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- 	 DILG REGIONAL OFFICE 12 	 •tllrduulTgIltCflr mm n. 

	 I 

'.ILGJ QUALITY
QPRi2Luntuu't___ 

PROCEDURE (QP) 

PROCEDURE TITLE Processing of Issuance of Certificate of Recognition of Indigenous 
Peoples Mandatory Representative (JPMRJ  

SCOPE 	 This process stait from the receipt of request from NCIP up to the 
issuance of Certificate of Recognition  

PURPOSE 	 To define the process of issuing Certificate of Recognition for IPMRs. 

PROCESS DESCRIPTION  
INPUT 	i 	PROCESS 	 ou'rnrr 

ment 	 Recognition 
Processing of Issuance of 	 DuG 

NCIP 	Endorse 

	

Certificate of Recognition of J Certificate of 	
Province! 

Indigenous  Peoples Mandatoiy I 	 City 
Representative (IPMR) 

— 	DESCRIPTIVE STATEMENT: The NCIP endorses the IPMR to DILG Regional Office for the I 
Issuance of Certificate of Recognition. 

- 	Step I Responsible 1 PROCESS/ACTIVITY
I 	

Details 	I References No. 	Personnel I   
- CITY/MU I - CIPAL  LEVEL 	-- 	 - - 	 - 	 - 

I 	(/LGOO 	Receives invitation for 	Attends the scheduled 	Invitation Letter 
Selection Process 	selection process 

Receiving 

	

- 	 ________ 	Logbook 
2 	I C/MIIGOO 	- 	Prepares certification I PreparesCertificateof - Endorsement 

I 	 - 	 Validation II Certificate of 
I 	 Prepares endorsement 	Validation 
4 	

to NCIP Provincial 
Office  

C/MLUOU 	 Retains records 	I 	Maintains records 	Process 

	

I 	 I 	 Summary 
Logbook Sheet 

- REGIONAL OFFICE  
4 	Records officer 	Receives the - I Receives and records  

- 	 endorsement from I 	the endorsement 	Endorsement 
NCIP 	 I and supporting 

	

• 	 Routes the copy to the J 	documents 
- 	 t 	 I 	ORD 

Assigns the task -- 	Forwards to the - 
	

Roting slip w uith 
concerned division with 	attached 

instruction 	I 	documents 



DILG REGIONALOFFICE 12 

QUALITY e Infl' 

rnuttvunt tttrj 

o j 	DC/AI)C Reads the 
endorsement 

— 

	 8 	Division Chief/ 
	

Affixes signature 
Assistant 

Division Chief 

and endorsement 

Regional 

£ JL4ttflt 

Regional 
Director 

)'ssecretnry Releases the certificate 

S IITTj1Ifl1J III C!; 
ne n a 

00 	I 	10.01.17 	I 2o(3 

Forwards the 
endorsement to ADC 

with instructed 

ADC dsb.gns the task Lu 
Focal Person  

I Routing slip with 
attached 

documents 

Checks and verifies Endorsement 
endorsement as to 

completeness of the Certificate of 
requirements Affirmation 

If not complete and/or Certificate of 
found inappropriate, Validation 
returns the request to 

the MLGOO with Draft certificate 
instruction for 

appropriate action. Draft 
endorsement 

Prepares Certificate of 
Recognition 

Prepares endorsement_ 
Affixes signature and 
forwards to LGMED Draft certificate 
Records Officer for 

release Draft 

endorsement in the and 
outgoing logbook endorsement 

Forwards the certificate 
and endorsement to RD 
- 	 for signature  

ARD reviews the action Certificate of 
taken and affixes initial Recognition 

.l.ar,....4fl 	.......A 
tan 	

. 	
c.i.a 

endorsement 	. Endorsement 

RD affixes signature in 
the Certification and 

endorsement 
Logs and Forwards to Certificate 
the Records officer the 
certificate for release Endorsement 

7 
	

Focal Person 
	

Takes appropriate 
actions 



DIG REGIONAL OFFICE 12 

€i\ QUALITY 
fin 	#-.nn TV fiT 	tflfl% 

rnutcvunt ttr 

• tnxlii ira  ,ttrfl 

fl• 	 -' 	 I 
OF.s2iuivIEtrut 

r,a, 
iir —i--i 

00 10.01.17 I 303 

12 Records Officer Releases the certificate 
to die requesting party 

Logs and releases the 
certificate 

Certificate 

13 Process Owner 
CC the division concern 

— 	 Retains records - Maintains and 
Endorsement 

Certificate and 
updates records Endorsement 

Process 

Summary 

il 	 LA!LYNá1TIZ, CESE 
D Arv'rA 	

/ 
AL HA 	I 

Division eI/ Process 	 Cbl Owner 	 OMIt DeputyQMR  

!V r 
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