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

QUALITY
PROCEDURE (QP)

'l;':{T(;‘(éEDURE PROCESSING OF PERSONNEL REQUEST OF ADMINISTRATIVE DOCUMENTS
SCOPE The process starts from the submission of request form for Administrative
documents by concerned personnel until its release.
PURPOSE To provide guideline on how to secure needed Administrative documents.
PROCESS DESCRIPTION
INPUT PROCESS OUTPUT
Administrative
R . PROCESSING OF Documents
Concerned BAHE e ;:gﬁgg‘pg‘; _ Concerned
Personnel | ADMINISTRATIVE R
DOCUMENTS
DESCRIPTIVE STATEMENT:

Administrative document/s are secured from the Administrative Division in support to various
official and personal transactions of personnel.

Step

Responsible

No. Personnel PROCESS/ACTIVITY Details References
1 | Concerned Submits request form | e Fills-out request form and e Request Form
Personnel submits to Personnel Staff
2 Personnel Receives and e Logs, controls and e Administartive
Staff evaluates request prepares needed Documents
form Administrative
documents and forwards
to Personnel Officer for
signature
3 Personnel Signs Service Records | e Affixes signature on e Service Records
Officer and reviews other Service  Record and and other
Administrative forwards other Administrative
Documents Administrative Documents
Documents for CAOQ'’s
initial
3 CAO Reviews and signs e Affixes initials and | e Administrative
Administrative forwards to RD for Documents (all
Documents approval kinds of
certification)
4 Regional Approves and signs e Affixes signature and | e Signed
Director Administrative forwards to Records Certification/s
Documents Officer
5 | Process Retain records e Update the Process e Process Summary Log
Owner Summary Log Sheet Sheet
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DILG - REGION 12 (SOCCSKSARGEN)

QUALITY
PROCEDURE (QP)

. Document Code

QP-R12-FAD-15

:'_ﬁ

Step | Responsible
No. Personnel

PROCESS/ACTIVITY Details References
e Retain records in e Control of
accordance with the Control Documented
of Retained Documented Information
Information Procedure and Procedure

the Masterlist of Records

e Masterlist of Records

Prepared by:
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l Reviewed by:
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% Approved by:
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Regional QMR




Republic of the Philippines
DILG - REGION 12 (SOCCSKSARGEN)

| Document Code

QUALITY
1001.17
OBJECTIVE (QO) Z
OFFICE FINANCE AND ADMINISTRATIVE DIVISION
e e PROCESSING OF PERSONNEL REQUEST OF ADMINISTRATIVE DOCUMENTS
Function Key Performance Indicators (KPIs) Frequency of Responsible for Applicable Documents
Monitoring Results Monitoring (e.g. Tracker,
Objective Target Indicator/Formula Monitoring Log Sheet,
(if applicable) Report, Memo, etc.)
e PROCESSING OF e Percentage of request Total No. of request processed within | ¢ Monthly e Personnel Officer e Monitoring Log Sheet
PERSONNEL processed within 90% 30 minutes upon receipt e Administrative
REQUEST OF thirty (30 minutes | | st X100 Documents
ADMINISTRATIVE upon receipt Total No. of request filed
DOCUMENTS
Prepared by: Reviewed by: Approved by:
4
CK;" HERINE A. MACION DENNIS T) SUCOL LAILYN j ORTIZ, CESE REYNALDOM. BUNGUBUNG, CESQO IV
| Process Owner Division Chikei /Deputy QMR Regional QMR /Regional Dirgefor
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DILG - REGION 12 (SOCCSKSARGEN) Document Code
PROCESS QUALITY MONITORING AND ME-QP-R12-FAD-15
EVALUATION (QME) . T
OFFICE FINANCE AND ADMINISTRATIVE DIVISION
PROCEDURE TITLE LEAVE ADMINISTRATION
OBJECTIVE STATEMENT 1. 90% of request processed within 30 minutes upon receipt
CURRENT PERIOD
INDICATORS Period | Period | Period | Period | Period | Period | Period | Period | Period | Period | Period | Period TOTAL

1 2 3 4 5 6 7 8 9 10 11 12

Objective 1: 90% of request processed within 30 minutes upon receipt

A | Total No. of request processed within 30 minutes upon receipt

B | Total No. of request filed

C | Formula:
A Target Result:
----- X 100% 90%
B

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

Note: For unmet targets of two (2) consecutive periods, concerned Deputy QMR initiate correction and corrective action using the Corrective Action Report (CAR) and attach it to this form.

Prepared by: Noted by:

Process Owner Division Chief / Deputy Q. MR
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PROCESS QUALITY MONITORING AND
EVALUATION (QME)

Document Code

QME-QP-R12-FAD-15

sl

00 | 100117 | 20f2 _

4

Approved by:
F] B
CA[{

HERINE A. MACION DENNI LAILYNH O’ﬁ‘TIZ, CESE REYNALDO M. BUNGUBUNG, CESO IV

| Process Owner Deputy QMR Regional QMR Eegional Diréctor
\_—
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PROCESSING OF PERSONNEL REQUEST OF ADMINISTRATIVE DOCUMENTS

Process Summary Logsheet (PSL)

QUALITY OBJECTIVE: 1.90% of request of Administrative Documents processed within thirty (30) minutes upon receipt

| Document Code

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

OBJECTIVE NO. 1 RESULTS
No. Control No. Particulars Date/Time Date/Time Target (within Met Unmet REMARKS, IF
Received Released 30 minutes UNMET
1
TOTAL

e R R T R R T

Process Owner Division Chief / Deputy Q. MR
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FM-QP-R12-FAD-

DILG - REGION 12 (SOCCSKSARGEN)
PROCESSING OF PERSONNEL REQUEST OF ADMINISTRATIVE DOCUMENTS

Process Summary Logsheet (PSL)

N . Date
17

10.0

Reviewed by:

3

F | L3
CJ HERINE A. MACION DENNISTT. SUCOL LAILYN 1 O:E I1Z, CESE REYNALDO M. BUNGUBUNG, CESO IV

| Process Owner Deputy QMR Regional QMR Regional D,ipe/ctor
> .
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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: regionl2.dilg.gov.ph
ADMIN (083) 228-7960 « FINANCE (083) 228-7959 « LGMED (083) 877-2969 « LGCDD (083)877 2971

Document Code

FM-SP-R12-03A-01

10.01.17

Division: FINANCE AND ADMINISTRATIVE DIVISION (PERSONNEL SECTION)
MASTER LIST OF INTERNAL DOCUMENTS

REVISION
E DE DOCUMENT TITLE
SRR 5 L 00 [ o1 [ o2 T 03 [ o4 [ 05

PROCESSING OF PERSONNEL REQUEST OF ADMINISTRATIVE DOCUMENTS

FM-QP-R12-FAD-28 REQUEST FORM 10.01.17 | 07.01.18
QP-R12-FAD-28 QUALITY PROCEDURE 10.01.17 | 07.01.18
QO-R12-FAD-28 QUALITY OBJECTIVE 10.01.17 | 07.01.18
QME-R12-FAD-28 QUALITY MONITORING EVALUATION 10.01.17 | 07.01.18
FM-QP-R12-FAD-28-01 PROCESS SUMMARY LOGSHEET 10.01.17 | 07.01.18

A

ZAIDEM. AMIL DENNIS T\ SUCOL
Regiobal Docydment Controller Division Chief / Deputy QMR
4
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DEPARTMENT OF THE INTERIOR AND LOCAL GOVERNMENT _Docuttient Code

FM-SP-R12-03B-01

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: FINANCE AND ADMINISTRATIVE DIVISIOSN (PERSONNEL SECTION)
MASTER LIST OF EXTERNAL DOCUMENTS

REVISION
T
DOCUMENT CODE DOCUMENT TITLE 00 | o1 [ oz | o3 | o2 | o5

PROCESSING OF PERSONNEL REQUEST OF ADMINISTRATIVE DOCUMENTS

CSC MC No. 24 series 2017 2017 Omnibus Rules on Appointments

and Other Human Resource Actions 2017

ZAI ~AMIL DENNIS™Y. SUCOL
Regidnal Docliment Controller Division Chief / Deputy QMR
4
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DEPARTMENT OF THE INTERIOR AND LOCAL GOVERNMENT L Pocumenttode
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
ADMIN (083) 228-7960 « FINANCE (083) 228-7959 « LGMED (083) 877-2969  LGCDD (083)877 2971

MASTERLIST OF RETAINED DOCUMENTED INFORMATION

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

PROCESSING OF PERSONNEL REQUEST OF ADMINISTRATIVE DOCUMENTS

PERSONNEL SEQUENTIAL BY SHREDDING/REH
FM-QP-R12-FAD-29 REQUEST FORM STAFF QMS SHELF REQUEST FORM CONTROL NUMBER 1 YEAR 1YEAR | 2 YEARS USE

{
CA')QIERINE A. MACION DENN . SUCOL

| Process Owner Division Chieﬂ/ Deputy QMR
4
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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-R12-02-01A

10.01.17

RISK REGISTRY
(A) OBJECTIVE RISK ASSESSMENT
DIVISION: IN. RATI IVISION
PROCEDURE: ESSIN RSONNEL R F ADMINI TIV] ENT:
RELEVANT CONSEQUE EXISTING RISK RISK ASSESSMENT RISK.CONTROL PLAN
v HUTBELS TED R cl ) ACTION
OBIRCTIVE ey PARTIES (rofer POTENTIAL RISK o s heE CONTROL e RISK RISK R e e e
S UE(S) 10 1 Aatricfor TRIGGER {Pasitive or MEASURE IMPACT | LIKELIHOOD N RATING LEVEL | $,NS§ CONTROL Priority e £ TIMELINE RESOURCE
Requicenients) Negative) & (LM, H) rating is
LTI fio/ significant)
Non-
Focal i Assistant Section
Delayed processing of the |person/proc coppliatice Chief processes
* 90% of request processed| Overlapping of . e o the i N
ithin thi (30] minutes regdonal and organic Personnel Request of  |ess owner is established administrative 4 1 1 4 L NS |NO ACTION 3 NA T NA NA
wit l'ty gl e personnel Administrative on travel or | © QMS documents on
uponreceipt central activities Documents is on sick behalf of the focal
leave Process and person
ARTA
RISK ASSESSMENT: RISKRATING RISKLEVEL RISK ACTION REQUIRED RON
i DESCRIPTION

IMPACT: I-Ing ignificant; 2-Mino 1 3-Mo demte: No further action required (Retain visk by info cmod

4-Major: §-Extre mu 1-25 | Not Significant decivion) 3
LIKELIHOOD: FRar; 2-Unlikely; 3-Modomte:

4-Likely: S-Almu st Cortain 26-40 MODERATE Not Significant Alert ferelbut no furtherovtion reguired to s now 2
DETECTION i~ Verylikely, 2 - Likely; 3 - Low. 1

4-Remote 5-Verywmote >40 Significant Contrel (¢.5. Troat:Mitigste Trans for, Terminute) 1

Risk Rating = Impact X Likelihood X Detection

Prepared by:

| Reviewed by: Recommending Approval: Approved by:

cAMN

A
HERINE A, MACION DENNIS T. BUCOL 1AN JON S. CLEMENTE LAILYN A.'ORTIZ, CESE REYNALDO M. BUNGUBUNG, ¢ESC IV
[ Process Owner Deputy MR Risk Review Committee Head Regional QMR Aegional Director /
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DEPARTMENT OF THE INTERIOR AND LOCAL GOVERNMENT Dovument Code
REGION XII -SP- -02-
Prime Regional Government Center, Carpenter Hill, Koronadal City, 9506 :FM L RlZFZ 018
Tel/Fax Nos.: (083)228-6660 » (083)228-1421 « Email: dilg_ro12®@yahoo.com ¢ Website: region12.dilg.gov.ph s TR

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

RISK REGISTRY
(B) PROCESS RISK ASSESSMENT

DIVISION: FIN AND INISTRATIVE DIVISION
PROCEDURE: PROCESSING OF PERSONNEL REQUEST OF ADMINISTRATIVE DOCUMENTS

RISK ASSESSMENT RISK CONTROL PLAN
ACTION
PROCESS STEP (Based on the ; 5 CONSEQUENCE EXISTING RISK RISK RPN (Risk RISK PLAN (if
¢ POTENTIAL RISK RISK TRIGGER . ECTI
procedure's key process steps) (Positive or Negative) CONTROL MEASURE | IMPACT |LIKELIHOOD DET';C 2 RATING| LEVEL | S,NS | Priority | CONTROL | risk rating RESPLOENSIB TIMELINE | RESOURCE
(L, M, H) No.) ACTION is
significant)
designated staff
Receives and evaluates No alternates/ Delayed evaluation of levaluates administrative
request form understudy; request form documents on behalf of 3 5 1 15 NS 3 NA NA NA NA NA
Focal person/process the focal person
OWREr is ot travel or | pelayed processing of
Reviews and affix initials in Overlapping of is onsickileave Service Records and des'g;a::_d St?ff "le"‘ews
Service Records and other | regional and central other Administrative at?eh:If':fI:hz?’osc:r 4 5 1 20 NS 3 NA NA NA NA NA
Administrative Documents activities Documents for person
approval
Delayed processing of Authorized Delayed approval of
Approves and signs Service Records and signatory is on Service Records and | designated OICsigns
-pr i £ . . © o 3 £ 3 2 g H 4 2 1 8 NS 3 NA NA NA NA NA
Administrative Documents | other Adminstrative travel oronsick | other Administrative as approver
Documents for leave Documents
Delayed release of Focal " designated releases
Releaseip! Parstiigel Persoinel Request of person/process Hen-cmpllaneste a(ig:xinistrative
Request of Administrative o i . the established QMS 5 2 1 10 NS 3 NA NA NA NA NA
Administrative owner is on travel documents on behalf
Documents : Process and ARTA
Documents or onsickleave of the focal person
RISK ASSESSIVIENT: RISK RATING RISK LEVEL RISK DESCRIPTION ACTION REQUIRED RPN
IMPACT: 1-Insignificant; 2-Minor; 3- 1-25 se OW ; 3 Not Significant No further action required (Retain risk by informed decision) 3
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; 3 4 >40 HIG Significant Control (e.g.. Treat/Mitigate Transfer, Terminate) 1
Risk Rating = Impact X Likelihood X Detection

Recommending Appr

CKTHER[NE A. MACION TAN JON STCLEMENTE LAILYN , CESE REYNALDO UNGUBUNG)\CESO 1V
| Process Owner Deputy/QMR Risk Review Committee Head Regional QMR Rfgional Director )
El






