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g?&(éEDURE PROVISION OF VEHICULAR SUPPORT SERVICES
The procedure starts from receipt of Request for Vehicular Support by divisions/units
SCOPE . . .
until the completion of the trip.
To provide guideline for the availment of transport assistance to DILG Region XII
PURPOSE Personnel / Employee(s), Guest/s and Visitor/s and ensure efficient dispatch of DILG
Region XII's fleet of vehicles.
PROCESS DESCRIPTION
INPUT PROCESS OUTPUT
S ehiTEeThE Request Form (RVSS) PROVISION OF VEHICULAR Trip Ticket
UE
PORT SERVICES
UNIT > e S > GSS Chief
DESCRIPTIVE STATEMENT:

The Requesting Operating Unit will fill out the Request form. Upon approval thereof, vehicle is dispatched
and accomplished Trip ticket is submitted upon return.

Step Responsible
No. Personnel

PROCESS/ACTIVITY

Details

References

1 Division Chief

Requests for
Vehicular support
service

o Fill up and sign request
form and submit to Chief,
General Services Section

e Request Form
with supporting
documents

2 Chief, General
services Section

Receive and Evaluate
the request for
approval

e Receives and record in the
logbook

e Vechicle Request
form with
supporting
documents

3 Assigned Driver

Prepare required
documents for the trip

e Cause the preparation of
trip ticket and withrawal
slip

e Withdrawal Slip
e Trip Ticket

4 Chief, General
Service Section

Review and
Recommend

Approve VSS,( if
within Koronadal)

e Cause the initial in Vehicle
Request Form

e Sign Trip ticket and
Forwards toChief, Finance
And Administrative
Division

5 Chief, Finance

Recommend approval

e Review and approve Trip

e Vehicle Request

And Administrative | of the vehicle request Ticket Form with
Division o Affixe initial on the supporting
e Affix signature on Vehicle | documents
Request form and forward | e Withdrawal Slip
to Regional Director for | Trip Ticket
approval
6 Regional Approve/ Disapprove e Affixes signature and
Director request for vehicle forward to Chief, General

Services section
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QP-R12-FAD-16

~

LAILYN A&%, CESE

-

REYNALDO

l Approved by:

QUALITY e e
00 10.01.17 20f 3
PROCEDURE (QP)
Sl\tlep e 4 Y PROCESS/ACTIVITY Details References
0. Personnel
7 Chief, General Dispatch of Vehicle e Notify Security Guard on
Services Section duty
8 Assigned driver Transportation the e Accomplish and sign the
passenger Trip Ticket and submits
to Chief, General Services
Section upon return for
liquidation
9 Passenger/s e Sign Trip Ticket
10 | Process Owner Maintain Records e Updates the Vehicle e Vehicle
Request form Log Sheet Request
e Maintain Records in Form Log
accordance with the Sheet
Control of Records e SP-02-
Procedure and the Control of
Masterlist of Records Records
procedure
s
e Master
List of
Records
Prepared by: Reviewed by:

, CESO IV

IDeputy QMR

Regional QMR

rrimpmd_g
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Document Code

QO-QP-R12-FAD-16 |

00 10.01.17 lof 1
OBJECTIVE (QO)
OFFICE FINANCE & ADMINISTRATIVE DIVISION ~ GENERAL SERVICES SECTION
i PROCEDURE | pp0VISION OF VEHICULAR SUPPORT SERVICES
Key Performance Indicators (KPIs) Frequency of Responsible for | Applicable Documents
Function Objective Target Indicator,/Formula Monitoring Results Monitoring (e.g. Tracker,
; : Monitoring Log Sheet,
(if applicable) Report, Memo, etc.)
o PROVISION OF e Request processed e Monthly o GSS chief e Approved Vehicle
VEHICULAR (with Trip Ticket) 90% Total No. of requests processed (with Trip Request Form
SUPPORT SERVICES and forwarded to Ticket) & forwarded to CFAD within the e Accomplished Trip
FAD within the day day upon receipt Ticket
uponreceiptof | 000 | e X100
vehicle request Total No. of requests
e Vehicle dispatched Total No. of vehicle dispatched 30 minutes
30 minutes before 90% before departure e Monthly e GSS chief
departupe =~ | 0 [ eeeeeseseiieedddesandnesiosss X100
Total No. of vehicle requests

Prepared by:

ISMA

Reviewed by:

LAILYN mZ, CESE

Approved by:

REYNALDO UNGUBUNG;, CESO IV

{ Proce§

Regional QMR

Re(gional D)Peftgr(

\_/
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Republic of the Philippines

Document Code

DILG - REGION 12 (SOCCSKSARGEN) QME-QP-RIZ-FA-16
PROCESS QUALITY MONITORING AND oo, it L pase
EVALUATION (QME)

OFFICE FINANCE & ADMINISTRATIVE DIVISION - GENERAL SERVICES SECTION

PROCEDURE TITLE PROVISION OF VEHICULAR SUPPORT SERVICES

1. 90% of requests processed (with trip ticket) and forwarded to CFAD within the day upon receipt of Vehicle Request

HIRJEELIXEST O LEMEN T 2. 90% of vehicles dispatched 30 minutes before departure

CURRENT PERIOD

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

Objective 1: 90% of requests processed (with trip ticket) and forwarded to CFAD within the day upon receipt of Vehicle Request

A | Total No. of requests processed (with trip ticket) and forwarded
to CFAD within the day upon receipt of Vehicle Request

B | Total No. of vehicle request

Formula: A x 100

B Target Result: 90%

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

Objective 2: 90% of vehicles dispatched 30 minutes before departure

A | Total No. of vehicle dispatched 30 minutes before departure

Total No. of requests

Formula: A x 100

B Target Result: 90%

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

Note: For unmet targets, concerned QMS Secretariat shall initiate correction and corrective action using the Corrective Action Report (CAR) and attach it to this form.
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DILG - REGION 12 (SOCCSKSARGEN) QME-QP-RIZ-AD16
PROCESS QUALITY MONITORING AND B A O
EVALUATION (QME)
Prepared by: ' Noted by:
Process Owner Division Chief / Deputy QMR
Prepared b -

IS

@TE@ DE T)SUCOL LAILYN A.é(‘)m, CESE REYNALDO MBUNGUBUYNG, CESO IV

/ Pro\cesl OWIyér \ Deiu/t/ QMR Regional QMR Hégional Dir/ec/tg
e~ =%

X
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Republic of the Philippines

DILG - REGION 12 (SOCCSKSARGEN) FM-QP-R12-FAD-16-01
PROVISION OF VEHICULAR SUPPORT SERVICES e oLt one e

Process Summary Logsheet (PSL)

QUALITY OBJECTIVE: 1. 90% of requests processed (with trip ticket) and forwarded to CFAD within the day upon receipt of Vehicle Request
2. 90% of vehicles dispatched 30 minutes before departure

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

OBJECTIVE NO.1 RESULTS OBJECTIVE NO. 2 RESULTS
Ngi Bl ml\i‘r(:l(t):s
Requesting Unit i
Ko | Genmobip |Tavestogtioity| Dateand | Daipand | mieutes REMARKS, | Actual | Target | et=30 REMARKS,
Particulars Time Time (Target=1| Met | Unmet Time of | Time for - Met Unmet

. IF UNMET | . . minutes IF UNMET

received | processed | WD upon Dispatch | Dispatch before

seceipl) departure)

Prepared by: Noted by:

Process Owner Deputy Q. MR
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DILG - REGION 12 (SOCCSKSARGEN) FM-QP-R12-FAD-16-01
PROVISION OF VEHICULAR SUPPORT SERVICES ienNo S bate e L Paze

Process Summary Logsheet (PSL)

Reviewed by: Approved by:
LS N 8
LAILYN mlglz, CESE REYNALDO M. BUNGUBJUNG, CESO IV
Regional QMR l{egional ];i'x’e(ctogN
N ——




Republic of the Philippines
DEPARTMENT OF THE INTERIOR AND LOCAL GOVERNMENT
REGION XII FM-SP-R12-03A-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 "éc‘)m Igo’?fj 1}“?2
ADMIN (083) 228-7960 ¢ FINANCE (083) 228-7959 « LGMED (083) 877-2969 « LGCDD (083)877 2971 = 2
Division: FINANCE AND ADMINISTRATIVE DIVISION (GENERAL SERVICES SECTION)
MASTER LIST OF INTERNAL DOCUMENTS
REVISION
DOCUMENT CODE DOCUMENT TITLE
00 [ o1 [ o2 [ 03 [ 04 [ o5

PROVISION OF VEHICULAR SUPPORT SERVICES
QP-R0O12-FAD-16 Quality Procedure: Provision of Vehicular Support Services 10.01.17
Q0-QP-R12-FAD-16 Quality Objective: Provision of Vehicular Support Services 10.01.17
QME-QP-R12-FAD-16 Qual}ty Monitoring and Evaluation: Provision of Vehicular Support 10.01.17

Services
FM-QP-R12-FAD-16-01 Process Summary Logsheet: Provision of Vehicular Support Services 10.01.17
FM-SP-R12-03A-01 Master List of Internal Documents: Provision of Vehicular Support Services| 10.01.17
FM-SP-R12-03B-01 Mast_er List of External Documents: Provision of Vehicular Support 10.01.17

Services
FM-SP-R12-03C-01 Master List of Retained Documented Information: Provision of Vehicular 10.01.17

Support Services
FM-SP-R12-02-01A Risk Registry (Objective): Provision of Vehicular Support Services 10.01.17
FM-SP-R12-02-01B Risk Registry (Process): Provision of Vehicular Support Services 10.01.17
FM-QP-R12-FAD-16-GSS-01 Trip Ticket 10.01.17
FM-QP-R12-FAD-16-GSS-02 Withdrawal Slip of Fuel 10.01.17
FM-QP-R12-FAD-16-GSS-03 Vehicle Request 10.01.17
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DEPARTMENT OF THE INTERIOR AND LOCAL GOVERNMENT
REGION XII .SP. 3 i
Prime Regional Government Center, Carpenter Hill, Koronadal City, 9506 FM ?P lezﬁ 03A 01 ,
Tel/Fax Nos.: (083)228-6660 « (083)228-1421 » Email: dilg_ro12@yahoo.com  Website: region12.dilg.gov.ph [“Z@‘é”g“w: ]icn)ﬁc‘);ﬂlf zpffz

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

Prepared by:

CATHERINE A. MACION
Regioni}l Document Controller
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DEPARTMENT OF THE INTERIOR AND LOCAL GOVERNMENT
REGION XII CP.R17.02R.
Prime Regional Government Center, Carpenter Hill, Koronadal City, 9506 P,‘?g WSP R?]{.fszq3B OL:]LH
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Division: FINANCE AND ADMINISTRATIVE DIVISION (GENERAL SERVICES SECTION)
MASTER LIST OF EXTERNAL DOCUMENTS

REVISION

DOCUMENT CODE DOCUMENT TITLE ly

00 or | o2 [ 03 | o4 | o5

PROVISION OF VEHICULAR SUPPORT SERVICES

CATHERINE A. MACION DENNIS/T. JUCOL
Regionafl Document Controller DepubeMR
14
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DEPARTMENT OF THE INTERIOR AND LOCAL GOVERNMENT
REGION XII -SPp. - s
Prime Regional Government Center, Carpenter Hill, Koronadal City, 9506 l:';lv\l WSP R;PZ 03C (?j](.ﬂ
Tel/Fax Nos.: (083)228-6660 e (083)228-1421 ¢ Email: dilg ro12@yahoo.com » Website: region12.dilg.gov.ph Qooo - 18011; 1ojf)2

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

Division: FINANCE AND ADMINISTRATIVE DIVISION (GENERAL SERVICES SECTION)

MASTER LIST OF RETAINED DOCUMENTED INFORMATION

DOCUMENT CODE DOCUMENT TITLE CUSTODIAN | LOCATION Foill;"é;c SYSESE/IME ACTI\I;ETESN’IT(I)CI)KIZCI}DERI(?I‘%TAL DISPOSAL

PROVISION OF VEHICULAR SUPPORT SERVICES

Quality Monitoring and Evaluation:
QME-QP-R12-FAD-16 Provision of Vehicular Support

Services PROVISION

Process Summary Logsheet: OF
FM-QP-R12-FAD-16-01 Provision of Vehicular Support ISMAEL L. CABINET |VEHICULAR| MONTHLY

Services BHTCUEH SUPPORT
FM-QP-R12-FAD-16-GSS-01 Trip Ticket SERVICES
FM-QP-R12-FAD-16-GSS-02  |Withdrawal Slip of Fuel
FM-QP-R12-FAD-16-GSS-03  |Vehicle Request

ISMAENL. PATADON DENN UCOL

( Proc&@fé’ Owneﬁ" ) DeM QMR
N
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DEPARTMENT OF THE INTERIOR AND LOCAL GOVERNMENT
REGION XH
Prime Regional Government Genter, Carpenter Hill, Koronadal City, 9506
Tel/Fax Nos.: (083)228-6660 » (083)228-1421 = Emall: 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

| FM-SP-R12-02-01A

10.01.17

RISK REGISTRY
(A) OBJECTIVE RISK ASSESSMENT

DIVISION: N, E V] - L SERVICES SECTION

PROCEDURE: PROVISION OF VEHICULAR SUPPORT SERVICES

RELEVANT RISK ASSESSMENT RISK CONTROL PLAN
INTERESTED EXISTING ACTION
RELEVANT CONSEQUENCE RISK S
1 RISK . | PLAN(f
OBJECTIVE ISSUE(S) EORIIES (f'ef er POTENTIALRISK. | RISKTRIGEER (Positive or Negative) | CONTROL | IMPACT | LIKELIHOOD |DETECTION| RATING R'SK,’“ EVEL S, NS CONTROL "f’ N. (st risk rating | RESFONSIBLE | TIMELINE | RESOURCE
to IP Matrix for MEASURE (L, M, H) ACTION | Priorig Mo =
Requirements) significant)
9 hicl
zgcfix::tv ;rolieesse d no available Delayed processing POl
S vehicle to DILG X1l conduct of activities | Overlappingof | of Vehicle Request, <
thh}n aday u.pon accommodate the personnel is hampered activities support to operations z?:_zd\:]elgi & : 4 12 L iE . 5 ha NA NA N
receipt of vehicle request is hampered q
request
90 % of vehicle Focal Designation
requests timely no authorized 1 7 person/process - of alternate
D 1 Delayed dispatch
dispatched (30 person to eILG;: ) e a);ef VeLsig]e; S owner is on De?g:ﬂgrs:mlz:tof person to 4 2 1 8 L NS NA 3 NA NA NA NA
minutes before dispatch Ressome travel or on sick Bl dispatch
departure) leave the vehicle
1 b . Policy on EsE
elayed dispatchin . : s
yofvehilzles ® | Damaged Vehicle Provision of vehicle | Vehicle use 5 2 4 40 SR S C 1
DILG XII not delivered causing | (! st.andby e e
personnel delays in DILG PPA Ve“t‘ge At
implementation 5
P Regional 4 2 1 8 L NS NA 3 NA NA NA NA
Office)
RISK ASSESSMENT: ) pamko | RISKIEVEL | RISKDESCRIPTION ACTION REQUIRED REN
IMPACT: 1-Insigniticant; 2-Minor; 3-Moderate; 4-Major; 5-Extreme / 1-25 L} Not Slgnificant No further action required (Retain risk by i 3
LIKELIHOOD: 1-Rare; 2-Unlikely; 3-Moderate; 4-Likely; 5-Almost Certain [ 26-40 MDDERATE Not Significant Alert level but no fusther action required for n 2
DETECTION _ 1 -Very likely, 2 - Likely; 3 - Low, 4§ L a0 Significant Control (e.g. Treat/Mirigate Transfer, Terming 1
Risk Rating = Impact X Likelihood X Detection

Prepar ' Reviewed by: Recommending Approval: Approved by:
/ 3 " < &
lSMA PATAPO IAN ﬁENTE LAILYN &, ‘ng, CESE W
Proc% Ow;sffer Risk Review Corfimittee Head Regional QMR | Bee/glonal Dl%r

O




Republic of the Philippines
DEPARTMENT OF THE INTERIOR AND LOCAL GOVERNMENT T
REGION XII ! -SP- -02-
Prime Regional Government Center, Carpenter Hill, Koronadal City, 9506 I. FM SP-R12 02-01B
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10.01.17

RISK REGISTRY
(B} PROCESS RISK ASSESSMENT

DIVISION: FINANCE AND ADMI TRATIVE DIVISION - GENE]
PROCEDURE: PROVISION OF VEHICULAR SUPPORT SERVICES
PROCESS STEP (Based STy e RISK ASSESSMENT RISK CONTROL PLAN
i D © (LOSEVE O | EXISTING RISK CONTROL MEASURE ) ACTION PIAN
on the procedure's key | POTENTIAL RISK RISK TRIGGER Negative) IMPACT | LikELHOOD | DETECTION | RATING RlS[K nkEVEL S NS FRIPNl ['RI:I:k RISK CONTROL, (if risk rating | RESPONSIBLE | TIMELINE RESonnCE
process steps) (LM, Hy riorig No.) ACTION |\ mificant)
Preta et Delayed Ovetlansing of Delaved processing of Scheduling of the use ofthe
rep) 4 . preparation of il 7 P € Motor vehicle (first come per 4 4 & 16 L NS NA 3 NA NA NA NA
documents for the trip . activities Vehicle Request
required serve)
a Focal person/process
aval |D ed proces Delayed l of
Recommends approval |Delayed procesing | o\ velor | Delaved approval o Designation of OIC 4 4 1 16 L NS NA 3 NA NA NA NA
of the vehicle request |of Vehicle request “ the vehicle request
on sick leave
: R delayed provision of
Delayed approval | Auth d signat
Apmovesyequestior | USel apnoml | Archanesleiginten | . c oot Designation of OIG 5 4 1 20 L NS NA 3 NA NA NA NA
vehicle of vehicle request is on-travel
request
pr0v1s.10n/dlspatch1ng : Delay.ed no aluthonzed person cor.ldlu.ct of DILG XII Deslgnation of QIC 5 4 1 20 L NS NA 3 NA NA NA NA
of vehicle request dispatching of _ |to dispatch activities hampered
RISK ASSESSMENT: RISK RATING RISK LEVEL RISK DESCRIPTION ACTION REQUIRED RPN
IMPACT: 1-Insignificant; 2-Minor; 1-25 R _low o Not Significant No further action required (Retain risk by informed decision) 5
LIKELIHOOD: 1-Rare; 2-Unlikely; 3~ 26-40 MODERATE Not Significant Alert level but no further action required for now 2
DETECTION 1-Verylikely, 2- Likely; >40 Significant Control (e.g.. Treat/Mitigate Transfer, Terrinate) 1
Risk Ratting = Impact X Likelihood X Detectjén P
: | Reviewedby: | Recommending Approval:
- 4
SMAEAY.. PATADON DE . SPCOL IAN JON S: MENTE LAILYN%, CESE
ProcfRs OwnerT eputy AMR Risk Review Committee Head Regional QMR / Regional Directj>
[




Republic of the Philippines

DEPARTMENT OF THE INTERIOR AND LOCAL GOVERNMENT

Document Code

FM-QP-R12-FAD-16-GSS-01

Region XI| Rev. No. |Eff. Date Page
DRIVER'S TRIP TICKET 00 10.01.17 iofl
Trip Ticket No.: Date:

L TO BE FILLED-UP BY THE DISPATCHING PERSONNEL OF THE VEHICLE
1. Name of Driver of the vehicle:
2. Government vehicle/plate number to be used:
3. Name of authorized passenger/s:
4., Place/s to be visited:

5. Purpose of trip:

6. Date and time vehicle is needed and return:

7 REMARKS:
ISMAEL L. PATADON
Admin Aide IV/OIC Chief, MPS Unit RO# 2008-26 dtd 3/13/08
APPROVED: OIC-Chief, Gen Services Section RO# 2013-131 dtd 10/3/13

DENNIS T. SUCOL, MPA
Chief, Finance and Administrative Division
Il. TO BE FILLED-UP BY THE DRIVER AFTER END OF TRIP

1. Time of Departure from office/garage: AM/PM
2. Time of return to office/garage: AM/PM
3. Approxiately distance travelled (to/from) Kms.
4. Fuel purchased/issued and consumed:
a Balance in tank Liters
b Issued from stock Liters
¢ Purchased outside Liters
d Donation Liters
e Total R Liters
f Deduct from trip Liters
g Balance from trip Liters
5. Speedometer readings, if any:
a At the beginning of the trip kms
b Atthe end of the frip kms
¢ Distance travelled kms
6. Remarks:
Il . VEHICLE TRIP LOG
e D o[ BE e
DATE DEUPR';RT ARRIVAL FROM TO KMS MED wehicle mentioned for official

business as mentioned above:

| HEREBY CERTIFY to the correctness of the above statement of record of travel.

ATTESTED BY:

CERTIFIED CORRECT:

Driver
ISMAEL L. PATADON

Admin Aide M/OIC Chief, MPS Unit RO# 2008-26 dtd 3/13/08
OIC-Chief, Gen Services Section RO# 2013-131 dtd 10/3/13

Prepared by:

ISMAEL L. PATADON

| Reviewedby: | Apbrovedby:

~

DENNIS T. SUCOL LAILYN K. 1Z, CESE REYNALDO M. BUNGUBUNG, CESO IV

Process Owner

Deputy QMR Regional QMR Regional Director
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Rev. No. Eff. Date Page
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Republic of the Philippines
DEPARTMENT OF THE INTERIOR AND LOCAL GOVERNMENT
Region Xil, Koronadal City

WITHDRAWAL SLIP
DATE:
Seriest#:
The Manager
VJ PUMP N' GAS STATION
Koronadal City
Sir:
Please issue to
Driver of Plate No.
ltrs. DIESEL
Thank You.
REYNALDO M. BUNGUBUNG, CESO IV
Regional Director
Received by:
Driver
NOTE:

GALLON ARE NOT ALLOWED FOR MOTORVEHICLE

| Prepared by [Reviewedby: | Approved by:

.

ISMAEL L. PATADON DENNIS T. SUCOL LAILYN Am, CESE REYNALDO M. BUNGUBUNG, CESO IV
Process Owner Deputy QMR. Regional QMR Regional Director




