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14 MANAGEMENT OF FACILITIES

Scope:

This process starts from receipt of request repair/installation of facilities or request to use function room up to provision of needed action.

Description of Service:

The Administrative Service-General Service Division, Auxiliary personnel/ Finance and Administration Division- Supply and General Services Section
personnel will receive request from concerned office for repair/installation works or request of Function Room. Evaluate the extent of the work requested
and recommend appropriate action. If materials are not available the Auxiliary/SGSS personnel will prepare Purchase Request and Market Analysis and
forward to Procurement Section for the processing of procurement of materials. If materials are available the Auxiliary/SGSS Chief will recommend
approval of the request to Director, Administrative Service/Chief, FAD/Designated Authority. Then the Auxiliary/SGSS personnel will execute the
repair/installation works or set-up function room. The Auxiliary/SGSS personnel shall file and retain all records based on the Masterlist of Retained
Documented Information.
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Office: | Administrative Service-General Service Division (AS<GSD))/ormation Management System for the Controlled Copy
Finance and Administration Division- Supply and General Services Section (FAD-SGSS)

.- Client Action o Agency Action Activittes P;r::il:i-;?;/c:;:;‘tg/e/ References/
; (detailed steps) : (detailed steps) e Interfaces
Division
1 | Fill-up prescribe | 1.1 | Receive request from | ¢ Receive the request and Auxiliary e Request for
request form. The form concerned office determine the appropriate action personnel/ Installation
can be download at needed as follows: End- user and/or Repair
DILG website or you - Installation works Form
can request a copy for - Repair works
Auxiliary Section, GSD - Use of Function Room e Request for the
Use of Function
Room Form
2 | Letter request address
to Director of
Administrative Service
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Person-In-Charge/

Client Action Agency Action R o i References/
No. (detailed steps) e, (detailed steps) A yite Posg;:;;{ol;mt/ Interfaces
3 | Letter request address
to GSD Chief
1.2 | Assess the request For installation/repair works: Auxiliary * Request for
¢ Evaluate the extent of the work personnel Installation
requested and recommend and/or  Repair
appropriate action as follows: Form
v Conduct in-house
installation and/or repair; e Request for the
v Outsource installation Use of Function
and/or repair; Form
v" In case repair/instalation is »
not feasible, decline request; e Calendar of
or Activities Form
This document is UNCON ROLLéI/D when DSVN’ C{/ﬂﬁﬂ %I%CHFQHTED ®

to the Documented Information Management System for the Controlled Copy
AMEYS IS(EL oﬂlaftmatengfs are available proceed

to step 3.

e If materials are not available
determine the type, unit of
measure, quantity and estimated
cost of supplies, materials,
equipment and/or tools, as
applicable.

¢ For request of function room:
Check the available function room in
the Calendar of Activities to confirm.
If no function room is available,
inform the requesting office; else,
assign the function room and update
the Calendar of Activities




DEPARTMENT OF THE INTERIOR AND LOCAL GOVERNMENT

QUALITY PROCEDURE

‘ QP-DILG-AS-RO-14

Page

Rev. No.

Eff. Date

03.01.23

Person-In-Charge/

Client Action Agency Action s o g g References/
o (detailed steps) i (detailed steps) Ausvitre Pos;)t;:irzollllmt/ Interfaces
1.3 | Recommend approval/ | For installation/repair works: Supervising Admin | ¢ Request for
disapproval of the request e Supervising Admin Officer, GSD Officer, GSD; Installation
review the recommended action Auxiliary and/or  Repair
including the bill of materials, if Personnel Form
any.
e Request for the
e If found in order, sign the Use of Function
“Recommended for approval”; Room Form
else; discuss with the auxiliary
personnel for  appropriate
action.
This document is UNCONTR.OLLEIS whg%%WSADE%rgwdloPyﬁlH?%?
Always refer to the Documented It forma®PrPfi &Q&F%s%em for the Controlled|Copy
e If the materials are not available
inform the end-user to procure
the materials.
For request of function room:
e Auxiliary Personnel sign the
Recommended for Approval
portion.
2 | Approve/Disapprove the | For installation/repair works: Chief, GSD; e Request for
request e Chief, GSD approve the request | Supervising Admin Installation
else; discuss with the auxiliary Officer, GSD and/or  Repair
personnel for  appropriate Form

action.

For request of function room:

® Request for the
Use of Function
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No Client Action No Agency Action Activities P?'::il:{;?l}cll}zrf/e/ References/
: (detailed steps) S (detailed steps) Bividon Interfaces
e Supervising Admin Officer, GSD Room Form
approve the request else;
discuss with the auxiliary
personnel for  appropriate
action.

3 | Execute repair/installation | For repair/installation: Auxiliary e Request for
works or set-up function | e Inform the requesting office. personnel Installation
room and/or  Repair

e Carry out the needed Form
repair/installation works.

e Upon completion, indicate date

This document is UNCONTROLEI?ISnv%en BSWN OABES ngﬁﬁw ﬁt
Always refer to the Documented If form@ﬁ%%ﬁgg&wéﬁ Copy

by t econcerned ofﬁce

For request for function room:

e For request of function room,
discuss set-up requirements.

e Set-up as to request of the
concerned office.

4 | Administer Client Satisfaction | e Administer Client Satisfaction Auxiliary e (lient
Survey Survey to ther requisitioner/ personnel Satisfaction

requesting operating unit. Survey
e (SS Data Sheet
e (lient
Satisfaction
Report




DEPARTMENT OF THE INTERIOR AND LOCAL GOVERNMENT QP-DILG-AS-RO-14

QUALITY PROCEDURE

. ‘ . Person-In-Charge/
Client Action Agency Action Lo o ! References/
e (detailed steps) . (detailed steps) MRS Pos;)t;:;;{ol:lmt/ Interfaces
e (lient
Satisfaction
Measurement
Procedure
5 | Retain records e Update Process Summary Log Process Owner e Process
Sheet. Summary Log
Sheet
e Retain records in compliance
with Control of Retained e SP-02 Control of
Documented Information Retained
Procedure and Masterlist of Documented
Retained Documented Information
Information. ‘ Procedure
e Master List of
Retained
Documented
Information
End of Transaction

Prepared By Reviewed By Approved By
(sgd.) ~ (sgd.) (sgd.)
MIA BEK{.A V. NANON /ELNORA A. VELASCO ASEC. ESTER A. ALDANA, CESO 11
. . AS Deputy Quality Management Overall Deputy Quality
Process Owner/Next Higher Supervisor Representative Management Representative




DEPARTMENT OF THE INTERIOR AND LOCAL GOVERNMENT
») QUALITY
¢/ OBJECTIVE (QO)

I QO-QP-DILG-AS-RO-14

Rev. No. Eff. Date  Page
01 03.01.23 10f2
OFFICE ADMINISTRATIVE SERVICE - GENERAL SERVICES DIVISION /
REGIONAL OFFICE - FINANCE AND ADMINISTRATIVE DIVISION
QUALITY PROCEDURE TITLE MANAGEMENT OF FACILITIES
Key Performance Indicators (KPI) Applicable
Frequency Documents (e.g.
: # of Responsible for | Tracker, Monitoring
i Objective Target Indllcator/_ Forlmula Monitoring Monitoring Log Sheet, Summary
(if applicable) Results Log Sheet, Report,
Memo, etc.)
Management | e Timely disposition ® 100% of e (Total number of requests e Monthly |e Assigned e Management of
of Facilities (approval/disapproval) of received approved/disapproved Auxiliary Facilities Log Sheet
requests within the standard requests within the standard time / personnel
time (2 working days for This document is UNCONTRotaEnumb @ of réguestsnd/or FRINTED.
repair/installation or withialwdys refer to the Documjented Infeceived)anapgent System for the Controlled Copy
1 working day for use of
function room).
e Complete acceptance by the | e 100% of e (Total number of completed
concerned office of the completed installation/repair works
installation/repair works installation/ accepted/ Total number of
completed works. repair completed installation/
works repair works) x 100
e Assigned
® 80% of accomplished Client * 80% e (Total number of responses e Monthly Auxiliary ® (SS Data Sheet
Satisfaction Survey have a with rating of “Agree” or personnel * C(lient Satisfaction

rating of “Agree” or “Strongly
Agree” in all Service Quality
Dimensions (SQDs).

“Strongly Agree” in all Service
Quality Dimensions (SQDs) /
Total Number of responses

received) x 100

Report
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Prepared By
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Reviewed By
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Approved By

(sgd.)

MIABEELA V. NANON

(sgd.)

/ELNORA A. VELASCO

(sgd.)

ASEC. ESTER A. ALDANA, CESO II

Process Owner/Next Higher Supervisor

AS'Deputy Quality Management
Representative

Overall Deputy Quality Management
Representative
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QUALITY PROCEDURE MANAGEMENT OF FACILITIES
1. 100% of requests, approved /disapproved within the standard time (2 working days for repair/installation or within
1 working day for use of function room).

OBJECTIVE STATEMENT 2. 100% completed installation/repair works, accepted by the concerned division.
3. 80% of accomplished Client Satisfaction Survey have a rating of “Agree” or “Strongly Agree” in all Service Quality Dimensions
(SQDs).

CURRENT PERIOD

INDICATORS Jan | Feb | Mar | Apr | May | Jun | Jul | Aug | Sep | Oct | Nov | Dec Total

Objective 1- 100% of requests, approved /dlsapproved w1th1n the standard tlme (2 workmg days for repair/installation or within 1 working day for

use of function room)

ument is UN LLED v "_MHII

0.tk ) sntad Infarmation Manacaos Cuctam for tha Contrallad
t¢ e D nepte |EH€ rnati I\ ! a vstan ritho 3 lad-Cou

A | Total No. of request approved/dlsapproved w1thm the
standard time (2 working days for repair/installation
or within 1 working day for use of function room).

A-Management-aysigm-Horta hirenpa-Copy

B | Total No. of request received.

C | Formula: A x100%
B

Target Result: 100%

D | Gap Analysis: In case the objective is not met, put your

analysis why it is not met

Objective 2: 100% completed installation/repair works, accepted by the concerned division.

A | Total No. of all completed installation/repair works,
accepted by the concerned division.

B | Total No. of completed installation/repair works

C | Formula: A x100%
B

Target Result: 100%
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D | Gap Analysis: In case the objective is not met, put your
analysis why it is not met

Objective 3: 80% of accomplished Client Satisfaction Survey have a rating of “Agree” or “Strongly Agree” in all Service Quality Dimensions (SQDs).

A | Total number of responses with rating of “Agree” or “Strongly
Agree” in all Service Quality Dimensions (SQDs)

B | Total number of responses received

C | Formula: (g)x 100 Target Result: 80%

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

Prepared By Reviewed By Noted By

Bureau/Service Deputy QMR/

Process Owner Division Chief/Regional D M
ocess Own ivision Chief/Regional Deputy QMR Regional QMR

Prepared By Reviewed By Approved By
(sgd.) _ (sgd) (sgd.)
MIA BELLA V. NANON ’A-ILNORA A. VELASCO ASEC. ESTER A. ALDANA, CESO 11
Process Gwner /Next Higher Supervisor AS Deputy Quality M.:magement Overall Deputy Quality_Management
Representative Representative
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Rev. No. Eff. Date Page
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" DEPARTMENT OF THE INTERIOR AND LOCAL GOVERNMENT
*] REQUEST FOR INSTALLATION/REPAIR
FM-QP-DILG-AS-RO-14-01A/Rev.00/06.15.21
Type of Request: | |Installation | | Repair
Details of Request: Evaluation and Recommendation:
L] In-house
Outsource
| Decline Request
Date Needed: Due to:
Requested by: Evaluated by:
Signature over name of Head of Office Signature over name of Evaluator
Position: Position:
Name of office:
Accepted by: This document is UNCONTROL | ED when DOWNLOADED and/or PRINTED.
Name: Always refer to the Documented Information Management System for the Controlled Copy
Date Completed:
Bill of Materials (For in-house repair/installation)
: Unit of
Parti i i i
cula Meitare Quantity | Estimated Cost
TOTAL
Assigned Personnel :
Supervising Admin Officer Chief Admin Officer
General Service Division, AS/FAD General Service Division, AS /FAD

. /fﬁvusggmimmm _/ELN()R(%S g VE)LAsco ATTY. ]{'S ]jdfzwm_ﬁz

Process Owner Division Chief AS Deputy QMR
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FM-QP-DILG-AS-RO-14-01B
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DEPARTMENT OF THE INTERIOR AND LOCAL GOVERNMENT
REQUEST FOR USE OF FUNCTION ROOM

FM-QP-DILG-AS-RO-14-01B/Rev.00/06.15.21

Date of Request:

Activity:

Date of Activity: From: To:
Time: From: To:
No. of Participants:

Requested By:

This document is UN Zgﬂﬁ%wmmr Fifllj,?éﬁ3
Always refer to the Documenfted Borhation an%gemen yslgenﬂor Fac ok ﬁ%opy

Assigned Function Room:

I

Signature over printed Name Signature over printed Name
Designation: Designation:
General Service Division, AS/FAD General Service Division, AS/FAD

Note: This form shall be submitted to AS-GSD/FAD three (3) days prior to the date of activity.

sqd.
_FMESLIE B. CA ) )!Enon(qg VELKSCO ATTY. lqgig%\)/mz

Process Owner Division Chief AS Deputy QMR




DEPARTMENT OF THE INTERIOR AND LOCAL GOVERNMENT M
CALENDAR OF ACTIVITIES FM-QP-DILG-AS-RO-14-02

Rev. No. Eff. Date Page
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(MONTH) CALENDAR OF ACTIVITIES
SUNDAY MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY SATURDAY

THiS tocument s UiCONTROED whem BDOWNHOADEE-anefer-PRINGED-

Always refer to the Documgnted Information Managemeng System for the Controlled Cq

K=}
<

Notes:

Prepared By Approved By

(sgd)  — (sgd.) (sgd.)

v
_VESLIE B. CANAFRANCA _/ELNORA A. VELASCO ATTY JEN JJAVAREZ
Process Owner Division Chief AS Deputy QMR
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#/ MANAGEMENT OF FACILITIES LOG SHEET ‘No. THDus | Fage |

QUALITY OBJECTIVE: (1) 100% Timely disposition (approval/disapproval) of requests within the standard time (2 working days for repair/installation or within 1 working day for use of function room),

(2) 100% Complete acceptance by the concerned office of the installation/repair works completed works.
FREQUENCY OF MONITORING: Monthly

CURRENT PERIOD:

ST = Standard Time (within 2 days for repair or installation requests or within 1 working day for use of function room request)

Nt TATE OFFICE b e s o ORIRCIVE S REMARKS
i (INDICATE
i REPAIR | INSTALLATION | " OCTION | AppROVED | DIsaPROVED | patg | WITHIN (BEYOND | messontrvor | COMPLETED | ycpporen [ NOT | aussowiwor

ROOM ST ST MET) ACCEPTED MET)

A B C D E F G H I K L M N 0 P Q
TS ToTTmEnt s UNCONT RO EEDwhemr oW N -OARED-andfoPRINFED-

Alwdys refer to thé¢ Documented Information Managjement Sygtem for th¢ Controllefl Copy
% 0% 0%

Process Owner Division Chlef

. _AESLIE gscgﬁqézanca /ei.nm(asxgv%:zscd amﬂ!ﬁ%ﬂi&nzz
Process Owner = Division Chief : DJ; } MR
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MASTER LIST OF MAINTAINED [RevNo. | EWDate | Page |

00 06.15.21 of 11
INTERNAL DOCUMENTED INFORMATION
Name of Bureau/Service/Office/Procedure: NBOO, ROs, POs, Fos
REVISION
DOCUMENT CODE DOCUMENT TITLE 00 l o1 | 02 ] 03 l 04 | 05
Management of Facilities
QP-DILG-AS-RO-14 Management of Facilities 06.15.21 03.01.23
QO0-QP-DILG-AS-RO-14 Management of Facilities Quality Objectives 06.15.21 03.01.23
QME-QP-DILG-AS-RO-14 Management of Facilities Quality Objectives 06.15.21 03.01.23
FM-QP-DILG-AS-RO-14-01A  |Request for Installation/Repair 06.15.21
FM-QP-DILG-AS-R0O-14-01B  |Request for Use of Function Room 06.15.21
FM-QP-DILG-AS-R0O-14-02 Calendar of Activities 06.15.21
FM-QP-DILG-AS-RO-14-03 Management of Facilitiesdomitorinigdg 8heetD wher| DOBNLE.ZIED fand/or PRINTEL.

Always refer to the Documented Information Management System for the Controlled Copy

REBRGRERE
(sgd.) (sgd,)

“ROMAR’B. PANGANIBAN ASEC. ESTER A. ALDANA, CESO II

Central Document Controller Overall Deputy QMR
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MASTER LIST OF EXTERNAL DOCUMENTED INFORMATION Rev.No. | EWDale | Page
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Name of Bureau/Service/Office/Procedure: NBOO, ROs, POs, Fos

DOCUMENT CODE DOCUMENT TITLE REVISION/EDITION

QP-DILG-AS-RO-14 (Management of Facilities)

This document s UNCONTROLLED when DOWNILOADED andior PRINTED.

Always refer To the Documented Tntormdtion Managemerft system tor thefLontrolled Copy

(s9d.) (sgd.)

ROMAR'B. PANGANIBAN ASEC. ESTER A. ALDANA, CESO 11

Central Document Controller Overall Deputy QMR




