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MANAGEMENT OF FACILITIES

This porcess starts from receipt of request repair / installation of equipment or
request to use the conference room and/or training hall up to provision of
needed action.

To ensure the effective and safe provision of needed corrective maintenance and
related services to enable the different services and offices to operate
continuously.

INPUT PROCESS OUTPUT

Rendered

i | Personnel
| Service

Request Form

DESCRIPTIVE STATEMENT:

The requesting personnel will request for repair of equipment or request for use of Conference
room and/or Training Hall from the Finance and Administrative Division or General Services
Section. The FAD/GSS will process the request and render the required service.

Step | Responsible :
No. Perecintet PROCESS/ACTIVITY Details References
1 Requesting Request for repair of
Personnel service Submit the filled-up Request for
Repair Request Form, repair form
2 | GSS Receive request from Repair request
personnel / requesting personnel. Receive the request form and | form
Provincial log on to the repair request
HUC staff log sheet. Repair Request
Monitoring Log
Sheet
3 |GSS Inspect and recommend | Upon verification as to Job Order
personnel / appropriate action. extent of damaged, Minor
Provincial repair shall be taken Purchase
HUC staff immediately. For Major Request
repair, GSS personnel will
prepare job Order/Purchase | Logbook
Request to be submitted to
BAC Secretariat and prepare | Purchase Order
Request for Quotation for
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“l’“, m“":‘ PROCESS/ACTIVITY Detaiis References

abstract of bids and
recommending award to the
winning bidder.
For minor repair (less than
5,000.00) GSS personnel
request petty cash, procure
and undertake repair.
In case repair is not feasible,
decline the request.

4 | GSS Informre i - = -informTe®qUesting personnel | Repair request
personnel / personnel §tatus / status / completion of form
Provincial completiofiof requested | requested service
HUC staff service. . .

5 | End user of Inspect and accept Inspect rendered service and | Repair request
Division, rendered service sign acceptance to Repair form
Section, Unit request form

6 |GSS Retain documented Retain documented Repair request
personnel / information information in accordance sommary
Provincial with the control of retained | logsheet
HUC staff documented information

procedure and the master Control of

list of retained documented | Retained

information. Documented
Information.
Master List of
Retained
Documented

b, Information.

¢
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BIJREAU/SBRVICE ’ FINANCE AND ADMINISTRATIVE DIVISION GENERAL SERVICES SECTION
QUALITY PROCEDURE | ; MANAGEMENT OF FACILITIES
| TITLE
s KPI Applicable
Paiia Documents (e.g.
Key Performance "qof i Responsible Tracker,
Fenction Objective Target Indicator Monitorin ol Monitoring Log
 (Formula, if gResults | Monitoring | Sheet,
i A y le) Log Sheet, Report,
g kA s U i Memo, etc.)
Managemen i
t of Facilities Conduct the E 90% Total number of Monthly GSS Process
request repair / | - <~ responded request personnel | Summary Log
maintenance Divided by Total assigned Sheet (PSL)
within two (2) Number of Requests
working days Received Multiplied
upon receipt of by 100%
1 reql.ieSt

BEDA M-(QUIAMBAO ALFREDO L. SALLAN | . LDO E.ESCOBER JR, CESO V
Admipistrative Assistant |1} Chief-FAD " Assistant Regional Director

Process Owner Deputy QMR Regional QMR |
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AND EVALUATION (QME)

Rew, No Eff. Date
00 | 970119

! 5ME-;P-ROS-FA-41 I

Pagn
1of1

BUREAU/SERVICE

| ADMINISTRATIVE SERVICE, GENERAL SERVICES DIVISION

PROCEDURE TITLE

MANAGEMENT OF FACILITIES

OBJECTIVE STATEMENT

Conduct the request for repair / maintenance within two (2) working days upon receipt of request.

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
 Received

C

Formula: A/B x
100% Target Result : 90%

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

Note: For unmet targets, QMS Secretariat wil

l initiate correction and corrective a
Representative.,

ction using the Corrective Action Report (CAR) duly

signed by the Regional Quality Management

BEDA M. QUIAMBAO
Admijnfstrative Assistant 111

AP,
ALFREDO L. SALL?

Chief-FAD

oy [
ATTY. ARNALDO E. ESCOBER JR, CESO V
sistant Regional Director

Deputy QMR

Regional QMR

/

/
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Month | Total aumber of Total susder Objective Results
requests within the standard time| | mecpen T
Remarks / Particulars
c.
(B/C*100=% P— Unm: N B o
B
~ T H

TOTAL
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Republic of the Philippines
DEPARTMENT OF THE INTERIOR AND LOCAL GOVERNMENT
DILG Reglonal Office No. 5, Rizal St, Legazpi City
hitp://regions dilg.gov.ph

Name of Bum/ierﬂm/ﬂvlﬂm: FAD / GSS / MOTORPOOL
Management of Facilities

MASTERLIST OF RETAINED DOCUMENTED INFORMATION

DOCUMENT CODE DOCUMENT TITLE CUSTODIAN | LOCATION FLING

RETENTION PERIOD

FOLDER SCHEME

lhpairf Maintenance Request Form ISOComér

ACTIVE | STORAGE | TOTAL

DISPOSAL

| &
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Republic of the Ph ilippines
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: FAD / GSS / MOTORPOOL

MASTERLIST OF MAINTAINED INTERNAL DOCUMENTED INFORMATION
REVISION
DOCUMENT CODE DOCUMENT TITLE = i ~ 0 vy o5

_QP-RO5-FAD-41 Management of Facilities Quality Procedure 07.01.19
0-QP-RO5-FAD-41 Management of Facilities uality Objective 07.01.19
QME-QP-RO5-FAD-41 Management of Facilities Qual ity Monitoring 07.01.19

Evaluation
FM-QP-RO5-FAD-41-01 Management of Facilities Sugim eet. | 07.01.19
RRO-QP-RO5-FAD-41 Management of Facilities Objective Risk | 07.01.19
Assessment M £ A - §
RRP-QP-RO5-FAD-41 Management of Facilities Process Risk 1 07.0119
Assessment

L,

EDEN S. LANUZA ATTY/ARNALDO E. ESCOBER JR., CESO V
Officer | ” Assistant Regional Director
Regional Document Controller | Regional QMR
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Republic of the Philippines -ll05-0 |B-0 '

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: FINANCE AND ADMINISTRATIVE DIVISION

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

I P R
#rs.t{hum
IT Officer | Assistant Regional Director
Regional Document Controller Regional QMR
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DILG REGION v
RISK REGISTER (PROCESS RISK ASSESSMENT)

FINANCE AND ADMINISTRATIVE DIVISION - GSS

PROCEDURE TITLE MANAGEMENT OF FACILTIES

fn-pecuun omquzm 3 nmilhiankyarli-qaeciom& Soope of work  Putsttedtapeering notify repair | 4 z e | =
facility for repair personnel personnel L NS
Sacheduled
Verify extent of damage|Availability of Inspector|Costing for repairs Detailed inspection request of
ins| n
Approval of Purchase Availability of Petty cash on ¢
Request / job Order |Signatories Request for repair e repair 4 3 * I m _.
Retain documented |Unable to retain Natural disaster (Acts of |Lost Documented e
£ 2 NS
: Information documented Information Pllns Back-sp ? 4 i
derm 4 Mdor 5+ Ehm-em S L T . . g : ; Nn l‘nrﬁeucﬂon ru red ann and suraln the udam cnntrol
LIKELIHOOD: 1-Rare. 2- Unl&.ely J-Hodem. 4-Likely: 5-Almost Cerain | MODERATE 2 Alert level (Maintain and sustain the existing control
Risk Rating = Impact X Likelihood X Detection Control (e.g. Avoid or Tuat(MlﬂEE r, Terminate)
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DILG REGIONAL OFFICEV | RRO-QP-RO5-FAD-41 I

RISK REGISTER (OBJECTIVE RISK ASSESSMENT)

OFFICE FINANCE AND ADMINISTRATIVE DIVISION - GSS
PROCEDURE TITLE MANAGEMENT OF FACILTIES

Mairstaln and sustain
Timely Processing of Availabllity of He 4 p 8
ad of Office | Major Repair | No Supplier the oyl
Request Signatory | P xlsting
{
[[MPACT: 1 Tnsigniionmt 2 Miwor, 3 Moderate & Majw; & Exiowsas : : 1.7 No further action required (Maintain and sustain the existing control)
3 : 8-9 Adert level (Maintain and sustain the existing J
LIKELIROOD: 1-are; 2-Unithely; 3-Modurats; 4-Likely; 5-Almsost Certatn . gt T - T
| Riwk /Opportonity Rating = Inpact X Lilelibood 10-25 Comtrol (eg. or Treat/ Mitigate, Transfer, Ter })
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