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e CURE | DILG LFPs MONITORING AND PROVISION OF TECHNICAL ASSISTANCE |
This procedure starts from the receipt of LGU request for monitoring and "
SCOPE provision of technical assistance until the issuance of Aide |
Memoire /report/letter of findings and recommendations to concerned parties. |
To provide the involved stakeholders of the current status, observations,
PURPOSE findings, recommendations, and provide technical assistance to LGUs with |
regard to the implementation of DILG LFPs. '
PROCESS DESCRIPTION
INPUT LGU Request PROCESS
:; relor n::mu ouUTPUT
" " Findings and
Requesting LGU Technical Assistance to LGUs Prnmaw
»
on DILG Locally-Funded Regional Office
Projects (LFPs)
|
DESCRIPTIVE STATEMENT:

The PDMU, upon official request for inspection or provision of technical assistance of the Local I
Government Unit (LGU), shall conduct a separate or joint inspection with DILG Field Offices to
monitor and render technical assistance in the implementation of the subproject concerned. The
DILG RO shall then send a letter of findings/recommendations gathered during the project visit,
copy furnished to concerned Provincial Offices and DILG Central Office, if necessary.

Step | Responsible PROCESS/ o i &
1 C/MLGOO Receive,record | Receives and records LGU LGU Request
and indorse LGU request. for
Request for Inspection/
Inspection/ Prepare transmittal letter and Monitoring
Monitoring send to the DILG Provincial Logbook
Office.

2 DILG Receive, record The Receiving staff receives, and LGU Request
Provincial and forward records the transmittal from the for
Receiving LGU Request to C/MLGOO with the attached Inspection/
Staff City/Provincial LGU Request. Monitoring

Director Logbook
Provide routing slip and
forwards to Provincial Director
for instructions.

3 DILG Peruse, route, Provincial Director peruse the LGU Request
Provincial file copy and request and route to the Focal for
Director, forward LGU person or Engineer. Inspection/
Provincial Request for Monitoring
Focal Person | Inspection/ The Focal Person or Engineer, Transmittal

Monitoring to upon consultation with the Logbook
the Regional Provincial Director, may
Office conduct desk review and draft
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reply letter, decide to undertake
the monitoring activity or
forward the same to the
Regional Office.

The Focal Person or Engineer
submits the draft reply to the
Provincial Director for approval.

If there are corrections, the
Provincial Director returns the
letter to the Provincial Focal
Person or Engineer for
modifications. The step is
repeated until the letter is
signed.

Once signed, the letter is
released to the LGU thru the
e o G/MLGOO, copy.furnished the
Regional Office. -

if the Proyincial Office decides
to undertake the monitoring
activity, the Focal Person or
Engineer coordinates with the
concerned C/MLGOOs and
prepares Travel Plan and Travel
Order for approval of the
Provincial Director.

The Provincial Focal Person/
Engineer shall conduct
monitoring with LGU
representative and provide
technical assistance to the LGU
whenever necessary.

The Provincial Focal Person /
Engineer shall conducts exit
conference with LGU
functionaries to discuss findings
gathered during the project visit
and recommends corrective
actions if necessary using the
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Step | Responsible PROCESS/
No. | Persommel | ACTIVITY _— P—

Aide Memoire Form which is
signed by the LCE and
monitoring team.

The Provincial Focal Person or
Engineer prepares Back-to-
Office Report (BTOR) for
perusal of the Provincial
Director.

The Provincial Focal Person /
Engineer shall then file the Aide
Memoire for document trailing,

if the request is to be forwarded
to the Regional Office, the Focal
Person or Engineer prepares
transmittal to the Regional

s nldfficeforsignature of the City/
§ Provincial Director.

If there are corrections, the
document is returned to Focal
Person or Engineer for
modification. The process is
repeated until the transmittal is
signed.

Once signed, the transmittal
with the attached LGU request is
transmitted to the Regional
Office.

The Provincial Office retain a
copy of indorsed documents.
4 Regional Receive, log, and The LGU request with attached Logbook
Records forward LGU transmittal are received by the LGU Request
Section Request for Records section, recorded, for
Inspection/ provided with routing slip and Inspection/
Monitoring to forwarded to ORD /OIC for Monitoring
the ORD/0IC recording and instruction. Transmittal
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Step | Responsible PROCESS
No. | Personmel | ACTIVITY o P—
5 RD/0IC/ Peruse, instruct, The ORD Staff receives and Logbook
ORD Staff record, and records the documents and LGU Request
route the routes to the RD / OIC. for
documents Inspection/
Upon perusal and instruction of Monitoring
the RD /OIC, the request with all Transmittal
the attachments is forwarded to Routing slip
the PDMU.

6 PDMU Staff / | Receive, record, PDMU staff receives and records Logbook
PDMU Chief | peruse, route, the documents and route to LGU Request
/ Focal evaluate the PDMU Chief. for
Person/ request Inspection/
Engineer PDMU Chief peruse the request Monitoring

and route to Focal person / transmittal
Actual conduct Engineer. and/or
of inspection/ indorsement
monitoring The Focal Person or Engineer, Letters
activity, exit upon consuitation with the Routing slip
conference, “%ﬁﬁfm&y conduct desk Related
drafting of Back- | review and draft reply letter or Memorandu
to-Office decide to undertake the m Circulars,
Report/ Letter monitoringactivity. Joint MCs,
of Finding Guidelines,

In case the request is outside the such as but

purview of the Regional Office, not limited

prepare transmittal to the to:

Central Office or referral to

other agency /office, for initial of

PDMU technical staff and PDMU

Chief.

SALINTUBIG

If there are corrections / Guidelines:

revisions in the draft reply, the MCs 2012-83,

PDMU Chief shall return itto the | 2013-143,

concerned Engineer / Focal 2014-96,

Person for modification. The 2015-74,

process is repeated until the 2016-49 and

documents are countersigned. 2017-73,2018-

47.

If monitoring activity is

necessary the travel order, BUB Guidelines:

travel plan and draft advisory MCs 2013-066,

with the attached LGU requests | 2014-78,and

are forwarded to the RD/OIC for | 2015-45.

signature.
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LGU together with the DILG
Provincial Office Personnel.

The PDMU Focal Person or
Engineer shall conduct exit
conference to LGU functionaries
of the findings gathered during
the project visit and
recommends corrective actions
if necessary using the Aide
Memoire Form which is signed
by the LCE and monitoring
team.

The PDMU Focal Person /
Engineer conducts Exit
Conference with the Provincial
Director / OIC or concerned
Staff to discuss findings and

project monitoring.

recommendations relative to the
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ADM Guideline:
In case there are modification/ JMC 2017-02
correction in the travel order/ and 03.
travel plan, it is routed back to
the Focal Person/ Engineer PCF Guidelines:
concerned; the step is repeated | MCs 2012-68,
until the action of this level is 2013-148,
approved. 2015-111,and
2016-167.
Once signed, the final reply
letter shall be transmitte to the | RAY Guidelines:
Provincial Office for MCs 2013-150,
dissemination and the travel and 2014-47.
order and travel plan are filed in
case monitoring activity is CMGP/
opted. KALSADA
Guidelines:
 coihie PDMU Foeal Person/ jMC 2017 02,
- ‘Engineer shall conduct
. monitoring and evaluation of SLRF
- the requested project to be Guidelines:
inspected together with the DPWH-DILG
concerned stakeholders in the JMC on SLRF
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Personnel ACTIVITY Detalle Ruliresins
The PDMU Focal Person or
Engineer prepares Back-to-
Office Report (BTOR) for
perusal of the PDMU Chief, RD,
ARD attached issued Aide
Memoire.
PDMU / Maintain copy A copy of the issued Aide Letter of
Process of letter and Memoire and letter is retained Findings,
Owner BTOR and kept by Process Owner for Back-To-
file and document trailing. Office Report
Logbook
PDMU/ Retain Retain documented information Control of
Process Documented in accordance with the Control Retained
Owner Information of Retained Documented Documented
a— l@m;ﬂpoced ure and the Information
i Masterlist of Retained
1 ‘Documented Infarmation Masterlist of
Rl : Retained
e Documented
information

Assistant Regional Director
Regional QMR

L@oO W Chiel)
Process'Ownar—

‘ BILG REGNS |
| CONTROLLED C27Y |
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OFFICE PROJECT DEVELOPMENT AND MANAGEMENT UNIT
.?;:hl ITY PROCEDURS DILG LFPs MONITORING AND PROVISION OF TECHNICAL ASSISTANCE
Key Performance Indicators (KPI) Applicable Documents
- "'q::“"’ Responsible (e.g. Tracker,
Function Indicator/Formula for Monitoring Log Sheet,
Objective Target (if applicable) Moiton8 Monitoring |  Summary Log Sheet,
:l Report, Memo, etc.)
1) Subprojects requested for 80% - number of subprojects | Quarterly LGU Letter Request
inspection are monitored / monitored within 15 working
CONDUCT inspected within 15 working days da sugon receipt of PMDU over DILGRO | Back-to-Office
MONITORING | upon receipt of PDMU. i _""W “of  subprojects and PO Reports (BTORs)
AND : ; requested for inspection Engineers,
PROVISION 2) LGU requests for project ' ' Quarterly Financial | Project Guidelines
OF monitoring are provided withi] 100% | -nesof LGUs provided with TAs Analyst,
TECHNICAL Technical Assistance or Aide or Ailde Memoire over no. of Technical | Monitoring / Summary
ASSISTANCE | Memoire during monitoring / requesting LGUs. Staff, Logsheet
TOLGUsON | inspection. PDMU Chief
DILG LFP Aide Memoire
3)) Back-to-Office Reports (BTORs) 80% - no. of BTORs prepared within | Quarterly
are accomplished within 5 working 5 working days over no. of Logbook
days after monitoring activity. requesting LGUs for inspection.

IS

XTROLLED CarY |
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PROCESS QUALITY MONITORING AND T R T
EVALUATION (QME) i

OFFICE DILG REGIONAL OFFICE V/PDMU

PROCEDURE TITLE DILG LFPs MONITORING AND PROVISION OF TECHNICAL ASSISTANCE

OBJECTIVE STATEMENT | 1. 80% of the LGU request/queries are provided with technical assistance and /or project monitoring

CURRENT PERIOD Monthly

2 Quarter 3¢ Quarter 4% Quarter Total

INDICATORS ! 1+ Quarter

Objective 1: Subprojects requested for inspection are monitgred Linspgctpd within.15werking days upon receipt of request letter.

A No. of requesting subprojects inspected #

B | No. of subprojects requesting for Inspection B P T

C | Formula: Target Result:
A/Bx80% B0%

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._

CILG RSCMS
CONTROLLED CQrPY




_. DILG - REGION V IQME-QP-ROS—ORD—M |

PROCESS QUALITY MONITORING AND I ]
EVALUATION (QME) i

i OBJECTIVE STATEMENT | 2.100% of LGU requests for project monitoring are provided with Technical Assistance or Aide Memoire during monitoring / inspection

CURRENT PERIOD Monthly

| ' .
INDICATORS ; 1% Quarter l Ao " SE— Total

Objective 2: LGU requests for project monitoring are provided with Technical Assistance or Aide Memoire during monitoring

assistance or Aide Memoire during inspection M Ay
wdm , _ 4

|

A | No.ofrequesting LGUs provided with technical i“"‘!"‘“wn—w« ]
5

B | No. of requesting LGUs for inspection

C | Formula: Target Result:
A/Bx 100% 100%

D | Gap Analysis: (In case the abjective 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.

DILG RSCNS

CONTROLLED C3PY

1
i
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PROCESS QUALITY MONITORING AND SN TR EETE
EVALUATION (QME)

OBJECTIVE STATEMENT | 3.80% of requesting LGUs for Inspection must have Back-to-Office Reports (BTORs) accomplished within 5 working days after inspection

CURRENT PERIOD Monthly
2 Quarter 3 Quarter 4* Quarter Total

INDICATORS 1% Quarter

Objective 2: Back-to-Office Report (BTORs) are accomplished within 5 working days after inspection

A | No.of BTORS accomplished within 5 days after | T
inspection '

No. of requesting LGUs for inspection

C | Pormula: Target Result :

A/Bx100% 80%

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.

i DILG R5C NS i

NTROLLED CO2Y j
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1 LGU requests/queries are provided with or project Pk (8 a0 sy pemio ]
2 LGU requests for project #re issued with Aide
3 Reguesting LGU for are plished with BTORS within 5 working days aftes inpecton
|
SEFERINCE FOR THE CONDAUCT OF st
PRCIGCTS FOR MONTORING MOMITORING WAS| ACTIVITIES CONDUCTED BURNSG MOMTORING, PROVISION OF TECHICAL ASSISTANCE
- CONOUCTED
aghook DATE OF SUBMITTLD
o, | et TICHMICAL ASSISTANCE SULD AIDE MEMOmE SACK TO OIICE REPORT
L asguasT reTon
e | e | e | omosene | voan | M | mow | v0 [ smevasoumon
SRMITED | L psovioomary | ruowess ACOMMDDATIONS b ok
[ coMPUANCE
e o e E (R¥S
|
L] A




DILG REGIONAL OFFICE V
RISK REGISTER (OBJECTIVE RISK ASSESSMENT)

OF THE REGIONAL
PROCEDURE TITLE  DILG LFPs MONITORING AND PROVISION OF TECHNICAL ASSISTANCE

RRO-QP-RO5-ORD-10

RISK ASSESSMENT
RESK ASSESSMENT
oermmssen (PURTAY  wcrwicon | cowmnon sasumy st/ S - d
OBECTIVE RELEVANTISSUMS) | PARTIES froer | EEEEE | gu/avon (o EBIESTARY 8ot 1 AN
Reuirements) OPPORTUNITY) Risk /Opportunitp] e
_ Crriagping ofice Conduct o punchinsting
{ activibes e fo lack of by DiLG Provincial
| manpower and vehiculer | Delayed deciaration of mhm
Subprojects requasted for Focsl P ' Subproects ma:ﬂruﬁ m;?lﬂm complation
INSpaction are moroned | Timelingss of vt 1o |Engmnesr POMU | not wieded / w"":“ cosiutiion NS o NS
[apected wibin 15 woking | wbprojects L300 St i m:;nmm Accompishment aflected [between RO asd PO
iy Upch feceipt of FOML POM Chved BMe |l achedie, romiaation of|  (may resull 1o nc-
wgent lasks, iack of avallment of PBB)  |-Priortization of projects
techrical capacty of et 90% and sbove
MLGOCs Jaccorpinhments
Abmence of notice of
LGUs necgsested for proect’s < LGU mgnatory o confem |Fallwre lo rectify negalive | Ciose coordingtion with
inspaction are issued with Aice ::“" LA iy I“"."’"’""" ";"“"’“ finings and commi [Sndings/ implement project (LG of the Monoring NS o
Memons Frgines timaling for rectified Lnluubm |Scheduls
acvor
Corduct o reguler
|Plansng corderences
Owertappeng office
Lbnaummml Focsi Pason/ | Incampiete, | activies dos tolackof | Delayed feedback o ;:uw|':~:r
| are pecompished withen § rmelingss of submmson ol [Engeesr, mnaccurtle | manpower and vehicwlsr | stakeholders thal wil Dot s o bl g NS M
working days afler monftering  [BTORs meh(mm support, hectic bavel | eventually result 1o delayed |0 P :
activiy POMU LGOOSta|  rept | schadule o acton
w Drat BTOR on the lsed
wpe e dey of ravel or | werking
day ofer travel
ASSESSMENT: _ RISK RATING ACTION REQUIRED
IMPACT) 1-Insigaif - Minor: 3k +-Major; 56 No hurther action Maintain and sustain the

HIRKELINOOD: 1-Rare; I-Unlikely; 3-Moderate: 4-Likoly; 5 Almost Cortain

Hisk/Opportunity Hating = [npact & Liksldood

-
L L B
gl. -~

Alert level (Maintain and sustain the existing control}

Comtrol (e.g Avold or Treat/ Mitigate, Transler,
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3 RISK REGISTER (PROCESS RISK ASSESSMENT)

OFFICE OF THE REGIONAL DIRECTOR - PDMU

PROCEDURETITLE  DILG LFPs MONITORING AND PROVISION OF TECHNICAL ASSISTANCE

nuupmﬂhr - POTENTIAL RISK RISKTRIGGER |  (Positiveor | CONTROL OPPORTUNITY | OPPORTUNITY MANAGEMENT PLAN
processsieps) | . . Negotwe) | mmasume | ™ o B el SHBIEES
: . (5 NS) | {For Significant Risk/Oppertanity)
nm.mm lam'nrw Absence of personnel, ] Delayed, incomplete LGUTMGOO © B
indorse LGU Request for documents received / | Overlapping activiies, various |  andlor inaccurate | directly communicate,
Inspaction / Moniforing logged / endorsed documents received detsits of documents | twuphose, o DILG | 3 NS M
q"‘m:mm e+ ‘i i '. o
Actusl conduct of inspection / g Concerned Enginser to i 2
monitoring acthvity, et Varistion change ) check of POW, snd : o
"’""'m““"‘“’ S s i er:l:'u::hrtm;; . T fother technical e
Ol Reprt otarof | dngs g monkng e [P TD | coageodon  (gomeet ot ., 3. NS -
Finding evaluation of projects inopaction of preject feview of BTOR :
Meintain copy of the report s [Absence / avsilabiy of personnel,
] I Overlapping activiies NS \.:'li
IMPACT: 1-Inaignifcant, 2. Minor, 3-Moderate; & Major, S-Extrems e farthar setlon res  (aaciin mad st the mmm
LIKELIHOOD: 1-Rare; 2-Unlikely; 3-Moderate; 4-Likely: 5-Almost Certain Alert level (Maintain and sustain the existi r_tg cohtrol)
| Risk Rating = impact X Likelihood Control (e Avoid or Tmatmlupte. Transfer, Terminate)

RSCMS
® J". C:EW




