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PROCEDURE TITLE | CONDUCT OF FACT-FINDING INVESTIGATION

The procedure starts from the receipt of the order from the Central Office

SCOPE for the conduct of fact-finding investigation and ends with the release of
fact-finding investigation report to the Central Office
PURPOSE To clearly define the process of conducting fact-finding investigation
PROCESS DESCRIPTION
INPUT PROCESS ouUTPUT
Order for conduct of Fact-finding
Central _Fact-F CDND;JI%?:GF‘“CT' investigation  Central
Office Investigation Office
INVESTIGATION

DESCRIPTIVE STATEMENT:

Instructions are received by the Regional Office from Central Office directing the conduct of fact-
finding investigation. The Regional Director forwards the instructions to the Provincial Office,
which transmit the same to the field office, through the Cluster Head, having jurisdiction to
undertake proper action.

A Fact-Finding Report shall be submitted by the field office to the Regional Office, through
channels. The Regional Office then indorses the FFI Report to the Central Office.

Step | Responsible
%o. | Persssnel PROCESS/ACTIVITY Details References
1 | Regional Receive the order/directive Receive the order/ C.0.
Records to conduct fact-finding directive from Central Memorandum
Officer investigation Office in accordance
(RRO) with the records
management procedure
(RMP)
2 | RD/ARD Provide instructions Provide instructions to C.0.
the Regional Legal Memorandum
Officer
3 | Legal Receive the order/ directive Receive and record the | C.O.
Assistant with instructions order/directive in Memorandum
accordance with the
RMP Legal Incoming
Logbook
Forward to the Regional
Legal Officer for action
4 | Regional Prepare Referral to Provindal | Prepare the Referral CO.
Legal Office Memorandum Memorandum
Officer addressed to the
(RLO) Provincial Director R.O. Referral
forwarding the with attachments
order/directive with
instructions to take
proper action
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Responsibie
Personne! PROCESS/ACTIVITY Detalls References
Forwards the draft
memo to RD/ARD for
approval
S | RD/ARD Review and Approve the Review the draft | Approved
Referral Memorandum Referral Memorandum Referral
Memorandum
If acceptable, approves | with attachments
by affixing his
signature.
Otherwise, returns the
draft to the Legal Unit
for revision.
6 | Legal Record and reproduce the Record the approved | Approved
Assistant documents Referral Memorandum Referral with

attachments

Photocopy  documents

for releasing and filing Legal Outgoing
Logbook

Forward to RRO for

releasing in accordance

with the RMP

7 | Regional Release of Referral Release documents in Referral with
Records Memorandum to concerned accordance with the attachments
Officer Provincial Office (RMP)

(RRO)

8 | Provincial Receive the Referral Receive and record the | Referral with
Records Memorandum with documents in attachments
Officer attachments accordance with (RMP)

(PRO)
Forward to Provincial
Director

9 | Provincial | Act on the Referral and Refer to Program Referral with
Director provide instructions Manager with attachments
(PD) instructions

10 | Program Act on the Instructions of the | Prepare the memo Provincial
Manager PD indorsing the referral to | Memorandum
(PM) the Cluster Head

concerned Referral with
attachments

Forward the draft memo

to PD for approval

11 | Provincial Review and Approve the Approve the memo by Provincial memo
Director Memorandum affixing signature after | with attachments

review
Release to Records

12 | Provincial Release of Memo to the Release the memo in Provincial memo
Records Cluster Head accordance with the with attachments
Officer RMP and transmit to
(PRO) concerned Cluster Head
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Step | Responsible
oo | Parconnel PROCESS/ACTIVITY Details References
13 | Cluster Conduct of Fact-Finding Receive and record the | Provincial memo
Head (CH) | investigation and preparation | documents with attachments
of report
Conduct fact-finding FFI Report
investigation, in
coordination with the
fleld officer concerned,
in accordance with the
Central Office guidelines
Prepare the Fact Finding
Investigation(FFI)
Report
2 Log and transmit the
FFI report to the
Provincial Office
14 | Provincial Receive the FFI Report Receive and record the | FFI Report
Records FFI Report in
Officer accordance with the Logbook
(PRO) RMP
15 | Provincial | Act on the FFI Report Prepare Memo outlining | Transmittal
Director the action taken and
(PD) indorse the FFI report FFI Report
to the Regional Office
16 | Provincial Release of the Transmittal Forward the report to Transmittal
Records with FFI report the Regional Office in
Officer accordance with the FFI Report
(PRO) RMP
Logbook
17 | Regional Receive the FFI Report from Receive report from FFI Report
Records P.0. P.0. in accordance with
Officer the RMP
(RRO)
18 | RD/ARD Provide instructions Provide instructions to FFI Report
R the Legal Officer
19 | Legal Receive the FFI Report Records the FFI Report | FFI Report
Assistant with instructions in accordance with the
RMP Legal Incoming
Logbook
20 | Regional Prepare indorsement to the Prepare indorsement to | Indorsement of
Legal Central Office the Central Office FFI Report
Officer
(RLO)
21 | RD/ ARD Review and Approve the Review the draft | Indorsement
indorsement indorsement with attachments
If acceptable, approves
by affixing his
signature.
Otherwise, returns the
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Step | Responsible
Mo | Seresianel PROCESS/ACTIVITY Details References
draft to the Legal Unit
for revision.
22 | Legal Record and reproduce the Record the approved | Indorsement
Assistant documents indorsement with attachments

Photocopy documents | Legal Outgoing
for releasing and filing | Logbook

Forward to RRO for
releasing in accordance

with the RMP

23 | Regional Record and release Release approved Indorsement
Records indorsement in with attachments
Officer accordance with the
(RRO) RMP

24 | Regional Retention of Records Retains records in Control of DI
Legal accordance with the procedure
Officer Control of Retained
(RLO) Documented Master List of

Information procedure Records
and the Master List of
Records.

miw

UREEN E. MALAZARTE, CPA, MBA, LLB ATTY.ARNALDO E. ESCOBER JR., CESOV
Accountant |1 ~ Assistant Regional Director
Process Owner Regional QMR
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QUALITY
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OFFICE OFFICE OF THE REGIONAL DIRECTOR - LEGAL UNIT
%urtl'!m FROCKIINE CONDUCT OF FACT-FINDING INVESTIGATION
Key Performance Indicators (KPI) l?requfen - Awﬂﬂblt'.:n'
Function Indicator/Formula < for n.;" Summary
Objective Target (if applicable) M;:t::;ng Monitoring lg' e
Memo, etc.)
Conductof (1) Orders for Fact- 85% No. of Orders for FFI conducted Quarterly | Regional Conduct of Fact-
Fact-Finding | finding within the prescribed period/ No. Director Finding
Investigation | investigation of Orders for FFl forwarded to PO Investigation
forwarded to x 100 Legal Officer | Summary Logsheet
the Provincial
Offices QMS
conducted Secretariat
within the
prescribed
period
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QUAL]TY HeviNo . Paic age
OBJECTIVE (QO)
Key P tors (KP Applicable
ey Performance Indica (KPI) Frequ fen oy Do fod
o Responsible Tracker, Monitoring
- Objective Target Bucabor (Fatmin Monitoring | for Monitoring | Log Sheet, Summary
(if applicable) Results Log Sheet, Report,
Memo, etc.)
2) FFI Reports 85% No. of FFI Reports transmitted to | Quarterly Regional Conduct of Fact-
transmitted to CO within 3 working days / No. of Director Finding
the Central FF1 Reports received from PO x Investigation
Office within 3 100 Legal Officer | Summary Logsheet
working days
upon receipt QMS
Secretariat

% PRalezpniy
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ALDOE. ESCOBE"& ,CESOV

MAUREEN E. MALAZARTE, CPA, MBA, LLB ATTY.
Accountant I] Assistant Regional Director
Process Owner Regional QMR
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OFFICE OFFICE OF THE REGIONAL DIRECTOR - LEGAL UNIT

PROCEDURE TITLE CONDUCT OF FACT-FINDING INVESTIGATION

OBJECTIVE STATEMENT 1. 85% of Orders for Fact-finding forwarded to the Provincial Office conducted within the prescribed period
" 2. 85% of FFI Reports transmitted to the Central Office within 3 working days upon receipt

CURRENT PERIOD For the Quarter ended

INDICATORS | Jan | Feb | Mar | Apr | May | june | july [ Aug | Sep | oct | Nov | Dec | Total
1: 85% of Orders for Fact-finding forwarded to the Provincial Office conducted within the prescribed period :
No. of Orders for FFI conducted within the prescribed period
No, of Order for FFI forwarded to PO
Formula: A/B x 100 | Target Result : 85%

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

uﬁeu:-g

2: 85% of FFI Reports transmitted to the Central Office within 3 working days upon receipt
No. of FF1 reports transmitted to the Central Office within 3 working days
No. of FF1 reports received
Formula: A/B x 100 | Target Result : 85%

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

Note: For unmet targets, QMS Secretariat will initiate correction and corrective action mmmmﬂm(m)mwbymm
| Quality Management Representative.

=nw>3

MAUREEN E. MALAZARTE, CPA, MBA, LLB ATTY.ARNALDO E. ESCOBER JR., CESO V
Accountant || Assistant Regional Director

Process Owner ' Regional QMR
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CONDUCT OF FACT-FINDING INVESTIGATION FM-QP-ROS-ORD-02-01
SUMMARY LOGSHEET o

07.01,19

UALITY OBJECTIVE: At least 85% of all Orders for Fact-Finding Investigation have been forwarded to the Provincial Offices and conducted within the prescribed per;

and 85% of the FFI Reports have been submitted to the Central Office within 3 working days upon receipt
tEQUENCY OF MONITORING : Quarterly

JRRENT PERIOD:
 Logbook ' . Dete | | Ovedate | Daterh | Daterm | : REMARK
. |Transaction|  Issues/ConcernsforFFt | Date | Forwarded | O™°FF | Reportwas | Report | NPY[No | (indicate
Eo b S _ Recelved (toProvincial| .~ |Conduct| " | receivedby |forwarded| " -
- (<°] NPO
Total

Result = Met/ TQP - NPY
No. of QP for the month

MAUREEN E. MALAZARTE, CPA, MBA, LLB ATTY. ARNALDO E. ESCOBER JR., CESO V
Accountant II _ Assistant Regional Director _




Republic of the Philippines
DEPARTMENT OF THE INTERIOR AND LOCAL GOVERNMENT
DILG Regional Office No. 5, Rizal St,, Legazpi City

regionS.dilg.gov.ph
Name of Division: OFFICE OF THE REGIONAL DIRECTOR - LEGAL UNIT

MASTER LIST OF MAINTAINED INTERNAL DOCUMENTED INFORMATION

N
DOCUMENT CODE DOCUMENT TITLE 00 1 o1 | Bumfg 03 _ [ 04 [ o5
CONDUCT OF FACT-FINDING INVESTIGATION f et Bl el
QP-ROS ORD- 02 Conduct of Fact-Finding lnvestlgatmn Quallty Procedure 07.01.19

QO-QP-RO5-ORD-02 Conduct of Fact-Finding Investigation Quality Objective 07.01.19

QME-QP-ROS-ORD-02  |Conduct of Fact-Finding Investigation Process Quality 07.01.19
Monitoring and Evaluation _

RRO-QP-RO5-ORD-02 Conduct of Fact-Finding Investigation Risk Register 07.01.19
Objective

RRP-QP-RO5-ORD-02 Conduct of Fact-Finding Investigation Risk Register 07.01.19
Process

RCP-QP-RO5-ORD-02 Conduct of Fact-Finding Investigation Risk Control Plan 07.01.19
and Monitoring Report

FM-QP-RO5-ORD-02-01 [Conduct of Fact-Finding Investigation Summary Logsheet | 07.01.19

ED‘LN/,:qINUZA ATTY.ARNALDO E. ESCOBER, JR., CESO V

LT. Officer | Assistant Reglonai Dlrector

| RegonalDocumentControler | Regional QUi _




Republic of the Philippines
DEPARTMENT OF THE INTERIOR AND LOCAL GOVERNMENT | FM-SP-R05-01B-01 l

DILG Regional Office No. 5, Rizal St. Legazpi City i T
region5.dilg gov.ph ' 07.01.19

Name of Division: OFFICE OF THE REGIONAL DIRECTOR - LEGAL UNIT

MASTER LIST OF MAINTAINED EXTERNAL DOCUMENTED INFORMATION

DOCUMENT CODE DOCUMENT TITLE REVISION/EDITION
CONDUCT OF FACT-FINDING INVESTIGATION
DILG C.0. EXERCISE OF GENERAL SUPERVISION TO| 04.01.08
Memorandum LOCAL GOVERNMENT UNITS
DILG C.0. CONDUCT OF FACT-FINDING IN THE| 05.06.13
Memorandum EXERCISE OF GENERAL SUPERVISION OVER
LOCAL GOVERNMENT UNITS
DILG C.0. REITERATING THE GENERAL GUIDELINES IN| 10.17.14
Memorandum THE CONDUCT OF FACT-FINDING IN THE
EXERCISE OF GENERAL SUPERVISION OVER
LOCAL GOVERNMENT UNITS

/ w L
EDEN S. LANUZA ATTY. ARNALDO z.ssconzn,(]n.. CESOV
I.T. Officer | Assistant Regional Director




Republic of the Philippines
DEPARTMENT OF THE INTERIOR AND LOCAL GOVERNMENT

| FM-5P-RO5-02-01 l

DILG Regional Office No. 5, Rizal St., Legazpi City
http://regionS dilg.gov.ph o 070119 | 10f1
Name of Division: Office of the Regional Director- Legal Unit
MASTER LIST OF RETAINED DOCUMENTED INFORMATION
FILING SYSTEM RETENTION PERIOD
DOCUMENT CODE DOCUMENT TITLE  |CUSTODIAN| LOCATION FOLDER SCHEME ACTIVE |sToRAGE| TOTAL DISPOSAL
Conduct of Fact-Finding QMS Shelf 6 |Conduct of FFI - SL |Chronological |Permanent
Investigation Summary  |Owner
L_ogheet g - L=
Referrals to P.0.'s Process  |QMS Shelf2 |Referralsto P.0.'s |By Province/ 3 years |3 years | 6 years | Shedding
Owner | Chronological
Fact-Finding Investigation |Process  |QMS Shelf 3 |FFI Reports By Province/ 3 years |3 years | 6 years | Shedding
(FFT) Reports Owner {Chronological
QME-QP-RO5-ORD-02 |Conduct of Fact-Finding |Process |QMS Shelf 6 |Conduct of FFI - Chronological |Permanent
Investigation Process Owner QME
Quality Monitoring and
Evaluation
RRO-QP-RO5-ORD-02 |Conduct of Fact-Finding |[Process |QMS Shelf 6 |Conduct of FFI - Chronological |Permanent
Investigation Risk Owner RRO
Register Objective
RRP-QP-ROS-ORD-02 |Conduct of Fact-Finding [Process |QMS Shelf 6 |Conduct of FFI - RRP Chronological |Permanent
Investigation Risk Owner
Register Process

avisin) 3. PRolog i TS

%MN E. MALAZARTE, CPA, MBA, LLB

JR., CESOV

Accountant _ll

Assistant Regional Director




DILG REGION V
RISK REGISTER (PROCESS RISK ASSESSMENT)

OFFICE OF THE REGIONAL DIRECTOR - LEGAL UNIT

RRP-QP-RO5-ORD-02

CONDUCT OF FACT-FINDING INVESTIGATION

Regional Records

Officer (RRO) is on o
Receive the order/ directive Official Travel or sodbag Scheduling of L
to conduct fact-finding | e ) 1M routingthe | cave receiving the |, tivities and N | A
Order/ Directive Order/ e
investigation Directive Leaves -- ]
Simuitaneous
office activities/
Designate Officer-
Del Non availability of |Delayed
Provide instructions od rferral o the RD/ARD dueto |preparation of in:charge, in ciee Alert
Logal Unit multiple functions  |referral to PO AU of
P “ RD/ARD.
Non-availability of  |Non avatlability of Delayed |Delegate or
Regional Legal Officer |the Regional Legal release of |instruct legal No acti ired
Prepacationof Referral | ™ oreparereforral |OfMcor (M0) dusto| reforrattc |assistuntsto ey
letter multiple functions PO draft referrals
Delayed |Designate Officer-
Approval of the ‘!))felay s thg approval Non avallability of release of |In-charge, in case
appropriate referral |the RD/ARD due to Alert
WO m dum multiple functions relerraito |of Wkasnce of
emorandu |muitip! PO RD/ARD.
Acton the Referraland | Delayed referralto ~ [Bonavalablleyof ), g ppy - |Designate OIC,in o
provide instructions Program Manager multiple functions action PD




DILG REGION V
RISK REGISTER (PROCESS RISK ASSESSMENT)

OFFICE OF THE REGIONAL DIRECTOR - LEGAL UNIT

CONDUCT OF FACT-FINDING INVESTIGATION

Lack of personnel to Delapud Daltgis i
investigate/assist in the conduct of PM/CH and
verification; weather verification, | Field Officer
Pomronmdy Multiple task : non- concerned:
Act on the Instructions of the phical location of work overload: | oompliance conduct Alert
. the subject, political political climate in| 5 conduct | assessment on
climate In the area which subject LGU verification | the ground
may jeopardize the life of
the personnel
Comduct of fuct-Finding Multiple tasks, ;?uu?:;::ed mﬁm
investigation and Incomplete verification paliticl situstion jor unveitad lappropriess Alert
preparation of report issues officials
Unfavorable Del Use of internet in
Ral p weather condition; suban{;zion Sotuling siackrosiic
o F";.‘l’ T'a“;“"“" Delayed submission [Lack of couriers; |of Fact | 0P\ f the FFI Alert
i slow to no internet|Finding | P7" T
reception Report documsnts
Non-availability of Multiple task/ Delayed Delegate or
Prepare indorsement to the | Regional Legal Officer oy submission | instruct legal No action required
Central Office to prepare of FF1 Report| assistants to
indorsement commitments to CO draft reports
Multiple task and Delayed Desigante
Revle:v ﬂ;m.l Approvethe | No dea:lgn:md officer mm,:;mm of release of |officer in-charge No action required
orsement— - n charge RD/ARD report to CO
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RISK REGISTER (PROCESS RISK ASSESSMENT)

OFFICE OF THE REGIONAL DIRECTOR - LEGAL UNIT
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070119

CONDUCT OF FACT-FINDING INVESTIGATION

 POTENTIALRISK | RISKTRIGGER | CE (Positive BRI
-ﬁeclomlkmrda
elayed submission o Official Traveloron |Submission :
Record and release . L . Simultaneous |of FFI Report Activities and 3 3 9 NS Alert
office activities/ |10 CO Leaves
DIOQTams
Unable to retain Lost
Retention of Records |documented ::;"::n documented g“f'l'l‘“: backup | o 2 6 No action required
information e information »

.T.,.,. ey ma
e abtsshn .

IMPACT: 1-Insignificant; 2-Minor; 3-Moderate; 4-Major; 5-Extreme

1.7
MIKELIHOOD: 1-Rare; 2-Unlikely; 3-Moderate; 4-Likely; 5-Almost Certain 8-9
Risk Rating = Impact x Likelihood 10- 25

7. PPotlogpeey

MAUREEN E. MALAZARTE, CPA, MBA, LLB

“Not Sign

ificant

JESCRIPTION

No further action required (Maintain and sustain the existing control)

Not Significant Alert level (Maintain and sustain the existing control)
Significant Control (e.g Avoid or Treat/Mitigate, Transfer, Terminate)

ARNALDO E. ESCOBER, JR., CESO V

Accountant Il

Asslstg_[lt Regional Director
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RISK REGISTER (OBJECTIVE RISK ASSESSMENT)

OFFICE OF THE REGIONAL DIRECTOR - LEGAL UNIT

| RRO-QP-RO5-ORD-02 |

CONDUCT OF FACT-FINDING INVESTIGATION

The bulk of order for i
85% ofall | fact-finding may be too on
Ocdirs for.?act- many for a particular Nature of Order for luthorttytll:l
g | e ot ooyornon, | RETOME LS| e |, P
Investigation situation and compliance in the P‘“:“""; PO d“ administrative | ° ’;'r =
referred to P, | Beographicallocations |  cigns | conductotfact- | SVUELONERE | cage for non- Mhspatiuspio? 3 3 9 NS Alert
conducted | May cause difficulty in finding geographical location sumpliange to | Manasersand fle
withinthe | theconductof fact investigation | Ofthesubjectfor 14  vives "”"“""“““m’;‘*&“_
prescribed finding investigation verification/fact- and conduct fact-
period within the period finding J finding
prescribed; Lack of ! ; investigation
The period to release
rapare - Delayed Unfavorable weather |memorandum| sending authentic
submitted | logistical reasons (snall
Sare Falasad mafior physical Clients preparationand | condition; Lack of or electronic copies of 3 3 9 NS Alert
to the Central | transfer of the files g o i renbviendebsies "”“‘“’ﬁ’:"“" i oy
Office within3 | consume a lot of time e ption | e case for nony other supporting
working days | considering that there compliance St
are island provinces)
IMPACT: 1-Insignificant; 2-Minor; 3-Moderate; 4-Major; 5-Extreme 1-7 Not Significant (NS) | No further action required (Maintain and sustain the existing control)
LIKELIHOOD: 1-Rare; 2-Unlikely; 3-Moderate; 4-Likely; 5-Almost Certain 8-9 Not Significant (NS) Alert level (Maintain and sustain the mmg‘ control)
Risk/Opportunity Rating = Impact X Likelihood 10-25 Significant (S) Control (e.g. Avold or Treat/ Mitigate, Transfer, Terminate)

| “MAUREEN E. MALAZARTE, CPA, MBA, LLB ATTY/ARNALDO E. ESCOB
Accountant 11 ; ! Assistant Reg onal D

JR., CESOV
irector -1




