

The Operating Units and/or Field Offices shall submit news articles or request for posting of information to
the RIO by accomplishing request form. The latter shall review said articles and forwards to RD for

approval.

Step Responsible

N, Persanmel PROCESS/ACTIVITY Details References
1 Concerned Submission of News = Accomplish request for = Request Form
Division articles and request posting and forwardsto | ®= Draft news
Chiefs/Unit Heads | for posting RIO article
2 RIO REVIEW OF ARTICLES | = Receive accomplished = Request Form
form ® Check list of
= Check completeness of Posting
news article/s or request Requirements

for posting requirements | =
If found complete, review
material for posting then
forward to RD for
approval

If found incomplete
return to requestor

If the RIO is absent, the
designated Chief-Of-Staff
shall perform the work
Only requests received
by 4:30 PM shall be
processed. Requests
submitted onwards shall
be processed on the
following work day.

Approved
Request Form
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QUALITY ,

S;fp Responsible PROCESS/ACTIVITY Details References
0. Personnel
3 RD APPROVAL OF s Review the
REQUEST article/request
® Jf found in order, approve
the request and forward
to ICTU. Otherwise,
return the request to RIO
with instructions
= In the absence of the RD,
the ARD shall perform
the function, save
sentsitive or crucial
information requiring the
RD's approval
5 | Process Owner Retain records =  Update the Process|® Process
Summary Log Sheet Summary Log
Sheet
= Retain records in
accordance with the [ ®= Control of
Control of Retained Documented
Documented Information
Information Procedure Procedure
and the Masterlist of
Records = Masterlist of
Records

Definition of Terms:

= (Content Materials (n). Any tools, visual or written presentation such as press releases and
information, education and communication (IEC) materials produced by the DILG-RO12 meant to
transfer knowledge to target audience to assist promoting the Department’s plans, programs and
activities as well as other government-related information.

Legal References:

e DILG MC 2016-05 ~ Formal adoption and guidelines for the strategic communications plan, brand
identity manual, and the enhanced functions of the public affairs and communications service.

TA | LAILYN A, E;Ri 1Z, CESE | REYNAL . BUNGUBUNG, QESO IV

Regional QMR / Top Managemnf/
N

Prepared by:

CLOTILDE BAI ROSHELLE S. NANDING
Process Owner




Republic of the Philippines

DILG - REGION 12 {(SOCCSKSARGEN)

Document Code

QUALITY
| 100117
OBJECTIVE (QO)
OFFICE ORD - LGRRC
g:'lrilf.ilTY FROLEDDER PROCESSING OF REQUESTS FOR POSTING OF PRESS RELEASES AND INFORMATION TO DILG-R0O12 WEBSITE AND SOCIAL MEDIA ACCOUNTS
Key Performance Indicators [KPIS) ‘Frequency of Responsible for | Applicable Documents
" Function o : / e = Monitoring Results Monitoring (e.g. Tracker,
Objective Target Ind’lgator/‘Formula : - , : Monitoiing o Sheit
(if applicable) . Report, Memo, etc.)
¢ PROCESSING OF e Requests for posting e Monthly e RIO e Monitoring Log Sheet
REQUESTSFOR received processed 90% Total no. of processed requests submitted e QME
POSTING OF PRESS within the day within daily cut-off time for the month
RELEASES AND e X100%
INFORMATION TO Total no. of requests received within daily
DILG-RO12 cut-off time for the month
WEBSITE AND
SOCIAL MEDIA
ACCOUNTS
Reviewed by: | Approved by:
,
CLOTMM S. NANDING HERESA BAUTISTA LAILYN % iZ, CESE REYNALDOM, BUNGUBUN}, CESO IV
Process Owner Deputy QMR Regional QMR ( Top Managemertf




Republic of the Philippines
DILG - REGION 12 (SOCCSKSARGEN)

PROCESS QUALITY MONITORING AND

Document Code
E-QP-R12-0ORD-31

10.01.17

EVALUATION (QME)
OFFICE ORD - LGRRC
PROCESSING OF REQUESTS FOR POSTING OF PRESS RELEASES AND INFORMATION TO DILG-R0O12 WEBSITE AND SOCIAL MEDIA
PROCEDURE TITLE AEEEORTS

OBJECTIVE STATEMENT | 90% of processed requests submitted within daily cut-off time

CURRENT PERIOD

INDICATORS JAN FEB MAR | APR | MAY | JUN JUL | AUG | SEP | OCT | NOV | DEC | TOTAL

Objective 1: 1.90% of processed requests submitted within daily cut-off time
A | Total no. of processed requests submitted within daily cut-off time
B | Total no. of requests received within daily cut-off time

Formula: A x 100
¢ B

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

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

Target Result : 90%

Process Owner Division Chief / Deputy QMR




REPUbliC of the Phlhpplnes Document Code
DILG - REGION 12 (SOCCSKSARGEN) ME-OP-R12-ORD-31

PROCESS QUALITY MONITORING AND
EVALUATION (QME)

10.01.17

Prepared by: Reviewed by: | Approved by:

CLOTILDE BAI ROSSHELLE S. NANDING M 'SA BAUTISTA LAILYN M I1Z, CESE REYNALDQM. BUNGUBUNGQ, CESO IV

Process Owner Ditvision Chief / Deputy QMR Regional Quality Management Wt
Representative




RepLIbliC of the Phlhpplnes Docunient Code
DILG - REGION 12 (SOCCSKSARGEN) -QP-R12-ORD-31-01

PROCESSING OF REQUESTS FOR POSTING OF PRESS RELEASES AND
INFORMATION TO DILG-RO12 WEBSITE AND SOCIAL MEDIA ACCOUNTS Process

Summary Logsheet (PSL)
QUALITY OBJECTIVE: 1.90% of processed requests submitted within daily cut-off time

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

OBJECTIVE NO. 1 RESULTS REMARKS, IF

No. Control No. Particulars Date Date Total No. of
- . UNMET
Received | Submitted | DaeBue vt days elapsed \

Unmet

Prepared by: ' Noted by:

Process Owner Deputy QMR




Republic of the Philippines Document Code

'FM-QP-R12-ORD-31-01_

DILG - REGION 12 (SOCCSKSARGEN)
PROCESSING OF REQUESTS FOR POSTING OF PRESS RELEASES AND

INFORMATION TO DILG-R0O12 WEBSITE AND SOCIAL MEDIA ACCOUNTS Process
Summary Logsheet (PSL)

10.01.17

Prepared by: Noted by:
CLOTILDE BAI ROSSHELLE S. NANDING MA A BAUTISTA LAILYN A. %, CESE REYNALDOM. BUNGUBUNKE, CESO IV
Process Owner Division Chief/Deputy QMR Regional Quality Management Wt
Representative




Republic of the Philippines
DEPARTMENT OF THE INTERIOR AND LOCAL GOVERNMENT Dol ont Cotle

M-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_rol2@yahoo.com « Website: region12.dilg.gov.ph e -
ADMIN (083) 228-7960 » FINANCE (083) 228-7959 « LGMED (083) 877-2969  LGCDD (083)877 2971

Division: OFFICE OF THE REGIONAL DIRECTOR - LGRRC
MASTER LIST OF INTERNAL DOCUMENTS

REVISION
UMENT CODE DOCUMENT TITLE
e o0 | o1 | ez | o3 | 04 | 05
PROCESSING OF REQUESTS FOR POSTING OF PRESS RELEASES AND INFORMATION TO DILG-R012 WEBSITE AND SOCAIL MEDIA ACCOUNTS
Quality Procedure: Processing of Requests for Posting of Press Releases and
QFRILZ-LRD-51 Information to DILG-R0O12 Website and Social Media Accounts il
Quality Objective: Processing of Requests for Posting of Press Releases and
QRT3 Information to DILG-RO12 Website and Social Media Accounts 1040117
Quality Monitoring and Evaluation (QME): Processing of Requests for Posting
QME-QP-R12-ORD-31 of Press Releases and Information to DILG-RO12 Website and Social Media 10.01.17
Accounts
Processing of Requests for Posting of Press Releases and Information to DILG-
BMEP-RI 2Rk -0l RO12 Website and Social Media Accounts (PSL) Process Summary Logsheet ]
FM-SP-R12-03A-01 Master List of Internal Documents 10.01.17
FM-SP-R12-03B-01 Master List of External Documents 10.01.17
FM-SP-R12-03C-01 Master List of Retained Documented Information 10.01.17
FM-SP-R12-02-01A Risk Register - Objective 10.01.17
FM-SP-R12-02-01B Risk register - Process/Steps 10.01.17

CA HERINE A. MACION MAR | : AUTISTA
Regibnal Document Controller /~—TDeputy 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  (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

Division: OFFICE OF THE REGIONAL DIRECTOR —- LGRRC
MASTER LIST OF EXTERNAL DOCUMENTS

REVISION
00 01 02 03 04 05

PROCESSING OF REQUESTS FOR POSTING OF PRESS RELEASES AND INFORMATION TO DILG-R012 WERSITE AND SOCIAL MEDIA ACCOUNTS

Formal adoption and guidelines for the strategic communications
plan, brand identity manual, and the enhanced functions of the public
affairs and communications service

DOCUMENT CODE DOCUMENT TITLE

CATHERINE A. MACION ‘ ; AUTISTA

Regigmal Document Controller Deputy QMR




Republic of the Philippines
DEPARTMENT OF THE INTERIOR AND LOCAL GOVERNMENT DI PR Lo U
REGION XII '

Prime Regional Government Center, Carpenter Hill, Koronadal City, 9506
Tel/Fax Nos.: (683)228-6660 ¢ (083)228-1421 « Email: dilg_rol2@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 OF THE REGIONAL DIRECTOR - LGRRC

MASTER LIST OF RETAINED DOCUMENTED INFORMATION

FILING SYSTEM RETENTION PERIOD
FOLDER | SCHEME | ACTIVE |STORAGE| TOTAL
PROCESSING OF REQUESTS FOR POSTING OF PRESS RELEASES AND INFORMATION TO DILG-12 WEBSITE AND SOCIAL MEDIA ACCOUNTS

DISPOSAL

DOCUMENT CODE DOCUMENT TITLE CUSTODIAN | LOCATION

Posting of Information to DILG-RO12

QP-R12-ORD-31 : : .
Website and Social Media Accounts RIO - QP and

Posting of Information to DILG- Qo
QO0-QP-R12-0RD-31-01 RO12 Website and Social Media
Accounts Quality Objective
Posting of Information to DILG- _ 3vyears | 3years | 6years
RO12 Website and Social Media RIO - QME Sequential
Accounts Quality Monitoring and , by Month Shredding / Re;
. RIO Filer Box

Evaluation {Latest on use
Posting of Information to DILG- Top)
R0O12 Wehsite and Social Media RIO - PSL
Accounts Process Summary
Logsheet
FM-SP-R12-02-01A Risk Register Objectives RIO-RR
FM-SP-R12-02-01B Risk F%eglster. Proces's Tgast 1year | 2years
Website/Social Media/Press RIO - RF
Release Posting Request Form

QME-QO-QP-R12-0RD-31-01

FM-QP-R12-ORD-31-01




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

Document Code
FM-SP-R12-03C

10.01.17

01

Prepared by:

Noted by:

[

mwv*&l?
CLOTILDE BAI ROSSHELLE S. NANDING

MA RESA BAUTISTA
Process Owner

Deputy QMR




Republic of the Philippines
DEPARTMENT OF THE INTERIOR AND LOCAL GOVERNMENT
REGION XII

DocumentCode
. . FM-SP-R12-02-01A
Prime Regional Government Center, Carpenter Hill, Koronadal City, 9506 7 B
Tel/Fax Nos.: (083)228-6660 » (083)228-1421 » Email: dilg_ro12@yahoo.com « Website: region12dilg.gov.ph P e -
ADMIN (083) 228-7960 » FINANCE (083) 228-7959 « LGMED (083) 877-2969 » LGCDD (083)877 2971

RISK REGISTRY
(A) OBJECTIVE RISK ASSESSMENT
DIVISION: OFFICE OF THE ON - LG
PROCEDURE: PR
RISK ASSESSMENT RISK CONTROL PLAN
RELEVANT
EXISTING ACTION
RELEVANT INTERESTED | piyrpnriaL RISK CONSEQUENCE | por RPN | pLaN (if
CEIEGUIVE ISSUE(S) B RISK TRIGGER (Positiveor | conrpol, RISK LEVEL RIsle R S
to IP Matrix for Negative) IMPACT LIKELIHOOD | DETECTION | RATING S,NS | CONTROL | Priori z RESPONSIBLE TIMELINE | RESOURCE
s y MEASURE (L M, H) rating is
Requirements) ACTION by {enifi
No.j significa
nt)
Regional Focal | Operating Faocal No None L 3 1 15 L NS NA 3 NA NA NA NA
Persons, Divisions fail | Persondid | informationto
Division Chiefs | to submit notwritea | postat
requests for | news website
posting article and/or social
regarding media
0,
gnlﬁe?tfs the activity | accounts
re:;:?ve (; and Overlapping of conducted
<ted Regional office Process Process Process Request None 5 3 1 15 L NS NA 3 NA NA NA NA
pos activities Owner owner fails to | ownerison | remains
within the !
day process leave oron | pending/Dela
requests for | official y in posting of
posting travel information in
website
and/or social
media
accounts
RS RISK
T RISK RATING RISK LEVEL SESCRITTIEN ACTION REQUIRED RPN
No further action raquired (Retain risk by informed
IAPACT: 1-Insignificant 2-Minor; 3 4 4-Major; 5-Extreme 1-25 Not Significant decision) 3
LIKELIHOOD: 1-Rare; 2-Unlikely; 3-Moderate; 2-Likely; 5-Almost Certain 26-40 Not Significant Alest level hut no further action required for now 2
GETECTION 1 -Verylikely, 2-Likaly;3 - tow, 4-Remote S-Very
remate >40 Significant Control (e.y.. Treat/Mitigate Transfer, Terminate) 1
Risk Rating = Impact X Likelihood X Detection
Pre Reviewe Reco ending pro D d
.
< -
' .
CLOTILDE BAI ROSSHELLE 5. NANDING A E| ISTA IANJO EMENTE LAILYN @M,CESE REYNALDO NGUBUNG; 01V
Process Owner ’ —Deputy QMR Risk Review Committee Head Regional QMR /ﬁegional Director




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

| DocumentGode
| FM-SP-R12-02-01B

[ oo 10.01.17

ADMIN (083) 228-7960 » FINANCE (083) 228-7959 » LGMED (083} 877-2969 » LGCDD (083)877 2971
RISK REGISTRY
(B) PROCESS RISK ASSESSMENT
DIVISION:  OFFICE OF THE REGIO DIRECTOR - LG
PROCEDURE: ]
RISK ASSESSMENT RISK CONTROL PLAN
PROCESS
STEP (Based EXISTING
OONSEQUENCE
on the RISK B RISK RPN ACTION
pracedure’s POTENHALRISK TRIGGER {goslive o CONTROL RISK (Risk RISK | by AW (if risk
Key process Negative) MEASURE IMPACT LIKELIHOOD DETECTION RATING LEVEL S, NS Priority CONTROL rating is RESPONSIBLE TIMELINE RESOURCE
steps) (L 1, 1) No.) AGTION significant)
FOCAL NO INFORMATION | NONE 5 3 1 15 NS 3 NA NA NA NA NA
PERSON DID TO POST AT THE
NOT WRITE WEBSITE AND
NEWS SOCIAL MEDIA
ARTICLE ACCOUNTS
REGARDING
DELAYED POSTING ACTIVITY
CONDUCTED
PROCESSING DUETO
OF OFFICIAL
REQUESTS BUSINESS
FOR
POSTING
PROCESS REQUEST NONE 4 3 1 12 NS 3 NA NA NA NA NA
DWNER IS ON | REMAINS
LEAVE OR ON | PENDING; DELAY
OFFICIAL IN POSTING
FAILURE OF PAST ACTIVITIES TRAVEL
RISKASSESSMENT: RISKRATING RISK LEVEL REK ACTION REQUIRED ; RPN
DESLRIPTION
IMPACT: 1-Insignificant; 2-Minor; 3-Moderate; 4-Major; 5-Extreme 1-25 Not Significant | Na further action required (Retain risk by informed dedision) 3
LIKELIHOGD: 1-Rare; 2-Unfikely; 3-Moderate; 4-Likely; 5-Almost Certaln 26-40 MODERAE i Not Significant | Alert level but no further action required for now 2
DETECTION _ 1-Very likely, 2 - Likely;3 - tow, 4-Remote 5-Very remote >80 M Significant Control (e.g.. Treat/Mitigate Transfer, Terminate) 1
Risk Rating = Impact X Likelihood X Detection
Prepared by: Recommending Approval: Approved by:
CLOTILDE BAI ROSSHELLE S. NANDING IANJO EMENTE LAILYm, CESE REYNALDO'M, GUBUNG, C
Process Owner Risk Review Committee Head Regional QMR /Rﬁgional Director




