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PROCEDURE TITLE | PROVISION OF VEHICULAR SUPPORT SERVICE
SCOPE The procedure starts from receipt of vehicle request to the approval of
Driver’s Trip Ticket.
To define a standard procedure in providing vehicular support to
PURPOSE requesting Officers and employees.
PROCESS DESCRIPTION
INPUT PROCESS oUTPUT
Beaseting RVSS Form Provision of Vehicular RPmce.ned cfor Service Vehicie
Personnel *  Support Service Vohicular Provided
DESCRIPTIVE STATEMENT: "
The requesting personnel will fill out the RVSS form. Upon approval thereof, vehicle is
dispatched with designated driver.
Step Responsible
No. Pessoancd PROCESS/ACTIVITY Detalls References
1 | Requesting Request for Vehicular | Submit to Motorpool RVSS
Personnel /Driver Support Supervisor (Regional | Distribution of 2
Service Office)/Program copies of RVSS
Managers (Provincial form:
Offices) an | 1- Motorpool
accomplished Request | Supervisor/Prog
for Vehicular Support | ram Manager
Service (RVSS) form in [1- Requestor
2 copies at least 2 days | (Received copy)
before the scheduled
trip.
2 Motorpool Receive and record the | Receive and record the RVSS Logsheet
Supervisor/ request request in RVSS
Program logsheet.
Manager
Evaluate the request as
to the following:
Official nature of
the
trip;
Availability of
driver;
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Step | Responsible | ,o4cpcs/acTivITY Details References

Availability of
Vehicle

{based on load

requirement and

capacity of
vehicle)

If the above items are

satisfactory complied

with appropriate

supporting documents;
At the Regional
Office, Motorpool
Supervisor indicates
the specific vehicle
alloted and the
assigned Driver for
the trip requested in
the RVSS form, seeks

| approval from the

| GSS Chief.

At Provincial Office,
Program Manager
seeks approval from
the Provincial
Director.

else, communicate

to the

requisitioner the
noted

deficiency.

Motorpool
Supervisor/Program
Manager forwards the
approved RVSS to the
Driver assigned to
conduct the trip for
preparation of Trip

Ticket by the latter.

Eﬁ DILG R5G NS
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Step R bl :
No. P 1 PROCESS/ACTIVITY Details References
3 Concerned Prepare and seek Accomplish the Driver’s | Approved RVSS
Driver approval of Driver’s Trip Ticket and seek | Distribution of 4
Trip ticket approval by higher | copies Driver's
officers: Trip Ticket”
2-Concerned
At the Regional Driver (original
Office, Motorpool and duplicate)
Supervisor and FAD | 1-Guard on Duty
Chief approve the 4 1-Motorpool
" e copies of Driver’s Supervisor/Acc
Trip Ticket ounting Clerk
at Provincial
At the Provincial Offices
Office, Program
Manager and
Provincial Director
approve the 4 copies
of Driver’s Trip
Ticket
4 Driver/Mechani | Prepare for the trip Check the vehicle to be Travel Order
c used to ensure safety of
the trip. Trip Ticket
Accomplish BLOWBAGS
BLOWBAGS Checklist
Checklist and certify
safety of the vehicle Maintenance of
for the trip. Vehicles
Procedure
If
replacement/repair
is needed, refer to
Maintenance of

Vehicles Procedure

DILGRSG\S
ONTROLLED cyp




DILG - REGION V
QUALITY
PROCEDURE (QP)

| QP-RO5-FAD-34

00

40f5

07.01.19

)

Step | Responsible
No. Sinsanmal PROCESS/ACTIVITY Details References
5 Driver Carry-out the trip Carry out the trip. Travel Order
Reminder: the driver
must: Driver’s Trip
Not be Ticket
intoxiated
Physically fitto
drive
After the trip,
accomplish Section B of
the Vehicle Trip Log and
Request passenger to
sign in the Vehicle Trip
Log.
Submit the Driver’s Trip
Ticket (duplicate copy)
with accomplished
Section B and Signature
of passenger to
Motorpool at Regional
Office/Accounting Clerk
at Provincial Office.

6 Motorpool Consolidate and file all | Consolidate and file all Driver’s Trip
Supervisor/Acc | trip tickets. trip tickets. Ticket
ounting
Clerk(P.0.)

7 Motorpool Retain Documented Update the RVSS Log | RVSS LogSheet
Supervisor/Acc | Records Sheet
ounting Control of
Clerk(P.0.) Retain Records in Retained

accordance with the | Documented
Control of Retained Information
Documented
Information Procedure | Master List of
and the Masterlist of Retained
Retained Documented Documented
Information. Information
DILG R5CNS
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BEDAM. QUIAMBAO ALERE:.; L. guu ATTYJ ARNALDO E. ESCOBER Jr., CESO V

Admiristrative Assistant i Chief-FAD Assistant Regional Director

Process Owner Deputy QMR Regional QMR

[g—\on_s R5GMS
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DIVISION / SECTION ADMINISTRATIVE DIVISION, GENERAL SERVICES SECTION
QUALITY PROCEDURE TITLE | PROVISION OF VEHICULAR SUPPORT SERVICES
Key Performance Indicators (KPI) Applicable
Key Performance of o Responsible Hmum(::
Function Indicator
Objective Target Monitoring | for Monitoring | Sheet, Summary
(Formula, If Results Sheet, Report,
applicable) .
R, SO - - Memo, etc.)
Provisionof | To  satisfactorily | 90% of Requests for | Total No.of Requests | Monthly | Motorpool Staff | RVSS Log Sheet
Vehicular | provide vehicular | vehicular® support | Received within 2 days at Regional
Support support to requests | received within 2 | are satisfactorily Office/Accounti
Service received within 2 | days are | provided with ng Clerk at
working days from | satisfactorily vehicular support Provincial
officers and | provided. Divided by Total No. of Offices
employees of DILG Requests Received
Regional Office within 2 days
Multiplied by 100%
Prepared By Approved By
N/ 4
BEDAM. QUIAMBAO ALFR '.': i‘.- JLAN ATTY./ARNALDO E. ESCOBER JR, CESO V
AdmjnfStrative Assistant Il Chief- FAD Assistant Regional Director

Process Owner

Deputy QMR

Regional QMR

DILG R5QMs
ONTROLLED Copy
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DIVISION / SECTION ADMINISTRATIVE DIVISION, GENERAL SERVICES SECTION
PROCEDURE TITLE PROVISION OF VEHICULAR SUPPORT SERVICE

DILG - REGION V Cod
PROCESS QUALITY MONITORING
AND EVAL ATION (QME) Rev. No EIL Dats Yage

07.01.19

To satisfactorily provide vehicular support to 90% requests received within 2 working days from officers and
ONECTIVR STATENENT employees of DILG Regional Office

CURRENT PERIOD
INDICATORS Jan | Feb Mar | Apr | May | Jun | Jul | Aug | Sep | Oct | Nov | Dec Total
A | Total number of requests received s i e R
within 2 days satisfactorily provided ' _,
with vehicular support " S

B | Total number of requests received

C | Formula: A/B x100 | Target Result:
90%

D | 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 using the Corrective Action Report (CAR)
duly signed by the Regional Quality Management Representative.

ALFREDO L. SALLAN ATTY.ARNALDO E. ESCOBE/IR. CESOV
Chief-FAD Assistant Regional Director
Deputy QMR Regional QMR Sh

DILG RSCNS
CONTROLLED Copy
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R VEHICULAR SUPPORT SERVICES (RVSS)

I
f/ )

1)
\m v,

SUMMARY LOG SHEET

QUALITY OBJECTIVE: To satisfactorily provide vehicular support to 90% requests received within 2 working days from officers and

employees of DILG Regional Office.
FREQUENCY OF MONITORING: Monthly

[ &

CURRENT PERIOD:
DISPOSITION TripTicket RESULT
DESTINATION | Date of Trip
DATE |REQUISITION Cclicate (ioite DATE I~'-gi\(',sﬁ
NO- peceven |  Em O Skipts inclusive | DATE ., csppro| No. | Date | ELAPSE
destination, as | dates,as | APPROVED | ¥ 3 -
appropriate} | appropriate) <2},2 REMARKS
wp|wp
A B c D E F G H | J K
v
BEDA IAMBAO ALFIIEDOLSAIL\N ATTY. ARNALDO E. ESCOBER JR., CESO V
Adminjstrative Assistant [1] Chief- FAD Assistant Regional Director
Owner Deputy QMR Deputy QMR
DILG RECMS

TROLLED COrY




Republic of the Philippines FM-SP-R0O5-02-01

DEPARTMENT OF THE INTERIOR AND LOCAL GOVERNMENT
DILG Regional Office No. 5, Rizal St Legazpi City 00 070119 lof1
http://regionS dilg.gov.ph

Name of Bureau/Service/Division: FAD/GSS /Motorpoal/Administrative Section
MASTERLIST OF RETAINED DOCUMENTED INFORMATION
DOCUMENT TITLE

1 TR B
REQUEST FOR VEHICULAR SUPPORT SERVICE

|DRIVER'S TRIP TICKET PROCESS OVWNER [I1S0 Corner QMS | TRIP TICKET
Shelf 1, Data
- File

BLOWBAGS CHECKLIST PROCESS OWNER IS0 Corner QMS | BLOWBAGS
Shelf 1, Data

PROCESS SUMMARY LOG SHEET

PROCESS QUALITY MONITORING EVALUATION PROCESS OWNER IS0 Corner QMS  |QME




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 Bureau/Service/Division: FAD / GSS / MOTORPOOL

MASTERLIST OF MAINTAINED INTERNAL DOCUMENTED INFORMATION

REVISION
DOCUMENT CODE DOCUMENT TITLE 00 o1 02 03 o4 3
RVSS
TRIP TICKET
BLOWBAGS
FM-QP-RO5-FAD-34-01 |Provision of Vehicular Support Log Sheet 07.01.19
QP-RO5-FAD-32 Provision of Vehicular Support Quality 07.01.19
Procedure
QO-QP-ROS5-FAD-34 Provision of Vehicular Suuport Quality 07.01.19
Objective
QME-QP-RO5-FAD-34 Provision of Vehicular Support Log Quality 07.01.19
Monitoring Evaluation

S _a

EDE;/S‘.'mm ATTY. ALDOE. ESCOBER JR., CESOV
IT Officer | Assistant Regional Director

S

WS QmMs
CONTROLLED copy




Republic of the Philippines | FM-SP-RO5-01B-01 I

DEPARTMENT OF THE INTERIOR AND LOCAL GOVERNMENT " "Bl Daie ] Page
DILG Regional Office No. 5, Rizal St. Legazpi City 00 07.01.19 | 1ofl
region5.dilg.gov.ph

Name of Bureau/Service /Division: FAD/GSS/Motorpool /Administrative Unit

MASTERLIST OF MAINTAINED EXTERNAL DOCUMENTED INFORMATION
DOCUMENT CODE DOCUMENT TITLE REVISION/EDITION

DILG RS QMS
NTROLLED Copy
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RISK REGISTER (PROCESS RISK ASSESSMENT)

FINANCE AND ADMINISTRATIVE DIVISION - GSS
PROCEDURE TITLE  VEHICULAR SUPPORT

RISK TRIGGER !Mnar m~ ROL ; - OPPORTUNITY
Negative) m _"w'- S T : ':: ' e

Reminder that

request “requests for
o s oy Verbal request during the day of | Request for vehicular |  vehicudar support
:m;g:::xm Non-availabiiity of driver the trip or SMS/CALL request on support willnotbe | should be done 2 days 2 ; A WA e Al
availability of vehicle week end @anted before the trip”, has
been incorporated in
RVSS form.

|II?MT: 1-Insignificant; 2-Minor; J-Hodﬁnu; 4-ﬁagor; 5-Extreme Ne further action Maintain and sustain the existing control)
|LIKELIHOOD: 1-Rare; 2-Unlikely; 3-Moderate, 4-Likely, 5-Altost Certain - ODERATE Alert level (Maintain and sustain the existing contro
|Risk Rating = Impact X Likelihood X Detection 10-25 Significant Control (e.g Avoid or Treat/Mitigate, Transfer, Terminate)

DILG R5SQMS |
ROLLED Copy
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PROCEDURE TITLE PROVISION OF VEHICULAR SUPPORT

L | | Ty Qi/AvoR

To satisfactorily provide
vehicular support to hl IM The requestor does
Poquesti receled Wbin 2y oy Guring ebiciesare |7 e importance o Requestoraresot | Requestor should
::dm""’*;“nm‘““ day ofthe ip or SMS/CALL [ DILG Personnel] poeviously | e rodmdmuember | oy oyigoqunth the | abide by the process s ooy
hw?:""“ quest on week end assigned 1o TH‘“' wo| | vebicularsupport- | oo vebicuhr service Suebing cubtrel

Office s |rceleachebied

esployees e used e

% |-mz-ﬁr.1m 4-Major, 5 Extreme

|UKELINOOD: 1-Rare; 2-Usiikely; 3 Moderate; # Likely, 5-Almost Certain

[ misk Oppo o sty Rating = tpact X Likelthood

bhmmwmﬂwh L,

Alert level (Maintsin and sustain the existing control)

Comtrol (e.g Avold or Trest/ Mitigate, Trancfer, Terminate)




