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The process starts from the receipt of LGU request by the DILG Field Offices
up to the indorsement of the same to the BLGS by the Regional Office upon
ensuring completion of documenta uirements

To define standard procedure to facilitate LGU request for autherity to
purchase motor vehicles pursuant to DILG MC 2014-155 as amended by

DILG MC 2015-52 and DBM Budget Circular No. 2016-5 as amended by
DBM Budget Circular No. 2017-01

PROCESS DESCRIPTION

INPUT PROCESS OUTPUT
Processing of LGU Request for
Letter Request
Authority to Purchase Motor _indorsemegt
i el
LGU Request Vehicle CO/BLGS

DESCRIPTIVE STATEMENT:

Acquisition and use of luxury vehicles by local government units is strictly prohibited under
Administrative Order No. 15 s. 2011. This has been the norm for LGUs whenever they seek
Department Authority to purchase motor vehicles. DILG MC No. 2014-155 as amended by DILG
MC No. 2015-52 and DBM faiet‘clmilai‘- No. 2016-5 as'amended by DBM Budget Circular No.
2017-01 serve as the Guidelines on Motor Vehicles Acquisition by the LGU. These will be the
basis for the Divisions, Provincial, City and Municipal Offices in the processing of LGU request for
the purchase of motor vehicles:

Step = Responsible
No. Ravetmmsl PROCESS/ACTIVITY TL Details References

|

1 | MLGOO/CLGODO | Receive, record and | e Receive letter | e Letter

-1 review letter request request  from Request
from LGU requesting LGU | e AMV
and check the Checklist
completeness
and
appropriateness
of

documents
against the
Authority to
Purchase Motor
Vehicle (APMV)
Checklist

| o if documents
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PROCESS/ACTIVITY

Details

submitted are
incomplete,
return the
request to
concerned LGU

MLGOO/CLGOO

Indorse LGU request to
PO

Prepare
indorsement/tra
nsmittal jetter

Indorse to PO
via courier/hand
deliver

Record the
transaction in
the APMV

Monitoring Log
Sheet

e [ndorsem
ent/trans
mittal

e AMV
Monitorin

g Log

Provincial

|| Office Focal
Person/Admini
strative Aide

Receive ,record and
review the LGU
Request

Receive  letter
request  from
requesting LGU
and check the
completeness
and
appropriateness
of the
documents
against the
Authority to
Purchase Motor
Vehicle (APMV)
Checklist

If documents
submitted are

incomplete,
return the
request to

concerned LGU
(in cases where
the request is
directly

Request
AMV
Checklist
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DILG REGION V

) QUALITY
/) PROCEDURE (QP)

CONTROLLEZ COPY |

P 1 PROCESS/ACTIVITY Detaiis References
submitted to PO)
Provincial Focal | Indorse LGU request to Prepare e Indorsem
Person RO indorsement/tra ent/trans
nsmittal letter mittal
letter
Indorse to RO
via courier/hand * AMV
deliver Monitorin
g Log
Record the Sheet
transaction in
the APMV
Monitoring Log
Sheet
Regional Office | Receive, record the Record the e Regional
Records Officer | LGU request request in the Logbook
regional logbook for
for incoming incoming
communications communi
cations
Route to LGMED
LGMED Focal Receive, record and Record the Letter
Person/Admini | review the LGU request request in the Reques
strative Aide division’s AMV
logbook for Checklist
incoming
communications
Receive letter
request  from
requesting LGU
and check the
completeness
and
appropriateness
B - of the
DILG R5CAS




|

DILG REGION V

UALITY
ROCEDURE (QP)
Responsible
P ) PROCESS/ACTIVITY Details References
documents
against the
Authority to
Purchase Motor
Vehicle (APMV)
Checklist
it documents
submitted are
incomplete,
return the
request to
concerned LGU
7 LGMED Focal Indorse LGU request to Prepare e Indorsem
Person Cco indorsement/tra ent/trans
nsmittal letter mittal
letter
Indorse to CO
via courier/hand e AMV
il b ideliver Monitorin
g Log
Record the Sheet
transaction in
the APMV
Monitoring Log
Sheet
Maintain
records in
accordance with
control of
Records
Procedure and
Masterlists of
Retained
Documented
Information
Definition of Terms:
L ]
Legal References:
DILG RECGMS
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DILG REGION V
UALITY

ROCEDURE (QP)

_07.0019

¢ DILG Memorandum Circular 2014-155 dated 17 December 2014 as amended by DILG MC

2015-528

e Budget Circular No. 2017-01
e DBM Budget Circular No 2016-5 dated 22 August 2016

OLIVIO D. RAMIREZ

AHYXWMOEESCOAIECESOV

Division Chief

Assistant Regional Director

Deputy QMR

Regional QMR
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DILG REGION V

¢

UALITY QO-QP-RO5-LGMED-16
B'ECTNES Rev. Na EN Date 1age
DILG REGION V
'l"ITI.!! - o Processing of LGU Request for Authority to Purchase Motor Vehicles
KPI1 Applicable
Frequenc Documents (e.g.
Perfo Indica Mmoo T Monitoring Log
Functio Key rmance tor to
n Objective Target (Formula, if applicable) ng Monitoring M&Sw
Results
R <o \ Report, Memo,
: etc.)
e Process e Reviewthe | 80%of | Tdtal ;lq.’ of requests for Monthly APMV Focal | APMV summary
documents correctness | the APMV reviewed for Person Log Sheet
re: request and requests | correctness and
for completenes | process | completeness of the
Department s of the ed document three (3) days
authority to documents | within | upon receipt
purchase within the the NSRRI RERCESRSRNSES
motor prescribed | prescrib | === X 100
vehicle/s timeline per | ed Total no. of request received
level: timeline
per level
e Region:3
working
days upon
receipt of
the request
DILG RESCMS
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DILG REGION V

UALITY " QP-RBS-LGMED-! :
BJECTIVES i e
KPI
Tracker,
yof Responsible g
Function —— Key Performance Indicator | Monitor] for gt
(Formula, if applicable) ng Monitoring Log Sheet,
Results Report, Memo,
etc.)
e Province: 3
working
days upon
receipt of
the request
¢ City/Mun:
3 working
days upon
receipt of
the request
ILG R5GMS
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/P4  DILG REGION V

1\3 UALITY Rev, Na. P.MED'I
BJECTIVES |

“ KPI Applicable
Frequenc Documents (e.g.
yof | Responsible m:;’d“"m

Function Key Performance Indicator | Monitori for wing

Unsxctive b (Formula, if applicable) ng Monitoring | 5" Stmmary

Results Log Sheet,
Report, Memo,

etc.)

L./

. BERCES OLIVIO D. RAMIREZ ATTY. ARNALDO E. ESCOBER, JR., CESO V
Division Chief Assistant Regional Director
Deputy QMR Regional QMR
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(7", ")\ DILGREGIONV -
i y | QME-QP-RO5-LGMED-16
i PROCESS QUALITY MONITORING QME-QP-ROS-LGMED-16
Qergea? EVALUATION (OME)

OFFICE LOCAL GOVERNANCE MONITORING AND EVALUATION DIVISION

PROCEDURE TITLE | PROCESSING OF LGU REQUEST FOR AUTHORITY TO PURCHASE MOTOR VEHICLES

g:;m 1. 80% of the requests for APMV acted three (3) working days upon receipt

CURRENT PERIOD

| INDICATORS [Jan. | Feb, | Mar. | Apr. | May [ jun. | Jul | Aug. | Sept. | Oct. | Nov. | Dec. | Total |

Objective 1: 80% of the requests for APMV acted within three (3) working days upon receipt.

upon receipt

A| Total number of requests for APMV
acted within three (3) working days

L o

B | Total number of requests received

C| Formula: A

—_“ 2100

Target
Result: 80%

S

met)

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

Objective 2:

A

C

met)

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

Note: For unmet targets, QMS Secretariat will initiate correction and corrective action using the Corrective Action Report (CAR)
duly signed by the Regional Quality Management Representative.

DILG R5CMS
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DILG REGION V

EVALUATION (QME)

PROCESS QUALITY MONITORING

Gﬁb BERCES o:.m% D. RAMIREZ ATTY. ARNALDO E. ESCOBER JR., CESO V
" (LGOOV Division Chief Assistant Regional Director
Process Owner Deputy QMR Regional QMR
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DILG

Name of Process: Summary Logsheet (PSL)

REGIONV

Republic of the Philippines

DILG Regional Office No.5, Rizal St, Legazpi City

QUALITY OBJECTIVE: 80 % of the LGU requests for AMV indorsed
FREQUENCY OF MONITORING: Monthly

DEPARTMENT OF THE INTERIOR AND LOCAL GOVERNMENT

FM-QP-RO5-LGMED-16

EfL Date
07.01.19

Page

10f2

COVERED PERIOD:
Due Date of Submission:
Legend: +
|
DILG Field Office Regional Office Objective Results
City/Mun - Prov:inf_‘e _Review and Action Taken
Complete | Incomplete Au:l?ouﬁty
No.| RequestingLGUs | D3/ | patey | D3t/ | pgyey | Date/ Date/ Time | Date/ Time e
Time Time Time Date/ Met | Unmet (if
Time of Time of of Release | of Release
of of of Time of unmet)
Release Release A Back to the | Back to the
Receipt Receipt Receipt | Release to : %
co Requesting | Requesting
LGU LGU
Municipality of 09-Jul- : i ¢
1 Castilla, S 19 9:10 AM 16-Jul-19 11:10 AM /
Provincial Government 19-Jul- ’ :
2 of Comindhass 4 19 1:48 AM 15-Aug-19 9:12 AM /
Municipality of kg
3 Calabanga, Camarines 19 9:39 AM 09-Sep-19 4:35 PM /
Sur

DILG R5QMS
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Republic of the Philippines tCod
DEPARTMENT OF THE INTERIOR AND LOCAL GOVERNMENT FM-OP-RO5-LGMED-16

DILG Regional Office No.5, Rizal St, Legazpi City Rey. No “! !-m.- Page
7.01.19

GERARDO/ NN D. BERCES OLIVIP D. RAMIREZ ATTY/ARNALDO E. ESCOBER JR, CESO V
_~  LGOOV Division Chief Assistant Regional Director
l’, Process Owner Deputy QMR Regional Quality Management Representative

& -
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Republic of the Philippines —
DEPARTMENT OF THE INTERIOR AND LOCAL GOVERNMENT FM-SP-R05-01B-01
DILG Regional Office No. 5, Rizal St. Legazpi City s ey s—

Name of Bureau/Service/Division: _ LGMED/LG POLICY AND LG ADMINISTRATIVE ASSISTANT

MASTER LIST OF MAINTAINED EXTERNAL DOCUMENTED INFORMATION

DOCUMENT CODE DOCUMENT TITLE REVISION/EDITION

AO No. 233 Reiterating the Prohibition on the Acquisition | 2008
and Use of Luxury Vehicles and Directing
Revisions of Guidelines on Goverm Motor

Vehicle eggguitm
AO No.15 Amending Administrative Order No. 233 (s. 2011
2008) Entitled “Reiterating the Prohibition on

the Acquisition and Use of Luxury Vehicles and
Directing Revisions of Guidelines on
Government Motor Vehicles Acquisition”

DILG Unnumbered Memorandum Compliance with the Checklist of 2013
Requirements Re: Purchase of Vehicles
Pursuant to Administrative Order No. 15 s,

Memorandum Circular No. 2014-155 Guidelines on Motor Vehicle Acquisitions by 2014
the LGU

Memorandum Circular No. 2015-52 Amending Certain Provisions of DILG MC 20144 2015
155 Re: Guidelines on Motor Vehicle

Acguisition by the LGUs
DBM Budget Circular No. 2016-5 Revised Guidelines on the Acquisition and Use | 2016
of Government Motor Vehicles

DILG RS S 4S
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DBM Budget Circular No. 2016-1 Amending Budget Circular (BC) No. 2016-05 2016
Entitled, @Revised Guidelines on the
Acquisition and Use of Government motor

l

ED LANUZA ATTY. ALDO E. ESCOBER{R., CESO V

I &ﬁjm%ﬁﬂgnﬂlﬁ?ﬂu—
Process Owner ona
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Republic of the Philippines
DEPARTMENT OF THE INTERIOR AND LOCAL GOVERNMENT FM-SP-R0O5-01A-02
DILG Regional Office No. 5, Rizal St., Legazpi City Rev.Wm. | EM.Date | Page |
regions.dilg.gov.ph

Name of Bureau/Service/Division: LGMED/LG POLICY AND ADMINISTRATIVE ASSISTANT
MASTER LIST OF MAINTAINED INTERNAL DOCUMENTED INFORMATION

DOCUMENT CODE DOCUMENT TITLE N
l "i?liﬁ&’“m“"—-u“ﬂ?@"""g“ "’TE WW‘? &x” wﬂw m’mﬁﬂg‘ W .,. ' 5 ’ t\. i
QP-RO5-LGMED-16 Request for Department Authorlty to 07.01.
Purchase Motor Vehicle
QO-QP-RO5-LGMED-16 100% of LGU requests Indorsed 07.01.19
Favorably . T N e iam——— sy
FM-QP-ROS5-LGMED-16 Summary Logsheet ; 8 Seud 07.01_.!9
QME-QP-RO5-LGMED-16 Process Quality Measurement Evaluatlon 07.01..19
RRO-QP-RO5-LGMED-16 Risk Register Ohiectlve 07.01.19
RRP-QP-RO5-LGMED-16 Risk Register Process 07.01.19

DILG R5CMS
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Republic of the Philippines
DEPARTMENT OF THE INTERIOR AND LOCAL GOVERNMENT
DILG Regional Office No. 5, Rizal 5t, Legazpi City
regions.dilg.gov.ph

Name of Bureau/Service/Division: LGMED .

MASTER LIST OF RETAINED DOCUMENTED INFORMATION
FILING SYSTEM RETENTION PERIOD
DOCUMENT CODE DOCUMENT TITLE CUSTODIAN | LOCATION = F DISPOSAL

FOLDER SCHEME | ACTIVE | STORAGE| TOTAL

= _{r,._,. z: I"" ._.._.._l.,.__,__.__ e s

eni Proced
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DILG REGION V
RISK REGISTER (PROCESS RISK ASSESSMENT)

LOCAL GOVERNMENT MONITORING AND EVALUATION DIVISION

PROCEDURE TITLE  PROCESSING OF LGU REQUEST FOR AUTHORITY TO PURCHASE MOTOR VEHICLES

RISK ASSESSMENT
PROCESS STEP (Based | CONSEQUENCE | EXISTING RISK -+ =<
on the procedure’s key]  POTENTIAL RISK RISK TRIGGER (Positive or CONTROL TrreorAcTion | MANAGEMENT PLAN
NO.
Risk/ Opportunity)
Receipt/record of LGU | Incomplete/inapproriate | Non-adherence of LGU to |Delay In the Records Section
request re: AMV by the | documtents. Direct the AMV Guidelines  |processingofthe |must be aware of
Regional Records  |submission of request to request for the 150 process
Officer DILG Regional Application for Dept. | Department
Office/Central Office Authority directly Authority to
submitted to ROby | Purchase Motor
concerned LGU vehicle
Receipt/record of LGU |Incomplete/inapproriate | Non-adherence of LGU to |Delay in the @ letter
request re: AMV by the |documtents. Direct the AMV Guidelines  |procesfing of the __ |to the requesting
Reglonal Pocal Person |submission of request to requestfor ' |LGU advising
DILG Reglonal LGUs not properly briefed | Department to follow
Office/Central Office by concerned C/MLGOOs |Authority to the Department
on the 1S0 process Purchase Motor  |protocol and
vehicle adhere to the
guldelines
re:AMV
PILB RS Ms
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Favorable Indorsement|Disapproval of the Non-adherence of LGU to |Approval/disappro |Advise
of the LGU request to |request for Department the AMV Guidelines  |val of the request |requesting LGUs
Central Office Authority to Purchase depending on that AMV
|motor vehicle completeness and |requests shall be
appropriateness of |coursed through
the documents the
submitted and/or if|MLGOO/Provinci
it satisfies the focal jal Directors for
person in Central |review as to the
completeness
and
of the
documentary
|requirements/Pr
ovide LGU with a
copy of AMV
|Guidelines
|m1-m 2-Minor: 3-Moderate: 4-Major; 5-Extreme 1-7 Not
|LIKELIHOOD: 1-Rare: 2-Uniikely: 3-Moderate; 4-Likely; 5-Almost Certain 8-9 Not
| Risk Rating = Impact X Likelihood X Detection 10?51,

c%\ DILG RG5QMS
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3 DILG REGIONAL OFFICEV
/ RISK REGISTER (OBJECTIVE RISK ASSESSMENT)

LOCAL GOVERNMENT NOMTONING AND EVALUATION DIVISION
PROCEDURE TITLE  PROCESSING OF LGU REQUEST FOR AUTHORITY TO PURCHASE MOTOR VEHICLES

TSK ASSESSMENT
M
ReLEVANT EXISTING RiSK
wremesTip [T s TRIcoEn CONTROL MEASURE. sk conTaen
ompEcTIvE et ML T orvomTon| | DVATOR — i [P— m:
FOR O,
oy OFPORTUNITY) | megrer jorrortomTy) wa (8.85) (For Shgmiticant
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