DILG-REGION V

UALITY
OCEDURE (QP) =
PROCEDURE TITLE | MAINTENANCE OF VEHICLES

Maintenance procedure starts from planning the preventive care and

SCOPE maintenance up to the actual maintenance and repair of service vehicles.
PURPOSE To ensure that all service vehicles are safe, clean and roadworthy; and to
ensure personnel satisfaction and safety.
INPUT PROCESS OuUTPUT
. Conditioned
Requesting Personnel /Dri
g i3 > Maintenance of Vehicle > Requesting
Vehicle — 5 —— sPers?;n:l ehicle
Inspection/Repair Form
nzscnimvn STATEMENT:
This involves the provision of fully service vehicles for the safety of riding personnel. The

GSS/Motorpool and Provincial Offices monitors the status of service vehicle and take immediate
actions on its proper corrective maintenance and repair.

’:_’ leqmdble' " | PROCESS/ACTIVITY Details References
| 1 | Requesting | Request for inspection of | Accomplish Vehicle | Vehicle
| Personnel | vehicle. Inspection Repair form and |  Inpection
submit to Motorpool | Repair form
Supervisor at Regional Office
and Program Manager in
‘ ; | Provincial Office.

2 | Motorpool Conduct inspection and | Conduct inspection and Request for
Supervisors / | recommend appropriate | recommend appropriate Check-
Program action. action. up/Inspection
Manager of of Motor
POs/Mechanic Vehicle Form

3 | Motorpool Prepare Job Order Prepare Job Order in Request for
Supervisors / accordance to Procurement Check-
Provincial mode. up/Inspection
mStaff of Motor

Vehicle Form
Applicable
Procurement
Mode
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Documentid Information.

(" o\ DILG-REGIONV
/ N\ OUALITY P-RO5-FAD-33
ROCEDURE (QP)
Step | Responsible
No. P . PROCESS/ACTIVITY Details References
4 | Motorpool Carry out Inspection, | Refer to Inspection, Inspection,
Supervisor / Acceptance and Delivery | Acceptance and Deliveries | Acceptance and
Provincial staff Procedure. Issuance of
Deliveries
Procedure
5 | Motorpool Retain documented | Retain documented Request for
Supervisor / information. information in accordance Check-
Provincial Staff with the control of Retained | up/Inspection
Documented Information of Motor
rm-wndn and the | Vehicle Form.
ﬁ 407 | Masterli of Retained

Maintenance of
Vehicle
Monitoring Log
Sheet.

Maintenance of
Vehicle

Summary Log
Sheet.

Control of
Retained
Documented
Information.

Master List of
Retained
Documented
Information.

pfinistrative Assistant 111

ALFREDC A
Chief-FAD

ATTY. ARNALDO E. ESCOBER JR, v
Assistant Regional Director

Process Owner

Deputy QMR
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"| QU ALITY Q0-QP-RO5-FAD-33
Rev. Mo Ef. Date Pape
) OBJECTIVES
BUREAU/SERVICE FINANCE AND ADMINISTRATIVE DIVISION, GENERAL SERVICES SECTION
QUALITY PROCEDURE TITLE | MAINTENANCE OF VEHICLES
KPI Applicable
Documents (e.g.
Ky CurSurneames of | Responsible | Monitoringlog
Fanction Indicator
Objective Target Rerveuln, 4 Monitoring | for Monitoring | Sheet, Summary
( 4 Results Log Sheet,
it B apnlhlhln) Report, Memo,
i W ' i etc.)
Provision of | Conduct the 90% ‘ Total number of Monthly Motorpool Process
fully maintenance of all vehicles maintained Section Staff Summary Log
maintained | vehicleswithin two Divided by Total Sheet (PSL)
service (2) working days Number of
vehicles for | upon receipt of Requests Received
the safety of | request for Multiplied by 100%
riding maintenance
personnel

s Lk ]

ATTY/ARNALDO E. ESCOBER JR, CESO V
Assistant Regional Director
Regional QMR

BEDA'M. QUIAMBAO
Adprfhistrative Assistant 1[1
~~ Process Owner

ALFREDO L.
Chief-FAD
Deputy QMR
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DILG - REGION V

AND EVALUATION (QME)

PROCESS QUALITY MONITORING

QME-QP-ROS-FAD-33

Rev. No EI Date Page

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

BUREAU/SERVICE | ADMINISTRATIVE SERVICE, GENERAL SERVICES DIVISION
PROCEDURE TITLE | MAINTENANCE OF VEHICLES
o Conduct the maintenance of all vehicles within two (2) working days upon receipt of request for maintenance
STATEMENT w0 A SR R :
CURRENT PERIOD
INDICATORS Jan | Feb | Mar | Apr | May | Jun | Jul | Aug | Sep | Oct | Nov | Dec | Total

A_| Total number of vehicles maintained
B | Total Number of Requests for Maintenance s o O U SO |

Received N 5 g “1
C | Portbule A/B X100 |0 e neit:oon [F 13
5 24 Serinde

Note: rwummqnsmtmmmmm and corrective action using the Corrective Action Report (CAR) duly signed by the
| Regional Quality Management Representative.

Chief-FAD

ATTY. ARNALDO E. ESCOBER JR, CESOV
Assistant Regional Director

Owner

Deputy QMR

Regional QMR
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DILG REGION V
) MAINTENANCE OF VEHICLES

Y/ PROCESS SUMMARY LOG SHEET (PSL)

QUALITY OBJECTIVE: Conduct the maintenance of vall vhicles within two (2) working days upon receipt of request for maintenance 1
FREQUENCY OF MONITORING: Monthiy

—W-QFIOS-FAD-SS-Ol

- | =

CURRENT PERIOD:
DATE
RETURNED NO. OF
DATE DATE |RECOMM DATE | DATE
No.| request [M[OUIT| VEREELE | 4o o, JO | INHOUSE (1) /OUTSIDE | \Lcoce |'ennary | TOEND | op vo | amount | Receiven | receven | PAYS | pesuuts
REcuiven | 1ONER | NO. DATE (0) REPAIR o | on | usER FOR rcon | avrs . |EPAsED
CERTIFICAT JB
MET | Unmet
A B c D E | ¥ G H i ) K L M N 0 2| »2
AL
RESULT ~
BED IAMBAO ATTY. ARNALDO E. CESOV
tive Assistant 111 Assistant Regional Director
Process Owner Regional QMR
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Republic of the Philippines
DEPARTMENT OF THE INTERIOR AND LOCAL GOVERNMENT
DILG Regional Office No. 5, Rizal St, Legazpi City
http://region5 dilg.gov.ph

Name of Bureau/Service/Division: FAD / GSS / MOTORPOOL

Maintenance of Vehicles
MASTERLIST OF RETAINED DOCUMENTED INFORMATION
DOCUMENT CODE DOCUMENT TITLE CUSTODIAN | LOCATION DISPOSAL
, Motor Vehidcle Inspection Form 1SO Corner

Motor Vehicle Inspection Form(in-house IS0 Corner
[Motor Vehicle Inspection Formioutside 1O Corner

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

region5.dilg.gov.ph

Name of Bureau/Service /Division: Finance and Administrative Division

MASTERLIST OF MAINTAINED EXTERNAL DOCUMENTED INFORMATION

DOCUMENT CODE DOCUMENT TITLE REVISION/EDITION
EDEN 5. UZA ATTY/ARNALDO E. ESCOBER JR., CESO V
- IT Officer | Assistant Director
DILG RSQMS
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Republic of the Philippines
DEPARTMENT OF THE INTERIOR AND LOCAL GOVERNMENT
DILG Regional Office No. 5, Rizal St Legazp! City
region5.dilg.gov.ph

Name of Bureau/Service /Division: FAD / / MOTORPOOL
MASTERLIST OF MAINTAINED INTERNAL DOCUMENTED INFORMATION E#DI}
N

DOCUMENT CODE DOCUMENT TITLE %0 o1 02 o3 o4 08
5-FAD-33 nten. of Vehicles Quality Procedure 07.01.19
-ROS5- inten of Veh ality Ob; 07.01.19
QME-QP-RO5-FAD-33 Maintenance of Vehicles Process Quality Monitoring 07.01.19
and Evaluation
FM-QP-RO5-FAD-33-01 Maintenance of Vehicles Process Summary Log 07.01.19
Sheet
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DILG REGIONV

RISK REGISTER (PROCESS RISK ASSESSMENT) Wibaw | Fee
00 07.01.19 1of1
FINANCE AND ADMINISTRATIVE DIVISION - GSS
PROCEDURE TITLE  MAINTENANCE OF VEHICLE
RESK ASSESMENT
PROCESSSTEP (Based| : CONSEQUENCE | EXISTINGRISK | Lol e T e . RISKCONTROLPLAN/
onthe procedure’skey| POTENTIALRISK |  RISKTRIGGER (Positiveor | CONTROL ' OPPORTUMITY | con | OPPORTUNITY MANAGEMENT PLAN |
i i : i G o ) MEASURE | ™PACT | LIKELINOOD | RATING sy Tesoracnion [0 - g
Prepares the proventive. [Incongplets dete pretiog oo | Teomcly conducted during week- {Vehicles may not be | Drivers should 3 3 9 M i i
care and maintenance of |the Motorpool Supervisor ends given the proper |properly accomplish Shg——
the vehicles like the number of preventive and the Trip Tickets
kilometers or distance of maintenance care before and after the
travel trips had been
conducted
IMPACT: 1-Insignificant; 2-Minor; 3-Moderate; 4-Major, 5 Extreme No further action required (Maintain and sustain the existing controi)
{LIKELIHOOD: 1-Rare; 2-Unlikely; 3-Moderate; 4-Likely; 5-Almost Certain Not Significant Alert level (Maintain and sustain the existing control)
[Risk Rating = impact X Likelihood X Detection Significant Control (e.g Avoid or Treat/Mitigate, Transfer, Terminate) |

! tn 1/
ATTY. ARNALDO E. ESCOBER, JR., CESOV
7 Assistant 1 Director
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D DILG REGIONAL OFFICEV ’ RRO-QP-ROS-FAD-33 I
/ RISK REGISTER (OBJECTIVE RISK ASSESSMENT)

OFFICE FINANCE AND ADMINISTRATIVE DIVISION - GSS.

PROCEDURE TITLE MAINTENANCE OF VEHICLE
OHECTIVE | | NELEVANTISSUN(S) | PARTIRS frefer | er (/A FOR ] IMPACT LIKELIHOOD ! sEa TYPEOFACTION | MANAGEMENT PLAN NO,

B e hauge | ovronranery |  OPRMTUN) | semerrioerommry | O0/ATOR | ekror——

P~ = The :e::lummdﬂi LDancﬂﬂrlrﬂ!d

of all vehicles within two - Possible inavatlability of |are often reminded

(2) working days upon | Chicles need Nead ofOffice [PoTmeotodionct [mplementation of |, o cned rnning |of the noed for thelr 2 2 'ﬂw

roceipt of for [Weewedisierepsis within the the Project/ condition vehicles to be e
Thgua number of days |Program /Activity at 4 e

e required |hand . ‘““"""“’*'L‘m#—=

[TMPACT: T Insiguiicans, 2 bimar. 5 Moderase, + Maper, &

_ACTION REQUIRED

&)

No further action required { Maintain and sustain the existing
|LIKELINOOD: 1-Rare; Z-Unlikely; T-Modevate; 4-Likly; 5 Almost Cortate

Alert lovel (Maintain and yustain the extsting control)
| Rish /Opportunity Rating = Inpact X Likelthood

Coutrol (¢, Avold or Treat/ Mitigate, T ranster, Terminate)

A

CESOV

Assistant R

Chicf-FAD ; s Director
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