QUALITY QP-RO5LGDD.23

PROCEDURE (QP)

PROCEDURE TITLE Provision of Technical Assistance to LGUs on DILG Core Programs

This jprocess starts from receipt of a) request for technical assistance from
SCOPE LGUs; or b) roll-out directive from the Bureaus/LGA up to the conduct of
' Technical Assistance and release of terminal or post activity report

To define the standard procedure in providing technical assistance to
ensure effective and efficient implementation and management of training

P or coaching programs by the implementing unit or division. (Regional,
Provincial, City/Municipality)
PROCESS DESCRIPTION
INPUT PROCESS OUTPUT
Provision of Technical o
Fleld/LGU __a) Request Assistance to LGUS On DILG [l POSLACUVIY O | o 1reaus/LGA

Bureaus/\GA  b) Directive. | Core Programs Terminal Report . ticipants

DESCRIPTIVE STATEMENT:

This process involves the provision of technical assistance for the conduct and management of
trainings and other learning events. This starts from: a) the receipt of request of LGUs to the actual
conduct of the activity; or b) the directive from concerned Bureaus/LGA, preparation of design,
actual conduct of the activity up to the release of the Post Activity Report.

Step | Responsible
No. P ) PROCESS/ACTIVITY Details References
A. FOR LGU REQUESTS
1 | City/Municipal Receive and endorse Receives, records & | Letter-request

Local LGU request reviews request

Government Determines what LGU Logbook

Operations specific technical

Officer assistance the LGU

(C/MLGOO) needs, if within the
competence of
C/MLGOO, render
TA, otherwise
transmits to the
provincial office S—
Return request if
not within DILG
Mandate

2 | C/MLGOO Endorse to PO/RO If the request for TA | Endorsement

is highly technical or
specific for the
Provincial/Regional
level
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QUALITY
PROCEDURE (QP)

Responsible | procESS/ACTIVITY Details References
Provincial Receive, record and Receive, record and | Letter-request
/Regional route endorsement and route /endorsement
Records endorsement/

Personnel request in Records logbook
accordance with the
Regional Management
Procedure (RMP)
For emailed request-
print, record and
route to PD/RD
Provincial Route request to focal Evaluate as to Letter-request
Director (PD)/ person (FP) availability of /endorsement
Regional resources
Director (RD) Route to concerned | Routing Slip
Section/Division
with instructions
Provincial/ Receive and act on (PO)
Regional Focal request Prepare Endorsement
Person confirmation letter
(PFP/RFP) and necessary Process Log Sheet
documents
Forward to PD for Draft Letver/reply
approval
(RO)
Receive and Prepare ‘Activity Da:ign
action document *
PD/RD Approval Signs the Letter /Reply
Confirmation Letter
or Reply to LGU Activity design
PFP/RFP Prepares Order Draft the Provincial | Draft Provincial/
or Regional Order | Regional Order
when necessary
After review of
Division Chief,
forwards the same
to RD for signature
PD/RD Approval Signs the Provincial | Signed
or Regional Order Provincial/Region
al Order
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PROCEDURE (QP)
NP | Responsible | proCESS/ACTIVITY Details References
9 | Provincial/Regio | Provide Technical Provide TA per | Certificate of
nal FP Assistance (Training schedule set by LGU | Appearance/
or Coaching) Participation/
Appreciation
10 | RFP/Records Release of Post Proceed to Step 5
Activity /Terminal (B)
Report
B. FOR BUREAUS OR LGA INITIATED TA
1 | Regional Receive, record and Receive, record and | Memorandum or
Records Officer route directives route directives in | directive
accordance with the
Regional
Management Records logbook
Procedure (RMP)
For emailed request
or directive- print,
record and route to
ORD
2 | Provincial/ Provide Technical a) Regional Office
Regional Focal Assistance conducts the activity | Memorandum
Person from Bureaus/LGA
(PRP/RFP) Prepares all
Activity /Training Activi ;
documents and o
coordinates with .
R 10
Provincial FPs Sgonal Order
Prepare necessary Invitation Letter
administrative
documents for the Attendance sheets
conduct of the
Training and Programme
Coaching as
(Regional Order, Appearanf:e/
Letter invitation, Appreciation
and others as
applicable) Evaluation sheets
Coordinate with
Resource Persons
within DILG and
prepares
3 R5Q MS
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DP-RO5-LGCDD-23
QUALITY T
PROCEDURE (QP)
Responsible PROCESS/ACTIVITY Detail Siforciices
Personnel /
communication for
resource persons
outside of DILG
Conduct of Training
Facilitate post
evaluation
a) Provincial Office
conducts the activity | Regional
(Roll-Out) Memorandum
Coordinates with
Regional FP, inthe | Actvity Design
preparation of .
Activity Design, and Ragichm Order
other training il
mhoteriale Invitation Letter
s Coordinate with Attendance sheets
Resource Persons
N within DILG and Programme
prepares '
communication for | Certificate of
Resource Persons Appearance/
outside of DILG Appreciation
Facilitate post
evaluation
PFP/RFP Prepare and Submit Draft post activity/ | Terminal/Post
Post Activity/ terminal report for | Activity Report
Terminal Report approval of:
a) PD (Provincial);
b) Terminal/Post
Activity Report for
review of Division
Chief and approval
of RD/ARD
(Regional)
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OP-RO5-LGCDD-23
QUALITY LR
PROCEDURE (QP) il
Responsible Details References
P 1 PROCESS/ACTIVITY
PD/RD (ARD) Approval Signs the reviewed | Terminal/Post
Terminal/Post Activity Report
Activity Report
for transmittal to
concerned
Bureaus/LGA
RFP/Records Routes post activity/ Submit report to | Controlof
Officer terminal report concerned Retained
Bureau/LGA  thru | Documented
Retain records Records Section; Information
**  copy furnished | pyocterlist of
Planning Officer and .
Bids &  Awards | Retained
Committee for reference | Documented
- and liquidation purposes | Information
Retain records in
- accordance with the
Control of Retained
Documented Infor-
mation Procedure
and the Masterlist
of Retained
Documented
Information
Definition of Terms:

e Technical Assistance - refers to the provision of advice, assistance, training, coaching
mentoring and other learning events;

* Learning events- A learning training or development activity which includes orientation,
briefing, workshops, focused group discussion and other related activities;

* Training - organized procedure by which people learn knowledge and/or skill for a definite
purpose. It refers to the teaching and learning activities carried on for the primary purpose
of helping members of an organization acquire and apply the knowledge, skills, abilities and
attitudes needed by a particular job and organization.
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Legal References:

¢ Directive/Memo from Central Office

@&E M“j,, j /L
promecs tQ { M
B. ATTY.ARNALDO E. ESCOBER, JR.
. C-DC, D Assistant Regional Director
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Wy, ek Q0-QP- nos-mcnn-zs
~ QUALITY Rev.No.  [Eff, Date
25/ OBJECTIVE (QO)
e LGCDD - Regional Office
mﬁ P—" Provision of Technical Assistance to LGUs on DILG Core Programs
Key Performance Indicators (KPI) ' Applicable
Function Indicator/Formula for Tracker, Monitoring
Objective arget : : Monitori Sheet, Summary
r (if applicable) Ramlhng Mosiring hl:gs;:; Report,
; Memo, etc.)
Processon % of the received B80% Total number of requests/ Quarterly LGCDD Process '
the provision requests for TA acted directives for TA acted seven (concerned Monitoring Log
of Technical within seven (7) {7) working days upon receipt Section)/ Sheet
Assistance working days . x 100 LGCDS
(TA) to LGUs Total number of requests/ directives
on DILG Core received for the quarter
Programs 9% of Terminal /Post 80% .. | Total number of Terminal/Post Quarterly LGCDD Process
Activity Report Activity Report submitted (concerned Monitoring Log
submitted within | within seven (7) working days Section)/ Sheet-
seven (7) working . after conduct of activity LGCDS
days after the | eneesesssesssemeensanueae x 100
conduct of activity | Total number of
. Training/coaching conducted.
i
GRACES. gﬁ Il ‘_r/"(‘l" : W
LGOOIV USAN EMCEB. GO ATTY. ARNALDO E. ESCOBER, JR., CESO V
OIC D@ LGCDD Assistant Regional Director
Alyl‘ R.
_ ooV
[;;\m;:: 7= ] Process Owner Deputy QMR __ Reglonal QMR
[ T l'" ‘




DILG - REGION V

:i _QME-QP-R05-LGCDD-23 _
) PROCESS QUALITY MONITORING AND QME QP ROS LGCDD 23
EVALUATION (QME) 00119 | 1o
OFFICE LGCDD -~ Regional Office
PROCEDURE TITLE Provision of Technical Assistance to LGUs on DILG Core Programs

1. B0% of the received requests/directives for the provision of technical assistance acted within seven (7) working
OBJECTIVE STATEMENT days upon receipt.
2. B0% of Terminal/Post Activity Report submitted within seven (7) working days after the conduct of activity

| CURRENTPERIOD | e —— Ny S P Y
[ ~_INDICATORS _ | 1%Quarter | 2% Quarter | 3Quarter | 4%Quarter |  Total

| Objective 1: B0 % of the received requests/directives for provision of TA acted within seven (7) working days upon receipt
A | Total number of approved requests and/or directives
received for technical assistance to LGUs
B | Total number of requests/directives received within the

quarter
C .
Formula: % X100 Target Result : 80%
D Analysis: (In case the objective is not met, put your analysis why it is not met)

Objective 2: 80% of Terminal/Post Activity Report submitted within seven (7) working days after the conduct of activity
A | Total number of Terminal/Post Activity Report submitted
within seven working days after conduct of activity

B | Total number of Training/Coaching conducted within the
quarter

C | Formula: A x100 .
B Target Result : 80%

D Gag Analg: !ln case the ob!ecﬂve is not met, put your analgls wh! it is not met)
 Note: For unmet targets the QMS Secretariat will initiate correction and corrective action using the Corrective Action Report (CAR), duly signed by the QMR.

——n LLLN
v Al
. EMCE B. IA“ ATTY./ARNALDO E. ESCOBER, JR. ,CESO V
AMA OR.OV 0IC-DC D Assistant Regional Director

D
“Process Owner Deputy QMR Regional QMR
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DILG REGIONV
PROVISION OF TECHNICAL ASSISTANCE TO LGUs ON DILG CORE PROGRAMS
Process Monitoring Log Sheet

QUALITY OBJECTIVE: 1.80% of the received requests/directives for the provision of technical assistance acted within seven (7) working days upon receip;t
and 2. 80% of the Terminal/Post Activity report have been submitted within the prescribed period
FREQUENCY OF MONITORING: Quarterly

COVERED PERIOD
Due Date of Submission:
ACTION TAKEN OBJECTIVE1 | TRAINING/COACHING :m’“:"“im OBJECTIVE 2
# Source of Date CTIVI =
Received |  pace Date |Date Endorsed Released / MARKS
uest
M Confirmed | Returned | to PO/RO MET |UNMET| NPY | Scheduled | Conducted | Prepared Sobmitind MET |UNMET| NPY
LGU 1
BUREAUS # : a
“‘G‘A L o - .

LGOOIV

%gl' 5 25QMS
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q “v*R\ DILG REGIONV
\ ¥/ ATTENDANCE SHEET

FM-QP-RO5-LGCDD-23-02

K o

I Pran Pug

07.0119

Provision of Technical Assistance to LGUs on DILG Core Programs

Date/Venue
posiTioN/ | SEX | CONTACT DETAILS SIGNATURE -
RAME OFFICE/LGU | hpGiGNATION | M | F | (number/emall) AM PM vl

LA Nk )[uw LA
LGOO SUSAN EMCEB. S, mgff/ ATTY.ARNALDO E. ESCOBER JR.CESO V
. O4C DC, LGCDPD Assistant Regional Director
R.COLINA
ooV
m Owner/s Deputy QMR Regional QMR

c
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Post Evaluation
Training Services

Name /Title of Activity

Date & Venue

Office -In-Charge of Activity :

Instructions: Please rate the over-all effectiveness of the Resource Person/s and your degree of satisfaction using the 5-
point scale. Please check appropriate box.

FACILITATION RESOURCE PERSON/S

l.eaming Service Providers Poor Unsatisfactory Satisfactory Very Satisfactory Outstanding |
Mastery of Subject Matter
Communicated Effectively
Time Management

Appropriateness of Learning
Methodologies
Professional Conduct

TRAINING ASPECT _ DEGREE OF SATISFACTION
Design/Administration .
Relevance of Content
Usefulness of Learning Materials
Learning Environment
Pre-course Coordination

Assistance to Participants
Professional Conduct

Instructions: Piease rate your degree of satisfaction on Supplier’s Performance using the 5-point scale. Please check
appropriate box.

MEALS & ACCOMODATION Degree of Satisfaction
Service Indicators 1 2

Foods: Flavorful/palatable

Foods: Quantity of serving
Utensils Used (Clean Utensils)

@ ]

Satisfactory Very Satisfactory Outstanding |

e

NI L (WN] -

Waters’ Appearance (Neatness)
Courteous Waiters

Timeliness of Service

Venue (Spacious/Conducive for
Learning)

Internet Facilities

9. Clear Sound System

10. Spacious Bedrooms (if applicable)

Remarks/Comments:

@ N s wn -

Rater’s Name and Signature
(Optional)

SP}DILG RS QMbrease accomplished form to the Secretariat. Thank you for your cooperation!
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Republic of the Philippines
DEPARTMENT OF THE INTERIOR AND LOCAL GOVERNMENT
DILG Regional Office No. 5, Rizal St., Legazp! City ] 010119 10f1
http://reglonS.dilg.gov.ph

MASTER LIST OF RETAINED DOCUMENTED INFORMATION
FILING SYSTEM RETENTION PERIOD

DOCUMENT CODE DOCUMENT TITLE CUSTODIAN LOCATION DISPOSAL
Documentary Request or Directive concerned  |1S0 Corner QMS Green folder
(memorandum) FOCAL Filing Cabinet 2
PERSON | 2 chronological | £ oo | 3years 4 years

Process Monitoring Log Sheet concerned QMS Green folder by date

concerned’ QMs |Green folder

|Post Evaluation Training Services u FOCAL ™ |Filing Cabinet 2, lyear | 3years | 4years
PERSON, BAC, | Drawer 2, €SS Form

After Actvity/ Terminal Report concerned |ISO Corner QMS  |Green folder |per activity

FOCAL Filing Cabinet 2,
PERSON, BAC, |Drawer 2, Financial
Planning Report:
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NT CODE

STON OF TECHNIC

DEPARTMENT OF THE INTERIOR AND LOCAL GOVERNMENT

Republic of the Philippines

DILG Regional Office No. 5, Rizal St. Legazpi City
region5.dilg.gov.ph

07.01.19

i
1ofl

FM-SP-RO5-01B-01

n .,"'5“ l:'i_‘ _-. ate i

NEOE 10

REVISION/EDITION

SILG RGOMS |
CONTROLLED coPY

EDEN S. LANUZA NALDO E. ESCOBER JR., CESO V
IT Officer | Assistant Reﬁional Director




DOCUHENT TITLE

QP-ROS5-LGCDD-23

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

to LGUs on DILG Core Programs __

Provisaon of Technical Assistance to LGUs on
DILG Core Programs Quality Procedure

07.01.19

QO0-QP-RO5-LGCDD-23

Provision of Technical Assistance to LGUs on
DILG Core Programs Quality Objective

07.01.19

QME-QP-RO5-LGCDD-23

DILG Core ProgramsQuality Monitoring and
Evaluation

Provision of Technical Assistance to LGUson

07.01.19

i
s

FM-QP-RO5-LGCDD-23-01  |Provision of TechnicalAssistance to LGUson |.07.01.19
DILG Core Programs Process Monitoring
Logsheet
FM-QP-RO5-LGCDD-23-02  |Attendance Sheet 07.01.19
FM-QP-ROS-LGCDD-23-03  |Post Evaluation Training Services 07.01.19
RRP-QP-RO5-LGCDD-23 Risk and Opportunity Register 07.01.19
RRO-QP-ROS5-LGCDD-23 Risk Register (Objective Risk Assessment) 07.01.19
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Republic of the Philippines
DEPARTMENT OF THE INTERIOR AND LOCAL GOVERNMENT

LG REGION V

LGCDD

RISK AND OPPORTUNITY REGISTER

PROVISION OF TECHNICAL ASSISTANCE TO LGUS ON DILG CORE PROGRAMS

d |

.-‘W :f

, 4

e ' ' "lmi BTURTY Mﬂﬂﬁ. . FLANNO,
TR ol | _ oy
delayed action on
intain and
focal person (FP) |request absence of Focal e 2Rl IO 2 ——
Recelve and acton  |delayed receipt of Person person . 3 existing control
request request/directive
multiple functions of delayed action on moiifdesimu Suaitaln and
in the
Waiayed spprevel approving officer request/directive |authorized : . :::n' Soubiél
Approval officer
Shyle G o designate Alert, maintain
delayed /non focal alternate focsl 2 4 and sustain the
preparation of Order | person/overlapping of erson existing control
Prepares Order activites P
Provision of postponement of overlapping of szﬂ?m:?f :;’ adls ,‘aitrnat maintaln and
Technical Assistance |activity/ re-schedule of activities/unavailabilit com‘:ﬁ;nt: & o M- 3 2 sustain the
(Training or activi existing control
COId'll::) v y of resource persons |- F 0 s ng
delayed or non-
overlapping of late/non- designate |Alert, maintain
Frepare sud Subuis [sbiiesion of activities/non- submission of alternate focal 3 3 and sustain the
Terminal/ Post terminal/post activity preparation of report t person existing control
Activity Report report b
Routes final non-submission of final S maintain and
terminal/post terminal/post activity [no report prepared :;’“"""‘P' - 3 2 sustain the
activity report report existing control
IMPACT: 1-Insignificant; 2-Minor, 3-Moderate; & Major 5-Exireme 1-7 Not Significant No further action required (Maintain and sustaln the existing control)|
LIKELIHOOD: 1-Rare; 2-Unlikely; 3-Moderats; 4-Liksly; 5-Almost Certain 8-9 Not S@llﬁcanl Alert level (Maintain and sustain the existing control}
Siek Rating » Impact X Liksithood 10-25 Significant Control (e Avoid or Treat/Mitigate, Transfer, Terminate)

aa,

D/AM E . COLINA SAN EMCE B. 5 ATTY.) DO E. ESCOBER Jr., CESOV
LGOOIV/ LgOoV OIC DC, LGCPD Mslmntﬂeilonal er@r .
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Republic of the Philippines

DEPARTMENT OF THE INTERIOR AND LOCAL GOVERNMENT

DILG REGIONAL OFFICEV
RISK REGISTER (OBJECTIVE RISK ASSESSMENT)
OFFICE LGCDD
PROCEDURETITLE  PROVISION OF TECHNICAL ASSISTANCE TO LGUs ON DILG CORE PROGRAMS
.. o : :
B0 % ofthe received Delayed
requests for TA acted action on mﬂtlly!dxﬂonon
within ses request within the
7 o prescribed period
working days Focal Person, request
Reviewing Multiple functions designate an
No:-wa:abllhy of and Non- and over-lapping alternate Focal
80 % of Terminal /Post Oeel Parsos Approving |submissio | of activities N Person
Activity Report Officer nof
submitted within seven Terminal/ :M 0% Ny !
(7) working days after After submission of report
the conduct of activity Activity i
Report .
mm:w:-hmm#nmLh— 1-7 No further action required (Maintain and sustain the existing control)
LIKKLINOQD: 1-Rare; 2-Uniilely; 3-Moderaie; 4-Liksly; 5 Almosi Certatn [ mhﬂ[m-mmhuug::)
[tk Rating « laspact X Liketihood 10-25 )
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