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PROCEDURE ENDORSEMENT OF APPLICATION FOR STUDY GRANT OF LOCAL GOVERNMENT
TITLE OFFICIALS & EMPLOYEES
SCOPE This process starts from the receipt of the application for study grant of local officials or
functionaries by the C/MLGOO for endorsement to BLGS or LGA.
PURPOSE To define the standard procedures of processing request for APPLICATION FOR STUDY
GRANT OF LOCAL GOVERNMENT OFFICIALS & EMPLOYEES
PROCESS DESCRIPTION
INPUT PROCESS OUTPUT
APPLICATION
REQUESTING LETTER with " ENDORSEMENT FOR STUDY ENHCRSEMENT . CENTRAL
UNIT complete "| GRANT OF LOCAL GOVERNMENT >
attachments OFFICIALS & EMPLOYEES OFFICE
DESCRIPTIVE STATEMENT:

The requesting unit submit the application letter with complete attachment through channels for

endorsement to BLGS/LGA.

Step Responsible PROCESS/ACTIVITY Details References
No. Personnel
A | PROCESSING OF REQUEST
CITY/MUNICIPAL LEVEL
- checks completeness of -Application letter
-Receives application document with complete
1 C/MLGOO letter with complete ‘ attachment
attachment - endorses the document -endorsement of
to Provincial Office C/MLGOOs
\ .
| |
PROVINCIAL LEVEL
-routes to Provincial -Endorsement of the
; : Director for disposition of | C/MLGOO with
o -Receives /retrieves .
2 Receiving Clerk ——— document application letter &
-Clerk routes to Focal attachments

Person

3 Focal Person

-prepares the
endorsement

-submits to Program
Manager for review

-draft endorsement

4 Program Manager

-reviews action taken

-review the draft
endorsement for
appropriateness and affix
initials

-endorsement with
the application and
attachment

5 Provincial Director

- signs the
endorsement

- final review and affix
signature

-signed endorsement
with the application
and attachment

6 Releasing Clerk

-releases the

-scans and email the

-scanned document

document document to RO
REGIONAL LEVEL
| - receives the | -marked receive  the | - Provincial
document document endorsement and

7 Receiving Clerk

J

-log in the record book

scholarship
application with
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Step | Responsible PROCESS/ACTIVITY Details References
No. Personnel
-route to Regional Director | complete
for appropriate action attachments
-route to LGCDD
8 - Provincial
. endorsement and
-receives, logs, and route .
o ; scholarship
Receiving Clerk, -receives the the document to the anlication with
FAD document Division Chief for | PP
; : complete
instruction
attachments
-routing slip
9 - Provincial
endorsement and
-review and route the | -review the document and | scholarship
Chief, FAD document with instruct the focal person | application with
instruction for appropriate action complete
attachments
-routing slip
- Provincial
: endorsement and
- review the documents as .
: scholarship
Regional Focal -processes the to completeness s .
10 . . application with
Person document - - prepares the
complete
endorsement
attachments

-draft endorsement
- Endorsement of
scholarship

-Final review of

. - final review and , documents _ .
K. | Cioel Fad forward to ORD - affix initial to the Bpplication With
endorsement complete
r attachments
[ - Endorsement of
. scholarship
12 | ARD “aeuntersige tive -initials the document application with
document
complete
attachments
- Endorsement of
scholarship
13 |RD -final signatory -signs the document application with
complete
attachments
. -final disposal of the -scans the document and
1% | Recapds/Ofiger documenpt email to central office
- Retain generation - Control of retained
records in accordance documented
with control of information
15 | Process Owner - Retains records retained documented procedures and
information masterlist of
procedures and records

masterlist of records |
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