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PROCEDURE (QP) 00 10.02.17 10f3
PROCEDURE TITLE ISSUANCE OF CERTIFICATE OF INCUMBENCY TO BARANGAY OFFICIALS
SCOPE This process starts from receipt of request (Transaction Slip) from Barangay Official up
to the preparation of Certificate of Incumbency by the C/MLGOO.
To define the standard procedures in the processing of request for issuance of Certificate
PURPOSE B . 4 Y
of Incumbency in accordance with existing guidelines.
PROCESS DESCRIPTION
INPUT PROCESS OUTPUT
PROCESSING BARANGAY
Bt T ction Sli OFFICIALS REQUEST FOR
Oﬁ?‘ gla" O > ® 15| ISSUANCE OF CERTIFICATE OF |_| Certificate of Barangay
< INCUMBENCY Incumbency Official
DESCRIPTIVE STATEMENT:

As standard procedure of DILG R5 in processing Barangay Officials request for Certificate of Incumbency, the
requesting barangay official submits the duly accomplished transaction slip to the C/MLGOO for verification,
and preparation of the Masterlist and Certificate of Incumbency.

barangay official is
included in the list of
incumbent barangay
officials.

2. Prepare Certificate of
Incumbency.

For csc
(Elective):

1. Verify if the name of
the requesting
barangay official is
included in the list of
incumbent barangay
officials.

2. Crosscheck the name
in the COMELEC List
of Proclamation and
Canvass.

Eligibility

Step Responsible
No. Persommel PROCESS/ACTIVITY Details References
1 C/MLGOO/ Staff Receive and log accordingly | Receive and record the | Transaction Slip
- (10 minutes) request. Logbook
Logsheet
Process Summary
Logsheet
2 C/MLGOO Receive and review request | For general/ reference
(3 days) as to purpose. purposes:
1. Verify if the name of | Transaction Slip
the requesting

Masterlist of
Barangay Officials/
BOIS

COMELEC
Proclamation and
Canvass

NTROLLED .OPY




L0 o DR

DILG REGIONV

QUALITY

PROCEDURE (QP)

| QP-RO5-LGMED-28 \

00

10.02.17 2of3

Responsible
Personnel

PROCESS/ACTIVITY

Details

References

3. Verify if the
requesting  elected
official has completed
1 full term.

4. Prepare Certificate of
Services  Rendered
(CSC-ERPO BOE Form
1(a) and Masterlist.

For csc

{Appoinﬂve)
Verify if the name of
the requesting
barangay official is
included in the list of
incumbent barangay
officials.

2. Review certificate of
appointment.

3. Verify if the
requesting appointive
official has completed
1 full term.

4.  Prepare Certificate of
Services  Rendered
(CSC-ERPO BOE Form
1(b) and Masterlist.

Eligibility

For Death Claim:

1. Verify if the name of
the deceased
barangay official is
included in the list of
incumbent barangay
officials.

2. Check other death
claim supporting
documents.

3. If complete, prepare
Certificate of
Incumbency.

Any appointment
documents (Oath of
Office, BOIS, Brgy.
Resolution,
Appointment)

C/MLGOO/ Staff

Release and log accordingly

Record and release the
certificate to the requesting
barangay official.

Logbook
Logsheet

Process Summary
Logsheet
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Definition of Terms
* BOIS- Barangay Official’s Information Sheet

* BODS- Barangay Officials Database System
e (CSC-ERPO BOE Form 1 (a) - Certification on Services Rendered in the Barangay (Elective Official)
* CSC-ERPO BOE Form 1 (b) - Certification on Services Rendered in the Barangay (Appointive Official)

Legal References:
1. RA 7160 “Local Government Code of 1991%;
2. Civil Service Comission (CSC) Resolution No. 1200865

GER / ATTY. ARNALDOE. ELOUISA T. PASTOR,
ESCOBER JR., CESOV CESO IV
A LGMED Chief Assistant Regional Director Regional Director
Process Owner m?‘:"sﬂ':'mi g Regional QMR Top Management
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QUALITY Rev. No. EIf. Date : Page
OBIECTIVE [QO) 10.02.17
OFFICE DILG (CITY/ MUNICIPAL LEVEL)
UALITY PROCEDURE
%TLE o PROCESSING OF REQUEST OF BARANGAY OFFICIALS FOR ISSUANCE OF CERTIFICATE OF INCUMBENCY
Key Performance Indicators (KPI) Applicable Documents
Indicator/Formula Frequency of | Responsible (e.g. Tracker,
Function (a) No. of DBCs received, consolidated |  popjtoring for Monitoring Log Sheet,
Objective Target and forwarded to NBOO for funding Results Monitoring Summary Log Sheet,
within the timeline Report, Memo, etc.)
Process request of 80% of request 80% Total number of requests acted
Barangay acted upon upon within three (3) working days
Officials for within from receipt of the request/ Quarterly C/MLGOO Monitoring Log Sheet
Issuance of three(3) transaction slip
working days
::ne:l?l:;aet: E from receipt of x 100% Summary Log Sheet
y of the Total number of requests received
request/transa
ction slip at the
city/municipal
office.

A pprove dB "

O D. RAMIREZ ATTY. ARNALDO E. ESCOBER JR., CESOV | ELOUISA T. PASTOR, CESO IV

GERARDO &LENN D.

RCES LGMED Chief Assistant Regional Director Regional Director
71T Prdosss Owner D'Vi"""sﬁ:::";‘;’:t i Regional QMR Top Management
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PROCESS QUALITY MONITORING AND T e ——

EVALUATION (QME) e
OFFICE DILG (CITY/Mub@IRAL LEWEizYions Office =
PROCEDURE TITLE PROCESSING OF REQUEST FOR ISSUANCE OF CERTIFICATE OF INCUMBENCY FOR BARANGAY OFFICIALS

OBJECTIVE STATEMENT To ensure timely action on request for the issuance of Certificate of Incumbency for Barangay Officials

CURRENT PERIOD

| INDICATORS l 1% Quarter [ 20 Quarter ] 3rd Quarter J 4th Quarter ! Total

Objective 1: 80% of request for issuance of certificate of incumbency acted upon within three (3) working days from receipt of the request
at the City/Municipal Operations Office, up to the release of certificate

A Total number of requests acted upon within
three (3) working days from receipt, up to
the release of certificate

B | Total number of requests received - Total
number of requests not yet due

C | Formula: A
— X100 Target
B Result: 80%

D | Gap Analysis: (In case the objective is not met, Absence of signatories; force majeure and incomplete documentary requirements
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.

Approved By

T

N D. BERCES OLIVIO D. RAMIREZ ATTY. ARNALDO E. ESCOBEA!., CESOV

LGMED Chief Assistant Regional Director tegional Director
Division Chief/Next
Process Owner Higher Supervisor Regional QMR Top Management
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DILG - REGION V (BIKOL)

Processing of Request of Barangay Officials for Issuance of Certificate of

Incumbency

QUALITY OBJECTIVE: 80% of Request for Issuance of Certificate of Incumbency to Barangay Officials
FREQUENCY OF MONITORING : Monthly

FM-QP-RO5-LGMED-28-01

RevNo.: Eff. Date: 10.02.17 Page: 10of1

-

T il

CURRENT PERIOD:
80% of the request of BO for Issuance of Cetificate of Incumbency acted upon
within three (3) working days from receipt of the request/ transaction slip REMARKS
Barangay/City/Municipality/Pro Indicate reason if
No. Ref. No. ngay/City/ pallty/ Name of Barangay Official {
vince Target is unmet or
Date Certifi f Date Acknowledged by Barangay NeY)
ate ificate of
Date Received P e Response Time Official
Prepared by Reviewed by
A
LGMED Chief
= o [Process Oymer, Deputy QMR
Approved by
TR, S L — A RARDQ.E ’ . RAMIREZ ATTY.ARNALDO E. ESCOBER JR, CESO'V
\\ DiLG RS QMS LGOO V LGMED Chief 0IC ARD
NONTROLLED COPY ¢




Department of the Interior and Local Government m
9!\ Regional Office 5 FM-QP-RO5-LGMED-28-01

Rizal St., Legazpi City ReviNoo | Eff Daie | 0 Page’! .

10.02.17

Customer Satisfaction Survey Form

Name: (Optional) Date:
Service/Assistance Requested/Received: Processing of Request for Issuance of Certificate of
Incumbency for Baran ci

Office Concerned: DILG Provincial Operations Office/ C/MLGOO
Dear Client,

We at DILG Camarines Sur Provincial Office endeavors to consistently provide effective services to meet our
client’s needs. In this regard, may we request you to help us improve our services by allowing us to hear your voice.

Kindly fill-up this survey form and reflect your impressions about our services on the issuance of certificate
of incumbency for barangay officials and the timeliness of our action/s on your request. Attached are the
Transaction Slip submitted to this Office as compared to the copy of certificates released/issued for the month in

survey.
Rating Scale Description of l isfaction
5 Very High
4 High
3 Moderate
2 Low
1 Very Low
Service Parameter Client Satisfaction Remarks
1.  Are all the names of requesting barangay
officials which were submitted for the month 1 5 3
of in transaction slip accurately
and completely reflected in the certificate
issued?
4 5
2. Areall the requests for the month of
timely issued with appropriate 1 2 3
certificate?
4 5
3. For the month of is the C/MLGOO 1 2 3
responsive to all your queries/requests?
4 5

A. Suggestion for improvement:

Approved By

A'T. PASTOR, CESO IV
Regional Director

3l‘op Management

ATTY/ARNALDO E. ESCOBER ov
0IC - Chlef 0 Admm Ofﬁcer FAD Assistant Regional Director

QMS Secretariat Head Regional QMR
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DILG PROVINCIAL OFFICE

CUSTOMER SATISFACTION SURVEY MATRIX

} FM-QP-RO5- LGMED- 28-02 t

ML Pate

10.02.17

Quality Objective: At least 80% average Satisfactory (3) and above (4, 5) rating from received Customer Satisfaction Survey Forms/Survey Tools
Schedule of submission: Every 5t working day of the ensuing month of the monitoring period
FREQUENCY TARGET RESPONSIBLE
N SAMPLE SIZE
PROGESS | GreopnoMERS of| MODEOF | SURVEYTOOL | Qeiotiny | ndisietse | RESPONSE |\ Clioi e
(Indicate th £ It}he rocess, e.g. field SURVEY Cndicate wieber same with the peresatige rou: RATE w tllfate : narr;e :
OFFICE th v nam‘i ° ? offices " (specify (55 Jowns o1 monitorin b (ensure that the : per?g]rmfe
e process as i JILICES; whether in specify the name Pl g customers for results can pecpuh I
appears in the LGUs/Officials/Employe A — period indicated P martnl ftan : monitoring the
document quality es, and/or the general poTHan Or opinsed) y in your process i\? o reliably represent | o tomer satisfaction
procedures) public) electronic) W quality objective g e::)i'il} = the “voice” of the objective and
(QO) form) customers) submitting reports)
Processing of
request for
C/MLGOO | Certificate of Barangay Officials Person Questionnaire Quarterly 80% 80% C/MLGOO
Incumbency for
Barangay Officials
GE O GLENN D. BERCES OLIVIQ D. RAMIREZ
GOOV LGMED Chief
/grocess Owner

repared By Reviewed By \]mm ed By

ELQUISA T. PASTOR

0IC - ChlefAdmm Officer - FAD Regional Director

QMR Secretariat Head

o

Assistant Reglonal Director
Regional QMR

Top Management




DILG PROVINCIAL OPERATIONS OFFICE ‘ FM-QP-RO5-LGMED-28-03 {

CSS Monitoring Log Sheet

00 10.02.17 lofl
QUALITY OBJECTIVE: 80% of Clients Satisfaction Survey (Activity Feedback Form) received with rating of satisfactory (3) and above (4, 5).
TATITLE: Processing of Request for Issuance of Barangay Officials Certificate of Incumbency
DATE CONDUCTED:
TOTAL NO OF PARTICIPANTS:
VENUE:
ADMINISTERING PERSONNEL:
Rating
No.
Criteria 1 Criteria 2 Criteria 3 Criteria Nth Total /Average Rating
TOTAL
RESULT (%) v

LGMED Chief

" (Process Owner Deputy QMR
Y L __ | ATTY 0 E. ESCOB JR,CESOV ELOUISA T. PASTOR, CESO IV
. . ”" Assistant Regional Director \ .
OIC - Chief Admin. Officer-FAD Regional Director
QMS Secretariat Head Reglonaé?uaﬁgj:;x::gement Top Management
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DILG PROVINCIAL OPERATIONS OFFICE

CSS Summary Logsheet

Office: ____City/Municipal Operations Office

Process / Service: Processing of request for Certificate of Incumbency for Barangay Officials

FM-QP-RO5-LGMED-28-04 l

Resa Now

EAL Date
10,02.17

dT

Survey Mode Unsatisfactory | Satisfactory or
No. ?::;s;::::ﬂ (in person, Client Name Da::egz?vl:;m and Below Above Rating Remarks, if any
electronic) (2,1) (3,4,5)
Total
% o
Prepared By
LGMED Chief
// Pfocess Owner Division Chief
AR o ELOUISA T. PASTOR, CESO IV
0IC - Chief Admin. Officer-FAD ” Assistant Regional Director Régional Director
- - liMS Secretariat Head Reglonal Quality Nanagement Top Management
\e\:\ DILG RS QMS : Representative
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" Republic of the Philippines |TM'M.E_‘°1A'01 |
DEPARTMENT OF THE INTERIOR AND LOCAL GOVERNMENT Ettgﬁiﬁj

DILG Camarines Sur Provincial Operations Office, Mabolo, Naga City
region5.dilg.gov.ph

Name of Bureau/Service/Division: City/Municipal Operations Office

MASTERLIST OF MAINTAINED INTERNAL DOCUMENTED INFORMATION

REVISION
DOCUMENT CODE DOCUMENT TITLE 00 | o1 I 02 l 03| 04 | 05
Processing of Request for Issuance of Certificate of Incumbency for Barangay Officials
Processing of Request for Issuance of Certificate of
QP-RO5-LGMED-28 Incumbency Quality Procedure

Processing of Request for Issuance of Certificate of
QO-QP-RO5-LGMED-2&  |Incumbency Quality Objective

Processing of Request for Issuance of Certificate of
QME-QP-RO5-LGMED-2g |Incumbency Quality Monitoring and Evaluation
Processing of Request for Issuance of Certificate of
¥ -Qp-Ros - LeMED -18-83 | Incumbency Process Summary Log Sheet
Processing of Request for Issuance of Certificate of
FM-QP-RO5-LGMED-2& _ |Incumbency Process Monitoring Log Sheet

ATTY. ARNALDO E.IESCOBE RJR., CESOV ELOUISA T. PASTOR, CESO IV
Assistant Regional Director Regional Director

QMS Secretariat Head Regional QMR Top Management
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Republic of the Philippines
DEPARTMENT OF THE INTERIOR AND LOCAL GOVERNMENT
DILG Provincial Operations Office. Mabolo. Naga Citv
region5.dilg.gov.ph

Name of Bureau/Service/Division: City/Municipal Operations Office

| FM-SP- SP-RO5-01B-01 \

Rev. No. Ef, Date Pa
00 10.02.17 1of1

MASTER LIST OF MAINTAINED EXTERNAL DOCUMENTED INFORMATION

DOCUMENT CODE

DOCUMENT TITLE REVISION/EDITION

o5

Transactlon Sllp

Master Copy of Certificate of Incumbency

Master Copy of Certificate of Service Rendered
(Elective) (CSC-ERPO BOE Form 1(a)

Master Copy of Certificate of Service Rendered
(Appointive) (CSC-ERPO BOE Form 1(b)

7’

MICHELLE R. ORTIZ Oll\ﬂg. ﬁMIREZ

ELOUISA T. PASTOR, CESO IV
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Republic of the Philippines i ﬁn—ms—mmu—u

DEPARTMENT OF THE INTERIOR AND LOCAL GOVERNMENT (e [ T |
REGIONAL OFFICE _____ l o0 | 00247 |
RISK REGISTER
REGION REGION 5 Original Date Prepared: RR Code
Revision [/ Dete 0
PROCESS Pr ing of request for of Certificate of incumbency for Barangay Officlals
PROJECT; Certificate of (ncumbency [ | i
RISK ASSESSMENT RISK CONTROL PLAN
RELEVANT | RELEVANT INTERESTED PARTIES CONSEQUENCE | 75 TING RISK CONTROL
ORICTIVE | ‘1ssuss) | (ter to 2 Mot for Requbements) | POTENTIALRISK |RISKTRIGEER)  (Phsthe o MEASURE MpaCY |LIKELINOO | DETECTI | L RPN (Risk “ﬂluﬂn’w‘h" RESPONSIBLI .
4 - Proy Ne)| - signiicant) .
4 3 1 12 3 NA NA NA
m:{:ml I:ff"‘ L Transaction Slip; 2. Proclamation and Updating of M\ list/datab
three(3) working Y [Comvass sarvice rendered lor tiective Delay in the Wconiets. [raiurt 1o g rero error in encoding data such
deys from |requirements/ [barangay officiall; 3. Any appointmaent poeiadalng ol rergin documentary |appropriate o iing 6 ol ralcdle
xp 10 the relesss of MOVs; absence |focumenta/MOV (oath of effice. barangay requirements |certificate h”:; 4 g
cortficate of sig Y o,
RISK ASSESSMENT: RISK RATIN “"_‘l RISK DESCRIPTION ACTION REQUIRED AN
MPAC 1-AugMicant, J-Minor, 3-Modeme. 1-29 et o further action required (Aetar T by miomed decition) 3
WEUNOD :MWML&- 540 oot Sgn et Alert tevel but o arther acton o now. 3
OITECTION 1 - - Vary Wk, 2 - - Low, 4- g oty w40 W{fl:Tmﬂmﬂﬂ,!’Ml! 1
Rink Rt - Y o
A
pared By R vid ‘ By Recr.mmending App-ovrl Prepae
7 g g - AAN A~ p ) 1%
GERARDO GTENN QLEERCES 0 .?!h 3 BLDARICO . RAZAL JR. ATTY. ARNATSO T Bt oBEl M FLOUNSA T, PASTOR, CES(
GMED Chief LGOO VI / Regional Director ____Regional Director

o~ Byofess Ownar Daputy QMR ist Review Committea Head Raglonsl QMR Top Management

_}Mfg A

- dmin Anmmmmiumr .
QMS Secretarist Head Deputy QMR —Naglonsl MR __ -

NILG R5 QMS




